
NSF Proposal Checklist and Outline  
(red text highlights changes effective for proposals submitted or due on or after December 26, 2014)  
  

COMPONENTS OF 

PROPOSAL  
ELEMENTS TO 

COMPLETE   NOTES   INTERNAL DEADLINE 

Formatting     

Pagination:  Each section of the proposal that is uploaded 
as a file must be individually paginated prior to upload to 
the electronic system.  

Proposal Margin and Spacing Requirements   

The proposal must be clear and conform to the following 
requirements:  

a. Use one of the following typefaces identified below: • 
Arial, Courier New, or Palatino Linotype at a font size of 
10 points or larger;   

• Times New Roman at a font size of 11 points or  
larger; or   

• Computer Modern family of fonts at a font size of 
11 points or larger.  

• In addition to the typefaces identified above, 
Macintosh users also may use Helvetica and 
Palatino typefaces.  

b. No more than six lines of text within a vertical space of 
one inch.  

c. Margins, in all directions, must be at least an inch.  

These requirements apply to all uploaded sections of a 
proposal, including supplementary documentation.  

  

  

Cover Sheet   Fillable form   See GPG Chapter II.C.2.a.  

Final uploaded to 
Fastlane 5 full 
business days before 
the deadline  



Project Summary  

Three separate 
text boxes for 
three separate 
parts OR 
summary with 
special characters 
uploaded as Word 
or PDF document 
to supplementary 
documents  

Part 1. Overview 
Part 2. Statement on the Intellectual Merit of the proposed 
activity.  
Part 3. Statement on the Broader Impacts of the proposed 
activity.   
Generally limited to 1 page total for all three parts.   
Limited to 4600 characters.   
Summaries with special characters should be loaded into the  
“Project Summary with special characters” under 
“Supplementary documents.”  
See GPG Chapter II.C.2.b.  
  

Draft uploaded to 
Fastlane 5 full 
business days before 
the deadline. PI may 
make edits up until 
two full business days 
before the deadline.  

 

COMPONENTS OF 

PROPOSAL  
ELEMENTS TO 

COMPLETE   NOTES   INTERNAL DEADLINE 

        

Project  
Description  

Uploaded as word 
or PDF document  

Generally limited to 15 pages that includes a separate section 
that discusses broader impacts of the proposed project.  Must 
include results from prior NSF awards in the last 5 years for all 
PI’s and Co-PI’s including those on any subcontracts. In cases 
where the PI or Co-PI has received more than one award, they 
only need to report on the one award most closely related to the 
proposal. The GPG has been clarified to state that the listing of 
publications resulting from an NSF award must provide a 
complete bibliographic citation for each publication in either the 
Results from Prior NSF Support section or in the References 
Cited section of the proposal.  
See GPG Chapter II.C.2.d.  

Draft uploaded to 
Fastlane 5 full 
business days before 
the deadline. PI may 
make edits up until 
two full business days 
before the deadline.  

References Cited  
Uploaded as word 
or PDF document  

No page limit but must include bibliographic citations only.  All 
author names must be listed for each reference and no 
abbreviations or “et.al” may be used.  
 
If there are no references cited, a statement to that effect should 
be included in this section and uploaded into Fastlane.   
See GPG Chapter II.C.2.e.  

Draft uploaded to 
Fastlane 5 full 
business days before 
the deadline. PI may 
make edits up until 
two full business days 
before the deadline.  



Biographical 
Sketches  

Required for each 
individual 
identified as 
senior project 
personnel. 
Uploaded as word 
or PDF document  

- A biographical sketch (limited to two pages) is required  
             for each individual identified as senior personnel.  
- Do not submit any personal information in the  
             biographical sketch  
- Inclusion of additional information beyond that specified  
             below may result in the proposal being returned without  
             review.  
  
Organize as follows:  
  
(a) Professional Preparation  
  
-    Professional preparation must be listed in chronological    
      order starting with the undergraduate degree. The location  
      of the institution must now be listed along with the major,  
      the type of degree and the year the degree was received.  
      Postdoctoral appointments should show the inclusive  
      dates in years.  Format below:  
  
Undergraduate Institution(s) Location , Major Degree & Year 
Graduate Institution(s)  Location , Major Degree & Year 
Postdoctoral Institution(s) Location Area Inclusive Dates 
(years)  

Final uploaded to 
Fastlane 5 full 
business days before 
the deadline  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



COMPONENTS OF 

PROPOSAL  
ELEMENTS TO 

COMPLETE   NOTES   INTERNAL DEADLINE 

       
(b) Appointments  
A list, in reverse chronological order, of all the individual’s 
academic/professional appointments beginning with the current 
appointment.  
(c) Products  
A list of: (i) up to five products most closely related to the 
proposed project; and (ii) up to five other significant 
products, whether or not related to the proposed project. 
Acceptable products must be citable and accessible including 
but not limited to publications, data sets, software, patents, 
and copyrights. Unacceptable products are unpublished 
documents not yet submitted for publication, invited lectures, 
and additional lists of products. Only the list of ten will be 
used in the review of the proposal. Each product must 
include full citation information including (where applicable 
and practicable) names of all authors, date of publication or 
release, title, title of enclosing work such as journal or book, 
volume, issue, pages, website and URL or other Persistent 
Identifier.  
If only publications are included, the heading “Publications” 
may be used for this section of the Biographical Sketch.  
(d) Synergistic Activities  
A list of up to five examples that demonstrate the broader impact 
of the individual’s professional and scholarly activities that 
focuses on the integration and transfer of knowledge as well as 
its creation. Examples could include, among others: innovations 
in teaching and training (e.g., development of curricular 
materials and pedagogical methods); contributions to the science 
of learning; development and/or refinement of research tools; 
computation methodologies, and algorithms for problem 
solving; development of databases to support research and 
education; broadening the participation of groups 
underrepresented in STEM; and service to the scientific and 
engineering community outside of the individual’s immediate 
organization.  
  
(e) Collaborators & Other Affiliations  
• Collaborators and Co-Editors. A list of all persons in  
    alphabetical order (including their current organizational 
    affiliations) who are currently, or who have been collaborators  
    or co-authors with the individual on a project, book, article,  
    report, abstract or paper during the 48 months preceding the  
    submission of the proposal. Also include those individuals 
    who are currently or have been co-editors of a journal, 
    compendium, or conference proceedings during the 24 months  
    preceding the submission of the proposal. The total  

 

 



COMPONENTS OF 

PROPOSAL  
ELEMENTS TO 

COMPLETE   NOTES   INTERNAL DEADLINE 

         number of collaborators and co-editors also must be  
     identified. If there are no collaborators or co-editors to report,  
     this should be so indicated.  
 Graduate Advisors and Postdoctoral Sponsors. A list of the 

names of the individual’s own graduate advisor(s) and 
principal postdoctoral sponsor(s), and their current 
organizational affiliations. The total number of graduate 
advisors and postdoctoral sponsors also must be identified.  

 Thesis Advisor and Postgraduate-Scholar Sponsor. A list of 
all persons (including their organizational affiliations), with 
whom the individual has had an association as thesis advisor, 
or with whom the individual has had an association within the 
last five years as a postgraduate-scholar sponsor. The total 
number of graduate students advised and postdoctoral 
scholars sponsored also must be identified.  

  
Biosketches are limited to 2 pages each.   
See GPG Chapter II.C.2.f.   
        

        
  

 

Budget  

Fillable form $ 
/ Years  

Final budget includes subcontract budgets.  

Final uploaded to 
Fastlane 5 full 
business days before 
the deadline  

  
  
Budget  
Justification.  
uploaded as word  
or PDF document  
  
  
  
  
Budget  
Justification  
  
  

Updated to say applicable cost principles may be found in 2 CFR 
§ 200, Subpart E  
  
Limited to 3 pages per proposal. However, Collaborative 
proposals linked in Fastlane are considered separate proposals, 
and each proposal may contain 3 pages for the budget 
justification.  For proposals that contain a subaward(s), each 
subaward must include a separate budget justification of no more 
than three pages.  
  
Travel – Per GPG Chapter II, pg. II-15 “Travel and it’s relation 
to the proposed activities must be specified and itemized by 
destination and cost.  Funds may be requested for field work, 
attendance at meetings and conferences and other travel 
associated with the proposed work, including subsistence.  In 
order to qualify for support, however, attendance at meetings or 
conferences must be necessary to accomplish proposal objective, 
or disseminate its results.  Allowance for Air Travel normally 
will not exceed the cost of round-trip, economy airfares.  Persons 
traveling under NSF grants must travel by U.S. Air carriers, if 
available.  
 
 
 
 
 

Final uploaded to 
Fastlane 5 full 
business days before 
the deadline  



 
 
  
Materials and Supplies – Per GPG Chapter II, pg.  II-17 “The 
proposal budget justification should indicate the general types of  

 

 

COMPONENTS OF 
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    expendable materials and supplies required.  Materials and 
supplies are defined as tangible personal property, other than 
equipment, costing less than $5,000, or other lower threshold 
consistent with the policy established by the proposing 
organization.  Cost estimates must be included for items that 
represent a substantial amount of the proposed line item cost.   
  

 

Current & Pending 
Support  

Fillable form or 
uploaded as word 
or PDF document  

See GPG Chapter II.C.2.h. Must list this proposal as pending.    
Faculty effort should be defined as either “Academic” or 
“Summer” for calendar appointments, or “calendar” for 12 
month appointments  
  
  

Final uploaded to 
Fastlane 5 full 
business days before 
the deadline  

Facilities,  
Equipment and  
Other Resources  

Uploaded as word 
or PDF document  

In narrative style, include an aggregated description of the 
internal and external resources (both physical and personnel) that 
the organization and its collaborators will provide to the project. 
No page limit but describe only those resources that are directly 
applicable. If there are no facilities, equipment and other 
resources information, a statement to that effect should be 
included in this section. Any substantial collaboration with 
individuals not included in the budget should be described in 
Facilities. See GPG Chapter II.C.2.i.  

Final uploaded to 
Fastlane 5 full 
business days before 
the deadline  



Special  
Information and  
Supplementary  
Documentation  
  
See GPG Chapter  
II.C.2.j. for 
additional 
information that 
may be requested.  

Postdoctoral 
Researcher 
Mentoring Plan. 
uploaded as word 
or PDF document  

Required for proposals requesting funding for postdocs. 
Generally limited to 1 page.  For collaborative proposals or 
proposals with subcontractors, only one coordinated mentoring 
plan may be submitted.  

Final uploaded to 
Fastlane 5 full 
business days before 
the deadline  

Data  
Management  
Plan. uploaded as 
word or PDF 
document  

Required for all proposals. Describe how the proposal will 
conform to NSF policy on the dissemination and sharing of 
research results. Generally limited to 2 pages. For collaborative  
proposals or proposals with  subcontractors, the data plan must 
be one coordinated plan  

Final uploaded to 
Fastlane 5 full 
business days before  
the deadline   

Letters of  
Collaboration. 
Uploaded as word 
or PDF document   

  
-Any substantial collaboration with individuals not included in 
the budget should be described and documented with a letter 
from each collaborator and further detailed in the Facilities 
document. Collaborative activities that are identified in the 
budget should follow the instructions in GPG Chapter II.D.4.  
- Such letters should be limited to stating the intent to 
collaborate and should not contain endorsements or evaluation of 
the proposed project. Proposals that are not consistent with the 
instructions in this section will be returned without review.     
  
  

Final uploaded to 
Fastlane 5 full 
business days before 
the deadline  

Letters of Support  

Should not be submitted unless they are required by a specific 
program solicitation.  Follow formatting requirements (if any) of 
the solicitation  

Final uploaded to 
Fastlane 5 full 
business days before  
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      the deadline 
  

Appendices  
Generally not 
allowed  

Appendices may not be included unless a deviation has been 
authorized. See GPG Chapter II.A.  

Final uploaded to 
Fastlane 5 full 
business days before 
the deadline  

Special  
Guidelines;  
Special  
Considerations  

  
Any additional materials requested by funding agency. See 
GPG Chapter II.D.  

Final uploaded to 
Fastlane 5 full 
business days before 
the deadline  

  
Suggested  
Reviewers  
  

  
Optional fillable 
form  

  
Proposers may include a list of suggested reviewers who they 
believe are especially well qualified to review the proposal. 
Proposers also may designate persons they would prefer not 
review the proposal, indicating why. GPG Exhibit II-2 contains 
information on conflicts of interest that may be useful in 
preparation of this list.  

  



Subcontract 
documentation  

Only budget, 
biosketch & 
current and 
pending forms 
need to be 
uploaded into 
Fastlane. 
Remaining 
documents are 
audit backup 
documents  

For NSF subcontracts the following information is required from 
each sub: budget, budget justification, statement of work, 
biosketches for all senior personnel, current & pending forms for 
all senior personnel, Letter of intent to subcontract signed by the 
subcontractor’s OGCA counterpart, copy of federally approved 
F&A/indirect costs.   
Please note, Results from Prior NSF Support in the Project 
Description must also include sub PI’s results, and the data 
management plan should be a coordinated document that include 
sub’s data plan.  

Final to OGCA 5 full 
business days before 
the deadline  

  


