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ABBREVIATED DIRECTIONS 
FOR COMPLETING AND SUBMITTING 
AN ITC GRANT APPLICATION

This document is intended for grantees and potential grantees that are familiar with the on-line ITC grant application system.  More complete details are available for those who have not used the system before.
Recommended:  Plan the grant application using the Grant Application Worksheet available on the ITC Grant website. You will be able to cut and paste text into the on-line application.

How the application functions:  When you enter a figure into any of the boxes in the application, updates won’t be incorporated until you press the “Enter” key.  This is different than what you may be used to using personal computer applications.
IMPORTANT:  If you’re working on a grant, and don’t press a key for a period of time, you may get an error when you try to move to a different page.  This is because the system will time-out.  Simply log out and log back in.  It is very important that you save your work regularly to avoid losing it if the system times-out.
DO NOT USE THE <BACK> KEY TO NAVIGATE BETWEEN PAGES.  You will lose any data that has not been saved.  ALWAYS NAVIGATE THROUGH THE APPLICATION USING THE BUTTONS OR THE <HOME> COMMAND IN THE UPPER RIGHT HAND CORNER OF THE SCREEN.

CHANGES FOR 2010:
If you submitted a grant in 2009, you can now copy the grant with a new name. 

If you are starting from scratch and not copying a previous year’s grant, you MUST select a region if the Local Application button is clicked. Make sure you are using the correct region for your application. If  you do not the requested amount will inaccurately reflect in another region’s totals.
Chief Official Contact Information:  This is the address where grant contracts will be sent. 

Describe how the financial resources will be monitored by your organization: Describe how grant funds will flow through the organization.  This section should detail how funds are managed, as well as the knowledge, skills, and abilities of the grant manager.

Will the grant funds be in a separate account?  Who can authorize expenses?  Does a marketing committee review invoices prior to payment?  
Entering Elements:

The grant application system has been changed so that the first two elements, or categories of activities, will always be Audit and Administration/Fulfillment.  However, when you begin your grant, there will not be any elements visible.  Once you enter and save your first element, the following Elements will be added as Elements 1  & 2:

Element 1 Audit:  Audit—this is necessary only if you will be requesting funds equal to or in excess of $100,000.  If your grant request is for less, then either enter 0 or leave this element blank.  If your total grant application totals $100,000 or more (including fulfillment), you are required to have an amount entered for an audit.
Element 2 Admin/Fulfillment:  The dollar amount for this element is calculated automatically at 10.0% of the sum of the other elements. Nothing is entered for this element.

IMPORTANT REMINDER:  Cash match required for the grant will include match for the fulfillment amount.  This will be added automatically to the total cash match calculation.
The procedure for entering the rest of the elements has not changed from previous years. 
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Using a grant with one element of $11,000, this is what the Match Documentation page would look like: 

Element 1
$0.00
Audit

Element 2: 
$1,000.00
Added automatically for Admin/Fulfillment

Element 3:
$10,000.00

12.5% Match
$1,375.00
$11,000 x .0125

You didn’t enter match for fulfillment, but the system includes it in the total match requirement.

The bottom of the screen shows two calculations:

1. A comparison between the match required (sum of the elements x 12.5%)

2. A comparison between the match you entered for each element compared to the sources of match you will enter on this page.

IMPORTANT REMINDER: When you are entering match for each element, remember that one or all of the elements must include enough match to cover what is needed for Admin/Fulfillment.
Steps to forward draft application to other committee members/boards: Access View Application; go the File on your browser, drop down box to Send Page by E-mail and enter addresses where you wish to send. This will forward a copy of your application.

Idaho Travel Council Grant Application Checklist


The checklist has been revised and updated.  The first two items are updated from the old system, but the third has been added.  All three boxes must be checked in order for the application to be accepted by the system.

Mandatory Preliminary Submission
Preliminary submission of your grant by April 25 is required. The Idaho Travel  Council representative for your region and Division of Tourism staff will review your application and will provide feedback by way of a clarification letter.

If you would like a personal meeting to discuss your application with your ITC representative, contact them directly.  (Their information can be found on the grant website.)   When you are satisfied your application is in formal form, proceed with the final submission.
NOTE:  An application may be edited after submitting it for Preliminary Review, but once it has been sent as a Final Submission, no further work can be done.

When the application is received, you will get a confirmation e-mail.
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