


Request for Proposals 
2008-09 Grant Project Guidelines

Georgia Driver Education Commission Grant Program

As Administered by the Georgia Governor’s Office of Highway Safety

In Support of Joshua’s Law Provisions and Department of Driver Services 

Eligible Applicants: Georgia Public High Schools
Problem Identification

During the past decade significant progress has been made in reducing crashes among the youngest drivers.  Nationally, between 1996 and 2005 both fatal and police-reported crashes per population declined about 40% for 16 year-old drivers, compared with about 25% for 17 year-old drivers and 15-19% for 18 year-old drivers.  The greatest reductions for 16 year-old occurred in nighttime crashes, alcohol-related crashes, and fatal crashes involving multiple teenagers.  These results are consistent with the increase presence of graduated licensing laws, many of which restrict nighttime driving, and limit the number of passengers.

Despite the recent down trend, too many teen drivers continue to die on the roads.  Motor vehicle crashes are the leading cause of death for teenagers.  The National Highway Traffic Safety Administration and other health/safety experts believe that quality driver education programs when coupled with good graduated licensing laws have a greater likelihood of producing lower death rates. Inexperience, immaturity, low safety belt use and driving distractions among young drivers are thought to be the major contributing factors for the high fatality rate.  Experts agree that little to nothing presently offered in driver education or training programs can impact the maturity problem, however quality driver education courses when integrated into a graduated licensing program are believed to have a greater chance of making an impact on the problem of decision-making and insufficient driving skill experience. Research has shown that parents can effectively manage the crash risks of young beginning drivers.  Several studies have determined that greater parent involvement is associated with less teen risky driving. The parental role may be more important for controlling for dangerous social related driving incidences and poor driving judgment errors than improving actual driving skill procedures. Most highway safety officials believe that countermeasures addressing risky behavior, peer pressure, limited use or no use of occupant safety devices, and deficient driver information/education (including run off-the-road recovery) could significantly improve the performance and reduce the fatality rate of Georgia’s beginning drivers.
On May 10, 2005, as a result of the passage of a law which became known as Joshua’s Law (O.C.G.A. § 40-5-22), the Georgia Driver Education Commission (GDEC) was created. The GDEC was established to recommend to the Governor and the General Assembly changes in state programs, statutes, policies, budgets and standards relating to the provision of driver education and training.  Since its inception, the GDEC has worked to identify options for teen drivers to satisfy the driver education requirements mandated under state law. Under Joshua’s Law, the GDEC is allowed to collect a small monetary percentage of the State’s traffic fines for establishing a grant to fund state approved driver education programs.  GOHS was requested to facilitate the allocation and application of the GDEC Grant funds.  This grant program was authorized on April 11, 2007 to be administrated by the GOHS.  The goal of this allocation process is to generate the highest return on the GDEC investment and thereby improve the performance of beginning high school licensed drivers and to improve the availability of affordable quality driver education programs.  For further reference and knowledge of  the Joshua’s Law program, please review http://www.gateendrivereducation.dds.ga.gov/ .  

Additional statistics and facts related to young drivers may be found at the GOHS website 

http://www.gahighwaysafety.org/safactstat.html
Grant Purpose and Objectives

To promote, aid and encourage the successful completion of a Georgia Department of Driver Services (DDS) approved driver training course for high school students who desire to qualify for a Georgia Class D driver’s license as required per O.C.G.A.§ 40-5-22, also known as Joshua’s Law.
To promote the advancement and further the missions of the GDEC with a grant program which is administered by the GOHS in cooperation with the DDS designed to facilitate knowledge and application of traffic safety rules, regulations, and procedures necessary for the safety of licensed beginning drivers.
MAXIMUM ALLOWABLE GRANT AWARD IS $140,000.00  
GOHS reserves the right to reduce the maximum award amount if it proves necessary to facilitate greater program participation. If such occasion occurs, the potential grantees will be allowed to revise the submitted applications to reflect a reduced maximum award amount.

Other Funding Considerations

· Special requests will be considered for grantees to allow not more than 33% of the proposed grant funds to be furnished up-front.  In addition to describing the economic hardship which would require funding in advance of expenses being incurred, the grantee shall provide GOHS with price quotes and item descriptions of the necessary procurement.  

· All Georgia public high schools are eligible to apply.  Prior year grantees are eligible only if they have successfully completed their past grant responsibilities and if evidence is presented that indicates that a new effort would expand the driver education operations significantly for reaching more students.

General Requirements

Grant applications must demonstrate effective ways to meet high school students’ needs and motivation to learn and subsequently drive safely through the offering and managing of the DDS approved driver training methods within a minimum driver education program.
School districts or multiple schools are allowed to submit a joint single grant application.  Public schools are allowed to propose partnerships with one another, as well as to propose partnerships with for-profit and not-for-profit driver training schools to offer and manage DDS approved driver training methods.

If your school/instructor(s) has not been approved for training, you must agree to apply for approval with DDS Forms RC-01 and RC-02 in the event of the grant being awarded. The applicant must submit evidence of DDS approval before any grant funds can be released. The necessary forms may be acquired at http://www.dds.ga.gov/FormsandManuals/index.aspx .  
Applications must be submitted through the eGOHS Grant Management System. The application process is to be completed and submitted online at the GOHS web site http://www.egohs.org.   Another route to the eGOHS is at http://www.gahighwaysafety.org 
and to click eGOHS. 

Applications are to be completed and submitted not later than June 16, 2008, 5:00PM.   
The electronic applications process may take longer than one day to complete efficiently and effectively for thoroughness.  Applicants are encouraged to begin and complete the applications before June 16, 2008.  Applications are not to be mailed.  
The project performance period shall span July 1, 2008 through June 30, 2009.
Authorizing Application Submission Officials

Applications and subsequent claims (if awarded) will be accepted only from authorizing officials such as school superintendents, principals, or local board of education representatives.  Each application should also include the designation of two other officials (project director to serve as the day-to-day manager and a financial officer to serve as the bookkeeper for costs, receipts and claims preparation).  Subsequent reimbursement checks will be mailed or electronically sent to the attention of the designated financial officer for the grant.

The application should include the officials’ names, positions, school name, addresses and telephone numbers.  The eGOHS application signature pages for officials should be printed, signed in blue ink and mailed or delivered to:  


Attn: Eshon Poythress
Georgia Governor’s Office of Highway Safety




34 Peachtree Street, Suite 800

Atlanta, GA 30303

Project related questions may be sent to Gary Butler, gbutler@gohs.ga.gov
Application Components

All submitted grant applications must include the following completed sections:

· Problem Identification (describe the teen driving problem in the county or state)
· Program Assessment (status of driver education in the community, school)

· Project Objectives (what is planned to be accomplished)

· Proposed Activities (how will the objectives be achieved)

· Implementation Schedule with Milestone Chart (timeline for significant events)

· Evaluation Plan (methods and collections for proving success)

· Media Plan (grant and project progress to the community)

· Self-Sufficiency Assurance (ability to sustain the program after funding ends)

· Resource Requirements (describe the significant resources sought)

· Itemized Budget (See Funding Options I, II, and III for typical eligible resources and aids)

Important considerations for grant application inclusion are as follow:
· Plans for announcing the award of this grant to the local community through media outlets available.

· Public Schools that currently are not served within a 40+ mile radius by public driver training programs or private driver training programs should be highlighted for special grant offer considerations.

· Estimate the number and percent of potential 15, 16, and 17 year-old student trainees for the upcoming school year.

· Supervise and ensure that the teaching and training methods will be in a safe and proper learning location and at times accessible for maximum student participation.

· Acquire and include community letters of support/endorsement from at least the Parent Teacher Student Association and/or local school council and the local sheriff or police department(s).

· Plan at least an initial meeting for new potential students and parents.

· For Behind The Wheel (BTW) practice students, plan one-night parent ride along lesson.

· If applicable, ensure adequate number of simulators and/or computers and provide technology support for simulators and/or computers and related equipment for avoidance of course interruptions if simulator and/or virtual driver education classroom is a part of the training.

· Ensure student scheduling is maximized to accommodate everyone for classroom instruction, BTW, simulation training and/or multiple car driving range instruction, if applicable.

· Provide remedial materials (e.g., Georgia Drivers Manuals) and other assistance to supplement the educational experience (e.g., DDS 40 Hour Parent/Teen Driving Guide). 

· A monthly progress report should be sent via Egoh that will summarize the project experience including the number of students who started, currently enrolled or /and completed each phase of the DDS approved driver training methods, number of simulators and/or computers used for the online course (if applicable), problems incurred and solutions adopted, and how the funds have been used. A similar final report and a GOHS Year-End Report must be completed for final release of funds for the grant period.  

· As a part of the final report, a 1-2 page narrative project summary along with photographs which highlight the project shall be submitted.  A self- assessment of the grantee’s ability to accomplish the project goals and objectives shall be submitted to GOHS.

Ineligible expenditures:

· Construction of buildings, driving ranges, buying land and renovations to school facilities.

· Furniture and clothing purchases. (If necessary, computer /simulator tables/chairs are allowable.)

· Field trips or other travel funding activities as the primary budget item.

Eligible expenditures:

The following options, components and items are presented for the applicant’s consideration as possible eligible project elements.   Although the following options are cumulative, in preparing the application, the potential grantee may select across the various items to maximize the effectiveness of the driver training program which is unique and manageable to its school and community setting.

Driver Training Specific Funding Areas

Option I
Basic Classroom Instructional Assistance
· On-line courses, computers and servers if necessary to be utilized in a classroom setting.

· In-class educational expenses (text books, DVDs, teaching aids, etc)

· Contractual fees from a DDS approved driving school.

· Full time/part-time use of DDS approved instructor(s).

· Government travel mileage expenses for DDS approved Instructor In-service training (state approved rate is currently $0.505 per mile). 

· Instructor application fees for DDS approval. 

· Student driver training fees are reimbursable only for federal/state recognized free/reduced lunch students. Reimbursement for these scholarship students cannot exceed $15,000 per application. Student records must be maintained and accessible to the state, if requested.  With a reimbursement claim, the grantee must list each scholarship student’s DDS contract number, driver permit number or student ID number.  No other personal information is required with the claim.

· The GDEC will sponsor a driver education teacher workshop and all grantees are encouraged to attend (the schedule will be announced).  Travel related expenses are

allowable.  The “Drive for School Program” workshop will prepare teachers to deliver an innovative attitude-shaping experience for teen drivers.  It is based on how teenagers think, process information, and make decisions.  Materials will be provided for this participatory and interactive learning program.
Option II
Basic Behind The Wheel Program Assistance

· Practice driving passenger motor vehicles meeting DDS guidelines under the supervision of a DDS approved instructor. The applicant school will be responsible for necessary maintenance, insurance, signage, and gasoline of a GDEC grant purchased motor vehicle.
· Training aids (traffic cones, DUI eye goggles, equipment for handicapped students-a special justification is needed to accompany the application, first aid kits, fire extinguishers, child passenger safety devices, etc.).

· Contractual fees from a DDS approved driving school.

· Full time/part-time use of DDS approved instructor(s).

· Instructional materials (In-car lesson plan guides, student record forms, in-car traffic illustration boards, clip boards, etc.).

· Government travel expenses for DDS approved Instructor In-service training (state approved rate is currently $0.505 per mile). 

· Instructor application fees for DDS approval.

· Student driver training fees are reimbursable only for federal/state recognized free/reduced lunch students. Reimbursement for these scholarship students cannot exceed $40,000 per application. Student records must be maintained and accessible to the state, if requested.  With a reimbursement claim, the grantee must list each scholarship student’s DDS contract number, driver permit number or student ID number.  No other personal information is required with the claim.

Option III
Advance Teaching/Learning Assistance

· Driver simulation system and/or additional simulator units.  

· Communication systems for DDS approved multiple vehicle driving ranges.

· Traffic pavement markings and traffic control devices for DDS approved multiple vehicle driving ranges.
· The GDEC will sponsor a driver education teacher workshop and all grantees are encouraged to attend (the schedule will be announced).  Travel related expenses are

allowable.  The “Drive for School Program” workshop will prepare teachers to deliver an innovative attitude-shaping experience for teen drivers.  It is based on how teenagers think, process information, and make decisions.  Materials will be provided for this participatory and interactive learning program.

Review Process

All Georgia public high schools are eligible to apply.  However, funding priority consideration will be given to those applicants who have never received funding previously.  Prior year grantees are eligible only if they have successfully completed its past grant responsibilities and if evidence is presented that indicates that a new effort will expand their operations significantly for reaching more students.
The standards to be employed in evaluation of grant applications will be broad in nature.  However, the grant funding principle of expenditures being necessary and reasonable will be applied to all requests.   Specifically, the review process will include:

· A Grant Review Committee of at least 3 GOHS staff members will evaluate the applications.  A senior GOHS planner will take the lead in the review process.

· Each application will be numerically scored based on the established guidelines.

· Each team member will complete an individual rating sheet and an average overall score will be determined.  A minimum score of 75 of a maximum100 points is necessary to be considered acceptable.

· Based on the merits of the application and recommendations of the review team, a priority ranking of eligible grantees will be established.

· The Grant Review Committee, taking all acceptable grant applications into consideration and the amount of funds available, will propose funding decisions and recommend action to be taken by the GOHS.

· The total amount to be awarded will be determined by the GOHS.  

· Prior to award, GOHS may require an applicant to provide additional clarification or adjustments within the programmatic and/or financial sections of the application.

· The GOHS Director and Deputy Director will review the recommendations of the Grant Review Committee and will make decisions based upon the availability of funds and priorities that have been established. 

· Any rejection or acceptance of a grant application by the GOHS Director and Deputy Director that is contrary to the recommendation of the review team will have a written explanation.

Grant Selection Notification

After the Director approves the application, a copy, which includes GOHS Grant Terms, Conditions and Certifications, is forwarded to the authorizing official and project director.  The applicant is notified in writing of the approval or disapproval of the Grant Application.  Upon receiving notification of the grant award, the grantee is able to implement the grant on the approved effective date.

Post Award Responsibilities

Monthly, each grantee shall complete and submit an electronically (online) produced eGOHS monthly progress report and claim report to GOHS.  In the event that the grant project, as originally submitted and accepted, needs justifiable revisions, the grant project director must request an amendment to the grant from GOHS.  GOHS will offer training to the grant project directors for learning how to successfully submit egohs monthly progress reports, claim reports, amendments and related administrative functions.

GOHS Grant Funding Report

GOHS will prepare and present a year-end report to the GDEC on the grants that were administered during the funding period not later than 30 days after the conclusion of the award cycle.

Programmatic Checklist 
It is extremely important that the applicant thoroughly read and incorporated the guidelines details into the grant application.  Please include letters of community support and descriptions of parent involvement/participation in the application. All special agreements or justification statements should be included with your application or such may be mailed to GOHS.  Applicants may use the following as a checklist. 
1. Problem Identification

· Clearly as possible present the driver education problem(s) that you will use the grant funds to remedy.  

· Provide a statement of driver education coverage in your geographic area and school.

· Identify the potential audience, age range and number of people to be reached.

· Provide data, if available, on the teen driver crash problem in the community.

2. Program Assessment

· Determine the resources that a community is currently using to address the problem.
· Review activities and results of past and current efforts, indicating what did or did not work.

· Assess resources to determine what is needed to more effectively address the problem.

· Identify local laws, policies, groups, and organizations that support or inhibit the success of the project.

3. Project Objectives

· Are the objectives measurable?

· Do the objectives clearly relate to the mission?

4. Project Activities and Evaluation

· Do the activities clearly support the objectives?

· Are the activities phased into the project in proper order?
· Are quantifiable measures being collected?

· Is a progress report planned?

· Is the project evaluation designed to clearly demonstrate administrative and/or impact effectiveness?
5. Media Plan

· Is there a plan to announce receipt of the grant?

· Are media sources listed?

· Is a draft announcement attached to the application?

6. Resource Requirements

· Are resources described and supported in the activity section?

· Are types and quantity of equipment required in the project indicated?
· Is required training for personnel described and indicated in activity section?

· Are your requested resources reasonable, necessary and allocable?

7. Self-Sufficiency

· Have you prepared a statement that indicates how the activities of the project will be continued after the State funds are no longer provided?

· Did you identify potential sources of funding?

Approved Curricula for Driver Education Programs

Drive Right- Prentice Hall
Responsible Driving- Glencoe/ McGraw Hill
800-848-9500
Toll Free: 1-800-731-2365


http://www.phschool.com/atschool/drive_right
Metro: 770-613-0281


www.glencoe.com;

ADTSEA
E-mail: ade_reg@mdgraw-hill.com
1-800-896-7703

http://adtsea.iup.edu/adtsea
Handbook Plus- Propulsion International, Inc.


888-444-7001

www.propilisionint.com

License to Drive


1-800-896-7703
How To Drive- AAA Traffic Safety
www.delmarlearning.com
813-289-5000


http://www.aaa.biz

Licensed to Learn- AAA Traffic Safety


813-289-5000
Road Wise
http://www.aaa.biz
770-495-7088

tdanzey@roadwiseamerica.com
A Sample of Available Driver Education Resources

American Driver and Traffic Safety Education Association

Website: http://adtsea.iup.edu/adtsea/
Phone: 724 357-4051
Toll Free: 1-800- 896-7703
Fax: (724) 357-7595 

Teen Driver Education: DE Curriculum, Parent Mentor Practice Guides
National Safety Council

Website: www.NSC.org
Phone: 1-800-621-7619
Teen Driver Safety: Videos, Books, Parent Kits 

AAA Foundation for Safety

Website: www.aaafoundation.org
Phone: 202-638-5944

Driver Safety: DVD’s, Brochures, Flyers

Safety Industries

Website: www.safety-industries.com
Phone: 775-235-7711 or 775-235-7766

Driver Education Supplies: Catalog’s, Videos, DVD’s, CD- ROM, Books

OSHA Safety Training

Website: www.osha-safety-training.net
Phone: 1-877-922-7233

Driving Safety: DVD’s, VHS, CD-ROM

Channing-Bete

Website: www.channing-bete.com
Phone: 1-800-477-4776

Highway Safety or Teen Driver Safety: Videos, Folders, Booklets, E-Newsletters.

AAA Traffic Safety Programs

Website: http://partner.aaa.biz/portal/site/trafficsafety
Phone: 1-800-334-7344

Traffic Safety Programs: Driver Training Catalog

Simulator Systems International 
Website: www.simulatorsystems.com
Phone: 1-800-843-4764

Driver Training Simulators

Doron Precision Systems, Inc. 
Website: www.doronprecision.com
Phone: 607-772-1610

Driver Training Simulators

Virtual Driver Interactive

Website: www.driverinteractive.com
Phone: 1-877-746-8332

Driver Training Simulators

Important Teen Driver Safety Sites

http://www.gahighwaysafety.org/safactstat.html
http://www.dds.ga.gov/teens/DTschools.aspx
https://www.drivingskillsforlife.com/index.php
http://www.nhtsa.gov/
http://www.iihs.org/research/topics/teenagers.html
http://adtsea.iup.edu/adtsea/
http://www.nsc.org/resources/issues/teendriving.aspx
http://trb.org/Search.asp?cx=006885581591357793506%3Ajd-s4zv_7lc&cof=FORID%3A9&q=Teen+Drivers&sa=Search#926
Budget Section Explanation
General Budget Guidelines

· The purpose of the Budget Section is to assist you in developing the financial plan for the project and provide GOHS with the projected costs that are required to implement the project.

· Budget projections should be for the period covered by the project and may not exceed twelve (12) months.

· All budget items must be allowable, reflect a reasonable cost, and be necessary to carry out the objectives of the project.  If an item is unallowable under one cost category, then it is unallowable under all cost categories.

· The term “cash match” describes the cash funds that the applicant has specifically provided to the project.  Do not indicate a cash match unless you are required to do so.

· Costs are subject to review and approval by GOHS and must meet applicable federal and state regulations outlined in the Grant Terms, Conditions and Certifications.

Budget Cost Categories 

Listed below are the defined cost categories to be used in preparing the budget and reporting expenses:

1. Personnel Services 

Allowable:

· Compensation of employees for the time and efforts devoted specifically to the execution of grant programs.

· Temporary employees paid on an hourly, not per diem or contract basis.

· Applicable fringes (F.I.C.A., Health Insurance, Retirement, and Worker’s Compensation).

Unallowable:
· Compensation for time spent in court.

· Compensation for overtime paid at one and a half times pay unless the following conditions are met:

1) Payments for overtime, which are clearly defined, and separately delineated in the grant application, exhibited as a separate cost category in the budget pages of the grant application, and pre-approved by GOHS.
2) A plan for overtime payment, including the existing departmental or agency overtime policy for non-project personnel, must be submitted for review and approval by GOHS prior to expense being incurred.

· Employee's salary while pursuing training nor to pay the salary of the employee's replacement, except where the employee's salary is supported with federal funds under an approved GOHS project.

2. Regular Operating Expenses
a. Motor Vehicle Operational Expenses 

Allowable:

· Fuel, oil, tires, brakes and relevant labor charges for vehicles used to fulfill the purpose of the grant other than vehicles purchased with GDEC grant funds.
Unallowable:

· Vehicle repairs or maintenance not listed under allowable expenses.  

b. Supplies 
Allowable:

· Purchases made specifically for the grant program should be charged at their actual costs after deducting all discounts, rebates and allowances received by the grantee.  Withdrawals, from general stores or stockrooms, should be charged at cost under any recognized method of prices consistently applied.  Shipping or freight charges are applicable.
· The cost of books, pamphlets, brochures, booklets, manuals, handbooks, etc.
· Child restraint devices in compliance with NHTSA Performance Standard FMVSS #213.
Unallowable:

· Office furnishings and fixtures such as office planters, pictures, wall clocks, chairs, coat racks, tables and desks, etc. (This list is not all inclusive).

c. Publications and Printing

Allowable:

· Printing billed to the agency.  If the cost of the item to be printed and the layout costs are included in the printing bill, the entire amount should be charged to this category including promo items.  Also included are:

· Printing and reproduction services necessary for grant administration, including but not limited to forms, reports, manuals and informational literature; and

· Publications of reports or other media relating to grant program accomplishments or results are allowable when provided for in the grant agreement.
d. Other Operating Expenses:

Allowable:

· expenditures for a material item that costs less than $1,000.00

· postage and freight

· rents-other than real estate (includes expenditures for rental of equipment, meeting rooms post office box rentals, and postage meters)

· subscriptions, registration fees for seminars, workshops and conferences

· film processing

· duplication costs

· Advertising costs may be paid for the following:

1) Recruitment of personnel required for the grant program.

2) Solicitation of bids for the procurement of goods and services 

3) Disposal of scrap or surplus materials acquired in the performance of the grant agreement.

4) Other purposes specifically approved by GOHS. 

5) Meetings and conferences when the primary purpose of the meeting is the dissemination of technical information relating to the grant program. 

6) The cost of training using DOT/NHTSA developed; equivalent or endorsed curriculum should be budgeted under the Travel Cost Category.

Unallowable:

· Purchase of television and radio time, billboard space or print media advertising space (newspaper, magazines, etc.) unless prior approval is received from GOHS and is consistent with federal guidelines.

3. Travel of Employees

Allowable:

· Actual expenses for lodging, meals, rental vehicles and other costs incurred by employees in job related and training activities.  Reimbursement for use of personal vehicles should be based on a per mile cost.  All requests for out of state travel must be approved in advance by GOHS.  Out of state travel in the grant application must identify purpose for travel, number of persons, and destination.
· Training fees if related to the purpose of the grant.
Unallowable:

· First class air accommodations.

4. Equipment Purchases

Allowable

· Expenditures for a material item of a non-expendable nature that cost more than $1,000.00 and has a life expectancy of three (3) years or more.

1) Equipment is allowable including driver simulators if pertinent to the purpose of the grant and has been approved by GOHS. 

· Lease/Purchase of Equipment (includes the payments made on multi-year lease of equipment except for computer equipment).

Unallowable:

· Office furnishings and fixtures.

5. Contractual Services

Allowable:

· Contract includes contracts with units of state or local governments, colleges and universities, authorities, public or private corporations or private business firms.  Also included in contracts are agreements for delivery of services or activities evidenced by written agreement approved in accordance with statutory approval requirements.

· Contracts must be approved by GOHS prior to execution.

6. Per Diem and Fees

Allowable:
· Per Diem and Fees - includes compensation and reimbursable expenses such as travel, postage, telephone, etc. for, services rendered on a per diem, hourly fee or consultant basis from which the employer makes no payroll deductions.
· Driver training scholarship fees for Free/Reduced Lunch Students.
7. Computer Charges and Computer Equipment

Allowable:

· Includes expenses related to the operation of a computer, software and the purchase of computer equipment.

Unallowable:

· Mainframe computers.

8. Telecommunications

Allowable:

· Expenditures for telephone and all other telecommunications charges.

9. Motor Vehicle Purchases

Allowable:

· Motor vehicles.  All motor vehicle purchases with grant funds must have full coverage insurance as long as the value is $5,000.00 or more.
Summary

Once the overall admissible costs and the cost categories are determined for a project's budget application, the appropriateness of the amount requested is ascertained for each budget item.  For those relatively common items, such as office supplies, inexpensive equipment items, etc., quantity to be purchased should be given based on historical usage of the item. If no such prior data exists, the grantee should exercise all reasonable attempts to obtain an appropriate estimate. A statewide contract, prior experience and other means can and should be used in estimating the cost of items.
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	Driver Education Grant Instructions for 

Electronic Grants for the Office of Highway Safety

(eGOHS)


	Note:  View PDF to check your work.  Adobe Acrobat Reader must be open to view the files.


User Registration and Agency Setup

1. Go to the website in two ways: http://www.gahighwaysafety.org and click on the eGOHS logo in your upper right corner or go directly to www.egohs.org.

2. Go to “Create a New User Account”. 

a. This will bring you to the Personal Contact Information page.  There, you will complete the fields (especially with a * red asterisk).  

i. Fill in your Name (include the Salutation and Title), Address, City, Zip Code, Telephone Numbers, Email Address, etc. as noted.

b. Under “Find Agency” the Search for Agency screen will come up.

c. Go to the pull down field “Category” and select the appropriate category, then Search.

d. Scroll down the page for your jurisdiction/agency and select.  Make any corrections needed.

i. If your jurisdiction/agency is not there, call eGOHS Help Desk (404-656-6996).  We will need to add your jurisdiction/agency to the system.

3. Email is required in order for you to receive notifications and work in eGOHS.  Click on Register to submit your information.  Make sure you have completed this section with no errors or missing information.

4. The Confirm Registration box will pop up at the bottom of the screen.  Fill in you password twice to confirm it, and then click Confirm.

5. You will receive an Email from eGOHS that verifies you have access to eGOHS and you can proceed with the Grant Application Process.

a. Read the Email and click on the link “Please click here to complete the registration process” or go directly to eGOHS to login.

b. Login by entering your username and password.

Note:  Your confirmation on your Security Level Clearance may take 24/48 hours to be released.  

Application Menu

1. Go to the Agency Information Section in the gray box to the left.  

a. Click on View Agency Information.  

b. Review the information in the Edit Agency Information Section.

i. To make changes click Edit, and then Save.

1. Make sure your Agency Fiscal Year and your Federal Employer I.D. Number is correct.

c. Scroll down the page to Agency Contacts.

i. Your information should be there already as the Agency Administrator (Project Director).

ii. Add your Agency Authorized Official (highest city/county/agency official).

iii. Add your Agency Staff (Fiscal Officer/Bookkeeper).

iv. Any additional staff that would work with this application could be added as Agency Staff (Coordinators, Grant Writers, etc.).

v. Remember to Save each change.

2. Return to the Application Menu by clicking that tab or click Back to Previous Page.

Contacts

1. Go to Control Access to Application. 
2. Give People Access to this Application Screen appears.

a. Your name as Project Director and Agency Main Contact should already appear.

b. To add your Fiscal Officer (person responsible for Claim Reports), go to the drop down box under:

i. Name

ii. Contact Type

iii. Level of Access

1. Note:  Your Authorized Official already has full access and does not need to be entered in this section.

c. Click on Grant This User Access in the upper right section:

d. Return to the Application Menu by clicking that tab or click Back to Main Menu.
Components
1. To add your program component to this Application, click on Program Components tab to complete and SAVE.

2. On the Application Program Components Page, go to Program Type/Sub-Type: select Driver Education Application from the pull down.

3. Under Name (Program Title): Your project reference information.
4. The screen will refresh, and then SAVE.  This information is reflected at the bottom of the screen.

Service Areas tab

1. You will identify the area your jurisdiction/agency represents (see pull down section).

2. Counties (select the county/counties you cover).

a. Service Area Type: 
i. Metro Statistical Area

ii. Rural

iii. Statewide

3. Representative Districts: Add as needed, and then Save.

a. Senate Legislative District(s)

b. House Legislative District(s)

c. US Congressional District(s)

d. Review your work by scrolling to the bottom of the page after you have saved your work. 

4. Go to Application Menu.

Application Forms (Expand Entire Tree)
NOTE:  You are now ready to complete the information in the Application Forms.  You can move quickly through the application by clicking NEXT or go to the Application Menu for proceeding one page at a time or you can Return to Previous Page.  Remember to click SAVE.  eGOHS will remember where you left off by placing a ( next to the task last worked on.

Application Project Information

1. Follow the instructions Complete and SAVE. 
a. Project Title:



.  SAVE.

b. Project Summary: Give a brief description of the project.


(No more than 200 words) and SAVE.
2. Click Next  to continue or Return Back to Previous Page to the Application Menu by clicking that tab or click

1. General Additional Information
a. Complete all information pertinent to your application. 

b. Attach Letters of Support and Reference Letters as noted.

c. SAVE and Click Next.

d. Note: View PDF you will be able to see the Application Cover Page.

2. Procedure and complete the following forms and SAVE after each as follows:

a. Problem Identification 

i. The problem statement should clearly present the driver education related issues and highway safety concerns that are distressing the community and or school.  The statement should provide a concise description for the defined geographic area or jurisdiction.  Use additional pages as needed.       SAVE then click Next.

b. Document Attachment (Attach additional documents, such as special agreements and letters of support through the use of the Browser available).
c. Program Assessment 
i. Provide the most recent data or information to establish the conditions and the extent of the problem such as local demographic information, review of current activities, indicate local agencies and groups that support the success of the project.      SAVE then click Next.

ii.  Program Assessment Chart DO NOT USE, SKIP (Law Enforcement Only)

d. Project Objectives
i. The objectives must be measurable and relate to the mission.  SAVE then click Next.

e. Project Activities & Evaluations
i. Complete as directed:  

1. provide evidence that there is a comprehensive evaluation plan;

2. each objective is covered in the evaluation; and 

3. the evaluation plan includes completing the progress report and Year End Report.

4. Use the monthly box (Milestone Chart) to identify x for activity and/or numeric numbers for qualities, etc.  SAVE then click Next.

f. Media Plan

i. Ensure there is a plan to announce receipt of the grant and the media sources listed.  SAVE then click Next.

g. Resource Requirements

i. Follow the instructions as listed.  SAVE then click Next.

h. Self-Sufficiency –

i. State funding guidelines require that each that each funded project indicate how the activities of the project will be continued after funds are no longer provided.  The continuation plan must identify potential sources of funding.  SAVE then click Next.

i. Personnel Service Detail – Position

j. Personnel Service Detail – Benefits

k. Pay Schedule for Project Employees

l. Cost Category Detail

i. Once you have entered your complete budget, you must go to the Cost Category Summary,

1. Under Matching Funds, you must answer #12

a. Local Cash Match = 0, if this will be 100% state funded by GOHS.

3. You can cut and paste information into these areas, click on the View PDF icon to check your work.

4. Add new information, and then Save after each category needed.

5. If you have no expenses in an area, leave it blank and continue by click Next.

Grant Terms and Conditions

1. Click on the Grant Terms and Conditions to View PDF. 

2. Read and print for your records.

Certification and Signatures

1. Complete the information regarding bonded status:

e. Authorized Official

f. Project Director

g. Financial Officer

h. Then complete the Alternate Signer’s Name and Title.

a. The Alternate signs in place of the Authorized Official.

2. Go to Application Menu.

Errors

1. Check for Errors.  You will not be able to submit an Application with errors.
a. At this point, if your application has errors they may appear in one of two sections.

b. Check the left side Errors Section and also the Legend for Errors in the Forms.

1. Click there and proceed to fix the error(s).

Application Submission

1. The Agency Authorized Official is responsible for submitting the application.

2. The Authorizing Official is the only authorized person who can submit an application, therefore he/she must login, read the Certification page, click Next

a. Click on the Approved, Submit button, verifying with their password.

b. Click I Agree to submit your Driver Education Grant Application.
Good Luck

