Research Services Office, University of Toronto


CIHR OPEN OPERATING Application Tips & Checklist 2010-11
(ResearchNet Electronic Approval submissions only)

Please note:  These tips and checklist are for the Open Operating Grant applications which require the use of ResearchNet to apply for funding.  This is not intended to be a complete set of instructions for submitting your Open Operating Grant application, rather, it is meant to answer frequently asked questions and to help in avoiding common mistakes.
	REQUIRED REGISTRATIONS and PINs

	· 
	Obtain CIHR PIN - https://cihr-irsc.fcar.qc.ca/pls/crm/CRMEN.inscrip
If you already have a CIHR PIN, do NOT re-register.

	· 
	Register for the Common CV network.  https://www.ccv-cvc.ca/pls/c3/c3.startup?pLANGUAGE=1  

If you have already registered with the Common CV do NOT re-register.

	· 
	Register to obtain a ResearchNet account.  https://www.researchnet-recherchenet.ca/rnr16/LoginServlet?language=E
If you have already accessed ResearchNet do NOT register for a new account.

	· 
	Submit Registration phase application to CIHR via ResearchNet by August 15/February 1.


	RESEARCHNET – PREPARATION OF THE FULL APPLICATION

	· 
	Participants.  You will require the CIHR PINs of each of the participants (with the exception of Collaborators).  If they do not currently have a CIHR PIN they should register through CIHR’s website. See CIHR Grants and Awards Guide for definitions of participant categories: http://www.cihr-irsc.gc.ca/e/22630.html#1-D1

	· 
	Signature Pages.  Once you have identified all of the participants on the grant, print out the signature page PDF file from ResearchNet.  Obtain all required signatures.  Note that the original signatures of the Nominated Principal Applicant and the Institution Paid are no longer required as pressing the Submit button on ResearchNet constitutes a signature.  However, all other participants on the grant are required to sign.  The signature pages (including the Routing Slip) are then uploaded to ResearchNet as part of a complete application.  Original “wet” signatures are no longer required. Even if your application only requires e-signatures (i.e. applications with no other participants) you MUST upload the blank Signature Pages and Routing Slip in order for your application to be complete.

	· 
	Common CV – Participants.  All participants (excluding Collaborators) are required to upload an Application CV.

	· 
	Common CV – Work Experience.  Please ensure that your CURRENT and CIHR-eligible position is listed first.

	· 
	Common CV.  Please ensure that you have completed an Application CV validated for CIHR.  Any CVs attached in DRAFT will void your application and result in its removal from the competition.

	· 
	Institution Paid.  When entering the Institution Paid you must use CEAA – University of Toronto.  Do NOT enter in your specific faculty or division even if it appears in the drop down menu.

	· 
	Aboriginal People.  Applicants whose proposed research will involve Aboriginal People are strongly encouraged to read the CIHR Guidelines for Health Research Involving Aboriginal People.  The guidelines recommend applicants include a Research Agreement signed and dated by the appropriate community authority.  If a formal Research Agreement is not necessary or desirable from the community’s perspective, applicants should attach a letter of community approval and a short statement of justification explaining why no Research Agreement is included.  These attachments should be included in the Other Application Materials section.

	· 
	Attachments.  Adhere to all page maximums listed in the application instructions. Attachments must be uploaded in PDF format and the total size of all attached files must not exceed 30KB.  In addition please follow CIHR presentation standards for all attachments:
· Indicate your name, the project title, the total grant amount requested from CIHR (1st year) and the section title (e.g., Summary of Research Proposal) at the top of each page. )
· Insert a margin of 2 cm (3/4 inch) - minimum - around the page. 

· Use only letter size (21.25 X 27.5 cm / 8.5" X 11") white paper for all attachments. 

· Photo-reduce the supporting documents if the originals are larger than (21.25 X 27.5 cm / 8.5" X 11"). 

· Do not add supplementary audio or video material as it will not be accepted. 

· Use a font size of 12 point, black ink. Six lines per inch. No condensed type or spacing. 

· Print must be of letter quality and easy to read.

	· 
	Summary of Progress.  Maximum of 1 page.  For renewal applicants summarize progress under current grant.  New applicants are encouraged to summarize previous work relevant to this application. Do not include references, tables, charts, figures, or photographs in this summary.

	· 
	Research Proposal.  A maximum of 11 pages may be attached in the case of 1 or 2 applicants.  A maximum of 13 pages may be attached if there are 3 or more applicants.  The Research Proposal should be text only.  

	· 
	Research Proposal Appendix.  Attach any references, tables, charts, figures, photographs in this Appendix.  The Appendix does not have any page restriction.


	· 
	Financial Assistance Requested – Stipend Levels.  The stipends listed below are the minimum amounts that must be paid to trainees from a grant. They are also the maximum amounts that an applicant can request when applying for a grant and that the Agency will award. Once the grant is held, the grant holder may, at his/her discretion, provide a stipend to a trainee that is higher than the Agency minimum.
· Graduate students: $17,850 per annum 
· Postdoctoral fellow with a PhD: $36,750 per annum. Postdoctoral fellows with a PhD degree must begin their postdoctoral training within five years of obtaining their doctoral degree. 
· Those with a health professional degree and holding licensure in Canada with 0-2 years of postgraduate academic experience: $36,750 stipend per annum. 
· Those with a health professional degree and holding licensure in Canada with 2 or more years of postgraduate academic experience: $47,250 stipend per annum. 

· Fellows with a health professional degree who do not hold licensure in Canada: between $17,850 - $36,750.
· Those with a health professional degree and a PhD may be supported during the first three years following receipt of the PhD (same stipend level as the fellows with a health professional degree).
·  Undergraduates: monthly stipend of $1,313. 

	· 
	Financial Assistance Requested – Salaries.  Include the recommended standard UofT benefit rates in your budget: 23.75% for appointed staff and 10% for non-appointed staff.

	· 
	Financial Assistance Requested – Equipment.  Equipment will not be funded. CIHR will not be funding equipment through its Open Operating Grant competitions until further notice.

	· 
	Financial Assistance Requested – HST.  Each budget item must include the applicable provincial and federal taxes.  HST for should be calculated at 3.41%.

	· 
	Other Application Materials.  You may attach the following (in PDF format only):
· Letters from Collaborators

· Letters of support in the case 1) of a pending appointment from the Dean of the Faculty; or 2) when in-kind contributions are being provided.  Letters of general support should NOT be appended.

· Questionnaires and consent forms, if applicable.

· Up to 5 publications from the past 5 years, relevant to the proposal

	· 
	Evaluation Criteria.  In preparing your application please keep in mind the following assessment criteria:
· Track record (Academic background; Research training and achievements; Awards; Acknowledgements; Publications; Previous funding; and Leadership in your field)

· Present Proposal (Innovative/original idea(s); Well written and focused; Potential to improve understanding; Potential impact within and beyond the academic community; Feasibility of project; Viability of proposed experiments and methods; and Plan for dissemination of research findings)

· Environment and support (Your position within your associated institution; Access to space; Funds and infrastructure; Your time and availability for research; Collaborative arrangements with other researchers/institutions; and Letters of support)


	SUBMISSION* (Before pressing the “Submit to Research Institution” button please ensure that you have submitted the following item to Research Services):

	· 
	RIS Application Attachment.  http://www.research.utoronto.ca/funding/pdf/ris_blue.pdf.

1.  Indicate the administering unit if different from your department of primary appointment.
Obtain all required departmental and decanal signatures.  In addition, for hospital-based researchers, please also obtain the signature of your Hospital Research Director or Executive Head.


* The RS/FMR Offices are responsible for submitting/approving the final applications to CIHR electronically.   Your application will not be submitted to CIHR until RIS Application Attachment has been received complete with all required signatures.
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