NSF Proposal Checklist	June 2019

Research in Undergraduate Institutions (RUI) APPLICATIONS (NSF 14-579)	

[bookmark: _GoBack]This document supplements NSF guidance. Please be sure to read the NSF Proposal and Award Policies and Procedures Guide (PAPPG) and specific program solicitation thoroughly before beginning to prepare your proposal. Instructions provided in the program solicitation supersede those found in the GPG. The full text of the PAPPG can be found at:  https://www.nsf.gov/pubs/policydocs/pappg19_1/nsf19_1.pdf

FORMAT SPECIFICATIONS FOR PROPOSAL
· Font = Arial, Courier New, or Palatino Linotype (10 pt or larger), Times New Roman or Computer Modern family of fonts (11 pt or larger). OSR strongly recommends using 11 pt or larger for all fonts.
· A font size smaller than 10 pt may be used for mathematical formulas or equations, figures, tables or diagram captions and when using a Symbol font to insert Greek letters or special characters. Other fonts not specified above, such as Cambria Math, may be used for mathematical formulas, equations, or when inserting Greek letters or special characters. PIs are cautioned, however, that the text must still be readable
· 1” margins all around
· All sections of the application are to be uploaded as a PDF attachment. If the attachment is not applicable to a particular section of your proposal, then a PDF must be uploaded stating that.
· Single spacing with no more than 6 lines of text within a vertical space of 1 inch
· Each section uploaded as a file must be individually paginated (i.e., each upload starts at page one). 

ATTACHMENTS/INFORMATION NEEDED FROM PI
· COVER SHEET (FastLane)
· Awardee & Project/Performance Site Primary Location
· Program Description/Announcement/Solicitation Number
· For a RUI proposal from a PUI, select only the number for the current RUI/ROA solicitation; do not select another solicitation number, even if you are submitting in response to a specific NSF solicitation. (Instead identify any other solicitation number within the Project Summary.) At the next screen, select the Division and Program to which the proposal should be directed. In a collaborative submission, a non-PUI proposal that is linked to a RUI proposal in a collaborative should not be labeled as “RUI” and should be submitted to the relevant solicitation for the program that will provide funding.
· NSF Unit of Consideration (indicate NSF Division/Office and Program(s) to which proposal should be directed)
· Title of Proposed Project
· For a RUI proposal, include the acronym "RUI:" in the proposal title on the Cover Sheet, e.g. "RUI: Metabolic Cycles in Arctic Ruminants." Also include any other appropriate program acronym in the title. Be sure to identify any other solicitation number in the Project Summary, and follow instructions in that solicitation to identify the appropriate Division and Program to which your RUI proposal should be directed. In a collaborative submission, a non-PUI proposal that is linked to a RUI proposal in the collaborative should not include “RUI” in the title.
· Budget and Duration Information
· PI Information and co-PI Information (each individual’s name and either NSF ID or primary email address)
· Previous NSF Award (check if proposal is renewal proposal)
· Other Federal Agencies (if proposal is being submitted for consideration by another Federal agency)
· Awardee Organization Information (organization name, address, DUNS number, EIN/TIN)
· Project/Performance Site Primary Location
· Other Information - Should any of the following items on the proposal Cover Sheet apply to a proposal, the applicable box(es) must be checked.
· Beginning Investigator) (applicable only to proposals submitted to the Biological Sciences Directorate)
· Disclosure of Lobbying 
· Proprietary or Privileged Information 
· Historic Places 
· [bookmark: bfn15]Vertebrate Animals
· [bookmark: bfn16]Human Subjects
· International Activities Country Name(s) 

· PROJECT SUMMARY
· PAPPG: https://www.nsf.gov/pubs/policydocs/pappg19_1/pappg_2.jsp#IIC2b
· Maximum 1 page, not to exceed 4,600 characters (including spaces)
· FastLane now requires the narrative to be inserted into text boxes.
· If your Project Summary includes special characters (e.g., mathematical or chemical formulas), then we are allowed to upload as a PDF instead of using the text boxes. If you cut and paste text into the Project Summary, standard punctuation such as quotation marks and apostrophes may be replaced by errant characters and will need to be manually edited.
· Must include 3 separate sections:
1. Overview: a self-contained description of the activity that would result if the proposal were funded and include a statement of objectives and methods to be employed.
2. Intellectual Merit: Describe the potential of the proposed activity to meet the Intellectual Merit criterion;
3. Broader Impacts: Describe the potential of the proposed activity to meet the Broader Impacts criterion.

· PROJECT DESCRIPTION
· PAPPG: https://www.nsf.gov/pubs/policydocs/pappg19_1/pappg_2.jsp#IIC2d
· Maximum 15 pages; do not include URLs
· Ensure merit review criteria (intellectual merit and broader impacts) are well described and integrated throughout Project Description:
· Objectives and expected significance
· General plan of work to be undertaken/Methodology
· Relation to longer term goals of project
· Relation to present state of knowledge in the field, to work in progress by PI and to work in progress elsewhere; what gap in current knowledge will this research fill
· What benefits could result if project is successful?
· The Project Description must include, as a separate section within the narrative, a section labeled "Intellectual Merit"
· The Project Description must include, as a separate section within the narrative, a section labeled "Broader Impacts"
· Results from prior NSF support (5-page limit; included within 15 pages). If any PI or co‐PI identified on the proposal has received NSF funding with a start date in the past five years (including any current funding and no cost extensions), information on the award is required for each PI and co‐PI, regardless of whether the support was directly related to the proposal or not. In cases where the PI or co‐PI has received more than one award (excluding amendments to existing awards), they need only report on the one award most closely related to the proposal. Include the following:
(a) the NSF award number, amount and period of support
(b) the title of the project
(c) a summary of the results of the completed work, including accomplishments, supported by the award. The results must be separately described under two distinct headings, Intellectual Merit and Broader Impacts
(d) a listing of the publications resulting from the NSF award (a complete bibliographic citation for each publication must be provided either in this section or in the References Cited section of the proposal); if none, state “No publications were produced under this award.”
(e) evidence of research products and their availability, including, but not limited to: data, publications, samples, physical collections, software, and models, as described in any Data Management Plan
(f) if the proposal is for renewed support, a description of the relation of the completed work to the proposed work.
· Vertebrate Animals – Sufficient information must be provided within the 15‐page Project Description to enable reviewers to evaluate the:
· rationale for involving animals;
· choice of species and number of animals to be used;
· description of the proposed use of the animals;
· exposure of animals to discomfort, pain, or injury; and
· description of any euthanasia methods to be used.
· Human Subjects – NSF does not prescribe information to be included, but OSR recommends describing the number and demographics of people involved and research safeguards

· REFERENCES CITED
· PAPPG: https://www.nsf.gov/pubs/policydocs/pappg19_1/pappg_2.jsp#IIC2e
· No page limit
· Include names of all authors (no et al), title, volume and page numbers (if applicable) and year of publication. Include website address if available electronically.

· BIOGRAPHICAL SKETCHES
· PAPPG: https://www.nsf.gov/pubs/policydocs/pappg19_1/pappg_2.jsp#IIC2f
· Include for all senior project personnel 
· 2 pages max per individual
· Each biosketch must include the following sections:
· Professional Preparation: Undergrad and graduate education, postdoctoral training.  The location of the individual's undergraduate, graduate and postdoctoral institution(s) must be provided.
· Academic/professional appointments in reverse chronological order
· Products (Up to 5 products most closely related to proposed project and another 5 of most significant products. Products may include publications, data sets, software, patents and copyrights)
· Synergistic Activities (up to 5 examples)

· BUDGET AND BUDGET JUSTIFICATION
· PAPPG: https://www.nsf.gov/pubs/policydocs/pappg19_1/pappg_2.jsp#IIC2g
· Budget Forms (Completed by OSR)
· Budget Justification (5 pages; OSR will create shell and route to PI for completion)

· CURRENT AND PENDING SUPPORT
· PAPPG: https://www.nsf.gov/pubs/policydocs/pappg19_1/pappg_2.jsp#IIC2h
· List support for ongoing and pending projects (including this proposal) requiring time from PI / senior personnel
· Include total award amount and number of person months devoted to project
· Per the GPG, “All current project support from whatever source (e.g., Federal, State, local or foreign government agencies, public or private foundations, industrial or other commercial organizations, or internal funds allocated toward specific projects) must be listed. The proposed project and all other projects or activities requiring a portion of time of the PI and other senior personnel must be included, even if they receive no salary support from the project(s).”

· FACILITIES, EQUIPMENT AND OTHER RESOURCES
· PAPPG: http://www.nsf.gov/pubs/policydocs/pappguide/nsf16001/gpg_2.jsp#IIC2i
· Per PAPPG, “describe only those resources that are directly applicable. Include an aggregated description of the internal and external resources (both physical and personnel) that the organization and its collaborators will provide to the project, should it be funded. Such information must be provided in this section, in lieu of other parts of the proposal (e.g., budget justification, project description).” Do not use quantifiable information.

· SINGLE COPY DOCUMENTS:

· AUTHORIZATION TO DEVIATE FROM NSF PROPOSAL PREPARATION REQUIREMENTS (if applicable)

· LIST OF SUGGESTED REVIEWERS / REVIEWERS NOT TO INCLUDE (optional, but highly recommended)

· PROPRIETARY OR PRIVELEGED INFORMATION (if applicable)

· PROPOSAL CERTIFICATIONS (submitted by Authorized Organizational Representative)

· COLLABORATORS AND OTHER AFFILIATIONS (required)
· PAPPG: https://www.nsf.gov/pubs/policydocs/pappg19_1/pappg_2.jsp#IIC1e
· Must be included for the PI, co-PIs, and designated Sr. Personnel using the COA template. It is no longer required to identify the total number of collaborators and other affiliations when providing this information.
1. Individual. List individual’s last name, first name, middle initial, and organizational affiliation in the last 12 months.
2. Personal. List individuals’ last name, first name, middle initial, for whom a personal, family, business relationship would otherwise preclude their service as a reviewer.
3. Thesis Advisor and Thesis Advisees. List the last name, first name, middle initial, and organizational affiliations, if known, for the individual’s PhD advisor and all the individual’s PhD thesis advisees.
4. Co-Authors and Collaborators. List of all persons (last name, first name, middle initial, organizational affiliations, if known), who have been co‐authors with the individual on any book, article, report, abstract or paper during the last 48 months, and collaborators on projects, such as funded grants, graduate research or others in the last 48 months.
5. Editorial Board and Co-Editors. List name(s) of editorial board (editor-in-chief and journal), and co-editors of journals or collections with whom the individual has directly interacted in the last 24 months. An editor-in-chief must list the entire editorial board.

· SUPPLEMENTARY DOCUMENTS:

· DATA MANAGEMENT PLAN (required)
· PAPPG: https://www.nsf.gov/pubs/policydocs/pappg19_1/pappg_2.jsp#IIC2j
· 2 pages max
· Should include (but check the guidelines for the directorate you are applying to for additional instructions):
· Data to be produced?
· Standards to be used for data/metadata format and content?
· Policies for access and sharing? For re‐use, re‐distribution and production of derivatives?
· Plans for archiving and for preservation of access?

· POSTDOCTORAL RESEARCHER MENTORING PLAN (if funding requested to support postdoctoral researchers)
· PAPPG: https://www.nsf.gov/pubs/policydocs/pappg19_1/pappg_2.jsp#IIC2j
· 1 page max

· STATEMENTS OF COLLABORATION (if subcontracts involved)
· PAPPG: https://www.nsf.gov/pubs/policydocs/pappg19_1/pappg_2.jsp#IIC2j
· Such letters should be limited to stating the intent to collaborate and should not contain endorsements or evaluation of the proposed project. Proposals that are not consistent with the instructions in this section will be returned without review. The recommended format for letters of collaboration is as follows:  
"If the proposal submitted by Dr. [insert the full name of the Principal Investigator] entitled [insert the proposal title] is selected for funding by NSF, it is my intent to collaborate and/or commit resources as detailed in the Project Description or the Facilities, Equipment or Other Resources section of the proposal."

· CERTIFICATION OF RUI ELIGIBILITY (required)
· RUI Solicitation: http://www.nsf.gov/pubs/2014/nsf14579/nsf14579.htm#prep
· OSR will create, sign, and upload the RUI Certification

· RUI IMPACT STATEMENT (required)
· RUI Solicitation: http://www.nsf.gov/pubs/2014/nsf14579/nsf14579.htm#prep
· See the details in the RUI solicitation for information required in the RUI Impact Statement. 
· Max 5 pages

· PROPOSAL CLASSIFICATION FORM (if applicable)
· All proposals submitted to the Directorate for Biological Sciences must include BIO’s proposal classification form. Failure to complete this form will preclude submission of the proposal.























REQUIRED COMPONENTS FOR LEAD VS. NON-LEAD ORGANIZATIONS: COLLABORATIVE RESEARCH 

	Lead Organization
	Non-Lead Organization(s)

	Cover Sheet Project Summary
Table of Contents (automatically generated) Project Description
References Cited 
Biographical Sketches 
Budget and Justification 
Current and Pending Support
Facilities, Equipment and Other Resources 
List of Suggested Reviewers
Collaborators & Other Affiliations document 
Data Management Plan
Postdoctoral Mentoring Plan (if applicable) 
Certification of RUI Eligibility
RUI Impact Statement
Proposal Classification Form (if applicable)

	Cover Sheet
Table of Contents (automatically generated) 
Biographical Sketches
Budget and Justification 
Current and Pending Support
Facilities, Equipment and Other Resources List of Suggested Reviewers
Collaborators & Other Affiliations document
Certification of RUI Eligibility
RUI Impact Statement
Proposal Classification Form (if applicable)




· Each organization’s project title must begin with “Collaborative Research”
· Non‐lead organizations must assign each submission a proposal PIN and provide the PIN and temporary proposal ID generated by FastLane to the lead organization
· Lead organization must enter each non‐lead organization proposal PIN/temporary proposal ID into lead submission by using “Link Collaborative Proposals” option on the “Form Preparation” screen

REQUIRED COMPONENTS FOR LEAD VS. SUBAWARD ORGANIZATIONS 

	Lead Organization
	Subaward Organization(s)

	Cover Sheet Project Summary
Table of Contents (automatically generated) Project Description
References Cited 
Biographical Sketches 
Budget and Justification 
Current and Pending Support
Facilities, Equipment and Other Resources 
List of Suggested Reviewers
Collaborators & Other Affiliations document 
Data Management Plan
Postdoctoral Mentoring Plan (if applicable) 
Certification of RUI Eligibility
RUI Impact Statement
Proposal Classification Form (if applicable)

	Biographical Sketches
Budget and Justification 
Current and Pending Support
Facilities, Equipment and Other Resources 
List of Suggested Reviewers
Collaborators & Other Affiliations document
Letter of Collaboration
Letter of Intent, signed by AOR 
Scope of Work
F&A/Indirect Cost Rate Agreement
Certification of RUI Eligibility
RUI Impact Statement
Proposal Classification Form (if applicable)







SUMMARY OF ATTACHMENTS/INFORMATION NEEDED FROM PI

· COVER SHEET

· PROJECT SUMMARY

· PROJECT DESCRIPTION

· REFERENCES CITED

· BIOGRAPHICAL SKETCHES

· BUDGET AND BUDGET JUSTIFICATION

· CURRENT AND PENDING SUPPORT

· FACILITIES, EQUIPMENT AND OTHER RESOURCES

· SINGLE COPY DOCUMENTS:

· AUTHORIZATION TO DEVIATE FROM NSF PROPOSAL PREPARATION REQUIREMENTS (if applicable)
· LIST OF SUGGESTED REVIEWERS / REVIEWERS NOT TO INCLUDE (optional, but highly recommended)
· PROPRIETARY OR PRIVELEGED INFORMATION (if applicable)
· PROPOSAL CERTIFICATIONS (submitted by Authorized Organizational Representative)
· COLLABORATORS AND OTHER AFFILIATIONS (required)

· SUPPLEMENTARY DOCUMENTS:

· DATA MANAGEMENT PLAN (required)
· POSTDOCTORAL RESEARCHER MENTORING PLAN (if funding requested to support postdoctoral researchers)
· STATEMENTS OF COLLABORATION (if subcontracts involved)
· CERTIFICATION OF RUI ELIGIBILITY (required)
· RUI IMPACT STATEMENT (required)
· PROPOSAL CLASSIFICATION FORM (if applicable)
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