
NASA ProSAMS 
Start, Edit and Submit a Proposal 
Digital Guide  

 

 

1 
 

 
Need more help? Contact the Help Desk: 

Agency-SBIR@mail.nasa.gov 
 

Feb 16, 2024 

Guide Features  

This guide provides an overview of how to start a new proposal in the NASA SBIR/STTR 
ProSAMS. 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 
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Guide Contents 
Guide Features .......................................................................................................................................................1 

Impacted Sections ...................................................................................................................................................1 

Impacted Users .......................................................................................................................................................1 

Step-by-Step Instructions ........................................................................................................................................................ 3 

Understanding the Proposals Dashboard ................................................................................................................3 

Start a New Proposal ..............................................................................................................................................4 

New Proposal - Contacts .........................................................................................................................................6 

Adding a New Contact ............................................................................................................................................7 

Proposal Certifications ...........................................................................................................................................9 

Proposal Summary ............................................................................................................................................... 19 

Budget ................................................................................................................................................................. 22 

Additional Key Personnel - OPTIONAL ................................................................................................................... 23 

Labor Rates .......................................................................................................................................................... 25 

Overhead ............................................................................................................................................................. 26 

General and Administrative Expenses ................................................................................................................... 27 

Profit Rate/Cost Sharing ....................................................................................................................................... 28 

Add Subcontractors/ Consultants - OPTIONAL ....................................................................................................... 30 

Add Technical and Business Assistance (TABA) - OPTIONAL ................................................................................... 36 

Other Direct Costs (ODC) – Travel - OPTIONAL ....................................................................................................... 40 

Other Direct Costs (ODC) – Supplies - OPTIONAL ................................................................................................... 43 



NASA ProSAMS 
Start, Edit and Submit a Proposal 
Digital Guide  

 

 

2 
 

 
Need more help? Contact the Help Desk: 

Agency-SBIR@mail.nasa.gov 
 

Feb 16, 2024 

Other Direct Costs (ODC) – Materials - OPTIONAL.................................................................................................. 47 

Other Direct Costs (ODC) – Other - OPTIONAL ....................................................................................................... 51 

Other Direct Costs (ODC) – Equipment - OPTIONAL ............................................................................................... 54 

Complete Budget Section ..................................................................................................................................... 58 

Technical Proposal Upload .................................................................................................................................... 58 

Briefing Chart ....................................................................................................................................................... 61 

I-Corps Opt-in - OPTIONAL .................................................................................................................................... 63 

Endorsement ....................................................................................................................................................... 66 

Endorsement - Error ............................................................................................................................................. 67 

 

  



NASA ProSAMS 
Start, Edit and Submit a Proposal 
Digital Guide  

 

 

3 
 

 
Need more help? Contact the Help Desk: 

Agency-SBIR@mail.nasa.gov 
 

Feb 16, 2024 

Step-by-Step Instructions 
Understanding the Proposals Dashboard 
After logging in, you will arrive 
at the dashboard with the title 
“Proposals.” 
 
Under the My Proposals tab 
are the proposals you own. If 
you have NOT started or 
submitted a proposal, the tab 
will be empty. 
 
If you HAVE started or 
submitted a proposal, you will 
see the title of your proposal 
and its submission status in 
the dashboard.  
 
Actions for each proposal: 

1. Click View/Edit to 
return to the last 
section saved in a 
proposal in progress. 
 

2. Click Delete Proposal 
to delete a proposal 
that has been started 
but not submitted. 

 
NOTE: After a proposal is 
submitted, it cannot be 
edited. 
 
Any proposal associated with 
the Firm will be listed under 
Firm Proposals. 
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Proposals from previous years 
will be listed under Previous 
Proposals. HOWEVER, the tab 
will be empty as ProSAMS was 
not used prior to 2024. 
 

 
Start a New Proposal 

1. To begin a new 
proposal, click Start 
New Proposal. 

 

 
2. Select the solicitation 

type from the drop-
down menu. 
 

3. Select the appropriate 
technology taxonomy 
from the drop-down 
menu. 
 

4. Select the subtopic to 
which your proposal is 
responding from the 
drop-down menu. 
 

5. Enter the title of your 
proposal. (You can 
edit the title before 
submitting your 
proposal.) 
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6. Click the link to read 
the requirements for 
participation in the 
solicitation. 
 

7. Click the checkbox to 
certify you 
understand the 
requirements. 
 

8. Click Start to proceed. 
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New Proposal - Contacts  
Please note the following 
features: 
 
The name of the solicitation to 
which you are responding 
appears on each page, as does 
the title of your proposal. 
 
The vertical blue bar indicates 
the current section of the 
application you are working in.  
 
 
 

1. To designate the 
Authorized Negotiator, 
select an existing person 
from the drop-down 
menu, or click Add New 
to enter a new person. 
 

2. To designate the 
Principal Investigator, 
select an existing person 
from the drop-down 
menu, or click Add New 
to enter a new person. 
 

3. To designate the 
Business Official, select 
an existing person from 
the drop-down menu, or 
click Add New and enter 
the contact information 
for a new person. 
 

 
4. To complete this 

section, 
A. Click Save and 

Continue to 
proceed. 
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B. Click Save to exit 
and return later. 

C. Click Back to 
return to the 
previous step 
without saving 
changes. 

 
Adding a New Contact  

NOTE: The steps for adding a 
new contact as an Authorized 
Contract Negotiator, Principal 
Investigator, or Business Official 
is the same. 
 

1. Enter the contact’s first 
and last name 
(required). The prefix 
and suffix are optional. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. If the contact’s address 
is the same as the firm’s 
address, click the 
checkbox. Otherwise, 
enter the contact’s 
address. 

 



NASA ProSAMS 
Start, Edit and Submit a Proposal 
Digital Guide  

 

 

8 
 

 
Need more help? Contact the Help Desk: 

Agency-SBIR@mail.nasa.gov 
 

Feb 16, 2024 

 
NOTE: Click the blue question 
mark for information on ZIP+4. 
 
 
 
 
 
 
 
 
 
 

3. Enter the contact’s 
email and phone 
number. If the contact’s 
phone is the same as 
the firm’s, click the 
check box. 
 

4. To complete adding a 
new contact, click 
Create. Click Cancel if 
you do not want to add 
the contact. 
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Proposal Certifications  
Read all the certification 
statements. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Below the statements, check to 
see that the Selected Principal 
Investigator’s name is listed to 
indicate certification of the 
statements.  
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1. Question #1, answer yes 

or no. If no, provide the 
information requested, 
including the required 
documentation. 

 
NOTE: The status of Question 1 
is now complete. 
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2. Question #2, select an 
answer and click the 
checkbox to indicate 
agreement. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A. If the second 
answer is selected, 
click Add Proposal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

B. Enter the 
information for the 
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essentially 
equivalent proposal 
submission. For 
each equivalent 
proposal 
submission, click 
Add Another, and 
complete the 
information. 

 
 
 
 
 
 

 
 
 
 
 

C. When all 
information has 
been entered, click 
Save Changes to 
proceed. You will be 
returned to the 
previous Proposal 
Certifications 
screen. 

 
 

 
 

 
 
 

D. The additional 
proposal 
submissions will be 
listed. To edit a 
listed proposal, click 
Edit. To remove a 
proposal from the 
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list, click Delete. 
Click Add More to 
list additional 
proposal 
submissions. 

 
 
 

 
 
 
 

3. Questions #3-5, answer 
yes or no. If no, provide 
the information 
requested, including the 
required 
documentation. 
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4. Question #6, answer 
yes or no. If yes, 
provide the 
required 
documentation. 
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5. Question #7, click 

the checkbox to 
indicate agreement. 
 

 
6. Questions #8-10, 

answer yes or no. 
 

 
 
 
 
 
 
 
 
 
 
 

 
7. Question #11, click 

the checkbox to 
indicate agreement. 
 
 

8. Question #12, 
answer yes or no. 
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9. Questions #13-16, 
answer yes or no.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
10. Question #17, 

answer yes or no. 
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11. Question #18, 

provide page 
numbers, if 
applicable. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
12. To confirm the 

proposal 
certifications: 
A. Click the two 

check boxes. 
 
 
 
 
 
 
 

 
B. Enter your first 

and last name. 
C. Enter your title. 
D. Enter today’s 

date. 
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13. To complete this 

section 
A. Click Save and 

Continue to 
proceed to the 
next step.  

B. Click Save to 
exit and return 
later. 

C. Click Back to 
return to the 
previous step 
but changes will 
be lost. 
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Proposal Summary  

1. From the drop-down 
menus, select a number 
for the beginning 
Technology Readiness 
Level (TRL) and number 
for the ending TRL. 

 
NOTE: Click the blue question 
mark icon to get more 
information about TRLs. 

 
2. Enter the number of 

months needed to 
attain the ending TRL 
from the beginning TRL. 

 
3. For the Technical 

Abstract, provide a brief 
descriptive summary of 
your proposal, not to 
exceed 2000 characters. 
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4. For Potential NASA 

Applications, provide a 
brief summary, not to 
exceed 2000 characters. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

5. For Potential non-NASA 
Applications, provide a 
brief summary, not to 
exceed 2000 characters. 
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6. (OPTIONAL) Click one or 

more checkboxes to 
indicate what your 
proposal addresses. 

 
7. To complete this section 

A. Click Save and 
Continue to 
proceed to the 
next step.  

B. Click Save to 
exit and return 
later. 

C. Click Back to 
return to the 
previous step 
but changes will 
be lost. 
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Budget  
1. If the Principal 

Investigator (PI) has 
been selected, that 
person’s name will be 
auto-populated. If the 
PI has not been 
selected, click the 
contacts link to do so. 

 
2. Starting 

with the 
PI: 

A. Select a labor 
category. 
 

NOTE: Click the question mark 
to see more information 
about labor categories. 
 

B. Select an 
education 
level. 

C. Provide the 
PI’s years of 
experience. 

D. Provide the 
total number 
of hours the 
PI is expected 
to work on 
the project. 

E. Provide the 
PI’s hourly 
rate. 

F. (OPTIONAL) 
Provide the 
fringe rate for 
the PI’s 
employee 
class. 
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G. The Total Cost 
will be auto 
calculated. 
 

 
3. To add Additional Key 

Personnel, click Add. 
Otherwise, continue 
to the next question.  

Additional Key Personnel - 
OPTIONAL 

 

1. Enter the person’s 
first name, last name, 
and role. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Then for that person: 

A. Select a labor 
category. 

B. Select an 
education 
level. 

C. Provide the 
person’s years 
of experience. 
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D. Provide the 
total number 
of hours the 
PI is expected 
to work on 
the project. 

E. Provide the 
PI’s hourly 
rate. 

F. (OPTIONAL) 
Provide the 
fringe rate for 
the PI’s 
employee 
class. 

G. The Total Cost 
will be auto 
calculated. 
 

 

 
3. To add another 

person, click Add 
Another and provide 
the required 
information. 
 

4. When all personnel 
have been added: 

A. Click Save 
and Return to 
go back to 
the primary 
budget page. 

B. Click Save to 
exit and 
return later. 
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C. Click Back to 
return to the 
previous step 
but changes 
will be lost. 

5. Additional key 
personnel will be 
listed on the primary 
budget page. 
 
An alert will appear 
for any key personnel 
who are missing 
required information. 
 
To edit an individual, 
click Edit. 
 
To remove an 
individual from the 
list, click Delete.  
 
Click Add More to list 
additional key 
personnel. 

 
Labor Rates  
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6. Answer yes or no 
regarding fully loaded 
labor rates. If yes, 
explain any costs that 
apply, not to exceed 
2000 characters. 
 

NOTE: Click the question mark 
to see more information 
about labor rates. 

 
7. Provide any additional 

information and cost-
support data, not to 
exceed 2000 
characters. 

 
NOTE: Click the question mark 
to see more information 
about documentation that 
may be required.  

8. Upload any 
documentation to 
support your labor 
costs. 
 
 
 
 
 
 
 

 
 

Overhead  
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1. Select Rate or Cost. 
If Rate is selected: 

A. Enter the rate. 
B. Enter the cost 

sources, up to 
2000 
characters. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If Cost is selected: 
A. Enter the cost. 
B. Enter the cost 

sources, up to 2000 
characters. 

 

 

 
General and 
Administrative Expenses 
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1. Select Rate or Cost. 
If Rate is selected: 

A. Enter the rate. 
B. Enter the cost 

sources, up to 
2000 
characters. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
If Cost is selected: 

A. Enter the cost. 
B. Enter the cost 

sources, up to 
2000 
characters. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Profit Rate/Cost Sharing  
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1. Select Profit Rate OR 
Cost Sharing. 

 
NOTE: One must be 
completed. Completing both 
is optional. 
 

If Rate is selected: 
A. Enter the rate. 
B. Enter the cost 

sources, up to 
2000 
characters. 

 
 
 
 
 
 
 
 

 
 
If Cost is selected: 

A. Enter the cost. 
B. Enter the cost 

sources, up to 
2000 
characters. 

 
 
 
 
 
 
 
 
 

 

 

 
 
 

Click to skip adding optional costs. Otherwise, proceed to the next section. 
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NOTE: Other Direct Costs will 

be listed on the primary 
budget page. An alert will 
indicate if any entries are 

missing required information. 
Click the Edit button to 

complete the information 
needed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Add Subcontractors/ 
Consultants - OPTIONAL 

 

Click Add to include a 
Subcontractor or Consultant 
in your proposal submission. 
 
 
 
 
 
 
 
 
 

1. Provide the company 
name. 
 

2. For the Budget 
Contact Person, 
provide the person’s 
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A. Title 
B. (Optional) 

Prefix 
C. First Name 
D. Last name 
E. (Optional) 

Suffix 
F. Primary 

Phone 
G. Email address 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
3. Answer yes or no 

regarding a letter of 
commitment. 

A. If yes, upload 
the requested 
documentatio
n. 
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B. If no, provide 
information as 
to their ability 
to perform 
the proposed 
work, not to 
exceed 2000 
characters. 
 
 
 
 
 
 
 
 
 
 

 
4. Regarding the G&A 

rate, answer yes or 
no. 
 
 
 
 
 
 
 
 
 

 
5. Regarding a detailed 

budget for the 
subcontractor/ 
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consultant, answer 
yes or no. 
 
If yes, click Add and 
provide the required 
information. 
 
 
 
 
 
 

 
A. Complete the 

Labor Cost 
information 
from the 
subcontractor
/ consultant 
budget. Click 
Add Another 
to include 
additional 
labor costs. To 
remove costs, 
click Delete. 

 
B. Complete 

Additional 
Costs by 
selecting a 
type from the 
pulldown 
menu, enter 
the cost, and 
an 
explanation of 
costs. Click 
Add Another 
to include 
more 
additional 
costs. 
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C. Regarding 
other 
subtractor/ 
consultant 
direct costs, 
select yes or 
no. If yes, 
provide the 
requested 
information. 
 
Click Add 
Another to 
include 
additional 
direct costs. 

 
 
 
 
 
 
 
 
 
 
 

6. Once all 
subcontractor/ 
consultant costs are 
entered: 

A. Click Save and 
Return to go 
back to the 
primary 
budget page. 
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B. Click Save to 
exit and 
return later. 

C. Click Back to 
return to the 
previous step 
but changes 
will be lost. 

 
7. You will return to the 

Add Subcontractors/ 
Consultants page, 
where you will see a 
list of entered costs. 
Click Edit to make any 
changes to listed 
costs. 
 
 
 
 

 
8. Regarding using a 

foreign vendor, 
answer yes or no. If 
yes, upload the 
required 
documentation. 

 
 
 
 
 
 
 
 
 
 

9. To add an additional 
subcontractor/ 
consultant, click Add 
Another. 
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10. To complete this 
section without 
adding other 
subcontractors/ 
consultants: 

A. Click Save and 
Return to go 
back to the 
primary 
budget page. 

B. Click Save to 
exit and 
return later. 

C. Click Back to 
return to the 
previous step 
but changes 
will be lost. 
 

11. All added 
subcontractors/ 
consultants will be 
listed on the primary 
budget page. 
 
An alert will appear 
for any that are 
missing required 
information. 
 
To edit a company, 
click Edit. To remove a 
company, click Delete.  
 
Click Add More to list 
additional 
subcontractors/ 
consultants. 

 
 
 

 

Add Technical and 
Business Assistance 
(TABA) - OPTIONAL 
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1. Click “Add” to add a 
TABA vendor. 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Provide the vendor 

company’s name. 
 

3. Provide the vendor’s 
complete address. 

 
4. Provide the vendor’s 

D-U-N-S. 
 

NOTE: Click the blue question 
mark icon for information 
about D-U-N-S. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

5. For the Vendor 
Contact Person, 

 

 



NASA ProSAMS 
Start, Edit and Submit a Proposal 
Digital Guide  

 

 

38 
 

 
Need more help? Contact the Help Desk: 

Agency-SBIR@mail.nasa.gov 
 

Feb 16, 2024 

provide the 
individual’s 

A. Title 
B. (Optional) 

Prefix 
C. First Name 
D. Last Name 
E. (Optional) 

Suffix 
F. Phone 

number 
G. Email address 

 
 
 
 
 
 
 

6. Enter the company’s 
web address. 
 
 
 
 
 

 
7. Provide the total cost. 

 
8. Provide an 

explanation of the 
services to be 
provided, not to 
exceed 2000 
characters. 
 

 
 
 
 
 

9. (Optional) Upload the 
vendor’s price quote 
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as a PDF or Word 
document. 
 
 

 
10. To add an additional 

vendor, click the +Add 
Another. 
 

11. To complete this 
section without 
adding other vendors 

A. Click Save and 
Return to go 
back to the 
primary 
budget page 
and continue, 
or 

B. Click Save to 
exit and 
return later, 
or 

C. Click Back to 
return to the 
previous step, 
but changes 
will be lost. 
 

12. All added vendors will 
be listed on the 
primary budget page. 
 
An alert will appear 
for any that are 
missing required 
information. 
 
To edit a company, 
click Edit. 
 
To remove a 
company, click Delete.  
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Click Add More to list 
additional TABA 
vendors. 
 

 

Other Direct Costs (ODC) 
– Travel - OPTIONAL 

 

1. To add Other Direct 
Costs for Travel, select 
Travel from the 
pulldown menu and 
click Add. 
 
 
 
 
 
 
 
 

2. Describe the travel 
you are proposing, not 
to exceed 2000 
characters. 
 
 
 
 
 
 
 
 

3. Enter the city and 
state you’ll be 
traveling to and the 
city and state from 
which you’ll be 
traveling. 
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4. Provide the number of 
people traveling and 
the number travel 
days. 
 

5. Explain the purpose of 
the trip, not to exceed 
2000 characters. 

 
 
 
 
 
 
 
 
 
 
 

6. Enter the costs for 
airfare, travel, per 
diem, and any other 
need. Include the total 
cost. 
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7. Provide the source(s) 
of your cost 
estimates, not to 
exceed 2000 
characters. 
 
 

 
8. Explain and justify the 

need for travel and 
the associated costs, 
not to exceed 2000 
characters. 
 
 
 

 
 
 

 
9. To add other travel, 

click the +Add 
Another button. 
 
 

10. To complete this 
section without 
adding other travel: 

A. Click Save and 
Return to go 
back to the 
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primary 
budget page 
and continue, 
OR 

B. Click Save to 
exit and 
return later, 
OR 

C. Click Back to 
return to the 
previous step, 
but changes 
will be lost. 

 
 

 
Other Direct Costs (ODC) 
– Supplies - OPTIONAL 
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1. To add Other Direct 

Costs for Supplies, 
select Supplies from 
the pulldown menu 
and click Add. 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Describe the supplies 
you are proposing. 
 

3. Enter the vendor’s 
name, the quantity, 
and total cost in U.S. 
dollars. 
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4. Answer yes or no to 

the following: 
A. Exclusivity 
B. Competitively 

Sourced 
C. Consumable 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Select yes or no 

regarding purchases 
from a foreign vendor. 
 
If yes, provide the 
required 
documentation. 
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6. Select yes or no 
regarding supporting 
documents for this 
ODC. 
 
If yes, upload those 
documents. 
 
 
 
 
 
 
 
 
 
 
 

 
 
If no, explain why you 
do not have 
supporting 
documents. 
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7. To add other supplies, 
click the Add Another 
button. 
 

8. To complete this 
section without 
adding other supplies: 

A. Click Save and 
Return to go 
back to the 
primary 
budget page 
and continue. 

B. Click Save to 
exit and 
return later. 

C. Click Back to 
return to the 
previous step 
but changes 
will be lost. 

 
 

Other Direct Costs (ODC) 
– Materials - OPTIONAL 

 

 
1. To add Other Direct 

Costs for Materials, 
select Materials from 
the pulldown menu 
and click Add. 
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2. Describe the supplies 
you are proposing. 
 
 
 
 
 
 
 

3. Enter the vendor’s 
name, the quantity, 
and total cost in U.S. 
dollars. 
 

 
 
 

4. Answer yes or no to 
the following: 

a. Exclusivity 
b. Competitively 

Sourced 
c. Consumable 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

 



NASA ProSAMS 
Start, Edit and Submit a Proposal 
Digital Guide  

 

 

49 
 

 
Need more help? Contact the Help Desk: 

Agency-SBIR@mail.nasa.gov 
 

Feb 16, 2024 

5. Select yes or no 
regarding purchases 
from a foreign vendor. 
 
If yes, provide the 
required 
documentation. 
 
 
 
 
 
 
 
 
 
 
 
 

6. Select yes or no 
regarding additional 
supporting 
documents. 
 
If yes, provide the 
required 
documentation. 
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If no, explain why you 
do not have 
supporting 
documents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

7. To add other direct 
costs, click Add 
Another. 
 

8. To complete this 
section without 
adding other 
materials costs: 

A. Click Save and 
Return to go 
to the primary 
budget page 
and continue. 

B. Click Save to 
exit and 
return later. 
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C. Click Back to 
return to the 
previous step 
but changes 
will be lost. 

Other Direct Costs (ODC) 
– Other - OPTIONAL 

 

1. To add Other Direct 
Costs for Other items, 
select Other from the 
pulldown menu and 
click Add. 
 
 
 
 
 

 
 

2. Describe the materials 
you are proposing. 
 
 
 
 
 
 
 
 
 

3. Enter the vendor’s 
name, the quantity, 
and total cost in U.S. 
dollars. 
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4. Answer yes or no to 
the following: 

a. Exclusivity 
b. Competitively 

Sourced 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Select yes or no 
regarding purchases 
from a foreign vendor. 
 
If yes, provide the 
required 
documentation. 
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6. Select yes or no 
regarding additional 
supporting 
documents. 
 
If yes, provide the 
required 
documentation. 

 
 
 
 
 
 
 
 
 
 

 
If no, explain why you 
do not have 
supporting 
documents. 
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7. To add other direct 
costs, click Add 
Another. 
 

8. To complete this 
section without 
adding other direct 
costs: 

A. Click Save and 
Return to go 
back to the 
primary 
budget page 
and continue. 

B. Click Save to 
exit and 
return later. 

C. Click Back to 
return to the 
previous step 
but changes 
will be lost. 

 

Other Direct Costs (ODC) 
– Equipment - OPTIONAL 

 

 
1. To add Other Direct 

Costs for Equipment, 
select Equipment 
from the pulldown 
menu and click Add. 
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2. Describe the 
equipment costs you 
are proposing. 
 
 
 
 
 
 
 
 
 
 

3. Enter the vendor’s 
name, the quantity, 
and total cost in U.S. 
dollars. 
 

 
 
 
 

4. Answer yes or no to 
the following: 

a. Exclusivity 
b. Competitively 

Sourced 
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5. Select yes or no 
regarding purchases 
from a foreign vendor. 
If yes, provide the 
required 
documentation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Select yes or no 
regarding additional 
supporting 
documents. 
 
If yes, provide the 
required 
documentation.  
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If no, explain why you 
do not have 
supporting 
documents. 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 

 
7. To add other direct 

costs, click the Add 
Another button. 
 

8. To complete this 
section without 
adding other direct 
costs for equipment: 

A. Click Save and 
Return to go 
back to the 
primary 
budget page. 
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B. Click Save to 
exit and 
return later. 

C. Click Back to 
return to the 
previous step 
but changes 
will be lost. 
 

Complete Budget Section  

1. To complete the 
Budget section 
without adding any 
optional costs, or after 
all optional costs have 
been entered, from 
the primary budget 
page: 
 

A. Click Save and 
Continue to 
proceed to 
the next step. 

B. Click Save to 
exit and 
return later. 

C. Click Back to 
return to the 
previous step 
but changes 
will be lost. 

 

Technical Proposal 
Upload 
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1. Verify your proposal’s 
format conforms to 
the specifications in 
the Solicitation. 
 

2. Select yes or no 
regarding ITAR or EAR 
Data. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

A. If yes, email 
your technical 
proposal as 
instructed and 
enter the 
ticket number 
in the text 
field. 
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B. If no, upload 
your technical 
proposal. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

3. To complete this 
section: 

A. Click the 
checkbox. 

B. Click Save and 
Continue to 
proceed to 
the next step. 

C. Click Save to 
exit and 
return later. 

D. Click Back to 
return to the 
previous step 
but changes 
will be lost. 
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Briefing Chart  

1. Provide the 
information requested 
regarding the merits 
of the proposed 
technology solution. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Provide the 
information requested 
regarding main 
objectives and 
proposed 
deliverables. 
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3. Provide an image of 

the briefing chart. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Indicate the firm’s 
point of contact. If 
Other is selected, 
provide the detailed 
information 
requested. 
 
 

5. To complete this 
section: 

A. Click Save and 
Continue to 
proceed to 
the next step. 

B. Click Save to 
exit and 
return later. 

C. Click Back to 
return to the 
previous step 
but changes 
will be lost. 
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I-Corps Opt-in - OPTIONAL  

1. Review the I-Corps 
requirements. 
 

2. Regarding 
participation, answer 
yes or no. 

 
 

3. Regarding previous 
participation in other 
agency I-Corps 
programs, answer yes 
or no. 
 
 
 
 

 
4. Regarding current 

business strategy, 
select one answer. 
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5. Provide the SBC’s 

number of employees 
and the estimated 
number of employees 
the SBC will hire in the 
next three years, if 
any. 
 
 
 
 
 
 

 
 

 
6. ONLY if you answered 

Yes to participate in I-
Corps, answer yes or 
no to the following 
three statements. 
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7. ONLY if you answered 
Yes to participating in 
I-Corp, explain why 
your company would 
benefit from 
participating. 
 
 
 
 
 
 
 
 
 

 
 

8. To complete this 
section: 

A. Click Save and 
Continue to 
proceed to 
the next step, 
OR 

B. Click Save to 
exit and 
return later, 
OR 

C. Click Back to 
return to the 
previous step. 
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Endorsement  

1. If all sections of your 
proposal are 
complete, download 
the endorsement 
template. NOTE: Both 
the Business Official 
and Principal 
Investigator must sign 
the form. 
 

2. Upload the signed 
endorsement. 
 

3. Click the checkbox to 
certify proper 
endorsement. 
 

4. Click Endorse and 
Submit. 

 
 
 

5. If you are sure you are 
ready, click Continue 
in the pop-up window. 
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6. A confirmation 
message will appear 
after a successful 
submission. Click 
Return to Dashboard 
to access other parts 
of ProSAMS or to log 
out. 

 
Endorsement - Error  

If any section of your proposal 
is incomplete, you will see a 
warning message with specific 
details. You must complete all 
sections before you can 
Endorse and Submit your 
proposal. 
 
Click Back to return to the 
previous page OR click a 
section of the proposal with 
an In-progress status to go 
that specific section. 

 


