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Overview

This document is intended to be used by PlIs for guidance with the Proposals, Awards and Status
module of FastLane only. SPOs (both original and new) should use the PI Transfer for the SPO
User Guide located under the Research Administration section of the FastLane Help page for all
Pl Transfer guidance.

When a PI plans to leave an organization during the course of a grant, the organization has the
prerogative to nominate a substitute Pl or request that the grant be terminated and closed out. In
those cases where the PI ‘s original and new organizations agree, NSF will facilitate a transfer of
the grant and the assignment of the remaining unobligated funds to PI’s new organization. The
following conditions apply to initiate a Pl Transfer Request:

1. PI Transfer should normally be completed with a tripartite agreement (involving NSF, the
PI’s original organization, and PI’s new organization)

Or

PI Transfer should normally be completed by a subaward arrangement between the PI’s
original and new organization, subject to NSF consent.

2. Mandatory information must be included:

a.

b.

C.

d.

A brief summary of progress to date.
A description of work yet to be accomplished.
A completed on-line transfer request.

A detailed line item budget for the transfer amount.

3. API Transfer is Grantee Request Type that requires NSF Approval.
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1. Prepare a Pl Transfer Request

To initiate a Pl transfer request, complete the following steps:
1. Login to FastLane.

2. The What Do You Want To Work On Screen (Figure 1) will appear.

=1
Principal Investigator{PI)/Co-Principal
Investigator{Co-Fl) Management
vYwhat Do You Want To Work On?
Last modimied:
Mo 2001 ()
Tal: FoE ez 111
FiRS: SO0-07 7 o530
TOD. 705225080
[ ]
=1 [ Internet =

Figure 1. What Do You Want to Work On Screen

3. Click Award and Reporting Functions (circled in Figure 1).
4. The Award and Reporting Functions Screen (Figure 2) will appear.

5. Click on Notifications and Requests (circled in Figure 2).
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=1
FastlLan
Principal Investigator{PI)/Co-Principal
Investigator{Co-PIl) Management
Avva) ing Functions
© Motifications and Requests
© Continuation Funding Status
© View/Print fward | etters
© Project Reports System
© Supplemental Funding Reguest
Go Back I
SE0T e Bantavarg o Nz cen
[
=1 [ [ [# nternet =
Figure 2. Award and Reporting Functions Screen
6. The Prepared by PI Tab Screen (Figure 3) will appear.
Notifications & RequeSts [ MAIN # Institution: National Science Foundation :I

Prepared by PI | All by Status

p Search for Motifications / Requests for National Science Foundation by any of the following:

Prepare New

Last Modified (mm/Zd 4 ppp)
Award #:IDD?1D4E hd
Award #:m From: li | To: Ii - Search
]

Click on the Notifications/Requests fink to continue o administer MR functions. Forward to NSF or Delete records using the links in the Action column.
Sort results by elicking colurmn title,

5 Motification/Requests found, displaying1to 5

Award PI Name PI Division/Department Notification / Request Type Award Date Action

0071048  Davis,Marc Department of Astronomy R - Addition of SubAward 07/01/z2000 Forward | Delete

0000337 Alphaman,alan DIVISIONAL INFORMATION SYSTEMS B - NSF Approved Mo-Cost Extension 05/01/z000 Forward | Delete

0088537 Alphaman,alan DIVISIONAL INFORMATION SYSTEMS M - Anticipated Residual Funds in 10/31/1996 Forward | Delete
gxcess of $5,000 or 5%

9496251 Alphaman,alan DIVISIONAL INFORMATION SYSTEMS R - Significant Change in Person- 01/01/1994 Forward | Delete

Months Devoted to Project

l_ l_ | mtermet

K

7.

Figure 3. Prepared by Pl Tab Screen

The Prepare New action (Figure 4), found in Figure 3, allows the PI to create a Pl Transfer
based on a specific award number.
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8. Select an applicable award number from the drop down menu. Awards that belong to the
user will be shown here.

9. Click Prepare New.

Prepare New

10. The Select the Notification or Request Type Page (Figure 5) will

ﬁward#:lNDne :" appear_

Prepare MNew I

11. Click on GPM to view detailed information on the Pl Transfer
request type from the Grant Policy Manual (GPM).

Figure 4 Prepare New Action

MSF Home | Mews | Site Map | GPG | GPM | 5end Comments | FastLane Help ;I

FastiEL] F1/CO-PI Management -

Avrard and Reporting Functions | HOME

Notifications & Requests | Mz » Institution: Mational Science Foundation
Prepared by PI | Allby Status

Prepare a New Notification or Request for Award #: 0000337

Award Amount: $102,233.00
Expiration Date: 10/12/2003
Division: DIVISION OF CONTRACTS,POLICY & OWVERSIGHT
_— Collaborative Research: Maodeling and Data Analysis of the Tropospheric Ozone Production about the Spring Equinox (TOPSE)
Award Title: "
Experiment
Organization: Mational Science Foundation
PIfPD: Alphaman, Alan

Select the Notification or Request Type:

B o ey =
& Anticipated Residual Funds in excess of $5,000 or 5% GPM ' addition of Subfward GPM
' Grantee Approved No Cost Extension GPG_ ' yithdrawal of PI/Co-PI GPM
o significant Changes/Delays or Events of Unusual Interest GPM ' Long-Term Absence of the PIAPD (Over Three Manths) GPM_
' Significant Changes in Methods/Procedures GPM ' WSF Approved Mo-Cost Extension GPG_
" Short-Term Absence of the PL/PD {Up to Three Months) GPM (/ ' PI Transfer \ GPM_
Mcess of 90 Days GPM
[ Rearrangernent/alteration $25,000 or aver GPM e
@ Change PI and Add/Change Co-PI GPM
" Significant Change in Person-Manths Devated to Project GPM_
[ Changes in Objective or Scope GPM
' Reallocation of Funds Budgeted for Participant ar Trainee GPM
Suppart Costs -

*Topic Guidance is provided through Grant Proposal Guide {GPG) and Grant Praoposal Manual {GPM) references

cancel |

&7 [ [ mtemet
Figure 5: Select the Notification or Request Type

A

12. Click on the “PI Transfer” radio button (circled in Figure 5) and click Prepare.
Or

Click Cancel to return to the Prepared by PI Tab (Figure 3). Do not go to Step 13.



PROPOSALS, AWARDS AND STATUS USER GUIDES

13. The Grant Transfer Request screen will appear (Figure 6).

GHRANT TRANSFER REQUEST
[Cirrent araniz ol e pecalssti] creating new Fequest
award Infmmnation [I570

Cx kgl oyt Pharhas [ QT00000 Ewaration Dade of Srant: O3S 15,2000
Title - FukEs
Crignsl dradies Mama  Natossl Sderee Foundation
mra Roddress FEzF
SAATL Wallmon Bl
Aelimghon, Wi 221200

Reqiesit Detaik
Effectten Data of Trarsfer (mmydafvrse)
Trarmfar Sroan|zation

[H=w fwesrdes Grpanizstion ] [P Performing Crgandzation]
[Hathirg selected) {Motning seleded)
Calas M Aot % et B P i 0 |

FASTLANE Pl TRANSFER FOR THE PI

Criginsl Grand Smours X
(intuding amendmerts sctuslly ssarded, If srys

$0.00

Todal Estimarss] Dosborssarisrd 6w Lo ObCost ol al sifective

raler)
Bt This prafilled snmunt s e cakulate

1 Amad B dale, Yo may rereass thig
Lhe amauil yoa e rasisfEerirg, Plasge entar Lha amiunl gs whols

Figure 6: Grant Transfer Request Screen

14. Enter the Effective Date of Transfer in the provided text box (in mm/dd/yyyy format).

15. Select the New Awardee Organization.
a. Click on Select New Awardee Organization button.

b. The Institutional Search screen will appear (Figure 7).

Institution Search
Please type as much of the Irstitution rame 25 you know (at least 3 letters)

& Begins With

T Erds With

T Contalrs
Locate Awertdes

Go Back |

Figure 7: Institutional Search

c. Type all or a portion (at least three characters) of the new institution's name in the

field provided.

d. Click on the Begins With, Ends With, or Contains radio button to set the criteria for

the institution search.
e. Click on the Locate button.

f. The Institutions Located Screen will appear (Figure 8).
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Institutions Located

SR Yirual Comenprassians, Ims -5t
AAC Inc -5300016526
LECDEGF Consukation Cangarston -4007493000
abicd msinubon -6B2S0000067

abcde mslmman 5200000547

Salect Asvardes I

G0 Bauck |

Figure 8: Institutions Located Screen

g. Click on the appropriate institution to highlight it.
h. Click Select.

i. The Grant Transfer Request form will appear with the institution you selected in the
appropriate section.

J. Ifyou need to include a New Performing Organization, click Select New Performing
Organization, and return to Step 15b.

Or
If you do not need to include a New Performing Organization, go to Step 16.
16. Enter the Estimated Disbursement and Unpaid Obligations (at effective date of transfer).
a. Click on Calculate.

b. The "Estimated Unobligated Balance™ appears. If this amount is not correct, the Pl
should contact their business office or DGA.

17. Click on any of the following appropriate Special Cases:
a. Human Subjects
b. Vertebrate animals
c. Disclosure of Lobbying Activities

18. Click Save and Continue.

19. The Click on a Link to Work Screen appears (Figure 9).
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|»

Click on a Link to Work

© Update Contact Information

© Edit Transfer Request Forms

© Check for Completeness

Route the Request:
© Forward Transfer Reguest to Criginal SRO

© Cancel Transfer Request

Go Back to Transfer Request Start Fage |

Go Back to Notifications & Requests | i

s

&1 lililo Internet
Figure 9: Click on a Link to Work Screen

20. As a PI, you are given the following links on this screen:
a. Update Contact Information.
b. Edit Transfer Request Forms
c. Check for Completeness.
d. Route the Request: Forward Transfer Request to Original SRO.

e. Cancel Transfer Request
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2. Update Contact Information

As a PI, you may view and update Contact Information. Complete the following steps:

1.

2.

Click Update Contact Information on the Click on a Link to Work page (Figure 9).

The Principal Investigator (P1) Information screen will appear (Figure 10).

Principal Investigator (PI) Information

Notice: In the January 2002 Grant Proposal Guide (GPC), NEF published revised proposal preparation guidelines. Review the latest Project Summary
Zection of the Grant Proposal Guide (opens new window) and Project Deseription Section of the Grant Proposal Guide (opens new window’) for more
information. PIs were instructed that they must address hoth merit review critetia in the preparation of proposals submitted to N3F. The GPG now
reflects that proposers must clearly address, in separate statements within the one-page limitation, both of the MSF merit review criteria in the Project
Summaty. The OGP also reiterates that broader impacts resulting from the proposed project must be addressed in the Project Description and described
as an integral part of the narrative.

Examples illustrating activities likely to demonstrate broader impacts are available electronically on the NSF webeite at:

http e nsf gowipubs/2004/m M4 bicexamples pdf (opens new window).

These changes should be carefully considered by PIs when prepating proposals for submission to NSF. Effective October 1, 2002, proposals that do
not address the two ment review critenia in separate statements in the project swmmary will be retutne d without review.

Ediit Pl Informatio) |

Go Back

|»

Matne Terry D. Oswalt
Organization Florida Institute of Technology 00145696000
Department Department of Physics and Space Sciences
Address 150 West University Boulevard Phone (321) 674-7325 i
Dept. Physics & Space Sciences Fax (321) 674-7482
Melhourne, FL 32901 Elfail oswalt@luyten. astro.fit.edu
Country us
Gender Male
Citizenship US citizen Degree Tear 1981
Ethrucity Not Hispanic or Latino Degree PhD
Dizability Status
Eace White
Serving or ever served on a Federally Funded Project as a PI or Co-PL - Yes
Edit Pl Information | =l
[&] l_ l_ |4 mternet 4

Figure 10: Pl Information Screen

Verify the listed information. If correct, click Go Back to return to the Click on a Link to
Work screen (Figure 9). Do not go to Step 4.
Or

If not correct, click Edit Pl Information (circled in Figure 10). Go to Step 4.
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4. The Edit Principal Investigator's (PI) Information screen appears (Figure 11).

Edit Principal Investigator's (PI} Information

W arndmeg

« Die pot chazge do anoiher persan's name
« Do pot repext Orgapization or Departmess m the “Sheei'’ apd " Additional" addresy fislde

Firet Hane: j2an Middi Biat [ | Lt Hame: [Ficheman
Chgaardiim Allegheiy Collnge  Sumiibon [Eanbomda Hisnba DOI2RN000
Charge inseubon
Thepartreenc [0 epanmenia de Meiemalios Fan
Strwet Ji Fieeal Cogrt
Addional |
Cir F--:'w".'-l:a Thae Fivw otk =
Zp Il:'.'f.ﬁ
Ceearbry [rrend Simten =

Figure 11: Edit Principal Investigator’s (P1) Information
5. Enter changes to fields in the provided text boxes.

6. If you are satisfied with the changes:

a. Click Save Changes (changes are accepted and Figure 10 appears)

Or

b. Click Cancel Changes (changes are erased and original information will return)
Or

c. Click Cancel (Figure 11 closes and Figure 10 appears)



PROPOSALS, AWARDS AND STATUS USER GUIDES FASTLANE Pl TRANSFER FOR THE Pl

3. Edit Transfer Request Forms

Complete the following actions:

1. Click Edit Transfer Request Forms on the Click on a Link to Work page (Figure 9).

2. The Form Preparation screen appears (Figure 12).

Fonnm Preparating
To prepam a Eorm. c8ck on the approprts bazon below

Form Farend Fom Sweed

[0 ppca-pl Lemation ) Jcls] [ S —— 4 1mz

[50] Dwscription of Work Sz [G0] Dydpete g Testeation) HiA

[5) seppremesary Toocs [B0] AdaDeters Mon CoBLSemior Perpoesed 1A
" GoBack |

Figure 12: Form Preparation Page

The following forms can be accessed from this page by clicking on the corresponding
GO button:

P1/Co-PI Information Form (Figure 13). This form is Read-Only.
Progress Summary Form (Figure 14).

Description of Work to be Accomplished Form (Figure 15)
Budgets (Including Justification) Form (Figures 16 and 17)
Supplementary Docs Form (Figure 18)

Add/Delete Non Co-PI Personnel Form (Figure 19)

10
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3.1. PIl/Co-PI Information Form (Read-Only)

=l
FORM: FastLanw PLand CoPl bfrmation PITrnrn SR0-6302 154 Berill
1225 Info NAVIGATION
PI/CoPI Name Gender Citizenship Race Ethnicity Disability Status = er Federally PRINT
Funded Project FORMS
Charles T Fulton IMale T3, Citizen Unknown Tes BUDGET
SENIOR PER.
SUPP. DOCS.
_GoBack | SUMMARY
DESCRIPT.
Frequently Asked (Juestions ahout Fastl.ane Proposal Preparation
Send Copunents to NOF FALT
Instructions to Prepare and Submit a Standard Proposal LANE
Grant Proposal Guide
FastLane Proposal Preparation and Submission Guide (1. 5B in PDF format)
E
&1 [ |4 mtemet 4
Figure 13: P1/Co-PI Information Form
3.2. Progress Summary Form
FORM: FastLaw £1Prei 1 TestPIT PITranchr. SRO-6308134 Barill ||
|
Progress Summary
Enter text for the Progress Summary or click on "Transfer File" to upload a file
Bl
E -
Save Text | Delete Text | Transfer File
Go Back |
=
[&] l_ l_ |4 mternet 4

Figure 14. Progress Summary Form

Complete the following steps to fill out the form:
1. Enter text into the provided text box.

Or

11



PROPOSALS, AWARDS AND STATUS USER GUIDES FASTLANE Pl TRANSFER FOR THE Pl

Click Transfer File to upload a file.

2. Click Delete Text to delete text in the provided text box.
3. Click Save. Figure 12 will appear.

Or

Click Go Back to return to Figure 12.

3.3. Description of Work to be Accomplished Form

D

FORM: FustLane A1Desc] PITranstir. SRO-6308134 Merri
I
NAVIGATION

You must have the Adobe Acrobat viewer installed on your computer in ordet to display PDF files. Ifyou do not have the wiewer installed, refer to
Using & dobe Acrobat Reader for Printing for information on locating and installing the wiewer.

PRINT
FORMS
. ; BUDGET
Description of work to be Accomplished SENIOR PER.

SUPP. DOCS.

TEW! File uploads no longer have to he in PDF format! SUMMARY
DESCRIPT.

In addition to PDF files, users can now upload a variety of word-processer files and Post=cript files. These files will automatically be
converted to PDF format.

Follow this Ink for a list of Supported file formats (Opens new window).
Follow ths link for New Upload Instructions (Opens new window).

Enter the name and location of the file to upload
or click on the Browse button to select the file to upload

I Browse... |
Upload File |

Go Back |

s

|@ lililo Internet
Figure 15. Description of Work to be Accomplished Form

Complete the following steps to fill out the form:
1. Enter the name and location of the file to upload.
Or
Click Browse... to find a file.
2. Click Upload File to include the file in the transfer request.

3. Click Save. Figure 12 will appear.

12
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Or

Click Go Back to return to Figure 12.

3.4. Budgets (Including Justification) Form

-

FORM: FastLane. AlEudgethst Selector PITranshr. SR.0-6308134 Berill
. ___________________________________________________________________________________________|]
Project Budget NAVIGATION
Organization Year Amount Last Mod. Date
University of Puerto Rico Cayey University Fgﬂﬂﬁ;
College 1 Funds $26,702 Dec-12-2003 104346 BUDGET
Budget Justification SENIOR PER.
SUPP. DOCS.
Go Back | SUMMARY

DESCRIPT.

Frequently Asked (Juestions about FastLane Proposal Preparation

Send Corunents fo NSF FAST
Instructions to Prepare and Submit a Standard Proposal LANE
Grant Proposal Gude

FastLane Proposal Preparation and Submission Guide (1.5B in PDF format)

A

[&] lililo Internet
Figure 16. Project Budget Form Screen

This form is optional. Complete the following steps:
1. View the Project Budget Information and click on Budget Justification link.

2. The Budget Justification screen will appear (Figure 17)

13
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FORM: GHFFALMain PITransfir, SR On6305154 Marrill | |

. ________________________________________________________________________________________________________________|
Budget Justification NAVIGATION

Note: This page is view only. Any change you make here will not be saved.
PRINT
= FORMS
= BUDGET

SENIOR PER.

SUPP. DOCS.
SUMMARY
DESCRIPT.

Go Back | b

LK

2] [ [ 8 tnternet

Figure 17. Budget Justification Screen

3. View the Budget Justification Screen and click Go Back to return to Figure 12.

14
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3.5. Supplementary Documents Form

-

FORM: FastLane A1 Supp] Text PITrmstir. SR 06308134 Derrill | |
I

Supplementary Docs
Enter text for the Supplementary Docs or click on "Transfer File" to upload a file

=l

Save Text | Delete Text | Transfer File
Go Back |

Frequently Asked (uestions about Fastl.ane Proposal Preparation
mend Copuments io NoF FABT
Instructions to Prepare and Submit a Standard Proposal LANE b

Grant Proposal Guide
Factl ana Draraesl Tranaratioan and Sobemicoian (Tide @1 S8R in DT Fraeaath

& [ |4 meemet

Figure 18. Supplementary Documents Form

| KN

Complete the following steps to fill out the form:
1. Enter text into the provided text box.
Or
Click Transfer File to upload a file.
2. Click Delete Text to delete text in the provided text box.
3. Click Save. Figure 12 will appear.
Or

Click Go Back to return to Figure 12.

15
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3.6. Add/Delete Non Co-PIl Personnel Form

e

FORM: FastLane 41 SPEdit PITransfrs SF0.0305134 hlerill

Non Co-Principal Investigator (Co-PI)
Senior Personnel Assigned to Proposal

No Non Co-PI Senior Personnel
Cutrently, there are no INon Co-PI Senior Personnel assigned to Proposal #6308134

Note: Only the New SRO can add/edit Non Co-PI Senior Personnel information for a PI Transfer Request.
Go Back |

Frequently Asked Questions about FastL.ane Proposal Preparation
Send Comments ta MIF FABT
Instructions to Prepare and Submit a Standard Propoesal

Grant Propesal Gude
FastLane Proposal Preparation and Submission Guide (1. 5MB in PDF format)

| KN

|@ ’_l_lo Internet
Figure 19. Add/Delete Non Co-PI Personnel Form

As a Pl, you will not be able to complete this form. Only new SROs can add Non Co-PI Senior
Personnel.

Click Go Back. The Click on a Link to Work screen will appear.
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4. Check for Completeness

Checking for Completeness allows you to ensure that your request is complete for forwarding to
the SPO. Complete the following steps:

1. Click Check for Completeness on the Click on a Link to Work page (Figure 9).
2. The Check for Completeness screen will appear (Figure 20).
|
Completeness Checking of Request for Grant Transfer
Award Information:
Original Grant Mumber 10103642
Title : NGS: Cache Efficient and Parallel H holder Bidi lization
Origmal Grantee Name : Florida Institute of Technology
o\Please complete Description of worke
Go Back |
FAET
LARE Send Comments to IEF
=
& [ [ |4 ntermet 2
Figure 20. Check for Completeness
3. Messages will appear notifying you that the request is complete or that specific forms still
need to be completed. Examples of these messages are circled in Figure 20.
4. Click Go Back. The Click on a Link to Work screen (Figure 9) appears.
5. Complete the forms to finalize the request and check for completeness again.

17
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5. Forward to the Original SPO

Complete the following steps:

1. Click Forward the PI Transfer Request to the Original SRO on the Click on a Link to
Work page (Figure 9).

2. The Forward the Grant Transfer Request screen (Figure 21) will appear.

Forward the Grant Transfer Request for the following award to Original SRO?

Award Information:
Criginal Grant Mumber : 0308960

Title . Coral Bleaching: Translating Response Models Across Scales
Original Grantee Mame - Florida Institute of Technology

By forwarding this PI transfer request, the grantee organization concurs
with the proposed transfer of this award to the PI's new organization.

| &gree and Forward the Reguestto Original SRO

Go Back

FAST
LAKE Send Comments to IEF

[ |4 meemet

s

Figure 21. Forward the Grant Transfer Request

3. Click I Agree and Forward the Request to Original SRO. The Confirmation screen
(Figure 22) will appear.

18
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Grant Transfer Request for the following award forwarded to Original SRO

Award Information:

Original Gratit Mumnber | 0308960

Title Coral Bleaching: Translating Response Models Across Scales
Original Grantee IMame : Florida Institute of Technology

Continue

FAST
LAKE Send Comments to IMEF

[ |4 mtemet

| K

4.

5. The Click on a Link to Work (Figure 23) will appear without the Forward the Pl Transfer

Figure 22. Confirmation Screen

Click Continue.

Request to the Original SRO or Edit Transfer Request Forms links.

Click on a Link to Work

© View Transfer Request Forms

© Cancel Transfer Request

Go Back to Transter Request Start Page |

Go Back to Motifications & Reguests |

FABT
LAKE Send Comments to NSF

[ |4 mtemet

| K

Figure 23. Updated Click on a Link to Work Screen

19
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6. Cancel the Pl Transfer Request

Complete the following steps:

1. Click Cancel Transfer Request on the Check on a Link to Work page (Figure 9).

2. A \Verification screen (Figure 24) will appear.

=l
Delete the Grant Transfer Request for the following award ?
Asvard Information:
Ornginal Grant Number - 0308960
Title Coral Bleaching: Translating Resp Models Across Scales
Original Grantee IName : Florida Institute of Technology
Delete |
Go Back
FABT
BLB send Comments o ISF
E
[&] ,7 ,7 |4 mternet v
Figure 24. Verification Screen
3. Click Delete.

4. A Confirmation screen (Figure 25) will appear.

20
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=l
Grant Transfer Request for the following award deleted
Award Information:
Original Gratit Mumnber | 0308960
Title Coral Bleaching: Translating Response Models Across Scales
Original Grantee IMame : Florida Institute of Technology
Continue
FAST
BB 04 Comments to ISF
[ /|
&1 [ |4 mtemet 4

Figure 25. Confirmation Screen

5. Click Continue button.

6. The Prepared by PI Screen (Figure 25) will appear.

21
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