OTS “Grants Made Easy” (GME) Proposal Forms
Instructions
For FFY 2011, the following “Grants Made Easy” (GME) proposal forms must be used (completed and printed) for each proposal submitted:

· OTS-136 Coversheet (Microsoft Excel)
· OTS-38b Schedule A (Microsoft Word)
· OTS-38d&e Schedule B - Detailed Budget Estimate (Microsoft Excel)
· OTS-38f Schedule B-1 - Budget Narrative (Microsoft Word)
GME Proposal Coversheet (OTS-136):

· The OTS-136 Coversheet is in the same Microsoft Excel file as the OTS-38d&e (Schedule B - Detailed Budget Estimate – Page 1 and 2) each on a separate worksheet.

· Choose your agency name from the OTS-136 Coversheet drop-down list.  OTS uses this code to refer to your agency internally.  Therefore, it is important that this drop-down list is used to enter your agency name.  

· If your agency name is not included in the drop-down list, choose “OTHER” from the list.  After both the OTS-136 Coversheet and the OTS-38d&e Schedule B - Detailed Budget Estimate have been completed, print the Coversheet and write your agency name in by hand.
· Answer the following question “Does your city contract law enforcement personnel from the county Sheriff's office?” by checking the Yes or No box.  

· Input Agency Contact Information and obtain a Fiscal Representative signature to ensure proposed costs are accurate.

· Please follow the instructions provided on the Coversheet and make sure that the OTS-38d&e Schedule B - Detailed Budget Estimate, Page 1 and 2 are complete before the Coversheet is printed.

Schedule A (OTS-38b):

· This template includes the required problem statement and performance measures.  Use the TAB key to navigate through the form.  Complete the data requested and answer all of the questions.
Schedule B Detailed Budget Estimate Page 1 and 2 (OTS-38d&e):

· The OTS-38d&e Schedule B Detailed Budget Estimate is in the same Microsoft Excel file as the OTS‑136 Coversheet on separate worksheets. 
· Formulas built in the Schedule B - Detailed Budget Estimate automatically calculate totals for each cost category.  These totals are linked to the OTS-136 Coversheet.  It is important to complete the OTS-38d&e Schedule B Detailed Budget Estimate before you print the Coversheet.
Schedule B-1 Budget Narrative (OTS-38f):

· This template includes the narrative required for line items in the Personnel Costs and Travel budget cost categories.  Enter additional line items and descriptions for the Equipment and Other Direct Costs categories for items added to the Detailed Budget (OTS-38e).  Select “read only” then choose “save as” from the File menu to enable saving to your computer.
Printing the Documents:
· The Schedule A and B-1 were created with comments that assist in completing the requested information.  To print the document without the comments showing:

1. Select File

2. Print

3. Print what:  Select “Document”
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Refer to “OTS-45 OTS Proposal Instructions.doc” file under the “General OTS Grants” section under the “General OTS Grants” tab for additional information.
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