Standard NSF Proposal Submission CHECKLIST
Funding Opportunity: _____________
Application due date: ______________

This document is designed only to serve as a project management tool. It does NOT replace the detailed information available within the relevant funding solicitation, the funding agency’s forms, instructions, or review criteria. In cases where the instructions in the funding solicitation you are responding to deviate from the standard NSF instructions given in this checklist, follow the detailed instructions in the funding solicitation. For any questions, please refer directly to the funding solicitation or contact your program officer. 
Current Proposal and Award Policies & Procedures Guide (PAPPG) (NSF 24-1) Instructions: https://new.nsf.gov/policies/pappg/24-1 
NSF Formatting Requirements: Arial (not Arial Narrow), Courier New, or Palatino Linotype at 10 pts or larger, or Times New Roman or Computer Modern family of fonts at 11 pts or larger; 1 inch margins; portrait or landscape format; no more than 6 lines of text per vertical inch; smaller font size may be used in mathematical formulas or equations, figures, tables, or diagram captions and when using a Symbol font to insert Greek letters or special characters, and other font types may be used for mathematical formulas, equations, or when inserting Greek letters or special characters, provided that the text is still readable. Note: if using Arial 10 pt font, set your line spacing at the 1.15 setting to avoid exceeding 6 lines of text per vertical inch.
Before you get started:
1. Confirm PI eligibility
2. Identify pre-award specialist in your unit (e.g., SPA 2.0) and SPA Research Administrator. Notify them that you plan to submit a proposal and fill out the Proposal Preparation Request Form when they send it. 
3. Check whether your proposal requires submission of a Concept Outline prior to the submission of a full proposal and if required, submit a Concept Outline via the method specified in the funding solicitation (by email or via the ProSPCT tool). If your funding opportunity does not require a Concept Outline, submitting one voluntarily is highly recommended.
	REQUIRED Documents
(uploaded as separate PDFs)
	Notes

	Project Summary 
	Limit: 1 page
Must include the following three sections: “Overview”, “Intellectual Merit”, and “Broader Impacts”. 
*Note: Failure to put these headings on their own lines will result in an error message when uploading the Project Summary to Research.gov.

	Project Description
	Limit: 15 pages (unless otherwise specified)
· Must contain sections titled “Broader Impacts” and “Results from Prior NSF Support”
· Must not contain URLs

	References Cited
	No page limit
Must name all authors in each publication (no “et al.”)

	Budget
	*Easiest to build budget directly in UVM Click – interfaces with PeopleSoft for accurate salary information

	Budget Justification
	Limit: 5 pages

	Facilities, Equipment and Other Resources
	No page limit
For projects that require access to computational, data, and analysis capabilities beyond what is available locally, see NSF 24-1, Chapter II E.7 for a list of NSF-supported national resources and how to request them. 
· If high-performance computing resources from the National Center for Atmospheric Research (NCAR) are needed for the proposed project, the intention to request them should be noted in the Facilities, Equipment and Other Resources document. 

	Data Management and Sharing Plan
	Limit: 2 pages 
*Data management requirements and plans specific to the Directorate, Office, Division, Program, or other NSF unit, relevant to a proposal are available on the NSF website 

	Biographical Sketches 
	No page limit
· Required for all senior/key personnel
· Must use SciENcv 
Individuals must sign a certification stating that the information is current, accurate, and complete, and that the individual is not a party to a malign foreign talent recruitment program. This certification is included in SciENcv. 

	Synergistic Activities
	Limit: 1 page
· Required for all senior/key personnel
List up to five distinct examples that demonstrate the broader impact of the individual’s professional and scholarly activities that focus on the integration and transfer of knowledge as well as its creation. 

	Current and Pending (Other) Support (C&P)
	No page limit
· Required for all senior/key personnel
· Must use SciENcv 
Individuals must sign a certification stating that the information is current, accurate, and complete, and that the individual is not a party to a malign foreign talent recruitment program. This certification is included in SciENcv.

	Collaborators and Other Affiliations Information (COA)
	No page limit
· Required for all senior/key personnel
· Must use NSF Collaborators and Other Affiliations spreadsheet



	Documents to Complete If Applicable
	Notes

	Mentoring Plan
	Limit: 1 page
Required for proposals requesting support for one or more postdoctoral scholars and/or graduate students 
· Separate plans are not required for postdoctoral scholars or graduate students; however, the plan may specify how different components of the mentoring program will be enacted for the two types of researchers. 

	Letters of Collaboration
	From those with collaborative arrangements of significance to the proposal, with the specific collaborative arrangement(s) detailed in the Project Description or Facilities, Equipment and Other Resources sections of the proposal.
· Use of this format is recommended unless otherwise specified: 
“If the proposal submitted by Dr. [insert the full name of the Principal Investigator] entitled [insert the proposal title] is selected for funding by NSF, it is my intent to collaborate and/or commit resources as detailed in the Project Description or the Facilities, Equipment and Other Resources section of the proposal.”

	Safe and Inclusive Working Environments for Off-Campus or Off-Site Research
	If you are proposing to conduct research off-campus or off-site, check your RFA to determine whether this document should be submitted for merit review with the rest of the proposal. 
· If not specified, the document is not to be submitted to NSF; however, a plan must be completed and uploaded to UVMClick, and an authorized organizational representative (AOR) must certify that the plan is in place. The plan must also be distributed to research participants prior to departure.
Plan must describe how the following behaviors will be addressed:
· Abuse of any person, including, but not limited to, harassment, stalking, bullying, or hazing of any kind, whether the behavior is carried out verbally, physically, electronically, or in written form
· Conduct that is unwelcome, offensive, indecent, obscene, or disorderly
Use template from SPA website: UVM Template: NSF Safe and Inclusive Working Environments Plan 

	Logistical Requirements and Field Plan
	Required for Antarctic Proposals to any NSF program 

	Equipment Proposal Biographical Information
	Required for each auxiliary user for equipment proposals.
Must provide:
· Short biographical sketch (can be freeform)
· List of up to five (5) publications most closely related to the proposed acquisition

	Tribal Nation Approval for Proposals that May Impact Tribal Resources or Interests
	Required for proposals that may impact the resources or interests of a federally recognized American Indian or Alaska Native Tribal Nation. Include at least one of the following:
i. A copy of the written request to the relevant Tribe(s) to carry out any proposed activity/activities that may require prior approval from the Tribal Nation(s)*
ii. Written confirmation from the Tribal Nation(s) that review and approval is not required
iii. A copy of a document from the relevant Tribal Nation(s) that provides the requisite approval
*If only (i) is provided, the proposer will still be required to submit either (ii) or (iii) before NSF makes an award decision. 

	UVM Cost Share Approval Request Form
	Required if proposal includes cost share from multiple Departments and/or Colleges.



	Sections Not Required but Encouraged
	Notes

	List of Suggested Reviewers 
	Particularly encouraged for multi-/inter-/trans-disciplinary proposals

	List of Reviewers Not to Include
	Particularly encouraged for multi-/inter-/trans-disciplinary proposals 

	Other Personnel Biographical Information
	No page limit 
· May be included for any postdoctoral associates, other professionals, and/or students (research assistants)
Information may be presented freeform and must be clearly identified as “Other Personnel” biographical information
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	Subawards[endnoteRef:2] (if applicable – Required Documents from an external collaborator) [2:  In addition to the subaward option, in which one proposal is submitted requesting a single award with subawards administered by the lead organization, NSF also allows the submission of Collaborative Proposals, in which proposals are submitted simultaneously by different collaborating organizations, with each organization requesting a separate award. See PAPPG Chapter II.E.3 for more information about Collaborative Proposal preparation and submission.] 

	Notes

	Subrecipient Commitment Form 

(including endorsement/signature from subrecipient’s Authorized Official)
	Required UVM internal form
· If subrecipient participates in the FDP Expanded Clearinghouse, can substitute a signed document by an authorized representative containing similar information.

	Subrecipient Information Sheet
	Required UVM internal form 

	Scope of Work
	Short narrative, for UVM’s records

	Budget
	Required as part of NSF application

	Budget Justification 
	Required as part of NSF application

	Biographical Sketches
	Required as part of NSF application for all senior personnel at external collaborator’s organization 

	Synergistic Activities
	Required as part of NSF application for all senior personnel at external collaborator’s organization

	Current and Pending (Other) Support 
	Required as part of NSF application for all senior personnel at external collaborator’s organization

	Collaborators and Other Affiliations Information
	Required as part of NSF application for all senior personnel at external collaborator’s organization

	Facilities, Equipment and Other Resources
	Add collaborator information into main document

	Mentoring Plan (if applicable)
	Add collaborator information into main document



	Forms (for reference – all forms will be filled out in Research.gov)
	Notes

	Cover Sheet
	Data entry

	Budget
	Manually enter budget numbers by line item per year for Prime Organization and subawards (if applicable)

	Senior Personnel Documents
	Upload Biographical Sketch, Synergistic Activities, C&P, and COA for each senior personnel

	Individual required documents to upload in appropriately labeled section
	· Project Summary
· Project Description
· References Cited
· Budget 
· Budget Justification
· Facilities, Equipment and Other Resources
· Data Management and Sharing Plan
· Mentoring Plan (if applicable)

	Individual optional documents to upload in appropriately labeled section
	· Other Personnel Biographical Information
· Other Supplementary Documents
· List of Suggested Reviewers
· List of Reviewers Not to Include
· Deviation Authorization
· Additional Single Copy Documents



