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This guide is designed to for those submitting a proposal for NSF funding. While this document
is not intended to be a substitute for the exhaustive FastLane Help guide, STELAR? has
compiled the following information to assist proposal writers locate the Form Preparation and
upload the required sections. The contents draw primarily from STELAR’s ITEST Proposal
Development Course — which is a self-paced online course for novice NSF proposal writers.

There are three main parts of this document:

o Part 1: step-by-step instructions (including screenshots) on how to navigate to the Form
Preparation page of FastLane. This page is where you'll upload the sections of your
proposal.

e Part 2: This section provides a diagram of the Form Preparation page and the
corresponding sections from the Proposal & Award Policies & Procedures Guide
(PAPPG).

e Part 3: brief descriptions of the sections described in the Proposal & Award Policies &
Procedures Guide (PAPPG)

Additional Note: The information provided in this guide should not be used as a substitute for a
thorough review of the_Proposal and Award Policies and Procedures Guide (PAPPG) or your
program’s solicitation (list of NSE Funding Opportunities).

1 The STEM Learning and Research Center (STELAR) is funded by the National Science Foundation under Grant
No. DRL-1614697. Any opinions, findings, and conclusions or recommendations expressed in this material are those
of the author(s) and do not necessarily reflect the views of the National Science Foundation.
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FOREWORD - FASTLANE ACCESS TIPS

1. Start the process of connecting to the system as early as possible as it may take a
few days to gain access. Once you have a login, it will likely take a few days to
complete the uploading and submitting process, so the earlier you make this request
the better off you will be.

2. Check if your organization is reqgistered in the Fastlane system. If it is, you can click
the Fastlane Contact/SRO button to determine who the point of contact at your
organization

3. Make sure that the proposed Principal Investigator (PI) and any Co-Principal
Investigators (Co-PIs) on the proposal have active Fastlane accounts. If you are not
the PI...

a. Once your organization is registered, your SPO or organization’s Fastlane
contact person will have to create a Fastlane account for you if you don't
already have one. Once you have an account, you will be given a user ID (9-
digit number) and a password.

b. Have any Co-Pls or Senior Staff confirm that they have Fastlane accounts. If
they do, request either their user ID or the email address associated with their
Fastlane account. You will need one of these pieces of information to add
them to the Cover Sheet. If your partner Co-Pls are outside of your
organization suggest they speak to their SPO as soon as possible.

4. Verify that your organization is registered with
Fastlane: https://www.fastlane.nsf.gov/n1/N1AddInst.html

5. Locate your organization’s NSF contact person. Contact them about getting a
Fastlane account set up for yourself and any colleagues at your organization.

6. If you believe you have an NSF ID already, you can look up your
information: https://www.fastlane.nsf.gov/researchadmin/nsfldLookupRead.do

7. Contact your partners to be sure they have done the same.
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https://www.fastlane.nsf.gov/a0/about/registration.htm
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PART 1- CREATING A NEW PROPOSAL IN FASTLANE

1. Access the FastLane site, and click on “Proposals, Awards and Status”

(=] - L1
&% NSF FastLane Home *
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NSF Home | News | Site Map | FastLane Help | Grants.gov Help | Contac
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Y FastLane is an interactive real-time system usad to FastLane (7 AM to 9 PM Eastern Time » M-F
-+< corjc!uct NSF business over the Internet. FastLane is for User 1-800-673-6188
M official NSF use only. More About Fastlane... Support FastLane Availability (recording
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Panelist Functions Research Administration Financial Functions

Proposal Review

Honorary Awards Graduate Research Fellowship Program Postdoctoral Fellowships and Other Programs

Quick Link Advisories

» Special Exceptions to the

NSF Deadline Date Polic .
Due to Natural or v 04/30/18 - ATTENTION: The Research.gov proposal preparation and

Anthropogenic Events submission site is now available for full, research non-
collaborative proposals. Click here for more details.

* Registration Information 03/26/18 - ALERT: Major changes to the way the research community
registers new users and organizations and maintains
»  Award Search and account information now in effect. Click here for more
Funding Trends details.
03/26f18 - ATTENTION: All organizations must be registered with the
» FastLane FAQs (Opens System for Award Management (SAM) and with NSF prior
new Rrowear Windmw #r cubhaaittinae aeanacale wia RICE curctamae Clicle hooaea Foe

2. Click on “Sign In to FastLane/Research.gov”

Quick Links Proposals, Awards and Status

* Help for Proposal Research.gov Proposal Preparation System
Preparation Research.gov's new proposal preparation system is now available for preparing and submitting full
research non-collaborative proposals. Please use the link below to access the new system:
*  Frequently Asked Research.gov Proposal Preparation
Questions About
FastLane Proposal
Preparation

Log_in for the following_permission-based functions:

» Proposal Functions PI1/Co-PI Log In
* Proposal & Award - Letters of Intent
Policies & Procedures - Proposal Preparation . . . .
Guide - Proposal Status - Disabled in FastLane. Sign Smgle_z =D @ 5 o available
in to Research.gov for Prl_nc:pal Investigators (PIs)
> Deadlines and Target - Display Reference Status & utlllz?] Emin mELATE Al
Dates - Revise Submitted Proposal Budget HERERTATEEY
- Proposal File Update
> Lookup NSF ID » Award and Reporting Functions click Sign In to FastLane/Research.gov
- Motifications and Requests
- Continuation Funding Status Forgot Password?
- View/Print Award Documents Lookup NSF ID

- Project Reports System - Disabled in

3lPage


https://www.fastlane.nsf.gov/

3. Enter your credentials, and then click “Sign In”
a. Don't have login credentials? Register for a new NSF Account

a — L

/ % Researchgov-Userlog ' X \\

&« C | & National Scienc...Foundation [US] | https://identity.research.gov/sso/Ul/L.. 1% | @ r'. G 0 = @® @ fro

Research.cov

# ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

Sign In | Register | Home | Contact | Help | About

@ NSF User Sign In

There are 2 ways to sign in to Research.gov. Use your NSF 1D or your organization credentials.

Enter your login credentials

NSF ID
Organization Credentials @
Forgot? / Look Up NSF ID
Select your organization from the drop-down menu below, to be taken
to the InCommon Lag In page for your organization.
Password
Forgot Password Pick Your Organization
o or Select an Option v
click .
New to NSF?
Register

Don't see your organization listed?
Learn more / Register for InCommon

4. Click “Proposals, Awards & Status”

ResearCh.GOV Welcome Sarita Nair-Pillai | Sign Out (Home) | My Profile | Contact | Help | About
oy ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY Search ol

Prepare & Submit

My Desktop Awards & Reporting Manage Financials Administration

Proposals

My Desktop

NSF FastLane Services

C||Ck Proposals, Awards & Status
Research Administration

Lookup NSF 1D
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Quick Links

*  Help for
Proposal
Preparation

¥ Frequently
Asked
Questions
About
FastLane
Proposal
Preparation

¥ Proposal &

Award Policies
& Procedures
Guide

5. Click “Proposal Functions”

Principal Investigator(Pl)/Co-Principal
Investigator(Co-Pl) Management

What Do You Want To Work On?

© Proposal Functions click

© Award And Reporting Funclibns

© Change Pl Demographic Information

© Research.qov Functions

6. Click “Proposal Preparation”

: J%I :

s

Quick Links

b

Help for
Proposal
Preparation

Frequently
Asked
Questions
About
FastLane
Proposal
Preparation

Proposal &
Award Policies
& Procedures
Guide

Deadlines and
Target Dates

Convert Files
to PDF

Principal Investigator(PIl)/Co-Principal
Investigator(Co-Pl) Management
Proposal Functions

© Letters of Intent

© Proposal Preparation ﬁmk
© Proposal Status - Disablel in ane. Sign in to Research.gov,

© Revise Submitted Proposal
Budget

© Proposal File Update

© Research.qov Functions
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review

Information”), then click on “Prepare Proposal”

FORM: GNFPAIMam

7. Review your Pl Information, is it correct? Update if needed (“Edit PI Demographic

General~FI~ MNair-Pillai

Principal Investigator (PI) Information

Notice: Effective January 14, 2013, the National Science Foundation implemented revised merit review criteria based on the National
Science Board (NSB) report. National Science Foundation's Merit Review Criteria: Review and Revisions. While the two merit review

criteria remain unchanged (Intellectual Merit and Broader Impacts). guidance has been provided to clarify and improve the function of
the criteria.

Fevisions based on the NSB report have been incorporated into the Proposal & Award Policies & Procedures Guide (PAPPG).
including the Project Summary Section (opens new window) and Project Description Section (opens new window). Now, if the Project
Summary requirements are not met. the proposal will not be accepted by FastLane or will be returned without review. The PAPPG also
states that the Project Description must now conitain, as a separate section within the narrative, a discussion of the broader impacts of
the proposed activities.

These requirements should be carefully considered by PIs when preparing proposals for submission to NSF.

| Edit Pl Demographic Information | | Prepare Propos lew Submitted
| GoBack | click

Name I
Organization Education Development Center _
Department U.S. Division-College Workforce Success
Address 43 Foundry Avenue Phone ]

Waltham, MA 02453 Fax _

Eval

Country Us

NAVIGATION

8. Click “Create Blank Proposal”

Create New Proposal

Create Blank Proposal
| SBIRPhase | | | SBIR Phasell | | STTR Pha Phase Il
click
Go Back

FastLane System Comments
Technical Support Service Request
Help for Proposal Preparation (Opens new browser window)_

Proposal & Award Policies & Procedures Guide

FART
LANE

THIS WILL TAKE YOU TO THE FORM PREPARATION PAGE,

SEE NEXT PAGE FOR FURTHER INFORMATION
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PART 2 - FORM PREPARATION/ PROPOSAL SUBMISSION

Clicking “Create Blank Proposal” will bring you to this page. This is the page where you will
upload the sections of your proposal. Clicking “Go” next to each of the items will take you to the
page where you upload/enter your proposal information, and also provides further detail.

Form Preparation

To prepare a form, click on the appropriate button below.

Form Saved Form Saved
1 | GO | Cover Sheet 07/25/18 3 | GO | Project Summary
2 | GO | Table of Contents N/A 4 | GO | Project Description
5 | GO | References Cited 12 | GO | Biographical Sketches
7 & 8| GO | Budgets (Including Justification) 14 | GO | Current and Pending Support

6 | GO | Facilities, Equipment, and Other Resources
Supplementary Documents
9 | GO | Data Management Plan

10 | 60| Mentoring Plan!
G0 | GOALI - Industrial PI Confirmation Letter
GO | Project Summary with Special Characters
GO | RAISE - Program Officer Concurrence Emails

11 | GO | Other Supplementary Docs

Single Copy Documents

13 | GO | Collaborators and Other Affiliations GO | AddDelete Non Co-PI Senior Personnel NA
GO | Deviation Authorization(if applicable) GO | Change PI
GO | List of Suggested Reviewers (optional) NA GO | Link Collaberative Proposals

GO | Additional Single Copy Documents
GO | Nature of Natural or Anthropogenic Event

Proposal Component Submission Type FastLane Submission Location
1 Cover Sheet online form Form - Cover Sheet
2 Table of Contents auto generated n/a
3 Project Summary text box Form - Project Summary
4 Project Description pdf document Form - Project Description
5 References Cited pdf document Form - References Cited
6 Facilities, Equipment, and Other pdf document Form - Facilities, Equipment, and Other Resources
7 Budget online form or Excel Form - Budgets (Including Justification)
template
8 Budget Justification pdf document Form - Budgets (Including Justification)
9 Data Management Plan pdf document Supplementary Documents - Data Management
Plan
10 Post-doc Mentoring Plan pdf document Supplementary Documents - Mentoring Plan
11 Letters of Collaboration from Project pdf document Supplementary Documents - Other Supplementary
Partners Docs
12 Biographical Sketches of Non-Co Pl pdf document Form - Biographical Sketches

Senior Personnel

13 Collaborators and Other Affiliations  pdf document or e-  Single Copy Documents - Collaborators and Other
form Affiliations

14 Current and Pending Support pdf document Form - Current and Pending Support
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PART 3 - OVERVIEW OF PROPOSAL COMPONENTS

This section reviews the components of an NSF proposal based on the Proposal and Award
Policies and Procedures Guide (PAPPG), and is not intended to be a substitute for a thorough
review of the PAPPG or your project solicitation.

Proposal Brief Description

Component

Cover Sheet The Cover Sheet is an online form you’ll complete 1 page
through your FastLane account (see Module 9). You
can download (and print) a pdf version of your cover
sheet to review the components beforehand. To see a
sample Cover Sheet click [here].

Table of contents | Your Table of Contents will be created automatically n/a
as you upload the other documents. However, you
will still need to add page numbers to each of your
uploaded documents (FastLane does not
automatically paginate for you).

Project Summary | Your Project Summary will be one-page in length 1 Page
(approx 4,500 characters) and consists of an
overview, a statement on intellectual merit, and a
statement on broader impacts. The contents of your
summary is submitted via text box through your
FastLane account.

Project The Project Description is the cornerstone of your 15 Pages
Description proposal and can be no longer than 15 pages in
length. There are nine essential elements of the
Project Description; Project Overview, Rationale, and
Importance Results from prior NSF support Research
and Development Design Project Evaluation
Dissemination Expertise and Management Intellectual
Merit Broader Impacts Special Review Criteria It's
uploaded in document format through FastLane. The
page-limit does not apply to bibliographic citations,
which are to be included in your References Cited
section. Note: Refer to the PAPPG and your project’s
solicitation for further information and requirements

References Cited | References Cited contains the bibliographic citations No Limit
from your Project Description. There is no page
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https://www.nsf.gov/publications/pub_summ.jsp?ods_key=papp
https://www.nsf.gov/publications/pub_summ.jsp?ods_key=papp
https://drive.google.com/file/d/14SvFDWPtQhn7JqY_EQt1vw4EzjT1Sojb/view

minimum or maximum for this section and is uploaded
in document format through FastLane.

Facilities This section of the proposal is where you describe the | No Limit
Equipment, and resources you will use to implement your proposed
Other Resources program (i.e. the elements described in your Project
Description). There is no page minimum or maximum
for this section and is uploaded in document format
through FastLane.
Budget You will develop one budget for each year of the 5 pages
proposed project. The information will be submitted
through the Budget Form in FastLane. You can
download (and print) a pdf version of your budget to
review the components beforehand. To see a pdf
sample budget click [here], or download a fillable
template [here].
Budget This is a narrative justifying each of the line items in 5 pages
Justification your budget. Your Budget Justification cannot exceed
5 pages in length and is uploaded in document format
through FastLane.
Data This section outlines the standards and policies for 2 pages
Management collecting and disseminating the research results for
Plan your proposed program. Your Data Management Plan
cannot exceed 2 pages in length and is uploaded in
document format through FastLane Examples here.
Postdoctoral This section will describe the mentoring that will be 1 page
Researcher provided to postdoctoral researchers supported by
Mentoring Plan (if | the project, if applicable. Your Postdoctoral
applicable) Researcher Mentoring Plan cannot exceed 1 page in
length and is uploaded in document format through
FastLane.
Letters of These letters will be collected from your project 1 page each
Collaboration partners (advisors, consultants, evaluator, schools, (per

from Project
Partners

etc.) stating their intent to collaborate. NSF provides a
template for these letters, and they are uploaded in
document format through FastLane.

collaborator)

Collaborators and
Other Affiliations

Each staff member on your team (PI, Co PI, senior
staff) must complete this form in order to identify
possible conflicts of interest to ensure the NSF

1 form per
staff member
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https://drive.google.com/file/d/17xZOG1gqAedlcgiFgrB0EKDBuQtdD2OD/view
https://drive.google.com/file/d/1t7bLZEPyxLMlN6WitWoOjqOBaHL3_DYF/view
https://drive.google.com/file/d/15RrIU0pBVpejiCtt8437uG1I-vOIuF9H/view

reviewers of your proposal are impartial and
unaffiliated. Have each staff member complete the
“Collaborators and Other Affiliations” form provided by
NSF [here], paying careful attention to the instructions
on formatting. Each file will then be uploaded through
FastLane.

Current and
Pending Support

Each staff member on your team (PI, Co PI, senior
staff) must complete one of these forms in order to
identify all sources of funding for his/her work (on this
project and any other, currently being funded or any
other with pending applications). A template can be
found [here]. You will upload one pdf per staff
member through FastLane. You can also complete
this as an e-form rather than uploading the pdfs.

1 form per
staff member

Biographical
Sketches of Non-
Co PI Senior
Personnel

Custom formatted CV (see example [here]). Each CV
cannot exceed 2 pages. You will upload one pdf per
staff member through FastLane.

2 pages per
staff member
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https://www.nsf.gov/bfa/dias/policy/coa.jsp
https://drive.google.com/file/d/1CgTFpWldpTwCwHKW6ETZ1Rg837WgrbVf/view
https://drive.google.com/open?id=1lal0LFRMbeskoamOnD0gKNSwcaPJMCCV

