
 
  
 
 

 
 
 
 
 
 
 
 
 
 
 
 

INSTRUCTIONS FOR COMPLETING 

THE SHORT-TERM FELLOWSHIP APPLICATION FORM 

 

 

To access and complete the online application form the candidate must request a password 
at http://extranet.hfsp.org/. 
 

The application form consists of several sections. One of them has to be completed by the 
research supervisor(s). In order to enable the research supervisor to access his/her section, 
the candidate must complete his/her name and email address in the section “Research 
supervisor”. The supervisor will then receive an automatic generated email with a password. 
 
 

!! Emails with passwords are sent instantly to the candidate and research supervisor(s). If 
you or your supervisor(s) do not receive the message within a few minutes it might be that: 

 

 the registered email address is incorrect (to correct the email address of a research 
supervisor his/her section must be deleted and created again) 
 

 the message has ended up in the junk email folder. 

 
 
The candidate and supervisor(s) can only modify their respective sections but they 
have read-only access to all other parts of the application form.  
  

The candidate can only submit the application once all sections, including the part to 
be filled in by the research supervisor(s), have been completed. Applications that do not 

conform to the instructions (incomplete, exceeding number of characters…etc.) cannot be 
submitted. 

ADVISORY NOTICE 

This year HFSPO will implement new IT components to receive 
applications and to manage awards. The transition is scheduled for 
July-August 2008. 
 

We are trying to minimize interruptions of our online application 
system during this period and hope for your patience in the event of 

technical problems arising with the new HFSP application portal. 

http://extranet.hfsp.org/


2 

 

APPLICATION FORM 
 

 
 

START PAGE 
 

Please indicate the number of research supervisors (maximum 2) at the host institution. If 
justified by the demands of the research project (e.g. when combining approaches from 
different research areas), candidates may choose two research supervisors for their 
fellowship. Both supervisors should belong to the same university or department.  
 
 
 

APPLICANT   
 

(1) Personal details  
 

Indicate detailed name, birth date, and nationality. Only one nationality can be registered. 
Please select your primary nationality in the list and register your second nationality in the 
section “Additional comments”. 
 

Please give postal address, telephone and facsimile numbers (without country codes) as 
well as extension numbers. 

 
 
(2) Curriculum vitae   

Degrees awarded  
  

Please give the exact date on which you obtained/expect to obtain your doctoral degree 
and provide the name of the supervisor under whose direction you obtained/will obtain 
the doctoral degree. 
 

List all other degrees that you have been awarded using the same format as for the 
doctoral degree. 
 

Degree dd/mm/yy College or University (Country) Field of study (supervisor) 

PhD 15/12/2000 University of Cambridge (UK) Biology (Prof. AA) 

 
 

Research experience / Education / Other activities 
  

Starting with the most recent one, list each activity or position held and provide the 

names of your scientific supervisors or senior associates and the exact dates of your stay 
in each institution (see format below).  
 

Do not leave gaps: 
The list must cover every activity from the time of application up to high school 
degree, including university education and periods when you were not working in 
science (e.g. illness, child care, military or civil service…).  
 

Format: period (dd/mm/yyyy - dd/mm/yyyy), institution (city, country), position held, discipline (name of 
supervisor) 
 

01/01/1990-31/12/1992: University of Cambridge (Cambridge, UK), lab. assistant, Biology (Dr. BB)  

 
 

Declaration of past and present fellowships  

 

If you have been awarded any other fellowships, please indicate the periods of such 
fellowships, research topic(s), names of host institutions, names of supervisors, and 
names of funding agencies. 
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(3) List of publications 
 

List all your publications by category: 1) Doctoral thesis, 2) Research papers and 3) 
Review articles, beginning within each category with the most recent publication and 

finishing with the oldest one. 
 

If your publications are available for download in a public archive you may copy and paste 
the web link after each publication you have listed. 
 

Cite your publications according to following example: 
Albiges-Rizo, C., Barge, A., Ruigrok, R.W.H., Timminis, P.A. & Chroboczek, J., (1991). Human adenovirus 
serotype 3 fibre protein. Comparison of native and recombinant proteins. J. Biol. Chem., 266, 3961-3967. 
 

Put # before each publication where you are first author or first co-author. 
 

Do not list:  

Á conference/poster abstracts (unless it is common practice in your discipline)  

Á manuscripts submitted  

Á manuscripts in preparation  

Á contributions to book chapters.  
 
 

(4) Summary of achievements to date (maximum 2000 characters including spaces and punctuation)  
 

 Please provide a brief summary of your research accomplishments. Summarize your 
most significant research contributions to date and describe how your past research 
achievements have influenced the nature of your current application. 

 
 
 
HOST INSTITUTION - DATES/DURATION OF PROPOSED PROJECT 
 

(1) Host institution  
 

 Please indicate the name of the department or laboratory, the host institution or 
university, the city and the host country. 

 
 
(2) Dates / duration of proposed research 

 

Please indicate the proposed starting and ending dates, and the total duration of the 
fellowship (including two days for travel).     

 
 
 
RESEARCH PROJECT   

 

(1) Research title 
 

The title of the research should not exceed 100 characters (including spaces and 
punctuation) and must be simple and self-contained. 

 
 
(2) Keywords 
 

Select a maximum of six appropriate keywords that describe the research project, 
materials, methods, and instruments in a concise way.    
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(3) Abstract of Research plan (maximum 1700 characters including spaces and punctuation) 
 

Summarize your proposed project. Clearly state how the Short-Term Fellowship will serve 
your professional growth. 

 
 
(4) Research plan (maximum 10000 characters including references, spaces and punctuation) 
 

 Concisely describe the following aspects of the research: 

(a) Subject and objectives of the proposed research 
(b) Methods and experimental plan 
(c) Significance of the proposed research 
(d) Reason for selecting the host institution. 

 

It is recommended that reference be made to the interdisciplinary nature of the research.       

 
 
 
RESEARCH SUPERVISOR AT THE HOST INSTITUTION 
 

A research supervisor is defined as the senior scientist who accepts the fellow in the host 
institution, and who takes responsibility for the conduct and progress of his/her research. 
 

To enable the research supervisor to access the application form and complete the 
appropriate parts, the candidate must complete his/her name, first name and e-mail address 
in the section “research supervisor”. The supervisor will then automatically be e-mailed a 
password. 
 

This section must then be completed by the research supervisor. At this stage the candidate 
will only have read-access to the research supervisor’s section. 
 

The supervisor is requested to provide following information: 
 
 
(1) Research supervisor / Address  
 

Detailed name, birth date, nationality and complete address must be indicated. Only one 
nationality can be registered. In case of dual nationality, the second nationality should be 
registered in the section “Feedback”. 

 
 
(2) Biographical sketch 
 

Please list your research experience and the publications relevant to the proposed 
research. 

 
 
(3) Letter of recommendation 
 

The research supervisor at the host institution is required to provide a letter of 
recommendation assessing the applicant’s qualifications and the nature of the proposed 
research. He/she should describe the role of the applicant in developing the research 
proposal and the intellectual contribution of the applicant to the project and host 
laboratory. 
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ADDITIONAL COMMENTS 
 

This field is open only to the applicants. 
 

Use this section for any further detail or explanation you need to provide, for instance 
comments regarding authorship, dual nationality or any other information relevant to the 
application.     
 
 
 
FEEDBACK TO HFSP  
 

This section is not part of the application and will not be sent to the reviewers. This section is 
accessible by the applicant and the host supervisor. 
 

We would welcome applicants’ and host supervisors’ comments on the online forms’ layout 
and/or ease of use. 
 

If the host supervisor has a dual nationality, we would appreciate being informed of the 
second nationality. 
 
 
 
SUBMISSION 
 

 Once all parts, including the sections completed by the research supervisor(s), have 
been completed you will be able to submit the entire application. 
 

Please check your application carefully before submitting. 
 

On pressing the “PREVIEW” button you will obtain a screen summarizing the information 
provided. It will be possible to modify the proposal until it is finally submitted and locked. 
 

You must submit your application via the web site only. Do not send a copy of your 
application by fax, mail or email. 
 

Once you have submitted your application it will remain available for consultation at the 
address http://extranet.hfsp.org . An “rtf version” of the application will also be available at 
this address a few days after submission.  

http://extranet.hfsp.org/
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TECHNICAL HELP 
 

 
Tips 
 

We strongly suggest that you write offline and copy and paste your text into the online form 
in case of a connection problem while saving, which in rare cases has been known to result 
in loss of data. 
 

It is important that you save the information you have input within 40 minutes or the 
connection with the HFSP website will be broken and you will lose data!!  
 

Please make sure you log off after every session. If you break the connection without 
logging off (e.g. if you close your browser) you will have to wait for 40 minutes before you 
can log in again.  
 
 

Problems 
 

If you experience problems accessing the extranet site: 
You might have encountered a bad internet connection and the error page is stuck in the 
cache of your browser linked to the address. In this case try emptying the cache and try 
again. It can also help if you add or subtract the final / in the web address. If all else fails, try 
installing another browser. 
 
 

Browsers 
 

Known browser problems: the site has been tested successfully with: 

 Windows: Firefox 2.x & 1.x, Mozilla 1.7.x, Opera 9.x & 8.x, Internet Explorer 7.x & 
6.x and Netscape 7.x 

 Mac OS X: Safari and Internet Explorer 5.2 

 Mac OS 9.2: Internet Explorer 5.1.7 

 Linux: Firefox 1.x, Mozilla 1.7.x  
 
 

Recommended browsers 
 

Windows: Firefox 2.0, Opera 9.1, Internet Explorer 6.0 
Linux/unix: Firefox 2.0, Opera 9.1 
MacOS X: Camino 1.0.3, Opera 9.1, Safari  

MacOS 9.2: Internet Explorer 5.1.7 
  

Please always use the last stable version of your browser 
 
 

Download recommended browsers 
 

Firefox, Mozilla, Camino: http://www.mozilla.org – free 
Opera: http://www.opera.com - free 

 
 
Old browsers 

Users of old browsers (Netscape version 4.x, iexplorer 5.0 & 4.x, will encounter problems in 
the sections requiring lengthy text since it does not allow word wrapping - this results in all 
the text appearing on one line and therefore line breaks have to be inserted manually, which 
makes editing difficult. We strongly urge users of old browsers to change to a different 
browser.  
 

http://www.mozilla.org/
http://www.opera.com/

