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How To Apply For OTS Grants 

■ Open your browser type the URL for OTS  website http://ots.ca.gov/ 

■ From the OTS website click on Grants 

■ Click on Apply Now  



How To Access GEMS  

■ On the Apply for a Grant page will be an GEMS Icon for accessing GEMS. 



GEMS Login/Registration Process 
■ First Time Users 

– Click Register 

– Enter Agency name in lookup 

– If you cannot find your Agency, 
please contact OTS to have 
your Agency added to the 
lookup on the Registration 
page, 

– Each agency/department is 
allowed up to 5  active 
registered users. 

■ Returning Users 

– Type your Username and 
password. 

– Click Sign In 

 

 



GEMS Home Screen 

■ Your Username will be 

displayed in top right 

corner. 

■ Your application history 

will appear on the left 

OTS box. 

■ Your Grant history will 

appear on the right top of 

the OTS box. 

■ Your Grant Claim Invoice 

will appear on the right 

bottom of the OTS box. 



Submit Or Modify/Delete A Grant 
Application 

■ For a new Application. 

–  Click on the New button 

■ To modify an existing Application. 

– Click on the  folder Icon 

■ To delete an existing Application. 

– Click on the delete Icon 



Creating A New Grant Application 
■ After clicking the new button you will be taken to 

the Application Information screen. 

■ Select the appropriate Application Type from the 
dropdown list. 

■ Use the looking glass icon            lookup Agency, 
Department, and Authorized Representative. 

■ Enter your 9 digit DUNS Number. 

■ Use the Calendar icon          enter the expiration 
date. 

■ Enter the DUNS Registered Address, City and 
DUNS ZIP+4. 

■ Once you have populated the * required 
information click Check for Errors to valid that you 
have completed the Application Information. 

– Click Next to proceed with the Application. 

– Or Click Save & Exit to return to the Home 
Screen. 

 

 



Application Summary 1 of 2 
■ Application Title and Application 

Description may be prepopulated based 

on the Application Type from the 

Application Information Screen. 

■ Problem Statement is a free form text box 

that allows the Applicant to describe the 

problem(s) to be addressed by the grant.  

 

 

 

 

– The following features are available 

 

 

 

 



Application Summary 2 of 2 
■ Traffic Data Summary 

 

 

 

– The following features are available 

 

 

■ Once you have populated the * required 

information click Check for Errors to 

validate that you have completed the 

Application Summary. 

– Click Next to proceed with the 

Application. 

– Or Click Save & Exit to return to the 

Home Screen. 

 

 



Proposed Solution 1 of 2 
■ Strategies 

A free form text box that allows the applicant to 
describe how the Agency or Department will 
work to the solve the problem(s) identified in 
the Problem Statement from the Application 
Summary. 

■ Agency Qualifications 

A free form text box that allows the applicant to 
address the following required questions.  

1. Describe the agency’s resources and skills 
to adequately manage the proposed grant. 

2. Are staffing levels adequate to complete 
the requested activities? 

3. Briefly describe qualifications of both the 
program and fiscal staff, or plans to train 
staff.  

4.  If the proposed activities involve direct 
contact with youth, provide information on 
how criminal background checks are 
conducted for paid and volunteer staff. 

 

 

 



Proposed Solution 2 of 2 
Program Sustainability 

1. Describe the plan for reducing reliance on federal funding in the future.    

2. Is a portion of the funding for this activity/program being provided by another source, such as other grants, an MOU, use of General 
Funds, etc.?  If yes, list the type and approximate amount of additional funding. 

3. Has the proposed activity/program been previously funded by OTS?  If yes, list the years funded, approximate dollar amounts and 
progress to date in addressing the identified problem. 

4. What other funding opportunities has your Department/Agency/City/County/Jurisdiction applied for, is planning to apply for, or has 
received for activities that compliment/address the objectives listed in this application? 

5. Is your Department/Agency/City/County/Jurisdiction receiving “Active Transportation Program” or “Highway Safety Improvement 
Program” grant funding for the same or similar projects? 

6. What future funding sources may be available to continue the proposed grant activities at the conclusion of OTS grant funding? 

■ Once you have populated the * required information click Check for Errors to validate that you have completed the Proposed Solution. 

– Click Next to proceed with the Application. 

– Or Click Save & Exit to return to the Home Screen. 

 

 

 

 

 

 

 



Goals 
■ If a Grant Made Easy (GME) Application Type 

is selected, the required Goals will be added 

to the application. 

– GME Application Goals cannot be 

changed, added, or removed. 

■ If the General Application Type is selected, the 

Applicant can add user-defined Goals. 

■ Once you have populated the * required 

information click Check for Errors to validate 

that you have completed the Goals. 

– Click Next to proceed with the 

Application. 

– Or Click Save & Exit to return to the 

Home Screen. 

 

 



Objectives 
■ If a Grant Made Easy (GME) Application Type is selected,  

the Objectives will be added based on the selected 
Application Type. 

– By default all Objectives are set to yes you have 
the option to make updates to the Objectives. 

– Option 1 – Click the Edit All Icon  

 

– You can then update each Select (YES or NO) and 
enter a Target Number.  If the Target Number is not 
applicable enter ‘0’ 

 

– Option 2 – Click the Pencil               to edit and 
individual objective.            

■ If the General Application Type is selected, the Applicant 
can add user-defined Objectives. 

■ Once you have populated the * required information 
click Check for Errors to validate that you have 
completed the Objectives. 

– Click Next to proceed with the Application. 

– Or Click Save & Exit to return to the Home Screen. 

 

 

 



Method of Procedure 
■ Key for the Grantee to read and 

understand each phase of the Method of 
Procedure 

■ For the following grant types the Child 
Passenger Safety, CHP, General, and 
Pedestrian and Bicycle Safety the Grantee 
has the ability to add additional work 
(tasks) to be conducted in order to 
accomplish the stated objectives for both 
Phase I – Program Preparation and Phase 
2 - Program Operations 

■ Once you have populated the * required 
information click Check for Errors to validate 
that you have completed the Objectives. 

– Click Next to proceed with the 
Application. 

– Or Click Save & Exit to return to the Home 
Screen. 

 



Budget (Personnel Costs) 1 of 7 
■ After clicking the New button a pop up box will open for you to add a new personnel 

record 

– Display Order allows you to associate a position with benefits. 

■ Option – If you have more than 5 Personnel records for entry – leave the Display 
Order blank to be populated last. 

1. Cost Category - Select  a Personnel Costs. 

2. Type – Select either Full Time or Part Time 

3. Item Name – Enter Personnel or Position Title 

4. Units – Number of Positions  

5. Unit Cost or Rate – Enter the corresponding salary or overtime total amount 

6. Percent Paid by Grant – The percent of the Personnel Position that’s covered 
by the Grant 

7. Benefit Rate – Leave Blank for Salary Position   

8. Narrative – Provide a description of the Personnel Position  

■ Benefits – Follow the steps outlined above expect for the following: 

2. Item 2 for the Item Name add Benefits   

7. Enter the Benefits Rate to have the system calculate Benefits Costs as (Unit 
Cost * Benefits Rate. 

■ Action options  

– Click the Pencil                     to edit and an individual record 

– Click the Trash can               to delete an individual record 

■ Click the Edit All                             entering the Display Order using 100 series for 
Personnel Costs. 

– For related Benefits for Example Position (100.0 and 100.1) for Benefits.  



Budget (Personnel Costs – Overtime includes Enforcement Activities) 2 of 7 
■ After clicking the New button a pop up box will open to add a new Personnel Record 

– Display Order allows you to associate an Enforcement Activity with Benefits. 

■ Option – If have more that 5 Personnel – Overtime record entries – leave the Display Order 
blank to be populated last. 

1. Cost Category - Select  A. Personnel Costs. 

2. Select the Enforcement Activity from the Dropdown list 

■ If not listed use OTHER and type in Item Name 

3. Item Name – Will auto populate the Enforcement Activity. 

4. Units – Number of Positions  

5. Unit Cost or Rate – Enter the Corresponding Salary or overtime total amount 

6. Percent Paid by Grant – The percent of the Personnel Position that is covered by 
the Grant 

7. Benefit Rate – Leave Blank for Enforcement Activity  

8. Narrative – Prepopulated from the Enforcement Activity description from the GEMS 
Library. 

■ Benefits – Follow the steps outline above expect on the following 

2. Item 2 for the Item Name add Benefits   

7. Enter the Benefits Rate to have the system calculate Benefits Costs as (Unit Cost * 
Benefits Rate. 

■ Action options  

– Click the Pencil                     to edit and individual record 

– Click the Trash can               to delete a individual record 

■ Click the Edit All                             entering the Display Order using 100 series for Personnel 
Costs. 

– For related Benefits for Example Position (100.0 and 100.1) for Benefits.  

■  OTS provides tools to help calculate the unit cost of an Enforcement Operation on its 
website.  

 



Budget Travel Expenses 3 of 7 
■ After clicking the New button a pop up box will open to add a new 

Travel Expenses Record 

1. Cost Category - Select  B. Travel Expenses. 

2. Select from the Standard Language Item dropdown (In 
State Travel or Out of State Travel). 

3. Item Name – will auto populate from the selection of either 
In State Travel or Out of State Travel. 

4. Units – Number of Travelers  

5. Unit Cost or Rate – Enter the Corresponding Cost or Rate. 

6. Narrative – Repopulated  with the Narrative for either In 
State Travel or Out of State Travel from the GEMS Library. 

■ Action options  

– Click the Pencil               to edit and individual record 

– Click the Trash can               to delete a individual record 

■ Click the Edit All                         entering the Display Order using 
200 series for Travel Expenses. 

 



Budget Contractual Services 4 of 7 
■ After clicking the New button a pop up box will open to add a 

new Contractual Service. 

1. Cost Category - Select  C. Contractual Services. 

2. Select from the Standard Language Item dropdown 
(GEMS for related Contractual Services). 

3. Item Name – Will auto populate from the selection 
from the GEMS Library. 

4. Units – Number of Contractual Services  

5. Unit Cost or Rate – Enter the Corresponding Cost or 
Rate. 

6. Narrative – Repopulated with the Narrative from the 
GEMS Library on Contractual Services. 

■ Action options  

– Click the Pencil          to edit and individual record 

– Click the Trash can           to delete a individual record 

■ Click the Edit All                        entering the Display Order 
using 300 series for Contractual Services. 

 



Budget - Equipment Expenses 5 of 7 

■ After clicking the New button a pop up box will open 
to add a new Travel Expenses Record 

1. Cost Category - Select  D. Equipment  
Expenses. 

2. Select from the Standard Language Item 
from the dropdown list. 

3. Item Name – Will auto populate from the 
selection from the Standard Language Item 
name. 

4. Units – Number of Equipment. 

5. Unit Cost or Rate – Enter the Corresponding 
Cost or Rate. 

6. Narrative – Repopulated with the Narrative 
for related Standard language Item from the 
GEMS Library. 

■ Action options  

– Click the Pencil            to edit and individual 
record 

– Click the Trash can           to delete a 
individual record 

■ Click the Edit All                             entering the 
Display Order using 400 series for Travel Expenses. 

 



Budget Other Direct Costs 6 of 7 
■ After clicking the New button a pop up box will open to add a 

new  Other Direct Costs 

1. Cost Category - Select  E. Other Direct Costs. 

2. Select from Standard Language Item from the dropdown 

list. 

3. Item Name – Will auto populate from the selection from 

the Standard Language Item name. 

4. Units – Number of Items. 

5. Unit Cost or Rate – Enter the Corresponding Cost or Rate. 

6. Narrative – Repopulated  with the Narrative for related 

Standard language Item from the GEMS Library. 

■ Action options  

– Click the Pencil           to edit and individual record 

– Click the Trash can           to delete an individual record 

■ Click the Edit All                         entering the Display Order using 

500 series for Other Direct Costs. 



Budget - Indirect Costs 7 of 7 
■ After clicking the New button a pop up box will open to add a 

new Indirect Cost Record 

1. Cost Category - Select  F. Indirect Costs. 

2. Item Name – Enter Item Name of the Indirect Cost. Item 

Name should indicate the % and the Cost Category for 

Indirect Costs e.g. 15% of Salaries and Benefits 

3. Indirect Rate – Use the Percent Paid by Grant for the 

Indirect Rate and the Unit Cost or Rate field to indicate 

the total amount for which Indirect Costs will be 

claimed.  The system will calculate the Cost to Grant.  

4. Amount Subject to Indirect 

5. Narrative – Provide description of the Indirect Cost 

■ Action options  

– Click the Pencil            to edit and individual record 

– Click the Trash can         to delete a individual record 

■ Click the Edit All                        entering the Display Order using 

600 series for Indirect Costs. 



Evaluation/Support/Submit 
 

■ Method of Evaluation – used through 
the Grant lifecycle 

■ Administrative Support 

■ Total Requested Funding 

■ Contractual Language – verify that 
the submitter is authorized to submit 
on behalf of the Agency and/or 
Department. 

■ Print – Provides PDF version of the 
online application. 

■ Submit Button – Submits the 
application for processing by OTS. 

– The Submitter will receive an 
email confirmation 

 

 

 

 


