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AOR Functions 

Authorized Organizational Representative Functions 
Introduction 
What Is an Authorized Organizational Representative? 
  
  
The Authorized Organizational Representative (AOR) is an individual authorized by an 
organization to do the following: 
•   Sign a request, a proposal, or other document that has been submitted and that NSF 

requires be signed. 
•   Provide the required certifications for the signed document (the certifications display as 

part of the signature process). 
  
Electronic signature by an individual with AOR permissions through FastLane is the only way 
to sign a proposal or request. You no longer need to send to NSF any signed letters through 
the post. 
  
See AOR Login for instructions to begin working on AOR functions. 

How You Become an AOR 
  
To be an AOR, your organization’s Sponsored Project Office representative must add you as 
a user for FastLane and give you AOR permissions. 
  
If the SPO has given you permission to both submit proposals and requests and also AOR 
permissions, you can sign proposals and requests as part of the submission process. 
  
The AOR’s electronic signature is required for the following: 
•   Submitted Proposal 

–   PIs no longer sign proposals 
–   As an AOR, you have 5 days from the day that the proposal was submitted to sign a 

proposal. 
–   You will not be electronically notified that the proposal was submitted, the proposal 

will display on the Authorized Organizational Representative Functions screen, 
indicating that the proposal requires signature. 

•   Supplemental Funding Request 
•   Proposal File Update 
•   A Revised Submitted Budget 
•   Addition of Subaward Request 
•   Change PI Request 
•   PI Transfer 

   

How You Know If Documents Need to be Signed 
  
Once you have accessed the Research Administration screen (Figure 1) (see AOR Login), 
look at the In Box section to see how many documents are awaiting your signature. Click 
the number of documents to go to the Authorized Organizational Representative 
Functions screen. 
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Figure 1   Research Administration screen. The AOR Functions section of the In 
Box is circled. 
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Log In to Authorized Organizational Representative 
Functions 
  
1.  On the FastLane Home Page screen (Figure 1), click Research Administration. The 

Research Administration screen displays (Figure 2). 
  

 
  
Figure 1   FastLane Home Page screen. The Research Administration link is circled. 
  

 
  

Figure 2   Research Administration screen. The Login section is circled. 
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2.  In the Login section, type the following information in the boxes (Figure 2): 

•   Last Name 
•   NSF ID 
      Your National Science Foundation Identification number 
•   Password 

3.  Click the radio button for Research Administration (Figure 2). 
4.  Click the Login button (Figure 2).  The Research Administration screen displays 

(Figure 3). 
  

 
  

Figure 3   Research Administration screen. The Authorized Organizational 
Representative Functions link is circled. 

  
5.  Click Authorized Organizational Representative Functions (Figure 3). The 

Authorized Organizational Representative Functions screen displays (Figure 4). 
You have these options on this screen: 
•   Verify your signature information 
•   Sign a single document or single proposal/supplement 
•   Sign all proposals/supplements 
•   Sign all documents 
•   View a document 
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Figure 4   Authorized Organizational Representative Functions screen. The column 

headings are circled. 
  
6.  In the Documents to be Signed section (Figure 3), click the heading title for a column 

to sort the listed documents by that category. 
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Verify Your Signature Information 
  
1.  Access the Authorized Organizational Representative Functions screen (Figure 1) 

(see AOR Login). 
  

 
  
Figure 1   Authorized Organizational Representative Functions screen. The Account 

Management link is circled. 
  
2.  In the Verify Signature Information section of the Authorized Organizational 

Representative Functions screen (Figure 1), check the accuracy of the signature 
information displayed. 

3.   If you need to change your signature information, click Account Management (Figure 
1). The Account Management screen displays on the User Account tab (Figure 2). 

  

 
  

Figure 2   Account Management screen. The Search button is circled. 
  
4.  In the Last Name box (Figure 2), type your last name. 
5.  Click the Search button (Figure 2). The Accounts Management screen displays 

(Figure 3) with your name listed in the Search Results section. 
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Figure 3   Accounts Management screen. The Modify link is circled. 
  
6.  Click Modify on the row for your name (Figure 3). The Modify User Profile screen 

displays (Figure 4). 
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Figure 4   Modify User Profile screen. The Modify User button is circled. 
  
7.  In the User Profile section (Figure 4), type any changes you need in the following 

boxes: 
•   First Name 
•   Last Name 
•   Email 
•   Phone Number 
•   Fax Number 

8.  In the Change Password box (Figure 4), change your password if needed. 
9.  If the User Permission section displays (as in Figure 4), click the check mark boxes to 

add or delete any user permissions. 
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Figure 5   View Modify User Profile screen. The Confirm Changes button is circled. 

  
10. Click the Modify User button (Figure 4). The View Modify User Profile screen 

displays (Figure 5). 
11. Click the Confirm Changes button (Figure 5). The Confirmation screen displays 

(Figure 6). 
  

 
  

Figure 6   Confirmation screen. The Account Management Main link is circled. 
  
12. Click Account Management Main (Figure 6). The Account Management screen 

displays (Figure 7). 
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Figure 7   Accounts Management screen. The Cancel button is circled. 
  
13. Click the Cancel button (Figure 7). The Research Administration screen displays 

(Figure 8). 
  

 
  

Figure 8   Research Administration screen. The Authorized Organizational 
Representative Functions link is circled. 

  
14. Click Authorized Organizational Representative Functions (Figure 8). The 

Authorized Organizational Representative Functions screen displays (Figure 1). 
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Sign a Single Document or Proposal/Supplement 
  
1.  Access the Authorized Organizational Representative Functions screen (Figure 1) 

(see AOR Login). 
  

 
  
Figure 1    Authorized Organizational Representative Functions screen. The check 

mark box for a document and the Sign button are circled. 
  
2.  On the Authorized Organizational Representative Functions screen (Figure 1), click 

the check mark box for the document you want to sign. 
3.  Click the Sign button (Figure 1). The Electronic Signature Notice screen displays 

(Figure 2). 
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Figure 2   Electronic Signature Notice screen. The Debarment and Suspension 
Certification section and the Sign button are circled. 

  
4.  In the Debarment and Suspension section (Figure 2), click the radio button for either 

Yes or No if there are any debarments or suspensions of you or your organization from 
transactions with federal agencies. 

5.  If you answered Yes, type an explanation in the text box under the radio buttons (Figure 
2). 

6.  Click the Sign button (Figure 2). The Confirmation screen displays (Figure 3) with the 
message that the document has been signed. 

  

 
  

Figure 3   Confirmation screen. The Return to AOR Functions Main link is circled. 
  
7.  Click Return to AOR Functions Main. The Authorized Organizational 

Representative Functions screen displays (Figure 1). 
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Sign All Proposals/Supplements 
  
1.  Access the Authorized Organizational Representative Functions screen (Figure 1) 

(see AOR Login). 
  

 
  

Figure 1   Authorized Organizational Representative Functions screen. The check 
mark box for Check to Select all Proposals/Supplements and the Sign button are 

circled. The check marks for all the proposals/supplements are also circled. 
  
2.  On the Authorized Organizational Representative Functions screen (Figure 1), in 

the Documents To Be Signed section, click the check mark box for Check to Select 
Proposals/Supplements. Check marks display in the boxes next to all the 
proposals/supplements (see Figure 1). 

3.  Click the Sign button (Figure 1). The Electronic Signature Notice screen displays 
(Figures 2) with a listing of all the proposals/supplements you are signing. 
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Figure 2   Electronic Signature Notice screen. The Debarment and Suspension 
Certification section and the Sign button are circled. 

  
4.  In the Debarment and Suspension section (Figure 2), click the radio button for either 

Yes or No if there are any debarments or suspensions of you or your organization from 
transactions with federal agencies. 

5.  If you answered Yes, type an explanation in the text box under the radio buttons (Figure 
2). 

6.  Click the Sign button (Figure 2). The Confirmation screen displays (Figure 3) with a 
message that the proposal/supplements have been signed. 

  

 
  

Figure 3   Confirmation screen. The Return to AOR Functions Main link is circled. 
  
7.  Click Return to AOR Functions Main (Figure 3). The Authorized Organizational 

Representative Functions screen displays (Figure 1). 
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Sign All Documents 
  
1.  Access the Authorized Organizational Representative Functions screen (Figure 1) 

(see AOR Login). 
  

 
  

Figure 1   Authorized Organizational Representative Functions screen. The check 
mark box for Check to Select all Documents and the Sign button are circled. The 

check marks for all the documents are also circled. 
  
2.  On the Authorized Organizational Representative Functions screen (Figure 1), in 

the Documents To Be Signed section, click the check mark box for Check to Select All 
Documents. Check marks display in the boxes next to all the documents (see Figure 1). 

3.  Click the Sign button (Figure 1). The Electronic Signature Notice screen displays 
(Figures 2) with a listing of all the documents you are signing. 
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Figure 2   Electronic Signature Notice screen. The Debarment and Suspension 
section and the Sign button are circled. 

  
4.  In the Debarment and Suspension section (Figure 2), click the radio button for either 

Yes or No if there are any debarments or suspensions of you or your organization from 
transactions with federal agencies. 

5.  If you answered Yes, type an explanation in the text box under the radio buttons (Figure 
2). 

6.  Click the Sign button (Figure 2). The Confirmation screen displays (Figure 3) with a 
message that the documents have been signed. 

  

 
  

Figure 3   Confirmation screen. The Return to AOR Functions Main link is circled. 
  
7.  Click Return to AOR Functions Main (Figure 3). The Authorized Organizational 

Representative Functions screen displays (Figure 1). 
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View a Document 
  
1.  Access the Authorized Organizational Representative Functions screen (Figure 1) 

(see AOR Login). 
  

 
  

Figure 1    Authorized Organizational Representative Functions screen. The 
proposal/award number for a document is circled. 

  
2.  In the Documents To Be Signed section of the Authorized Organizational 

Representative Functions screen (Figure 1), click the proposal/award number on the 
row for the document you want to view. 

  
If the document is a proposal, the View Submitted Proposal screen displays (Figure 2). 
  

 
  

Figure 2   View Submitted Proposal screen.  
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If the document is a Supplemental Funding Request, the View Proposal screen displays 
(Figure 3). 
  

 
  

Figure 3   View Proposal screen. 
  
If the document is a Revised Proposal Budget, the Summary Proposal Budget screen 
displays (Figure 4) in PDF format. If you need Adobe Reader, see Adobe Reader for 
FastLane. 
  

 
  

Figure 4   Summary Proposal Budget screen (in PDF format). 
  
If the document is a subaward, the View Print Subaward screen displays (Figure 5). 
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Figure 5   View/Print Subaward screen. 
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Disclosure of Lobbying Activities 
  
When the proposal exceeds $100,000, the Authorized Organization Representative (AOR) is 
required to complete a certification regarding lobbying restrictions.  The Certification for 
Contracts, Grants, Loans and Cooperative Agreements is included in full text on the 
FastLane submission screen as well as in Grant Proposal Guide (GPG), Exhibit II-5. 
  
When necessary, to disclose Lobbying Activity, the following must be done: 
  

1. Download the official Office of Management and Budget (OMB) form SF LLL, 
Disclosure of Lobbying Activities (http://www.whitehouse.gov/omb/grants/sflllin.pdf) 

2. Complete the form with the instructions stated below. 
3. Upload the completed Form SF LLL with your proposal as a Single Copy Document. 

  

INSTRUCTIONS FOR COMPLETION OF SF-LLL, DISCLOSURE OF 
LOBBYING ACTIVITIES 
  
This disclosure form shall be completed by the reporting entity, whether subawardee or 
prime Federal recipient, at the initiation or receipt of a covered Federal action, or a material 
change to a previous filing, pursuant to title 31 U.S.C. section 1352. The filing of a form is 
required for each payment or agreement to make payment to any lobbying entity for 
influencing or attempting to influence an officer or employee of any agency, a Member of 
Congress, an officer or employee of Congress, or an employee of a Member of Congress in 
connection with a covered Federal action. Complete all items that apply for both the initial 
filing and material change report. Refer to the implementing guidance published by the 
Office of Management and Budget for additional information. 
  

1. Identify the type of covered Federal action for which lobbying activity is and/or has 
been secured to influence the outcome of a covered Federal action. 

2. Identify the status of the covered Federal action. 
3. Identify the appropriate classification of this report. If this is a follow up report 

caused by a material change to the information previously reported, enter the year 
and quarter in which the change occurred. Enter the date of the last previously 
submitted report by this reporting entity for this covered Federal action. 

4. Enter the full name, address, city, State and zip code of the reporting entity. Include 
Congressional District, if known. Check the appropriate classification of their porting 
entity that designates if it is, or expects to be, a prime or subaward recipient. 
Identify the tier of the subawardee, e.g., the first subawardee of the prime is the 1st 
tier. Subawards include but are not limited to subcontracts, subgrants and contract 
awards under grants. 

5. If the organization filing the report in item 4 checks "Subawardee," then enter the 
full name, address, city, State and zip code of the prime Federal recipient. Include 
Congressional District, if known. 

6. Enter the name of the Federal agency making the award or loan commitment. 
Include at least one organizational level below agency name, if known. For example, 
Department of Transportation, United States Coast Guard. 

7. Enter the Federal program name or description for the covered Federal action (item 
1). If known, enter the full Catalog of Federal Domestic Assistance (CFDA) number 
for grants, cooperative agreements, loans, and loan commitments. 

8. Enter the most appropriate Federal identifying number available for the Federal 
action identified in item 1 (e.g., Request for Proposal (RFP) number; Invitation for 
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Bid (IFB) number; grant announcement number; the contract, grant, or loan award 
number; the application/proposal control number assigned by the Federal agency). 
Include prefixes, e.g., "RFP-DE-90-001." 

9. For a covered Federal action where there has been an award or loan commitment by 
the Federal agency, enter the Federal amount of the award/loan commitment for the 
prime entity identified in item 4 or 5. 

10. (a) Enter the full name, address, city, State and zip code of the lobbying registrant 
under the Lobbying Disclosure Act of 1995 engaged by the reporting entity identified 
in item 4 to influence the covered Federal action. (b) Enter the full names of the 
individual(s) performing services, and include full address if different from 10 (a). 
Enter Last Name, First Name, and Middle Initial (MI). 

11. The certifying official shall sign and date the form, print his/her name, title, and 
telephone number. 
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