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Welcome OSP and CCSD Contractors!

Presenter
Presentation Notes
Gail - Welcome to the FY20 contracting workshop.  A very warm welcome to both returning contractors and organizations who are contracting with the City for the first time.This workshop will cover information about your organization’s FY20 contracting kit or contract renewal kit.  Much of the information will be the same for both groups.  I will let you know where something might apply to one but not the other. 



Who do I contact for help?

FY20 Contracts, Contract 
Renewals, Invoicing for 
Reimbursement, Mid-Year and 
Final Reports:

Gail Wingfield
Senior Arts and Culture Funding Manager
P: 619. 236. 6809
E: gwingfield@sandiego.gov

Karla Centeno
Arts & Culture Project Manager
P: 619.236.6849
E: KCentenoAgui@sandiego.gov

Presenter
Presentation Notes
First I want to introduce you to our funding team.  I am Gail….This is Karla Centeno, and many of you know Leticia Gomez.  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 THE CITY OF SAN DIEGO. In turn, we strive to provide high quality service to support you and your programs and services.If you need to help, please reach out to us, we are here to help! We want you to be successful! We are available and accessible and value your time, so we do our best to respond within 48 hours to all inquiries. We have also invested time and resources to provide the most helpful information possible in a variety of formats – online, through technical assistance workshops, office hours, emails and by phone.  What we ask in return is that you please read all instructions, and reference the information on our website thoroughly before you contact us. When you do call us, please be ready with your questions and information.  

mailto:gwingfield@sandiego.gov
mailto:KCentenoAgui@sandiego.gov


FY 2020 Fast Facts

Organizational Support Program
• 105 Funded
• Allocated: $10,065,625

Creative Communities San Diego
• 54 Funded
• Allocated: $1,388,935

Contract Period is from July 1, 2019 –
June 30, 2020.

Presenter
Presentation Notes
�Contracts are awarded through a competitive process EACH YEAR.  There are two main funding categories:The Organizational Support Program (OSP) provides unrestricted general operating support for arts and culture nonprofits.  Funds from this program help pay for overhead type costs such as rent, insurance, salaries, benefits, and security.Creative Communities San Diego (CCSD) provides sponsorship of an event, festival, parade or celebration that promotes neighborhood pride and community reinvestment, to 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 FY20 contract period is from July 1, 2019 to June 30, 2020.  All contracted activities need to occur within this timeframe. 



Where can I find all this info?

www.sandiego.gov/arts-culture/funding 

Presenter
Presentation Notes
Oh boy – I know this is a ton of information so far and we still have more to share with you. This info and a lot of other pertinent info is posted on the 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.



What is the funding process?

Presenter
Presentation Notes
Our funding process is best described by dividing it into (5) Phases. This is an ANNUAL PROCESS. Today, we will just be highlighting ONE phase, 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. 



What is included in the contract kit?

• One handbook for completing a contract or contract renewal kit

• One contract or contract renewal kit completion checklist

• For new contractors: Two complete contracts, unsigned

• One Exhibit A: Scope of Services

• For renewing contractors: Two copies of the contract renewal letter, 

unsigned

• One “Declaration in Lieu” of Required Auto Insurance

• One “Declaration in Lieu” of Required Workers’ Compensation Insurance

Presenter
Presentation Notes
The contract kit or contract renewal kit contains both your contract and all required documents, as well as instructions for filling out the information and optional forms. Let’s get started. Each kit contains the following materials:One handbook for completing a contract or contract renewal kitOne contract or contract renewal kit completion checklistTwo complete contracts, unsigned and One Exhibit A: Scope of Services OR, two complete contract renewal letters, unsignedOne “Declaration in Lieu” of Required Auto InsuranceOne “Declaration in Lieu” of Required Workers’ Compensation Insurance



I received my contract kit, now what?

Contract or Renewal Kit due: August 16, 2019, 5:00 p.m.

1. Read the instructions, the contract and Exhibit A, or renewal letter, 

Sign both contracts or letters and Declaration in Lieu (if applicable)

2. Return the following to the Commission for Arts and Culture:

• One complete contract or contract renewal letter, signed

• One duplicate contract or contract renewal letter, signed

• One Exhibit A: Scope of Services (for new contractors)

• Required Insurance Documents
• One “Declaration in Lieu” of Required Auto Insurance, signed if 

applicable
• One “Declaration in Lieu” of Required Workers’ Compensation 

Insurance, signed if applicable

Presenter
Presentation Notes
As I said earlier, this year we have some organizations who are executing a whole new contract and others who are executing a contract renewal. Much of this information applies to both groups. When there is a difference I will point it out.The contract begins in our office but journey’s around the City in order to be executed. I will walk you through the process the City goes through to create and execute a contract with each of the 159 contractors.



Complete Contract Kit

Contract with 
Exhibit A or 

Contract 
Renewal Letter, 
& Declaration in 

Lieu(s)

Organization’s 
Insurance Information

Organization’s
State and Federal 

Charity Registrations

Presenter
Presentation Notes
You have returned your contract kit to the Commission for Arts and Culture. What happens next?Once returned, Commission staff will review your contract kit. Staff checks for all required signatures, reviews the submitted insurance information for accuracy, and verifies that your organization’s charity registration statuses are up to date. If the materials are not accurate, staff will contact your organization’s point of contact to clarify or request new materials. Once complete and accurate materials have been received, the contract will begin its journey through the City for signature. Now Leticia will go through the insurance requirements and state and federal registration information.  This information is similar to last year’s contract, so this is a great refresher for our returning contractors.



What are the insurance requirements? 

• 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

Presenter
Presentation Notes
LETICIAWe value the work you do so much, we want you to be covered in case something happens.  I know this can feel confusing, and boring, but this is here to protect you! Commercial General Liability and some version of Auto Liability are both required for everyone in both programs. CCSD can have their insurance for the dates of their event, but it must cover clean up and tear down time.Workers comp is required for anyone who has at least 1 paid employee.. All volunteer organizations or events are not required to submit info about workers comp.Insurance must remain current during the entire contract period.  Should a contractor’s insurance expire, it can delay the execution of the contract or receipt of payment. Make a note of your insurance expiration date, and set calendar reminders to send updated insurance documents to City staff.



Required Insurance Documents

• Certificate of Insurance (COI)

• Additional Insured 
Endorsement for CGL

• Primary and Non-
Contributory Coverage for 
CGL

• Waiver of Subrogation for WC

• Declaration in Lieu, if 
applicable



Certificate of Insurance

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

Required for all organizations

Shows:
• Insurance coverage 

types 
• Policy numbers
• Expirations dates 
• Policy limits

Certificate holder should be 
listed as The City of San Diego

Presenter
Presentation Notes
A Certificate of Insurance is required for all organizations and shows important information about insurance coverage. The certificate shows your insurance coverage types, policy numbers, expiration dates and policy limits. 



Additional Insured Endorsement

The City of San Diego, its respective elected officials, officers, employees, and 
volunteers.

2018CC201

Required for Commercial 
General Liability 
insurance

Required Language:
“The City of San Diego, its 
respective elected officials, 
officers, employees, and 
volunteers”

The Policy Number needs 
to be printed on the top 
and needs to match the 
COI

Presenter
Presentation Notes
For Commercial General Liability please submit an Additionally Insured Endorsement naming:  The City of San Diego, its respective elected officials, officers, employees, and volunteers. The policy number also needs to be shown clearly on the document and needs to match the policy number shown on the certificate of insurance.



Additional Insured Endorsement

2018CC201

The City of San Diego, its 
respective elected officials, 
officers, employees, and 
volunteers.



Primary/Non-Contributory Coverage

Policy #: 2018CC201

Required for Commercial 
General Liability insurance

Can be an endorsement or a 
page from insurance policy 
document

The Policy Number needs to 
be printed on the top and 
needs to match the COI

Presenter
Presentation Notes
The next document also related to Commercial General Liability insurance is proof of Primary Non-Contributory Coverage. This can come in two forms:1. As an endorsement like what we see on this slide



Policy #: 2017CC201

Primary/Non-Contributory Coverage

Presenter
Presentation Notes
or as a page from your insurance policy information like we see here.Again, the policy number must be clearly typed on the document.



Waiver of Subrogation for Workers Comp.

The City of San Diego, its respective 
elected officials…(see your original 
contract for full sentence).

Policy #: 2018CC201Required for Workers 
Compensation insurance

Required Language:

Please check Article VII, 
Section 7.2.5.1 Additional 
Insured Status in your 
original contract 

The Policy Number needs 
to be printed on the top 
and needs to match the COI

Presenter
Presentation Notes
Moving on to Workers Compensation Insurance. If your organization’s scope of services will be preformed by a paid employee you are required to carry workers comp insurance. In addition to seeing Workers Compensation listed on the Certificate of Insurance, you need to provide a Waiver of Subrogation for this policy. This document is also required to have specific language and the policy number clearly typed on the document.



Declaration in Lieu Forms

Declaration in Lieu, if 
applicable:

Automobile Liability

Worker’s Compensation 
Insurance

Presenter
Presentation Notes
The final documents are Declaration in lieu forms.  There are two forms, one for full auto coverage and one for Workers Comp insurance.  Prior to signing a declaration in lieu form, review your organization’s Certificate of Insurance. Pay close attention to the Automobility Liability and Workers Compensation boxes.



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 auto liability 
insurance for hired &  
non-owned autos.

Presenter
Presentation Notes
All organizations are required to carry basic automobile insurance.  But your organizations is eligible to carry the minimum if you currently do not own and vehicles and your automobile liability insurance covers Hired Autos and Non-Owned Autos. Look at your Certificate of Insurance. The two boxes labeled Hired Auto and Non-Owned Auto should be checked, and the box labeled Any or All Autos should not be checked. If this is true, then you organization needs to sign the Declaration in Lieu of Auto Insurance. This declares that your organization has the minimum amount of insurance provided.If your certificate of insurance has “All” or Any Auto” checked, you do not need to sign the Declaration in Lieu form for Automobile coverage.



In Lieu Forms- Workers Compensation

Who should sign an Declaration in Lieu - Workers 
Compensation?

• Your organization has no paid employees, and

• All work to be performed under the contract is 
done solely by volunteers.

Presenter
Presentation Notes
If your organization does not have paid employees, and the scope of services for the contract will be performed by volunteers you are not required to carry Workers Compensation insurance, but your organization does need to sign a Declaration in Lieu form for this contract. Again, look at your certificate of insurance, under workers comp there will be no information listed.  If this is true, sign the Declaration in Lieu of Worker’s Comp insurance.



Tips for getting your insurance right

• Carefully read Article VII of your contract.

• Review this presentation.

• Share the insurance requirements found in Article VII of 
the contract and this video with your insurance broker -
they are an insurance expert.

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

• Ensure that policy numbers typed on the endorsements 
match those numbers stated on the Certificate of 
Insurance. 



State & Federal Registrations

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

CA Secretary of State
• https://businesssearch.sos.ca.gov/
• Status Needed: Active

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

Presenter
Presentation Notes
Now moving on to the final part of the contract kit, state and federal registrations.CA Department of Justice Charity RegistrationCA Secretary of State Business RegistrationCan not be debarred from the Department of Industrial RelationsAll nonprofits must be current with these organizations to be considered in good standing with the State and Federal government. Something to note is that these statuses are rolling. That is: they expire at different times for different organizations during the course of the contract period.  A contractor is responsible for knowing when their status needs to be updated. What that means for this process, is that at any point in processing the contract should their status change, it can stop the execution of the contract until it is corrected.

https://www.dir.ca.gov/dlse/debar.html


California Secretary of State

Status Needed: Active



State of California - Department of Justice

Status Needed: CURRENT

Presenter
Presentation Notes
Now Gail will talk about the journey your contract takes through the City and how you can help expedite the process.



How can I expedite the process?

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

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

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

Presenter
Presentation Notes
GAILThere are three main areas where you can help expedite the process of completing your contract and receiving reimbursement:(1) Expired insurance policies are a common factor in longer processing times for organizations’ contracts and reimbursements.  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.(2) 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.(3) Communications from Commission staff that are lost in an organization or directed to the wrong person in an organization is a common factor in longer processing times for organizations’ contracts and reimbursements.  



Contract’s Journey Through the City

Purchasing 
and 

Contracting

City 
Attorney’s 

Office

Arts & Culture 
Commission 

Staff

Presenter
Presentation Notes
The contract is routed to multiple City departments including Purchasing and Contracting and the City Attorney’s Office. Each department reviews the contract materials, verifies charity registrations are still current and signs the contract. The City goes through this process to create and execute a contract with each of the 159 contractors.



Purchase Order’s Journey in the City

ARIBA

Internal 
Approval

Purchasing & 
Contracting

Presenter
Presentation Notes
Once we have walked all over the City complex executing the contract, we are ready to set aside the funds for your reimbursement. This is where it goes through the City’s accounting system to open a Purchase Order. The purchase order is a way that the City reserves money to be spent with a specific vendor- you! 



Contract Process is Complete!

Presenter
Presentation Notes
Our goal is accomplished! Your organization now has a duplicate signed contract and a purchase order. Those of you executing contract renewal will received a signed letter and a purchase order. If you have expended your funds and acquired your matching income you’re ready to submit an invoice for reimbursement.



Invoices for Reimbursement

Organizational Support Program

• Refer to your contract for 

reimbursement criteria

• Does not need to be every three 

months

Creative Communities San Diego

• Refer to your contract for 

reimbursement criteria

Presenter
Presentation Notes
Lets briefly cover the invoice for reimbursement requirements.Please refer to Article III of your contract.  In this article there is a section on OSP Invoicing and CCSD Invoicing that gives you the criteria for submitting invoices for reimbursement.



Invoice for Reimbursement

All requests must show line items for eligible 

expenses and equivalent matching income.

Cannot submit a final invoice for 

reimbursement until two things happen:

1. Services have been completed;

2. Final Performance Report has been 

submitted.

Electronic Funds Transfer forms are available 
for download.

Presenter
Presentation Notes
Note there is a invoice for reimbursement template included in your handbook as an appendix.



Reporting Requirements

Mid-Year Performance Report
• Process improvement questions
• Data collection questions
• Released early October
• Submitted online

DataArts Funder’s Report

Final Performance Report
• Share successes and challenges
• Financial reporting
• Data collection questions
• Released early October
• Submitted Online
• Final invoice can be submitted once final 

report is received

Actual content of reports is subject to change.

Presenter
Presentation Notes
Data is important.  Data from the mid-year performance report allows staff to utilize your feedback to streamline the application process and address your needs with such things as the digital marketing workshop that was held last May.  The DataArts funder’s report serves multiple purposes.  You get insights into your organization's financial and programmatic health which allows you to easily monitor these areas over time, which gives you a clear picture of your organization’s progress.  In turn, it can inform your decision-making, and help you make a stronger case to stakeholders. The final performance report gives us both quantitative and qualitative data we can use to tell your story and the impact you are having throughout our city.  



Acknowledgement

If you received support from only the 

Commission:

• Use the Commission for Arts and 

Culture Department Logo

If you received support from the 

Commission and other City 

departments including Libraries, City 

Council, Parks and Rec.:

• Use the City of San Diego Logo

Download logos here: https://www.sandiego.gov/arts-culture/funding

All contractors are required to acknowledge City support in printed materials for their 
programs or event. Include the credit: Financial support is provided by the City of San 
Diego.

Presenter
Presentation Notes
Please note the correct logo for the Commission for Arts and Culture.  Both this logo and the City logo are available on our website.

https://www.sandiego.gov/arts-culture/funding


Need additional help? Sign up for office hours!
Organizations may sign up for one-on-one, 30-minute appointments 
with Commission staff.

When: Every Thursday from July 25 - August 8, 2019 from 9:00 a.m-
12:00 p.m.

Where: Appointments take place in person at the Commission for 
Arts and Culture office, located at 1200 Third Avenue, Suite 924 in 
downtown, San Diego, or via phone.

Appointments are scheduled on a first-come, first-serve basis.  All 
appointments begin at the top of every half hour.

Additional Technical Assistance

Contact Gail Wingfield:  gwingfield@sandiego.gov



Questions?

Contract or Renewal Kit due: 
August 16, 2019, 5:00 p.m.
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