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           Overview of FastLane and CAREER Proposal Submission
The following sections of this document can be accessed directly by selecting the appropriate heading:

I. General Instructions

II. Requirements for Using FastLane Proposal Preparation

III. Software Requirements

IV. Who to Contact if You Encounter Problems

V. PI Instructions for Using FastLane to Prepare a CAREER Proposal Cover Sheet and Project Summary

VI. Instructions for the Sponsored Research Office for Submitting the CAREER Cover Sheet and Project Summary via FastLane

I. General Instructions
The FastLane project, in existence since February 1995, uses the Internet and World-Wide Web to exchange information between NSF and its external community. 

The official guidelines for submission of CAREER proposals can be found in the publication Faculty Early Career Development (CAREER) Program Guidelines for Submission of Proposals (NSF 98-103), available from the CAREER Web page.  (From the NSF Home page <www.nsf.gov>, select “Crosscutting Programs,” then “CAREER.”)  This document provides specific information for FastLane submission of CAREER proposals.

You may submit your CAREER proposal either by paper copies or electronically using FastLane.  If you are submitting your proposal using paper copies rather than electronically, you are required  to submit the proposal cover sheet and project summary to NSF using FastLane.  Choose only one of these methods (either FastLane cover-and-summary submission or full FastLane proposal).  If you are not registered with NSF as a Principal Investigator (PI), or your institution is not registered to use FastLane, refer to section II of this document, “Requirements for Using FastLane Proposal Preparation.”  Directions for adding a new PI and registering an institution to use FastLane are provided in that section.  Since it takes approximately one week for these processes, it is recommended that they be done at least one week before the CAREER deadline.

Instructions for FastLane cover-and-summary submissions follow in this document.  Instructions for full FastLane submissions can be found on the Web at http://www.fastlane.nsf.gov/a1/newstan.htm.

All CAREER proposals, including FastLane submissions (full proposal or cover-and-summary) and paper copies, must be received at NSF by 5:00 p.m. Eastern Time on July 22, 1998.  Proposals received after the deadline will be returned without review.  If you submit your full proposal using FastLane, your original signed documents (including the cover sheet and other original forms and documents) must be received by the appropriate CAREER division contact by 5:00 p.m. Eastern Time on July 29, 1998.

Should you wish to be considered for the Presidential Early Career Awards for Scientists and Engineers (PECASE), you must complete, sign, and date the PECASE Information Form (NSF form 1317A).  This form is not available in FastLane, but is available in electronic format from the CAREER Web page.  (From the NSF Home page <www.nsf.gov>, select “Crosscutting Programs,” then “CAREER.”)   The PECASE Information Form should not be scanned into the full FastLane proposal submission, as only the original should be submitted because this form is not sent to reviewers.

For full proposal submission using FastLane:   After you have submitted your electronic (FastLane) proposal by the submission deadline (5:00 p.m. Eastern Time on July 22, 1998), the original only of the following paper documents and forms must be received by the CAREER division contact listed in the back of the CAREER Program Guidelines for Submission of Proposals, NSF 98-103, by 5:00 p.m. Eastern Time on July 29, 1998:  the original signed cover sheet (pages 1 and 2) with the FastLane-generated proposal number, and any single-copy or signed additional forms and documents (if applicable), such as the PECASE Information Form (NSF Form 1317A); the EPSCoR Certification Form (NSF Form 1404); any deviation authorization; an NSF approval for exemption from CAREER eligibility requirements; a list of suggested reviewers to include or not to include; and any letters describing collaborative efforts.  In the address include the following:  “CAREER:  NSF 98-103, original documents.”  We suggest that the one-page “Departmental Endorsement and Certifications” and any letters from collaborators be scanned into your full FastLane proposal as the back section of your project description PDF file (with the originals sent to NSF as directed above), because these documents will go to the reviewers.  Complete instructions for full FastLane proposal submissions can be found on the FastLane Web page at http://www.fastlane.nsf.gov/a1/newstan.htm.

For FastLane cover-and-summary submission:  In addition to the electronic (FastLane) cover sheet and project summary, the complete proposal (original with signatures plus the required copies) including all forms and documents as specified in the CAREER Program Guidelines for Submission of Proposals, must be received by the NSF Proposal Processing Unit (PPU) at the address below by 5:00 p.m. Eastern Time on July 22, 1998.  The required number of copies can be found next to the Division abbreviation and code in the section “CAREER Contacts by Directorate” in the CAREER Program Guidelines for Submission of Proposals.  

Proposal packages (for FastLane cover-and-summary submissions) should be sent to: 

NATIONAL SCIENCE FOUNDATION PPU

Announcement No. NSF 98-103, CAREER PROGRAM
4201 WILSON BLVD.  ROOM P60

ARLINGTON VA  22230

Do not send original documents for full FastLane proposal submissions to the NSF PPU.  As directed above, they should be sent to the appropriate CAREER division contact.

II.  Requirements for Using FastLane Proposal Preparation
The following steps are required in order to use the FastLane Proposal Preparation feature. 

· To use the FastLane Proposal Preparation feature, you have to be at a registered FastLane institution.  A list of registered FastLane institutions is located at http://www.fastlane.nsf.gov/a0/fastlane_insts.htm.  If your institution is not registered, contact your institution’s Sponsored Research Office (SRO) so they can register by filling out the registration form located at http://www.fastlane.nsf.gov/a0/instructions/welcom.htm.  This should be done at least one week before the CAREER deadline.

· To use the FastLane Proposal Preparation feature as a Principal Investigator (PI), you have to be known to NSF as a PI. 

PIs who have never submitted a proposal to NSF cannot use the FastLane Proposal Preparation feature until their information is provided to NSF.  This information can be sent either by the individual PI or by a grants official at the institution.  To provide information on first-time PIs, at least one week before the CAREER deadline, send an e-mail message to fladmin@nsf.gov with the following information about each individual: 

Name 

Highest Degree and Year Conferred 

Present Institution

Department 

Street Address 

City, State, Zip 

Social Security Number 

E-mail Address 

Business Phone 

Fax Number 

An e-mail message confirming that the data have been entered will be sent to the individual

who initiated the request. 

· To use the FastLane Proposal Preparation feature, you have to have a FastLane Personal Identification Number (PIN). 

Your institution's Sponsored Research Office (SRO), or equivalent, is responsible for creating a PIN for each individual FastLane user.  This PIN will be required each time an individual wishes to make FastLane transactions.  SRO officials should read the instructions on adding FastLane users and initializing and changing user PINs, which are located in the "Institutional Management of FastLane Instructions" section (http://www.fastlane.nsf.gov/a0/instructions/insappin.htm) of the "Information About FastLane" document. 

III.   Software Requirements
To prepare a cover sheet using FastLane, you will need: 

   1.  Netscape Navigator 3.0 or above or Microsoft Internet Explorer 4.0 or above. 

Downloading Netscape Navigator 3.01 from the Web
· Go to the FastLane Web Page (http://www.fastlane.nsf.gov). 

· Click on the "How to Use FastLane" button. This will take you to a screen labeled

"Using NSF FastLane." 

· Scroll down to find the heading "Recommended Client Capabilities," and click on the bulleted Netscape link. 

   2.  Adobe Acrobat Reader 3.01 or above. 

     This program is needed for viewing and printing forms. 

Downloading Acrobat Reader 3.01 from the Web
· Go to the FastLane Web page (http://www.fastlane.nsf.gov). 

· Click on the "How to Use FastLane" button. This will take you to a page labeled

"Using NSF FastLane." 

· Click on the "Free Software from Adobe" link in the first paragraph of text. 

Instructions on "Launching Adobe Reader from within FastLane to View/Print Forms" can be found at http://www.fastlane.nsf.gov/a0/instructions/fladobe.htm. 

IV.    Who To Contact If You Encounter Problems
General questions concerning preparation of a CAREER proposal and non-technical FastLane questions should be directed to the appropriate disciplinary program or the directorate or division contact listed in the back of the CAREER Program Guidelines for Submission of Proposals.  If you encounter technical problems when using the Proposal Preparation feature on FastLane, you can reach the FastLane user-support staff by scrolling down any page and clicking on "Send Comments to NSF."  Be sure to include your name and e-mail address in the appropriate boxes before clicking on the "Submit Comments" button. 

For technical assistance, you can also contact FastLane at fastlane@nsf.gov well in advance of the deadline for proposal receipt. 

V.  PI Instructions for Using FastLane to Prepare a CAREER Proposal Cover Sheet and Project Summary
If you are submitting your CAREER proposal using paper copies rather than by FastLane, you are required to submit the proposal cover sheet and project summary to NSF using FastLane.  To access FastLane, go to the NSF Web Site at http://www.nsf.gov, then select "FastLane," or go directly to FastLane at http://www.fastlane.nsf.gov.  The electronic project summary provides detailed information about your project, and will be used to assist us with reviewer selection.

Because of the time required to obtain the necessary institutional authorizations and signatures, and to allow for mail or delivery of the paper copies of your proposal by the deadline, we strongly suggest that you process your FastLane cover sheet at least three business days before the July 22, 1998, deadline.  Additional time (at least one week) should be allowed if your institution has not been set up for FastLane submissions or if you have not been added to the NSF PI database.  Either you (the PI) or a grants official at your institution can register you for access to the FastLane Proposal Preparation feature by following the instructions below.  A list of registered FastLane institutions is located at http://www.fastlane.nsf.gov/a0/fastlane_insts.htm.  If your institution is not registered, contact your institution’s Sponsored Research Office (SRO).  Registration instructions for the SRO follow in this document.

Accessing the FastLane Proposal Cover Sheet Form
1. On the FastLane Web page (http://www.fastlane.nsf.gov), click on the "Proposal Preparation" icon. 

2. On the screen titled "Proposal Preparation," type in your last name, SSN, and PIN.

3. When you click on the "Proposal Preparation" button you will be taken to the "PI Information" screen.  Check the displayed PI information, scrolling down if necessary.  If any of the information is incorrect or missing: 

· Click on the "Edit Information" button at the bottom of the information listed. 

· Make the necessary changes. 

· Click on the "OK" button near the bottom of the form. (This saves the changes and

    returns you to the "PI Information" screen.) 

4. Go to the bottom of the "PI Information" screen.  In the "Proposal Actions" box, click "Standard Proposal," and then "OK." 

5. If you do not currently have a proposal in progress under FastLane, you will see the "New Proposal Information" screen.  Click on the "Create New Proposal" button, and you advance to the "Proposal Actions" screen.  (If you do have a proposal in progress under FastLane, you advance to the "Proposal Actions" screen without seeing the "New Proposal Information" screen.)  On this screen, click on the "Create Blank Proposal" button.

6. On the "Proposal Actions" screen, select your proposal from the "Proposals in Progress" list. Click on the "Edit" button below the box.  This will take you to the "Form Selector" screen. 

7. Select the cover sheet by clicking the button next to it and then by clicking on the "Go To Form" button. 

Filling Out Your Cover Sheet on FastLane
· On the cover sheet, in the field labeled "Program Announcement," type in "NSF 98-103" exactly as shown, with no additional spaces or characters. 

· The institution and institution code from the PI's record in the NSF PI database will be used to fill in the awardee and performing institution fields on the cover sheet.  Verify the awardee and performing institution.  Please make sure that all information is correct.  Changes may be made by selecting the "Awardee Institution Search" or "Performing Institution Search" button. 

When you have filled out all other fields, choose "OK" to save the data entries and return to the

"Form Selector" screen. 

NOTE: The Certification for Authorized Organization Representative or Individual

Applicant information that the PI enters can be edited by the Sponsored Research Office within the "Submit Proposal" module before submitting the proposal. 

Preparing the FastLane Project Summary 

Complete instructions on preparing and submitting a proposal, including the project summary, can be found from the FastLane Web page.  (From the FastLane Web page <www.fastlane.nsf.gov>, select “Proposal Preparation” and scroll down to “Instructions for Preparing and Submitting a Standard NSF Proposal via FastLane.”)

Once you have completed your cover sheet, there are three ways to prepare a project summary: 

1. You can cut and paste text from a word-processed document.  However, doing so will only transfer text.  Special formatting such as bold-facing, italicizing, and underlining will be lost in the cut-and-paste process. 

2. You can type text directly into the form using the interface provided.  Special formatting such as bold-facing, italicizing, and underlining cannot be included in a Web text block.  When the project summary is complete, choose "OK" to save the data.

3. You can upload the project summary as a Portable Data Format (PDF) file that you create by using Adobe Acrobat 3.X, Adobe Exchange, Adobe Distiller, or Aladdin Ghostscript 5.10.  Doing so will preserve the exact formatting you created.  To use the PDF file-upload capability or the automatic word wrap for text blocks, you must use a browser that supports these capabilities (Netscape 3.0 or later or MSIE 4.0).  For more details about "Converting Files to PDF and Uploading PDF Files," see the “Instructions” page referenced above.

Since the electronic copy of the project summary is for NSF use only, when you submit the paper copies of your proposal, you may print the project summary from FastLane or from the same word-processing system used to create the rest of the proposal.

NOTES: 

If you save your forms as a "template," you can re-use the data on the forms in future proposals. 

The "Submit Proposal" function has been changed so that a CAREER cover sheet and project summary can be submitted via FastLane without the rest of the proposal.  (Usually, only full proposals can be submitted via FastLane.)  If you choose the cover-and-summary submission option, you will receive warning messages indicating that other sections are missing.  You should ignore these messages if you are submitting just the cover sheet and project summary.  Do not fill out the FastLane “Biographical Sketch” form.  FastLane recognizes submission of that form as a full FastLane proposal submission.

Do not submit more than one CAREER FastLane cover sheet and project summary.  Only the first CAREER FastLane cover sheet registered by a PI will be accepted by NSF.  If an error is noticed after the cover sheet and project summary have been electronically submitted, make the necessary correction(s) on the paper copy that you submit to NSF and attach a note indicating the correction.

Allowing your Sponsored Research Office Access to the Cover Sheet and Project Summary
When you are ready for the cover sheet and project summary to be submitted, click on the "Allow SRO Access" button.  Make sure to allow time for your Sponsored Research Office or equivalent official to approve, copy and mail the proposal to meet the deadline.  Contact your SRO to inform them of the proposal ID. 

Print the cover sheet (and, if desired, the project summary and budget), and insert it into the printed copy of the proposal. 

To print the cover sheet, select the "Print" button provided in FastLane, and on the "Proposal Printing" screen select "Cover Sheet" and the "OK" button.  Your cover sheet will come up in Adobe Reader. 

Instructions on "Launching Adobe Reader from within FastLane to View/Print Forms" can be found at http://www.fastlane.nsf.gov/a0/instructions/fladobe.htm. To print your cover sheet, select File/Print from Adobe's menu. 

NOTE:  The project summary may be printed from FastLane or from the same word-processing system used to create the rest the proposal.
VI.   Instructions for the Sponsored Research Office for Submitting the CAREER Cover Sheet and Project Summary via FastLane
In order for your PIs to prepare their cover sheets on FastLane, they need to be known to NSF. 

To provide information on first-time PIs, at least one week before the CAREER deadline (July 22, 1998), send an e-mail message to fladmin@nsf.gov with the following information about each individual: 

Name 

Highest Degree and Year Conferred 

Present Institution 

Department 

Street Address 

City, State, Zip 

Social Security Number 

E-mail Address 

Business Phone 

Fax Number 

An e-mail message confirming that the data have been entered will be sent to the individual who initiated the request. 

Accessing the CAREER Cover Sheet and Project Summary
When the PI allows SRO access to the proposal, each person who is given permission to "Submit Proposals" will be sent an e-mail saying that the PI has "allowed SRO access" to the proposal.  After the PI clicks on the "Allow SRO Access" button, access the cover sheet and project summary by logging into the Institutional Management of FastLane application.  Only the modules that you have been given permission to see will show up in the Institutional Applications list.  Select the "Submit Proposals to NSF" module and click on the "OK" button. From this screen you can view, check, and submit the cover sheet and project summary. 

NOTES: 

Remember to submit the FastLane cover sheet and project summary before assembling the proposal for copying.  The number assigned to the proposal by NSF should appear on all the copies. 

The "Submit Proposal" function has been changed so that a CAREER cover sheet and project summary can be submitted via FastLane without the rest of the proposal. (Usually, only full proposals can be submitted via FastLane.)  If you choose the cover-and-summary submission option, you will receive warning messages indicating that other sections are missing.  You should ignore these messages if you are submitting just the cover sheet and project summary.

1. To submit the cover sheet and project summary, select the correct proposal, and click on the "Submit" button. 
2. When you hit the "Submit" button, FastLane will run a check to see if the cover sheet is complete.  If the cover sheet is not complete, a notice to that effect will come up.  You will then have to notify the PI of the changes that have to be made. You will receive warning messages indicating that some of the proposal sections are missing.  You should ignore these messages if you are submitting just the cover sheet and project summary.
3. You then need to scroll down and either verify or fill out the "Debt and Debarment Certifications" section and the "Certification for Contracts, Grants, Loans and Cooperative Agreements." 

4. Once you have filled out these sections, submit the proposal by selecting the "Yes" button. 

5. If the submission is successful, within a matter of seconds you will receive an electronic confirmation message within FastLane which will include the official proposal number.  The proposal number assigned by FastLane can be used for tracking the proposal during the review process. 

Printing the Cover Sheet
Once the proposal is submitted, the newly submitted proposal will now be in the lower portion of the list labeled "Submitted Proposals."  The SRO official then needs to print the Proposal Cover Sheet and Certification Page. 

1. To print the cover sheet, the SRO selects the proposal in the “Submitted Proposals” list and clicks on the "View" button.  If no proposals show up in the list, the SRO clicks on the “Display List” button.

2. The system will display the various proposal forms that can be printed for a proposal.  To print both the proposal cover sheet and certification page, the SRO selects the "Proposal Cover Sheet" form and clicks on the "OK" button.  The cover sheet will come up in Adobe Reader.  Instructions on "Launching Adobe Reader from within FastLane to View/Print Forms" are available on http://www.fastlane.nsf.gov/a0/instructions/fladobe.htm.  To print your cover sheet, select File/Print from Adobe's menu. 

3. Make copies of the proposal and cover sheet with the FastLane-generated proposal number on it, and submit to NSF according to the usual procedures for a paper proposal.  You need to substitute the first page of the cover sheet for the one produced by the PI.

The project summary may be printed from FastLane or can be printed from the same word-processing system used to create the rest the proposal.
The paper copies of the proposal MUST be received at the NSF Proposal Processing Unit (PPU) by 5 p.m. Eastern time, July 22, 1998, in order to be eligible.  (The address for the NSF PPU is shown earlier in this document.)

IMPORTANT:  Make sure that you print the second page of the cover sheet in time to obtain the required institutional signatures. (You can print the second page of the cover sheet BEFORE it is submitted in order to get the required signatures.) 
IMPORTANT:  For EPSCoR-certified proposals, write "EPSCoR" on the top-right corner of the signed original only. 

Send questions about FastLane or problems utilizing FastLane to fastlane@nsf.gov. 

CAREER program questions should be directed to the contacts listed at the end of the CAREER Program Guidelines for Submission of Proposals. 

______________________________________________________________________________
The National Science Foundation provides awards for research and education in the sciences and engineering.  The awardee is wholly responsible for the conduct of such research and preparation of the results for publication.  The National Science Foundation, therefore, does not assume responsibility for the research findings or their interpretation.

The National Science Foundation welcomes proposals from all qualified scientists and engineers and strongly encourages women, minorities, and persons with disabilities to compete fully in any of the research and education related programs described here. In accordance with federal statutes, regulations, and NSF policies, no person on grounds of race, color, age, sex, national origin, or disability shall be excluded from participation in, be denied the benefits of, or be subject to discrimination under any program or activity receiving financial assistance from the National Science Foundation.

Facilitation Awards for Scientists and Engineers with Disabilities (FASED) provide funding for special assistance or equipment to enable persons with disabilities (investigators and other staff, including student research assistants) to work on NSF projects.  See the program announcement or contact the program coordinator at (703) 306-1636.

The National Science Foundation has TDD (Telephonic Device for the Deaf) capability, which enables individuals with hearing impairment to communicate with the Foundation about NSF programs, employment, or general information. To access NSF TDD dial  (703) 306-0090; for FIRS, 1-800-877-8339.
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