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Overview 
 
Research organisations need to apply to UKRI’s open access fund for longform publications via 
UKRI's Funding Service. This document provides guidance on completing the Stage 2 application 
form.  
 
UKRI will use the information you provide about a publication (or set of publications) to verify: 

• the publication(s) was approved at Stage 1 
• the publication(s) is available open access immediately with a Creative Commons licence 

via the version of record. 
• the costs claimed 

  
UKRI will confirm if the publication(s) in an application will be supported via the open access fund 
for longform publication. For further information on payment timescales refer to the UKRI website 
at Open access funding and reporting – UKRI  

https://www.ukri.org/manage-your-award/publishing-your-research-findings/open-access-funding-and-reporting/#contents-list
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Application form 
A copy of the Stage 2 Funding Service form is provided below for reference, including supporting 
guidance notes.  

A list of questions in the Stage 2 application form is available at Annex 1. 

The application form can be accessed from the UKRI website at Opportunities – UKRI  

Confirm you’ll be leading this project if your application is 
successful 

 
 
N.B: Applications for this fund must be completed by the research office, library or other 
department or team that is responsible for open access within the research organisation. For this 
funding opportunity, you will be based in that relevant department and be the project lead for this 
opportunity.  
 
The project lead is responsible for completing the application process on the UKRI Funding 
Service. 

A research office administrator will usually need to submit the application to UKRI. If a research 
organisation does not have a research office, the Project Lead who is completing the form can 
submit the application to UKRI.  

See How applicants use the UKRI Funding Service for guidance on using the Funding Service.  

https://www.ukri.org/opportunity/
https://www.ukri.org/apply-for-funding/how-to-apply/how-to-use-our-funding-application-services/how-applicants-use-the-ukri-funding-service/
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Do you have a Funding Service account? 

 
 
 
 
 
 
 
 
 

N.B: Information on how to create an account is available at Annex 2. 

Sign in 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On whose behalf are you applying for this opportunity? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
N.B: The Funding Service will display the organisation that you selected when you created your 
account.  
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Application overview 
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Details  
 
 
 
  

If your organisation is submitting more than one application to UKRI in one month you 
should indicate this, for example, for the second application in a single month enter 
‘University of X, September 2023, 2’. 

Provide the total number of publications that you are including in this application to 
UKRI. 

For the application summary you should: 

• provide the total number of publications that you are including in this application 
to UKRI, for example ‘one monograph; two book chapters.' 

• state if you are requesting costs for third party content, for example 'We are 
requesting costs for third party content as part of this application.' 

• Include any additional information about a publication included in this application 
here, if needed. 

Full guidance on how to complete a Stage 2 application to this fund is available at 
Guidance for UKRI’s open access fund for long-form publications – UKRI. 

 

https://www.ukri.org/publications/guidance-for-ukris-open-access-fund-for-long-form-publications/
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Core team 

 
N.B: If the administrative contact for the application is not the project lead you can add them to the 
application as the professional enabling staff by clicking “Add team member”. This will be the individual at 
your organisation who will manage the award (for example, a librarian, research manager, or other). 

 

Add team member 

Assign role 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
N.B.: You do not need to add ‘Professional Enabling Staff’ if the Project Lead is also the 
administrative contact for this application. Guidance on how to add Professional Enabling Staff’ is 
below. 
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Search for team member’s organisation 

 
 
 
 
 
 
 
 
 
 
 
 

Team member’s details 
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Publications 

  
Copy and paste the completed Stage 2 table of questions with details of the monographs, 
edited collections, and book chapters that your organisation is claiming funds for from UKRI 
in this application. 

To complete this section: 
 

1. Download and complete the Stage 2 table of questions document by opening the link 
in a new tab 

2. Copy and paste the table into this text box 
3. Upload a single PDF containing the corresponding invoice(s) for all publications in this 

section of the application 
4. Mark this section complete. 

 
Applications that use a different format to submit the application will not be considered. 

https://www.ukri.org/publications/guidance-for-ukris-open-access-fund-for-long-form-publications/
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Read application 
Once you have completed the application form you can view how it will appear to UKRI in the 
‘Read application’ view. 
 

 
 
N.B: you can use the grey horizontal bar in the ‘Publications’ section to scroll across and see the 
full details provided per publication. An example is provided below. 
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Annex 1: List of questions in the Stage 2 
application form  
  
To help you plan and prepare your Stage 2 application to claim back open access funds via UKRI’s open 
access fund for longform publications we include a list of the form questions below. An Excel spreadsheet 
containing a table version of these questions can also be found on our website. The Excel version is the 
one that you must download and complete for the ‘Publications’ section.  
 
This is to help you prepare and collect information prior to using the Funding Service.  
 
For further details, including guidance on answering the questions, please refer to the main section of this 
guide.   
 

Details:   

Information required  Mandatory?  Other details  
Enter your organisation name, month, 
and year that you are submitting your 
application. 

Yes  If your organisation is submitting 
more than one application to UKRI in 
one month you should indicate this, 
for example, for the second 
application in a single month enter 
‘University of X, September 2023, 2’. 

Summary Yes Provide the total number of 
publications that you are including in 
this application to UKRI. 
 

For the application summary you 
should: 

• provide the total number of 
publications that you are 
including in this application to 
UKRI, for example ‘one 
monograph; two book 
chapters.' 

• state if you are requesting 
costs for third party content, 
for example 'We are 
requesting costs for third 
party content as part of this 
application.' 

• any additional information 
about a publication included 
in this application here, if 
needed. 

Full guidance on how to complete a 
Stage 2 application to this fund is 
available at Guidance for UKRI’s 

https://www.ukri.org/publications/guidance-for-ukris-open-access-fund-for-long-form-publications/
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open access fund for long-form 
publications – UKRI. 

 
 
This section has a 50 word-limit. 

 

Core team:   

 Information required  Mandatory?  Other details  
Select the team members for this 
application 

Yes  The options available are: 
• Project lead 
• Professional enabling staff 

 
If the administrative contact for this 
application is not the project lead, 
please add this person as 
professional enabling staff. This will 
be the individual at your organisation 
who will manage the award (for 
example, librarian, research 
manager, or other). 
 
You do not need to add a 
professional enabling staff if the 
Project Lead is also the 
administrative contact for this 
application. 
 
To add professional enabling staff 
you will need to click ‘Add team 
member’ in the Core Team section 
and: 

• assign role to the team 
member then click continue 

• select the team member’s 
organisation 

• provide the team member’s 
details. This includes the 
team member’s first name, 
last name, and email 
address. 

 

Publications:   

 Information required  Mandatory?  Other details  
Copy and paste the completed Stage 2 
table of questions with details of the 
monographs, edited collections, and 
book chapters that your organisation is 
claiming funds for from UKRI in this 
application. 

Yes  A link to the Stage 2 table of 
questions document is provided in 
the information bank. 
 
This section has a 10,000 word-limit 

https://www.ukri.org/publications/guidance-for-ukris-open-access-fund-for-long-form-publications/
https://www.ukri.org/publications/guidance-for-ukris-open-access-fund-for-long-form-publications/
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File upload Yes  Save invoices in a single PDF no 
larger than 8MB. The invoices 
should appear in the order in which 
the publications are included in the 
table. 

For the file name, use the unique 
UKRI Funding Service number the 
system gives you when you create 
an application, followed by  ‘your 
organisation name_invoices’ 

Unless specifically requested, please 
do not include any sensitive personal 
data within the attachment. 

 Annex 2: Creating an account on the Funding 
Service  
You will need an account on the Funding Service to complete and submit applications to UKRI.  
 
To help you plan and prepare your Stage 2 screenshots of the process to create an account are provided 
below. 
 

Select an organisation  
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Confirm your organisation’s name 
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Enter your details  

Check your email 

Follow the instructions in the email. 
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