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= Administrative Information
®» Grant Application
= Activity Report
» Child Passenger Safety
Grants
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Administrative Information

» 2019 Federal Grant year is October 1, 2018- September
30, 2019

« 2019 Impaired Driving, Seat Belt, and Child Safety
Grants will be available to targeted agency in late July
2018.

« Grant activitv cannot start until vour arant is in an
[ IVE status.

* Speed Grants will be available later in the grant year.

* Any other non-targeted grants will be available once
funding has been confirmed. You will be contacted by
your RPM or SPM

Please note that all grants submitted by September 1 will be active for grant activity on
October 1. The typical processing time for a grant application is 3 weeks but may be
longer for incomplete applications. We will go through the approval process in another
section.
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Administrative Information Continued
Login Page

aspx?’APPTHEME=WIBOTS

elcome to Wise-Grants...

Safuty (BOTS) yrarts

o e or
n3, better known as WISE-Grants.

oday and 3 BOTS representative will review your
rmatian amall.

Contact Name and phone
about vIsE-Grants, please contact Tina Bondurage:  pumber for questions.

oul! U have ai
ona: (GNA)709-N077
ail u

ci liere to - Program ger, State oer or Law
your areal
e ook torward to working wto Improve satety on Wisconsin's highways.

Link to RPM/SPM Contact Information

Uaison

..‘\OOONQ,‘V' -
5&1 - GHSA._
N4 p AT T

Important information is also located on the login page.

There is a RPM/SPM link
As well as a contact name and phone number for wise grants questions

The link to WISE-Grants has been added to this slide as reference.
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Administrative Information Continued

Agency and Member Updates
r )

Make sure your agency and agency member information is updated before you submit
your grants. To verify and update agency and member information click on the My
Organization link.
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Administrative Information Continued
Agency and Member Updates

Organization - Bureau of Transportation Safety
Please complete all the requoed mumnamnmmmn ol
Urganzatien information raan I ¥ton Me: Urginzation Uocaments

|

4502 Sneboyan Averuz. Ream 551
PO Box 7936

t1adison [* State | vtscomsn V/* Ziprode|53707 »
_Dem: Courty 24
CET TR

Please verify that all information within this section is current and up to date, including
the address and phone number of the agency.

This is also where you will verify your FEIN and Unique Identifier Number (previously
known as the DUNS number).

All of the information on this page will auto populate the general page and other areas
within any grant pushed to your organization.

From this page, you are able to access the organizational members associated with
your agency.
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Administrative Information Continued

Ciea g e Gogoe wen

garnastion Merntsr s

TSI wilh e ,APONRY {0 3¢ PUTDETE t0 YOI D TRAGRLN Car ToAGE theve RADS:
T6.30¢ s membe 1o vour opierIben. sl the A Hambers irk betva.
2 member has Bready >dded bosTes mburvation ia the systerm. you Coa sasech bos the member
b ﬂkuo‘bul orabiv's wlemptien i the ) vt'v\ Jolest e Hambes.
- s e e vt T S A b

Click to add new members

newa,

s
BorDu-aet. Tina
87303y

Tvo EoNOUET Dra
112572015

Deactivate a

member by

adding an end  serOurset, Tine
date L

This section will allow you to verify who is active within your organization to work

within the wise grants system. It will also inform you of the roles associated with each
person accessing your grant.

From this page, you will be able to add new members by clicking on the add new
members link, please contact your SPM or RPM if you would like to add new members.

To deactivate a member, simply enter the end date under their active date.
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Administrative Information Continued
Navigating WISE-Grants

© Back
Organization - Bureau of Transportation Safety
"erbex

Domagmer Inforratos | Qresnimsties Bowbory | Quengutsn Seaincaty

Organization Members

SgraTairatons wih the Bxcr iy to 38 members 1o .7 DINTILIT Can Fitar these Reps:
3. rhor b rour oI, criect the Rdd Momber link briry
weesdy rforemation ir. i

Located at the top of every WISE-Grants page is a BLUE navigation bar. By click any of
these tabs you will be returned to the “home” screen of that tab.

To view your current grants, click the My Proposals tab.
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Administrative Information Continued
Navigating WISE-Grants

Q Back
My Proposals

Use the search functionality be'om te find » specific Progeasts.

Search Proposals

— Enter grant year

Export Results to [Sozen v Sortby: [~Sebct- v
Number of Kesults 7

Funded Grants
Funded Grants.
Funded Grants
Furded Grants
Furded Grants
Funded Grants.

3

My Proposals allows you to search for grants by several different criteria. The simplest
of these is to enter the grant year and click search.

To open a specific grant, you would then click on the grant name, as indicated.

Typically, the grants with lower sequential numbers were initiated first.
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Grant Application

In this section we will review:

* ltems to be aware of when completing the
grant

» Submitting the grant for approval
» Grant Approval Process
« Common mistakes or concerns

Wisconsin Department of Transportation
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Grant Application Continued

State Program Manaqers (S)  Grant Apoication In Process  soyo/aeng 1o o oy

D View, Edit and Complete Forms
button below to view, edd, and compete forme.

© Change the Status

Select the View Status Options button below (o perform actions such @ subrmitbeg apphications of regsest modifications.
LwEn sTATUS OFTIONS |

@ Access Management Tools

Select the View Management Yoels button below to perform actions such a¢ adds

@ Examine Related Items

Select the View Related Items utton below to view reated tems such 25 claims, messages, et
| evi RELATED RS |

Once you have selected a specific grant, you will go to the View Forms button to
complete the grant process.
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Grant Application Continued

Laxry Cors:
V%2087 13816 P

All pages that

require - o Trw SoDrpR  Yew Surtursar
; b S, TR S e e ime e
action are in this

section

Tos Swr DwasrC Tra BorDumTrc
YVZDIT 24V 7UI0LT 2:42:00 PR
Dw s Yo BoOwrax
VVION SIATIN V037 $:30:56 PR
T2 BerDurmrc Tew SrQurmnT
VIO LS TV 8435 PR
T SOz Tid Burfuraerc
VIO BiSST PG V17 3:29:36 PR
Toa BerDuPOT Tra seoDurmT
TRV RILZI AN TR2017 B:12:33 A%

Tna BorDarwaa
VSIZEET §:26:17 4B

BorOurshC
77572017 9:28:29 2

e, Laery Cors. e Lasry Cors:
VSROVT P:RB:A2 a0 T/2BLT :34:20 AN

Attach completed
signature pages
and Operations
Plans here.

Once you click on the “View Forms” button on the grant menu, the Funded Grants
Menu will open. Here, you will find all of your grant pages listed as links. The items
within the red box are the pages requiring your action. You will also need to read and
acknowledge acceptance to the general contract terms and print and sign the signature

page.
Supporting Documentation is where you will be required to upload your signed
signature page and task force operation plan. You can also upload additional

information or documentation related to your grant application here.

The following slides will be the pages that agencies typically have the most questions
about.
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Grant Application Continued
Project Identification/Justification

PROSLEM IDENTIFICATION PROJECT JUSTIFICATION

Testructiors:
. Pieme cpleis Ui pre, ren Sk e Save boton.
2 legret tetts are marimd wihar .

2o cartk et eoge dity. The ireeben ¢ s eveviruge eetraprdmiry sast bet
enfzrcerrant o wrent of e ake e bom sest b3t g

Fx ust -~ e -

aébtemc siotFeoben

< 2 ogram to tha tarmc anc corditiors steve®

Project Identification / Project Justification Page. This page explains how agencies were
targeted using all alcohol, speed and seat belt related crash data from the previous
three years to determine if your area is considered “at risk.” You will also see your
awarded grant amount listed here.

You can enter any additional justification as to why your agency is receiving the grant in
the text box provided, or additional information about your specific task force or
agency.

Note: There is now a link to Community Maps on this page

The items listed in the RPM/SPM text box will contain other grant eligibility
information. These are additional grant terms and should be read completely before
you check | agree at the bottom of the page. You will not be able to edit this
information.

RPM will discuss what is included.

Wisconsin Department of Transportation
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Grant Application Continued
Policy Requirements

Check with your Treasurer or Finance Dept.
Ifyou have 2 C.F.R. §200, Subpart F
Single Audit (A-133) questions

A-333 Single Zudt
“* Please check with your Yreasurer or Finance department

The grareee has venifed thet their colitcal entity (pavee for s grent)

@18 or ' 1S NOT* Subject 10 2 C.F.R. 8200, Subrant F Singe aud+ reauremerss (8-133)

If subject to 2 C.F.R. §200. SubDArt F SiNg e aud 1 rezu rement. the grantee has verifie2 that 1% DolDCa! ey is m comBtance and kas filed with
the Federal Audit Cieareg House:

@' Yes or  Not Applicable®

1 Irmic g

Utl the name Parson o1 persons who have takew or are schaduled t take bhe Nandatory Grants Trawing. (st the name of the persan. type
of traning (1.e. Webirar, Regional Tramng or online) ard the date of trawng.

Trairing Locabon Date
[rosany ]
5

e

Click Here for Training Locatons.

¥ Iagree to the terms and conditions above.*

The Policy requirements page lists important information regarding the grants, please
read through it carefully. This list summarizes the policy requirements for the grant.
See the General Contract terms for a complete list of policy requirements.

You will need to select the appropriate check boxes for whether or not your agency is
subject to Audit Requirements. If you do not know the answer to this, you will need to
contact your Treasurer or your finance department.

You will also be required to complete the mandatory training put out by BOTS each
grant year. Each agency must have at least one person (usually the project coordinator)
complete this training. You will need to fill out the name, training location and the date
the training was completed. Your attendance today fulfills that requirement.
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Grant Application Continued
Work Plan

Docurment [nforenation: ©i— .

fxtuiz

Youarehere > Lurdes Graoezegou > Formsteny > Sest BeX Enforcement

WORK PLAM

et i
E. Pemse compiete ths page, Poen ik the Save butter.
T. Beapured Fisids v mareed wih ae ©

mm for oee federal focal reac Mdtﬂsa!vn 2019 ectivtics may begin no exdies than October
" 3 rmmwx 2019. Grant achhvity may eot begin untii grast is in on Bctive status.

Wmmmmmnm:“msmaaktnmdwmvm It describes sim o) and tevel of
actvidy. At a mevTu, during the teem of ths caroact:

Grartee w¥ implemers at jeast one degiopment each month within the soecfied grant penod as planned in the Work Han/Calendar.

Agencies el receve fumdioy for overtime evioaemet mint perbopste in the netiord mobikzelions during the tmeliames listed be'm. Sge-vp
s sctratngar sty ve:»m Jneamwmmmhm oo the

bome sxecn. C port aftzr the two BOTS to promde NHTSA with acamae wiermation abos the

level of enforcement activity m the vew; Fve vnv. ency an ownmw lamn!aumﬂ-

Wrawres nahfannny

1. Dmember 16, 2016 - Januery 1%, 2019 (Drive Sober - Winter)
2. May 20™ - June 2™, 2019 (CBck It Or Ticket National Mobiization)
3. Avg 16* - Sept 2™, 2019 (Drive Sober - Lador Dav)

On the work plan page, you will see the top portion of the page is filled with important
information. You need to read through this information carefully.
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Grant Application Continued
Work Plan Cont.

DX AR
Wonth
October
November
December
January
February
March
nprit
Py
June
oty
Acpot
Septomber
ToTAL

Sy |
000000

jih <0000

4 1 sgree 1o the terms wd conditiors sbove.

Complete the chart with information related to the number of deployments, the hours
per deployment, and the number of officers per deployment. You will need to put “0”
in all required boxes that you do not have deployments in.

You will have to input the estimated wage/fringe rate in the text box. Once this is
entered, the total dollar amount for your wage/fringe will calculate. Click save to adjust
the totals. Note: Estimated wage/fringe rates are used only during the application
process. Reimbursements will be on the actual wage rate of the officer deployed. The
rate that is reimbursed cannot be an average or flat rate.

Wisconsin Department of Transportation
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Grant Application Continued
Work Plan Cont.

Plan the work. work the plan

High Visibility Enforcement (HVE) model as agreed to in your
signed operations plan

The main elements of HVE are:

1) multiple agencies (minimum of two, preferably all agencies)
2) working the same day and times

3) common locations

4) with a media component to educate the public

Single officer deployments are no longer desirable

Deployments that do no meet the guidelines will require
justification on the activity reports

Is the work plan feasible and acceptable for all agencies
involved

Wisconsin Department of Transportation



Grant Application Continued
Budget Request

BUDGET REQUEST

Instructions:
1. Plsase complete this pape, then dick the Save button.
2. Required fieids are merked with en *.

Funding: Grant funding & based o availabilty of Federal Grant Funds. Grarts and funding may be stopped st any time duting the Grart year if
funding becomes unavaibale.

Budget Plan;
The Budget spreadsheet 'aithin this contract = » Serm of the :wtvua Eligible cost iterns for this project include: Wage and Fringe. Grantee must
complete the Federal Share AND Estimated Local Match colum:

Al gusgd items must rdl‘e to activities described in the Work Plan. Reimbursement will be based on actual costs, NOT budgeted
rates. Only project actwities snd expenses desdribed in the approved work pien and budget. inuared during the prant penod, ere eligible for
reimbursement. Expenses mowmred that ere not specified in the budget or work plan will not be rembursed.

Dunuarent Requirements:

‘wage and frmge sate, ond afl metch costs. Fringe benefit shall be actus! costs. Payment for salaries and woges shall

be supported by a time and attzndance repcet, or equivalert cecords, which shali be kepton file at the agency for three yeats from the date the
project doses. Grantor reserves the nght to pedform monitoring activities, to indlude ongoing and aud of records.

atch Requivements:
A local match of at least 25% of the grant total is required. The match budget fine may consist of estimates of program match.

Wisconsin Department of Transportation
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Grant Application Continued
Budget Request

ey Sr Y [ pTUsou NatEN Common examples of
$12,480.00 £5 150 09 .

e i match:

T 4 Mileage

Ineligible Fringe (If not being claimed for
ligibl reimbursement)
Inelapible Administrative and straight-time officer
hours
Equipment purchased to support grant
activity

Inecligible [ i
$12,480.00 $3,120.00|

t Amendments:
1If the work plan or other documentation must ke dranged after the contract s smned Grantee must submit an amendment request via the WISE
Grants System. Amended actvity may rot commence pror 10 BOTS approval

Click Here to see Amendment Instructions.

sSmnstvres; .
The agency kead or autronzrg offioal must comp/ete the primtable signature page and attach to grant i under 'S, rting D S

An electronic grant submission. through the WISE Grants System will initiate the gract approval arocess. activity/degloyments shall not begin until
the agency rece:ves notice that the grant is active.

Wi agree to the terms and conditions above.*

The amount in the Federal Grant column for Wage/Fringe will auto populate from the

information entered on the Work Plan Page. Note: To adjust the wage/fringe amounts,

you need to adjust the information on the Work Plan page.

Local match must be at least 25% of what is listed in the Federal Grant column. Match
must be reported on a monthly basis until match requirements are meet for the grant.

Wisconsin Department of Transportation
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Grant Application Continued
Contract Terms

GENERAL COMYRACT YERMS SEAVBELY ENFORCEMENT

Instructions:
L Please compiete the page, then ©.ck the Swe button

2. Requred Peids are markes with »

Thes Grant Ayreement (Agreement’). ertered 70 by 33 between the Sureas o Transpotatan Safers
15 tenms th

.. Grartael. % evecsed putnt 10 2 fice

Work conducmed under this Grant st oo
of tha feders! facal yesr durng wh

The last page you need to complete is the General Contract Terms page. You will need
to read and agree to the contract terms. All terms, certifications and assurances listed
are part of the grant.

Certifications and assurances apply to all grantees and sub-grantees.

Wisconsin Department of Transportation
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Grant Application Continued
Signature Page

e Loty Cos
FIVO1T 1:15:96 P

Toie ScrDw enpC Titig Bor O e
IR 2RI M VIVLT 82052
T SerDurseC Tiny BorDursmtC
VRN ISTSOOM  TVI0N 52008
T ScrDwrmrsC Tews BarOuImtRC
LT HITIP4 T/IA00T 41T
T B Omemrc Tars Bor OwectPC.
VVAI 33SI9OM  JVT0LT 3188135
Trs foDwenT Trw BorOuranteC
VDT SAEST P 7722017 £:89:36 M
Tiew RerCmmoic Tow RanDoanthe
LFITCALIIM  7/WI0L? 0:02:35IM

Berbw wesc
7IS/2017 6:26:17 &84

T BerDurantfC
715/2017 §:28:35 284

M. Larry Cors e amy Cors
FIEI0MT SraL2 AN T/E/2007 132120 AN

The printable signature page will need to be reviewed, printed and signed. Once
signed, you will need to upload it to supporting documentation **This must be

completed when you submit your grant ** Additionally, your grant will not be

approved until these documents are in.
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Grant Application Continued
Operations Plan

yments

i e

W Qe Aerotiere

5 e SR
amrassde ANV iNSnY

Teryriame

Epiiorri Bl ; T

1 FEVARY i e Tash Farce Types socr
boaTomanal P eseronsd elesen s

Tgencyriame

Aoy e

Rercviieme

Operational Plan is used by the Task Force as a document to layout the plan for the
grant.

All participating agencies need to sign the Operational plan as indication that they are
agreeing to the terms and conditions of the grant and task force operational plan.

Wisconsin Department of Transportation

23



Grant Application Continued
Submitting a Grant

et
[Funded G-ants Menu

GopsTon  MmntiaCestms  RRwaavees IO Grtise

View, Edit and Comp!ete Forms
- 0 v o4 e v

© pack
Funded Grants Menu - Status Options

Select 2 butscr below o eveste the sgurppniate STatus pint.

Document Information: £G-2711 7. Adams P00

@ Bamine Related Items

o LEATION FORFEITED
Click th buttcn below to forfet the gract applicaten.
| cucw e soToReET:

Once you have completed all forms, read and agreed to the contract terms, signed and
uploaded the signature page and task force operational plan you are ready to submit
your grant.

You will need to click on the View Status Options button on the menu page to submit.

Once you click submit, a second screen will appear to verify you wish to submit. You
can add any additional notes or comments in the text box, click “I agree”.

Note: Once you have submitted your grant, you will not be able to make any changes to
your grant. You will still be able to view it.

**As a reminder, your agency is not able to start grant deployments until your grant
is active.

Wisconsin Department of Transportation
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Grant Application Continued
Grant Approval Process

Grent is pushed o he sgency (Grants sre determined by tergeting st

Grantis completed by sgency end submitted to BOTS for spprovel

Grantis roviewsd by SPM

f ofl rttevia is met, SPM sends grant to Grant Supervisor for review

Hf il ottevin is met, Grant Supesvisor sends grant to CFO for review

¥ ol critoria is met, CFO sands grant to Administrstive Staff (Grani ls in Project 1D status)
O Aswign Profect id on Grant Yeer Spresdshest

Updats Adinistretive information Page for each grant

Verlly receipt of signature pege

Start Project Costing in STAR System. Nesds spproval from DEM Fiscal Services
Once Project Costing is approved, complete Funds Distribution in STAR Systsm
Give Signature Pages to be signed by Direclor

Sand grant to Director Review

Furwncisl Spectsiist gives Administrative Page with completed signature pege to SPM
$PM uses signeturs pege snd edministrstive page to croute requisition in STAR
SPM forwards amed nuBitcation 1o Financlal Speciaist when requisition is spproved
¥ ol above staps ere completed, Administrative Staff senda grant to Dirsct Review
 all rttevia s met, Dirsct sends grent to Approved Status.

At approved status the howing tsms must be complets before Grant goes sctive

O Signsture page signed by sgency end BOTS

O Opwrations! Plan signed by af task force members

O Recatved PO irformation trom STAR system (009 fis)

=]
=]
=)
=]
=
a
o
Q
Q

O Award Letter genersted
Grantis active

The grant approval process takes a minimum of 16 business days from the date the
agency submits the grant for approval.

To guarantee your grant is active for deployments as of October 1 your grant has to be
submitted by September 1%
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Grant A[\)nplication Continued
Common Mistakes and Concerns

Remember to click “save” before you navigate to the next grant
page

Clicking “save” does not submit your application for approval
Mandatory Training — need to complete current training
Remember to upload your signature page and signed operational
plan to Supporting Documents

Remember to include your 25% match on the budget page.
Your grant has been budgeted for the amount listed on the
Problem Identification Page, you may not go over the allotted
budget amount.

Once you have submitted your grant, you will not be able to
make any changes to your grant. You will still be able to view it.
Grant Activity cannot start until your grant is in an active status.

Wisconsin Department of Transportation
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Activity Reports

In this section we will review :

- Complete activity reports

- Submit activity reports
- Using Google Docs
- Common mistakes

Wisconsin Department of Transportation
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Activity Reports Continued

Funded Grants Menu

[Document Information: £
Details

D View, Edit and Complete Forms

glect she View Forms b.aton el 15 ciex, edl, and compere fooms.

@ Access Management Tools
= p-@mr.——u-l-mn.-n-—b- acbors uch 3¢ addng pesple t the docsrent o vesmy the document hetory.

Once your grant is “Active”, your monthly activity reports will become available for you
to track your enforcement.
Activity/Reimbursement Reports are system generated on the 5th of every month. To

access these reports, you will first click on the “View Related Items” button on your
Grants Menu.

Wisconsin Department of Transportation
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Activity Reports Continued

i €«—— Grant Level

DBD3/2016 - RIS
TS 0032010 1150 £5T

Once you click the link to view a specific activity report, you will be taken to the
“Activity Report Menu.”

Click the yellow View Forms button to complete the monthly activity/reimbursement
reports.

Note: Activity report menu screens look similar to grant pages. If the parent
information is the only information listed, you are no longer in the activity report.

Wisconsin Department of Transportation
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Activity Reports Continued

Activity Report Menu - Forms

izase complete all required farmrs beloa.
jDocument Information: 1L N-2018-Adams PR-00005

Tard BerDurardPC Tins BorDurartPC
7/5/2017 10:30:37 AW 7/5/2017 10:31:55 AM

You will need to complete the Monthly Activity Report page, Monthly Summary Report
page and the Reimbursement Claim before you can submit the monthly report.

Start by entering your activity, click on the Monthly Enforcement Activity Report link.

Wisconsin Department of Transportation
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Activity Reports Continued
Monthly Activity Report

You will only need to submit one report per date of deployment. This should include all
the agencies citations in one report. With the date of the deployment, start time(first
start time of the day), end time(last end time of the day), number of officers deployed,
number of hours to be reimbursed and the number of hours of match.

Note all match may be reported on a single report, and does not need to be broken
down by date.

If you can provide a detailed spreadsheet, uploaded to the reimbursement claim, all
you need to reportis one report for the whole month. This process can be simplified
by using Google Docs.

Wisconsin Department of Transportation

32



Activity Reports Continued
Monthly Activity Report

sutmom.

yoas .
TELOWY: (18 compoptc 3o b reate? by smeste)

WARRARY: {esore e ruse 3¢ 0 s cewecy

Add justifications here

C1ch the Tromse’ o twias 19 197t Eprg Seuwmer.
S

Areas to note on the Activity Report:

Please remember to complete:
Stops with No Action
Total Number of Contacts
Total Criminal Contacts

You must provide an justification for any activity that does not meet the standards

outlined in the Work Plan and Task Force Operational Plan. This can be added to the
text box.

Wisconsin Department of Transportation
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Activity Reports Continued
Match Reporting

Match
Agencies are required to report adequate match each time they request reimbursement.

Match Detai: In the worksheet below, please provide a bref descnpton of each
type cf match, with d or actsal for each, ind:cating whether source
15 from state or (o enthy, as shoam in the exampies above.
e Estimated
Oesaviption srActeel Amount Saace
[Etraes v] | Ji v)
[Estmates +] [ ) v)
[Estmaes v] :
[Estmatea v] [ I
Total Local s6
Total State so

YID Total Local o
YD Total State 50

v

Year to date tois's do oot reflect this month’s totals.

On the bottom portion of the activity report is where you must report your monthly
match items. As stated in your conditions of the grant, 25% match is required on all
enforcement grants and should be documented monthly until you have met the match
total for the grant.
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Activity Reports Continued
Summary Report

Activity Report Menu - Forms

Tira BonDuwrartPC Tina BocDurantPC
77572017 10:3C:37 AW 7/5/2017 10:31:55 aM

Once all reports have been entered for the month you will need to pull up your activity
report summary.

Wisconsin Department of Transportation

35



Activity Reports Continued
Summary Report

Review the monthly activity summary report to ensure the data matches the totals of
all reports submitted for the month. Ifitis all correct, click SAVE at the top of the
screen.

If you see a discrepancy, you will need to go back through your activity reports to find
the error.

If you make a change to an activity report after you have saved the summary page, you
will need to resave the summary report.

Please note that the YTD totals do not include the current month totals.
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Activity Reports Continued
Reimbursement Claim

Activity Report Menu - Forms

se complete all required forms below.

Document Information: JUi-2
Parent Information:
Detals

Tra PC Tra
7/S2017 30:3C:37 oM 7/5/2017 10:31:55 aM

Once you have completed the activity reports for the month, you will need to complete
a highway safety reimbursement claim.

Note: You will not be reimbursed unless you submit a monthly reimbursement claim.

Wisconsin Department of Transportation
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Activity Reports Continued
Reimbursement Claim

> Once reportis completed and saved, cick here fo

T Plerse tomsiete the rese. then ek the S faften
- Brmined s ere rastd nehn

€—————— WagefFringe Document

You will need to complete all the required fields:
Is this the final payment (should be no until the last month of your grant)
Number of Reimbursable Hours (hours must match the wage/fringe documentation)
This Claim Amount (amount must match the wage/fringe documentation)
Upload wage/fringe documentation

Wage information must be the ACTUAL wage paid to each officer deployed.
This process can be simplified by using a combined spreadsheet or a Google Docs form.

Please verify that your wage/fringe spreadsheet, activity report(s) and your
reimbursement claim all match prior to submission.

Once you have clicked SAVE and ensured that all of your documents have been properly
attached, you are ready to submit your claim. You will need to click on the activity
report link (Document Information) at the top of the page. This report will always have
the month abbreviation first.
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Activity Reports Continued
Activity Report Submission

Possible Statuses

ACTIVITY REPORT SUBMITTED/REVIEW
@ Examine Related items Click the button below to submit your Activity Report. [t will be reviewed by WIBOTS staff prior to approval,

e e Bt e . -
1= | CLICK HERE TO SUBMIT!

NO ACTIVITY/REIMBURSEMENT
Click here to confirm no activity/reimbursement request for the meath

| CLICK HERE FOR NO ACTIVIT YIREIMBURSEMENT

Once you are back to the Activity Report Menu page, click the “View Status Options”
button to submit your monthly report.

You will get two options:

Activity Report Submitted/Review (if you have an activity report or reimbursement to
submit)

No Activity/Reimbursement (if you do no have any activity to submit)

Please read the options closely, because if your due date has passed you will only have
the option of No Activity. Please contact your RPM/SPM.

NOTE: Activity reports still in process, will be reviewed regularly and may be pushed to
No Activity. Please stay current on your reports.

Once you select an option, a second screen will appear for you to verify that you want
to submit (or that there is no activity). You may enter any notes in the text box and
click “I agree.” This will complete the monthly activity report submission process.

Note: If you are only submitted activity and are not asking for reimbursement, please
add a note to the text box that appears.
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Activity Reports Continued
Google Docs

» Benefits of using Google Docs:
= allows officers to enter “tally sheet” data at end of deployment
+ paper copies kept as backup/verification

= data is automatically entered into a master spreadsheet
+ includes officer name and time stamp

= eliminates delay in tallying numbers both for reporting and media

purposes
- nearly instant deployment data available for media
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Activity Reports Continued
Google Docs
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Activity Reports Continued
Common Mistakes and Concerns

» Not enough reported match.

» Information being claimed on the reimbursement
request does not match the wage/fringe
documents.

» Activity reports do not match the reimbursement
claim.

» Reporting average vs. actual wages.
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Child Passenger Safety Grants

In this section we will review:

* Application Details
* Monthly activity reports
« Common mistakes
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Child Passenger Safety Grants

= Application Details
Equipment needs
-Buy America
-make

-model

-federal grant
amount

= Match
-your time
-supplies for clinics
-technician cert fee
-time checking seats

When completing the equipment request for your grant application please be
sure to list the monetary value that you will be spending on each category of
seat. For example, agencies should list the make and model of the seat as well
as the financial commitment to that type of seat — divided by federal grant
amount and local match.

If any portion of this information is missing or does sync up with amounts listed
on this page, your application will be returned to you for edits.

When estimating your agency's match time for this grant, you can include
allocations such as, supplies for CPS clinics, admin time including time to order
or purchase the seats, time to check the seats at the clinics, technician
certification and recertification fees. Match is considered “soft” so we do not
request monthly verification of match.
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Child Passenger Safety Grants

= Monthly Activity reports
No Reimbursement Request requires memo
Due dates of reports

Tompmbere > Ay EQUTTEY > fumm Ve > CHY BlsavET
| CAR SEAY CRANT ACTIVITY REPORT

Ivstractioas:

Pisane comicts 3 pege, then cick the Save button.

Required fielts wre it wthan ©.

MUMBER OF SEATS DISTIBUTED ¢ Sests = Service Conatioss

When submitting a monthly report for your agency please be sure to do the
following

Submit by the due date. Due dates are 30 days after the close of the reporting
month. For example, January’s activity/reimbursement report is due March 31.
In order to keep in tune with our new financial system and the federal fiscal
close out dates, any report not submitted will be pushed to No Activity/No
Reimbursement four business days after the close of the month. If you foresee
an issue getting a report in by its deadline, please contact Jacqueline Kamin.
Changing the deadline is much easier than reopening a report.

Additionally, if your agency is reporting activity but not requesting reimbursement

you will be required to check a box stating so. Activity reports with this
information missing will be returned for edits
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Child Passenger Safety Grants

Common Mistakes

» Amount claimed does not match purchase
documents

» Remember to include proof of purchase with
invoice on the reimbursement claim.
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Mobilizations

Grantee wll evplement 2t feast te deploymest each morth withn the speofed grart penod as planned 1o the Work FanCalerdar.

dgencies that receve fundng for oretme esforrement must pacbapate in the ratioeal meblcations dureg the tmefrasmes listed beiow. Sge-ap
for mablizabons 5 in Wise-Grants 224 is accomplished by activabeg an actty repert under the View Available Opportunities button c the
home soreen. Completing the actrety report ater the tuo week sobiization Pelps BOTS to provde NHTSA wih accurate mftemation about the
lese! f erforcemest acuty = the state AD wil ge your agency an cppirtunty b procure eqapmert.

Required Mobilizations

1, December ll“, 2018 - January 1*, 2019 (Drive Sober - Winter)
2. Hay 20" - June 2™, 2019 (Click 1t Or Ticket National Mobilization)
3, Aug 16” - Sept 2, 2019 (Drive Sobet - Labor Day)

Note the three national mobilization dates.
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Mobilizations Continued

Instructions:
Please complete the page, ten dick the Save button.
e et ame sasmbs et s *

Eederal Geant Perind:
Grart prtwties sre finged for e federal scal year. ﬁmﬂfﬂimm!mnﬂ:s'_vkymmmh- Octsber 1, 2018 ard end no Ister
tan 30, 2018. Grant activity may not begin until grant is in an

Grartee penoring may
-ﬂlmmhngmﬂwmd‘wuﬂ“ mmmwm”mm”mmknhh‘
te the imslementation of the grave.

By Asrers:

m-!wnumumaagmma 23 USC 313, ubesn purthasey Aevs o fedend funds. The Buy Amenics A
e Grantee t> puthase only steel. v, in tte Unaed uriess the US.
Secretary of dormedic purchmes wiuld be saorsatent ath ihe pubiic storest; thet such metensl's sre ot
reasprably a mib‘mh“' ﬁlm&whmdﬂ'emmdmmm
Eran 25 gorert. In order to Lo fedevsd oo bt v aBver (EQuest teot provides on
2fequte bazs sd S, Seyetary o 3

Federal Grant  Local Match  Totals
sso| | 2378 se8as

oo | | ssofo

) Q| 0

0
0
£0
50
0
i
0

The grant process is the same for TRACS/Mobilization grants as other grants. During the
grant application TRACS/Mobilization grants will have an equipment request page
instead of a budget page.

You will need to read this page completely before entering your equipment information
into the bottom half of this page.

All equipment is subject to the Buy America provisions. Please make sure to read this
carefully.

The grant and equipment must be approved and active before you can purchase
equipment. Some equipment will need special approval from NHTSA, your SPM or

RPM will communicate with you, if there is a need for this approval.

Equipment CANNOT be purchased until the grant is active.
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Mobilizations Continued
Reimbursement Claim

P Coome 0 el o oo Cer Y Gorrers e Wogme § P, FCope vt mrwle R+ 1N m e s s a0
[hettantaiantindon

et

Equipment Documentation

You will need to complete all the required fields:
Is this the final payment (should be yes)
Number of Reimbursable Hours (should be Zero, not reimbursing for hours)
This Claim Amount (amount actual spent on equipment)
Upload equipment documentation (invoice, proof of payment)

Proof of Payment can be:
Copy of a check
Credit Card receipt
Zero Balance Invoice

Once you have completed this form and attached all necessary documents, click SAVE
at the top of the screen.

Wisconsin Department of Transportation 52



Wisconsin Department of Transportation

53



Couple More Things. ...

 Monitoring by the State

= Grantee consents to monitoring by BOTS staff to ensure compliance with applicable
state and federal regulations Monitoring may occur on-site and will require access to
original versions of employee payroll information. citations. and other materials
related to the implementation of this grant. which shall be kept on file at the agency
for three years from the date the project closes

+ Payment of Funds by the State

= All highway safety projects are funded on a cost reimbursement basis. State or local
funds shall be expended before federal reimbursement is made. BOTS shall
reimburse Grantee only for the actual hours worked, and for other eligible costs. and
only if the costs are incurred in performing tasks identified within the grant application
Personnel costs shall be reimbursed on the basis of actual hourly salary and fringe
rate(s) that have been verified and approved by BOTS

» General Costs of Government

= The general costs of government (i.e. supplanting) are unallowable except as
provided in 2 C.F.R. §200.474. [2 C.F.R.§200.444]. The replacement of routine or
existing state or local expenditures with the use of federal grant funds for costs of
activities that constitute generat expenses required to carry out the overall
responsibilities of a state or local agency is prohibited
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Couple More Things . . ..

2019 Grants will be sent to agencies very soon.
= |mpaired Driving
= Seat Belt
= Child Passenger Safety

» 2018 Grant Funding ends September 30, 2018

» Please review your 2018 grants before closeout to verify that you
have received all your reimbursements.

» Approval for any grant reimbursements submitted after November
1st for 2018 Grants are not guaranteed.
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« |f you have any questions or need assistance, please
contact your Regional Program Manager (RPM) or your
State Program Manager (SPM).
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