
 

 

Royal Society International Scientific Seminars - Scheme Notes 
(Round 9) – Deadline Extended 

 
 
PART I 
 

Overview 

In 2010, the Royal Society acquired Chicheley Hall in Buckinghamshire with support from The Kavli 

Foundation. The Royal Society at Chicheley Hall, home of the Kavli Royal Society International 

Centre is the new ‘home of science’ where scientists, technologists and engineers from all over the UK and 

the world can meet in a residential setting to discuss and develop their work.   

 

Aim of the Royal Society’s International Scientific Seminar Scheme 

The aim of this scheme is to fund the organisation of a small 2 day scientific meeting to bring together 

groups of scientists for the purpose of scientific discussion, to promote collaboration and knowledge 

transfer by encouraging interaction within the wider research community. These meetings are aimed at 

developing new relationships rather than fostering collaborations where meetings have already taken 

place. These meetings are scheduled to take place at The Royal Society at Chicheley Hall.  

 

The award holders will be responsible for all aspects of organising and delivering the scientific content of 

the meetings.  Award holders would need to ensure that these meetings focus on discussion rather than 

holding a formal scientific seminar.  Award holders would however receive full guidance and support from 

the Royal Society for holding the meeting at The Royal Society at Chicheley Hall.   

 

Eligibility Requirement  

Applicants MUST currently be in receipt of one of the Royal Society awards listed below.  Applications will 

only be considered from award holders who will continue to receive funding up to and including the time 

when the actual meeting will take place (current timeframe for meetings is from October 2015 until 

December 2016). 

 

• University Research Fellows  

• Sir Henry Dale Fellowships 

• Dorothy Hodgkin Fellows  

• Industry Fellows 

• Wolfson Research Merit Award Holders 

• Research Professors 

• Leverhulme-Royal Society Africa Awards (Ghana & Tanzania) 

• Royal Society-DFID Africa Capacity Building Initiatives 

 

All participants who are invited to these meetings must have a PhD or equivalent research experience at 

the time the application is made to the Royal Society. 

 

Additionally, participants who are invited to these meetings must hold a permanent or fixed term contract 

at an eligible organisation which, if it is the latter, continues at least for the duration of the scientific 

meeting. 
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Applicants may invite participants from the same department or institution as themselves.  However, the 

maximum number of participants who can be invited from the same department should not exceed more 

than 3 and the maximum number from the same institution should not exceed more than 4.  Please note 

that consideration will be given to geographical location, ethnic and gender balance of the participant list 

when making the selection. 

 

Who should participate in a scientific seminar? 

When deciding upon who to invite to the meeting, please bear in mind that the sole purpose of the meeting 

is to initiate and encourage scientific networking by bringing together small groups of scientists from the 

UK and overseas to develop new and enduring partnerships. These meetings are not intended as a forum 

for presenting papers etc. All invited attendees MUST have a PhD or equivalent research experience at the 

time the application is made to the Royal Society. 

 

The number of participants who are invited to this meeting may vary, but it should NOT exceed 20 

attendees (includes applicant), and may include up to 4 non-academic researchers (this may be particularly 

useful for those of you with an Industry Fellow Award). Please ensure where possible that you have included 

a good range of UK participants from various UK institutions and where possible have a good 

gender balance.  Please also ensure you make use of the international community and should consider 

inviting at least 2 internationally recognised experts from overseas if not more.  The applicant will 

need to list on the e-GAP application form, the names of ALL attendees to the meeting. 

 

The application form should include the following details about each invited participant to the meeting: 

 

• Name & title (please identify any participants who are female) 

• Institution 

• Country 

• Position 

• Field of expertise 

• Short explanation as to why they have been invited to participate 

 

Please ensure you include this information in the application form since the quality of participants and areas 

of expertise will be assessed.  Applicants should include a reserve list of five participants.  This should 

include a mixture of UK and international scientists). 

 

It is the applicant’s responsibility to check with each nominated participant that in principle they 

would be willing and able to attend the meeting should the application be successful.  We 

appreciate that not all nominated participants will be able to attend, especially if you need to 

move the timing of the meeting.  However, any changes to the original list of attendees would 

need to be approved by the Society well in advance of the meeting taking place.  Any new 

participants should not automatically be invited to the meeting without prior approval. 

 

Theme of the Scientific Seminar 

The scientific meeting may be specific to a particular field of science or cross disciplinary in nature.  

However, the meeting must fall within the remit of the Royal Society, i.e. the natural sciences, including 

physics, chemistry, mathematics, computer science, engineering science, biochemistry, agricultural and 

medical research, and the scientific aspects of archaeology, geography and experimental psychology. The 

Royal Society cannot support scientific meetings in social sciences or clinical medical research. 

 

Outcomes 

Please ensure that the application includes details of what is expected as a result of the meeting and include 

how you are planning to develop any new partnerships.  Please try to be as specific as possible. 
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Duration and Level of Funding  

Funding is available to support a number of meetings at The Royal Society Chicheley Hall between October 

2015 and December 2016.  Accommodation for all attendees will be available at the centre for up to a 

maximum of 3 nights (see below for specific details on accommodation). Those attendees who wish to stay 

longer would need to do so at their own expense and this would be subject to availability. 

 

 

This grant will support the costs of: 

 

• UK travel costs for attendees (train fare or internal flight, taxi to and from the centre) 

• International airfares for at least  2 internationally recognised experts from overseas 

• Accommodation for all UK attendees at the centre for up to 2 nights 

• Accommodation for all international attendees at the centre for up to 3 nights 

• Hire of the meeting rooms and audio visual equipment at the centre 

• All meals at the centre (breakfast, lunch and evening dinner) 

 

Please note that it would not be possible to accommodate partners or children at The Royal Society at 

Chicheley Hall. 

 

The UK and international travel costs will be paid in advance to the host organisation.  The maximum 

amount you may request from the Royal Society for travel is £5,000.  It will be up to the applicant to 

determine how much of the grant is spent on international travel and how much is spent on UK travel to 

the meeting (economy airfares and second class rail travel only).  Applicants should consider inviting at 

least 2 internationally recognised experts from overseas to this meeting. 

 

Costs associated at The Royal Society at Chicheley Hall will NOT be paid as a grant to the host organisation, 

since the hire of all rooms and catering costs will be paid by the Grants Section of the Royal Society.  It is 

therefore important to reserve the correct number of nights when making the booking since cancellation 

fees will apply. 

 

Closing date 

Applications for this scheme will close on 11 June 2015.  However, applicants are advised to submit their 

applications at least five working days before the deadline since approval needs to be given by your host 

organisations. 

 

Results 

Results will be released by email in September 2015.   

 

Organisation of 2 day meetings at Chicheley Hall 

It will be the responsibility of the award holder to organise and deliver the scientific content of the meeting 

including the confirmed participation of all attendees at the meeting. However, award holders will receive 

detailed guidelines and support from the Royal Society with regards to the practical arrangements for 

organising the meeting. The Royal Society will also book all required bedrooms, meeting rooms, AV 

equipment and catering at the Kavli Royal Society International Centre on your behalf. Whilst the Royal 

Society will endeavour to meet your booking requirements, we will not be able to guarantee whether the 

month you have requested will be available at this stage.  You will have the opportunity to discuss the most 

appropriate dates for the meeting with the Royal Society after the results have been released.   

 

The 2 day meetings held at The Royal Society at Chicheley Hall should consist of a structured programme 

covering all topics that the award holder wishes to be covered with thought given to how the decision will 

be reached.  The award holder may also wish to consider whether the evening meal could offer a further 

opportunity for structured discussion or whether it would provide an informal networking opportunity. An 
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example schedule is attached to this document; please note that these do not have to be used as templates 

for your meeting. If an alternative meeting structure is preferred, please propose it in the application form. 

 

Applicants MUST include the full title of discussions/talks whilst preparing the tentative agenda 

 

The general structure of the day should be scheduled as follows:  

 

  07.30am – 08.30am Breakfast 

  09.00am – 11.00am Meeting session 

  11.00am – 11.30am Coffee break 

  11.30am –   1.00pm Meeting session 

    1.00pm –   2.00pm  Lunch 

    2.00pm –   3.30pm  Meeting session 

    3.30pm –   4.00pm  Coffee break 

    4.00pm –   5.00pm  Meeting session 

 

Timings for the evening meal can be discussed as part of the proposal. 

 

Agenda 

When drafting your agenda, please ensure you add the actual name of the invited speaker in the 

meeting schedule.  Please also include details of what will be discussed at each session.  Please try 

to be as specific as possible when planning your meeting including what will be discussed at the end of the 

meeting e.g. summary/conclusions. 

 

Rooms at The Royal Society Chicheley Hall 

You will need to indicate the number of bedrooms and meeting style rooms you will require on the 

application form. The maximum number of rooms available to you would be: 

 

Bedrooms – maximum 20 single rooms 

Meeting Rooms – maximum 2 small meeting rooms per day 

 

Assessment Criteria   

The main criterion for the assessment of these proposals is: 

• The quality of the science outlined in the proposal 

• The potential of the meeting to promote discussion that will ultimately result in future collaboration 

within the UK and internationally 

 

The primary consideration will be: 

• The strength of the applicant and institution in the proposed area of research 

• The quality of participants and area of expertise (consideration will be given to geographical 

location, ethnic and gender balance of the participant list when making the selection) 

• The strength of the proposal 

• The potential contribution to the UK science base 

 

Report 

An interim report should be submitted to the Royal Society shortly after the meeting has taken place.   This 

will be followed up with the submission of a final report 6 months afterwards. The final report would need 

to indicate whether there have been any follow-on activities as a result of the meeting.  The report should 

not only include the outcomes but also a strategy for future collaborations. 

 

Contact Information 

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

email:  international.seminars@royalsociety.org or telephone 0207 451 2565. 
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Equal Opportunities 

The Royal Society is committed to an equal opportunities policy in the provision of grants and awards. To 

ensure the effectiveness of this policy, please assist us by providing the information requested at the end 

of the application. The information will be kept separately from the rest of your application and will not be 

seen by those involved in making short listing decisions. The information provided will form a confidential 

statistical record/database in accordance with the Data Protection Act and will not be used for any purpose 

other than as an analysis of the Society’s Equal Opportunities Policy. Your assistance in this matter would 

be much appreciated. 

 
Example schedules 
Below is an example agenda of an actual meeting which has taken place.  When drafting your own agenda, 

please ensure you add the actual name of the invited speaker in the meeting schedule along with 

institution, country and title of the talk.  Please also include details of what will be discussed at each session. 

Applicants may wish to have the same format over the two days or to mix and match various formats.  

Please try to be as specific as possible when planning your meeting including what will be discussed at the 

end of the meeting e.g. summary/conclusions. 

 
Proposed Agenda 
Day 1 
7:30 – 8:30 Breakfast 
9:00  Nora de Leeuw Introduction: Setting the Scene 

 (Title of Talk) 
9:15  Prof. Mike Drake University of Arizona 
 (Title of Talk) 
9:30  Dr Wendy Brown University College London 
 (Title of Talk) 
9:45  Prof. Paola Casselli University of Leeds 
 (Title of Talk) 
10:00 Prof. Nigel Mason Open University 

(Title of Talk) 
10:15 Discussion: Physico-chemical Processes during Planetary Formation 
 
11:00 – 11:30 Tea/coffee 
 
11:30  Prof. Richard Catlow University College London 
 (Title of Talk) 
11:45  Dr Fedor Goumans University of Leiden 
 (Title of Talk) 
12:00 Dr Krishna Muralidharan University of Arizona 

(Title of Talk) 
12:15 Prof. Nora de Leeuw University College London 
 (Title of Talk) 
12:30 Discussion: Role of Computer Modelling in Astrochemistry and -physics 
 
13:15 – 14:15 Lunch 
 
14:15 Prof. Harold Linnartz University of Leiden 
 (Title of Talk) 
14:30 Prof. Steve Price University College London 

(Title of Talk) 
14:45 Prof. Peter Sarre University of Nottingham 
 (Title of Talk) 
15:00  Dr Declan Diver University of Glasgow 
 (Title of Talk) 
15:15  Discussion: Gas-phase reactions in the Interstellar Medium 
 (Title of Talk) 
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16:00 Tea/coffee 
16:30 – 17:00 Round Table Discussion 
 
Day 2 
7:30 – 8:30 Breakfast 
9:00  Nora de Leeuw Summary from Day 1 
9:15  Prof. Mario Rocca University of Genoa 
 (Title of Talk) 
9:30  Prof. Martin McCoustra Heriot-Watt University 
 (Title of Talk) 
9:45  Prof. John Plane University of Leeds 
 (Title of Talk) 
10:00  Dr Malcolm Kadodwala University of Glasgow 

(Title of Talk) 
10:15 Discussion: Surface Processes in the Interstellar Medium 
 
11:00 – 11:30 Tea/coffee 
 
11:30  Prof. Tom Millar Queens University Belfast 
 (Title of Talk) 
11:45  Dr Christiane Helling St. Andrews University 
 (Title of Talk) 
12:15  Dr Lucca Vattuoni University of Genoa 
 (Title of Talk) 
12:30 Discussion: Physics and Chemistry occurring during Stellar Formation 
 
13:15 – 14:15 Lunch 
 
14:15 Round Table Discussion of Theme outcomes 
Identify areas of potential collaboration and overlap: “Big Picture” 
15:15 Summary and Conclusions: Determine actions for future activities 
 
15:30 Tea/coffee 
 
16:00 Departure 

 
Suggested Travel Costs 
 

• All train travel should be booked as 2nd class 

• All flights should be booked as economy class 

• Taxi from Heathrow Airport to Chicheley Hall is approximately £65  

• Taxi from Stanstead Airport to Chicheley Hall is approximately £75 

• Taxi from Milton Keynes Train Station to Chicheley Hall is between £10-£15 

 

Chart showing estimated costs 

 

Countries of Departure RS Travel Allowance 

Western Europe £200 

Far Western Europe & Eastern Europe £300 

East Coast USA £550 

West Coast USA, Canada, Middle East and 

Africa (inc South Africa, & Canary Islands, 

Madagascar, Madeira) 

£600 

India, South East Asia £900 

Australasia, S America, China and Japan  £900 
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PART II 
 

Application Information 

Applications can only be submitted online using the Royal Society’s electronic Grant Application 

and Processing (e-GAP) system (https://e-gap.royalsociety.org/).  Applications cannot be submitted 

on paper.  Applicants should be aware that this application form will be considered by the selection 

panel and that independent references will not be sought. The application will be treated as 

confidential at all times. 

 

When completing your application on e-GAP, it is recommended that you take particular note of the 

following points: 

 

 

• Automatic log-out: You are advised to save your work regularly to prevent accidental loss of text. In 

particular, you should be aware that if the system does not detect any activity for 3 hours it will log out 

and everything that has not been saved will be lost. Please note that typing and moving between tabs 

within an application is not considered an activity, you need to have pressed the save button or have 

moved from one page to another. 

 

• Multiple sessions: You should not have multiple browser windows/tabs of your application open at 

the same time. Only one user should edit an application at a time, otherwise changes might be lost. 

 

• Character limits: When completing boxes that have a restricted length (note that it refers to characters 

and not words and that the count includes spaces) you should note that if you exceed the specified 

amount you will not be able to save when you press the save button. You should type the text for the 

longer-length boxes in a word processor, you can then check the character limit and paste it into e-

GAP.  You will then still have a copy of the text to return to in the word processor. The character limit 

applies to text boxes. 

 

• Plain text: If entering plain text, please avoid using symbols as some may not be accepted by e-GAP. 

You should generate and view a pdf of your application to check that the application appears as you 

want it to. 

 

• Email addresses: The e-GAP system relies heavily on automatic email contact. It is essential that you 

ensure you enter accurate email addresses where requested as it may cause considerable delay in the 

submission/processing of your application if it is incorrect. You cannot make changes to email addresses 

after your application has been submitted for approval. 

 

• Submission: You will not be able to submit your application until you have completed each section in 

full. You should submit 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-GAP users view your draft application, in advance of 

submission, by providing their email address and entering the permissions 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 click on My Applications once they have 

logged on to see your application. 
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• 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 find in the left-hand column each question as set out in the 

application sections and in the right-hand column useful guidance on its completion.  

 

• Further clarification: If any of this advice is unclear, or you need further information, please do not 

hesitate to seek clarification from the Royal Society.    

 

PLEASE NOTE THAT IT IS ESSENTIAL THAT YOU CREATE A PDF OF YOUR 
COMPLETED APPLICATION (by clicking ‘Print Application’), AND CHECK IT 

THOROUGHLY, INCLUDING UPLOADED PDF FILES, BEFORE SUBMITTING IT FOR 
APPROVAL BY YOUR HOST ORGANISATION. IT MAY NOT BE POSSIBLE TO 

RECTIFY MISTAKES IN TIME FOR THE DEADLINE. 
 

SUMMARY 

 

Summary table 

When your application form is complete, all sections on 
this summary table will have a green tick. A green tick 
will only appear when all the mandatory fields in 
that section have been completed. All mandatory 
fields are marked with an asterisk ‘*’. Only then will a 
‘Submit’ button appear for you to be able to submit your 
application. 

 

 

 

APPLICANT PERSONAL DETAILS 

 

Title, First Name, Institution Address etc 

Please take care to complete this accurately.  Errors in this 
section can cause difficulties in the processing of your 
application 

 
 
 
 
APPLICANT CAREER SUMMARY 
 

Field of Specialisation Please list your specialist area of research (max. 200 
characters) 

Outline of Present Research Please provide a brief statement outlining your present 
research (max. 2,500) 

Subject Group Please select from the drop down box 

Subject Please select from the drop down box 
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Present Position  
Please give the length and title of your present Royal 
Society award e.g. Year 3 University Research Fellow 
(max 150 characters)  

Present Department State department (max. 150 characters) 

Fellowship date from 
Please provide us with the date (only) that you started your 
Royal Society award e.g. Industry Fellow October 2008. 
Please enter 01/10/2011 (max 150 characters) 

Fellowship date to 
Please provide us with the date (only) that your Royal 
Society award will end e.g. Industry Fellow – October 
2013. Please enter 31/10/2017 (max 150 characters) 

 
 
 
ORGANISATIONS 
 

Host organisation  
 
Please be aware that it is your 
responsibility to ensure that you complete 
your application in time for the host 
organisation to process it and provide their 
approval by the closing date.  Once they 
have checked your application they will 
contact you if any changes are required.  It 
is recommended that you allow at least five 
working days for this process. 

Please select your Host (UK) Organisation from the drop-
down menu.   

All applications must be approved by the host 
organisation authorities e.g. research grants office, 
finance department, etc. The approving department will 
receive email notification once you have completed your 
application and submitted it. They will be asked to provide 
approval and then submit the application to the Royal 
Society.  

 
 
PROPOSAL 
 

Subject Group 

Please select from the drop down menu.  If the specific 
subject group or discipline of the project (only enter main 
subject) is not listed, please select the closest option (e.g. 
Chemistry) 

 

Subject 

Please select a Subject from the drop down menu. This 
can only be done once the ‘Subject Group’ has been 
selected (e.g. Inorganic Chemistry) 

 

Title 
 

 Please give the full title of your scientific meeting  
(maximum 200 characters, including spaces) 

 
 
 
Rationale and Motivation  
 
 
 
 

Please provide us with details regarding: 

(maximum 1,500 characters, including spaces) 

Why this is an appropriate topic? 

What new developments will be discussed? 

Why these are timely? 
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Outcomes 
 
 

Please provide details of what is expected as a result of 
the meeting.  Please also state how you are planning to 
develop any new partnerships? 

(maximum 1,500 characters, including spaces) 

 
Justification 
 

What will your research gain from this meeting? 

(maximum 1,000) 

 

Tentative Agenda 

Please upload a PDF file of your tentative programme of 
the meeting and include the number of meeting rooms 
required (refer to scheme notes for possible suggestions 
of the format for the meeting). Please ensure you add 
the actual name of the invited speaker in the 
meeting schedule. Please also include details of 
what will be discussed at each session.   

Please also indicate what equipment you will require e.g. 
laptop, PowerPoint, projector etc. 

To upload a PDF file of your programme select ‘Add’ in 
the ‘Field Documents’ box. You must write ‘See 
attachment’ in the following appropriate box.  PDF files 
should be portrait orientation, approximately two side of 
A4.   

Timeframe for the activity 

Your meeting should take place between October 2015 
and December 2016.  Please provide us with your 
preferred month and year (only) that you would like the 
meeting to take place. 

1st Choice -  November 2015 

2nd Choice -  September 2016 

We will try our best to accommodate your preferred 
month but cannot guarantee availability at this stage.  

 

 
 
 
Participants 
 
 
 
 
 
 
 
 

Please upload a PDF file which lists potential attendees for 
this meeting.  Please include their name and title (male 
or female), institution, position, field of expertise 
and a short explanation as to why they have been 
selected to participate in this meeting.  When 
deciding upon participants to invite, please consider 
geographical location in additional to ethnic and gender 
balance of each of the participants (refer to scheme notes 
– page 2).  Need to show a good mixture of participants 
from the UK. 

To upload a PDF file of your programme select ‘Add’ in 
the ‘Field Documents’ box. You must write ‘See 
attachment’ in the following appropriate box.  PDF files 
should be portrait orientation, approximately two side of 
A4.   



 

11 

Applicants should consider inviting at least 2 

international recognised experts from overseas if not 

more. 

Applicants may invite participants from the same 
department / institution as themselves.  However, the 
maximum number of participants who can be invited from 
the same department is 3 and from the same institution is  
4. 

Please include a reserve list of participants (up to 5 
names should be listed – UK and International). 

 

 
Previous contact 
 

 

Please provide details of any other meetings of this kind 
that you have organised (maximum 400 characters) 

 

Outline of Data Management and Data 
Sharing Plan 
 
 

If the proposed research will generate data that is of 
significant value to the research community, then please 
provide details of your data management and sharing 
plan (max 1,500 characters) 

 
Benefits to the UK 
 
 
 

Please provide details of the prospective benefits this 
scientific meeting could bring to the UK science base 
(maximum 600 characters) 

Multidisciplinary Proposals 
 
 

The scientific meeting may be specific to a particular field 
of science or cross disciplinary in nature. 

(maximum 300 characters) 

If the scientific meeting is cross disciplinary, please 
indicate in this field the specific subjects which this 
meeting with cover, since your application may need to 
be considered by panel members from both the physical 
and biological sciences. 

You will need to enter either one of the following 
sentences : 

•    Yes, my application is cross disciplinary and the 
subjects this meeting  will cover is e.g. Chemistry 
and Biology  

•    No, my application is specific to a particular 
field of science e.g. Chemistry 
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FINANCIAL DETAILS 
 

Sum requested from the Royal Society 
 

 

Please enter the total amount you require for travel. 

e.g.  5000  

The maximum amount you may request for travel is 

£5,000.  You may decide how much of the grant is spent 

on international travel (economy flights only & 2nd class 

rail travel) and how much is spent on UK travel to the 

meeting.  You should consider inviting at least 2 

internationally recognised experts from overseas to this 

meeting. 

The maximum number of participants for this 
meeting including yourself is 20 

Justification 

Please provide us with a breakdown of the travel costs you 
require for each of the participants attending the meeting.  
Please ensure that you breakdown the costs into TWO 
categories (maximum character limit 2,000) 

International Travel (you should consider inviting at 
least 2 internationally recognised experts from overseas) 

Participant 1 - Economy flight (USA to UK)  -  £500                                 

Participant 2 - Economy flight (China to UK) - £700 

UK Travel (breakdown to include train fare – 2nd class or 
internal flights, taxi to and from the centre) e.g. 

Participant 3 - Train fare from Leeds & taxi to centre  - 
£130 

Participant 4 – Internal flight from Glasgow & taxi to 
centre - £170 

 
 
 
 
EQUAL OPPORTUNITIES 
 

Equal opportunities   

The Royal Society is committed to its policy of 
Equal Opportunity in the provision of its grants 
and awards.  Please help us to monitor the 
effectiveness of this policy by providing the 
following information concerning your age, 
gender, ethnic origin and disabilities (if any).   

This information will be kept separately 
from the rest of your application and will 
not be seen by those involved in making 
decisions in the selection process, including 
referees etc.  

 
This section is optional. The Society would however, 
greatly appreciate it if you could complete the details.   
 
You must either complete the form or tick the box stating 
that you do not want to complete the form.  If you do not 
tick either of the boxes the system will regard your 
application as incomplete and will not allow you to submit 
it. 
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10 Submission of application 
 

Once you have submitted your application for approval by your host organisation, automatic emails will be 

sent to your host organisation approver asking them to log on to the system.  You will not be able to edit 

your application after it has been submitted to your host organisation for approval.  The host organisation 

approver will either; approve and submit your application, contact you to request modifications, or decline 

your application and contact you. 
 

Please be aware that it is your responsibility to ensure that you complete your application in time for your 

host organisation to process it (including 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-GAP email facility, they can unlock 

your application, allowing you to edit it.  If they are unsure of how to do this, they should contact the UK 

Grants Section.  Once you have completed the requested changes, please use the application 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 is recommended that you check that your application is submitted in time.  To see the details of the host 

organisation approver and to check the status of your application, you should log into e-GAP and click on 

the link to the Application Summary. 


