 NSF CHECKLIST Effective 01/18/2011 
 ***Please check specific program solicitation for accurate proposal submissions, or additional materials required. Check *NEW* items for major changes this year. *** 
General Rules for Proposal Format 
· 1” Margins (minimum requirement). 

· No personal information allowed. 

· Must use one of the following fonts: Arial, Courier New, Palatino Linotype at a font size of 10 points or larger. Times New Roman at a font size of 11 points or larger.  Computer Modern family of fonts at a font size of 11 points or larger. 

· No more than 6 lines of type within a vertical space of 1 inch. 

· Each document must be paginated before uploading. 

· Avoid 2-column format if at all possible 

· If using a Windows-based Mac computer, please convert your files to pdf using Acrobat Distiller before uploading into FastLane. Allowing FastLane to convert Word documents for you is causing major compliance issues with font size.  It looks compliant on screen, but is not compliant when printed out. 

Cover page 
· Program Announcement # if applicable, if not program specific, select “Grant Proposal Guide” with division, program, etc. (can choose more than one). 

· Deadline or target date (choose “No Closing Date” if not program specific. 

· Title of Project: Check the solicitation for specific naming conventions
· Start date/# of months in duration 

· PIs/Co-PIs (no more than 5 total including PI) 

Project Summary – One page 
· Self-contained description of activity written in third-person which includes statement of objectives and methods employed 

· Two separate statements within summary must include: 
1. Intellectual merit of proposed research 

2. Broader impacts resulting from proposed activity 

Table of Contents – generated automatically by FastLane 
Project Description  
· Self-contained general plan of work including broader impacts 

· 15 page limit 

· DO NOT include a description of mentoring activities for postdoctoral researchers in the Project Description. NSF has changed this requirement.  This information should now be included in the supplementary document section and is not to exceed 1 page. 

· Results of prior NSF support – limit of 5 pages within 15 page total 

· URLs that provide information necessary to review should not be used 

References Cited 
· No page limits 

· Must include all authors in order in which they appear in publications (No et al.) 

· Bibliographic citations only, no parenthetical information allowed 

Biosketch 
· Limit 2 pages per person (for each PI, co-PI and/or other senior personnel) 

· No personal information allowed 

· Must be in the following order: 

A. Education – earliest to most recent 

B. Appointments – reverse chronological order beginning with present 

C. Publications – 5 most relevant, then 5 others (Patents, copyrights, or systems developed may be substituted).  Additional lists of publications, lectures, etc., must not be included. 

(Per Keith Crank, program officer, all journal and proceedings articles, books, patents, and software anywhere in the biographical sketch are counted as publications.) 
D. Synergistic Activities – list of up to 5 examples that show broader impact 

E. Collaborators and Co-Editors 

(i) Collaborators and co-authors on projects, books, articles, reports, abstracts, or papers must be in alphabetic order (include organizational affiliation) within last 48 months, if none, list none.  Also include current or past co-editors of journals, compendiums, or conference proceedings during the last 24 months. 

(ii) Grad/Postdoc Advisors – list current affiliations 

(iii) Thesis Advisor/Postgrad Sponsor – list over the past 5 years 

Budget/Justification 
· For preparation, need start/end dates of project 

· Faculty salary – no more than 2 months salary allowed per year under GPG basic guidelines with the exception of certain specific program solicitations. This includes salary compensation received from all NSF-funded grants. If proposing more than 2 months in any year it must be disclosed in the budget, justified in the budget justification, and specifically approved by NSF in the award.
· Grad Assistants – high or low tuition, percentage of effort and length of time 

· Professionals/Technicians – names if known 

· Undergraduates/wage payroll – need hourly rate and number of hours 

· • Justification – no more than 3 pages allowed 

Breakout of large expenses in categories, ie:  materials/supplies, travel, equipment, etc. 

Include budget notes for fringe benefits, tuition (if applicable), and F&A rates

• *NEW* Inclusion of voluntary committed cost sharing is prohibited and Line M on the proposal budget will not be available for use by the proposer. NSF Program Officers may not impose or encourage cost sharing unless such requirements are explicitly included in the program solicitation. Including zero effort – zero dollar participants is considered voluntary committed cost sharing.
Current and pending support 
· Must include all current project support regardless of source 

· Proposed project (this proposal) and all other projects requiring percentage of time of PI and other senior personnel must be included even if no salary support 

· Total amount of award and person-months per year devoted to project must be shown regardless of source of support 

• 
Concurrent submission to other organizations will not prejudice NSF review except for the Biological Sciences Directorate 

Facilities 
· Used to assess adequacy of resources available 

· Description of only resources that are directly applicable 

Data Management Plan 
• *NEW* Starting Jan 18, 2011 ALL submissions must include a supplementary document that provides for a “Data Management Plan”.  The supplemental document should describe how the proposal will conform to the NSF policy on the dissemination and sharing of research results. Limited to 2 pages. For more details please visit: http://www.nsf.gov/bfa/dias/policy/dmp.jsp 
Mentoring Plan

· For proposals that request funding for post-docs, must include a Mentoring Plan that describes mentoring activities that will be provided.  Do not exceed 1 PAGE. 
Supplementary Documentation 
· Letters of commitment for documentation of significant collaborative arrangements; Note, letters of support that due not document collaboration should not be submitted (e.g., like letters that state “I am not involved in this project, but think it is a good idea and it should be funded.”)
· Notation of proprietary information in the proposal

· Environmental impact statements (NEPA) 

· Documentation of research involving human subjects, vertebrate animals, etc. 

· Rationale for performance of all or part of the project off-campus or away from organizational headquarters 

· Research in Antarctic and Greenland (Polar Programs) 

· Work in foreign countries that require non-residents to obtain official approval need to advise NSF that permission has been obtained or requested 

· Research involving field experiments with genetically engineered organisms 

· Research in locations, or eligible to be designated or registered historic places 

· Projects involving technology utilization/transfer activities that require management plans or special reports/final products 

· Special components in new proposals or supplement requests identified in specific program solicitations (ie: REU, RUI) 

Appendices 
• 
May not be included unless a deviation has been authorized by the Program Director 

Other UMBC Considerations

· Correct application of the F&A and proper exclusions taken for MTDC 

· Routing and proposal budget should match

· Proposal should be fully routed

· Cost Sharing and Cost Waiver forms should be routed as applicable

· Effort and salary should match, unless cost sharing is involved

· Participant costs should be properly classified and the correct F&A charged

· Proper department credit should be given on the routing (no roll up dept numbers)

