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INSTRUCTIONS FOR APPLYING

APPLICATION PROCESS

Before accessing the Rural Transit Assistance Program application, you must complete
registration and basic training for the Grants Management System (GMS). You can find more
information about GMS at wsdot.ptd.webgrantscloud.com. For additional assistance on
registration and training, contact GMS support at PTDGMSsupport@wsdot.wa.gov or 360-705-
7711.

You must submit applications for the Rural Transit Assistance Program in GMS by 3 p.m., April
22, 2025. WSDOT will not accept late applications. Submit applications prior to the deadline to
accommodate any unforeseen challenges.

GMS will autogenerate a confirmation email for the submission of each application. The
confirmation will not include an assessment of the completeness of the application.

STARTING THE APPLICATION

Note: If you haven't yet registered for GMS, contact the help desk at
PTDGMSsupport@wsdot.wa.gov or 360-705-7711 or visit the GMS Announcements panel
before proceeding.

1. Access GMS.
2. Select “funding opportunities” in the left-hand column.
3. Select the Rural Transit Assistance Program (RTAP) opportunity.

4. The first time you access a funding opportunity, select “start new application.” When you
return to GMS, you'll find your draft applications listed under “current applications” in the
“applications module.”

5. Open and scroll down in each of the application’s dropdown menus to input information.

6. As you input information into sections, select “save form” often. Some fields won'’t be
visible if you don’t save the prior section.

7. When you complete a section, click the orange “mark as complete” button.

PREVIEWING THE APPLICATION

As you complete sections of the application, the “application details” screen will update the
status of each section.

You may select any of the incomplete components to continue with the application.

Note: If you only see a full application preview and not a list of sections, select “edit application.”
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GENERAL INFORMATION

Application creation wizard

After selecting “start new application,” GMS will open the application creation wizard.
Your organization’s information should already be in the system upon registration.
Input the following:

Step 1 Application title — The exact title of the project as ranked for the 2025-2027 biennium
by the metropolitan planning organization or regional transportation planning
organization in its coordinated public transit-human services transportation plan.

Titles shouldn’t be long and may be as brief as two words. You'll have a chance to
provide a more detailed description of the project later in the application.

Step 2 Primary contact — This information should self-populate based on your login.
Select “save form” and move to the next section.

Step 3 Organization — If your organization’s name hasn’t self-populated, use the dropdown
menu to choose your organization.

Select “save form” and move to the next section.

Step 4 Additional applicants — From the dropdown menu, add other members of the agency
staff who'll need access to the application, including the staff person who’s authorized to
submit the application on behalf of your organization. (This responsibility may be
delegated to the grants manager, budget manager, or other related position.) The
dropdown menu includes names at your organization that were added during
registration.

Select the “save form” button and move to next page.

ORGANIZATION CONTACT INFORMATION

Complete all required fields to enter the appropriate contact information. You may list the same
person multiple times.

APPLICATION QUESTIONS

Summary of project information

Is this program primarily serving a rural area?

Any service that supports public transportation in rural areas with populations less than 50,000.

Provide a brief, high-level description of what your project proposes to do (address who, what,
and where). This description may be used to describe your project to the Legislature.

Briefly and specifically describe what your project proposes to do (i.e., for whom, what, and
where). WSDOT may use this description to describe your project to the Legislature.
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What rural and tribal transportation need(s) does this program address?

Describe how your application will address the needs of rural populations and tribes.
How was the need identified?

How will the proposed project address the need, and how does it align with the needs identified in
the Notice of Funding Opportunity (NOFO)?

Describe why this project is needed and how this proposal addresses the need.
What are your performance measures, and how will you determine project success?
Describe your organization's experience in managing federal funds.

Will your project be used by other organizations outside of your agency?

Select “yes” or “no.” If yes, complete the next question.
Describe how the project can have local, regional, and/or statewide impact.
Describe any coordination with other organizations that provide training to avoid duplication.

Do you agree to attend these meetings?

Awardees must upload quarterly status reports to GMS. This includes a narrative that
documents progress with funding, attendance reporting for events, meetings, conferences, and
course descriptions, sample marketing materials, attendance data, and survey results.

Once per fiscal year, awardees must participate in a review of your programs, facilitated by the
WSDOT program manager.

Budget
Provide budget details for project activities in the table by adding rows.

To begin adding rows to the budget table, click the green “save form” button on the page. Next,
select “add row” for each type of project.

Complete the following items:

o Type of project

e Project title

¢ Mode of delivery

o Description of project

o Quantity

e Cost

e Description of benefit and added value

e Estimated percentage of benefit to rural/tribal areas
e How were costs estimated

The proposed expenses documented in your application budget should include staff time to
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research, plan, coordinate, and execute the project.

You must deduct any revenue you expect to receive in registration fees from net expenses. For
example, if your gross expenses are $2,000 but registration will bring in $500, the net expenses
in your budget would be $1,500.

Do not submit overhead costs as a separate cost item. Overhead costs should be included as
part of your other cost items. Attach an approved indirect cost rate with your application if using
overhead costs.

Other eligible and ineligible costs are in Appendix B.

Disadvantaged-Business-Enterprises (DBE) goals

Select “yes” or “no” to identify if there are any DBE goals your organization plans to meet for this
project.

If you selected “yes,” add the estimated percentage of the proposed project budget that you
may use to employ DBEs (i.e., contractors, suppliers). Describe where you believe these
opportunities exist and what efforts you'll make to meet this goal. You may consider out-of-area
DBEs for printing and technology work.

When finished, select “save form.”

You may also select “no.” Explain why you believe your organization won't be able to provide
any DBE-contracting opportunities on this project.

For more information on DBE and a list of DBE-certified businesses, visit WSDOT's diverse
business programs webpage.

Marketing plan

What marketing methods will you use to specifically target rural and tribal partners including
Vulnerable Populations in Overburdened Communities & Tribes (VPOC&T)?

Are you able to present alternatives to virtual trainings for areas where broadband is not widely
available?

Select “yes” or “no.” If “yes” is selected, complete the question, “Describe alternatives to virtual
training.”

Additional information
Completing this field is optional. Enter supplemental information about your marketing plan.

Supplemental information with optional attachments

Supplemental information

You may use this space to elaborate on the information provided in other sections of the
application. Keep your comments brief.

Optional attachments

You may upload documents with your application that support your organization’s project
request. Documents attached to applications must be in PDF format. Click “add new
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attachment,” upload the file, provide a brief description of the attached file, and save the file. Do
not attach encrypted or password-protected files.

Certification

Someone authorized or delegated to sign contracts on behalf of your organization must certify
your organization’s application.

Complete this section by selecting “yes” and typing the name of the application authority, their
title, and the date. This is the equivalent of an electronic signature. WSDOT does not need to
obtain a memo or letter delegating signature authority.

Note: You will be unable to submit the application until you select “yes” and complete this form.
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EVALUATION

An evaluation team composed of representatives with subject matter expertise will review
applications.

Evaluators will give special consideration to projects that:

e Emphasize topics named in the eligible project section above.

o Provide equitable access to training for rural transportation providers across the state
and to private, public, and rural tribal transit systems.

e Support sharing of existing practices and resources.

e Promote efficiency by avoiding duplication of effort by other WSDOT-sponsored
activities.

e Develop trainings and resources that can be presented in person or accessed remotely.

Note: WSDOT reserves the right to scale an application to meet the highest-scoring priorities
and to award individual application components (i.e., trainings) to the most qualified provider.
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APPENDIX A: EXAMPLES OF EVENTS AND RESOURCES

Events that focus on training to increase safety, reduce legal risk, and ensure adherence to
federal and state rules, such as:

e Special needs service and awareness (i.e., ADA, mobility management, rider rights).

e Driver skills and volunteer-driver management.

e Dispatch skills.

e Drug and alcohol program management.

e Transit supervisor training, including accident investigation.

e Compliance training for administrative staff (i.e., federal procurement, civil rights, labor

law).

PROFESSIONAL DEVELOPMENT
Events that help rural transportation employees improve their skills and knowledge, such as:

e Leadership trainings for upper management and board members.

e Events and tools on laws, technology, best practices, tracking systems, training
methods, and other transportation topics.

PEER-TO-PEER COLLABORATION

Networking and collaboration (i.e., meetings, trainings, other events) to share knowledge, plan
for the future, and build peer relationships, such as:

e Sharing of industry best practices.
¢ Events with speakers or product demonstrations that peers will find useful.

e Access to lists, directories, or portals that encourage peer sharing.

STAND-ALONE TOOLS AND RESOURCES

Tools and resources that support training and peer events. Examples of tools and resources
may include, but are not limited to:

e Listservs or web portals dedicated to real-time training and technical assistance
opportunities in state and/or nationwide.

e Quarterly, monthly, or weekly newsletters covering industry news that benefit rural
systems.

e Electronic resource libraries that include local and national resources. For example,
linking to the Nation Rural Transit Assistance Program resource library.

e Technical briefs, manuals, directories, and research papers that benefit rural systems.
Software purchases and licensing fees used to support the training.
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APPENDIX B: ELIGIBLE EXPENSES

The following expenses are eligible for reimbursement under the Rural Transit Assistance
Program:

Speaker/presenter travel, room/board, and fee.
Facility rental costs.

Administrative costs (i.e., staff support) for organizing, developing, and implementing
deliverables.

Design, delivery, and maintenance costs for electronic resources (i.e., listserv, web
portal, website, newsletter, survey), including web-based meeting software or
subscriptions (i.e., Zoom, Go to Meeting).

Materials such as binders, guides, training aids, and flash drives to support delivery
modes.

Research and related direct or indirect support to develop technical briefs, manuals, etc.

The following expenses are not eligible for reimbursement:

Events or tools not developed for, or not resulting in, a benefit for rural and/or tribal
transportation systems in Washington.

Tasks that directly duplicate other WSDOT-funded work, such as Consolidated Grant
Program application training or work done through a different Rural Transit Assistance
Program contract.

Administrative time working with federal or state lawmaking bodies.
Meals for staff or attendees at one-day or shorter events.
Alcoholic beverages.

Expenses excluded by federal cost principles (2 CER Part 200, Subpart E).
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APPENDIX C: GRANTEE REQUIREMENTS

WSDOT will work with you to cooperatively develop your budget and scope before the
beginning of the contract period on July 1, 2025.

You must upload quarterly status reports to GMS. This includes a narrative that documents your
organization’s progress with grant funding, attendance reporting for events, meetings, and
conferences, including course descriptions, sample marketing materials, attendance data, and
survey results.

Once per fiscal year, you must participate in the review of your programs supported by Rural
Transit Assistance Program funds facilitated by the WSDOT program manager.
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English
Title VI Notice to Public

It is the Washington State Department of Transportation’s (WSDOT) policy to assure that no person shall, on the
grounds of race, color, national origin, as provided by Title VI of the Civil Rights Act of 1964, be excluded from
participation in, be denied the benefits of, or be otherwise discriminated against under any of its programs and
activities. Any person who believes his/her Title VI protection has been violated, may file a complaint with WSDOT'’s
Office of Equity and Civil Rights (OECR). For additional information regarding Title VI complaint procedures and/or
information regarding our non-discrimination obligations, please contact OECR’s Title VI Coordinator at (360) 705-
7090.

Americans with Disabilities Act (ADA) Information

This material can be made available in an alternate format by emailing the Office of Equity and Civil Rights at
wsdotada@wsdot.wa.gov or by calling toll free, 855-362-4ADA(4232). Persons who are deaf or hard of hearing may
make a request by calling the Washington State Relay at 711.

Espafiol
Notificacion de Titulo VI al Publico

La politica del Departamento de Transporte del Estado de Washington (Washington State Department of
Transportation, WSDOT) es garantizar que ninguna persona, por motivos de raza, color u origen nacional, segun lo
dispuesto en el Titulo VI de la Ley de Derechos Civiles de 1964, sea excluida de la participacion, se le nieguen los
beneficios o se le discrimine de otro modo en cualquiera de sus programas y actividades. Cualquier persona que
considere que se ha violado su proteccion del Titulo VI puede presentar una queja ante la Oficina de Equidad y
Derechos Civiles (Office of Equity and Civil Rights, OECR) del WSDOT. Para obtener mas informacion sobre los
procedimientos de queja del Titulo VI o informacion sobre nuestras obligaciones contra la discriminacion,
comuniquese con el coordinador del Titulo VI de la OECR al (360) 705-7090.

Informacion de la Ley sobre Estadounidenses con Discapacidades (ADA, por sus siglas en inglés)

Este material puede estar disponible en un formato alternativo al enviar un correo electrénico a la Oficina de Equidad
y Derechos Civiles a wsdotada@wsdot.wa.gov o llamando a la linea sin cargo 855-362-4ADA(4232). Personas
sordas o con discapacidad auditiva pueden solicitar la misma informacién llamando al Washington State Relay al
711.
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Pasgen VI O6uwecTBeHHOe 3asiBreHue
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MonwuTnka OenaptameHTa TpaHcnopTa wrata BawwuHrroH (WSDOT) 3akntoyaeTcsi B TOM, YTOBbl MCKMIOUUTL ftoOble
cnyyan AMCKPUMMHAaLMKW MO NPU3HAKY pachl, LiBeTa KOXW, U HaLMOHANbHOIO MPOUCXOXAEHUS, KaK 3TO
npepycMmoTpeHo Pasgenom VI 3akoHa o rpaxxgaHckux npasax 1964 rofa, a Takke cnyvyan HegonyLeHns yvacTus,
NVLLEHNS NBrOT, UNK Apyrue opMbl AUCKPUMUHALMKM B paMKax ftobo 13 CBOMX NporpaMm 1 Meponpusituin. Jlioboe
Mo, KOTOPOE CYUTAET, YTO ero CPeACTBa 3aLMThl B pamkax pasgena VI 6binv HapyLleHbl, MOXeT nodaTb xanoby B
BegomcTtBO No Bonpocam paBeHCTBa U rpaxaaHckux npas WSDOT (OECR). [1ns gononHuTensHOWM MHgopMaumm o
npoueaype nogaym xanobsl Ha HecobnogeHve TpebosaHu pasgena Vi, a Takke nonyvyeHns nHpopmMaumm O HaLmnx
obs13aTenbcTBax no 6opbbe ¢ AMCKpUMMHaLMEN, NoXanyncTa CBXUTeCh ¢ koopamHaTtopoMm OECR no pasgeny VI no
TenedoHy (360) 705-7090.

3akoH CLUA o 3awmTe npaB rpaxaaH ¢ orpaHU4YeHHbIMU BO3MOXHOCcTAMU (ADA)

ATy MHOPMaLMIO MOXHO NOMYYUTb B anbTepHaTUBHOM hopmate, OTnpaBuB 3MEKTPOHHOE NcbMo B BegomcTtso no
BOMpPOCaM paBeHCTBA W rpaXxdaHCcKkux npas no agpecy wsdotada@wsdot.wa.gov unv no3BoHvB no 6ecnnatHomy
TenedoHy 855-362-4ADA(4232). Myxue n cnabocnbiwallye niua MoryT caenatb 3anpoc, No3BoHUB B
cneumanbHyo aucneTyepckyto cryxoby wrata BawmHrroH no Homepy 711.

tiéng Viét-Vietnamese
Théng bao Khoan VI danh cho cdng chung

Chinh sach ctia S& Giao Théng Van Tai Tiéu Bang Washington (WSDOT) 1a bdo ddm khong dé cho ai bj loai khoi sw
tham gia, bj t khwédc quyén loi, hodc bi ky thj trong bat cir chwong trinh hay hoat déng nao vi ly do chdng téc, mau
da, ho&c ngudn gbc quéc gia, theo nhw quy dinh trong Muc VI ctia Dao Luat Dan Quyén ndm 1964. B4t c ai tin réng
quyén bao vé trong Muc VI clia ho bi vi pham, d&u cé thé ndp don khiéu nai cho V&n Phong Bao Vé Dan Quyén va
Binh Béng (OECR) ctia WSDOT. Mubn biét thém chi tiét lién quan dén tha tuc khiéu nai Muc VI va/hodc chi tiét lién
quan dén trach nhiém khong ky thi ctia ching t6i, xin lién lac véi Phéi Tri Vién Muc VI ctia OECR sb (360) 705-7090.

Théng tin vé Dao luat Nguwei My tan tat (Americans with Disabilities Act, ADA)

Tai liéu nay co thé thuc hién bang mét hinh thirc khac béng cach email cho Van Phong Bao Vé Dan Quyén va Binh
Déng wsdotada@wsdot.wa.gov hoéc goi dién thoai mién phi s6, 855-362- 4ADA(4232). Ngudi diéc hodc khiém
thinh c6 thé yéu cau bang cach goi cho Dich vu Tiép am Tiéu bang Washington theo sb 711.

Ly - Arabic
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132 — Chinese
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T T N SRR BRI N 25 58 4 H T Bk wsdotada@wsdot.wa.qovEk #5462 i 5%
855-362-4ADA(4232), LIH AR IR E R, Wy 7) 3% BT 5k i A - FT 4R 4T 7118% R Washington % 423k

Af-soomaaliga — Somali
Ciwaanka VI Ogeysiiska Dadweynaha

Waa siyaasada Waaxda Gaadiidka Gobolka Washington (WSDOT) in la xaqiijiyo in aan gofna, ayadoo la
cuskanaayo sababo la xariira isir, midab, ama wadanku kasoo jeedo, sida ku qoran Title VI (Qodobka VI) ee
Sharciga Xaquuqda Madaniga ah ah oo soo baxay 1964, laga saarin ka gaybgalka, loo diidin faa'iidooyinka, ama si
kale loogu takoorin barnaamijyadeeda iyo shagooyinkeeda. Qof kasta oo aaminsan in difaaciisa Title VI la jebiyay,
ayaa cabasho u gudbin kara Xafiiska Sinaanta iyo Xaquugda Madaniga ah (OECR) ee WSDOT. Si aad u hesho xog
dheeraad ah oo ku saabsan hanaannada cabashada Title VI iyo/ama xogta la xariirta waajibaadkeena ka caagan
takoorka, fadlan la xariir Iskuduwaha Title VI ee OECR 00 aad ka wacayso (360) 705-7090.

Macluumaadka Xeerka Naafada Marykanka (ADA)

Agabkaan ayaad ku heli kartaa gaab kale adoo iimeel u diraaya Xafiiska Sinaanta iyo Xaquugda Madaniga ah oo aad
ka helayso wsdotada@wsdot.wa.gov ama adoo wacaaya laynka bilaashka ah, 855-362-4ADA(4232). Dadka naafada
magalka ama magalku ku adag yahay waxay ku codsan karaan wicitaanka Adeega Gudbinta Gobolka Washington
711.
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Translation Services

If you have difficulty understanding English, you may, free of charge, request language assistance services by calling
360-705-7921 or email us at: PubTrans@wsdot.wa.gov

Espafiol - Spanish
Servicios de traduccion

Aviso a personas con dominio limitado del idioma inglés: Si usted tiene alguna dificultad en entender el idioma inglés,
puede, sin costo alguno, solicitar asistencia lingliistica con respecto a esta informacién llamando al 360-705-7921, o
envie un mensaje de correo electronico a: PubTrans@wsdot.wa.gov

tiéng Viét-Vietnamese
cac dich vu dich thuat

Néu quy vi khong hiéu tiéng Anh, quy vi cé thé yéu cau dich vu tro' gilip ngdn ngtk, mién phi, bang cach goi s6 360-
705-7921 hodc email cho ching t6i tai: PubTrans@wsdot.wa.gov

3+=o]-Korean
A A2~

G R 2F3HE A o] BHFIAITHH, 360-705-7921 2.2 HSFSIAI A T o] MU 2 Al A F85 Ao XY
AR =5 2 Ak 4= 95U th PubTrans@wsdot.wa.gov

pycckumr-Russian
Ycnyru nepeBoga

Ecnv Bam TpyaHO NOHMMATL aHIMNCKNIA A3bIK, Bbl MOXeTe 3anpocuTb 6ecnnaTtHble A3bIKOBbIe YCyri, NO3BOHMB MO
TenedoHy 360-705-7921 nnu Hanncas Ham Ha 3MEKTPOHHY0 noyTy: PubTrans@wsdot.wa.gov

Arabic - 43l
t&hd&gﬂ\
13) S 2a% Ry grm 6 agd ARl A iyl lied Laa Ul cilend 32l Ay salll e

PubTrans@wsdot.wa.qov: sk G Juai¥) &5l 360-705-7921 o Ll ja ye 3l 35 5y

Af-soomaaliga - Somali
Adeegyada Turjumaada

Haddii ay kugu adag tahay inaad fahamtid Ingiriisida, waxaad, bilaash, ku codsan kartaa adeegyada caawimada
luugada adoo wacaaya 360-705-7921 ama iimayl noogu soo dir: PubTrans@wsdot.wa.gov

132 — Chinese
FERS

R HME AP R IS, MHEEH: 360-705-7921, S FATRIE L FHEM:: PubTrans@wsdot.wa.gov, & 3K3FEH 7 5%
EEEIRS .
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