i

Fas' HELP DOCUMENTATION

FastLane Help System

Authorized Organizational
Representative (AOR) Functions






Table Of Contents

F ] U T T o PP 1
Authorized Organizational Representative Functions Introduction ..., 1

What Is an Authorized Organizational Representative? .........coooiiiiiiiiiiii e, 1

HOW YOU BECOME AN AOR ...ttt e e ettt ettt et e e e e e e e e e nes 1

How You Know If Documents Need to be Signed ... 1
Log In to Authorized Organizational Representative FUNCLIONS..........oiiiiiiiiiiiiiiiiii e, 3
Verify Your Signature INformation .........ooiioiii it e e e aaeeaaaas 6
Sign a Single Document or Proposal/Supplement ... 11
Sign All Proposals/ SUPPIEMENTS ...ttt ettt et e e e e eae e aanes 13
Yo T T2 |0 T T T 1= g 1 £ 15
VA L=V 5 T o U [ o g V= o S 17
Disclosure of LODbYING ACTIVITIES ...t ettt e e e eaaneenn 20

INSTRUCTIONS FOR COMPLETION OF SF-LLL, DISCLOSURE OF LOBBYING ACTIVITIES .20
= 23






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:
e 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:
e 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
e Proposal File Update

= A Revised Submitted Budget

= Addition of Subaward Request
e Change Pl Request

e 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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Research Administration

Select a Research Administration function for NSF :

¥ Accounts Management

¥ Letters of Intent

" Proposals/Supplements/File Updates/Withdrawals
¥ Award Documents

" Forwarded/Submitted Revised Budgets

¥ Motifications & Requests

¥ Organizational Reports

" Project Reports

Authorized Organizational Representative
Functions

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

Research Administration

Legin for the following permiszion based functions:

F -y

* Accounts Management Log In
* Letters of Intent
Last Name:

* Proposals/Supplements,File HSF 10:

Updatas/Withdrawals Peleacy Ack
* Award Documents DPassword:
* Forwarded/Submitted Revised Budgets

Select one:

* Notifications & Requests (&) Rasanrch Administration

) Submit EDI Froposals

L_nglnf

Eorgat Passwaord?
Authonzed Organizational Representative Lookup HSF [0

Functians l\__ _,}

Organizational Reports

Praject Reports

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):
e Last Name
e NSF ID
Your National Science Foundation Identification number
e 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).

Research Administration

select s Research Administration fundion for University of California-Berkeley
Accounts Management
Letters of Intent
Proposals fSupplements fFile Updates /Withdrawals
Award Documents
Forwarded/Submitted Revised Budgets
* Motifications & Requests

Organizational Reporis

e o e

s

& authorized Organizational Representative Functions ™

= e

— S

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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Authorized Organizational Representative Functions | st » Brgamisation: Usversiy.of Sablinu-Sarkeley
Varily Signature farmation
Faee: HAnLY Hail Ploase werily Pan the preceding Autharzed Orgenicetonal kegresamianye informstan Hred
phane Humbar 10edIEIT] in Faslare i socorsne, If this afommation & inoorre, pesss have £ madhied befors sgring
FOrEnn et ciranusll Arcount Mansgamer
Fau Mumbes Bi0642B2I6 2w appropnate document sle ncally usmg acoount Mansgement
E-*ail: mthan@berkaley ada

HEUenEs A Shgmad

[ chack tn Seiss 4l Propoesle/Supplements  [] Chack o Seisct &il Cocuments [] Chack to Urcsslect 7l Docomanks
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RN <SS i e i ik i
[] FrosossSigplament 5L Carkon Pennypacksr  Giabsl Hard-On Unissres Workshop OXNTH0E
[1 PropossdSugplamant 5L Wicheal Limbarman  Dynamics of B, Biacherges for Haterials Biching LR S
[0 FropossirSuppkmient ELERg andre leray Srall Propasal Creste 43 DETEE0E
[] FrepssslTGumplement HELATIE 3, hutag Smafl Fropassl Sregte TE P E
n =1 Transfsr Ragaart [Tz B hrl) Mazx Mzrike SEES; BID: Fira ard the Swdden Qs Omath Epdamiz 1218 IO

BT Ciptiee | Enosl

[Sian] cancel |

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 Signhature Information

1. Access the Authorized Organizational Representative Functions screen (Figure 1)
(see AOR Login).

i i 1 i i » Organization: National
Authorized Organizational Representative Functions | man sty
Verify Signature Information:

Hame: alar Please verify that tha preceding Authonized Organizational Representative
Phone Number: 7035551000 nformatien stored in FastLane is accurate, [f this mformation is incarrect,

x please have it modified h:‘oﬂ: signing the appropriate docurment
Fax Number: 7035550000 :

alactronically using Do
E-Mail: jalangnsf.gov

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).

Accounts Management | mamn » Organization: National Science Foundation

User Account Organization Information

View Organization Permissions Report #

A search for existing User to view/ modify data:

Last Name: Alan [ Search !:l view All users | Add New User

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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Accounts Management | MmN » Organization: Kationsl Soonce Foundation

| User Accoumnl W Organizstion Imformation
2 L

View Organization Permissions Report ¥

) Search for existing User to view/modify data:

Lmet Mama: Search View All Users | Add New User |

Search Results

Click om User Name o wgw.l’mmi:Fv."delq!n data. Sort results by :.I.lqk.ursg column ti;ﬂe.

484 ugers found, displayeng 119 10 iPrav] 1, 2, 3, 4, 5, 6, 7, 8 [Next]
Hams Eminil Address Actians

Bddisgn, Randolph raddisonl@rsf.gov View[Hodify|Delete

Ahl, Joan jahi@nmsd. gov View|Hodily|Delots

2lnn, Joha & jalan@agt g view(Hodilyelete
Figure 3 Accounts Management screen. The Modify link is circled.

Click Modify on the row for your name (Figure 3). The Modify User Profile screen
displays (Figure 4).
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Maodify User Profile for lohn Alan Organization 1D: 4102852000

Reguirad Flalds are preceded by an asterisk (=)

User Profile

MSF ID: 0002855315 Ermvacy ACE

*First Mame: Jehe Ml A
“Last Name: Alsn

*Emall: jalan@nsf.gov
Phone Number: 7p35551000 10 igitn omdy
Fax Number: paagssosgn 10 dgits ey

Change Password:

Type New FPasdword:
*Confirm Password:

Pazsword Requirements

Principal Investigator {PI) Profile
O add user to Pt profile

Suffis: {Ir., &r., 111, Erc)
Department:
"Degree TYDe: | Plases sebact from list balow: w

"Degree TEAr | Sleace select degree year »

ORGANIZATION NAME:
National Science Foundation

{Gnce addad to the REF PL profile. the Pl can
changa hig/her sddrass through the BL
Infesrnation dcraen in tha Brepoial Preparakicn
fiunatian.)

User Permissions

ddd, Moddy, and Delete FastLane Lsers
Change User Permassons

[ntialze Change User Password
Organazaticnal Reports

Submit Froposals/Supplements/Updates/Withdrawals to NSF
Adrmanister Hevised Budgets

‘igw/Print Organization's Award Letters

Wiew Project Reparts

’evien/Revise Qrgamzational Information

Authanzed Organizabanal Representative Fundions
Financial Admanistratar

DEEEREEREEEEER

idrmanistar Notificabons To or Reguasts For NSF &pprovals Under Grants

Gty cact

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:
e First Name
e Last Name
e Email
e Phone Number
e 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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View Modily User Profile [or Jahn Alan Organtration 1D: 4102852000
Required Fislds are preacaded by an astenak (*)

uUser Profile

MSF ID: 000865319
*First Name: John
“Last Name: Alan
*Email: jalangnsf.gow
Phane Number: 7035551000
Fax Humber: 7035550000

Pr;'ﬂ:ipol IIIVE'F'ITgﬂlDF-{_PI}_PFOﬁE

Suffioc

Department:

"Degree Type:
*Degres Year: 0

User Permissions Assigned

Add, Modify, and Delets Fastlane Users
Chanige User Péarmsituid
Initialize/Change User Password
Qrgamzatanal Reparts

Adrminister Notificatons To or Reguests For MNSF
Approvals Under Grants

Submit Proposats/Supplements/Updistes,Withdrawals
to NSF

Administer Reviged Budgets

VievePrint Organizatson’s Award Letters
Wiew Frojed Reparts

Review Revise Organizatsaral Information

Authonzed Organizational Rep tative Functions

Confirm Changes Cancel

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).

CONFIRMATION

Modify User Data for - John Alan
Your modified user mformatien has been successfully updated.
User Permissions changes have been successfully updated.

@ Account Management Main )

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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Accounts Management | Main » Organization: Naticnal Scence Feundation

User Account Organization [nformastan

view Organization Permissions Report #

F!i:lﬂ:h for existing User to view,/ modify data:

Last Harme: Search | View All Users | Add Mew User |

Search Resulls

Chich on User Narma to view'moddy/delete data. Sont results by daciing column title.

1 wser found. 1
Mame Uil Addreny Astioes
salar@nsd.pov Vigw|Haodily| Dolgte

Expart aptsans: Excal

Figure 7 Accounts Management screen. The Cancel button is circled.

13. Click the Cancel button (Figure 7). The Research Administration screen displays
(Figure 8).

Research Administration
Select a Research Administration function for HSF

¥ Accounts Management

" Letters of Intent

" Proposals/Supplements/File Updates /Withdrawals
" Award Letters

" Forwarded/Submitited Revised Budgets

" Motifications & Reguests

¥

Organizational Reports

¥ Project Reports

" T —
<f_ Authorized Organizational Representative Functions

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).

10
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Sign a Single Document or Proposal/Supplement

1. Access the Authorized Organizational Representative Functions screen (Figure 1)
(see AOR Login).

Authorized Drganizational Representative Functions |wam » . L o Cabtomi
Winrilly Bignaturs infarmat o
HHame: Hivans varify thet e precadsg suforoed Organ et onal Raprasmiatviae nicrmetion sbomesd

A tar
Phass M btn T ini Fapars in accursts. H s informason @ noosmer, plases hase it modhad betors signing

i o 1 k& ardcel Spen s Mansos rment
Fas Hembar FI0MIEIE B JprEgrIAtE: da ek efectraniceliy uend figu Hansg
E-Fail: [T T ——

1 ohesci tor Sdect a8 Propossissupabments [ Check to Bebsot 0l Dacuments (] it i UreEsbedt A0 Do perresnts

S Deccumere faend, deplayiag 1t & i

e Dscimanl Pass Bt Seard Sambisr  Penopal invssiissisr Ein Sufmissin Dabhe
L-_| Pragossi Ta pplemem 12Dl | Carkon Parnppacker  Chitsdl Hard-Or Univeran Warkshop on e [
[ Promosah® pokment Wed i Pickeys! List 1] af BF, Disoharges Tor Matenals Enching Lyt
[] Prosomsppieman [i-#LFd -] andrs wroy Smsll Propanal Craste 43 BT D
[0 ProseralSupsiemnen Dragedise 1, ey Srnel Progasied Craste T RIS

i I';i j PI Tranwar Reguart Uk E B e Hax Hariz SGER: EID: Pre end tha Sedden Oak Oews® Epdamiz 13143004

Exieint St Encel

. [ ot |

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).

Drug Free Work Place Certification

By elactronically signing the Certification Pages, the Authorized Organizational Representative (or
aquivalent], is providing the Drug Free Work Place Certification contained in Exhibit [1-3 of the Grant
Proposal Guida.

Debarment and Suspension Certification

Is the organization or its principals presently debarred, suspended, proposed for debarment, declared
ineligible or veluntanly excluded from covered transactions by any Federal department or agency?

(= No

'::' Yur [If "yes" plesse provice an explanstion below. |

By alactronically signing the Certification Pages, the Authorized Organizational Represantative (or
aquivalent} or Individual Applhicant is providing the Debarment and Suspension Certification contained in
Exhabit II-4 of the Grant Proposal Guida.

Certification Regarding Lobbying

This certification is required for an award of a Federal contract, grant, or cooperative agreement
exceeding $100,000 and for an award of a Federal loan or a commitment providing for the United States to
insure or guarantees a loan exceeding $150,000.

11
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4.

5.

6.

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

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.

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

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

COMFIRMATION
The Following Documents Have Been Signed:

Docunsent Type Mropossl Award Mumbor Tride:
Pl Transfer Request 0341729 SGER: EID: Fire and the Sudden Oak Death Epidemic

Heturn to ADA Functions !"T:lh_i"'>
A = Rl

Figure 3 Confirmation screen. The Return to AOR Functions Main link is circled.

7.

12

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).

Authorized Drganizational Repreaseantative Functions | rman » Organizatssss tnivaruty of Calfaris-Barkslay

Varify Shgnatsra Infarmation
Hamn: ar Plrase varify St the preceding Authorinsd Orpanegatonal Represemtates infarmatan sered
Phame Mumber:  §I0RZHZI f FatlLane is scturabe, I s mformastion i incorect, pleaie hive i medified befare sigring
3 Ty BODrOgErate Jotument o arecaly using AL AL
Fas Hiumbee G106 2820
E -Poasl: vihe b ik g w ity
i = = AT | =
| Check 8o Sa kot &N PropasabySunplements = (] Check b Sstact 88 Dacumeants [ Chack b UnEsleo 81 Doouments

§ Dppurresnes Toard, daplinnmg 1105 i

By Dement Tvga Proxuasl Assrd Mussher  Prisciesl InswsGuster Tikly Sudemissisn Duin
& | FrosossltSupstement QELA Ty Cartton Pennppacker  Global Hand-(n Uneverse Workshap W0
= | ProsessfSupslemen Q51470 Michasl Labarsan  Dynamics of LF, Dischanjes for Waterisls Endbing SO S
& | Prosossl’Supslemant AT andrs leroy Small Prapeeal Crasts 43 SOy TOE
7 | PropossltSupplement Rl 1, ey Smsll Prapoeal Sraste 76 BT TRE
|
I Pl Trarcfer Reqiesst 0331755 Fps Wi SIEER) EID: Fre s the Sudden Ok Dwath Exdenc LA BBl

Expyrt Opltdife: Ervn

| (S ancer |

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.

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).

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.

13
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Drug Free Work Place Certification

By electronically signing the Certification Pages, the Authorized Organizational Representative (or
equivalent], is providing the Drug Free Work Place Certification contained in Exhibit [1-3 of the Grant
Proposal Guide.

Debarment and Suspension Certification

Is the organization or its principals presently debarred, suspended, proposed for debarment, declared
ineligible or voluntanly excluded from covered transactions by any Federal department or agency?

(G

D Yez [If"yes" please provide an explanstion below. ]

By elactronically signing the Certification Pages, the Authorized Organizational Represantative (or
aquivalent} or Individual Applicant is providing the Debarmant and Suspension Certification contained in
Exhibit II-4 of the Grant Proposal Guida,

Certification Regarding Lobbying

This certification is required for an award of a Federal contract, grant, or cooperative agreement
exceeding $100,000 and for an award of a Federal loan or 3 commitment prowviding for the United States to
insure or guarantee a loan exceeding $150,000.

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.

FIRMATION
The Followilng ments Have Beon Slgned:

Document Type Proposal Award Mumber Titde
F‘rapn:al."ﬁupphmehl‘. 0514703 Global Hand-0n Universe wnrh:hup
Proposal/Supplement 0514704 Dynarmvics of B.F. Discharges for Materials Etching
Proposal/Supplament 0514705 =mall Proposal Create 43
Proposal/Supplement 0514706 =mall Proposal Create 76

< Beturn te AOR Functigns Main

———, i

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).

14
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Sign All Documents

1. Access the Authorized Organizational Representative Functions screen (Figure 1)
(see AOR Login).

Authorized Organizational Representative Functons (wur » ¢ =i Calfornia-Bark
Woriby Siqnatirs InEn e son

Hamm: Fzano varify thet he precedng futtorasd Srgmoscne’ Reprossrdaaye irformstor fared

Phose Mermberr  Bis5RE5 ins FaartLarm in accarsts, i s iva rmason 1o iccorrect, phsas have it madded Brfore sgreng

the aparoprais Bocument sl sctroncadly unng Scppur Marage £
Fay Mumber: A1 TA 3
- il erihusnbm ronba g sy
[ Gl 1p Bk &0 SrogosalnSapptemenns | D] dhac oo Sebect 80 Cacarremts - [ C8 ok ro yridslect 81 Doy reans

& Dapgrmanas fagnd, displyping 110 & '

e | Dt Geomed dmeed e PRG0S iy ifrmmree st
=1 | PropessliBepparmani £l Satith Eyn baumian Redorces Devalagresnd
| [5] | Propes s poiemean ElAT0 b Bareet vauth Por Errercanianinl Stuches o] Bnsw sedcbin TEEED)
3] | ProveselBepoiement B30 B i Stér Briringi Plenetansid. &5 Eahibis
Change of P Bapsai et Oeifrds Mares  PMabauraids Spsitramets |rinamentabon s SET] aid Raden  BEL2000
u Shange of Pl Ratuas 4008 Randy Keld Calsborative Rresch: NeTS-HA: High Ferfaimasce Heat BN 200
',_.: SubArard Reguest s-Ma) ] Georgm Ervsbsunr Tha Ursserirty of Caldforra Draarsety Irvbabien for Cradea B2 D0

Exaort Oimny: E

L_'q::l Y Canrsl |

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.

15
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Drug Free Work Place Certification

By electronically signing the Certification Pages, the Authorized Organizational Representative (or
equivalent], is providing the Drug Free Work Place Certification contained in Exhibit [1-3 of the Grant
Proposal Guide.

Debarment and Suspension Certification

Is the organization or its principals presently debarred, suspended, proposed for debarment, declared
ineligible or voluntanly excluded from covered transactions by any Federal department or agency?

(G

D Yez [If"yes" please provide an explanstion below. ]

By elactronically signing the Certification Pages, the Authorized Organizational Represantative (or
aquivalent} or Individual Applicant is providing the Debarmant and Suspension Certification contained in
Exhibit II-4 of the Grant Proposal Guida,

Certification Regarding Lobbying

This certification is required for an award of a Federal contract, grant, or cooperative agreement
exceeding $100,000 and for an award of a Federal loan or 3 commitment prowviding for the United States to
insure or guarantee a loan exceeding $150,000.

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.

CONFIRMATION
Thae Fallowing Documants Have Been Signed:

Docsmiant Type Proposal Awerd Nurbaer Tithe
Proposal/Supplsment L5 i Purman Besources Development
Froposal’Suppisment 0514708 Youth for Enviranmentsl Studses and Stewardship (YESS)
Proposal’Supplement as1470% Star Driving: Flanstariums &g Exhibits
Changs of PT Raquest 0243040 Multpurposs Spectrometer instrumaentation for SETT and Radio
Chargs af P1 Raguest 0435019 Collsborstve Rasaarch; NaTS-MR: High-Padormancs Hext
Subdward Reguast 0481089 The Uriversity of Calformnia Diversty [nstistive for Gradus

i _"lff_v:n Lo AOR Functions Halii

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).

Authorized Organizational Representative Functions | =y » “"""*E“"““ '-!“*';;:

Warify Signature Infarmation

Mame: iy Han Pleass werify that the precedsg Authonzed Organzabonsl
REpresarabys eAormatian sared @ FastLang i dcouratn. T the
i W I 333444
Phame Humba " § infarmation b6 sseerrae?, plaass havs & modiied Bsfora signing the
Fas Mumdher: FIZE3I5000 appropriabe documsnt alacironicsly wsing Aceoucd Planas e
E-Mall: rafZ Ete st com

[ creck to Selact &l Proposals/Supplerments || Check to Select 81 Documnents [ | Check to UnSelect A8 Document

56 Docyrmants found, diplaying 3 te 10 [Pravacus 101 0, 2, 3,4, 5, & [Mext 3
Ducument Tupy ~ EomeneslAmand . Prncmael Tnabeminmy

| ProposskSupplemsnt ' pa1a8an ‘:- Conald Moors  Doctorsd Dissertation Aesesrch: Invisble {1} e ein]

== " Citizens: Palestin

i Proposal’Supplement (433353 John Landis  Modedng the Spatial Dynamics of U.S. 033050

Matropaldan SrostE an

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).

View Submitied Propesal

Please click an the apprapnate (30" batton to dsplay the document
ed bo have Adobe Acrobat viewer tgtalled on your coroputer to new these FDE documents.
vg have finished mevang or printng the docament -~ we your browser's Back button to retum te

the mere.

KOTE: The FOF d=play may take a few mumies - ezpecially of you hawe
gelacted the "Print Enfire Preposal’ spion
Pleass be patsnt and do fot continisaly cheke the "GO bufton

@E Cover Sheet Fropect Summany
G0] Table OF Contents @I Pregect Descapaon
G0} Feferences Cited 99| Fyo Sketch

%ﬂiﬁt (rchuding Current md Pending
Gl Facibies @] Supplementary Dacs
-:E_I:_ZIE PT Co¥1 Infes @' Desviation Authonzabios
G| PI OoFl Info (GB] Deviation Authonzation
o @ wﬂ.:rimna Single Cogy

(59 Prit Fetirs Froparal

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).

View Froposal

Please click on the appropriste "30" button to display the document
Touneed to have Adobe Acvobat viewer metalled on your computer to new these FDF documents
Cmce you have finished wewmg or prntmg the document -- use your browses's Back button to retum to the meru

NOTE: The FDF display may talce a few mmutes -- especially f you have
sefected the Pt Entire Proposal” cphion
Please be pakent and de not contmually click the "GO" badtton

.....

[_’:'_"_-f'_] Summmary OF Proposed Woark LGE Justibcabon For Supplement

(GO Budget (nctuding Tustication)  [B2) Supplementary Docs
Fninit Entire Proposal

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.

T ; 1 ST I
A=A M| e - 18 & - ] [l d[@0% - @ gas:
Lt | ! _—
e M "!_"
SUMMARY YEAR 1
PROPOSALBUDGET [ Touwsisiowny |
DAGAMZATION PROPCSAL MO, [DURATICN jmonchs)
Undversioy of ©aliformis-Berlkeles Spesiad | Grarmie |
FRINCIPAL MYESTIZATOR | FROUECT DAELTOS AMART MO
|fohn F Canny -
A, SEMICR PERFOMKEL: FIFD, Co-Frs. Facsly and Diner Senisr Ansocmes e raa
LE ke, naparitily et Btk AT, i st i Erichen) TAL |ACADJSUNE| | emme [ mamers
|1 John F Camny - Professor aT2731%
|2 Alice M Agagino - Professsy EX
|2 Bermayd B Gifford - Professor 4,15
| ¢ James Landay - Professor REN
-}
B B | OTHERS (LIST MOIDUALLY Ok BUDKEET JUSTIFICATION FAGE] | 0.00] 0.00) 0.0 [0
T\ 4 | TOTAL SEMIDS PEASOMMEL {1-9; [N 55,720
0 OTSER FERSONKIL CS-0W KJRDERS N DRACKETS)
11 IFOST DoCToRAL ASSOCIATES H ] 5T

Figure 4 Summary Proposal Budget screen (in PDF format).

If the document is a subaward, the View Print Subaward screen displays (Figure 5).

View/Print SubAward

Aveard Fumber 0700000
Title: Pudes

To wview print a formn, chick on the appropriate botton helow,
IEGD Dezcnphon of Worle to be Performed Justfication For SubAwardee Selechon

@ Budget (Inchedmg Jestfication) Supplementary Docs
@ FPrnt Enfire Proposal
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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 11-5.

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. ldentify 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. ldentify 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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10.

11.

AOR Functions

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."

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.

(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).

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