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Requests 

Requests Introduction 
  
  
You can prepare the following types of requests: 

• Addition of Subaward 
• Withdrawal of PI/Co-PI 
• Long-Term Absence of the PI/PD 
• NSF-Approved No-Cost Extension 
• PI Transfer 
• Pre-Award Costs in Excess of 90 Days 
• Changes in Objective or Scope 
• Rearrangement/Alteration $25,00 or Over 
• Change PI/Add or Change Co-PI 
• Change in Persons-Months Devoted to Project 
• Reallocation of Funds Budgeted for Training 

  
After you have initiated a request, you have these options for working: 

• Modify a request 
• Forward a request to the SPO 
• Submit a request to NSF 
• Delete a request 
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Addition of Subaward Request 

What Is the Addition of Subaward Request? 
  
If you are contracting out part of a project or transferring the project effort to another 
organization, you must submit an Addition to Subaward Request for any subaward under an 
NSF grant. 
  
You must have NSF authorization before any subaward is contracted. 
  
The Addition of Subaward Request must contain: 

•   A clear description of the work to be performed 
•   The basis for selection of the subawardee organization (except for collaborative or 

joint arrangements) 
•   A separate budget for each subaward 

  
NSF indicates authorization by an amendment to the grant that the NSF Grants Officer 
signs. NSF grant conditions identify which articles flow down to subawardees. 
  
See Prepare an Addition of Subaward Request to begin working on an Addition of Subaward 
Request. 
  
The subaward organization can access the budget through a Co-PI at the subaward 
organization or circulation of the budget as a spreadsheet. 
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Prepare an Addition of Subaward Request 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI or Prepare a New Notification or Request as an SPO). 
  

 
  

Figure 1   Prepare a New Notification or Request screen. The radio button for 
Addition of Subaward and the Prepare button are circled. 

  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for Addition of Subaward. 
3.  Click the Prepare button (Figure 1). The Request for Addition of Subaward screen 

displays (Figure 2) with the number and title of the award. It also shows if there are any 
pending Addition of Subaward Requests for that award. 

  

 
  

Figure 2   Request for Addition of Subaward screen. The Create New Subaward 
Request button is circled. 
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4.  Click the Create New Subaward Request button (Figure 2). The Addition of 

Subaward Form Preparation screen displays (Figure 3) with the following forms: 
•   Description of Work to be Performed (required) 
•   Budgets (Including Justification) (required) 
•   Add/Delete Senior Personnel (other than PI/Co-PI) 
•   Justification for Subawardee Selections (required) 
•   Supplementary Documents 

(Click on a link for the instructions for that form.) 
  

 
  

Figure 3   Addition of Subaward Form Preparation screen. 
  
The Addition of Subaward Form Preparation screen (Figure 3) also gives you these 
options: 

•   Forward a subaward request to the SPO (for PI only) 
•   Delete a subaward request (for both PI and SPO) 
•   Submit a subaward request (for SPO only) 
(Click on a link above for instructions for that option.) 

  
To modify an Addition of Subaward Request, on the Addition of Subaward Form 
Preparation screen (Figure 3), click the Go button for any form and modify the form as 
you require. 
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Forward an Addition of Subaward Request to the SPO 
  
Only a PI can forward an Addition of Subaward Request to the SPO. 
  
1.  Access the Addition of Subaward Form Preparation screen (Figure 1) (see Prepare 

an Addition of Subaward Request). 
  

 
  

Figure 1   Addition of Subaward Form Preparation screen. The Forward to SPO 
button is circled. 

  
2.  On the Addition of Subaward Form Preparation screen (Figure 1), click the 

Forward to SPO button. The Subaward Request Was Forwarded screen displays 
(Figure 2) with the message that FastLane has forwarded the request to the SPO. 

  

 
  

Figure 2   Subaward Request Was Forwarded screen. 
  
3.  Click the Go Back button (Figure 2). The Request for Addition of Subaward screen 

displays. 
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Submit an Addition of Subaward Request 
  
Only the SPO may submit an Addition of Subaward Request to NSF. 
  
1.  Access the Addition of Subaward Form Preparation screen (Figure 1) (see Prepare 

an Addition of Subaward Request). 
  

 
  

Figure 1   Addition of Subaward Form Preparation screen. The Sign and Submit 
button is circled. 

  
2.  On the Addition of Subaward Form Preparation screen (Figure 1), click the Sign 

and Submit button.  The Subaward Request was Submitte and Signed screen 
displays (Figure 2) with the message that the Subaward Request was submitted and 
signed. 
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Figure 2   Subaward Request was Submitted and Signed screen. 
  
3.  Click the Go Back button (Figure 2). The Request for Addition of Subaward screen 

displays. 
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Delete an Addition of Subaward Request 
  
1.  Access the Addition of Subaward Form Preparation screen (Figure 1) (see Prepare 

an Addition of Subaward Request). 
  

 
  
Figure 1   Addition of Subaward Form Preparation screen. The Delete This Request 

button is circled. 
  
2.  On the Addition of Subaward Form Preparation screen (Figure 1), click the Delete 

This Request button. The Subaward Request Was Deleted screen displays (Figure 
2) with the message that FastLane has deleted the request. 

  

 
  

Figure 2   Subaward Request Was Deleted screen. 
  
3.  Click the Go Back button (Figure 2). The Request for Addition of Subaward screen 

displays. 
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Forms for Addition of Subaward 

Forms for Addition of Subaward Introduction 
  
The Addition of Subaward has the following forms for completion: 

• Description of Work to be Performed (required) 
• Budgets (Including Justification) (required) 
• Add/Delete Senior Personnel 
• Justification for Subawardee Selection (required) 
• Supplementary Documents 
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Description of Work to be Performed for Addition of 
Subaward 
  
1.  Prepare a word-processing document with the Description of Work to be Performed. See 

Acceptable Formats for FastLane for the many formats FastLane accepts for uploading. 
2.  Access the Addition of Subaward Form Preparation screen (Figure 1) (see Prepare 

an Addition of Subaward Request). 
  

 
  

Figure 1   Addition of Subaward Form Preparation screen. The Go button for 
Description of Work to be Performed is circled. 

  
3.  On the Addition of Subaward Form Preparation screen (Figure 1), click the Go 

button for Description of Work to be Performed. The Description of Work to be 
Performed File Upload screen displays (Figure 2). 

  
  

 
  

Figure 2   Description of Work to Be Performed File Upload screen. 
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4.  See Upload a File for instructions on how to upload the description. When you have 
accepted the upload, the Description of Work To Be Performed File Upload screen 
(Figure 3) displays with these options: 
•   Display Current Description of Work to Be Performed 
•   Delete Current Description of Work to Be Performed 
•   Upload a New Description of Work to Be Performed 
  

 
  
Figure 3   Description of Work to Be Performed File Upload screen with options for 

viewing or deleting the Description of Work to be Performed. 
  

Display Current Description of Work to Be Performed 
  
Click the Display Current Description of Work to Be Performed button (Figure 3). The 
file will display in PDF format. See Adobe Reader for FastLane, if you need to download 
Adobe Reader. 

Delete Current Description of Work to Be Performed 
  
1.  Click the Delete Current Description of Work to Be Performed button (Figure 3).  A 

screen displays with a message for you to confirm that you want to delete the file. 
2.  Click the OK button. The document is deleted. 

Upload a New Description of Work to Be Performed 
  
Follow the directions in Upload a File. Uploading a new Description of Work to Be Performed 
automatically replaces the file that was previously uploaded. 
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Budgets (Including Justification) for Addition of Subaward 
  
1.  Access the Addition of Subaward Form Preparation screen (Figure 1) (see Prepare 

an Addition of Subaward Request). 
  

 
  

Figure 1   Addition of Subaward Form Preparation screen. The Go button for 
Budgets (Including Justification) is circled. 

  
2.  On the Addition of Subaward Form Preparation screen (Figure 1), click the Go 

button for Budgets (Including Justification). The Project Budget screen displays (Figure 
2). 

  

 
  

Figure 2   Project Budget screen. 
  
See Budgets (Including Justification) and Create a Budget, Step 2 for instructions on how 
complete a budget for the subawardee organization. 
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Add/Delete Senior Personnel for Addition of Subaward 
  
1.  Access the Addition of Subaward Form Preparation screen (Figure 1) (see Prepare 

an Addition of Subaward Request). 
  

 
  

Figure 1   Addition of Subaward Form Preparation screen. The Go button for 
Add/Delete Senior Personnel is circled. 

  
2.  On the Addition of Subaward Form Preparation screen (Figure 1), click the Go 

button for Add/Delete Senior Personnel. The Add/Delete Non-Co-Principal 
Investigator (Co-PI) Senior Personnel Assigned to Proposal screen displays 
(Figure 2). 

  

 
  

Figure 2   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel 
Assigned to Proposal screen. 
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3.  See Add/Delete Senior Personnel for instructions on adding or deleting Non-Co-PI Senior 
Personnel. 
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Justification for Subawardee Selection for Addition of 
Subaward 
  
1.  Prepare a word-processing document with the justification. See Acceptable Formats for 

FastLane for the many formats FastLane accepts for uploading. 
2.  Access the Addition of Subaward Form Preparation screen (Figure 1) (see Prepare 

an Addition of Subaward Request). 
  

 
  

Figure 1   Addition of Subaward Form Preparation screen. The Go button for 
Justification for Subawardee Selection is circled. 

  
3.  On the Addition of Subaward Form Preparation screen (Figure 1), click the Go 

button for Justification for Subawardee Selection. The Justification for Subawardee 
Selection File Upload screen displays (Figure 2). 

  

 
  

Figure 2   Justification for Subawardee Selection File Upload screen. 
  
4.  Follow the directions in Upload a File to upload the Justification. When you have 

accepted the upload, the Justification for Subawardee Selection File Upload screen 
(Figure 3) displays with these options: 



pd_requests 

16 

•   Display Current Justification for Subawardee Selection 
•   Delete Current Justification for Subawardee Selection 
•   Upload a New Justification for Subawardee Selection 
  

 
  

Figure 3   Justification for Subawardee Selection File Upload screen with options 
viewing or deleting the justification. 

Display Current Justification for Subawardee Selection 
  
Click the Display Current Justification for Subawardee Selection button (Figure 3). 
The file displays in PDF format. If you need to download Adobe Reader, see Adobe Reader 
for FastLane. 
  

Delete Current Justification for Subawardee Selection 
  
1.  Click the Delete Current Justification for Subawardee Selection button (Figure 3). 

A screen displays asking you to confirm that you want to delete the file. 
2.  Click the OK button. 
  

Upload a New Justification for Subawardee Selection 
  
See Upload a File for instructions on uploading a file. Uploading a new Justification for 
Subawardee Selection automatically replaces the file that was previously uploaded. 
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Supplementary Documents for Addition of Subaward 
  
1.  Access the Addition of Subaward Form Preparation screen (Figure 1) (see Prepare 

an Addition of Subaward Request). 
  

 
  
Figure 1   Addition of Subaward Form Preparation screen. The Go button for Other 

Supplementary Docs is circled. 
  
2.  On the Addition of Subaward Form Preparation screen (Figure 1), click the Go 

button for Other Supplementary Documents. The Supplementary Documents File 
Upload screen displays (Figure 2). See Upload a File for directions. 

 

 
 

Figure 2   Supplementary Documents File Upload screen. 
 
If a Supplementary Document has already been uploaded, when you click the Go button for 
Supplementary Document on the Form Preparation screen, the Supplementary 
Document File Upload screen displays as in Figure 3. 
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Figure 3   Supplementary Document File Upload screen after a file has been 
uploaded. 

 
This screen gives you these options: 
•  Display Current Supplementary Docs 
•  Delete Current Supplementary Docs 
•  Upload a Supplementary Document 

 
Note: Uploading a new Supplementary Document will not result in deleting a previously 
uploaded file. 
 

Display Current Supplementary Docs 
 
1.  On the Supplementary Document File Upload screen (Figure 3), highlight the 

Supplementary Document you want to view in the list. 
2.  Click the Display Current Supplementary Docs button (Figure 3). The file displays in 

PDF format. If you need to download Adobe Reader, see Adobe Reader for FastLane. 
 

Delete Current Supplementary Docs 
 
1.  On the Supplementary Document File Upload screen (Figure 3), highlight the 

Supplementary Document you want to delete in the list. 
2.  Click the Delete Current Supplementary Docs button (Figure 3). A screen displays 

asking you to confirm that you want to delete the file. 
3.  Click the OK button. The Form Preparation screen displays. 
 

Upload a Supplementary Document 
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Follow the directions in Upload a File. Uploading a new file will not replace any previously 
uploaded files. 
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What Is the Withdrawal of PI/Co-PI Request? 
  
If the PI has withdrawn from the grantee organization and/or from the project, the grantee 
must notify the NSF Program Officer by submitting a Withdrawal of PI/Co-PI Request. 
  
The request must contain: 

•   The rationale for the withdrawal of the PI/Co-PI 
•   The impact the withdrawal will have on the project 

Prepare a Withdrawal of PI/Co-PI Request 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI or Prepare a New Notification or Request as an SPO). 
  

 
  

Figure 1   Prepare a New Notification or Request screen. The radio button for 
Withdrawal of PI/Co-PI and the Prepare button are circled. 

  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for Withdrawal of PI/Co-PI. 
3.  Click the Prepare button (Figure 1). The Modify Request for Withdrawal of PI/Co-

PI screen displays (Figure 2). 
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Figure 2   Modify Request for Withdrawal of PI/Co-PI screen. The Save button is 
circled. 

  
4.  In the Rationale for Withdrawal box (Figure 2), type or copy and paste the rationale 

for the PI/Co-PI’s withdrawal. 
5.  In the Impact on the Project box (Figure 2), type or copy and paste the impact of the 

PI/Co-PI’s withdrawal on the project. 
6.  Click the Save button (Figure 2). The View Request for Withdrawal of PI/Co-PI 

screen displays (Figure 3). You have these options: 
•   Modify the request 
•   Forward the request to the SPO or Submit the request to NSF 
•   Delete the request 

(Click on a link above for instructions for that option.) 
  

 
  

Figure 3   View Request for Withdrawal of PI/Co-PI screen. 
  
  
  



pd_requests 

22 

What Is the Long-Term Absence of the PI/PD Request? 
  
If the PI or the Project Director (PD) will be away from the project for more than 3 months 
but intends to return to the project, you must submit a Long-Term Absence of the PI/PD 
Request to NSF. 
  
You must submit the request at least 30 days before the PI/PD’s departure or as soon as 
possible after the prospective absence is known. 
  
The request must contain: 

•   The beginning and end dates of the PI’s long-term absence 
•   The justification for the PI’s long-term absence 
•   The arrangements for continuing the project during the PI’s absence 

Prepare a Long-Term Absence of the PI/PD Request 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI or Prepare a New Notification or Request as an SPO). 
  

 
  

Figure 1   Prepare a New Notification or Request screen. The radio button for 
Long-Term Absence of the PI/PD and the Prepare button are circled. 

  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for Long-Term Absence of the PI/PD. 
3.  Click the Prepare button (Figure 1). The Modify Request for Long-Term Absence of 

the PI/PD screen displays (Figure 2). 
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Figure 2   Modify Request for Long-Term Absence of the PI/PD screen. The Save 
button is circled. 

  
4.  In the From Date box (Figure 2), type the date on which the PI’s long-term absence is 

expected to begin (in mm/dd/yyyy format). 
5.  In the To Date box (Figure 2), type the date on which the PI’s long-term absence ends 

(in mm/dd/yyyy format). 
6.  In the Justification for Long-Term Absence of the PI/PD box (Figure 2), type or 

copy and paste the justification for the PI’s long-term absence (over 3 months). 
7.  In the Arrangement for Conduct of Project During PI’s Absence box (Figure 2), 

type or copy and paste the arrangements for conducting the project. 
8.  Click the Save button (Figure 2). The View Request for Long-Term Absence of 

PI/PD screen displays (Figure 3). You have these options: 
•   Modify the request 
•   Forward the request to the SPO or Submit the request to NSF 
•   Delete the request 

(Click on a link above for instructions for that option.) 
  

 
  

Figure 3   View Request for Long-Term Absence of the PI/PD screen. 



pd_requests 

24 

 

What Is the NSF-Approved No-Cost Extension Request? 
  
If you require additional time for a project beyond the extension provided by the Grantee-
Approved No-Cost Extension and if exceptional circumstances warrant, you must submit an 
NSF-Approved No-Cost Extension Request. 
  
You must submit the NSF-Approved No-Cost Extension Request to NSF at least 45 days 
before the grant’s expiration date. 
  
The request must contain: 

•   The revised expiration date 
•   The funds remaining for the grant 
•   The justification for the extension 
•   A plan for using the unobligated funds 

  
NSF issues the extension in the form of an amendment to the grant. 

Prepare an NSF-Approved No-Cost Extension Request 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI or Prepare a New Notification or Request as an SPO). 
  

  

 
  
Figure 1   Prepare a New Notification or Request screen. The radio button for NSF-

Approved No-Cost Extension and the Prepare button are circled. 
  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for NSF-Approved No-Cost Extension. 
3.  Click the Prepare button (Figure 1). The Modify Request for NSF-Approved No-Cost 

Extension screen displays (Figure 2). 
4.  If no Grantee Approved No-Cost Extension (GANCE) has been submitted and if all of the 

requirements to submit a GANCE have been met, then you will be automatically 
redirected to the GANCE preparation screen. 
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5.  If a Grantee Approved No-Cost Extension (GANCE) has been submitted or if all of the 
requirements to submit a GANCE have not been met, then the Modify Request for 
NSF-Approved No-Cost Extension screen displays (Figure 2). 

  

 
  

Figure 2   Modify Request for NSF-Approved No-Cost Extension screen. The Save 
button is circled. 

  
6.  In the Revised Expiration Date box (Figure 2), type the newly projected expiration 

date for the grant (in mm/yyyy format). 
7.  In the Remaining Funds box (Figure 2), type the amount of funds remaining in the 

grant (no dollar sign, no commas). 
8.  In the Justification box (Figure 2), type or copy and paste the justification for the 

extension of the grant. 
9.  In the Plan for Use of Unobligated Funds box (Figure 2), type or copy and paste your 

organization’s plan for expending the funds for the project up to the revised expiration 
date. 

10.  In the Explanation for Late Request box (Figure 2). Click the Save button (Figure 
2). The View Request for NSF-Approved No-Cost Extension screen displays (Figure 
3). You have these options: 
•   Modify the request 
•   Forward the request to the SPO or Submit the request to NSF 
•   Delete the request 

(Click on a link above for instructions for that option.) 
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Figure 3   View Request for NSF-Approved No-Cost Extension screen. 
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PI Transfer Request 

What Is the PI Transfer Request? 
  
If a PI plans to leave an organization during the course of a grant, you must submit to NSF 
a PI Transfer Request. 
  
NSF permits the PI to transfer the grant to a new organization, if both the new and the 
original research organization agree.  Therefore, the successful submission of a PI Transfer 
Request involves both the new and the original organizations. 
  
The PI and/or the SPO of the original organization prepares the request, but the SPO of the 
original organization does not submit the PI Transfer Request directly to NSF. Instead: 

• The SPO of the original organization indicates agreement with the transfer by 
forwarding the PI Transfer Request to the SPO of the new organization. 
• The SPO of the new organization then indicates agreement with the PI 
Transfer Request, by submitting the request to NSF. 

  
The main roles and responsibilities for the PI Transfer Request break down like this: 

• The PI may: 
• Prepare a PI Transfer Request 
• Forward the PI Transfer Request to the SPO of the original organization 
• Edit the organization’s budget in collaboration with the new SPO 

• The SPO of the original organization may: 
• Prepare a PI Transfer Request 
• Edit a PI Transfer Request 
• Return a PI Transfer Request to the PI 
• Submit a PI Transfer Request to the SPO of the new organization 

• The SPO of the new organization may: 
• Edit the request as needed and edit the budget in collaboration with the PI 
• Return the PI Transfer Request to the SPO of the original organization 
• Submit the request to NSF 

  
Each PI Transfer Request must contain the following: 

• Grant Transfer Request 
A form that includes the total estimated disbursements to date and any anticipated 
costs yet to be incurred against the original grant 
• Progress Summary 
A brief description of the progress to date on the project in the original organization 
• Description of Work to be Accomplished 
A description of the work that will be carried out on the project in the new 
organization 
• Budget (Including Justification) 
A budget showing the allocation of the remaining award funds for use in the new 
organization and a justification of how the funds will be expended 

  
These forms are completed through the PI Transfer Request application. 
  
To begin working on a PI Transfer Request: 

• If you are a PI, see Prepare a PI Transfer Request as a PI. 
• If you are the original SPO, see Prepare a PI Transfer Request as an SPO or Work on 

a PI Request Forwarded by the PI. 
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• If you are the new SPO, see Work on a PI Transfer Forwarded by the Original SPO. 



Requests 

29 

What Is the PI Transfer Request? 
  
If a PI plans to leave an organization during the course of a grant, you must submit to NSF 
a PI Transfer Request. 
  
NSF permits the PI to transfer the grant to a new organization, if both the new and the 
original research organization agree.  Therefore, the successful submission of a PI Transfer 
Request involves both the new and the original organizations. 
  
The PI and/or the SPO of the original organization prepares the request, but the SPO of the 
original organization does not submit the PI Transfer Request directly to NSF. Instead: 

• The SPO of the original organization indicates agreement with the transfer by 
forwarding the PI Transfer Request to the SPO of the new organization. 
• The SPO of the new organization then indicates agreement with the PI 
Transfer Request, by submitting the request to NSF. 

  
The main roles and responsibilities for the PI Transfer Request break down like this: 

• The PI may: 
• Prepare a PI Transfer Request 
• Forward the PI Transfer Request to the SPO of the original organization 
• Edit the organization’s budget in collaboration with the new SPO 

• The SPO of the original organization may: 
• Prepare a PI Transfer Request 
• Edit a PI Transfer Request 
• Return a PI Transfer Request to the PI 
• Submit a PI Transfer Request to the SPO of the new organization 

• The SPO of the new organization may: 
• Edit the request as needed and edit the budget in collaboration with the PI 
• Return the PI Transfer Request to the SPO of the original organization 
• Submit the request to NSF 

  
Each PI Transfer Request must contain the following: 

• Grant Transfer Request 
A form that includes the total estimated disbursements to date and any anticipated 
costs yet to be incurred against the original grant 
• Progress Summary 
A brief description of the progress to date on the project in the original organization 
• Description of Work to be Accomplished 
A description of the work that will be carried out on the project in the new 
organization 
• Budget (Including Justification) 
A budget showing the allocation of the remaining award funds for use in the new 
organization and a justification of how the funds will be expended 

  
These forms are completed through the PI Transfer Request application. 
  
To begin working on a PI Transfer Request: 

• If you are a PI, see Prepare a PI Transfer Request as a PI. 
• If you are the original SPO, see Prepare a PI Transfer Request as an SPO or Work on 

a PI Request Forwarded by the PI. 
• If you are the new SPO, see Work on a PI Transfer Forwarded by the Original SPO. 
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PI Functions 

Prepare a PI Transfer Request as a PI 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI). 
  

 
  

Figure 1   Prepare a New Notification or Request screen. The radio button for PI 
Transfer and the Prepare button are circled. 

  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for PI Transfer in the Grantee Request Types list. 
3.  Click the Prepare button (Figure 1). The Grant Transfer Request screen displays 

(Figure 2). 
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Figure 2  Grant Transfer Request screen. 
  
4.  In the Request Details section of the Grant Transfer Request screen (Figure 3), click 

the Select New Awardee Organization button to enter the name of the organization 
that you are transferring the grant to. The Institution Search screen displays (Figure 
4) for you to search for the name of the new awardee organization in the list of NSF 
registered organizations. 
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Figure 3   Request Details section of the Grant Transfer Request screen. The Select 

New Awardee Organization button is circled. 
  

 
  

Figure 4   Institution Search screen. 
  
5.  Type in the box the string (at least three characters) to search for (Figure 4). 
6.  Select the search type option (Figure 4): 

•   Begins with returns all organizations whose name begins with the text entered. 
•   Ends with returns all organizations whose name ends with the text entered. 
•   Contains returns all organizations whose name contains the text entered. 

7.  Click the Locate button (Figure 4). The Institutions Located screen displays (Figure 
5). 

  

 
  

Figure 5   Institutions Located screen. The Select button is circled. 
  
8.  Highlight the name of the new awardee organizations (Figure 5). 
9.  Click the Select button (Figure 5). The Grant Transfer Request screen displays 

(Figure 6) with the name of the new awardee organization in the Request Details 
section. 

  



Requests 

33 

 
  
Figure 6   Request Details section of the Grant Transfer Request screen. The View 

Contact Information link is circled. 
  
10. In the Request Details section of the Grant Transfer Request screen (Figure 6), click 

View Contact Information to see the contact information for the new awardee 
organization. The FastLane Contacts screen displays (Figure 7) with all the names, 
email addresses, phone numbers, and fax numbers of the FastLane Contacts for the new 
awardee organization. 
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Figure 7   FastLane Contacts screen. 
  
11. In the Request Details section of the Grant Transfer Request screen (Figure 8), click 

the Add/Change Primary Place Of Performance button to enter the name of the 
new Primary Place of Performance. The Add/Change Primary Place Of Performance 
screen (Figure 9) is displayed. 

  

 
  

Figure 8   Request Details section of the Grant Transfer Request screen. The 
Add/Change New Primary Place of Performance button is circled. 

  

 
  

Figure 9   Add/Change Primary Place of Performance screen. The Save Primary 
Place of Performance button is circled. 
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12. In the box (Figure 9), type the Organization Name in the box or select Same as 

Awardee Organization, if this option is applicable (Figure 9). 
13. Enter the full address of the Primary Place of Performance: 

•   Enter the Street Address 
•   Enter the City 
•   Select the State from the drop down list if the Country is United States 
•   Enter the Zip Code (9 digit) 
•   Select the Country from the drop down list 

14. Click the Save Primary Place of Performance button (Figure 9). The Grant Transfer 
Request screen displays (Figure 10) with the name of the new primary place of 
performance in the Request Details section. 
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Figure 10   Request Details section of the Grant Transfer Request screen with the 
names of the New Awardee Organization and the New Primary Place of 

Performance displayed. 
  
15. In the Total Estimated Disbursements and Unpaid Obligations at the Effective 

Date Of Transfer box on the Grant Transfer Request screen (Figure 11), type the 
total estimate of disbursements and unpaid obligations for the grant (no dollar sign, no 
commas). 

  

 
  

Figure 11   Lower portion of the Grant Transfer Request screen. The Save and 
Continue button is circled. 

  
16. Click the Calculate button (Figure 11). FastLane calculates and displays the amount of 

the estimated unobligated balance for the award. This is the amount of funds that will be 
transferred to the new awardee organization. 

17. Select any of the following that apply: 
• Human subjects involvement 
• Vertebrate animals involvement 
• Lobbying activities (see "Disclosing Lobbying Activities") 

18. Click the Save and Continue button (Figure 11). The Click on a Link to Work screen 
displays (Figure 12). On this screen, you have these options: 
•   Update contact information 
•   Edit transfer request forms 
•   Check for completeness 
•   Forward the PI Transfer Request to the original SPO 
•   Cancel (delete) the PI Transfer Request 
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Figure 12   Click on a Link to Work screen. 
  
19. Click Edit Transfer Request Forms to complete the forms required for a PI Transfer. 

See Edit Transfer Request Forms Introduction for instructions. 
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Prepare a PI Transfer Request as a PI 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI). 
  

 
  

Figure 1   Prepare a New Notification or Request screen. The radio button for PI 
Transfer and the Prepare button are circled. 

  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for PI Transfer in the Grantee Request Types list. 
3.  Click the Prepare button (Figure 1). The Grant Transfer Request screen displays 

(Figure 2). 
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Figure 2  Grant Transfer Request screen. 
  
4.  In the Request Details section of the Grant Transfer Request screen (Figure 3), click 

the Select New Awardee Organization button to enter the name of the organization 
that you are transferring the grant to. The Institution Search screen displays (Figure 
4) for you to search for the name of the new awardee organization in the list of NSF 
registered organizations. 

  



pd_requests 

40 

 
  
Figure 3   Request Details section of the Grant Transfer Request screen. The Select 

New Awardee Organization button is circled. 
  

 
  

Figure 4   Institution Search screen. 
  
5.  Type in the box the string (at least three characters) to search for (Figure 4). 
6.  Select the search type option (Figure 4): 

•   Begins with returns all organizations whose name begins with the text entered. 
•   Ends with returns all organizations whose name ends with the text entered. 
•   Contains returns all organizations whose name contains the text entered. 

7.  Click the Locate button (Figure 4). The Institutions Located screen displays (Figure 
5). 

  

 
  

Figure 5   Institutions Located screen. The Select button is circled. 
  
8.  Highlight the name of the new awardee organizations (Figure 5). 
9.  Click the Select button (Figure 5). The Grant Transfer Request screen displays 

(Figure 6) with the name of the new awardee organization in the Request Details 
section. 
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Figure 6   Request Details section of the Grant Transfer Request screen. The View 

Contact Information link is circled. 
  
10. In the Request Details section of the Grant Transfer Request screen (Figure 6), click 

View Contact Information to see the contact information for the new awardee 
organization. The FastLane Contacts screen displays (Figure 7) with all the names, 
email addresses, phone numbers, and fax numbers of the FastLane Contacts for the new 
awardee organization. 
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Figure 7   FastLane Contacts screen. 
  
11. In the Request Details section of the Grant Transfer Request screen (Figure 8), click 

the Add/Change Primary Place Of Performance button to enter the name of the 
new Primary Place of Performance. The Add/Change Primary Place Of Performance 
screen (Figure 9) is displayed. 

  

 
  

Figure 8   Request Details section of the Grant Transfer Request screen. The 
Add/Change New Primary Place of Performance button is circled. 

  

 
  

Figure 9   Add/Change Primary Place of Performance screen. The Save Primary 
Place of Performance button is circled. 
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12. In the box (Figure 9), type the Organization Name in the box or select Same as 

Awardee Organization, if this option is applicable (Figure 9). 
13. Enter the full address of the Primary Place of Performance: 

•   Enter the Street Address 
•   Enter the City 
•   Select the State from the drop down list if the Country is United States 
•   Enter the Zip Code (9 digit) 
•   Select the Country from the drop down list 

14. Click the Save Primary Place of Performance button (Figure 9). The Grant Transfer 
Request screen displays (Figure 10) with the name of the new primary place of 
performance in the Request Details section. 
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Figure 10   Request Details section of the Grant Transfer Request screen with the 
names of the New Awardee Organization and the New Primary Place of 

Performance displayed. 
  
15. In the Total Estimated Disbursements and Unpaid Obligations at the Effective 

Date Of Transfer box on the Grant Transfer Request screen (Figure 11), type the 
total estimate of disbursements and unpaid obligations for the grant (no dollar sign, no 
commas). 

  

 
  

Figure 11   Lower portion of the Grant Transfer Request screen. The Save and 
Continue button is circled. 

  
16. Click the Calculate button (Figure 11). FastLane calculates and displays the amount of 

the estimated unobligated balance for the award. This is the amount of funds that will be 
transferred to the new awardee organization. 

17. Select any of the following that apply: 
• Human subjects involvement 
• Vertebrate animals involvement 
• Lobbying activities (see "Disclosing Lobbying Activities") 

18. Click the Save and Continue button (Figure 11). The Click on a Link to Work screen 
displays (Figure 12). On this screen, you have these options: 
•   Update contact information 
•   Edit transfer request forms 
•   Check for completeness 
•   Forward the PI Transfer Request to the original SPO 
•   Cancel (delete) the PI Transfer Request 
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Figure 12   Click on a Link to Work screen. 
  
19. Click Edit Transfer Request Forms to complete the forms required for a PI Transfer. 

See Edit Transfer Request Forms Introduction for instructions. 
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Update Contact Information 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Prepare a PI Transfer 

Request as a PI). 
  

 
  
Figure 1   Click on a Link to Work screen.  The Update Contact Information link is 

circled. 
  
2.  On the Click on a Link to Work screen (Figure 1), click Update Contact Information. 

The Principal Investigator (PI) Information screen displays (Figure 2). 
  

 
  
Figure 2   Principal Investigator (PI) Information screen. The Edit PI Information 

button is circled. 
  
3.  Click the Edit PI Information button (Figure 2). The Edit Principal Investigator’s 

(PI) Information screen displays (Figure 3).  
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Figure 3   Edit Principal Investigator’s (PI) Information screen. The Change 
Institution button is circled. 

 
4.  To change your organization, click the Change Institution button (Figure 3). The 

Institution Search screen displays (Figure 4). 
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Figure 4   Institution Search screen. 
 
5.  Select the search type option (Figure  4): 

•  Begins with returns all organizations whose name begins with the text entered. 
•  Ends with returns all organizations whose name ends with the text entered. 
•  Contains returns all organizations whose name contains the text entered. 

6.  Enter the string (at least three characters) to search for (Figure 4). 
7.  Click the Locate button (Figure  4). The Institution Search screen displays (Figure 5). 
 

 
 

Figure 5   Institution Search screen. The Select button is circled. 
 
8.  Highlight the organization in the Institutions Located list (Figure 5). 
9.  Click the Select button (Figure  5). The Edit Principal Investigator’s (PI) 

Information screen displays (Figure 3) with the name of the selected organization and 
the Institution Identification Number displaying in the appropriate boxes. 

10.  On the Edit Principal Investigator’s (PI) Information screen (Figure 6), when you 
are finished changing the PI information, click the Save Changes button. A screen 
displays (Figure 7) with confirmation that the PI Information has been saved. 
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Figure 6   Lower portion of the Edit Principal Investigator’s (PI) Information 
screen. The Save Changes button is circled. 

 

 
 

Figure 7   Screen with the message that the changed PI information has been 
saved. 

 
11.  Click the OK button (Figure  7). The Principal Investigator (PI) Information screen 

displays (Figure 8). 
 

 
 

Figure 8   Principal Investigator (PI) Information screen. 
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Check for Completeness of a PI Transfer Request as a PI 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Prepare a PI Transfer 

Request as a PI). 
  

 
  

Figure 1   Click on a Link to Work screen. The Check for Completeness link is 
circled. 

  
2.  On the Click on a Link to Work screen (Figure 1), click Check for Completeness. The 

Completeness Checking of Request for Grant Transfer screen displays. 
  
If the PI Transfer Request is incomplete, the Completeness Checking of Request for 
Grant Transfer screen displays as in Figure 2, with a message on which forms still require 
completion before submission to NSF.  
  

 
  

Figure 2   Completeness Checking of Request for Grant Transfer screen. The 
message on what form is required for submission is circled. 

  
If the PI Transfer Request is complete, the Completeness Checking of Request for 
Grant Transfer screen displays as in Figure 3. The request is ready to be forwarded to the 
original SPO (see Forward to Original SPO). 
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Figure 3   Completeness Checking of Request for Grant Transfer screen with a 
message that the request is complete. 
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Forward a PI Transfer Request to Original SPO 
  
Only the PI can forward a PI Transfer Request to the original SPO. 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Prepare a PI Transfer 

Request as a PI). 
  

 
  
Figure 1   Click on a Link to Work screen. The Forward Transfer Request to Original 

SPO link is circled. 
  
2.  On the Click on a Link to Work screen (Figure 1), click the Forward Transfer 

Request to Original SPO button. The Forward the Grant Transfer Request screen 
displays (Figure 2) with a message for you to confirm that you want to forward the PI 
Transfer Request to the original SPO. 

  

 
  

Figure 2   Forward the Grant Transfer Request to Original SPO screen with the 
message for you to confirm that you want to forward the request to the original 

SPO. The Forward button is circled. 
  
3.  Click the Forward button (Figure 2). The Grant Transfer Request Forwarded to 

Original SPO screen displays (Figure 3). 
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Figure 3   Grant Transfer Request Forwarded to Original SPO screen. The Continue 

button is circled. 
  
4.  Click the Continue button (Figure 3). The PI Transfer Request is forwarded to the 

original SPO, and the Click on a Link to Work screen displays (Figure 4) with these 
options: 
•   Update the contact information 
•   View the transfer request forms 
•   Cancel (or delete) the request 
  

 
  
Figure 4   Click on a Link to Work screen after you have forwarded the PI Transfer 

Request to the original SPO. 
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Delete a PI Transfer Request as a PI 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Prepare a PI Transfer 

Request as a PI). 
  

 
  

Figure 1   Click on a Link to Work screen. The Cancel Transfer Request link is 
circled. 

  
2.  On the Click on a Link to Work screen (Figure 1), click Cancel Transfer Request. 

The Delete the Grant Transfer Request screen displays (Figure 2) with a message for 
you to confirm that you want to delete the PI Transfer Request. 

  

 
  
Figure 2   Delete the Grant Transfer Request screen. The Delete button is circled. 

  
3.  Click the Delete button (Figure 2). The PI Transfer Request is deleted. 
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View PI Transfer Request Forms as a PI 
  
After you have forwarded a PI Transfer Request to the original SPO, the Click on a Link to 
Work screen displays with the option to view the PI Transfer Request forms. 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Prepare a PI Transfer 

Request as a PI). 
  

 
  
Figure 1   Click on a Link to Work screen. The View Transfer Request Forms button 

is circled. 
  
2.  On the Click on a Link to Work screen (Figure1), click View Transfer Request 

Forms to view the forms for the PI Transfer Request. The Print Menu screen displays 
(Figure 2) with a listing of the forms in the PI Transfer Request. 

  

 
  

Figure 2   Print Menu screen. The Go button for Print Entire Request is circled. 
  
3.  To view a form, click the Go button for that form (Figure 2). The form displays in PDF 

format. If you need to download Adobe Reader, see Adobe Reader for FastLane. 
4.  To view the entire PI Transfer Request, click the Go button for Print Entire Request 

(Figure 2). The NSF Grant Transfer Request screen displays in PDF format (Figure 3). 
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Figure 3   NSF Grant Transfer Request screen. The Printer icon in the upper left 
corner of the screen is circled. 

  
5.  To print the PI Transfer Request, click the Printer icon on the top left of the NSF Grant 

Transfer Request screen (Figure 3). The form is printed. 
6.  Click the browser back button to return to the Print Menu screen (Figure 2). 
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Edit the Budget 
  
Once the SPO of the old awardee organization has sent the PI Transfer Request to the SPO 
of the new awardee organization, FastLane sends an email to the PI. The PI’s Click on a 
Link to Work screen now displays a new option: to edit the budget. 
  
The purpose of this option is to enable the PI and the SPO of the new organization to 
collaborate on formulating the budget for the project before the SPO submits the PI Transfer 
Request to the NSF. 
  
1.  Access the Notifications and Requests screen on the Prepared by PI tab (Figure 1) 

(see Access Notifications and Requests as a PI). 
  

 
  

Figure 1   Notifications and Requests screen on the Prepared by PI tab. The 
Prepare New button is circled. 

  
2.  In the Prepare New section of the Notifications and Requests screen on the 

Prepared by PI tab (Figure 1), select the proposal award number for the project from 
the Award # drop-down list. 

3.  Click the Prepare New button (Figure 1). The Prepare a New Notification or 
Request screen displays (Figure 2). 
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Figure 2   Prepare a New Notification or Request screen. The radio button for PI 
Transfer and the Prepare button are circled. 

  
4.  Click the radio button for PI Transfer (Figure 2). 
5.  Click the Prepare button (Figure 2). The Grant Transfer Request screen displays 

(Figure 3) with the status message at the top of the screen that the PI Transfer Request 
is now with the SPO of the new awardee organization. 
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Figure 3   Grant Transfer Request screen. The status message that the new SPO is 

working on the request and the Continue button are circled. 
  
6.  Click the Continue button (Figure 3). The Click on a Link to Work screen displays 

(Figure 4) with the new option to edit the budget. 
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Figure 4   Click on a Link to Work screen. The Edit Budget link is circled. 
  
7.  Click Edit the Budget (Figure 4). The Project Budget screen displays (Figure 5). 
  

 
  

Figure 5   Project Budget screen. 
  
8.  See Budgets (Including Justification) for instructions on how to work on the budget for 

the new awardee organization. See Enter Budget Data Online for instruction on how to 
complete the Project Budget form. 
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Original SPO Functions 

Original SPO Functions Introduction 
  
As the original SPO, you have these options for working on a PI Transfer Request: 

• Prepare a PI Transfer Request 
• Work on a PI Transfer Request forwarded by a PI 
• Edit PI Transfer Request forms 
• Check for completeness 
• Forward a PI Transfer Request to the new SPO 
• Return a PI Transfer Request to the PI 
• Delete a PI Transfer Request 
• View PI Transfer Request forms 
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Original SPO Functions Introduction 
  
As the original SPO, you have these options for working on a PI Transfer Request: 

• Prepare a PI Transfer Request 
• Work on a PI Transfer Request forwarded by a PI 
• Edit PI Transfer Request forms 
• Check for completeness 
• Forward a PI Transfer Request to the new SPO 
• Return a PI Transfer Request to the PI 
• Delete a PI Transfer Request 
• View PI Transfer Request forms 
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Prepare a PI Transfer Request as an SPO 
  

1. Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare 
a New Notification or Request as an SPO). 

  

 
  

Figure 1   Prepare a New Notification or Request screen. The radio button for PI 
Transfer and the Prepare button are circled. 

  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for PI Transfer in the Grantee Request Types list. 
3.  Click the Prepare button (Figure 1). The Grant Transfer Request screen displays 

(Figure 2). 
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Figure 2   Grant Transfer Request screen. 
  
4.  In the Request Details section of the Grant Transfer Request screen (Figure 3), click 

the Select New Awardee Organization button to enter the name of the organization 
that you are transferring the grant to. The Institution Search screen displays (Figure 
4) for you to search for the name of the new awardee organization in the list of NSF 
registered organizations. 

  

 
  
Figure 3   Request Details section of the Grant Transfer Request screen. The Select 

New Awardee Organization button is circled. 
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Figure 4   Institution Search screen. The Locate button is circled. 
  
5.  In the box (Figure 4), type the string (at least three characters) to search for. 
6.  Select the search type option (Figure 4): 

•   Begins with returns all organizations whose name begins with the text entered. 
•   Ends with returns all organizations whose name ends with the text entered. 
•   Contains returns all organizations whose name contains the text entered. 

7.  Click the Locate button (Figure 4). The Institutions Located screen displays (Figure 
5). 

  

 
  

Figure 5   Institutions Located screen. The Select button is circled. 
  
8.  Highlight the name of the new awardee organization (Figure 5). 
9.  Click the Select button (Figure 5). The Grant Transfer Request screen displays 

(Figure 6) with the name of the new awardee organization in the Request Details 
section. 
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Figure 6   Request Details section of the Grant Transfer Request screen. The View 
Contact Information link is circled. 

  
10. In the Request Details section of the Grant Transfer Request screen (Figure 6), click 

View Contact Information to see the contact information for the new awardee 
organization. The FastLane Contacts screen displays (Figure 7) with all the names, 
email addresses, phone numbers, and fax numbers of the FastLane Contacts for the new 
awardee organization. 

  

 
  

Figure 7   FastLane Contacts screen for the new awardee organization. 
  
11. In the Request Details section of the Grant Transfer Request screen (Figure 8), click 

the Add/Change Primary Place of Performance button to enter the name of the new 
Primary Place of Performance. The Add/Change Primary Place of Performance 
screen displays (Figure 9). 

  

 
  

Figure 8   Request Details section of the Grant Transfer Request screen. The 
Add/Change New Primary Place Of Performance button is circled. 
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Figure 9   Add/Change Primary Place of Performance screen. The Save Primary 
Place of Performance button is circled. 

  
12. In the box (Figure 9), type the Organization Name in the box or select Same as 

Awardee Organization, if this option is applicable (Figure 9). 
13. Enter the full address of the Primary Place of Performance: 

•   Enter the Street Address. 
•   Enter the City. 
•   Select the State from the drop down list if the Country is United States. 
•   Enter the Zip Code (9 digit). 
•   Select the Country from the drop down list. 

14. Click the Save Primary Place of Performance button (Figure 9). The Grant Transfer 
Request screen displays (Figure 10) with the name of the new primary place of 
performance in the Request Details section. 

  

 
  
Figure 10   Request Details section of the Grant Transfer Request screen with the 

name of the New Awardee Organization and the New Primary Place of 
Performance displayed. 

  
15. In the Total Estimated Disbursements and Unpaid Obligations at the Effective 

Date Of Transfer box on the Grant Transfer Request screen (Figure 11), type the 
total estimate of disbursements and unpaid obligations for the grant (no dollar sign, no 
commas). 
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Figure 11   Grant Transfer Request screen. The Total Estimated Disbursements and 
Unpaid Obligations box, the Calculate button, and the Save and Continue button 

are circled. 
  
16. Click the Calculate button (Figure 11). FastLane calculates and displays the amount of 

the estimated unobligated balance for the award. This is the amount of funds that will be 
transferred to the new awardee organization. 

17. Select any of the following that apply: 
• Human subjects involvement 
• Vertebrate animals involvement 
• Lobbying activities (see "Disclosing Lobbying Activities") 

18. Click the Save and Continue button (Figure 11). The Click on a Link to Work screen 
displays (Figure 12). On this screen, you can take the following actions: 
•   Edit transfer request forms 
•   Check for completeness 
•   Forward the PI Transfer Request to the new SPO 
•   Return the PI Transfer Request to the PI 
•   Cancel (delete) the PI Transfer Request 

(Click on a link above for instructions for that option.) 
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Figure 12   Click on a Link to Work screen. 
  
19. Click Edit Transfer Request Forms to complete the forms required for a PI Transfer. 

See Edit Transfer Request Forms Introduction. 
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Work on a PI Transfer Request Forwarded by a PI 
  
1.  Access the Notifications and Requests screen on the Forwarded by PI tab (Figure 1) 

(see Access Notifications and Requests as an SPO). 
  

 
  

Figure 1   Notifications and Requests screen on the Forwarded by PI tab. The 
Notification/Request Type link is circled for a PI Transfer Request. 

  
2.  On the Notifications and Requests screen on the Forwarded by PI tab (Figure 1), 

find the PI Transfer Request you want to work on (see Search for Notifications and 
Requests). 

3.  Click the Notification/Request Type link on the row for that request (Figure 1). The 
Grant Transfer Request screen displays (Figure 2). 
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Figure 2   Grant Transfer Request screen. The Save and Continue button is circled. 
  
4.  Click the Save and Continue button (Figure 2). The Click on a Link to Work screen 

displays (Figure 3). You have these options on the Click on a Link to Work screen: 
•   Edit transfer request forms 
•   Check for completeness 
•   Forward transfer request to new SPO 
•   Return transfer request to PI 
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•   Cancel transfer request 
(Click on a link above for instructions for that option.) 

  

 
  

Figure 3   Click on a Link to Work screen with the options for work on the PI 
Transfer Request. 
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Edit Transfer Request Forms as Original SPO 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Prepare a PI Transfer 

Request or Work on a PI Transfer Request Forwarded by a PI). 
  

 
  

Figure 1   Click on a Link to Work screen. The Edit Transfer Request Forms link is 
circled. 

  
2.  On the Click on a Link to Work screen (Figure 1), click Edit Transfer Request 

Forms. The Form Preparation screen displays (Figure 2) with the forms for the PI 
Transfer Request. The forms are: 
•   Progress Summary (required) 
•   Budgets (Including Justification) (required) 
•   PI/Co-PI Information 
•   Description of Work to Be Accomplished (required) 
•   Supplementary Documents 
•   Add/Delete Senior Personnel 

(Click on a link above for the instructions for that form.) 
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Figure 2   Form Preparation screen. 
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Check for Completeness as Original SPO 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Prepare a PI Transfer 

Request or Work on a PI Transfer Request Forwarded by a PI). 
  

 
  

Figure 1   Click on a Link to Work screen. The Check for Completeness link is 
circled. 

  
2.  On the Click on a Link to Work screen (Figure 1), click Check for Completeness. The 

Completeness Checking of Request for Grant Transfer screen displays. 
  
If the PI Transfer Request is incomplete, the Completeness Checking of Request for 
Grant Transfer screen displays as in Figure 2 with a message on which forms still require 
completion for NSF submission. 
  

 
  

Figure 2   Completeness Checking of Request for Grant Transfer screen. The 
message of what form still requires completion for submission is circled. 

  
If the PI Transfer Request is complete, the Completeness Checking of Request for 
Grant Transfer screen displays as in Figure 3. The request is ready to be forwarded to the 
new SPO (see Forward a PI Transfer Request to the New SPO). 
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Figure 3   Completeness Checking of Request for Grant Transfer screen with a 
message that the request is complete. 
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Forward a PI Transfer Request to the New SPO 
  
Only the original SPO can forward a PI Transfer Request to the new SPO. 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Prepare a PI Transfer 

Request or Work on a PI Transfer Request Forwarded by a PI). 
  

 
  

Figure 1   Click on a Link to Work screen. The Forward Transfer Request to New 
SPO link is circled. 

  
2.  On the Click on a Link to Work screen (Figure 1), click Forward Transfer Request to 

New SPO. The Forward the Grant Transfer Request to New SPO screen displays 
(Figure 2) with a message for you to confirm that you want to forward the PI Transfer 
Request to the new SPO and that thereby your organization agrees with the transfer of 
the award to the new organization. 

  

 
  
Figure 2   Forward the Grant Transfer Request to New SPO screen. The I Agree and 

Forward the Request to New SPO button is circled. 
  
3.  Click the I Agree and Forward the Request to New SPO button (Figure 2). The 

Grant Transfer Request Forwarded to New SPO screen displays (Figure 3) with 
confirmation that the PI Transfer Request has been forwarded to the new SPO. 
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Figure 3   Grant Transfer Request Forwarded to New SPO screen. The Continue 
button is circled. 

  
4.  Click the Continue button (Figure 3). The Click on a Link to Work screen displays 

(Figure 4) with these options: 
• View transfer request forms 
• Cancel (delete) the transfer request 

  

 
  
Figure 4   Click on a Link to Work screen after you have forwarded the PI Transfer 

Request to the new SPO. 
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Return a PI Transfer Request to the PI 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Work on a PI Transfer 

Request Forwarded by a PI). 
  

 
  
Figure 1   Click on a Link to Work screen. The Return Transfer Request to PI link is 

circled. 
  
2.  On the Click on a Link to Work screen (Figure 1), click Return Transfer Request to 

PI. The Return the Grant Transfer Request to PI screen displays (Figure 2) with a 
message for you to confirm that you want to return the request to the PI. 

  

 
  
Figure 2   Return the Grant Transfer Request to PI screen with a message for you 

to confirm that you want to return the request to the PI. The Return button is 
circled. 

  
3.  Click the Return button (Figure 2). The Grant Transfer Request Returned to PI 

screen displays (Figure 3). 
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Figure 3   Grant Transfer Request Returned to PI screen. The Continue button is 

circled. 
  
4.  Click the Continue button (Figure 3). The Click on a Link to Work screen displays 

(Figure 4) with options to: 
• View transfer request forms 
• Cancel (delete) the transfer request 

  

 
  

Figure 4   Click on a Link to Work screen after you have returned the PI Transfer 
Request to the PI. 
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Delete a PI Transfer Request as Original SPO 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Prepare a PI Transfer 

Request or Work on a PI Request Forwarded by a PI). 
  

 
  

Figure 1   Click on a Link to Work screen. The Cancel Transfer Request link is 
circled. 

  
2.  On the Click on a Link to Work screen (Figure 1), click Cancel Transfer Request. 

The Delete the Grant Transfer Request screen displays (Figure 2) with a message for 
you to confirm that you want to delete the PI Transfer Request. 

  

 
  

Figure 2   Delete the Grant Transfer Request screen. The Delete button screen is 
circled. 

  
3.  Click the Delete button (Figure 2). The PI Transfer Request is deleted. 
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View PI Transfer Request Forms as Original SPO 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Forward a PI Transfer 

Request to the New SPO or Return a PI Transfer Request to the PI). 
  

 
  
Figure 1   Click on a Link to Work screen. The View Transfer Request Forms button 

is circled. 
  
2.  On the Click on a Link to Work screen (Figure 1), click View Transfer Request 

Forms to view the forms for the PI Transfer Request. The Print Menu screen displays 
(Figure 2) with a listing of the forms in the PI Transfer Request. 

  

 
  

Figure 2   Print Menu screen. The Go button for Print Entire Request is circled. 
  
3.  To view a form, click the Go button for that form (Figure 2). The form displays in PDF 

format. If you need to download Adobe Reader, see Adobe Reader for FastLane. 
4.  To view the entire PI Transfer Request, click the Go button for Print Entire Request 

(Figure 2). The Grant Transfer Request screen displays in PDF format (Figure 3). 
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Figure 3   NSF Grant Transfer Request screen. The Printer icon is circled. 
  
5.  To print the PI Transfer Request, click the Printer icon on the upper left of the Grant 

Transfer Request screen (Figure 3). The form is printed. 
6.  Click the browser back button to return to the Print Menu screen (Figure 2). 
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New SPO Functions 

Work on a PI Transfer Request Forwarded by the Original 
SPO 
  
1.  Access the Notifications and Requests screen on the Forwarded by PI tab displays 

(Figure 1) (see Access Notifications and Requests as an SPO). 
  

 
  

Figure 1   Notifications and Requests screen on the Forwarded by PI tab. The 
Notification/Request Type link is circled for a PI Transfer Request. 

  
2.  Find the PI Transfer Request you want to work on (see Search for Notifications and 

Requests Forwarded by the PI). 
3.  Click the Notification/Request Type link on the row for that request (Figure 1). The 

Grant Transfer Request screen displays (Figure 2). 
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Figure 2   Grant Transfer Request screen. The Save and Continue button is circled. 
  
4.  On the lower portion of the Grant Transfer Request screen (Figure 3), if the project 

involves any of the following, click the radio button next to the category: 
•   Human subjects 
•   Vertebrate animals 
•   Disclosure of lobbying activities (see "Disclosing Lobbying Activities") 
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Figure 3   Lower portion of the Grant Transfer Request screen. 
  
5.  On the lower portion of the Grant Transfer Request screen (Figure 3), do either of the 

following: 
•   In the Exemption Subsection box, type the exemption number. 
•   In the IRB APP Date box, type the IRB date (in mm/dd/yyyy format). 

6.  In the lower portion of the Grant Transfer Request screen (Figure 3), in the IACUC 
App. Date box, type the date (in mm/dd/yyyy format). 

7.  Click the Save and Continue button (Figure 2). The Click on a Link to Work screen 
displays (Figure 4). You have these options on the Click on a Link to Work screen: 
•   Edit transfer request forms 
•   Check for completeness 
•   Submit transfer request to NSF 
•   Return transfer request to the original SPO 
•   Cancel (delete) transfer request 

  

 
  

Figure 4   Click on a Link to Work screen with the new SPO's options for working 
on the PI Transfer Request. 
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Work on a PI Transfer Request Forwarded by the Original 
SPO 
  
1.  Access the Notifications and Requests screen on the Forwarded by PI tab displays 

(Figure 1) (see Access Notifications and Requests as an SPO). 
  

 
  

Figure 1   Notifications and Requests screen on the Forwarded by PI tab. The 
Notification/Request Type link is circled for a PI Transfer Request. 

  
2.  Find the PI Transfer Request you want to work on (see Search for Notifications and 

Requests Forwarded by the PI). 
3.  Click the Notification/Request Type link on the row for that request (Figure 1). The 

Grant Transfer Request screen displays (Figure 2). 
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Figure 2   Grant Transfer Request screen. The Save and Continue button is circled. 
  
4.  On the lower portion of the Grant Transfer Request screen (Figure 3), if the project 

involves any of the following, click the radio button next to the category: 
•   Human subjects 
•   Vertebrate animals 
•   Disclosure of lobbying activities (see "Disclosing Lobbying Activities") 
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Figure 3   Lower portion of the Grant Transfer Request screen. 
  
5.  On the lower portion of the Grant Transfer Request screen (Figure 3), do either of the 

following: 
•   In the Exemption Subsection box, type the exemption number. 
•   In the IRB APP Date box, type the IRB date (in mm/dd/yyyy format). 

6.  In the lower portion of the Grant Transfer Request screen (Figure 3), in the IACUC 
App. Date box, type the date (in mm/dd/yyyy format). 

7.  Click the Save and Continue button (Figure 2). The Click on a Link to Work screen 
displays (Figure 4). You have these options on the Click on a Link to Work screen: 
•   Edit transfer request forms 
•   Check for completeness 
•   Submit transfer request to NSF 
•   Return transfer request to the original SPO 
•   Cancel (delete) transfer request 

  

 
  

Figure 4   Click on a Link to Work screen with the new SPO's options for working 
on the PI Transfer Request. 
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Edit Transfer Request Forms as New SPO 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Work on a PI Transfer 

Request Forwarded by the Original SPO). 
  

 
  

Figure 1   Click on a Link to Work screen. The Edit Transfer Request Forms link is 
circled. 

  
2.  On the Click on a Link to Work screen (Figure 1), click Edit Transfer Request 

Forms. The Form Preparation screen displays (Figure 2) with the forms for the PI 
Transfer Request. The forms are: 
•   Progress Summary (required) 
•   Budgets (Including Justification) (required) 
•   PI/Co-PI Information 
•   Description of Work to Be Accomplished (required) 
•   Supplementary Documents 
•   Add/Delete Senior Personnel 

(Click on a link above for the instructions for that form.) 
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Figure 2   Form Preparation screen. 
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Check for Completeness as New SPO 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Work on a PI Transfer 

Request Forwarded by the Original SPO). 
  

 
  

Figure 1   Click on a Link to Work screen. The Check for Completeness button is 
circled. 

  
2.  On the Click on a Link to Work screen (Figure 1), click Check for Completeness. The 

Completeness Checking of Request for Grant Transfer screen displays. 
  
If the PI Transfer Request is incomplete, the Completeness Checking of Request for 
Grant Transfer screen displays as in Figure 2 with a message on which forms still require 
completion for submission.  
  

 
  
Figure 2   Completeness Checking of Request for Grant Transfer screen. Circled is 

the message of what form requires completion for submission. 
  
If the PI Transfer Request is complete, the Completeness Checking of Request for 
Grant Transfer screen displays as in Figure 3. The request is ready to be submitted to NSF 
(see Submit a PI Transfer Request). 
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Figure 3   Completeness Checking of Request for Grant Transfer screen with a 
message that the request is complete. 
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Submit a PI Transfer Request to NSF 
  
Only the new SPO can submit the PI Transfer Request to NSF. 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Work on a PI Transfer 

Request Forwarded by the Original SPO). 
  

 
  
Figure 1   Click on a Link to Work screen. The Submit Transfer Request to NSF link 

is circled. 
  
2.  On the Click on a Link to Work screen (Figure 1), click Submit Transfer Request to 

NSF. 
  
If the request is not complete, the Completeness Checking of Request for Grant 
Transfer screen displays (Figure 2) with a message on what forms require completion for 
submission to NSF. 
  

 
  

Figure 2   Completeness Checking of Request for Grant Transfer screen with the 
message on what needs to be completed for submission. 

  
Click the Go Back button to return to the Click on a Work to Link screen (Figure 3) to 
complete the required forms (see Edit Transfer Budget Form Introduction). 
  
If the request is complete, the Grant Transfer Request Is Ready for Submission to 
NSF screen displays (Figure 3). 
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Figure 3   Grant Transfer Request Is Ready for Submission screen. The Continue 
button is circled. 

  
3.  Click the Continue button (Figure 3). The Submit Grant Transfer Request to NSF 

screen displays (Figure 4). 
  

 
  

Figure 4   Submit Grant Transfer Request to NSF screen. The Debarment and 
Suspension Certification section and the Submit button are circled. 
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4.  In the Debarment and Suspension Certification section (Figure 4), click the radio 
button for Yes or No. 

5.  If you clicked the radio button for Yes, type an explanation in the box (Figure 4). 
6.  Click the Sign and Submit button (Figure 6). The Grant Transfer Request Submitted 

to NSF screen displays (Figure 5) with a list of the people who will receive an email that 
the request has been submitted to NSF. 

  

 
  

Figure 5  Grant Transfer Request Submitted to NSF screen with the list of the 
individuals who will be notified on the new status of the PI Transfer Request. The 

Continue button is circled. 
  
10. Click the Continue button (Figure 5). The Click on a Link to Work screen displays 

(Figure 6) with only the option to view the transfer request. 
  

 
  
Figure 6   Click on a Link to Work screen after you have submitted the PI Transfer 

Request to NSF. 
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Return a PI Transfer Request to the Original SPO 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Work on a PI Transfer 

Request Forwarded by the Original SPO). 
  

 
  
Figure 1   Click on a Link to Work screen. The Return Transfer Request to Original 

SPO link is circled. 
  
2.  On the Click on a Link to Work screen (Figure 1), click Return Transfer Request to 

Original SPO. The Return the Grant Transfer Request to Original SPO screen 
displays (Figure 2). 

  

 
  

Figure 2   Return the Grant Transfer Request to Original SPO screen. The Return 
button is circled. 

  
3.  Click the Return button (Figure 2). The Grant Transfer Request Returned to 

Original SPO screen displays (Figure 3) with a list of the recipients of an email 
communicating that the PI Transfer Request has been returned to the original SPO. 
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Figure 3   Grant Transfer Request Returned to Original SPO screen with a list of 
the individuals who will be notified of the status of the PI Transfer Request. The 

Continue button is circled. 
  
4.  Click the Continue button (Figure 3). The Click on a Link to Work screen displays 

(Figure 4) with these options: 
• View transfer request forms 
• Cancel (delete) the transfer request 

  

 
  

Figure 4   Click on a Link to Work screen after you have returned a PI Transfer 
Request to the original SPO. 



Requests 

99 

 

Delete a PI Transfer Request as New SPO 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Work on a PI Request 

Forwarded by the Original SPO). 
  

 
  

Figure 1   Click on a Link to Work screen. The Cancel Transfer Request link is 
circled. 

  
2.  On the Click on a Link to Work screen (Figure 1), click Cancel Transfer Request. 

The Delete the Grant Transfer Request screen displays (Figure 2) with a message for 
you to confirm that you want to delete the PI Transfer Request. 

  

 
  
Figure 2   Delete the Grant Transfer Request screen. The Delete button is circled. 

  
3.  Click the Delete button (Figure 2). The Grant Transfer Request Deleted screen 

displays (Figure 3) with the message that the PI Transfer Request has been deleted and 
with a list of people who will be notified by email of the deletion. 
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Figure 3  Grant Transfer Request Deleted screen. 
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View a PI Transfer Request as New SPO 
  
1.  Access the Click on a Link to Work screen (Figure 1) (see Submit a PI Transfer to NSF 

or Return a PI Transfer Request to the Original SPO). 
  

 
  

Figure 1   Click on a Link to Work screen. The View Transfer Request button is 
circled. 

  
2.  On the Click on a Link to Work screen (Figure 1), click View Transfer Request 

Forms to view the forms for the PI Transfer Request. The Print Menu screen displays 
(Figure 2) with a listing of the forms in the PI Transfer Request. 

  

 
  

Figure 2   Print Menu screen for the PI Transfer Request. The Go button for Print 
Entire Request is circled. 

  
3.  To view a form, click the Go button for that form (Figure 2). The form displays in PDF 

format. If you need to download Adobe Reader, see Adobe Reader for FastLane. 
4.  To view the entire PI Transfer Request, click the Go button (Figure 2) for Print Entire 

Request. The NSF Grant Transfer Request screen displays in PDF format (Figure 3). 
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Figure 3   NSF Grant Transfer Request screen. 
  
5.  To print the PI Transfer Request, click the Printer icon on the top left of the NSF Grant 

Transfer Request screen (Figure 3). The form is printed. 
6.  Click the browser back button to return to the Print Menu screen (Figure 2). 
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PI Transfer Forms 

Edit Transfer Request Forms Introduction 
  
1.  Access the Click on a Link to Work screen (Figure 1): 

•   If you are a PI, see Prepare a PI Transfer Request as a PI. 
•   If you are the original SPO, see either of the following: 

–   Prepare a PI Transfer Request as an SPO 
–   Work on a PI Transfer Request Forwarded by a PI 

•   If you are the new SPO, see Work on a PI Transfer Request Forwarded by the 
Original SPO. 

  

 
  
Figure 1   Click on a Link to Work screen (as it displays in the case of the PI). The 

Edit Transfer Request Forms link is circled. 
  
2.  On the Click on a Link to Work screen (Figure 1), click Edit Transfer Request 

Forms. The Form Preparation screen displays (Figure 2) with the forms for the PI 
Transfer Request. The forms are: 
•   Progress Summary (required) 
•   Budgets (Including Justification) (required) 
•   PI/Co-PI Information 
•   Description of Work to Be Accomplished (required) 
•   Supplementary Documents 
•   Add/Delete Senior Personnel 

(Click on a link above for the instructions for that form.) 
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Figure 2   Form Preparation screen. 
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Edit Transfer Request Forms Introduction 
  
1.  Access the Click on a Link to Work screen (Figure 1): 

•   If you are a PI, see Prepare a PI Transfer Request as a PI. 
•   If you are the original SPO, see either of the following: 

–   Prepare a PI Transfer Request as an SPO 
–   Work on a PI Transfer Request Forwarded by a PI 

•   If you are the new SPO, see Work on a PI Transfer Request Forwarded by the 
Original SPO. 

  

 
  
Figure 1   Click on a Link to Work screen (as it displays in the case of the PI). The 

Edit Transfer Request Forms link is circled. 
  
2.  On the Click on a Link to Work screen (Figure 1), click Edit Transfer Request 

Forms. The Form Preparation screen displays (Figure 2) with the forms for the PI 
Transfer Request. The forms are: 
•   Progress Summary (required) 
•   Budgets (Including Justification) (required) 
•   PI/Co-PI Information 
•   Description of Work to Be Accomplished (required) 
•   Supplementary Documents 
•   Add/Delete Senior Personnel 

(Click on a link above for the instructions for that form.) 
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Figure 2   Form Preparation screen. 
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Progress Summary for PI Transfer 
  
The Progress Summary is a required form. 
  
1.  Access the Form Preparation screen (Figure 1) (see Edit Transfer Request Forms 

Introduction). 
  

 
  

Figure 1   Form Preparation screen. The Go button for Progress Summary is 
circled. 

  
2.  On the PI Transfer Form Preparation screen (Figure 1), click the Go button for 

Progress Summary. The Progress Summary screen displays (Figure 2). You have these 
options: 
•   Enter the Progress Summary in the text box 
•   Upload the Progress Summary 

  

 
  

Figure 2   Progress Summary screen. 

Enter the Progress Summary in the Text Box 
  
1.  On the Progress Summary screen (Figure 2), in the Progress Summary box type or 

copy and paste the progress status for the project. 
2.  Click the Save Text button (Figure 2). A screen displays (Figure 3) with the message 

that the Progress Summary form has been saved. 
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Figure 3   Screen with the message that the Progress Summary has been saved. 
  
3.  Click the OK button (Figure 3). The PI Transfer Form Preparation screen displays. 

  

Upload a Progress Summary 
  
1.  Prepare a word-processing document with the Progress Summary. 
2.  On the Progress Summary screen (Figure 2), click the Transfer File button. The 

Progress Summary File Upload screen displays (Figure 4). See Upload a File for 
instructions on how to upload the file. 

  

 
  

Figure 4   Progress Summary File Upload screen. 
  
3.  Once you have accepted the upload, the Progress Summary File Upload screen 

displays (Figure 5) with these options: 
•   View the current Progress Summary 
•   Delete the current Progress Summary 
•   Upload a new Progress Summary 
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Figure 5   Progress Summary File Upload screen with options to view and delete 
the uploaded Progress Summary. 

Display Current Progress Summary 
  
Click the Display Current Progress Summary button (Figure 5). The previously uploaded 
Progress Summary displays in PDF format. If you need to download Adobe Reader, see 
Adobe Reader for FastLane. 

Delete Current Progress Summary 
  
1.      Click the Delete Current Progress Summary button (Figure 5). A screen displays 

with a message for you to confirm that you want to delete the file. 
2.      Click the OK button. The document is deleted. 

Upload a New Progress Summary 
  
Follow the directions in Upload a File. Uploading a new Progress Summary automatically 
replaces the previous one. 
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Budgets (Including Justification) for PI Transfer 
  
The Budgets (Including Justification) is a required form. 
  
1.  Access the Form Preparation screen (Figure 1) (see Edit Transfer Request Forms 

Introduction). 
  

 
  

Figure 1   Form Preparation screen. The Go button for Budgets (Including 
Justification) is circled. 

  
2.  On the PI Transfer Form Preparation screen (Figure 1), click the Go button for Budgets 

(Including Justification). The Project Budget screen displays (Figure 2). 
  

 
  

Figure 2   Project Budget screen. 
  
See Budgets (Including Justification) and Create a Budget, Step 2 for instructions on how 
complete a budget for the subawardee organization. 
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 PI/Co-PI Information for PI Transfer 
  
This is a view-only form. 
  
1.  Access the Form Preparation screen (Figure 1) (see Edit Transfer Request Forms 

Introduction). 
  

 
  

Figure 1   Form Preparation screen. The Go button for PI/Co-PI Information is 
circled. 

  
2.  On the PI Transfer Form Preparation screen, click the Go button for PI/Co-PI 

Information (Figure 1). The 1225 Info screen displays (Figure 2). 
  

 
  

Figure 2   1225 Info screen. This is a view-only form. 
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Description of Work to be Accomplished for PI Transfer 
  
The Description of Work to be Accomplished is a required form. 
  
1.  Prepare a Description of Work to be Accomplished in a word-processing document. See 

Acceptable Formats for FastLane for a list of all the formats that FastLane accepts. 
2.  Access the Form Preparation screen (Figure 1) (see Edit Transfer Request Forms 

Introduction). 
  

 
  

Figure 1   Form Preparation screen. The Go button for Description of Work to be 
Accomplished is circled. 

  
3.  On the Form Preparation screen (Figure 1), click the Go button for Description of Work 

to be Accomplished. The Description of Work to be Accomplished File Upload 
screen displays (Figure 2). 

  

 
  
  

Figure 2   Description of Work to be Accomplished File Upload screen. 
  
4.  Follow the directions in Upload a File to upload the Description of Work to be 

Accomplished.  When you have accepted the upload, the Description of Work to be 
Accomplished File Upload screen displays (Figure 3) with these options: 
•   Display Current Description of Work to be Accomplished 
•   Delete Current Description of Work to be Accomplished 
•   Upload a New Description of Work to be Accomplished 
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Figure 3   Description of Work to be Accomplished Upload screen with options to 
View or Delete an uploaded Description of Work to be Accomplished. 

Display Current Description of Work to be Accomplished 
  
Click the Display Current Description of Work to be Accomplished button (Figure 3). 
The file displays in PDF format. If you need to download Adobe Reader, see Adobe Reader 
for FastLane. 

Delete Current Description of Work to be Accomplished 
  
1.  Click the Delete Current Description of Work to be Accomplished button (Figure 3). 

A screen displays with a message for you to confirm that you want to delete the file. 
2.  Click the OK button. The PI Transfer Form Preparation screen displays (Figure 1). 

Upload a New Description of Work to be Accomplished 
  
Follow the directions in Upload a File. Uploading a new Description of Work to be 
Accomplished automatically replaces the file that was previously uploaded. 
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Supplementary Documents for PI Transfer 
  
1.  Access the Form Preparation screen (Figure 1) (see Edit Transfer Request Forms 

Introduction). 
  

 
  
Figure 1   Form Preparation screen. The Go button for Other Supplementary Docs 

is circled. 
  
2.  On the PI Transfer Form Preparation screen (Figure 1), click the Go button for 

Supplementary Docs. The Other Supplementary Docs screen displays (Figure 2). You 
have two options on this screen: 
•   Enter Other Supplementary Documents in the text box 
•   Upload Supplementary Documents 

  

 
  

Figure 2   Supplementary Docs screen. The Save Text button is circled. 
  

Enter Other Supplementary Documents in the Text Box 
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1.  Type in or copy and paste the Other Supplementary Document in the text box 
(Figure 2). 

2.  Click the Save Text button (Figure 2). A screen displays (Figure 3) with the message 
that the Supplementary Document data is saved. 

 

 
 
Figure 3   Screen with the message that the Other Supplementary Document text 

has been saved. 
 
4.  Click the OK button (Figure 2). The Form Preparation screen displays. 

Upload Other Supplementary Documents 
  
1.  On the Other Supplementary Docs screen (Figure 4), click the Transfer File button. 

The Supplementary Document File Upload screen displays (Figure 5). See Upload a 
File for directions. 

 

 
 

Figure 4   Other Supplementary Docs screen. The Transfer File button is circled. 
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Figure 5   Supplementary Documents File Upload screen. 
 
Once the Supplementary Document has been uploaded, the Supplementary Document 
File Upload screen displays as in Figure 6. 
 

 
 

Figure 6   Supplementary Document File Upload screen after a file has been 
uploaded. 

 
This screen gives you these options: 
•  Display Current Supplementary Docs 
•  Delete Current Supplementary Docs 
•  Upload a Supplementary Document 

 
Note: Uploading a new Supplementary Document will not result in deleting a previously 
uploaded file. 
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Display Current Supplementary Docs 
 
1.  On the Supplementary Document File Upload screen (Figure 6), highlight the 

Supplementary Document you want to view in the list. 
2.  Click the Display Current Supplementary Docs button (Figure 6). The file displays in 

PDF format. If you need to download Adobe Reader, see Adobe Reader for FastLane. 
 

Delete Current Supplementary Docs 
 
1.  On the Supplementary Document File Upload screen (Figure 6), highlight the 

Supplementary Document you want to delete in the list. 
2.  Click the Delete Current Supplementary Docs button (Figure 6). A screen displays 

asking you to confirm that you want to delete the file. 
3.  Click the OK button. The Form Preparation screen displays. 
 

Upload a Supplementary Document 
 
Follow the directions in Upload a File. Uploading a new file will not replace any previously 
uploaded files. 
 

Enter a New Supplementary Document in the Text Box 
 
If a Supplementary Document has already been uploaded and you want to write a new 
Supplementary Document in the text box, do the following: 
1.  On the Supplementary Document File Upload screen (Figure 6), click the Delete 

Current Project Summary button. A screen displays with a message for you to 
confirm that you want to delete the file. 

2.  Click the OK button. The Supplementary Docs File Upload screen displays (Figure 6). 
3.  Return to the Form Preparation screen. 
4.  Click the Go button next to Supplementary Docs. The Supplementary Docs screen 

displays with the text box. See Enter the Supplementary Document in the Text Box. 
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Add/Delete Non-Co-PI Senior Personnel for PI Transfer 
  
1.  Access the Form Preparation screen (Figure 1) (see Edit Transfer Request Forms 

Introduction). 
  

 
  

Figure 1   Form Preparation screen. The Go button for Add/Delete Non-Co-PI 
Senior Personnel is circled. 

  
2.  On the PI Transfer Form Preparation screen, click the Go button for Add/Delete Non-

Co-PI Senior Personnel (Figure 1). The Add/Delete Non Co-Principal Investigator 
(Co-PI) Senior Personnel Assigned to Proposal screen displays (Figure 2). 
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Figure 2   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel 
Assigned to the Proposal screen. 

  
3.  See Add/Delete Non-Co-PI Senior Personnel for instructions on how to add or delete 

non-Co-PI Senior Personnel. 
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What Is the Pre-Award Costs in Excess of 90 Days 
Request? 
  
If your organization needs to incur pre-award costs for a period longer than 90 days before 
the grant’s effective date, you must submit a Pre-Award Costs in Excess of 90 Days Request 
to NSF.  
  
The request must contain: 

•   The start and end dates of the period in which you will be incurring costs 
•   The amount of costs to be incurred 
•   The justification for the pre-award costs in excess of 90 days 

Prepare a Pre-Award Costs in Excess of 90 Days Request 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI or Prepare a New Notification or Request as an SPO). 
  

 
  
Figure 1   Prepare a New Notification or Request screen. The radio button for Pre-

Award Costs in Excess of 90 Days and the Prepare button are circled. 
  
2.  On the Prepare a New Notification or Request screen, click the radio button for Pre-

Award Costs in Excess of 90 Days in the Grantee Request Types list (Figure 1). 
3.  Click the Prepare button (Figure 1). The Modify Request for Pre-Award Costs in 

Excess of 90 Days screen displays (Figure 2). 
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Figure 2   Modify Request for Pre-Award Costs in Excess of 90 Days screen. The 
Save button is circled. 

  
4.  In the From Date box (Figure 2), type the date on which you will begin to incur pre-

award costs (in mm/dd/yyyy format). 
5.  In the To Date box (Figure 2), type the date on which you will no longer incur pre-

award costs for the grant (in mm/dd/yyyy format). 
6.  In the Amount box (Figure 2), type the amount of the costs you will incur. 
7.  In the Justification for Pre-Award Costs in Excess of 90 Days box (Figure 2), type 

the amount of funds remaining in the grant (no dollar sign, no commas). 
8.  Click the Save button (Figure 2). The View Request for Pre-Award Costs in Excess 

of 90 Days screen displays (Figure 3). You have these options: 
•   Modify the request 
•   Forward the request to the SPO or Submit the request to NSF 
•   Delete the request 

(Click on a link above for instructions for that option.) 
  

 
  

Figure 3   View Request for Pre-Award Costs in Excess of 90 Days screen. 
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What Is the Changes in Objective or Scope Request? 
  
If you want to change the phenomena under study or the objectives of the project from 
those stated in the proposal or from agreed-upon modifications to the proposal, you must 
submit a Changes in Objective or Scope Request to NSF. 
  
You must submit the request before you change the objective or scope. 
  
The request must contain: 

•   The proposed changes in objective or scope 
•   The justification for the changes in objective or scope 

Prepare a Changes in Objective or Scope Request 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI or Prepare a New Notification or Request as an SPO). 
  

 
  

Figure 1   Prepare a New Notification or Request screen. The radio button for 
Changes in Objective or Scope and the Prepare button are circled. 

  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for Changes in Objective or Scope on the Grantee Request Types list. 
3.  Click the Prepare button (Figure 1). The Modify Request for Changes in Objective 

or Scope screen displays (Figure 2). 
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Figure 2   Modify Request for Changes in Objective or Scope screen. The Save 
button is circled. 

  
4.  In the Proposed Changes in Objective or Scope box (Figure 2), type or copy and 

paste the proposed changes in objective or scope. 
5.  In the Justification for Changes in Objective or Scope box (Figure 2), type or copy 

and paste the justification for the change. 
6.  Click the Save button (Figure 2). The View Request for Changes in Objective or 

Scope screen displays (Figure 3). You have these options: 
•   Modify the request 
•   Forward the request to the SPO or Submit the request to NSF 
•   Delete the request 

(Click on a link for above for instructions for that option.) 
  

 
  

Figure 3   View Request for Changes in Objective or Scope screen. 
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What Is the Rearrangement/Alteration $25,000 or Over 
Request? 
  
If a project requires rearrangements and alterations that do not constitute construction and 
that cost $25,000 or more, you must submit a Rearrangement/Alteration $25,000 or Over 
Request to NSF.  
  
You must submit the request before the costs are incurred.  If NSF approves, the approval 
will be indicated in the grant. 
  
The request must contain: 

•   The total amount of alteration costs 
•   A description of the alteration activity 

Prepare a Rearrangement/Alteration $25,000 or Over Request 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI or Prepare a New Notification or Request as an SPO). 
  

 
  

Figure 1   Prepare a New Notification or Request screen. The radio button for 
Rearrangement/Alteration $25,000 or Over and the Prepare button are circled. 

  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for Rearrangement/Alteration $25,000 or Over in the Grantee Request Types 
list. 

3.  Click the Prepare button (Figure 1). The Modify Request for 
Rearrangement/Alteration $25,000 or Over screen displays (Figure 2). 
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Figure 2   Modify Request for Rearrangement/Alteration $25,000 or Over screen. 

The Save button is circled. 
  
4.  In the Construction Amount box (Figure 2), type the amount of funds to be incurred 

for the rearrangements or alterations (no dollar sign, no commas). 
5.  In the Description of Construction Activity box (Figure 2), type or copy and paste a 

description of the activity that will be undertaken for the rearrangements or alterations. 
6.  Click the Save button (Figure 2). The View Request for Rearrangement/Alteration 

$25,000 or Over screen displays (Figure 3). You have these options: 
•   Modify the request 
•   Forward the request to the SPO or Submit the request to NSF 
•   Delete the request 

(Click on a link above for instructions for that option.) 
  

 
  

Figure 3    View Request for Rearrangement/Alteration $25,000 or Over screen. 
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Change PI/Add or Change Co-PI 

What Is the Change PI and Add/Change Co-PI Request? 
  
If your organization wants to continue an NSF grant project with a new PI or if you want to 
add or change Co-PIs, you must submit a Change PI and Add/Change Co-PI Request to 
NSF. 
  
The new PI or Co-PIs must be registered with FastLane to gain NSF approval. 
  
The request must contain the following: 

•   Biographical Sketch of the PI or Co-PI 
•   Current and Pending Support document detailing any current and pending financial 

support to the PI/Co-PI for this or other projects 
•   Justification for the change of PI or addition or change of Co-PIs 

  
See Prepare a Change PI and Add/Change Co-PI Request for instructions for working on this 
request. 
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What Is the Change PI and Add/Change Co-PI Request? 
  
If your organization wants to continue an NSF grant project with a new PI or if you want to 
add or change Co-PIs, you must submit a Change PI and Add/Change Co-PI Request to 
NSF. 
  
The new PI or Co-PIs must be registered with FastLane to gain NSF approval. 
  
The request must contain the following: 

•   Biographical Sketch of the PI or Co-PI 
•   Current and Pending Support document detailing any current and pending financial 

support to the PI/Co-PI for this or other projects 
•   Justification for the change of PI or addition or change of Co-PIs 

  
See Prepare a Change PI and Add/Change Co-PI Request for instructions for working on this 
request. 
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Prepare a Change PI Request 

Prepare a Change PI and Add/Change Co-PI Request 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI or Prepare a New Notification or Request as an SPO). 
  

 
  

Figure 1   Prepare a New Notification or Request screen. The radio button for 
Change PI and Add/Change Co-PI and the Prepare button are circled. 

  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for Change PI and Add/Change Co-PI in the Grantee Request Types list. 
3.  Click the Prepare button (Figure 1). The Request for Change PI and Add/Change 

Co-PI screen displays (Figure 2). You have these options on this screen: 
•   Change the PI 
•   Replace the PI with a Co-PI 
•   Change the current Co-PIs 
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Figure 2   Request for Change PI and Add/Change Co-PI screen. 
  
For any of these options, you must complete these steps in the following order: 
1.  Confirm the eligibility of the proposed PI or Co-PI 

Confirm the registration of the PI or Co-PI with NSF 
2.  Upload the Associated Documents 



pd_requests 

130 

Upload the Biographical Sketch for the proposed PI or Co-PI and the document on 
Current and Pending Support 

3.  Type a Justification for the change of PI or addition/change of Co-PI 
(Click on a link above for instructions for that step.) 

  
You must complete these steps for each individual you propose as a new PI or Co-PI. 
  
Note: When you complete a step, the section for the next step is activated on the Request 
for Change PI and Add/Change PI screen (Figure 2). 
  
When you have completed your work on the Request for Change PI and Add/Change 
Co-PI Request screen, click the Save button (Figure 3) to save the Change PI Request. 
The View Request for Change PI and Add/Change Co-PI Request screen displays 
(Figure 4). 
  

 
  
Figure 3   Request for Change PI and Add/Change Co-PI screen with the sections 
for Step 2, Associated Documents, and Step 3, Justification, activated. The Save 

button is circled. 
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Figure 4   Request for Change PI and Add/Change Co-PI screen. The buttons for 
Modify Request, Delete Request, and Forward to SPO (if you are a PI) or Submit to 

NSF (if you are an SPO) are now activated. 
  
On the View Request for Change PI and Add/Change Co-PI screen (Figure 4), the 
buttons for other functions are activated to give you these options: 

•   Modify the request 
•   Delete the request 
•   Forward the Request to the SPO (if you are a PI) or Submit the request to NSF (if you 

are an SPO) 
     (Click on a link above for instructions for that option.) 
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Prepare a Change PI and Add/Change Co-PI Request 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI or Prepare a New Notification or Request as an SPO). 
  

 
  

Figure 1   Prepare a New Notification or Request screen. The radio button for 
Change PI and Add/Change Co-PI and the Prepare button are circled. 

  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for Change PI and Add/Change Co-PI in the Grantee Request Types list. 
3.  Click the Prepare button (Figure 1). The Request for Change PI and Add/Change 

Co-PI screen displays (Figure 2). You have these options on this screen: 
•   Change the PI 
•   Replace the PI with a Co-PI 
•   Change the current Co-PIs 
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Figure 2   Request for Change PI and Add/Change Co-PI screen. 
  
For any of these options, you must complete these steps in the following order: 
1.  Confirm the eligibility of the proposed PI or Co-PI 

Confirm the registration of the PI or Co-PI with NSF 
2.  Upload the Associated Documents 



pd_requests 

134 

Upload the Biographical Sketch for the proposed PI or Co-PI and the document on 
Current and Pending Support 

3.  Type a Justification for the change of PI or addition/change of Co-PI 
(Click on a link above for instructions for that step.) 

  
You must complete these steps for each individual you propose as a new PI or Co-PI. 
  
Note: When you complete a step, the section for the next step is activated on the Request 
for Change PI and Add/Change PI screen (Figure 2). 
  
When you have completed your work on the Request for Change PI and Add/Change 
Co-PI Request screen, click the Save button (Figure 3) to save the Change PI Request. 
The View Request for Change PI and Add/Change Co-PI Request screen displays 
(Figure 4). 
  

 
  
Figure 3   Request for Change PI and Add/Change Co-PI screen with the sections 
for Step 2, Associated Documents, and Step 3, Justification, activated. The Save 

button is circled. 
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Figure 4   Request for Change PI and Add/Change Co-PI screen. The buttons for 
Modify Request, Delete Request, and Forward to SPO (if you are a PI) or Submit to 

NSF (if you are an SPO) are now activated. 
  
On the View Request for Change PI and Add/Change Co-PI screen (Figure 4), the 
buttons for other functions are activated to give you these options: 

•   Modify the request 
•   Delete the request 
•   Forward the Request to the SPO (if you are a PI) or Submit the request to NSF (if you 

are an SPO) 
     (Click on a link above for instructions for that option.) 
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Step 1   Confirm the Eligibility of the Proposed PI/Co-PI 
  
Access the Request for Change PI and Add/Change Co-PI screen (Figure 1) (see 
Prepare a Change PI and Add/Change Co-PI Request). The screen gives you the options to: 

•   Change the PI 
•   Replace the PI with a current Co-PI 
•   Change the current Co-PI 
(Click on a link above for instructions for that option.) 
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Figure 1   Confirm Eligibility of Proposed PI/Co-PI section of the Change PI and 
Add/Change Co-PI screen. 

Change the PI 
  
1.  On the Request for Change PI and Add/Change Co-PI screen (Figure 2), in the 

Proposed PI box or Proposed Co-PI box, enter the NSF ID or alternatively, enter the 
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proposed PI's email address, and/or last name, and/or phone number in each 
corresponding data field for the new PI or Co-PI you want to propose. 

  

 
  

Figure 2   Confirm Eligibility of Proposed PI/Co-PI section of the Change PI and 
Add/Change Co-PI screen. The Check button is circled. 

  
2.  Click the Check button (Figure 2). FastLane checks to see if the PI’s NSF ID or email 

address, and/or last name, and/or phone number is registered with NSF. If any of those 
data elements are registered, a check mark and the name of the PI display in the fields 
next to the search criteria (Figure 3). Proceed to Step 2, Associated Documents (see 
Step 2 Associated Documents for instructions). 
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Figure 3   Confirm Eligibility of Proposed PI/Co-PI section of the Request for 
Change PI and Add/Change Co-PI screen. A check mark and the name of the new 

PI display. This signifies that the proposed PI is eligible. 
  
Note: Once you have completed Step 1, Step 2 Associated Documents is activated on 
the Request for Change PI and Add/Change Co-PI screen. 

  

Change the Current Co-PIs 
  
1.  On the Request for Change PI and Add/Change Co-PI screen (Figure 4), in the 

Proposed PI box or Proposed Co-PI box, enter the NSF ID or alternatively, enter the 
proposed PI's email address, and/or last name, and/or phone number in each 
corresponding data field for the new PI or Co-PI you want to propose. 
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Figure 4   Confirm Eligibility of Proposed PI/Co-PI section of the Change PI and 
Add/Change Co-PI screen. The NSF ID/Email Address box and the Check button 

are circled. 
  
2.  Click the Check button (Figure 4). The Request for Award Change PI and 

Add/Change Co-PI screen displays again. If the PI’s NSF ID or email address, and/or 
last name, and/or phone number is registered with NSF, a check mark and the name of 
the PI display in the fields next to the search criteria (Figure 5). Proceed to Step 2, 
Associated Documents (see Step 2 Associated Documents for instructions). 
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Figure 5   Request for Change PI and Add/Change Co-PI screen. A check mark and 
the name of the new PI display in the boxes next to the search criteria you typed. 

This signifies that the proposed PI is eligible. 
  
  
Note: Once you have completed Step 1, Step 2 Associated Documents is activated on 
the Request for Change PI and Add/Change Co-PI screen. 
  

Replace the PI with a Current Co-PI 
  
1.  On the Request for Change PI and Add/Change Co-PI screen (Figure 6), in the 

Replace Current PI w/Current Co-PI drop-down list, highlight a name of a Co-PI. 
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Figure 6   Confirm Eligibility of Proposed PI/Co-PI section of the Change PI and 
Add/Change Co-PI screen. The drop-down list of current Co-PIs and the Check 

button are circled. 
  
2.  Click the Check button (Figure 6). The Request for Award Change PI and 

Add/Change Co-PI screen displays again. If the PI’s NSF ID or email address, and/or 
last name, and/or phone number is registered with NSF, a check mark and the name of 
the PI display in the Co-PI Replacing PI section (Figure 7). Proceed to Step 2, 
Associated Documents (see Step 2 Associated Documents for instructions). 
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   Figure 7   Request for Change PI and Add/Change Co-PI screen.  
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Step 2   Upload the Associated Documents 
  
1.  Access the Request for Change PI and Add/Change Co-PI screen (see Step 1 

Confirm the Eligibility of the Proposed PI/Co-PI). As soon as you have confirmed the 
eligibility of the PI or Co-PI in Step 1, the Associated Documents section of the 
Request for Change PI and Add/Change Co-PI screen activates (Figure 1). 

  

 
  

Figure 1   Request for Change PI and Add/Change Co-PI screen. The section for 
Step 2 Associated Documents is circled. 

  
2.  In the Associated Documents section (Figure 1), upload a Biographical Sketch (see 

What Is a Biographical Sketch? and a Current and Pending Support document (see What 
Is Current and Pending Support?) for the PI you propose. 

3.  See Upload a File for instructions on how to upload a file to FastLane. 
4.  When you are finished uploading the associated documents, click the Continue button 

(Figure 2). Step 3 Justification is now activated on the Request for Change PI and 
Add/Change PI/Co-PI screen, and you can work on the Justification. 
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Figure 2   Request for Change PI and Add/Change PI/Co-PI screen after the 
associated documents have been uploaded. The Continue button is circled. 

  

View and Delete Associated Documents 
  
Once you have accepted an upload, in the Associated Documents section, a View button 
and Delete button display that give you these options: 

•   View the uploaded document 
•   Delete the uploaded document 

  

View the Uploaded Document 
  
In the Associated Documents section of the Request for Change PI and Add/Change 
Co-PI screen (Figure 3), click the View button next to the file you want to view. The 
document displays in PDF format. If you need to download Adobe Acrobat, click Download 
Adobe Acrobat Reader at the bottom of the screen (Figure 4). 
  

 



pd_requests 

146 

  
Figure 3   Associated Documents section of the Request for Change PI and 

Add/Change Co-PI screen. The View button is circled. 
  

 
  

Figure 4   Lower portion of the Request for Change PI and Add/Change Co-PI 
screen. The Adobe Acrobat Reader link is circled. 

  

Delete the Uploaded Document 
  
In the Associated Documents section of the Request for Change PI and Add/Change 
Co-PI screen (Figure 5), click the Delete button next to the document you want to delete. 
The document is deleted, and the Browse and Upload buttons display as they did before 
you uploaded the file. 
  

 
  

Figure 5   Associated Documents section of the Request for Change PI and 
Add/Change Co-PI screen. The Delete button is circled. 
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Step 3   Justification 
  
1.  Access the Change PI and Add/Change Co-PI screen (Figure 1) (see Step 2 Upload 

the Associated Documents). As soon as you have accepted the uploaded files for 
Associated Documents, the Justification box displays on the Request for Change PI 
and Add/Change Co-PI screen (Figure 1). 

  

 
  
Figure 1   Request for Change PI and Add/Change Co-PI screen. The Justification 

section and the Save button are circled. 
  
2.  In the Justification box (Figure 1), type or copy and paste a Justification for the change 

of PI or Co-PI. 
3.  Click the Save button (Figure 1) to save the Justification and to save your Change PI 

Request. The View Request for Change PI and Add/Change Co-PI screen displays 
(Figure 2), and the buttons for these functions are activated: 
•   Modify the request 
•   Delete the request 
•   Forward the Request to the SPO (if you are a PI) 
•   Submit the request to NSF (if you are an SPO) 
    (Click on a link above for instructions for that option.) 
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Figure 2    Request for Change PI and Add/Change Co-PI screen. The buttons to 
Modify Request, Delete Request, Cancel, and Forward to SPO (if you are a PI) or 

Submit to NSF (if you are an SPO) are circled. 
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Modify a Change PI and Add/Change Co-PI Request 
  
1.  Access the View Request for Change PI and Add/Change Co-PI screen (Figure 1). 

See one of the following: 
•   Step 3 Justification 
•   View a Notification or Request Prepared by the PI 
•   View a Notification or Request Prepared by the SPO 

  

 
  

Figure 1   Request for Change PI and Add/Change Co-PI screen. The Modify 
Request button is circled. 

  
2.  Click the Modify Request button (Figure 1). The Request for Change PI and 

Add/Change Co-PI screen displays (Figure 2) with only the section for Step 1, 
Confirm Eligibility of Proposed PI/Co-PI, activated. 

  



pd_requests 

150 

 
  
Figure 2   Request for Change PI and Add/Change Co-PI screen. The Check button 

is circled. 
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3.  Make any changes to this section that you require (see Step 1, Confirm Eligibility of the 
Proposed PI/Co-PI). 

4.  Click the Continue button (Figure 2). Step 2 is activated on the Request for Change 
PI and Add/Change Co-PI screen (Figure 3). 

  

 
  
Figure 3   Request for Change PI and Add/Change PI/Co-PI screen. Step 2 is now 

activated. The Continue button is circled. 
  
5.  In the Step 2, Associated Documents section (Figure 3), to change an uploaded file, 

click the Delete button to delete the uploaded file. Then upload a new file to replace it. 
See Step 2, Upload Associated Documents and Upload a File for instructions. 

6.  Click the Continue button. Step 3 is activated on the Request for Change PI and 
Add/Change Co-PI screen (Figure 4). 
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Figure 4   Request for Change PI and Add/Change Co-PI screen. Step 3 
Justification is activated. The Save button is circled. 

  
7.  In the Step 3, Justification section (Figure 4), edit or replace the Justification as you 

require. See Step 3 Justification for instructions. 
8.  Click the Save button (Figure 4) to save the modified request. The Request for 

Change and Add/Change Co-PI screen displays (Figure 5) with the buttons activated 
to Modify Request, Delete Request, and Submit to NSF (if you are an SPO) or 
Forward to SPO (if you are a PI). 

  



Requests 

153 

 
  

Figure 5   Request for Change PI and Add/Change Co-PI screen. The buttons to 
Modify Request, Delete Request, Cancel, and Forward to SPO (if you are a PI) or 

Submit to NSF (if you are an SPO) are circled. 
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Forward a Change PI and Add/Change Co-PI Request to 
the SPO 
  
Only a PI may forward a Change PI and Add/Change Co-PI Request to the SPO. 
  
1.  Access the View Request for Change PI and Add/Change Co-PI screen (Figure 1) 

(see Step 3 Justification or View a Notification or Request Prepared by the PI). 
  

 
  

Figure 1   Request for Change PI and Add/Change Co-PI screen. The Forward to 
SPO button is circled. 

  
2.  Click the Forward to SPO button (Figure 1). The Forward Notification for 

Add/Change PI screen displays (Figure 2) with a message for you to confirm that you 
want to forward the request to the SPO. 
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Figure 2   Request for Change PI and Add/Change PI screen. The message for you 

to confirm that you want to forward the request to the SPO and the Forward to 
SPO button are circled. 

  
3.  Click the Forward to SPO button (Figure 2). The Forwarded screen displays (Figure 3) 

with the message that the request has been forwarded to your SPO. 
  

 
  

Figure 3   Forwarded screen with the message that the request has been 
forwarded to the SPO. 

  
4.  Click the Search Prepared by PI List link (Figure 3). The Notifications and 

Requests screen displays on the Prepared by PI tab. 
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Submit a Change PI and Add/Change Co-PI Request 
  
Only an SPO may submit a Change PI and Add/Change PI Request. 
  
Note: This document shows how to submit a request that the SPO has prepared. See 
Submit a Request Forwarded by the PI for instructions on how to submit a Change PI and 
Add/Change Co-PI Request that has been forwarded by the PI. 
  
1.  Access the Request for Change PI and Add/Change Co-PI screen (Figure 1). For 

how to access the screen, see Step 3 Justification or View a Notification or Request 
Prepared by the SPO. 

  

 
  
Figure 1   Request for Change PI and Add/Change Co-PI screen. The Submit to NSF 

button is circled. 
  
2.  On the Request for Change PI and Add/Change Co-PI screen (Figure 1), click the 

Submit to NSF button (Figure 1). The Submit Request for Add/Change PI screen 
displays (Figure 2) with a message for you to confirm that you want to submit the 
request to NSF. 
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Figure 2   Request for Change PI and Add/Change PI screen. The message for you 

to confirm that you want to submit the request to NSF and the Submit to NSF 
button are circled. 

  
3.  Click the Submit to NSF button (Figure 2). If you have permissions for the Authorized 

Organizational Representative (AOR), the Verify Signature Information screen 
displays (Figure 3) with a message for you to verify your information as an AOR. 
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Figure 3   Verify Signature Information screen. The Account Management link and 
the Sign button are circled. 

  
4.  If you need to change the information, click Account Management (Figure 3) (see 

Verify Your Signature Information for instructions on how to change your information). 
5.  If you are ready to submit the request to NSF, click the Sign button (Figure 3). The 

Submitted screen displays (Figure 4) with the message that the Change PI and 
Add/Change Co-PI Request has been submitted to NSF. 

  

 
  
Figure 4   Submitted screen with the message that the Change PI and Add/Change 

Co-PI Request has been submitted to NSF. 
  
6.  Click the Search Prepared by SPO List (Figure 4). The Notifications and Requests 

screen displays on the Prepared by SPO tab. 
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Delete a Change PI and Add/Change Co-PI Request 
  
1.  Access the View Request for Change PI and Add/Change Co-PI screen (Figure 1). 

See one of the following: 
•   Step 3 Justification 
•   View a Notification or Request Prepared by the PI 
•   View a Notification or Request Prepared by the SPO 
  

 
  

Figure 1   Request for Change PI and Add/Change Co-PI screen. The Delete 
Request button is circled. 

  
2.  Click the Delete Request button (Figure 1). The Request for Change PI and 

Add/Change Co-PI screen displays (Figure 2) with a message for you to confirm that 
you want to delete the request. 
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Figure 2   Request for Change PI and Add/Change PI screen. The message for you 
to confirm that you want to delete the request and the Delete Request button are 

circled. 
  
3.  Click the Delete Request button (Figure 2). The Deleted screen displays (Figure 3) 

with the message that the request has been deleted. 
  

 
  

Figure 3   Deleted screen with the message that the Change PI and Add/Change 
Co-PI Request has been deleted. 

  
4.  Click the Search Prepared by SPO List (Figure 3). The Notifications and Requests 

screen on the Prepared by SPO tab displays. (If you are a PI, the Search Prepared 
by PI List link displays on the Change PI and Add/Change Co-PI screen. Click the 
link, and the Notifications and Requests screen on the Prepared by PI tab displays.) 
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What Is the Significant Change in Person-Months Devoted 
to Project Request? 
  
If the PI on a project reduces his or her time on a project by 25% or more, you must submit 
a Significant Change in Person-Months Devoted to Project Request.  
  
The request must contain: 

•   The original time commitment of the PI in the proposal 
•   The revised time commitment 
•   The justification for the significant change in person-months 
•   The impact of the change in person-months on the project 

Prepare a Significant Change in Person-Months Devoted to Project 
Request 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI or Prepare a New Notification or Request as an SPO). 
  

 
  

Figure 1   Prepare a New Notification or Request screen.  The radio button for 
Significant Change in Person-Months Devoted to Project and the Prepare button 

are circled. 
  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for Significant Change in Person-Months Devoted to Project in the Grantee 
Request Types list. 

3.  Click the Prepare button (Figure 1). The Modify Request for Significant Change in 
Person-Months Devoted to Project screen displays (Figure 2). 
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Figure 2   Modify Request for Significant Change in Person-Months Devoted to 
Project screen. The Save button is circled. 

  
4.  In the Original Time Commitment box (Figure 2), type the number of months of the 

PI’s original time commitment to the project (in integer numbers). 
5.  In the Revised Time Commitment box (Figure 2), type the number of months of the 

PI’s revised commitment (in integer numbers). 
6.  In the Justification for Significant Change in Person-Months Devoted to Project 

box (Figure 2), type or copy and paste the justification for the PI’s time reduction. 
7.  In the Impact on the Project box (Figure 2), type or copy and paste a description of 

the impact on the project of the PI’s reduced time commitment. 
8.  Click the Save button (Figure 2). The View Request for Significant Change in 

Person Months Devoted to the Project screen displays (Figure 3). You have these 
options: 
•   Modify the request 
•   Forward the request to the SPO or Submit the request to NSF 
•   Delete the request 

(Click on a link above for instructions for that option.) 
  

 
  

Figure 3   View Request for Significant Change in Person-Months Devoted to 
Project screen. 
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What Is the Reallocation of Funds Budgeted for Participant 
or Trainee Support Costs Request? 
  
If you want to reallocate funds from participant support costs to other categories of 
expense, you must submit a Reallocation of Funds Budgeted for Participant or Trainee 
Support Costs Request for approval to NSF.  
  
Participant support costs are: 

•   Direct costs for items such as stipends or subsistence allowances 
•   Travel allowances and registration fees paid to or on behalf of participants or trainees 

in connection with meetings, conferences, symposia, or training projects 
  
The request to NSF to reallocate funds budgeted for participant or trainee support costs 
must contain: 

•   The originally approved amount of participant or trainee support costs 
•   The revised amount 
•   A justification for the reallocation 

Prepare a Reallocation of Funds Budgeted for Participant or Trainee 
Support Costs Request 
  
1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a 

New Notification or Request as a PI or Prepare a New Notification or Request as an SPO). 
  

 
  

Figure 1   Prepare a New Notification or Request screen. The radio button for 
Reallocation of Funds Budgeted for Participant or Trainee Support Costs and the 

Prepare button are circled. 
  
2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio 

button for Reallocation of Funds Budgeted for Participant or Trainee Support Costs in the 
Grantee Request Types list. 
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3.  Click the Prepare button (Figure 1). The Modify Request for Reallocation of Funds 
Budgeted for Participant or Trainee Support Costs screen displays (Figure 2). 

  

 
  

Figure 2   Modify Request for Reallocation of Funds Budgeted for Participant or 
Trainee Support Costs screen. The Save button is circled. 

  
4.  In the Originally Approved Amount box (Figure 2), type the amount that was 

originally approved for participant or trainee support costs (no dollar signs, no commas). 
5.  In the Revised Amount box (Figure 2), type the revised amount for participant or 

trainee support costs (no dollar signs, no commas). 
6.  In the Justification for Reallocation of Funds Budgeted for Participant or Trainee 

Support Costs box (Figure 2), type or copy and paste the justification for reallocation 
of funds budgeted for participant or trainee support costs. 

7.  Click the Save button (Figure 2). The View Request for Reallocation of Funds 
Budgeted for Participant or Trainee Support Costs screen displays (Figure 3). You 
have these options: 
•   Modify the request 
•   Forward the request to the SPO or Submit the request to the NSF 
•   Delete the request 

(Click on a link above for instructions for that option.) 
  

 
  

Figure 3   View Request for Reallocation of Funds Budgeted for Participant or 
Trainee Support Costs screen. 
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Request Functions 

Request Functions Introduction 
  
After you have initiated a request, you have these options for further working: 

• Modify a request 
• Forward a request to the SPO 
• Submit a request to NSF 
• Delete a request 
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Request Functions Introduction 
  
After you have initiated a request, you have these options for further working: 

• Modify a request 
• Forward a request to the SPO 
• Submit a request to NSF 
• Delete a request 
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Modify a Request 
  
Note: To modify requests for Addition of Subaward, Change PI and Add/Change Co-PI, or PI 
Transfer, see the instructions for that particular form. 
  
1.  Access the View Request screen (for Changes in Objective or Scope, as an example) 

(Figure 1). See one of the following: 
•   Instructions for the type of request you are working on 
•   If you are a PI, see View a Notification or Request Prepared by the PI 
•   If you are an SPO, see View a Notification or Request Prepared by the SPO or View a 

Notification or Request Forwarded by the PI 
  

 
  

Figure 1   View Request screen. The Modify button is circled. 
  
2.  On the View Request screen (Figure 1), click the Modify button. The Modify Request 

screen displays (Figure 2). 
  

 
  

Figure 2   Modify Request screen. The Save button is circled. 
  
3.  Edit the request as you require. See the instructions for the particular request you are 

working on. 
4.  Click the Save button (Figure 2). The View Request screen displays (Figure 3) with the 

new information. 
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Figure 3   View Request screen with your modifications displayed. 
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Forward a Request to the SPO 
  
Only a PI can forward a request to the SPO. 
  
Note:  To forward requests for Addition of Subaward, Change PI and Add/Change Co-PI, 
and PI Transfer, see the instructions for that particular form. 
  
1.  Access the View Request screen (Figure 1) (for Changes in Objective or Scope, as an 

example). See either of the following: 
•   Instructions for the type of request you are working on 
•   View a Request Prepared by the PI 

  

 
  

Figure 1   View Request screen. The Forward to SPO button is circled. 
  
2.  On the View Request screen (Figure 1), click the Forward to SPO button. The 

Forward Notification screen displays (Figure 2) with the message at the top of the 
screen for you to confirm that you want to forward the request to the SPO. 

  

 
  

Figure 2   Forward Notification screen. The message for you to confirm that you 
want to forward the request to the SPO and the Forward to SPO button are circled. 
  
3.  Click the Forward to SPO button (Figure 2). The Forwarded screen displays (Figure 3) 

with a message that the request has been forwarded to the SPO. 
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Figure 3   Forwarded screen. 

  
4.  Click Search Prepared by PI List (Figure 3). The Notifications and Requests screen 

displays on the Prepared by PI tab. 
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Submit a Request to NSF 
  
Only the SPO can submit a request to NSF. 
  
Note: To submit requests for Addition of Subaward, Change PI and Add/Change Co-PI, and 
PI Transfer, see the instructions for that particular form. 
  
1.  Access the View Request screen (for Changes in Objective or Scope, as an example) 

(Figure 1). See one of the following: 
•   Instructions for the type of request you are working on 
•   View a Notification or Request Prepared by the SPO 
•   View a Notification or Request Forwarded by the PI 

  

 
  

Figure 1   View Request screen. The Submit to NSF button is circled. 
  
2.  On the View Request screen (Figure 1), click the Submit to NSF button. The Submit 

Request screen displays (Figure 2) with a message at the top of the screen for you to 
confirm that you want to submit the request to NSF. 

  

 
  
Figure 2   Submit Request screen. The message for you to confirm that you want to 

submit the request and the Submit to NSF button are circled. 
  
3.  Click the Submit to NSF button (Figure 2). The Submitted screen displays (Figure 3) 

with a message that the request has been submitted to NSF. 
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Figure 3   Submitted screen. 
  
4.  Click Search Prepared by SPO List (Figure 3). The Notifications and Requests 

screen displays on the Prepared by SPO tab. 
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Delete a Request 
  
Note:  To delete requests for Addition of Subaward, Change PI and Add/Change Co-PI, and 
PI Transfer, see the instructions for that particular form. 
  
1.  Access the View Request screen (for Significant Changes in Person-Months Devoted to 

Project, as an example) (Figure 1). See one of the following: 
•   Instructions for the type of request you are working on 
•   If you are a PI, View a Notification or Request Prepared by the PI 
•   If you are an SPO, View a Notification or Request Prepared by the SPO or View a 

Notification or Request Forwarded by the PI 
  

 
  

Figure 1   View Request screen. The Delete button is circled. 
  
2.  On the View Request screen (Figure 1), click the Delete button. The Delete Request 

screen displays (Figure 2) with a message for you to confirm that you want to delete the 
request. 

  

 
  

Figure 2   Delete Request screen. The Delete button is circled. 
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3.  Click the Delete button (Figure 2). The Deleted screen displays (Figure 3) with the 
message that the request has been deleted. 

  

 
  

Figure 3   Deleted screen. The Search Prepared by SPO List link is circled. 
  
4.  Click Search Prepared by SPO List (Figure 3). The Notifications and Requests 

screen on the Prepared by SPO tab displays. (If you are a PI, the Search Prepared 
by PI List link displays on the Deleted screen. Click the link, and the Notifications 
and Requests screen on the Prepared by PI tab displays.) 
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