» Research.cov How to Prepare & Submit a Pl
O Cuir TS e ANy Transfer Request in Research.gov

* This guide focuses on how the Principal Investigator’s (PI) original organization and the PI’'s new organization
prepare and submit a Pl Transfer request to NSF in Research.gov to facilitate the transfer of an award and the
assignment of remaining unobligated funds to the PI’'s new organization.

* Requestors are strongly encouraged to refer to Proposal & Award Policies & Procedures Guide (PAPPG)
Chapter VII.B. for policy guidance governing Pl Transfer requests. Policy-related questions should be directed
to policy@nsf.gov.

* Contact the NSF cognizant Program Officer or the NSF Grants and Agreements Official for questions about
eligibility requirements for the specified award.

* System-related PI Transfer Frequently Asked Questions (FAQs) are available at the end of this guide.

Overview of Pl Transfer Request Preparation and Submission Process in Research.gov

Successful submission of a Pl Transfer request to NSF involves both the PI’'s new and original organizations.
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Steps for PI's Original Organization

Step o Original organization contacts the new organization AOR/SPO/PI offline to obtain or confirm key
new organization information prior to initiating the Pl Transfer in Research.gov. This is a critical and
necessary step to ensure that the Pl Transfer is routed to the correct new organization in
Research.gov.

Key new organization information required for a Pl Transfer:

1. Unique Entity Identifier (UEI)

2. New Awardee Organization Name associated with UEI

3. System for Award Management (SAM) Legal Business Name associated with UEI
4

. Address associated with UEI

An organization may have multiple UEIs listed with the same or similar names. It’s critical that the correct UEI be
selected in Research.qov so that the Pl Transfer request is routed to the intended new organization. Pl
Transfer requests routed to an incorrect new organization (i.e., an incorrect UEI is selected) will result in delayed
submission to NSF and request processing.
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Step e Original organization PI, SPO or AOR signs into Research.gov to initiate the Pl Transfer request.

* Open Research.gov.
* Click Sign In located at the top right of the screen to enter credentials.

¢ Sign In on the NSF User Sign In page.
For more Information on how to Sign In please visit the Research.gov Sign In Help page.

Step e Original organization PI, SPO, or AOR initiates the new Pl Transfer request in Research.gov.

* Select Notifications & Requests from the Awards & Reporting tile or from the top menu bar on the Research.gov
homepage.
* Click the Prepare New button on the Notifications & Requests screen.

* Choose the Changes in PI/PD, co-Pl/co-PD or Person-Months Devoted to the Project at the Initiation of the
Awardee Organization (Including Pl Transfer) radio button and click the Go button.

* Enter the Award Number and click the Prepare New button.
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Notifications & Requests

Change Organizatien

o Prepare New Notification / Request

£ Back to Notifications & Requests

Step 1: Select type of change

DAl

") Budget Activities
1 Mo-Cost Extensions
y Changes in Objectives, Scope. or Methodology and other Significant Changes

@ Cnhanges in PEPD, co-Piico-PD or Person-hMonths Devoled Lo the Project al the Iniliation of the Awardee Organization (InCluging P1 Transfer)
1 Post-award LisClosure of Curient SUpport and 1A-Kind Contnbution Information
1 Other

Step 2: Select notification / request

*The “Other Reguest” option must only be used to submit requests for prior approval specfied m PAPPG Chapter X A 3. that do not already have a specific request type. In a
wihen specified in the applicable terms and condiions. Any reques! submified thal does not meat these criteria will be rejected

PI/PD or co-Plico-PD Transfer from One Organization to Another v Go

Step 3: Enter award number and click "Prepare New'.
O —
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Transfer Request in Research.gov -
Original Organization Steps

Step o Original organization completes Request Details information including selecting a start date of
transfer and the new awardee organization.

2. Transfer Request Documents 3. Review

Grant Transfer Request

Request Details

Start Date of Transfer

“Requested Start Date (mm/ddiyyyy): [im}
Original Organization
Organization Name Unique Entity Identifier(UEI) Address
University 1 ABC123DEF456 123 Main Street, CA917115801 US

New Organization Select New Awardee Organization

* Search for the new awardee organization either by organization name or by UEI using the information
from Step 1.

* Click the Search button.

Add New Awardee Organization
Organization Name Unique Entity Identifier (UEI) ©Wnat is a LEI

& - =
Add New Awardee Organization

* Confirm the intended new awardee organization by the listed UEI in the UEI column and then select the
corresponding radio button.

* Click the Add New Awardee Organization button after confirming the correct new awardee has been selected.

Add New Awardee Organization I M PORTANT
Organization Name Unique Entity Identifier (UEI) @VWhat s a UEI?
o
Please double check that the new
Showing 110 7 of 7 . . . .
i iy e B awardee organization information
Select] Organization Name (VEN Address . .
— matches the information from Step 1

® AB? Ung:;;“{.::ii:?;’:: istel.LOWS OF AAAISABBE1ES Lﬂ Example Add, ME 021385801 . . i

AR g for the new organization:

A:ﬁ:i“:::;"::::?ﬂ:l ;:a_;il_wws o 111ABA2228AB 123 Other Street, MA 021631011 US 1 . Organization Name

f:fz::‘r\g;rg;soumm O EMERGING ARASGTABCTES ZZS'MW"”BWD' MAREC BT 2- SAM Legal BUSineSS Name

O View SAM Legal Business Name

I 3. UEI - Remember that some
p | oo EREmmeR it A :

bl organizations have multiple

g"\:x“::;:":‘j:‘;‘rjlzh":f"“’ 9BTCBABSACBA 333 W Avenue, MA 021156028 US UEIS, so It‘s Cf‘ltlca/ that the
D | R A e iac i HERSUS correct UEI is selected to ensure
o ABC Usiveny g Scoo e 1121 R et A a timely and successful Pl

O View SAM Legal Business Name 021156027 US

T Transfer request.
4. Address Associated with UEI
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O THE e ComER Original Organization Steps

* If an incorrect new organization was selected, the original organization can correct that and make a new
organization selection by clicking the Select New Awardee Organization button again and repeating Step 4.

* This process can be repeated until the original organization confirms that the selected new organization
information (i.e., UEI, Organization Name associated with UEI, SAM Legal Business Name associated with
UEI, Address associated with UEI) matches the information from Step 1.

Grant Transfer Request

Request Details

Start Date of Transfer

“Requested Start Date
(mmiddlyyyy):

Original Organization

Organization Name Unique Entity Identifier(UEI) Address
University 1 ABC123DEF456 123 Main Street, CA 917115901 US

New Oxanczation |
Organization Name Unique Entity Identifier{UEI) Address

ABC University, PRESIDENT &

EELLOWE OF Visw Contat informaiion: | AAA123B8B128 111 Example Add, MA 021385801 US

Step e Original organization completes Award Amount section and uploads required documents on the
Transfer Request Documents page.

The original awardee organization should do an account reconciliation to make sure that they have
either drawn down all expenses or have accounted for any expenses not yet drawn down including
reviewing such items as unreimbursed payroll expenses, subawardee expenses not yet billed, travel
expenses, cost sharing (if included on the original award), and equipment expenses.

* Mandatory document file uploads:
" Brlef Summary Of ProgreSS to Transfer Request Documents
Date
= Description of Work to be
Accomplished : Eooee

¢ Additional optional documents may be
uploaded as Other Supplementary
Documents.

December 14, 2023 958,07 AM

Description of wiork yet to be accomplished December 14, 2023 9:56:28 AM
Budgel(s) December 29, 2023 558:28 AM

Budget Justification(s)

AdaiDelete Non co-PI Senior Personnel
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e Original Organization Steps

Step e Original organization confirms information on the Review page for the proposed Pl Transfer request
and AOR sends the request to the new organization.

* The original organization Pl or SPO can initiate a Pl Transfer request in Research.gov but only the original
organization AOR can send the request to the new organization AOR via Research.gov. The screenshot below
shows a PI Transfer request forwarded by the original organization Pl or SPO to the original organization AOR.
The original organization AOR has the option to edit, forward, or delete the request as shown in the Actions
column.

Notifications & Requests University 1

© Prepare New
Items Needing Action

Showing 1to 2 of 2

Award Award Last Action

Number Date Prepared by Notification / Request Type Status Date Actions

1234567 08/15/2021  Doe, John PI/PD or co-Pl/ico-PD Transfer from One Work in 02/02/2024 Edit | Forward |
Organization to Another Progress Delete

¢ If any information (e.g., new organization UEI) requires correction, click the Previous button to go back and
make edits.

* Once the Review page information including required certifications is confirmed, the original organization AOR
clicks the Save & Forward to AOR button to send the request to the new organization. The original organization
concurs with the transfer of the award by electronically forwarding the request to the new organization in
Research.gov.

1. Request Details 2 Transter Request Documents

Review
Proposed Pl Transfer Request

Transfer Organization

Organization Name: University 1
Address 123 Maln Sireel, CA917115901 US

New Awardee Organization

ABC University, PRESIDENT & FELLOWS OF

111 Example Add, MA 021385801 US
021002024

Original Award Amount {including amendments actually  $135,000

awarded, if any);
Total Disbursements and Unpaid Obligations (at start date $80,665
of transfer)

Unabligated Balance (Amount to be transfered): $54,335
Grant #: 1234567

[ Print Request Form || [3 Print Budgen(s) || (1 Print Entire

Pravious Save & Forward to AOR

supreng and submutting the tha awardo 15 (1) cordying that statmants
e hieren are true 8nd comglele 10 the best of hisier knowledge, Bnd (2) Bgreeing 1o accept the obigetion to
‘comply wih NST award lerms and conditions  the notification/requarst is granted. Wil provision of faise
information in andits uments o in et undor an ensuing
award s & crimnal offonse (US Cods, Tita 16, Saction 1001)

‘s Written Policy or Code-of-Conduct that Addresses
Sexual Harsssment, Other Forms of Harassment, and Sexual Assault
(This certification I only applicable to travel proposals)

By elecironically signing the Cover Sheat, the ADR is certifying that prior 1o tha propaser's paricigation in tha
moeting, the proposer wil assur Bt tho meting cranizor has a wiitlon policy o codo-of conduc that
sddresses sexual harsssment, otter fomms of harsssment, and sexusl sssault, and that includes clear snd
aocessible means of reporting violabons of Uhe polcy of code-of-conduct. The pobicy of code-of-contuct must
acdress U mathod for making & COmplant as weil &S how any COmPLANLS TeCeived Guring e Meeting wil be
resoived The proposer i not raquired to submit the masting arganizer's policy or code-of-conduct for feview by
NsH

Certification Regarding Family Leave Status lor equivalent)
(This certification I oniy applicable o career life balance supplemental funding requests)

By inctroncally signing the cartiication pagers, tha Authorzed Omanizaonal Reprasantatve haraty corlfies
it 11 roquerst foi & lechiican (of equivaent) i b e (Pico-Plsenr parsonnel’ NSF Graduala
Ressarch Fofosiposidocion researcher/graduste student) i, or wil ba, on family leeve status (o equivalent)
from the organization in accordance wilh the organizaton's pobicies. The Authorized Organz stional

R affirms, that the abie 10 fill the positon for which funding s being requested, in
an appropriale tmetrame
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Transfer Request in Research.gov -
Original Organization Steps

Step Original organization AOR confirms receipt of system-generated email confirmation after the PI
Transfer request has been forwarded to the new organization in Research.gov.

* The system-generated email confirmation is sent to the AORs at the original organization and at the new
organization. The original organization Pl and SPO will also receive the email confirmation if they were
involved in initiating the Pl Transfer request in Research.gov. The sender email address is
NotificationRequests@nsf.gov.

* The new organization accesses the Pl Transfer request in Research.gov.

Example System-generated Email Confirmation After Request Sent to New Organization

Subject: A Notification/Request has been forwarded to ADR

Thiu Deec O7 11:48:27 EST 2023

Recipiont st johndos @ sho sty dosjohn G abe sdy  smith G
A Notfication/Request has been forwarded 1o ADR. Pleade uwse Research.gov application Lo view this request
Awrard Detaily

] P First Name: Jobn

®  Pllast Mame Sty

P E-iad address: johndos @ abs adu

o Award Number 12345667

Motificathon/Reguest Detalls

Watdication Reguest Type PIMPD or co-Plfoo- PO Tranaler from One Ouganir ation to Anclher

Please use Research.gov application to review and submit this request

Pl Transfer Requests Returned to the Original Organization by the New Organization

* If the new organization returns the PI Transfer request to the original organization, the request will be in the
original organization AOR’s queue. The original organization AOR can send it to the Pl or SPO in
Research.gov if they initiated the request for follow-up action.

e If the Pl Transfer request is returned to the original organization, the request may be edited or

mpletely r he original organization. If the r i mpletely r he original
organization must delete the existing Pl Transfer request as Research.gov does not permit multiple
in-progress Pl Transfer requests for a specified award.

* Once the new organization returns the Pl Transfer request to the original organization, the new organization
can only view the request in Research.gov.

Questions?

IT system-related questions and technical questions may be directed to the NSF IT Service Desk at
1-800-381-1532 (7:00 AM — 9:00 PM Eastern Time; Monday — Friday except federal holidays) or via
rgov@nsf.gov. Policy-related questions should be directed to policy@nsf.gov.
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Steps for PI’s New Organization

Step a New organization AOR signs into Research.gov to access the Pl Transfer request sent by the
original organization.

* Open Research.gov.
* Click Sign In located at the top right of the screen to enter credentials.

* Sign In on the NSF User Sign In page.
For more Information on how to Sign In please visit the Research.gov Sign In Help page.

Step e New organization AOR selects Notifications & Requests from the Awards & Reporting tile or from
the top menu bar on the Research.gov homepage.

_Research.cov et | s O e |y Promse | Consact | e | Abeat
DAL ShanTs A GAMENT

Step e New organization AOR locates the Pl Transfer request sent by the original organization AOR.

* New organization AOR has the option to edit, submit, or delete the request as shown in the Actions
column.

* Once the original organization forwards the Pl Transfer request to the new organization, the original
organization can only view the request in Research.gov.

Notifications & Requests ABC University

Showing 1to 4 of 4

Award Award Last Action
Number Date Prepared by Notification / Request Type Status Date Actions

1234567 08/15/2021 Doe, John PI/PD or co-Pl/co-PD Transfer from One Organization to Fonwvarded to 02/13/2024 Edit | Submit |
Ancther AOR Delete
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Step o New organization AOR completes PI Transfer request information and uploads required documents
on the Transfer Request Documents page.

* New Primary Place of Performance can be updated by the new organization if necessary.

* New organization updates the Budget on the Transfer Request Documents page by allocating the
unobligated balance amount from the “Other” row/column to the appropriate Budget sections.

* New organization uploads the Budget Justification file on the Transfer Request Documents page.
* New organization uses the Optional section of the Transfer Request Documents page to:

= Upload a Mentoring Plan. A Mentoring Plan is mandatory if the Budget section includes funding
for postdoctoral fellows or graduate students.

= Upload other supplementary documents.

= Add or delete non-co-PIl Senior Personnel.

1. Request Details 2. Transfer Request Documents 3. Review

Transfer Request Documents

Request Details

Transfer Request Documents

€ Important Proposal Preparation Information: Research gov will check for required sections of the full proposal, in accordance with Proposal & Award Policies &
Procedures Guide (PAPPG) instructions described in Chapter I1.C.2. The PAPPG requires submission of: Project Summary; Project Description; References Cited;
Biographical Skeich(es); Budget, Budget Justification; Current and Pending Support; Facilifies, Equipment & Other Resources; Data Management Plan; and
Postdoctoral Mentoring Plan., if applicable. If a required section is missing, Research gov will not accept the full proposal. Proposal preparation instructions for certain
types of proposals (see PAPPG Chapter ILE.) and for specific solicitations may deviate from the PAPPG instructions. Please refer to the instructions provided in the
funding oppertunity for which you are applying. Warning: Information regarding Collaborators and Other Affiliations (COA) is required for most proposal types (PAPPG
II.C.1.e). Failure to submit a COA template for each senier personnel will result in proposals being returned without review. For more information, visit Collaborators
and Other Affiliations Cover Sheet.

Brief Summary of Progress to Date December 14, 2023 9:59:07 AM
Description of work yet to be accomplished December 14, 2023 9:59:25 AM
Budget(s) December 29, 2023 3:59:25 AM

Budget Justification(s)
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Transfer Request in Research.gov -
New Organization Steps

Step New organization AOR reviews the Pl Transfer request information and submits it to NSF or returns
it to the original organization.

¢ Submit to NSF: New organization uses the Save & Submit to NSF button to submit the Pl Transfer

request to NSF.

» Submission of the request constitutes agreement by the new organization to assume
responsibility for completion of the project effort and to administer the award (as originally
awarded) from the transfer date to completion in accordance with any special terms and
conditions and the applicable general terms and conditions that normally govern NSF awards
made to the new organization. Special terms and conditions, as appropriate, cited in the original

award will convey to

the new recipient organization.

» Once the Pl Transfer request is submitted to NSF, the request cannot be withdrawn, edited, or

deleted by the new o

* Return to Original Organiz
Transfer request back to the

rganization or the original organization.

ation: New organization uses the Return to Preparer button to send the PI
original organization. Once the PI Transfer request is returned to the

original organization, the original organization can edit or delete the request. If the request is completely
restarted, the original organization must delete the existing Pl Transfer request as Research.gov does
not permit multiple in-progress Pl Transfer requests for a specified award. Once the new organization
returns the Pl Transfer request to the original organization, the new organization can only view the

request in Research.gov.

¢ Continue Working on In-progress Request or Cancel Request: New organization uses the Cancel
button to leave the request in an in-progress state in Research.gov and work on it later. The Cancel
button can also be used by the new organization to return to the Items Needing Action page to delete

the PI Transfer request. The
Organization Step 3).

Delete option is in the Actions column (see screenshot in New

1. Request Details

Review

Address:

Grant # :

Proposed Pl Transfer Request

Transfer Organization

Organization Name: University 1

New Awardee Organization

Organization Name: ABC University, PRESIDENT & FELLOWS OF
(View Contact Information)

Address: 111 Example Add, MA 021385801 US

Start Date of Transfer: 02/09/2024

Original Award Amount (including amendments actually $135,000

awarded, if any)

Total Disbursements and Unpaid Obligations (at start date $80,665

of transfer):

Unobligated Balance (Amount to be transfered): $54,335

‘ [A Print Request Form | [3 Print Budget(s) | [3 Print Entire Proposal ‘

123 Main Street, CA 917115901 US

1234567

Previous

Save & Submit to NSF Return to Preparer

Version 1.0 (July 2024)



How to Prepare & Submit a Pl
Transfer Request in Research.gov -

Research.cov

ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

New Organization Steps

Step e New organization AOR confirms receipt of system-generated email confirmation after the Pl Transfer
request has been submitted to NSF in Research.gov.

The system-generated email confirmation is sent to the to the AOR at the new organization and the AOR of the
original organization. The original organization Pl and SPO will also receive the email confirmation if they were
involved in initiating the Pl Transfer request. The sender email address is NotificationRequests@nsf.gov.

The status of the Pl Transfer request in Research.gov changes to Submitted to NSF.

Example System-generated Email Confirmation After Request Sent to NSF

A MotftationReques! has been tubmitted 1o NSF

Hatificat o ol gov «Molific Requests @t govs
To  DOS TSI NoURcEton s Sad Regueits Support, DNS ITEIS NebMicaBond nd Rogusil Sepport DIS TSI NotRcEtans Bnd Requeits Bupport, -4 mers
Tue Fob 20 12:20:43 EST 2024
Bacipiant Bik
Thia s the ADR's copy of this notfication/request. Please note all reguests requirs NSF appeol prior 1o taking action.
Award Details

Motification/Reguest Detadls
Sepnfe aton Met es! Typs PUPD o9 Co-PUCO-PD Trasater frim Ons Organizatson 10 Anshes

Ploods use Ressnrch Jov application 1o revew e BURITIT T rogUeEL

Thid #-rmdil wod a5 oM &n eddneid [T cannct socapt Mcoming email tharetors plaasa 0O NOT REPLY TO THIS MESSAGE

Questions?

IT system-related questions and technical questions may be directed to the NSF IT Service Desk at
1-800-381-1532 (7:00 AM — 9:00 PM Eastern Time; Monday — Friday except federal holidays) or via
rgov@nsf.gov. Policy-related questions should be directed to policy@nsf.gov.
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Research.cov Transfer Request in Research.gov -

{ FOR THE NSF COMMUNITY System_related FAQS

1. Why should the original organization contact the new organization offline to confirm the new
organization’s UEI prior to initiating the Pl Transfer request in Research.gov?

An organization may have multiple UEls listed with the same or similar names. It’s critical that the
correct UEI be selected in Research.gov so that the PI Transfer request is routed to the intended
new organization. Pl Transfer requests routed to an incorrect new organization (i.e., an incorrect
UEI is selected) will result in delayed submission to NSF and request processing.

2. Who can initiate a Pl Transfer request at the PI's original organization?

The original organization Pl, SPO, or AOR can initiate a Pl Transfer request in Research.gov. If the
Pl or SPO initiates the Pl Transfer request, it must be forwarded to the original organization AOR.
Only the original organization AOR can forward the Pl Transfer request to the PI's new organization
in Research.gov.

3. Who is the recipient of the Pl Transfer request at the new organization?

The PI Transfer request is sent to the AOR(s) of the new organization. The new organization
AOR(s) will receive a system-generated email notification when the Pl Transfer request is
forwarded from the PI’s original organization in Research.gov.

4. Who submits the Pl Transfer request to NSF?

The new organization AOR submits the PI Transfer request to NSF in Research.gov. Once
submitted to NSF, the PI Transfer request cannot be withdrawn or edited by either the new or
original organization.

5. Who can return the Pl Transfer request to the original organization and what happens to the
request?

The new organization AOR can return the PI Transfer request to the original organization AOR. If
the PI Transfer request is returned to the original organization, the request may be edited, deleted,
or completely restarted by the original organization. If the request is completely restarted, the
original organization must delete the existing Pl Transfer request as Research.gov does not permit
multiple in-progress Pl Transfer requests for a specified award. The original organization AOR can
delete the request by selecting the Delete option in the Actions column of the Items Needing
Attention table on the Notifications & Requests page. Once the new organization returns the PI
Transfer request to the original organization, the new organization can only view the request in
Research.gov.

6. What actions are available to each organization after the Pl Transfer request is forwarded to the
new organization?

The original organization can only view the request in Research.gov. The new organization AOR
can either submit the request to NSF, return it to the original organization, or delete it.

Version 1.0 (July 2024) 1
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FOR THE NSF COMMUNITY System-related FAQS

7. What actions are available to each organization if the Pl Transfer request is returned to the
original organization?

The new organization can only view the request in Research.gov. The original organization AOR
can return the request to the initiator (i.e., original organization Pl or SPO), edit the request and
forward the request again to the new organization, or delete it.

8. Are there differences in what | should enter in the Budget section for standard grants versus
continuing grants?

When the Pl Transfer request is forwarded from the original organization to the new organization, all
funds in the current year budget are entered under Other Direct Costs. The new organization must
reallocate budget funds to the appropriate line items in the current year budget for both standard
and continuing grants before submitting the request to NSF. Additional budget years will display for
continuing grants, and the new organization has the option to revise the allocations inherited from
the original organization for the other years. Please see the Proposal & Award Policies &
Procedures Guide (PAPPG) Definitions section for how NSF defines standard grants and
continuing grants.

9. What happens to a subaward(s) if an award is transferred to a new organization through a PI
Transfer?

If NSF approves the proposed Pl Transfer from the original organization to the new organization
and the process has been completed, the new organization can then initiate a Subawarding,
Transferring or Contracting Out Part of an NSF Award request in Research.gov to add the
subaward(s). Refer to Proposal & Award Policies & Procedures Guide (PAPPG) Chapter VII.B. for
more information and contact the NSF Grants and Agreements Official if you have questions.
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