
2025 BOULDER COUNTY FIRE PROTECTION DISTRICT GRANT PROGRAM 
Online System Instructions 

 

All applicants must create a NEW registration in the system, even if your agency applied 
for a grant in the past. 

Note: Our application platform was adapted from an in-house RFP platform and some of the 
instructions are wonky as we continue to modify it to work for grants. Please bear with us! If 
you have questions, email Barb Halpin at bhalpin@bouldercounty.gov or call 720-564-2830. 

 
 
 
 
 

A. AGENCY LOGIN/SETUP INSTRUCTIONS 

1) When applying for the first time, a new Agency Profile must be created. Select the 
Emergency Services 2025 Fire District Grants option from the drop-down list and click 
on the “please click here.” 

 

Be sure to SAVE your work often. The system will time out after 
20 minutes of inactivity, and you may lose your work. 

You can always stop and go back into the application to resume 
your entries. 

 

 

https://boco.org/ES-GrantApplication
mailto:bhalpin@bouldercounty.gov
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2) Indicate whether you are able to submit a proposal on behalf of your organization.  
Select “Agree” and Click Submit. 

 

3) When logging in for the first time, click on “Create Agency Profile.” 
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4) Complete the required fields and click “Create Agency Profile” 

 

5) The system will provide you a registration code (it will show on the screen after you 
select Create Agency Profile) that you may share with colleagues who need access to the 
proposal. The registration code will also be sent to the email address provided. You may 
enter the code provided into the field as indicated to proceed with the proposal. (If 
you misplace this code, email bhalpin@bouldercounty.gov to retrieve it.) 
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6) Once the Agency registration has been created, you will be prompted to create a 
Personal Login Profile (as the Applicant). Complete the fields and click “Save”. 

 

7) Click and Review each of the Required Reading sections. Once you have done so, click 
the box next to “I have read and understand the information in the required reading 
sections” and click on the “Agree” button. 

  

 

Fill in all boxes in the form below. 
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8) Click on “Create New Grant”. 

  

9) Click on “Edit” NEW BLANK PROPOSAL to name and start proposal. 

 

10) PROPOSAL TITLE & AGENCY/ORGANIZATION DESCRIPTION: 
 
Fill in the Proposal (Project) Title, Total Dollar Amt., Brief Summary and Click “Save”  
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 B. BEGIN THE APPLICATION 

  

1) NARRATIVE SECTION: Return to the left navigation bar under “Grant Details” to work 
on the NARRATIVE questions.  

  
Please address the questions listed, limiting each response to the number of words indicated. 
You do not need to use complete sentences. Lists, bulleted items, etc. are acceptable but please 
be as specific as possible.  Remember to save often. Your session will time out after 20 minutes 
of inactivity. 
 

 
  

The proposal response sections are accessed on the left 
navigation bar of the screen. You can work on any 
section in any order, just be sure to hit SAVE!  

 

NOTE: If the navigation pane collapses, simply click on 
the arrow on the right to expand the section options. 
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Each question has a save button.  

 
 

2) Upload/Attach Documents 
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3) Give each document a “Title” and Click “Save.” Repeat to upload additional 
documents as required.  

 

 
 

4) Enter Organization Information  
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5) Enter Applicant/Contact Names & Titles: Two Names. Include the lead administrator, 
treasurer, or president—the person authorized to sign the grant agreement and receive 
payments—along with the fire chief’s contact information and the person to contact for 
follow-up questions about the application. 

 
 
 

6) Validate and Submit Proposal  
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7) The Validation tool will show you any errors are and what you need to do to correct 
them. 

 
8) Click on “Submit Proposal” 
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9) You will receive system and email confirmation that the proposal was submitted 
successfully. Congratulations! 

 
 
 

10) You can download a PDF version of your proposal on the Agency Home Page. 

 


	2025 BOULDER COUNTY FIRE PROTECTION DISTRICT GRANT PROGRAM
	Online System Instructions
	A. AGENCY LOGIN/SETUP INSTRUCTIONS
	B. BEGIN THE APPLICATION



