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Who do I go to for what?

FY17 Contracts and Requests for 
Payment:
Whitney Roux, 
Arts and Culture Funding Programs 
Coordinator
P: 619. 236. 6798
E: wroux@sandiego.gov

FY18 Guidelines and Application:
Anjanette Maraya-Ramey, 
Senior Manager of Arts and Culture 
Funding Programs 
P: 619. 236. 6788
E: amarayaramey@sandiego.gov

www.sandiego.gov/arts-culture/funding 
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We are the FUNDING PROGRAMS TEAM. We are responsible for guiding the policies and procedures regarding the annual distribution of funds through our 2 Funding Programs. 

As the Senior Manager of the Arts and Culture Funding Programs, my major responsibility is to oversee that this money is distributed through a fair and transparent process which includes:
developing guidelines, 
application questions, 
evaluation criteria, 
overseeing the panel adjudication process, and
facilitating the recommendation and awarding of funds. 


My focus is on guiding policy related to developing the guidelines, application questions, evaluation criteria, panel deliberations and facilitating the recommendation and awarding of funds. Whitney assists me in all aspects throughout the process, but you may work more closely with her once your contract is distributed and you are requesting for payment. 
However, throughout the year, Whitney and I work closely together on all things related to the Funding Programs. So who do you contact if you need help? 

Think of me as BEFORE THE AWARD and Whitney as AFTER THE AWARD.  

We believe in providing high quality service to you. Although you are technically known as City “contractors” = in our eyes, you are affectionately known as “our nonprofit partners,” because we rely on you to deliver high quality arts and culture programs and services to millions of San Diego’s citizens and visitors on behalf of our organization, THE CITY OF SAN DIEGO. 
As City partners, we need to work closely together. In order to work efficiently together and achieve the greatest impact, we want to let you know that we are committed to providing great service to you. However in order to provide the best service possible, we rely on you as our City partner to take advantage of the instructions we provide, read through them carefully, reference our website and attend technical assistance workshops. In order for this to be a mutually beneficial relationship, we sure do appreciate when you maximize all of our collective time and efforts by reading through all of the instructions before calling on us.  We have both worked in nonprofit organizations and can certainly attest to wearing multiple hats and working with limited time and resources.  Please recognize that we are only 2 people and there are 146 of you. We value your time and have invested time and resources to provide the most helpful information possible in a variety of formats. We want you to be successful and all we ask in return is that you please read all instructions, go to our website and reference the information thoroughly before calling us. And when you do call us, please be ready with your questions and information. We are available and accessible and we do our best to respond to all inquiries within 48 hours.  If you need to help, please reach out to us, we are here to help! 








mailto:wroux@sandiego.gov
mailto:amarayaramey@sandiego.gov


FY17 Fast Facts

Organizational Support Program
• 98 Applications
• 86 Funded
• 12 Not recommended for 

funding
• Allocated: $10,633,602

Creative Communities San Diego
• 58 Applications 
• 48 Funded
• 10 Not recommended for 

funding
• Allocated: $1,189,847

Contract Period is from July 1, 
2016 – June 30, 2017.
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Anjanette�Two Funding Programs – competitive process EACH YEAR. 

Organizational Support Program (OSP); unrestricted general operating support for arts and culture nonprofits. Help pay for overhead type costs: rent, insurance, salaries, benefits, security, etc. 

Creative Communities San Diego (CCSD); sponsorship of an event, festival, parade or celebration that promotes neighborhood pride, community reinvestment, and make arts and culture more accessible in SD neighborhoods and encourage people of diverse backgrounds to share their heritage and culture. 

WARNING: You may be juggling multiple fiscal year contracts at any given time. The best way to remember how the City defines its fiscal year is the last year of the contract period. This year the FY17 contract period is from July 1, 2016 to June 30, 2017.  All contracted activities need to occur within these timeframes. Reference the handout. 





What is the funding process?
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Our annual funding process is best described if categorized into (5) Buckets or Phases. This is an ANNUAL PROCESS. 

WARNING– you may be in multiple fiscal years and overlapping phases at any given period of time. Keep calendars of all important dates and try to keep CITY FISCAL YEARS in order.  Reference the one sheet that was distributed. 

The purpose of today’s session is to review just ONE phase of a multi-phase process of receiving funds from the City. Our funding process is a 5-step program – which I will explain in further detail in just a few minutes. 

Today, we will just be highlighting the CONTRACT PHASE and provide pertinent info relating to submitting an ACCURATE and COMPLETE CONTRACT KIT. Our hope is to make this as painless as possible and answer any questions you may have so you are successful in completing your contract. We will not cover EVERY SINGLE ITEM in your contract – you are required and expected to read your contract and understand what is required of you. We recognize that it is a lot of “legalese” and we recommend that you consult with your attorney to help you interpret what is in your contract.  Our learning objective for the day is that you leave here feeling more comfortable processing your contract kit. 

I will go through a high level overview of the entire funding process in a nutshell: 

PHASE 1: Application Process (Guidelines released typically in the Fall, with LOI due first, if approved to apply – full applications due January-Febraury) 
PHASE 2: Award Phase – in March Panel Deliberations occur/applications are being evaluated and ranked.  After the Mayor releases a proposed budget in April, The Commission makes an assessment on the money available to distribute, looks at the applicant pool and rankings and then makes initial tentative award recommendations to City Council for approval. After the City’s adopts its final budget sometime in June, final award notifications are sent to those who have been recommended for funding. 
PHASE 3: Contract Phase – where we are TODAY. You will receive your contract, review, sign, submit requisite insurance documents. Gets routed through various City departments. We will provide separate technical assistance on submitting invoices and final reporting at a later today. Again, for today’s purpose, our goal is to provide you with information to help you complete an accurate contract kit in the most expedient manner possible. 
PHASE 4: PERFORMANCE PERIOD – July 1, 2016 to June 30, 2017. For example, producing your season, conducting arts education enrichment activities, etc. AND working on your stated Goals and Objectives. This is outlined in EXHIBIT A of your contract.  This is what you said you were going to do – these are essentially the services we are contracting from you to provide. Be sure you have methods in place to measure and report on your activities at the end the contract period. 
PHASE 5: REPORTING/EVALUATION PERIOD: At the end of contract period, you will need to submit a final report stating how you spent City funds, with requisite financial documents and an online narrative report letting us know how you met your goal and objectives and what methodology was used. We will provide more information on this at a later date, but this requisite financial documents are listed in your contract.  







What is the contract process?
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How many of you have a passport? And have you traveled through different countries? 

Think of the CONTRACT PROCESS or the piece of paper  that you have in your hand (Your Contract) like a passport when you travel to different countries. When you enter a new country, you have to go through their specific customs requirements, then they stamp your passport when your baggage is clear, and then you and your passport go to another country, go through different customs, they stamp your passport, etc. 

Well your contract kit is sort of like a passport in that it has to travel to different City departments who check for different things and then stamp it before it goes to the next department.  

You first start the contract kit process TODAY with the Commission.  You receive your contract, you are going to read ALL the pages, sign it and return it to the Commission with appropriate insurance materials. Your first passport stop is with the Commission who will check for completeness and accuracy (and we serve as your travel broker for the entire trip OR your translator or liaison for all City departments)

As you can see, you contract kit has to travel to various countries/City departments who have to check for specific requirements and then stamp for approval. Starting with our Purchasing Department who act as the official “buyer” of services on behalf of the City. They are checking that insurance requirements are in order; then it goes to the City Attorney who verifies compliance with all registered departments, then the contract needs to be recorded and logged with the City Clerk. 

The contract comes back to the Commission who enters the contract into our accounting system in order to produce a purchase order issued by our Purchasing Department. Finally after traveling through various City partner departments, YOU (our nonprofit contractors) receive a fully executed contract and a purchase order number. This is when requests for payments (a.k.a. invoices) can begin.  You cannot request for payment until you have a fully executed contract and a purchase order number.  




Where can I find all this info?

www.sandiego.gov/
arts-culture/funding 
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Oh boy – I know this is a ton of info so far and we still have a little bit more to share with you. This info and a lot of other pertinent info is posted on our Funding Tab on our website. 

Bookmark this website! This is where you will find a pdf of this presentation, a glossary of useful terms, a key to abbreviations and more.

This is also where we post information about our guidelines and upcoming applications.



Contract

Each nonprofit (Contractor) that is awarded funds from The 

City of San Diego (City) is required to enter into an agreement 

with the City to become City contractors. 
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We have gone through a lot to get here. And like many of you who attended the Technical Assistance workshop for our application know, this is not a grant. Funds awarded through OSP and CCSD are a contract for services. Your application was your resume and now the city is buying the goals and objectives you stated in your application. 

This is why you have to complete a contract with the City of San Diego. Once completed, this contract kit travel through the City like your passport through different countries.  Once it has been stamped through all requisite City departments, the contract is fully executed and a a Purchase Order number will be issued. 



What is included in the contract kit?

• One set of instructions for completing a contract kit

• One contract kit completion checklist

• One Electronic Funds Transfer (EFT) enrollment form

• One complete contract, unsigned

• One duplicate of the contract signature page

• One Exhibit A: Scope of Services

• One Exhibit B: Public Records Act Acknowledgement

• One “Declaration in Lieu” of Required Auto Insurance

• One “Declaration in Lieu” of Required Workers’ Compensation Insurance
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The contract kit contains both your contract, and all required documents as well as instructions for filling out the information and optional forms.



Exhibit A – Scope of Services

Exhibit A is:

The scope of services that the Contractor is required to 

provide under this contract:

• The season highlights and goals and objectives stated in 

the submitted application. 

All contractors should review Exhibit A and are expected to 

measure then report on the outcomes at the end of the 

contract period. 
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Your Exhibit A: this is the scope of services, the services you told the City you will provide if awarded a contract.

You should re-read your Exhibit A and note the goals and objectives stated. You will need to be able to deliver, perform, and measure those services. And most importantly, you will need to report on them at the end of the contract period. 



Exhibit B – Public Records Act

Exhibit B is an acknowledgement that:

• The contents of this contract and any documents pertaining 
to the performance of the contract are public records, and 
therefore subject to disclosure unless a specific exemption in 
the California Public Records Act applies.

For information about confidentiality and specific legal 
information pertaining to the Public Records Act, visit: 
www.sandiego.gov/city-clerk/contact/requests
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As I mentioned earlier, we want to ensure a fair and transparent process for the distribution of public funds. Everything you submit to the City including your application, contract, all attachments, final report, financials, etc. are public record. 

As part of your contract kit, you will be asked to sign Exhibit B which indicates your acknowledgement of this. 



What are the insurance requirements? 

Insurance Coverage Required

• Commercial General Liability 
(CGL),

• Commercial Auto Liability 
(Auto),

• Workers Compensation (WC).

The City of San Diego
Purchasing and Contracting
1200 Third Avenue, 2nd Floor
San Diego, CA 92101
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This is so confusing, and boring. But this is here to protect you! We value the work you do so much, we want you to be covered in case something happens.



Insurance Documents Required

• Certificate of Insurance

• Additional Insured 
Endorsement

• Proof of:
o Primary and Non-

Contributory Coverage

o 30-day Cancellation 
Notice

o Severability Coverage

o Waiver of Subrogation for 
WC

The City of San Diego
Purchasing and Contracting
1200 Third Avenue, 2nd Floor
San Diego, CA 92101
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Insurance Documents Required

• If CGL and Auto have 
two different policy 
numbers you need all 
of the above for each 
policy.

• Contracts and 
Payments can not be 
processed without 
current insurance in 
place.
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Additional Insured Endorsement

Required for: 
• CGL
• Auto

Required to have:

• “City of San Diego and 
its respective elected 
officials, officers, 
employees, agents 
and representatives.”

• The Policy Number 
needs to be on top.

City of San Diego and its respective elected officials, officers, 
employees, agents and representatives.

2017CC201
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Remember how I was telling you, how we want you to be protected? Well we value this partnership too, and so we want to be protected too.  This Additional Insured Endorsement this is you to help us. 



Additional Insured Endorsement

2017CC201

City of San Diego and its 
respective elected officials, 
officers, employees, agents and 
representatives.



Insurance Samples - Policy Provisions

Policy #: 2017CC201

Required for: 
• CGL
• Auto

Can be an endorsement or a 
page from insurance policy 
document.

Required to have:
• The policy number needs to 

be on top. 

• If you have two separate 
policies, you need one for 
each.

Primary/Non-Contributory, 30-Day Cancellation Notice 
and Severability (Separation of Insured)
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We can accept policy provisions! This makes it easier on you and on the city to see that you hold the correct coverage required.

Some tips for locating the correct provisions:
Have your insurance broker send you a digital copy of your insurance documents.  Then if you have the technology, go into the PDF and search for “Primary” or “Non contributory”, hen highlight that part.
Do the same for Severability, which is often called “Separation of insured”

Can’t find these? Ask you insurance broker for help.

You can show these policy provisions, with pages from your policy- BE SURE TO INCLUDE THE POLICY NUMBER. And if your CGL and Auto have different policy numbers be sure to include proof of each part for both.



Insurance Samples - Policy Provisions

Policy #: 2017CC201
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Insurance Samples - Waiver of Subrogation

City of San Diego and its respective 
elected officials, officers, employees, 
agents and representatives.

Policy #: 2017CC201Required for:
• Workers Compensation 

Insurance

Required to have:

• “City of San Diego and 
its respective elected 
officials, officers, 
employees, agents and 
representatives.”

• The policy number 
needs to be on top.
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Insurance Samples – In Lieu Forms

Who should sign an Declaration 
in Lieu - Auto Liability?

• Your organization does not 
currently own any vehicles, 
and

• Your organization carries 
Commercial General 
Liability insurance for 
“hired” and “non-owned” 
autos.
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You are declaring you have something instead of something else. You can not have both things. 

Review the instructions on who should sign a declaration in lieu. The review your insurance Certificate of Insurance to ensure the two match correctly. You DO NOT need to return a declaration on lieu if you are not using it.





Insurance Samples – In Lieu Forms

Who should sign an Declaration 
in Lieu - Workers Compensation?

• Your organization has no 
paid employees, and

• All work to be performed 
under the contract will be 
done by solely by volunteers. 
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You are declaring you have something instead of something else. You can not have both things. 

Review the instructions on who should sign a declaration in lieu. The review your insurance Certificate of Insurance to ensure the two match correctly. You DO NOT need to return a declaration on lieu if you are not using it.





Tips for getting your insurance right.

• Carefully read Article VII of the contract.

• Review the visuals from the Contract Technical Assistance 
Workshop. 

• Share the insurance requirements found in Article VII of the 
contract and the visuals from this workshop with your 
organization’s insurance broker.

• Verify that your organization’s insurance policies will not expire 
in the next 90 days.



State & Federal Registrations

CA Dept. of Justice Charity Registration
• http://rct.doj.ca.gov 
• Status Needed: Current

Department of Industrial Relations
• http://www.dir.ca.gov/dlse/debar.html
• Organization is not listed as Debarred.

CA Secretary of State
• http://kepler.sos.ca.gov/
• Status Needed: ACTIVE

System for Awards Management
• www.sam.gov
• Status Needed: ACTIVE or No Results



California Secretary of State

Status Needed: ACTIVE



System for Awards Management

Status Needed: ACTIVE or NO RESULTS



State of California - Department of Justice

Status Needed: CURRENT



How can I expedite the process?

• Send complete and accurate insurance documents and keep 
the documents fresh throughout the year. 

• Verify that your organization’s status with state and federal 
agencies is – and stays – “active”/”current”. 

• Designate one person in your organization to be the point of 
contact for Commission staff. 

Presenter
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Expired insurance policies are a common factor in longer processing times for organizations’ contracts and reimbursement payments.  If your organization’s insurance policies are scheduled to expire in the next 90 days, obtain current policies as soon as possible. Set reminders on your calendar.

Delinquent registrations are a common factor in longer processing times for organizations’ contracts and reimbursement payments. Your organization’s registrations must be refreshed each year. Set reminders on your calendar.


Communications from Commission staff that are lost in an organization or directed to the wrong person in an organization are a common factor in longer processing times for organizations’ contracts and reimbursement payments.  
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