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Guide Features 
 
 
 
 

 

Impacted Sections 
 

 

This guide provides an overview of how to start a new Ignite proposal in the NASA 
SBIR/STTR Valid Eval. You will find step-by-step instructions on the following: 
 Creating a new proposal 
 Completing proposal-related forms 
 Uploading required attachments 
 Returning to a proposal in progress 
 Submitting a completed proposal 

 All 

 SBCs (Small Business Concerns) Impacted Users 
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Step-by-Step Instructions 
Instructions and Resources Section 

 
Once you login to the Valid 
Eval system using your 
credentials. 

 
 
 
 
 
 
 
 
 

1. On the landing page you 
will see the Instructions & 
Resources Tab. This is 
place that provides you 
will all the necessary 
instruction and important 
links. Please read these 
before starting an 
application. 

 
 
 
 
 
 
 

2. After reading the 
instruction you can click 
on Start Application 
Button to create a 
Proposal. 
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Start a New Proposal 
Contact Info Section 

1. To begin a new 
proposal, click on 
Start Application. 

 
2. Under the Contact 

Info Section, you will 
see that the Primary 
Contact information 
has been auto 
populated. The First 
Person to register into 
Valid Eval becomes 
the Primary Contact. 

 
3. Here you will have to 

enter the Firm Name. 
This firm will then be 
associated with the 
proposal that you are 
submitting. 
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Team Members Section 
4. The First Person to 

register becomes the 
Primary Contact. 

 
 
 
 
 

5. This person can add 
new Team Members 
by clicking the Add 
New button 

 

 

6. The Add New button 
opens a modal. Here 
you will enter the 
first name, last 
name, and the email 
of the team member 
you want to add. 

 
 
 
 

 

7. You can also choose 
the role of 
a. Editor 
b. Viewer 
Depending on what 
role your team 
member plays in the 
system. Then click on 
Send to send the 
invitation. 

8. Once you send the 
invitation it will be in 
Pending Status until, 
the team member 
goes into the system 
and accepts it. 
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9. The Primary Contact 
can make any one 
of the team 
members as 
Primary contact as 
needed. When they 
make this change, 
automatically the 
Primary Contact 
under Contact Info 
section will display 
the current person 
as the Primary 
Contact. 

 
 

Note: When adding Team 
Members, ensure that your 
business official (BO) is 
selected as your primary 
contact within Valid Eval. To 
do that, select the Team 
Members tab and invite the 
(BO) by clicking on +Add new. 
Once the contact accepts the 
invite, you can use the 
dropdown to identify your 
BO as the primary contact. 
This should be done before 
the application is submitted.
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10. Once they have 
accepted the 
invitation, they will 
be able to go in and 
view/edit (based on 
their role). The 
Primary contact will 
have the ability to 
change the roles for 
their team 
members. They will 
have to click on the 
dropdown arrow 
next to the Role and 
Select. 

11. Once they make 
their selection, a 
modal will appear 
for confirmation. 
Then click confirm 
to complete the 
task. 
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Details Section  
The Details section consists 
of all the forms that need to 
be filled. 
Following are the different 
forms that need to be filled: 

A. Firm Information 

B. Firm Certifications 

C. Disclosure of Foreign 
Affiliations 

D. Audit Information 

E. Prior Awards 
Addendum 

F. Commercial Metrics 
Report (CMR) 

G. Technical and 
Business Assistance 
(TABA) 

H. I-Corps Opt-in 

I. Proposal 
Certifications 

J. Proposal Information 

K. Proposal Summary 
Information 
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A. Firm Information  

The Firm Information Section 
includes all the firm details 
including the firm contact 
information for BO, PI and, 
ACN. 
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B. Firm Certifications  

This form contains all the 
certifications for your firm. You 
will have to provide an upload 
for each certification if 
applicable under the uploads 
section. 
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C. Disclosure of 

Foreign Affiliations 

 

This form contains all the 
details about any foreign 
affiliations that the firm has. 
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D. Audit Information  

This form contains the details 
about the firm being audited. If 
yes, you will have to provider 
an upload of the audit 
information in the uploads 
section. 
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E. Prior Awards Addendum  

The Prior Awards Addendum captures 
information on your small business's prior 
Phase I and II awards. If you have previous 
awards to report you can find the form in the 
Firms Library (under Ignite Forms Section) 
https://www.nasa.gov/sbir_sttr/firms_library/ 

 
You will have to download the form from the 
Firms library, fill it and upload it in the Valid 
Eval System under uploads section. 

 

 

F. Commercial Metrics Report 
(CMR) 

 

If you answered yes, you must complete the 
Commercialization Metrics Report or update 
an existing report if applicable, 
via https://www.sbir.gov and upload a copy in 
the Uploads section. 
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G. Technical and Business 

Assistance (TABA) 

 

This is for the TABA Request, if you 
answered yes, you must complete 
the required information in the 
Proposal Budget Form and upload 
required supporting information. 

 

 

H. I-Corps Opt-in  

Here the firm has the option to 
request its interest in participating in 
the I-Corps. You will have to fill out 
the form even if you don’t wish to 
participate in the I-Corps. 
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I. Proposal 
Certifications 

 

The Proposal Certifications 
includes all the funding 
agreements applicable for your 
proposal. Based on your proposal 
you will have to upload various 
funding agreements, NASA IP, 
Technical Proposal (If it doesn’t 
contain ITAR/EAR Data) in the 
uploads section. 
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J. Proposal Information  

In this section, you will provide 
the Proposal Title and certify that 
you have read and understand the 
requirements for proposal 
submissions to NASA’s 
solicitations and will not submit 
any data in my completed 
proposal package, including the 
Briefing Chart, that is restricted by 
the International Traffic in Arms 
Regulations (ITAR) or Export 
Administration Regulations (EAR). 
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 K. Proposal Summary 
Information 

 

The information in this section 
is used to determine if a 
proposal is responsive to the 
topic. You will have to provide 
the TRL Level, Technical 
Abstract, Potential NASA 
Applications, Potential non- 
NASA Applications. 
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Categories Section  
The Categories section consists 
of all the Subtopics to which 
you can propose. You will 
select the Subtopic that is most 
appropriate for your proposal. 

 

 

Uploads Section  
The Uploads Section is where 
you will upload all the 
supporting documents that is 
applicable for your proposal. 
Following is the list of all the 
documents that will need an 
upload based on your proposal: 

 
Joint Venture or Partnership 
Agreement - If your firm is an 
eligible joint venture or a 
limited partnership, upload a 
copy or comprehensive 
summary of the joint venture 
agreement or partnership 
agreement (If Applicable). 

 
SBA Registration Confirmation 
- Verify that your firm has 
registered in SBA's Company 
Registry at www.sbir.gov by 
providing the SBC Control ID # 
and including a PDF of the 
registration confirmation along 
with your submission files 
(Required). 
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Audit Information - If a federal agency has 
ever audited your account system, upload a 
copy of the Federal Agency Audit Report as a 
PDF document (If Applicable). 

 
Prior Awards Addendum - If you have 
received more than 15 Phase II awards in the 
prior 5 fiscal years, upload your Prior Awards 
Addendum. Prior Awards Addendum can be 
found in the Firms Library: 
https://www.nasa.gov/sbir_sttr/firms_library/ 
(If Applicable). 

 
Commercial Metrics Report Upload - If your 
firm has received a Phase II from any Federal 
Agency, you must complete the 
Commercialization Metrics Report or update 
an existing report if applicable, via 
https://www.sbir.gov (If Applicable). 

 
Technical and Business Assistance (TABA) 
Supporting Documents - Compile all 
Technical and Business Assistance (TABA) 
Supporting Documents and upload as a 
single file (If Applicable). 

 
Essentially Equivalent Proposal Submissions 
– Upload essentially equivalent proposal 
submissions. The essentially equivalent work 
form can be found in the Firms Library: 
https://www.nasa.gov/sbir_sttr/firms_library/ 
(If Applicable). 
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Funding Agreement 1 - Funding 
Agreement Officer Approval if a 
deviation from the awardee 
required hours of work is 
requested (If Applicable). 

 
Funding Agreement 2 - Funding 
Agreement Officer Approval if a 
deviation from the awardee 
required percentage of work is 
requested (If Applicable). 

 
Funding Agreement 3 - Funding 
Agreement Officer Approval for 
R/R&D performed outside of the 
United States (If Applicable). 

 
Funding Agreement 4 - Funding 
Agreement Officer Approval for 
R/R&D performed at other 
facilities or by other employees 
(If Applicable). 

 
NASA Research License 
Application - If use of NASA 
TAV is being proposed, upload a 
copy of the NASA Evaluation 
License Application as a PDF  
(If Applicable). 

 
Related Research and 
Development - If there is any 
Related Research and 
Development on the related 
proposals or awards as a PDF 
document, upload a pdf of 
supporting documentation. 
(If Applicable). 
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 Ignite Budget Form - Upload your budget 
form .xls file. You must use the Ignite budget 
template provided in the Firms Library: 
https://www.nasa.gov/sbir_sttr/firms_library/ 
(Required). 
 

Materials and Supplies Supporting 
Documentation - Compile all Materials and 
Supplies Supporting Documentation and 
upload as a single pdf file (If Applicable). 

 

Equipment Supporting Documentation – 
Compile all Equipment Supporting 
Documentation and upload as a single file  
(If Applicable). 

 

Other Direct Costs Supporting 
Documentation - Compile all Other Direct 
Costs Supporting Documentation and upload 
as a single file (If Applicable). 

 

Travel Supporting Documentation - Compile 
all Travel Supporting Documentation and 
upload as a single file (If Applicable). 

 

Subcontractors/Consultants Supporting 
Documentation - Compile all 
Subcontractors/Consultants Supporting 
Documentation and upload as a single file 
(If Applicable). 

 

Use of Government Resources Justification - 
Upload the letter of justification for use as a 
PDF document (If Applicable). 

 

Use of Government Resources Agency 
Statement - Upload the signed statement 
of availability from the Government agency 
as a PDF document. (If Applicable). 
 

Foreign Vendor Request Form - If you are 
requesting to purchase products and 
equipment from a foreign vendor, complete 
and upload the Foreign Vendor Form. The 
Foreign Vendor form can be found in the 
Firms Library: 
https://www.nasa.gov/sbir_sttr/firms_library/ 
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Technical Proposal (Required) 
Upload a pdf of your non-ITAR/EAR containing proposal here. A template is available in the Firms Library: 
https://www.nasa.gov/sbir_sttr/firms_library/ 

 
I.12. If your proposal contains ITAR/EAR information, you must not submit your proposal via this upload link in Valid 
Eval. You must submit your technical proposal via Box 
(https://nasagov.app.box.com/f/1479023464ee4624aff0a3e4ea5f7195). 

 
If your proposal contains ITAR/EAR information and has been submitted via Box, upload a copy of the Box Submission 
Confirmation in place of your technical proposal here. 

Note: The file name must follow this format: submission-[subtopic number]-[FIRM NAME]-[SOLICITATION] 

Example 1: submission-I01.02-FIRM NAME-Ignite_2025-I 
Example 2: submission-I02.01-FIRM NAME-Ignite_2025-II 

Evidence of Following-on Funding (If Applicable) 
Upload a compiled pdf of any letters of commitment for funding or other evidence of following funding as a single file. 

Endorsement (Required) 
Please note that you will not be able to access your proposal package once the solicitation has closed - a copy of your 
submitted proposal package will not be provided to you. Print and retain back-up copies of any forms/documents 
prior to submitting your proposal package for your records. The endorsement template can be found in the Firms 
Library: https://www.nasa.gov/sbir_sttr/firms_library/ 

 
Signatures from both the Business Official and Principal Investigator in this form are required for endorsement of this 
proposal before final submission can be completed. 
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Complete/Submit the 
Proposal 

 

Once you have completed all the 
sections and the Progress bar 
shows 100%. You can now click on 
Sumit Application to complete the 
process. 

 
 
 
 
 
 
 
 
 

Once you click Submit Application 
button. A confirmation modal 
appears you now click on Confirm 
button to submit your application. 
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Proposal Submission 
Confirmation 

 

Once you Submit the Proposal, 
you will get a confirmation 
message. 

 

 

View Submitted Proposal  
You can click on View Submitted 
Profile to view the proposal that 
you just submitted. It will be in 
read only mode. 

 
Note: After the Submission 
period closes, you will use the 
same way to access/view your 
proposal. However, a copy of 
your submitted proposal 
package will not be provided to 
you. Print and retain backup 
copies of any forms/documents 
prior to submitting your 
proposal package for your 
records. 
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Editing a Submitted 
Proposal 

 

Once you have submitted a 
Proposal, you can edit it before 
the submission period closes. 
To edit a submitted proposal: 

 Login to the Valid Eval 
System using your 
credentials 

 Click on the Dashboard 

 Under the Cohort, you 
will see your Firm 
Name, click on that. 

 
 This will take you to the 

page where you can 
View and/or edit your 
Profile 

 
 
 

 Once you click on that it 
will take you to the 
proposal in the Edit 
mode where you can 
edit your answers and 
replace your uploaded 
files as needed. 

 
 
 

 After you are done 
editing click on Save 
Profile to save all your 
changes. 
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Submission Period closed  
Once the Submission period 
closes. The users see the 
message as shown in the 
screenshot. 
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