Purdue University NSF Grants.gov Submission Help Guide
NSF Grants.gov Instructions
· Grants.gov Application Guide:  http://www.nsf.gov/bfa/dias/policy/docs/grantsgovguide.pdf
· Individual NSF Solicitation Instructions:  Use search tool on the NSF homepage
NSF FastLane Registration
It is required that all PIs and CoPIs be registered with individual accounts within the NSF FastLane system when submitting proposals through Grants.gov.  For new PI/CoPI faculty to become registered please contact:

Chris Tompkins

Pre-Award System Specialist

PH:  6-9651

Email:  tompkinc@purdue.edu
Collaborative Proposals

At this time Collaborative proposals may not be submitted through Grants.gov.  If a collaborative proposal is being developed for a Grants.gov required submission please contact SPS Pre-Award Services for assistance.

Creating PDF Files 
NSF has published the following webpage that provides guidance on creating PDF files acceptable for submission to FastLane.  This same guidance must be followed for all attachments submitted with the NSF application through Grants.gov.  
Creating PDF Files: https://www.fastlane.nsf.gov/documents/pdf_create/pdfcreate_05a.jsp
NOTE: DO NOT USE PDFWriter!  Also, Adobe Reader cannot produce PDF files.  The applicant must use the Adobe Distiller component of Adobe Acrobat.  To avoid problems with converting files to PDF, download the FastLane Job Options file as described below. 
FastLane PDF Conversion Utility 
Users without Adobe Acrobat may use the PDF Conversion Utility found within FastLane to convert non-PDF documents to PDF format. The utility can be accessed by registered FastLane users through either the Proposal Preparation or the Research Administration modules.  
Accessing the FastLane PDF Conversion Utility through Proposal Preparation
1. Navigate to the NSF FastLane homepage: https://www.fastlane.nsf.gov/fastlane.jsp
2. Select the Proposals, Awards and Status module.
3. Log in using your appropriate FastLane log-in information.
4. On the Quick Links menu at the left of the screen, select Convert Files to PDF.
5. Enter the location of the file in the space provided, or select the Browse button to select the file to be converted to PDF format.
6. Select the Convert to PDF button. The PDF conversion process may take a few minutes depending on your file. Upon completion of PDF conversion, the screen will indicate that your file has been successfully converted.
7. Select View PDF. The converted document appears in PDF format in Adobe Reader within your web browser.
8. Select the diskette icon to name and save your new PDF file locally to your hard drive.
Accessing the FastLane PDF Conversion Utility through Research Administration 
1. Navigate to the NSF FastLane homepage: https://www.fastlane.nsf.gov/fastlane.jsp
2. Select the Research Administration module.
3. Log in using your appropriate FastLane log-in information.
4. On the Quick Links menu at the left of the screen, select Convert Files to PDF.
5. Enter the location of the file in the space provided, or select the Browse button to select the file to be converted to PDF format.
6. Select the Convert to PDF button. The PDF conversion process may take a few minutes depending on your file. Upon completion of PDF conversion, the screen will indicate that your file has been successfully converted.
7. Select View PDF. The converted document appears in PDF format in Adobe Reader within your web browser.
8. Select the diskette icon to name and save your new PDF file locally to your hard drive.
Validation Checks – Proposal Rejections – Proposal Updates
Resubmission of Rejected Proposals

The standard Fastlane validation checks will still be run for all proposal submissions.  However, these validation checks will not be run until a proposal that is submitted through Grants.gov is then forwarded by the Grants.gov system to the Fastlane system.  If a proposal fails these validation checks it must be corrected and then resubmitted through the Grants.gov system PRIOR to the solicitation deadline date.

Proposal File Update – Post Submission  
Applications submitted through Grants.gov are considered official submissions to the Federal government.  Applicants that wish to change or correct a previously submitted application must use the Proposal File Update3 module available in the NSF FastLane System.    
FastLane Proposal File Update: https://www.fastlane.nsf.gov/jsp/homepage/proposals.jsp
A request for a file update automatically will be accepted if submitted prior to:  
· the deadline date specified in a program solicitation;
· initiation of external peer review in cases when a target date is utilized; and
· initiation of external peer review in the case of an unsolicited application.
A request for a file update after the timeframes specified above will require acceptance by the cognizant NSF Program Officer.  Such requests may be submitted only to correct a technical problem with the application (i.e., formatting or print problems). Changes in the content of the application should not be requested after the timeframes specified above.  When a request is accepted, the proposed files or revisions to application attributes will immediately replace the existing files and become part of the official application.  
PIs can access the Proposal File Update Module via the "Proposal Functions" section of FastLane.  Authorized individuals in the organization's Sponsored Projects Office (or equivalent) can initiate or review requests for proposal file updates using the "Submit Proposals/Supplements/File Updates/Withdrawals" Module via the FastLane "Research Administration Functions."
NSF will consider only one request for a proposal file update per proposal at a time.  It is anticipated that it will be a rare occurrence for more than one file update request to be submitted for a proposal.  
NSF Package Forms

For complete instructions regarding form completion please see the NSF Grants.gov Application Guide at:  http://www.nsf.gov/bfa/dias/policy/docs/grantsgovguide.pdf
NOTE: It will also be necessary to refer to the specific solicitation instructions for each submission.

Standard Grants.gov Forms

The NSF applicant is required to complete and submit the following SF 424 (R&R) forms as part of the application package:

· SF 424 (R&R)  Cover Sheet

· SF 424 (R&R)  Performance Site Locations

· SF 424 (R&R)  Other Project Information

· SF 424 (R&R)  Senior/Key Person (Expanded)

· SF 424 (R&R)  Personal Data

· SF 424 (R&R)  Budget

The following SF 424 form is optional and only should be submitted when appropriate:

· SF 424 (R&R)  Subaward Budget Attachement

NSF Specific Forms

The NSF applicant is required to complete and submit the following forms in conjunction with the SF 424 (R&R) forms as part of the application package:
· National Science Foundation Grant Application Cover Page

· NSF Application Checklist

The following NSF-specific forms are optional and only should be submitted when appropriate:

· NSF Deviation Authorization

· NSF Suggested Reviewers

· NSF FastLane System Registration

