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Checklist for ELDP grant applicants

1. Read the guidance notes carefully to ensure that your proposal is eligible for an ELDP grant and that you have completed the application form correctly.
2. Make sure you are aware of the open access and open data requirements of ELDP.
3. Contact your referee(s) to ensure they can give a reference by 31st January 2017.
4. Inform your referee(s) that they will have to complete an online reference and that we do not accept generic reference letters. 
5. Inform your referee(s) when you will give them access to the online system so they know how much time they have to complete the reference.
6. Ensure that your referee(s) received the email with the log in information and have access to the application.
7. Ensure that the referee(s) submitted their reference in time. 
8. Contact the research office of your host institution and inform them about your application and the need to confirm the budget (especially the salary/stipends) 
9. Inform the host institution (usually the research office) that we do not provide overhead costs under any circumstances.
10. Contact the person who will provide the host statement and inform them about the statement you need to include in your application.
11. Print the completed application and get it signed by the person who provided the host statement and by the Research Office.
12. Sign the application yourself.
13. Submit the application electronically by 5pm GMT on 15th January 2017.
14. [bookmark: _GoBack]Scan and email the signed copy of the application form to eldp@soas.ac.uk by 15th February 2017.
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