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British Academy Flexigrant Guidance Notes: 
 
Applications can only be submitted online using the British Academy Flexi-Grant® Grant 
Management System (GMS) via (https://britishacademy.flexigrant.com/). Further 
information about the GMS can be found here: 
https://www.thebritishacademy.ac.uk/funding/flexi-grant If you have not previously used 
the British Academy’s Flexi-Grant® GMS and were not previously registered in the e-GAP 
system, please follow the registration process from the Flexi-Grant® homepage. 
Applications cannot be submitted on paper or in any other format. 
 
Before completing the online form, all applicants should check that they comply with the 
eligibility requirements and ensure all necessary information is presented in the application. 
These requirements are strictly adhered to, and applications without all the necessary 
information, or evidence to show the assessment criteria are met, will be rejected.  
 
Registered approving organisations will be available in the search bar. If your organisation 
is not listed, and is not affiliated with any organisations already in the system, then please 
contact us at grants@thebritishacademy.ac.uk to request the addition of the organisation. 
 
Applicants should be aware that this application form will be considered by appropriate 
assessors who will be subject specialists. Applications assessed as being worthy of funding 
will be submitted to the Research Awards Committee for final decision on awards. The 
application will be treated as confidential at all times. 
 
 
When completing your application, it is recommended that you take note of the following 
points: 
 
Personal details: When registered in the British Academy Flexi-Grant® GMS, a user 
has the option to add or update personal information such as contact details, log-in details 
(including email address and password), interests, research and employment details, at 
any time. This does not form part of the specific application form for any individual 
scheme but represents a personal record of your account in the system. Please keep this 
information up to date. 
 
Automatic log-out: You are strongly advised to save your work regularly to prevent 
accidental loss of text. The Flexi-Grant website will automatically log people out if no 
activity is detected. It is recommended that you work offline in a separate word processor 
and copy and paste completed text online once complete. 
 
Multiple sessions: Do not have multiple browser windows/tabs of your application open 
at the same time as this may cause information to be lost. Only one user should edit an 
application at a time. 
 
Word limits: If you exceed the word limit, you will not be able to save the page you are 
working on. Longer-length text should be completed separately and backed up in a word 
processor. 
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Plain text: If entering plain text, please avoid using symbols as some may not be accepted 
by the Flexi-Grant: This includes the following symbols: < > 
 
PDF documents: When uploading PDF documents, please add your name and a heading 
at the top of every page to show what the document is. Please avoid uploading documents 
containing illustrations with fine details or colour as this can cause problems when 
creating a PDF of the application. Each PDF cannot exceed 3 Mb in size. 
 
Email addresses: It is essential that you ensure your email address is up to date and 
actively monitored, or you may miss important notification emails. 
 
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 your host 
organisation at least five working days before the closing date to allow for your host 
organisation’s administrative procedures. You should also check whether your institution 
has its own internal deadlines. We strongly advise that you contact your referee as early as 
possible to avoid any last-minute issues before the submission deadline. 
 
Application sharing: You can invite other contributors to join the application. All 
contributors must be registered on the Flexi-Grant grants management system and mark 
their work as ‘Complete’ before you can submit your application – including the referee. 
 
Application deletion: You can delete your application at any time although it is often a 
lot easier to just re-edit your existing application. We will be able to recover a deleted 
application for a period of seven days after deletion. After this, it will be permanently 
removed from the system. 
 
Application returned for editing: The Organisation Approver can return your 
application to you for further editing, but the original deadline remains in place. 
 

PLEASE NOTE THAT IT IS ESSENTIAL THAT YOU CREATE A PDF OF YOUR COMPLETED 
APPLICATION (by clicking ‘Print Application’), AND CHECK IT THOROUGHLY BEFORE 
SUBMITTING IT FOR APPROVAL BY YOUR HOST ORGANISATION. IT MAY NOT BE 
POSSIBLE TO RECTIFY MISTAKES IN TIME FOR THE DEADLINE. 

 
WORD LIMITS APPLY TO PLAIN TEXT ONLY. PAGE LIMITS APPLY TO PDFs ONLY 

 
All FIELDS MARKED WITH AN ASTERISK* ARE MANDATORY 

 
YOU SHOULD NOT HAVE MULTIPLE BROWSER WINDOWS/TABS OF YOUR 
APPLICATION OPEN AT THE SAME TIME AS THIS MAY CAUSE INFORMATION TO BE 
LOST. ONLY ONE USER SHOULD EDIT AN APPLICATION AT A TIME, OTHERWISE 
CHANGES MIGHT BE LOST. 

 


