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Accessing WebGrants

The Montana WebGrants system, used for BaRSAA funding requests and completing
the annual report requirement, is available online at this website:
https://fundingmt.org/index.do

When you reach the homepage, the log-in fields are located on the left-hand side.

Login Announcements
User ID:* || |
Password:™ | | Impaired Driving Mini Grants available for local projects.
Lagin No application deadline. Up to $5,000 available per grant.
Funding Opportunity: MDT Impaired Driving Mini Grants

Forgot Password? FFY20185

Help reach MDT's Vision Zero by collaborating in local

New to WebGrants - State of Montana? projects that aim to eliminate roadway fatalices and serious

) injuries.
Register Here
Funding Opportunities Offered by
Montana State Agencies
Search Here
VISION ZERC

zero deaths
zero serious injuries

If you have previously registered and know your user ID and password, enter that
information and click “Login.”

If you can’t remember your user ID or are not sure if you’re previously registered, please
contact MDT Planning, mdtbarsaawebgrants@mt.gov, 444-9131.

If you have your user ID, but can’t remember your
Login password, click the Forgot Password? link underneath the
p— | log-in area, on the left-hand side of the WebGrants
Password:* | | homepage
Login , . .
You'll need to provide your user ID and email address.
Forgot Password 74" The system will then send you an email with your
password.
New to WebGrants - State of Montana?
Register Here



https://fundingmt.org/index.do
mailto:mdtbarsaawebgrants@mt.gov

If you’re new to WebGrants and have not previously registered:
You'll need to register in order to get your user ID and password.

Click the Register Here link on the left-hand side of the WebGrants log-in page.

Login Announcements

User ID:* || |

Password:* | | Impaired Driving Mini Grants available for local projects.

Lagin No application deadline. Up to $5,000 available per grant.
Funding Opportunity: MDT Impaired Driving Mini Grants
FFY2018

Forgot Password?

Help reach MDT's Vision Zero by collaborating in local
New to WebGrants - State of Montana? projects that aim to eliminate roadway fatalices and serious
injuries.

== Register Here

Funding Opportunities Offered by
Montana State Agencies

Search Here

VISION ZERS

zero deaths
Zero serious injuries




Fill out all the required
information (red
asterisks). Note that for
Address in the Personal
Information section,
please enter your
organization’s address.

In addition, for the
“What Agency’s Grant
Programs are you most
interested in?” question,
select Department of
Transportation.

Please also enter your
organization type (City
Government or County
Government).

When finished, click
Register.

You will receive an
email confirming the

) Register

Personal Information

Name:* ‘ v‘ |

Salutation  First Name

Email:* ‘

Confirm Email* ‘

Alternate Email ‘

Address:* ‘

| Montana

Alternate Phone l:|

Stata/Province

What Agency's Grant Programs are you ‘
most interested in?:

Register

Organization Information

Name:*® ‘

Organization Type: |

~

Organization Website: ‘

Address:* ‘

| [Montana

State/Province

Email address ‘

Alternate Email ‘

Register

submittal of your registration request. Please disregard the disclaimer in the email about
a several day review process; we will work to get these reviewed as soon as possible.

Once approved, your user ID and a system-generated password will be emailed to you.
You can then log in to the system.

To update your password:

When you first register for WebGrants, you’ll be a given a temporary password. To
change your password, log in to WebGrants with your temporary password.

From the Main Menu page, click on the My Profile link.




@’ Welcome

Main Menu

Click Help above to view insfructions. Go to "My Profile” to reset password.

j Grantee Instructions
— @ Wy Profile

@ Funding Opportunities

@ My Applications

-9] My Grants

gg, My Inventory

On the My Profile page, in the top right-hand side, click Reset Password.

Alert History | My Alerts

Feel free to edit your profile any time your information changes. Creafe your own personal alerts using My Alerts. Resef your password under Reset Password.

@ my Profite
My Profile
Name:*
Title:
Email:*

Alternate Email

Address:*

Phone:*

Alternate Phone

Fax:

Associated Organization

Name
MDT Test Applicant Organization

Mrs. Katy

Salutation First Name

kcallon@mt.gov

2701 Prospect Ave

PO Box 201001
Helena Montana
City State/Province
406-444-7294
Phone

Type

City Government

Middle Name

Website

Callon TEST

Last Name

59620

Postal Code/Zip

Reset Password

Last Edited By: Kevin Dusko,

Phone City
Anytown

111-111-1111

State
Montana

You can then type in your new password. Note that if you click the tiny eye icon, you
can see the letters or numbers you’ve typed.




Menu | Help | ‘& Log Out ) Back |
"u?]
Q My Profile

My Profile

Mew Password:*

Lo -

Confirm New Password:* ‘ |

When you're ready, click Save in the top menu bar.
To update your contact information:

To update your contact information (email address, phone number, etc.), please contact
MDT Planning, mdtbarsaawebgrants@mt.gov, 444-9131.

Request for Distribution of BaRSAA Funds

Requests for distribution of BaRSAA funds are accepted March 18t through November
1st through the Montana WebGrants system: https:/fundingmt.org/index.do

To request distribution of your allocation, a resolution is needed. Resolution templates
are available on the League of Cities and Towns’ website:
https://www.mtleague.org/resources/ and the Montana Association of Counties’ website:
http://www.mtcounties.org/resources-data/barsaa/

Once the resolution is adopted, scan an electronic copy of the signed version (pdf or
other file type). Have it ready to upload before logging in to WebGrants to request the
funds.

When you have your resolution ready to upload, log in to the WebGrants system:
https://fundingmt.org/index.do

On the main menu page, click Funding Opportunities. Scroll down to the BaRSAA
Funding Opportunity (2020 HB473/BaRSAA). Click on the title, and you’ll be directed to
the program description page. On that page, on the right-hand side across from the
Opportunity Details heading, click Start a New Application.


mailto:mdtbarsaawebgrants@mt.gov
https://fundingmt.org/index.do
https://www.mtleague.org/resources/
http://www.mtcounties.org/resources-data/barsaa/
https://fundingmt.org/index.do

If you are requesting funds to continue a project from a
previous BaRSAA cycle, you can alternatively click the “Copy
Existing Application” link. When you click the link, a listing of
previous applications will display. Select the one you want to
copy, and then click Save in the top menu bar. You'll then be
directed to the forms main page.

Click on each form link (General Information & BaRSAA
Distribution & Reservation Request) and update any fields
needed to reflect the current BaRSAA year information —
project title (when the request is copied, the title defaults to a
generic title), BaRSAA amount, total project cost, and upload
the new resolution. To update the fields, click Edit in the
top menu bar, right-hand side. Once updated, on the forms
main page, click Submit and then OK to the confirmation
prompt to complete submittal of the request.

Opportunity Details Copy Existing Application | Start a New Application

62955-BARSAA/Bridge TEST FO

MDT - Bridge and Road Safety Program
Application Deadline: Final Application Deadline not Applicable

Award Amount
Range:

Not Applicable

Program Officer:  Katy Callon

Phone: 406-444-7294 x

Email: keallon@mt.aov

Project Start Date:

General Information Form

When you click Start a New Application, you'll be directed to the first form to provide the
following general information: Project Title and your organization (select from the drop-

down menu).

Note that Primary Contact will default to the person that initiates the application. If you
select a different person, you will be unable to edit the General Information form.

**For Project Title, enter the name of the road or bridge project for which the

BaRSAA Funds will be used.*™ As an example, if the project is city-wide street
maintenance, the project title would be “City-wide Street Maintenance”. The project title
does not need to be a detailed project description, rather just a short title for referencing

the project.

General Information

Primary Contact:* | Kathryn Callon hd

Project Title:
(limited to 250 characters)®*

Organization:* | [




After entering this information, click Save in the top menu bar.

Once saved, a summary page of the information will be displayed. If you would like to
add people to the request, click Edit and select those individuals from the list of
Additional Contacts to add. Note that any additional contacts must first be registered in
the system. Once the individual(s) are selected, click Save in the top menu bar.

To move to the next form, click Go To Application Forms.

General Information Go to Application Forms
System ID: G5327
Project Title: 1-24-18 Test Project
Primary Contact: Kathryn Callon

Additional Contacts: Kathr\fn Callon
Select any additional contacts within your organization that will zlso manage this grant

Organization: MDT Test Applicant Organization

You'll be directed to the Application Forms main page. You should see a Complete
check mark next to the General Information form.

The next step is to complete the BaRSAA Distribution & Reservation Request Form.
Click on the form name to begin.

Instructions

The required application forms appear below. Flease nofe: Clicking "Mark as Complete” does not submit the application component or prevent further editing. The check mark beside
the form is only an indicator that the form has been completed. All application components must be marked as complete in order to submit. To submif the application click the Submit
hr

buttan.

Application Forms Application Details | Submit | Withdraw
Form Name Complete? Last Edited
General Information v 11/08/2017

BARSAA Distribution & Reservation Request FOrm

BaRSAA Distribution & Reservation Request Form

In the drop-down menu, next to Distribution or Reservation Request?, select Distribution
Request.

BARSAA Project Information

Distribution or Reservation Request?*
Distribution Request
Reservation Request |

Local Government Information

Government Entity Type*

Name of Local Government* | W

Return to Top



The following form will appear for you to provide project-specific information. Note this
form is related to an individual project. If you have multiple projects, a separate
application/request must be submitted for each one. You can upload the same
resolution file if it references multiple projects.

BARSAA Project Information

Distribution or Reservation Request?® |Distribution Request v

Project Location - include the name of road or street on which work is occurring and a description of project beginning and ending poinis. If there are muitiple jocations, then please
provide a general description such as “Cify wide™ or “County Wide”. Examples of project location would be “Main Street from 15t Avenue fo 3th Avenue” or "Dublin Creek Road from
U3 12 south 1.2 miles™.

Road or Bridge Project Location™

Type of Work - All BARSAA funds allocated under this program must be uiilized for: (a) construction, reconsiruction, maintenance and repair of rural roads, city or fown streets and
alleys, and bridge projects; or roads and streets a local government has the responsibility to maintain, which does not include purchase of capital equipment; or (b) a match for federal
funds used for the construction of roads and streets thaf are a part of the nafional, primary, secondary or urban highway systems; or roads and streets a local government has the
responsibility to maintain.

Selection should reflect the predominant work type or most closely matches the anticipated project.

Type of Work*® ‘ v|

Click HERF for a link fo the MDT Road & Bridge Funding website containing a list of current allocations by entity.

BARSAA Funds from Current _
Allocation™ $0.00

FProject Cost - A local government must match each $20 request for distribution with at least $1 of local government budgeted matching funds. At a minimum, total project cost would
be the BaRSAA Funds + Local Match.

Total Estimated Project Cost (All 30.00
Sources)* -

Completion Date - Enter estimated completion date of project construction (mm/ddfyyy).

Esti d Project C ion Date™ ﬂ

Matching Funds - A local government must identify the source of the budgeted mafching funds, which cannof be from the motor fuel tax allocation in 15-70-101, MCA.

Source of BARSAA Matching Funds* ‘

Are BARSAA Funds being transferred -
from a completed or withdrawn )Yes () No
project?®

Distribution Resolution - The distribution resolution must identify the project, the amount of BARSAA program funds requested, the source of the malching funds, and identify the
locally designated signature authority.

Distribution Resolution Attachment® Browse. ..

Local Government Information

Government Entity Type®

Name of Local Government™ ‘ '

Return to Top

Use the following guidance to complete each section of the form; all sections must be
completed. The form cannot be saved until all fields are complete.

Road or Bridge Project Location — Provide the name of the road or bridge on which
the project is occurring. If there are multiple locations associated with the project, then
provide a general project location such as “City wide” or “County wide”.

Type of Work — Select one of the following types of work that most closely matches
your project: Construction, Reconstruction, Maintenance, Repair, Credit — MDT
Administered Federal Project, or Match — Non-MDT Administered Federal Project.

BaRSAA Funds from Current Allocation —Enter the amount of BaRSAA funds from
the current allocation which you are going to use on this specific project. You can check




your current allocation amount here. The amount of funds requested in this field cannot
exceed your allocation; if you have submitted additional distribution requests, the total of
the funding requested cannot exceed the allocated amount.

Total Estimated Project Cost (All Sources) — Enter the total estimated cost of the
project, including BaRSAA funds, local match, and any other funding sources. At a
minimum, this field should include the BaRSAA funds requested + the local
match.

Estimated Project Completion Date — Provide the estimated date of project
completion, either in the format of mm/dd/yyyy or select a date using the calendar,
which will appear when you click on the calendar icon. If you are manually entering the
date, the system will provide the forward slashes in the formatting.

Source of BaRSAA Matching Funds — In this field, identify the source of the budgeted
matching funds. The match cannot be from the motor fuel tax allocation in MCA 15-70-
101. Your resolution should identify the source of the matching funds. It would be
helpful to make sure that the source identified in this field is clearly associated with the
source in the resolution.

Are BaRSAA Funds being transferred from a completed or withdrawn project? — If
you are planning to use remaining BaRSAA funds from a previously completed or
withdrawn project, then select the Yes option. If not, then select No.

When you select Yes, additional fields will appear to be completed. Specifically, you will
need to identify the amount of funds to be transferred from the completed or withdrawn
project and provide the Application/Grant ID number from that previous project. The ID
number is a 5-digit number that was generated by WebGrants and emailed at the time
you submitted the application for the previous project.

Distribution Resolution Attachment — To upload the electronic copy of the local
adopted resolution, click on Browse. Navigate to the resolution file and click on it. Then,
click open. The file path should then display in WebGrants; it will be uploaded when you
complete and save the form.


http://www.mdt.mt.gov/roadbridge/
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Distribution Resolution - The distribution resolution must identify the project, the amount of BARSAA program funds requested, the source of the matching funds, and identify the
locaily designated signature authority.

<
Browse... Q-

Distribution Resolution Attachment:

The final step in this form is to provide your local government information. From the
drop-down menu next to Government Entity Type, select either City/Town or County.

For Name of Local Government, select your city/town or county’s name from the drop-
down menu. If you select City/Town from Government Entity Type, only the city and
town names will appear in the Name of Local Government listing. If you select county,
only the names of the counties will appear in the listing.

Local Government Information

Government Entity Type® CityfTDwn [

Mame of Local Government™®

ALBERTON ~
AMNACONDA

BAINVILLE

BAKER

MONTANA.GOV |seicrave

OFFICIAL STATE WEBSITE |BELT
BIG SANDY

All the fields displayed in the form should be complete.

When finished, click Save in the top menu bar. You will be directed to a summary page
of the completed distribution form.

If no edits are needed, then click Mark as Complete.

If you see any changes needed, you can select Edit in the top menu bar to revise the
form, then click Save and Mark As Complete when you’ve made the edits.

11



Menu | Help | i Log Out +5) Back | | &R Edit |
&S
%{ Application

Application: 64804 - test project 12-29-17
Program Area: DT - Bridge and Road Safety Program
Funding Opportunities: §2055 - BARSAA/Bridge TEST FO

Application Deadline: Final Application Deadline not Applicable

Instructions
Click HERE for the Montana Department of Transportation a! Grant App:

Click HERE for & link to the Montana Code Annotated pertaining to BARSAA Program funds.

Click HERE for & link to the Administrative Rules pertaining to BARSAA Program funds.

Click HERE for a link to the MDT Road & Bridge Funding website for additional information and resources.
Click HERE for & link to the Montana Association of Counties website & resources.

Click HERE for a link to the Montana League of Cities & Towns website & resources.

All fields are required. One request must be submitted for each project.

To add data in this form, select the "Edit” link, located at the top of the screen. When you have complered an entry for all the fields, select "

When you have completed the entire form, be sure to “Mark as Complete”.

The user ing the i 10or. ion request must be listed in the adopted resolution as the locally designared signap

BARSAA Project Information Mark as Complete | Go to Application Forms

Distribution or Reservation Request?*  Distribution Request

ide the name of road or street on which work is occurring and a description of project beginning and ending points. If there are multiple locations, then please
ription such as “Cify wide” or “Coul fr, Wide™. Examples of project location would be “Main Street from 1st Avenue fo 5th Avenue” or “Dublin Creek Road from

Road or Bridge Project Location®* Hiahwav 123

You'll be re-directed back to the Forms page, where you’ll need to submit the request.
The final step is to submit the distribution request. Otherwise, the request will stay
in Editing status. On the Forms page, click Submit, and then OK to the system
confirmation prompt.

Application Forms Application Details
Form Name Complete?
General Information 'd
BARSAA Distribution & Reservation Request Form v

After Submitting Your Request

Once your request has been submitted, you’ll receive a system notification, verifying its
submittal. If you do not receive that email, you should log in to WebGrants, go to My
Applications, and check the status of the request. If it is in Editing status, that means it
was not submitted. Click on the Project Title. You'll be directed to the Application Forms
page, where you can then click Submit.

As required in the Administrative Rule, the request will be reviewed for the sole purpose
of compliance with the statute. If for some reason, some element of the request does
not meet the statutory requirements, MDT will contact you to verify your entry. Following
that conversation, if necessary, MDT will negotiate the request back to you for revision.
You can then make the agreed upon revisions, mark the form as complete, and
resubmit it following the previous instructions. Instructions on accessing and editing the
request are provided in the following sections.

For distribution requests, MDT will distribute your funds within 30 calendar days of your
completed request. Once the funding has been distributed, you’ll receive a system
notification that the project status has been updated to “Underway.”



Request for Reservation of BaRSAA Funds

ARM 18.16.107 outlines conditions and requirements for reservation of funds. Per the
rules, reservation requests of allocated BaRSAA funds are accepted September 15t
through November 15t. A resolution is also required for reservation of funds. Resolution
templates are available on the League of Cities and Towns’ and Montana Association of
Counties’ websites.

Once the resolution is adopted, scan an electronic copy of the signed version (pdf or
other file type). Have it ready to upload before logging in to WebGrants to request
reservation of the funds.

Log in to WebGrants: https://fundingmt.org/index.do
Click on Funding Opportunities in the main menu; scroll down to the Department of
Transportation’s section. Then click on the 2020 HB473/BaRSAA link.

You'll be directed to a program description page that provides additional information
about the BaRSAA program. To access the forms to submit your reservation request,
click Start a New Application on the right-hand side.

Opportunity Details Copy Existing Application | Start a New Application
62955-BARSAA/Bridge TEST FO 4

MDT - Bridge and Road Safety Program
Application Deadline: Final Application Deadline not Applicable

,;aw:‘;g.Amount Not Applicable Program Officer: Katy Callon
Phone: =

Project Start Date: 406-444-7294 x

e e e Email: kecallon@mt.aov

General Information Form

When you click Start a New Application, you’ll be directed to the first form to provide the
following general information: Project Title and your organization (select from the drop-
down menu). In this case, you won’t have a project title, so enter the year of the
allocation followed by Reservation Request (e.g. 2020 BaRSAA Reservation
Request).

Note that Primary Contact will default to the person who initiates the application. If you
select someone else from the drop-down menu, you will not be able to edit the General
Information form.

After entering this information, click Save in the top menu bar, right-hand side.


http://mtrules.org/gateway/RuleNo.asp?RN=18%2E16%2E107
https://mtleague.org/resources/
http://www.mtcounties.org/resources-data/barsaa/
http://www.mtcounties.org/resources-data/barsaa/
https://fundingmt.org/index.do

General Information

Primary Contact:* [Kathryn Callon v

e Project Title: |3015 Reservaticn Reguest
(limited to 250 characters)*

L LU S L LBl MDT Test Applicant Organization

After entering this information, click Save in the top menu bar.

Once saved, a summary page of the information will be displayed. If you would like to
add people to the request, click Edit and select those individuals from the list of
Additional Contacts to add. Note that any additional contacts must first be registered in
the system. Once the individual(s) are selected, click Save in the top menu bar.

To move to the next form, click Go To Application Forms.

General Information Go to Application Forms
System ID: §53833
Project Title: 2018 Reservation Request
Primary Contact: Kathryn Callon

Additional Contacts: Kathr\,rn Callon
Select any additional contacts within your organization that will zlso manage this grant

Organization: MDT Test Applicant Organization

You'll be directed to the Application Forms main page. You should see a Complete
check mark next to the General Information form.

The next step is to complete the BaRSAA Distribution & Reservation Request Form.
Click on the form name to begin.

Instructions

The required application forms appear below. Please nate: Clicking "Mark as Complete” does not submit the application component or prevent further editing. The check mark beside
the form is only an indicator that the form has been completed. All application components must be marked as complete in order to submit. To submit the application click the Submit
button.

Application Forms Application Details | Submit | Withdraw
Form Name Complete? Last Edited
General Information '4 1082017

-

BARSAA Distribution & Reservation Request Form <




BaRSAA Distribution & Reservation Request Form
In the drop-down menu, next to Distribution or Reservation Request?, select
Reservation Request.

BARSAA Project Information

Distribution or Reservation Request?*

Distribution Request
Reservation Request <=

Local Government Information

Government Entity Type®*

Name of Local Government* | A"

Return to Top

The following form will display for you to enter the amount of your allocation that will be
reserved and to attach the reservation resolution.

BARSAA Project Information
Distribution or Reservation Request?™ ([SEFTFSermew=pErmme «

A local government may only reserve allocated BARSAA program funds if it is unable to match the funds. Reservation requests must be submitted befween September 1 and
November 1 of the fiscal year affer the fiscal year in which MOT allocated the funds.

Click HERE for a link to the MDT Road & Bridge Funding website containing a list of current aliocations by entity.
Amount of BARSAA Allocation $0.00 P
Requested for Reservation™® - <

Reservation Resolution - The reservation resolution must state the reservation is necessary due fo the local govemment's inabilify to match funds as required by 15-70-130 MCA and
identify the locally designated signature authority.

Reservation Resolution Attachment™ Browse. .. <

Local Government Information

Government Entity Type*®

Name of Local Government*® | v

To upload your reservation resolution attachment, click Browse. Navigate to the
resolution file and click on it. Then, click Open.
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The final step in this form is to provide your local government information. From the
drop-down menu next to Government Entity Type, select either City/Town or County.

For Name of Local Government, select your city/town or county’s name from the drop-
down menu. If you select City/Town from Government Entity Type, only the city and
town names will appear in the Name of Local Government listing. If you select county,
only the names of the counties will appear in the listing.

Local Government Information

Government Entity Type* Cityﬂ'own (v

Name of Local Government*

ALBERTON
ANACONDA
BAINVILLE
BAKER
BEARCREEK
BELGRADE
BELT

BIG SANDY

MONTANA.GOV

OFFICIAL STATE WEBSITE

All the fields displayed in the form should be complete.

When finished, click Save in the top menu bar, right-hand side. You will be directed to a
summary page of the completed reservation request form.

If you see any changes needed, you can select Edit in the top menu bar to revise the
form, and then click Save and Mark As Complete when you’ve made the edits.

If no edits are needed, then click Mark as Complete.

@rvenu | B Help | ¥ Log Out <3 Back | [ | & Edit |
Qf Application

Application: 64804 - test project 12-29-17
Program Area: DT - Bridge and Road Safety Program
Funding Opportunities: §2055 - BARSAA/Bridge TEST FO

Application Deadline: Final Application Deadline not Applicable

Instructions.
Click HERE for the Montana Department of Transportation Webgrants Grant Application instructions.
Click HERE for a link to the Monfana Code Annotated perfaining to BARSAA Program funds.
Click HERE for & link to the Administrative Rules pertaining to BARSAA Program funds.
Click HERE for a link to the MDT Road & Bridge Funding website for additional information and resources.
Click HERE for a link to the Monfana Association of Counties websile & resources.
Click HERE for a link to the Monifana League of Cities & Towns website & resources.
All fields are required. One request must be submitted for each project.
To add data in this form, select the "Edit” link, located at the top of the screen. When you have completed an entry for all the fields, selgft "Save®.
When you have completed the entire form, be sure to “Mark as Complete”.

The user submitting the distribution or reservation request must be listed in the adopted resolution as the locally designated signaturlj authority.

BARSAA Project Information Mark as Complete | Go to Application Forms

Distribution or Reservation Request?* Reservation Request

A local government may only reserve allocated BARSAA program i
November 1 of the fiscal year after the fiscal year in which MDT

1s unabie to match the funds. Reservation requests musf be submitted befween September 1 and
e funds.

Click HERE for a link to the MDT Road & Bridge Funding website containing a list of current allocations by entity.

Amount of BARSAA Allocation
Requested for Reservation™® $1,000.00
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The final step is to submit the reservation request. If you don’t click Submit, the
request will stay in editing status. On the Forms page, click Submit, and then OK to the
system confirmation prompt.

Application Forms Application Details Withdraw

Form Name Complete? e=t’Edited
General Information v 11/08/2017
BARSAA Distribution & Reservation Request Form v 11/0872017

After Submitting Your Request

Once your request has been submitted, you’ll receive a system notification, verifying its
submittal. If you do not receive that email, you should log in to WebGrants, go to My
Applications, and check the status of the request. If it is in Editing status, that means it
was not submitted. Click on the Project Title. You'll be directed to the Application Forms
page, where you can then click Submit.

As required in the Administrative Rule, the request will be reviewed for the sole purpose
of compliance with the statute. If for some reason, some element of the request does
not meet the statutory requirements, MDT will contact you to verify your entry. Following
that conversation, if necessary, MDT will negotiate the request back to you for revision.
Instructions on accessing and editing the request are provided in the following section.
You can then make the agreed upon revisions, mark the form as complete, and
resubmit it following the previous instructions.

For reservation requests, MDT will forward you the email notification that the request
was “approved,” which means that your funding will be reserved.

WebGrants Request(s) Correction/Edits

If you receive notification from MDT that corrections are needed to your request(s), log
in to your WebGrants account: https://fundingmt.org/index.do

On the main menu page, click My Applications.

Main Menu
Click Help above fo view instructions. Go fo "My Profile" to reset password.
- .
) Grantee Instructions

8 wy profile

tj Funding Opportunities
\ % My Applications

.[,}1 My Grants

g}; My Inventory


https://fundingmt.org/index.do

A listing of your requests for funding will display. Click on the project title for the request
you need to correct or edit.

[ - R

[E———

. Final - 62955 - BARSAA/Bridge TEST MDT - Bridge and Road Safety Final Application Deadline not
67110 Correcting Application A Road Project FO Frogram Applicable

You'll then be directed to the forms main page.

If you need to make a correction to the project title or add an additional contact, click on
the General Information link.

If you need to make any corrections to the distribution form (the project information
provided or upload a revised resolution), click on the BaRSAA Distribution &
Reservation Request form link.

Instructions

The required application forms appear below. Please nofe: Clicking "Mark as Complete” does not submit the application component or prevent further editing. The check mark beside

the form is only an indicator that the form has been completed. All application components must be marked as complefe in order to submit. To submit the application click the Submit
button.

Application Forms Application Details | Submit | Withdraw
Form Name Complete? Last Edited
—
General Information 4 11/08/2017
BARSAA Distribution & Reservation Request Form v 11/08/2017

When you click on the form name, a summary of the form will display. To edit the fields,
click Edit in the top menu bar, right-hand side

Menu | Help | %] Log Out 5 Back | | X Edit|
)

% Application

Application: 79543 - Test Project 12-28-2018

The fields in the form will re-open, so that you can make the corrections identified; make
sure to address all of the corrections identified in MDT’s email.

Once those corrections/edits are made, in the top menu bar, right-hand side, click Save.

Menu | Help | Log Out Gy Back | | | | 1) save
X

@ Application \

A summary of the form will display. If you have made corrections in the General
Information form, click Go To Application Forms.

Enter a BRIEF project title, you will have the opportunify to detail your project further in the application.

To save oredit this form, click "Save" or "Edit"in the upper right hand comer of the screen. Information entered into this form will be lost uniess the "Save" icon is selected before

moving on to the next form. If you wish to move back a screen, select the "Back™ icon. Do not click on the main browser's back arrow. Doing so could cause the dafa you entered fo be
lost.

Generaljnformation Go to Application Forms
System ID: 79549
Project Title: Test Project 2 - 12/28/2018

Primary Contact: Kathryn Callon
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If you've made corrections in the BaRSAA Distribution & Reservation Request form,
click the Mark as Complete link.

BARSAA Project Information Mark as Complete ||Go to Application Forms

Distribution or Reservation Request?*  Distribution Request

Project Location - Include the name of road or streef on which work is occurring and a description of project beginning and ending points. If there are muitiple locations, then please
provide a general description such as “Cify wide” or “County Wide™. Examples of project location would be “Main Streef from 1st Avenue fo 5th Avenue® or "Dublin Creek Road from
Py

TID 40 it A 0 il

You'll then be directed back to the forms main page.
**The last step is to submit the request.**

On the forms main page, click Submit. That will send the request back to MDT to be
processed.

Instructions

The required application forms appear below. Please nofe: Clicking "Mark as Complete” does not submit the application component or prevent further editing. The chabk mark beside
the form is only an indicator that the form has been completed. All application components must be marked as complefe in order to submit. To submit the application gick the Submit

button.

| Submit | Wi

Application Detai

Form Name Complete?
v 111082017
v 11/0872017

Application Forms

General Information
BARSAA Distribution & Reservation Request Form

Once you click Submit, click OK to the system confirmation prompt, and you'll be
directed to a confirmation page. You'll also get an email, confirming submittal of the

request.

Annual Report

To complete the annual report on the status of your BaRSAA project(s), log in to
WebGrants system (https://fundingmt.org/index.do) with your user ID and password.

After logging in, you’ll be directed to the main menu page; click on the My Grants link.

Main Menu
Click Help above fo view instructions. Go to "My Profile” to reset password.

\j Grantee Instructions
8 Wy Profile
'(‘a Funding Opportunities

@ My Applications
.91 My Grants <

& My Inventory
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https://fundingmt.org/index.do

You will see a listing of active projects for which you have received distribution of
BaRSAA funds; an active project is one that has not yet been reported as complete.
Note that the status of reservations of funds are not reported in the annual report.

Click on the title of the project to begin.

ik Grant Tracking

Current Grants Closed Grants | Claims

Grants in the status Underway or Suspended appear on this list To other Granfs, click the closed Grants link.

ID Status  Year Title Program Area Grant Administrator Grant Amount
61006 Underway 2017 Test of Application MDT Test Program Area Kraig McLeod 50.00
63108 Underway 2017 Test Project 11-7-2017 2 MDT - Bridge and Road Safety Program Kraig McLeod $0.00

Total $0.00

Showing 1-20f 2

You will be directed to the Grant Tracking page for that individual project. Under the
Grant Components section, click on the Status Reports link.

i} Grant Tracking

Grant: 63108 - Test Project 11-7-2017 2 - 2017
Status: |Underway
Program Area: NDT - Bridge and Road Safety Program
Grantee Organization: MDT Test Applicant Organization

Program Officer: Kraig McLeod

Awarded Amount: $0.00

Instructions
The grant forms appear below.

Grant Components
‘You can define your own alerts in the Alerts secfion

Component Last Edited
General Information 11132017
Status Reports <=
BARSAA Distribution & Reservation Request Form 11132017
Opportunity -
Application

On the Status Reports page, click Add in the top menu bar.

Menu | Help | Log Out Back | {8 Prif | Add |
2 2

‘g{); Grant Tracking

Grant: 63108 - Test Project 11-7-2017 2 - 2017
Status: Underway
Program Area: DT - Bridge and Road Safety Program
Grantee Organization: MDT Test Applicant Organization

Program Officer: Kraig McLeod
Awarded Amount:  $0.00

Status Reports Return to C
ID Type Date From-To Due Date Submitted Date Arrived?




Note that if you have a project that is in development for more than one annual reporting
period, you will see previous annual reports under the Status Reports heading. To add a
new report for the current year, click Add.

After clicking Add, you'll be asked to enter the date range of the annual report. You can
manually enter the date range; the system will auto-enter the forward slashes in the
date format, or you can click on the calendar icons to select dates from the calendar.
Dates should be for the current calendar year (1/1/20XX to 12/31/20XX). When
you’ve entered the dates, click Save in the top menu bar.

@Menu | B Help | {JLog Out \:-!)Back | | ":l Save
ik Grant Tracking

General Information
Use the drop down box fo select the type of report that you want to submit. Then enter the period of fime that the report will defail.

Status Report Type:* |Annual Report v
Report Period [57,01/2018 |ﬂ [1ziz12018 |ﬂ «—

From Date To Date

You'll be provided a summary of the dates that you entered. If they are incorrect, you
can select Edit from the top bar menu. If correct, then select Return to Components.

&k Grant Tracking

General Information Return to Components
Use the drop down box to select the type of report that you want fo submit. Then enter the period of time that the report will detail.
ID: §3304

Status Report Status: Editing

Due Date:
Status Report Type:* Annual Report
Report Period (11/01/2017 12/31/2017

From Date To Date

Last Edited By: Katy Callon TEST, 11132017



You'll be directed to the status report components main page. Select the BaRSAA
Distribution & Reservation Report link.

@ Menu | B Help | i Log Out {3 Back| (B Print|

i} Grant Tracking

Status Report: 63108 - 01
Grant: §3108-Test Project 11-7-2017 2
Status: Editing
Program Area: MDT - Bridge and Road Safety Program
Grantee Organization: MDT Test Applicant Organization

Program Manager: Kraig MclLeod

Preview | Subn

Components
Complete each component of the status report and mark it as complefe. Click Submit when you are done.
MName Complete? Last Edited
General Information v 11132017
BARSAA Distribution & Reservation Report 4—’_ 11132017

You'll be directed to a page that provides a summary of the project information you
provided when first requesting the distribution. To add a status for the project, click Edit

in the top menu bar.

Menu | Help | Log Out - Back | | X Edit |
3

i\_l, Grant Tracking

Status Report: 65975 - 02
Grant: §5975-1-30-18 Test Project
Status: Editing
Program Area: DT - Bridge and Road Safety Program
Grantee Organization: VDT Test Applicant Organization

Program Manager: Katy Callon

Instructions
To add your report data to this form, select the "Edit” link, located af the top of the screen. When you have completed an entry for ail the fields, select "Save”.

When you have complefed the entire form, be sure to “Mark as Complefe”.

BARSAA Project Information Mark as Complete | Go to Status Report Forms

Distribution or Reservation Request?®  Djstribution Request

Project | ocation - Include the name of road or streef on which work is occurming and a description of praject beginning and ending points. If there are multiple locations, then please
provide a general description such as “City wide™ or “County Wide”. Examples of project location would be “Main Sireet from 15t Avenue fo 5th Avenue” or “Dublin Creek Road from

US 12 south 1.2 miles”.
Road or Bridge Project Location City wide.

Scroll down to the bottom of the page, where you’ll see a Project Status field. It's a
drop-down menu, allowing you to select from the following status options: In
Development, Completed, or Withdrawn.
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Amount of BARSAA Allocation $0.00
Requested for Reservation :

Reservation Resolution Attachment

Distribution Resolution - The distribution resolution must identify the project, the amount of BARSAA program funds requested, the source of the maiching funds, and identify i
locally designated signaiure authority.

Distribution Resolution Attachment  trick-or-treaters-welcome-printready.pdf

Project Status™

In Development
Comments |Completed
Withdrawn

This field iz limited to 1,000 characters.

If your project is completed, you will be asked to provide the total cost of the project.

Project Status® [[efer el o] hd
Total Cost if Completed” [g7 0 <=

Comments

This field is limited to 1,000 characters.

There is also a comments box if you'd like to provide any additional information. This
field is optional.

When you've provided the status information, click Save in the top menu bar.

@Menu | 8 Help | @Log Out \aBackl | f‘JSave
) Grant Tracking

Status Report: 64296 - 07

Once saved, a summary page will display with the information you entered. If you see
any additional changes needed, you can click Edit in the top menu bar. If the form is
complete, select the Mark as Complete link.

BARSAA Project Information Mark as Complete | Go to Status Report Forms

Distribution or Reservation Request?*  Djstribution Request

Project Location - Include the name of road or streef on which work is occurring and a description of project beginning and ending pointl. If there are multiple locafions, then please
provide a general description such as “City wide™ or “County Wide”. Examples of project location would be “Main Street from 15t Avenug to Sth Avenue” or "“Dublin Creek Road from

US 12 south 1.2 miles”.
Road or Bridge Project Location City wide.

You'll be re-directed to the status report components main page. If you’d like to, you can
print the report by clicking Print in the top menu bar.

**When you’re ready to submit the report, click Submit.**
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(
@xvenu | ] Help | ¥ Log Out 3 Back | (B Print |
5} Grant Tracking

Status Report: 63108 - 01
Grant: §3108-Test Project 11-7-2017 2
Status:  Editing
Program Area: NDT - Bridge and Road Safety Program
Grantee Organization: NMDT Test Applicant Organization

Program Manager: Kraig McLeod

Components Previ
Complete each component of the status report and mark it as complete. Click Submit when you are done.
Name Complete? Last Edited

General Information v 11132017
BARSAA Distribution & Reservation Report v 111472017

Once submitted, you’ll see a submittal confirmation page.
3 contracts
Status Report Submitted Confirmation

You have successfully submitted your Status Report with Status Report ID [63304] Grantor has received your Status Report for evaluation. You can
return to the Grant forms by clicking here

i— e s e i e o)

If you have additional projects
on which to report, click on the | & Venu | B Help | ] Log Out <9 Back |
Menu icon in the top menu bar,
left-hand side.

i} Grant Tracking

From the main menu page, repeat the steps in this section.

Transfer of BaRSAA Funds to Additional Project(s)

Per ARM 18.16.105(5), within 90 days of completion of a project, the local government
shall notify the department of its intent to obligate any remaining BaRSAA funds for
additional projects within five years of original allocation, or to return any unused funds
to the department.

To transfer the funds, a resolution is needed for the additional project(s). Resolution
templates can be found at the League of Cities and Towns website:
https://www.mtleague.org/resources/ and the Montana Association of Counties (MACo)
website: http://www.mtcounties.org/resources-data/barsaa/. Questions concerning the
resolutions should be directed to either the League or MACo.

Once the resolution is adopted, scan an electronic copy of the signed version (pdf or
other file type). Have it ready to upload before logging in to WebGrants to request
transfer of the funds.


http://mtrules.org/gateway/RuleNo.asp?RN=18%2E16%2E105
https://www.mtleague.org/resources/
http://www.mtcounties.org/resources-data/barsaa/

In the WebGrants form to request
transfer, you’ll need to provide the
previous project ID number for the project
from which you’ll be transferring funds.
The ID number is a 5-digit number which
was included in the email confirming
submittal of the BaRSAA distribution
request for that original project. It's also
the invoice number when those funds
were distributed for that project. If you
can’t locate that number, you can find it in
WebGrants, following the instructions in
the box to the right.

How to Find a Previous Project
Application/Grant ID Number:

Go to the Montana Webgrants home
page (https://fundingmt.org/index.do).

Log in to the system. On the main
menu page, click the My Grants link.
This will show you all your currently
active projects.

Find the project from which you are
transferring remaining funds and write
down its 5-digit ID number on the left-
hand side.

Once you have the previous project ID number and are ready to submit the transfer

request:

Log in to WebGrants system (https://fundingmt.org/index.do) with your user ID and

password.

After logging in, you'll be directed to the main menu page; click on Funding

Opportunities.

Main Menu

Click Help above fo view instructions. Go fo "Wy Profile” fo resel password.

j Grantee Instructions

8 Wy profile

'i_ﬁ Funding Opportunities €=
%f My Applications

:.}1 My Grants

=

p_;; My Inventory

You'll be directed to a list of various opportunities. Each column is sortable by clicking
on the column heading. Click on the BaRSAA title.

53"_13 LIEpEIunen. 1 Cesn, vwiaine ana
Parks

66855 Depariment of Transportation MDYT - Bridge and Road Safety Program 2018 HB473/BaRSAA ="

FWP RTP Recreational Trails Program  Fish, Wildlife & Parks Shooting Range Grant FY 18

02/01/2017

Final Application Deadline

not Applicable
63883 Department of Transportation MDT - Highway Traffic Safety MDT - FFY2019 State Highway Traffic Safety 03/01/2018
62657 Department of Transportation MDT - Impaired Driving Mini Grants MDT Impaired Driving Mini Grants: Non-Enforcement A= Aﬂgf';s‘;'l‘ijc;a:ad“”e
51656 Depariment of Transportation MDT - Occupant Protection Mini-Grant  MDT Occupant Protection Mini-Grants Final Application Deadline

not Applicable


https://fundingmt.org/index.do
https://fundingmt.org/index.do

This will take you to the program’s description page. You can then click on the Start a
New Application link to begin completing the transfer request forms.

62668
62699
62708
62710
62830

10-25-17 Test 2

10-26-17 Test Project

10-26-2017 Test Project 2

Test Reservation Request 10-26-2017
Test 10-30-17 Project

Opportunity Details
60764-TEST Bridge and Road Safety Accountability Act

Editing
Editing
Submitted
Submitted
Submitted

Copy Existing Application | Start a New Application

A

MDT Test Program Area
Application Deadline: 11/30/2017 12:00 AM

Award Amount

Range:

Mot Applicable
Phone:

Project Start Date:
Project End Date:

Award

Email:

Announcement
Date:

This Opportunity is recurring
Categorical Area(s) To be Addressed by Transpor‘rat\on

Program

Description

Program Officer:

Kraig McLeod

406-444-6256 x

krmcleod@mt.gov

Introduction:

The Bridge and Road Safety and Accountability (BARSAA) program provides funding to eligible local governments for construction, reconstruction,
maintenance and repair of rural roads, city or town streets and alleys, and bridges. A portion of motor fuel tax revenues generated within the State
of Montana provides the funding for this program, and allocates a portion of the fuel tax to local governments. The bill became effective July 1,
2017

Eligjibility:

After clicking Start a New Application, you will be directed to the first form to provide the
project title.

The project title entered should reflect the road/bridge project to which the funds
will be transferred, as identified in the resolution.

General Information

Primary Contact:* | Kathryn Callon b

Project Title:
(limited to 250 characters)*

Organization:* |

v

The primary contact and organization will default to the person that initiates the new
application.

In the top menu bar, right-hand side, click Save.



A summary of the form will display. If you need to add additional contacts to the request,
in the top menu bar, on the right-hand side, click Edit.

¥
@yMenu | [ Help | i Log Out <3 Back| | &X Edit|

& Application

Application: 63108 - Test Project 11-7-2017 2
Program Area: DT - Bridge and Road Safety Program
Funding Opportunities: 52955 - BARSAA/Bridge TEST FO

Application Deadline: Final Application Deadline not Applicable

Instructions
Fill out the form below and click "Save”. Once completed and saved, click on the "Go fo Applicafion Forms” link fo continue completing the rest of the appiication. Pick the appropriate
Primary, Additional and Authorized Officials. If additional contacts or authorized officials have not been registered in the system, submit a registration request on the main fundingmt.org
page. Once the registration has been approved, have the primary confact person add them to the organization.
Enter a BRIEF project title, you will have the opportunity to detail your project further in the application
To save or edit this form, click "Sawve" or "Edit" in the upper right hand comer of the screen. information entered into this form will be lost unless the "Save"icon is selected before

moving on to the next form. If you wish to move back a screen, select the 'Back™ icon. Do net click on the main browser's back arrow. Doing so could cause the data you entered fo be
lost.

General Information Go to Application Forms
System ID: 53108
Project Title: Test Project 11-7-2017 2

That will re-open the form, and then you should see a field labelled Additional Grantee
Contacts. The names listed will be those who have WebGrants accounts and are
affiliated with your organization. If the person you'd like to add is not listed, it likely
means that they need to register for a WebGrants account. If they are listed, click on
their name(s) in the list so that they’re highlighted, and then click Save in the top menu
bar, right-hand side.

Qf Application

Instructions
Fill out the form below and click “Save” Once completed and saved, click on the "Go to Application Forms* link to continue completing the rest of the application. Pick the appropriate
Primary, Additional and Authorized Officials. If additional contacts or authorized officials have not been registered in the system, submit a registration request on the main fundingmt.org
page. Once the regisiration has been approved, have the primary contact person add them to the organization.
Enter a BRIEF project title, you will have the opportunity to detail your project further in the application.

To save or edit this form, click "Save" or "Edit" in the upper right hand comer of the screen. Information entered into this form will be lost unless the "Save"icon is selected before
moaving on to the next form. If you wish to move back & screen, select the "Back” icon. Do not click on the main browser's back ammow. Doing so could cause the data you entered to be
lost

General Information

rimary Contact:™ | Kathryn Callon v

Additional Grantee Contacts:

Kim Doherty TEST
Kraig McLeod TEST W
Mandy Needham TEST

Selact any additional contacts within your erganization that will alfls manage this grant

¥ 3 e3ervation equest
(limited to 250 characters)” -

Organization:* [MDT Test Applicant Organization v

Once you click Save, a summary of the form will display and should list the additional
contacts that have been added.

Then click Go To Application forms to move on to the next form.
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General Information Go to Application Forms
System ID: 63108
Project Title: Test Project 11-7-2017 2
Primary Contact: Katy Callon TEST
Additional Contacts: MDT Tester

Select any additionzl contacts within your erganization that will also manage this grant

Organization: MDT Test Applicant Organization

You'll be directed to the Application Forms main page. You should see a Complete
check mark next to the General Information form.

The next step is to complete the BaRSAA Distribution & Reservation Request Form.
Click on the form name to begin.

Instructions

The reguired application forms appear below. Please note: Clicking "Mark as Complete” does not submit the application component or prevent further edifing. The check mark beside
the form is only an indicator that the form has been completed. All application components must be marked as compiete in order to submit. To submit the application click the Submit
button.

Application Forms Application Details | Submit | Withdraw
Form Name Complete? Last Edited
General Information v 1170872017

BARSAA Distribution & Reservation Request Form <"

In the BaRSAA form, next to Distribution or Reservation Request?, select Distribution
Request from the drop-down menu.

BARSAA Project Information

Distribution or Reservation Request?*

P

Distribution Reguest
Reservation Reguest |

Local Government Information

Government Entity Type*

Mame of Local Government* | LY

Return to Top

The following form will appear for you to provide project-specific information for the
additional project. This form is related to an individual project. If you have multiple
projects to which you’d like to transfer the remaining funds, a separate
application/request must be submitted for each project.

Note that there will be some differences in completing this form for a transfer of
funds vs. requesting funds from your new allocation. Differences are noted in the
following guidance with an asterisk.



BARSAA Project Information
Distribution or Reservation Request?®  [Distribution Heguest
Project Location - Inciude the name of road or streef on which wor is occurring snd & descriplion of profect beginning and ending poinds. If there are multiple locafions, then pleaze
provide & geneval descripiion such as “Gity wide” ar "County Wide". Examples of project location wowld be “Main Sireet from 1st Avenue fo 5th Avenue”™ or Dublin Creelr Road from
US 12 south 1.2 miles”.
Road or Bridge Project Location™

Type of Wark - All BAREZAA fimd'z aliocafed under thiz program must be utilized for: (8} consfruction, reconstruction, mainfenance and repsir of rural roads, cily or fown afreets and
alleys, and bridge projects; or roads and stresefs a locsl govermmant haz fthe responzibilify fo maintain, which does not include purchaze of capital equipment; or (B) 3 match for federsl
funds used for the conzfrucfion of rosds and =frectz that ane a part of the national, primary, secondary or urban highwsy systems; or rosds snd sfrestz @ local govemment haz the
responzibility to maintsin.

Selection should reflect the predominant work fype or moat closely mafches the anficipated profect.

Type of Work* [ |

Click HERE for a link fo the MDT Rosd & Bridge Funding webzite containing a fist of current aliocafionz by entify.

BARSAA Funds from Current I:I
Allocation™

Projest Cosf - A Jocal govermment musf maitch each $20 request for disfribwdion with af lesst §1 of local govemment budgefed mafching funds. Af a minimum, fofal project cost would
be the BaRSAA Funds + Local Match.

Total Estimated Project Cost (All I:I
Sources)*
Complation Defe - Enfer ezfimated complefion dafe of project consfruction (mmddfyyl.

Esti | Project Completion Date™® I:Iﬂ

Matching Funds - A locsl govermment must identifi the sowrce of the budgeted matching funds, which cannof be from the mofor fuel fsx sfocstion in 15-70-101, MCGA
Source of BARSAA Matching Funds*® |

Are BARSAA Funds being transferred N
from a completed or withdrawn (® Yag O No
project?*
BARSAA Funds — Amount of Unused

Funds from completed or withdrawn I:I

project™
Project Identifization - If transferming BARSAA funds from a complefed or withdrawn project enter the 5 digif spplication/grant number of iousty distnibuted project request.

Application Identification of
Completed or Withdrawn Project®

Diztribution Rezolufion - The distnbufion resclution must identify the project, the amount of BARSAA program funds requesfed, the source of the mafching funds, and identify the
Jocally dezignated signature suthary.

Distribution Resolution Attachment™ Browse...

Local Government Information
Government Entity Type®
e

Field Guidance:

Use the following guidance to complete each field in the form; all sections must be
completed. The form cannot be saved until all fields are complete.

Project Location — Provide the name of the road or street on which the project is
occurring. If there are multiple locations associated with the project, then provide a
general project location such as “City wide” or “County wide.”

Type of Work —Select one of the following types of work that most closely matches
your project: Construction, Reconstruction, Maintenance, Repair, Credit — MDT
Administered Federal Project, or Match — Non-MDT Administered Federal Project.

*BaRSAA Funds from Current Allocation — Enter $0.00, unless you have allocation
available which you’d like to apply to the project.

Total Estimated Project Cost (All Sources) — Enter the total estimated cost of the
project, including BaRSAA funds, local match, and any other funding sources. The local
match requirement is $1 of local funding for every $20 of BaRSAA funds requested, and
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the total cost should reflect the inclusion of this matching amount.
At a minimum, the amount for this field should be the amount of funding
transferred plus the local match amount.

Estimated Project Completion Date — Provide the estimated date of project
completion, either in the format of mm/dd/yyyy or select a date using the calendar,
which will appear when you click on the calendar icon. If you are manually entering the
date, the system will provide the forward slashes in the formatting.

Source of BaRSAA Matching Funds — In this field, identify the source of the budgeted
matching funds. The match cannot be from the motor fuel tax allocation in MCA 15-70-
101. Your local resolution should additionally identify the source of the matching funds.
It would be helpful to make sure that the source identified in this field is clearly
associated with the source in the resolution.

*Are BaRSAA Funds being transferred from a completed or withdrawn project? —
Select Yes.

Additional fields will appear to be completed. Specifically, you will need to identify the
amount of funds to be transferred from the completed or withdrawn project and provide
the Application/Grant ID number from that previous project.

Are BARSAA Funds being transferred ~ I}
from a completed or withdrawn ®Yes (U No
project?*®
BARSAA Funds — Amount of Unused
Funds from completed or withdrawn l:l
project®
Project Identification - If transferring BARSAA funds from a completed or withdrawn project enfer the 5 digif application/grant number of previously distributed project request.

Application Identification of
Completed or Withdrawn Project®

Distribution Resolution Attachment — To upload the electronic copy of the adopted
resolution, click on Browse. Navigate to the resolution file and click on it. Then, click
open. The file path should then display in WebGrants; it will be uploaded when you
complete and save the form.

orovide a general description such as “Muliole streel sign replacements throughout the city.” This field s limited to 1,000 characters.
(& Choose File to Upload - ==
) [P Desktop » ~ [42 |[ Search Deskion 2|
| Omgenize v Newfolder = 0 @
| — e e
3 2 Favorites [ ey 7 138KB
i | B Desktop . HB4T3 Quick points_KCM_kic Q mapada
Microsoft Word Document ArcGIS ArcMap Document
3 8 Downloads m 23K8 W | 70 o
1 Recent Pl
. MDTshares 1. poll_webgrants_testing
- = | Shortcut Text Document
Plannin: g j 211k8 40 bytes
HLN | I print I Q8
Distribution | = m Microsoft Word Document m Microsoft Word Document
E| My Document ts QIZEE QZEkE
RE LyndaleMT Ave Sicewalks (UPN Transition Plan Updat
| . #8784) f Outlook Ite
g = Outlook kem 111 M8
— Transportation and air quality Untitled
IS Computer /j Outlook ltem JPEG image
A i Local Disk (C:) 62.5 KB 85.7 KB
5 matgisstd (\md [, Untitled WebGrants FLowChart
52 TempStore (f\m: n Microsoft Excel Warksheet Microsoft Word Document
- 123KB 419KB s
e
File name:  WebGrants_FLowChart ~ | AllFiles (%) =

Distribution Resolution - The distribution resolution must identify the project, the amount of BARSAA program funds requested, the source of the malching funds, and identify the
locaily designated signature authority.

-

Distribution Resolution Attachment* o =



The final step in this form is to provide your local government information. From the
drop-down menu next to Government Entity Type, select either City/Town or County.

For Name of Local Government, select your city/town or county’s name from the drop-
down menu. If you select City/Town from Government Entity Type, only the city and
town names will appear in the Name of Local Government listing. If you select county,
only the names of the counties will appear in the listing.

Local Government Information

Government Entity Type® City/Town W

Mame of Local Government®

ALBERTON ~
ANACONDA

BAINVILLE

BAKER

MONTANA.GOV [seccrave

OFFICIAL STATE WEBSITE |BELT
BIG SANDY

All the fields displayed in the form should be complete.

When finished with the form, click Save in the top menu bar. You will be directed to a
summary page of the completed distribution form.

If no edits are needed, then click Mark as Complete.
@y Menu | 8 Help | ¥l Log Out 3 Back | | I I \\3 Edit |
¢¥ Application

Application: 64804 - test project 12-28-17
Program Area: DT - Bridge and Road Safety Program
Funding Opportunities: 62055 - BARSAA/Bridge TEST FO

Application Deadline: Final Application Deadline not Applicable

Instructions
Ciick HERE for the Mantana Department of Transportation Webgrants Grant Application Instructions
Giick HERE for a link to the Montana Code Annotated pertaining fo BARSAA Program funds
Ciick HERE for a link to the Administrative Rules pertaining to BARSAA Program funds.
Ciick HERE for a link to the MDT Road & Bridge Funding website for additional information and resources.
Ciick HERE for & link to the Montana Association of Counties website & resources.
Ciick HERE for a link to the Montana League of Cities & Towns website & resources.

Al fiefds are required. One request must be submited for each project.

To add data in this form, select the "Edit” link, located at the top of the screen. When you have completed an entry for all the fields, select "Savgf!

When you have completed the entire form, be sure to “Mark as Complete”.

The user ing the or jon request must be listed in the adopled resolution as the locally designated signatu)

BARSAA Project Information Mark as Complete | Go to Application Forms
Distribution or Reservation Request>* Distribution Request

Project Location - Include the name of road or street on which work is occurring and  description of project beginning and ending points. If there are multiple locations, then please

provide a general description such as “City wide” or “County Wide™. Examples of project location would be “Main Streef from 1st Avenue to 3th Avenue” or “Dublin Creek Road from
US 12 south 1.2 miles

Road or Bridge Project Location*  Hinhwav 123

If you see any changes needed, you can select Edit in the top menu bar to revise the
form, then click Save and Mark As Complete when you’ve made the edits.

Once completed, you'll be directed back to the forms main page to submit the request.

**When you’re ready to submit the request, click Submit.**
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Instructions

The required application forms appear below. Please nofe: Clicking "Mark as Complete” does not submit the application component or prevent further editing. The check mark beside
the form is only an indicator that the form has been completed. All application components must be marked as complete in order to submit. To submit the application click the Submit
button.

Application Forms Application Detai @ thdraw
Form Mame Complete? 3 dfled
General Information v 11/08/2017
BARSAA Distribution & Reservation Request Form v 11/08/2017

Once submitted, you should receive a confirmation email.

Frequently Asked Questions

Getting Started:

I’m new to my position. How do | get a WebGrants account to request the
BaRSAA funds?

You'll need to register for a WebGrants account. There is a Register Here link on the
WebGrants homepage, underneath the log-in area: https://fundingmt.org/index.do .
Click the Register Here link and provide the required information. For the field “Which
agency’s programs are you most interested in?,” make sure to select Department of
Transportation. That way, we can quickly get your registration approved.

| forgot my user ID/password to log in to WebGrants. How do | retrieve those?

If you need to retrieve your user ID, please contact MDT Planning,
mdtbarsaawebgrants@mt.gov, 444-9131.

If you need to retrieve your password, there is a Forgot Password? link on the
WebGrants homepage, underneath the log-in area. You'll need to provide your user ID
and email address. The system will then email you a new password.

Where do | find the forms to request the funding?

Once you’ve logged in to WebGrants, click on Funding Opportunities. Scroll down to the
Department of Transportation’s opportunities and click on the title for the one related to
BaRSAA.

Note — It’s recommended to have your resolution signed and scanned before you
start filling out the forms in WebGrants. The system will not let you save the form
until you upload that file.

| had to close out before | finished my forms. How do | access the request |
started to finish filling out the forms and/or submit the request?


https://fundingmt.org/index.do
mailto:mdtbarsaawebgrants@mt.gov

To access the request that you started, log in to WebGrants and click on My
Applications. You should see the draft request listed there. Click on the project title;
that'll take you to the forms main page. Click on name of the form you need to complete.
A summary of the form will display. In the top menu bar, right-hand side, click Edit; that
will re-open the fields.

General Information Form:

What do | enter for the project title?

For the project title field, you should provide the name of the road/bridge project for
which the BaRSAA funds will be used. If the project, for example, is county-wide street
maintenance, the project title would be “County-wide street maintenance”. The project
title does not need to be a detailed project description, rather just a short title for
referencing the project.

How do | add additional people as contacts for the request?

Once you’ve entered the project title, in the top menu bar, right-hand side, click Save. A
summary of the General Information form will display. In the top menu bar, right-hand
side, click Edit — that will re-open the form. A new field will be included in the form to
add additional contacts.

If the person/people that you want to add are registered in WebGrants and their account
is affiliated with your organization, you should see them listed in that additional contacts
field. If they do not have an account, then they need to register as a WebGrants user
before they will show up in the list for you to add.

Click their name in the list, and then in the top menu bar, right-hand side, click Save.

To add more than one person in the list, click on the first person’s name. Then hold
down the Ctrl button while selecting other names. Multiple names will then be
highlighted. Click Save.

A summary of the form will display, and the person/people’s names will be listed as
additional contacts. When they log in to their WebGrants accounts, they should go to
My Applications, and they should then see the request and can review the forms.

BaRSAA Distribution & Reservation Request Form:

What should | enter for the Project Location field?

This field is to identify where the project will be located, i.e. — the name of the road or
bridge. If the project will be in multiple locations, such as a citywide project, enter “city-

wide”, “town-wide”, or “county-wide”, whichever is applicable.

For Project Type, what'’s the difference between Maintenance and Repair?

The selection for this field should represent the primary type of work that will be
included in the project. Maintenance would reflect keeping up/maintaining the condition



of the road/bridge infrastructure. Repair is if the road/bridge infrastructure is damaged
and needs to be fixed.

How do | know my current BaRSAA allocation amount?

BaRSAA allocation amounts for each city/town/county are available on MDT’s website:
https://www.mdt.mt.gov/roadbridge/ on the right-hand side, underneath the Resources
heading. These amounts are also available on the League of Cities and Towns’ and the
Montana Association of Counties websites.

Where do | enter my local match amount?

The local match amount is not identified in one of the fields but should be included in
the total cost for the project. Specifically, it is captured in the total estimated project cost
field in the form.

The Total Estimated Project Cost field, at a minimum, should total the BaRSAA
funds requested plus the local match amount required.

What should I put in the field “Source of BaRSAA Matching Funds?”

This field is for you to identify the funding source for the matching funds. This should be
identified in your resolution. The source entered in the WebGrants form should match
that source identified in the resolution.

How do | upload my resolution?

You should have your signed resolution scanned and ready to upload before you begin
completing the WebGrants forms. You’'ll want to have that scanned file (likely a pdf or
image file) saved somewhere you can easily find on your computer.

In the WebGrants form, there’s a Distribution Resolution Attachment field. Click on the
Browse button; that will open a pop-up to allow you to navigate to your saved resolution
file. In that box, click on the resolution file. Then click Open.

That will upload the resolution.
Can | upload more than 1 file for the resolution? Does it have to be a pdf?

You can only upload one file; it's not anticipated that you would have more than one file
to upload. If you do have multiple files, however, you can save them in a zip file and
upload that. This YouTube video (1 minute, 22 seconds long) provides details on how to
create a zip file.

It does not need to be a pdf. You can upload jpg’s, Word documents, etc. Be sure that
you include the signed version of the adopted resolution.

Submitting the Request:



https://www.mdt.mt.gov/roadbridge/
https://www.mtleague.org/resources/
http://www.mtcounties.org/resources/fiscal-information-forms/bridge-and-road-safety-and-accountability-act-barsaa
https://youtu.be/Ipn-T5Um3d4

After I've clicked Mark as Complete in the BaRSAA Distribution & Reservation
Request form, am | done?

No - the final step is to submit the request.

After you click on Mark as Complete, you’ll be directed to the forms main page in
WebGrants. You still need to click Submit. It's located right above the forms link, on the
right-hand side, between Application Details and Withdraw.

Once you click Submit, click OK to the system confirmation prompt. You will then be
directed to a page that says you’ve successfully submitted your request. You'll also get
an email confirmation when it's submitted.

If you don’t submit it, MDT can’t process it for payment.

Correcting a Request:

| was notified by MDT of the need to correct my request. How do I find the forms
to make the correction?

To correct information in your request, log in to WebGrants. Click on My Applications.
Click on the project title of the request. That'll direct you to the forms main page. On that
page, click on the name of the form you need to correct. Once you click on that form
name, a summary of it will display. To re-open the fields and make corrections, in the
top menu bar, right-hand side, click Edit.

When you’re done making the corrections, click Save in the top menu bar, and then
click Mark as Complete.

You'll be re-directed back to the forms main page. On that page, the final step is to
click Submit and then OK to the system confirmation prompt. If you don’t do that, it
stays in Correcting status, so make sure to click Submit!

Additional Information:

Where can | find additional information on how to request my funding?

MDT’s Road & Bridge $ webpage: https://www.mdt.mt.gov/roadbridge/ offers additional
information. In the Resource sidebar, there is also a link to the YouTube video of the
webinar training session.

These resources are available on the League of Cities and Town’s website and
Montana Association of Counties’ website, as well.



https://www.mdt.mt.gov/roadbridge/
https://www.mtleague.org/resources/
http://www.mtcounties.org/resources-data/barsaa/

Program Contacts

If you have any questions concerning the utilization of WebGrants to request distribution

or reservation of your allocated HB 473/BaRSAA funds, please contact:

Geoff Streeter

Planner, Montana Department of Transportation (MDT)
406-444-9131

gstreeter@mt.gov

Or email mdtbarsaawebgrants@mt.qov

If you have any questions concerning the HB 473/BaRSAA program (resolution,
timeline, project eligibility, etc.):

Cities/Towns, please contact:

Kelly Lynch

Deputy Director/General Counsel, Montana League of Cities and Towns
406-442-8768

kelly.lynch@mtleague.net

Counties, please contact:

Jason Rittal

Deputy Director, Montana Association of Counties
406-449-4360

jrittal@mtcounties.org

If you have questions concerning your funding, please contact:

Deann Willcut

Accounting Systems Operations, MDT
406-444-6023

dwillcut@mt.gov

For questions concerning the proper accounting or auditing of BaRSAA funds, please

contact Local Government Services at (406) 444-9101 or
LGSPortalRegistration@mt.gov.



mailto:gstreeter@mt.gov
mailto:mdtbarsaawebgrants@mt.gov
mailto:kelly.lynch@mtleague.net
mailto:jrittal@mtcounties.org
mailto:dwillcut@mt.gov
mailto:LGSPortalRegistration@mt.gov

MDT attempts to provide accommodations for any known disability that may interfere with
a person participating in any service, program, or activity of the Department. Alternative
accessible formats of this information will be provided upon request.

For further information, call 406-444-9229, TTY: 800-335-7592 or the Montana Relay at 711.

This document is printed at state expense. Information on the cost of producing this
publication may be obtained by contacting the Department of Administration.
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