
Prepare a PI Transfer Request as a PI

1.  Access the Prepare a New Notification or Request screen (Figure 1) (see Prepare a New Notification or Request
as a PI).

Figure 1   Prepare a New Notification or Request screen.

2.  On the Prepare a New Notification or Request screen (Figure 1), click the radio button for PI Transfer in the
Grantee Request Types list.

3.  Click the Prepare button (Figure 1). The Grant Transfer Request screen displays (Figure 2).
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Figure 2  Grant Transfer Request screen.

4.  In the Request Details section of the Grant Transfer Request screen (Figure 3), click the Select New Awardee
Organization button to enter the name of the organization that you are transferring the grant to. The Institution
Search screen displays (Figure 4) for you to search for the name of the new awardee organization in the list of NSF
registered organizations.

Figure 3   Request Details section of the Grant Transfer Request screen. The Select New Awardee
Organization button is circled.

Figure 4   Institution Search screen.

5.  Type in the box the string (at least three characters) to search for (Figure 4).
6.  Select the search type option (Figure 4):

•   Begins with returns all organizations whose name begins with the text entered.
•   Ends with returns all organizations whose name ends with the text entered.
•   Contains returns all organizations whose name contains the text entered.

7.  Click the Locate button (Figure 4). The Institutions Located screen displays (Figure 5).

Figure 5   Institutions Located screen. The Select button is circled.

8.  Highlight the name of the new awardee organizations (Figure 5).
9.  Click the Select button (Figure 5). The Grant Transfer Request screen displays (Figure 6) with the name of the

new awardee organization in the Request Details section.
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Figure 6   Request Details section of the Grant Transfer Request screen. The View Contact Information link
is circled.

10. In the Request Details section of the Grant Transfer Request screen (Figure 6), click View Contact
Information to see the contact information for the new awardee organization. The FastLane Contacts screen
displays (Figure 7) with all the names, email addresses, phone numbers, and fax numbers of the FastLane Contacts
for the new awardee organization.

Figure 7   FastLane Contacts screen.

11. In the Request Details section of the Grant Transfer Request screen (Figure 8), click the Add/Change Primary
Place Of Performance button to enter the name of the new Primary Place of Performance. The Add/Change
Primary Place Of Performance screen (Figure 9) is displayed.
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Figure 8   Request Details section of the Grant Transfer Request screen. The Add/Change New Primary
Place of Performance button is circled.

Figure 9   Add/Change Primary Place of Performance screen. The Save Primary Place of Performance button
is circled.

12. In the box (Figure 9), type the Organization Name in the box or select Same as Awardee Organization, if this option
is applicable (Figure 9).

13. Enter the full address of the Primary Place of Performance:
•   Enter the Street Address
•   Enter the City
•   Select the State from the drop down list if the Country is United States
•   Enter the Zip Code (9 digit)
•   Select the Country from the drop down list

14. Click the Save Primary Place of Performance button (Figure 9). The Grant Transfer Request screen displays
(Figure 10) with the name of the new primary place of performance in the Request Details section.
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Figure 10   Request Details section of the Grant Transfer Request screen with the names of the New
Awardee Organization and the New Primary Place of Performance displayed.

15. In the Total Estimated Disbursements and Unpaid Obligations at the Start Date Of Transfer box on the
Grant Transfer Request screen (Figure 11), type the total estimate of disbursements and unpaid obligations for
the grant (no dollar sign, no commas).

Figure 11   Lower portion of the Grant Transfer Request screen. The Save and Continue button is circled.

16. Click the Calculate button (Figure 11). FastLane calculates and displays the amount of the estimated unobligated
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balance for the award. This is the amount of funds that will be transferred to the new awardee organization.
17. Select any of the following that apply:

Human subjects involvement
Vertebrate animals involvement
Lobbying activities (see "Disclosing Lobbying Activities")

18. Click the Save and Continue button (Figure 11). The Click on a Link to Work screen displays (Figure 12). On this
screen, you have these options:
•   Update contact information
•   Edit transfer request forms
•   Check for completeness
•   Forward the PI Transfer Request to the original SPO
•   Cancel (delete) the PI Transfer Request

Figure 12   Click on a Link to Work screen.

19. Click Edit Transfer Request Forms to complete the forms required for a PI Transfer. See Edit Transfer Request
Forms Introduction for instructions.
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