
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Closing dates: The full application must be submitted and approved via e-GAP2 by 17th June 2016. 
Final decisions will be announced in December 2016. 

Applications can only be submrtted online on the Royal Society's electronic Grant Application and 
Processing (e-GAP2) system https://e-gap.royalsociety.org. Applicatrons cannot be submrtted on paper. If 
you would like any further information on this scheme, about the e-GAP2 process, or on the submission 
of your application, please contact the Grants Section, The Royal Society, 6-9 Carlton House Terrace, 
London, SW1Y SAG (email: labrefurbishment@royalsociety.org). 

Important Changes 
If you intend on using animals or animal tissue in your research, then you will be required to complete a 

supplementary form detailrng your use of animals, which can be downloaded in "View Notes" under the 

Funding Schemes tab in e-GAP2. Right click and select "Save Link As" to download the form, and then 

upload the completed form as a PDF to the relevant freld as indicated in the scheme notes. 

All applicatrons involving the use of primates, cats, dogs and equidae animals will be sent to the NC3Rs for 

further review. By submitting an application to the Society, an applrcant accepts that the Society has the 

right to share your application with the NC3Rs, without the need to obtain any further consent. 
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Submission: You will not be able to submit your application until you have completed each section in 

full. You should subm1t your application for approval by a designated approver at your host organisation 

at least 5 working days before the closing date to allow for your host organisation's administrative 

procedures. 

Application sharing: You can let other e-GAP2 users view your draft application, in advance of 

subm1ssion, by provid1ng their email address and entering the perm1ssions you want them to have. They 

will be able to log in using their existing password and also see and, depending on permissions, amend 

your application. If you choose to do this, the sharer needs to dick on My Applications once 
they have logged on to see your application. 

Application deletion: You can delete your application at any time although it is often a lot easier to 

just re-edit your existing application. You will be able to recover a deleted application for a period of 7 

days after deletion. After this it will be permanently removed from the system. 

Application returned for editing: The approver can return your application to you for further editing. 

Guidance: In the tables below you will f1nd 1n the left-hand each question as set out 1n the application 

sections and 1n the right-hand column useful guidance on its completion. 

Further clarification: If you have any questions or require further information, please do not hesitate to 

seek clarification from the Royal Society Grants Team (ema1l: labrefurbishment@royalsociety.org). 

 

 

 

 

 

 



 

Application Guidance Notes 

Selection criteria 

The primary consrderations will be: 

• the quality, and potential of the research to be carried out in the modernised laboratories, 

• the strength of the track record of the principal researcher and their team, 

• the need for refurbishment of existing facilities, 

• 
The level of funding and/or contribution to the refurbishment provided by the applicant's rnstitution (or 

other bodies) on rtems such as professronal fees, VAT and runnrng costs, as well as the overall 'value for 

money' of the bid, will also be taken into account. It is expected that matched funding from other sources 

will be available for each project. Matched funding rs not limrted to cash support but can include benefrts 

rn kind supporting the case for refurbishment/renovation such as: equrpment or the underwriting of new 

support staff posts. 

Completing the e-GAP2 form 

In the below table each box represents a tab on the e-GAP2 application form; the left-hand column 

contains the questions withrn each of these tabs as set out in the form; the right-hand column contains 

useful guidance on its completion. Please read these notes carefully as you fill out the form. 

I Questions asked on e-GAP2 forms I Guidance on completion of forms 

Questions labelled with * in e-GAP2 are mandatory. 

Summary 

Summary Table When your application form is complete, all sections on 

this summary table will have a green trek. You wrll then 

be able to submrt your application. 

Applicant Personal Details 

Title, Names, Initials, Address, Email and Please take care to complete these frelds accurately. 

Telephone number Errors rn this section can cause difficulties rn the 
processing of your application. Some fields will be pre-
filled with the detarls from your e-GAP account. If 
detarls are wrong, please make changes and also 
update your account information by choosing 'My 
Details' on the first page after login. 

Applicant Career Summary 

Statement of qualifications and career 
Please click 'Add Qualification' to add each 

Please give details of appointments and appointment or qualificatron 
qualifications in reverse chronological order. 

Present posrtion Please give the title of your present position including 
information regarding current position type and 
position length., re. lecturer, reader. Maximum 300 
characters (includrnq spaces) . 

Present Employer Please enter the name of your present employer, eg. 
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Present Department 

Present Position Full Time 

Present Position Start date 

PhD Awarded Date 

Most significant publications 

Please list up to ten of your most significant 

publications (papers accepted for publication may 

be included in the list) and justify your selection. 

Existing grants 

Please g1ve brief details of any current and recent 

research grants and other income for research, 

Indicating source and value (GBP, approximately) 

Research Team 

6 

The Royal Society. 

Please enter your department. Maximum 200 
characters (including spaces). 

Is your present position a full time contract! Please 

select Yes or No. 

Please complete the date in dd/mm/yyyy format. 

Please enter your PhD awarded date in dd/mm/yyyy 

format. 

Plain text Maximum 2,500 characters (including 
spaces). 

If you upload a PDF document please ensure that it is 
titled 'Publications List' and that you enter 'See 
attachment' in the text box. Please remember to put 
the title 'Applicant's publications' at the top of the PDF 
document. Do not exceed 2 pages of A4 s1zed paper or 
equ1valent (portrait orientation). Please do not use a 
text size smaller than Arial 10 and also ensure that the 
PDF document 1s not more than 3MB. Applicants are 
requested to make sure uploaded PDF documents are 
unlocked. If you are uploading a PDF then can you 
please enter "See attachment" in the field. For further 
information please refer to the Uploading PDF 
documents section. 
Maximum 2,000 characters (including spaces). 

The lead appl1cant must provide further detail 
regarding tenure of their current position. 

details (name, 
of the other 
who will be 

Additionally, please provide 
position, brief career summary) 
members of the research team 
involved with the laboratory. 

This information has to be 1n Adobe postscrrpt 
document format (PDF). Please remember to put the 
title 'Co-applicants' at the top of the PDF document. 
Do not exceed 6 pages of A4 sized paper for 
equivalent (portrait orientation). Please do not use 
a text size smaller than Arial 10 and also ensure that 
the PDF document is not more than 3MB. Applicants 
are requested to make sure uploaded PDF documents 
are unlocked. Please enter "See attachment" in the 
field. For further information please refer to the 
Uploading PDF documents section. 
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has signed up to 
(htt(;r//www. nc3rs.or!J. uk/Qa!Je .asQ? id=2 77). 

Use of Animals in Research Does your proposal involve the use of animals or 

Financial Details 

Sum requested 

from the Royal 

Society/VI/olfson 

Foundation 

Refurbishment 

amount 

Infrastructure 

amount 

Matched funding 

Financial Details 
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animal tissue? If you selected YES, then you will be 
required to complete a supplementary form detailing 
your use of animals, which can be downloaded in 
"View Notes" under the Funding Schemes tab in e-
GAP2. Right click and select "Save Link As" to 
download the form, and then upload the completed 
form as a PDF to the relevant field as Indicated 1n the 
scheme notes. 

Failure to do so will resu lt in a delay in processing your 
application. 

Please note that all applications involving the use of 
primates, cats, dogs and equidae animals will be 
further reviewed by the NC3Rs. 

This amount should not exceed £250,000. 

Please complete the amount that is requested from the grant scheme for the Refurbishment 

(ie. structural construction, building work, plastering walls and ceilings, flooring). 

Please complete the amount that is requested from the grant scheme fo r Infrastructure (ie. 

special lighting, air-conditioning, benches). 

Please provide further information (including amount, source(s) and if it is secured or not) 

reqardinq the matched fundinq. Maximum 1,000 characters 
Plea se provide an estimate of the costs requ1red for the whole proJect and outline the 
timetable. 

The grant does not cover contingencies, VAT, professional fees, sa laries, inflation, or 
runnmg costs. It is not intended to cover t he full cost of the refurbishment, as it is expected 
that matched funding will be found from other sources. Matched funding is not limited to 
cash support, but can include benefits 1n kind supporting the case for 
refurbishment/renovation such as: equipment or the underwriting of new support staff 
posts. You should indicate how the full project costs (including VAT, fees etc) w1ll be met. 
This should include the contributions expected from your university or other bodies, as well 
as an estimate of additional running costs arising from the refurbishment, and a statement 
of how these Will be met. 

This information should be in Adobe postscript document format (PDF). Please remember to 
put the title 'Financial Details' at the top of the document and do not exceed 3 pages of 
A4 sized paper (portrait orientation) or equivalent. Please also ensure that the PDF 
document is not more than 3MB. Applicants are requested to make sure uploaded PDF 
documents are unlocked. Please enter "See attachment" 1n the field. For further 
information please refer to the Uploading PDF documents section. 

If an app lication is successfu l, payment would on ly commence following the start of the 
project. 

http://www.nc3rs.org.uk/page.asp?id=277


 

 

 

 

 

 

 

 

 

 

 

 

 



 

email to provide a statement of support for your 
application. 

If you are the Head of Department then an alternative 
referee is required to supply the reference, e.g. Deputy 
Head or Head of School 

Please check that they are able to supply their 
statement within one week of the round closing date. 
You should send them a copy of Appendix 1 below. It 
IS the applicant's responsibility to ensure that the 
statement is submitted by the deadline. 

Please check which email address the HoDs would like 
to use, as they may already be registered on e-GAP2 
and mistakes may lead to a delay 1n processing your 
application. No provision is made for non-receipt of 
these automatic emails; please check the HoD has 
been contacted and is able to log-in to their e-GAP2 
account. The Royal Society will not be held responsible 
for automated ema1ls that are not received due to 
address errors or spam filters. It is the Applicant's 
responsibility to ensure that referees' statements are 
submitted in time. 

Diversity Monitoring 

You then have the option to choose "Contact now" or 
"Don't contact". You must select one otherwise the 
HoD may not be added to the application correctly. 

"Contact now" means that they can log on to e-GAP2 
now and prov1de their statement, potentially without 
your application being complete. You may enter a 
personal message and you should send them a copy of 
Appendix 1 below separately. 

"Don't contact" means they will be contacted when 
your application has been submitted and approved, 
and then they can prov1de the1r reference. 

Once you have chosen one of these options, you may 
remove the referee or choose to "Contact" them, as 
described above. Please ensure that you press 'save' 
after selecting your HoD. 

Diversity Monitoring The Royal Society is committed to promoting diversity in UK science, technology, 
engineering, mathematics, and medicme (STEMM) by seeking to increase 
participation from under-represented groups. Please help us to monitor how 
effectively we are doing this by providing the requested information. All questions 
are mandatory. The information provided will form a confidential statistical record in 
accordance w1th the Data Protection Act and will not be used for any purpose other 
than ana lysis of the Society's activities. 

This information will be kept separately from the rest of your application and will not 
be seen by those involved 1n the selection process, Including referees etc. 

You must e1ther complete the form or tiCk the boxes stating that you 'prefer not to 
say'. If you do not select a box for each question, the system will regard your 
application as incomplete and will not allow you to submit it. 

Please note, that where an application contains applicant and co-applicant(s) details, 
all applicants will be expected to complete the diversity monitoring form. 

The lead applicant and co-applicant(s) are restricted to completing and viewing the 
diversity monitoring form that is relevant to them as individuals. You are not 
permitted to view the information provided by the other under this section of the 
application. 

You are strongly advised to print a PDF version of your application and check it thoroughly (including 
uploaded PDF files) before you finally press submit. 
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3 Submission of application 

The closing date for the receipt of applications IS 17th June 2016. Applications must be submitted via the 
e-GAP2 system and approved by your host organisation before the deadline. 

Once you have submitted your application for approval by your host organisation, an automatic ema1l will 
be sent to the approving department asking them to log on to the system. You will not be able to edit your 
application after 1t has been submitted to your host organisation for approval. The host organisation 
approver w1ll either: approve and submit your application, contact you to request modifications, or decline 
your application and contact you. 

Please be aware that 1t is your responsibility to ensure that you complete your application 1n time for the 
host organisation to process it (includmg requesting changes) and provide their approval by the closing 
date. It is recommended that you allow at least five working days for this process. 

If your host organisation approver requests modifications through the e-GAP2 ema1l fac1l1ty, they can unlock 
your application, allowing you to edit it. If they are unsure how to do this, they should contact the Grants 
Section. Once you have completed the requested changes, please use the appl1cat1on summary to re
submit your application for approval by your host organisation. Please also contact your head of 
department and alert them to the changes. 

Once your host organisation has approved your application and submitted it to the Royal Society it will not 
be possible to make any changes. 

Please note that once the closing date has passed, host organisation approvers cannot approve applications 
and submit them to the Royal Society and unapproved applications are removed from consideration. No 
late applications will be accepted. 

It 1s recommended that you check that your application is submitted in t ime. To see the details of the host 
organisation approver and to check the status of your application, you should log 1nto e-GAP2 and click on 
the link to the Application Summa ry. You will also be able to see whether the head of department 
statement has been submitted. 

4 Review process 
Applicants should be aware that th1s application form will be considered by the selection panel who will 

prepare a short list for further consideration. The shortlisted appl ications w1ll be reviewed by at least two 

Independent referees recommended by the selection panel. It is expected that applicants w1ll be notified of 

the final outcome in December 2016. Limited feedba ck may subsequently be available on request. 

Please be assured that the Royal Society specifically requests anyone involved in reviewing applications to 

consider them in confidence. 

5 Enquiries 

If you have any enquiries about the submission of your application or about the e-GAP2 process, please 

contact the Grants Team, The Royal Society, 6-9 Carlton House Terrace, London, SW1 Y SAG 

(em a i I: Ia brefu rbish ment@roya !society .org). 
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Appendix 1 

Please make sure that you pass a copy of these instructions to your Head of Department. Once you have 

submitted your application for approval they will be contacted automatically by email. They can then use 

these instructions to provide their statement/reference. The reference is due one week after the closing 

date. 

Instructions for Head of Department 

Please submtt your reference/ statement on e-GAP2 one week after the closing date. The deadltne for 
references is 24th June 2016. 

Once you have logged on to e-GAP2, a message in red will alert you to the fact that the system will 

automatically log you out if there has been no acttvity (typing is not considered activity) 1n 30 minutes. 

Therefore, we recommend that you type out your reference or support statement in a word processor and 

then copy the text into e-GAP, using the following instructions: 

1. Please go to the e-GAP2 website https://e-GAP.royalsociety.org/ 

2. Enter your email address as provided in the application form. 

3. Enter your password (please click the Forgotten Password' ltnk if necessary). 

4. If you have forgotten or do not know your password, you can set a new password by following the 

"Forgotten password" link on the e-GAP2 home page, entering your email address (as provided in 

the application form). Subsequently you will be sent a link to your email address which will enable 

you to enter a new password (containing at least one capital character and one numerical character) 

that you wish to use). Please note for security reasons this link is only active for 30 minutes and 

therefore the ltnk should be used shortly after the clicking the "Forgotten Password" option. Please 

check spam filters/Junk folders for the correspondence from e-GAP2. 

5. Click on Tasks 

6. Click on Reference List 

7. Click on Provide Reference (if you would like to vtew a PDF of the application first, please click Print 

Application, or you may view the application form 1n its original format by clicking on View 

Application on screen at the top of the reference form). 

8. Complete the support and personal details text boxes. 

9. Click Save and then Submit [If the Submit button does not appear, one of the mandatory fields 

(indicated with *) has not been completed. Please check all necessary ftelds are complete and cliCk 

Save agatn- the Submit button should then appear. 

Your reference 1s then automatically forwarded to the Royal Society. 
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