NSF S2S KUALI RESEARCH PROPOSAL REVIEW CHECKLIST

	SECTION
	STATUS
	SPECIFIC FIELDS AND INSTRUCTION

	These are in order of the menu on the left side of a proposal in Kuali.  For additional direction view the S2S section of the Kuali Tutorial or a recorded zoom training found here (spo.byu.edu > Getting Started). And, as always, contact your assigned RAO Administrator.

	BASICS: Proposal Details
	
	Proposal Type: select what is appropriate, for definitions view the list at link
Lead Unit: If you are a department chair or associate dean, select your home unit, not the “dean’s office”
Activity Type: select the type of research, for definitions view link
Project Dates: proposed project start and end dates
Project Title:
Sponsor: type “NSF” or “000001”
Prime Sponsor Code: NA to NSF S2S proposals
Keywords: leave blank

	BASICS: S2S Opportunity
	
	Opportunity tab: S2S Connected?  Click “Find an Opportunity”. Type to Opportunity # in the “Opportunity ID” field (leave the rest blank), click “Search”. If the Opportunity is found and linked, info will auto populate on the Opportunity tab.
Note - If you do not know the Opportunity ID, go to grants.gov and click on the “Search Grants” tab. 
Forms: When your proposal is mostly complete, Select the forms you want to see populated and click “Create PDF”. If there are errors, you will need to correct them before you are able to see how the forms are being populated.
Be sure to check the yes box next to “RR Budget” if your proposal includes subawards.
Submission Detail: After your proposal is submitted, details will be populated here.
User Attached Forms: Do you want to suggest reviewers? Click on the Form Name for the Suggested Reviews attachment under the Forms tab. Upload the completed (fillable) form under User Attached Forms.  Other unsupported forms may need to be attached here – if so, you will receive an error with instructions.

	BASICS: Delivery Info
	
	Submission By: RAO (ORCA)
Submission Type: System to System
Leave the remaining fields blank

	BASICS: Sponsor & Program Info
	
	Sponsor Deadline Type: If there is no deadline, select “Target” and list the date you intend to submit in the “Sponsor deadline” field. Notice of Opportunity: Federal Solicitation
Federal Opportunity No: autofills if you have linked to the Opportunity
Opportunity Title: autofills if you have linked to the Opportunity
Subawards: click on the box next to “Yes”, if your budget will include subawards to BYU.
Sponsor Proposal ID: leave blank
Sponsor Div Code: look up the Division Code and Sponsor Program Code at … link.
Sponsor Program Code: look up the Division Code and Sponsor Program Code at … link.
Science Code: Select the most applicable science code from the pulldown list
Anticipated Award Type: select the type of award you expect
Agency Routing Identifier: leave blank
Prev Grant.Gov Tracking ID: leave blank

	BASICS: Organization & Location
	
	Will there be Subawardees under BYU? If so, add them to the proposal under the “Other Organizations” tab? – If you do not find them in Kuali, email rao.byu.edu, requesting they be added.
Inform the subaward organizations that BYU will need an SF424 budget form (that you download from the Forms tab in the “S2S Opportunity” section). You will upload the completed SF424 Budget form into the subaward section of the budget.

	KEY PERSONNEL:
	
	Click “Add Personnel” to add project CoPIs and Key Personnel. Add the PIs for each subawardee as a non-employee. If they are not found, add them to the Addressbook.

	KEY PERSONNEL: Personnel—Details
	
	Add the NSF IDs for each Key Person

	KEY PERSONNEL: Personnel—Organization
	
	S2S proposals – add plus 4 zipcode

	KEY PERSONNEL: Personnel—Unit Details 
	
	PIs & Co-PIs that are department chairs or associate deans, update their unit to their home unit (the default is the dean’s office)

	
	
	

	KEY PERSONNEL: Personnel—Proposal Person Certification
	
	Certification only required for PI and CoPIs

	COMPLIANCE
	
	Are all needed compliance entries added?

	ATTACHMENTS: Proposal

All need to be PDF documents
	
	Project Summary – Are all the required headings there?
Project Description (Attachment type – “Narrative”)
Bibliography/References
Budget Justification
Facilities
Equipment
Data Management Plan – 2 page limit
Any attachments that need to map to Supplementary Docs in Fastlane/Research.gov should have the attachment Type “Other” then in the Description list what the attachment is, i.e. “Letters of Commitment/Support”. – the description should not be longer than 52 characters?

	ATTACHMENTS: Personnel


All need to be PDF documents
	
	Biosketches
Current and Pending Support (include this proposal as pending)
If using the NSF fillable form for Biosketches and C&P – upload the fillable forms – do not flatten them (note -they do appear blank when looking at them in the forms view). 
If using SciENcv, follow directions provided by NSF Approved Formats. No problems have been found when using SciENcv upon S2S submission. 
Collaborators document – must be saved as a pdf

	QUESTIONNAIRE: BYU
	
	Do any responses require compliance entries?

	QUESTIONNAIRE: S2S
	
	Complete?
International Activities – if it is not known what countries will be involved, type “Worldwide”. Do not add anything to the “Briefly Explain” field – it will cause errors.

	BUDGET
	
	For instruction on budget entry – go to the S2S Budget section of the Kuali Tutorial or view one of the S2S training videos.  But, some items to check are:
Budget Justification matches the budget?
Is salary requested for all PI/Co-PIs? If not, the proposal cannot be submitted S2S. 
Participant Support – this is not regular student wages, tuition, or human subjects’ payments – see the PAPPG.

	SUPPLEMENTAL INFORMATION - NA
	
	

	SUMMARY/SUBMIT
	
	Check route log for appropriate routing



NOTATIONS


[bookmark: _Hlk64619777]Budget Justification: PAPPG Chapter II.C.2.g(i)(a), Senior Personnel Salaries & Wages Policy - “It is the organization’s responsibility to define and consistently apply the term “year”, and to specify this definition in the budget justification.” 
We suggest that you add the following statement “For the purposes of NSF’s limitation on salary compensation, BYU defines “year” the same as the academic year, September 1 through August 31.” 

Other reminders:
Project Description – Be sure to follow the section guidance in the PAPPG (page II-11). 
Bio Sketch – Make sure you do not have more than 5 distinct examples of Synergistic Activities.
Current and Pending Support – Make sure to add this new proposal as pending.
References – Do not use any “et.al.”, list all author’s names.


