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Helpful Hints  
 Read all instructions throughout the application  

 Questions marked with * are required  

 The application auto-saves as you are working  

 You may save your application at any time and return to edit  

 Once application has been submitted it can no longer be edited  

 Please only provide the information requested within this application  (Supplemental materials will 
not be accepted or included in the final board review) 

 All user and organization information entered will be remembered for future funding cycles  

 

FY21 APPLICATION TRAINING 
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 To create an account and access the application visit https://resortax.org/funding/ or  
https://www.grantinterface.com/Home/Logon?urlkey=rtg 

 Complete all fields on the Create New Account page. Start by completing the Organization Information.  

 Be sure to read the information in the yellow and blue boxes at the top of the screen. 

CREATING A NEW ACCOUNT 

https://resorttax.org/funding/
https://www.grantinterface.com/Home/Logon?urlkey=rtg
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 When entering the Tax Id and Phone Number be sure to enter in the correct format as outlined in the 
headers. 

 There are 2 short answer questions under the Organization Information section, be aware of the 
character limit and keep your answers brief.  

 Once you have answered all Organization Information questions click “Next”. 
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 Enter the User Information for whomever is completing the application. If the person completing the 
application has the same address as the Organization click the “Copy Address from Organization” button. 
If the person completing the application has a different address fill out address fields accordingly.   

 If you do not have a “Secondary Phone Number” or “Physical Address” you may enter your “Primary 
Phone Number” and your “Mailing Address” again, since both fields are required.  

 Please note that the email entered will become your username.  

 Once all necessary information is filled in click “Next”. 
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 Answer if the person completing the application is the Executive Officer accordingly and select “Next”.  

 If you are NOT the Executive Officer and select “No”, an additional section will generate requesting 
information for the Executive Officer. Again, you can copy the Organization’s address entered previously 
if it is the same.  

 If you ARE the Executive Officer and you select “Yes” your next step will be to create a password. 

 Create a password for you account and make sure it meets the requirements outlined in the instructions. 

 Once entered click “Create Account”. 
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 You will be asked to confirm your email address.  

 Log into the email used to create your account, to verify the email was received (you may need to check 
you spam folder.)  

 The email will contain a link to the log on page.  

 When you receive the email select “I have received the email” and “Continue”.  

 If you did not receive the email select “I have not received the email’ and click “Send Email Again.” 

Note the instructions for applying 
and the recommended start date 
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 Read through all instructions and important dates prior to applying.  

 When you are ready to begin the Pre-Screening Questions (LOI) click “Apply”.  

 You may view questions by selecting the “Preview” button but note that any information you enter while 
in preview mode will NOT transfer to your application.  

 You may save your application and return at any time. 

Note: Any thing entered in “Preview” mode will 
NOT transfer to your application 

When in Preview, Click “Apply” to 
return to the Application 

APPLYING: PRE-SCREEING QUESTIONS 
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 Please review your contact information; you can update it by clicking on the “Pencil” icon.  

 If all information is correct, begin your application.  
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 As you complete the application you will notice different answer fields and links that can be opened. 

Be sure to read all instruction sections even 
though they require no action 

Essay questions will have larger text areas.  
Be aware of character limits in all essay questions. 

Questions that ask for a number must be entered with just the numbers. 
The form does not accept special characters such as $, #, % 
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 When you have answered all Pre-Screening questions (10 questions total) please proof read all of your 
answers and ensure all information is accurate.  

 You may save the Pre-Screening LOI at any time and return to edit.  

 If you are ready to submit your answers select “Submit LOI”.  

 To return to your Pre-Screening Application select the “Continue” button.  

 If you log out and need to return to you application at a later date, log in to your account and from 
the home page select “Edit LOI” to continue working on your Pre-Screening Application.  

 After submitting your Pre-Screening Application (LOI) you will receive a Submission Verification email.  

 Please allow BSRAD staff 3 business days to review your submission.  
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 After your Pre-Screening Application (LOI) has been reviewed, you will receive an email invitation to 
submit a full application. There are important instructions in the email as well as a link which will direct 
you to the log on page to access the full application.   

 Once logged in you will be brought to the home page. To begin working on the second phase of the 
application click on “Edit Application” under the “Active Requests” tab.  

 DO NOT CLICK THE APPLY BUTTON AT THE TOP OF THE PAGE. YOU HAVE ALREADY BEGUN AN 
APPLICATION.  

Click here to continue with the 
second phase of the application 

DO NOT click ‘APPLY’ to continue your application 
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 An application tab will now be available.  

 Note: You may view your Pre-Screening Application by clicking on the “LOI” tab. LOI’s can not be edited 
or revised after submission. 

 When beginning part 2 of the application, please be sure to read and acknowledge all guidelines and 
helpful tips.  

 Later in the application you will be asked to upload financial documents including a “3-Year Financial 
Forecast” document which you will be required to download, complete, save, and upload.  

APPLYING: FULL APPLICATION 



BSRAD FY21 Application Training   13 

 

 After reading and acknowledging the guidelines, you will continue to the “Background Information” 
section. Please complete this section with information regarding your organization (not project/program 
specific information). 

Note that the “Request Title” entered in the 
Pre-Screening Questions carries over for you 

 You will see a variety of question types in the “Background Information” section, as well as throughout 
the application.  

 Radio Button & Explain Questions: 

 Questions That Ask for Answers in Number Form:  
Reminder: Answers must be entered with just numbers, special characters are not accepted.   
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 Optional Questions:  

Questions that do not have * are not required, complete if applicable  

 The application will expand below based on the number entered here. I.E. if your organization has 5 
projects/programs you are requesting funds for, 5 “Project/Program Information” sections (one for each 
project/program) will generate below.  

 Questions About Last Year’s Request:  
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 Variance Questions:  

 Payment Request Schedule Questions:  

 There are 12 questions for each month of FY21, please make sure the monthly amounts sum up to 
your total request amount, the application does not calculate sums for you.  

 Details about contracts and Award Orientations will be available after Application Review meetings.  

 Forecast/Prediction Questions:  
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 If you answer “Yes” to the mill levy and public safety questions new sections will generate below. 

 If you answer “No” you will not be asked to complete these sections.  

“YES”  “NO” 

 After completing the “Background Information”, “Mill/Tax Levy” and “Public Safety” questions, you will 
begin on the “Financial Information” section.  

 There are links to the “3-Year Financial Forecast” worksheets here if you did not download them 
before. Select your preferred format (we recommend excel) to download. After downloading, 
complete and save the “3-Year Financial Forecast.” And upload by clicking the “Upload a file” button.  

 This year you may upload financial documents that align with your organization’s fiscal year.  

 If your organization does not have a requested document, please briefly explain why in the appropriate 
text box.  
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 If your organization has a Strategic/Long-Term Plan please upload ONLY THE EXECUTIVE SUMMARY/
OVERVIEW.  

 If your organization does not have a Strategic/Long-Term Plan you do not need to upload anything.  

 You have completed all question sections regarding your organization. It is now time to move on to the 
questions regarding the specific projects/programs you are requesting funds for based on the number 
entered earlier. 

 This year organizations may request funds for up to 8 projects/programs. We recommend grouping 
similar projects/programs into 1 request (i.e. group all operations into 1 project/program and 
individually request any capital projects/programs you may have.)  

 Each “Project/Program Information” section has the same questions. Be sure to list your projects/
programs in order of highest to lowest priority throughout the application.  

 Begin filling out the questions for your top priority project.  
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 Select the category that best fits your project from the drop down menu (you may only select 1).  

 If none of the options apply to your project select other and provide an explanation in the next question.  

 Select which Strategy(s) from the Our Big Sky Community Vision and Strategy Plan, apply to your 1st 
project/program (you may select as many as apply to your project/program).  

 Explain your selections in the next question.  

 If you need to review the Strategies visit: www.ourbigskymt.com 
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 Select which community target segment(s) your project/program applies to.  

 You may select as many as needed. If you select other please provide a brief explanation in the next 
question.  

 Use the same process for answering the questions regarding the schedule of your project/program. 
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 Answer the questions about Additional Operating Costs and Goals. 

 Explain community outreach in the text area. 

 Select start and completion dates by using the calendar. 
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 If you are applying for more than 1 project/program complete the questions for your remaining projects/
programs in order of priority. Follow the same instructions outlined on pages 17-20.  

 After you have completed all necessary project/program sections, you will be asked to provide a brief 
summary of your application for Resort Tax to share with the community. 
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 After completing all sections and questions, please proofread your applications and check that all calcula-
tions are accurate.  

 Remember you can save your application and return to it at anytime, once you hit submit you will no 
longer be able to edit your application.  

 After ensuring that your application is complete and accurate verify on the completion question.  

Click “Save Application” if you still need 
to review or make changes to your 

application. 
Click “Submit Application” if 

you are ready for your 
application to be reviewed 

by the BSRAD Board. 

 If you select “Submit” on the application and your application is missing information, a warning message 
will pop up. Please complete any missing questions and upload any missing documents at this time. 

 After completing any missing information, select “Submit Application.”  

 It may take a moment for the system to process your application so please be patient and do not 
refresh or “Submit Application” again. 
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 After your application has been submitted, you will receive a confirmation email.  

 BSRAD staff will reach out if any additional information is needed.  

 You may view your application at any time after submission. Once logged in under “Active Requests” you 
can click “View LOI” or “View Application.” 

 All training materials and videos are available on our website: resorttax.org  

 If you have any questions or require any assistance, please contact the Resort Tax Office at 406.995.3234 


