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Welcome Future OSP and CCSD Contractors!



1. Contractual Requirements

2. Contracting Process

3. Q & A 

TODAY’S AGENDA



FY 2021 Fast Facts

Organizational Support Program
• 113 Funded
• Allocated: $5,066,572

Creative Communities San Diego
• 55 Funded
• Allocated: $699,406

16 new organizations! 



What is the funding process?



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: A complete contract, unsigned, pdf

• One Exhibit A: Scope of Services

• For renewing contractors: A contract renewal letter, unsigned, pdf

• One “Declaration in Lieu” of Required Auto Insurance

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



Covid-19

Let’s take a minute to address Covid-19 and FY21 contracts. We 

understand that Covid-19 has dramatically impacted your organization’s 

revenues and budget as well as programming and engagement. We 

understand that health and safety guidelines may affect your ability to 

execute the activities and programs as proposed in your application for 

the FY21 funding cycle.  Because of this, we plan to work with you 

throughout this contract year, and ask the following of you now:



Covid-19

OSP Partners: Attach with your signed contract renewal letter, a memo, 

approximately 1-page in length, on your organization’s letterhead 

updating us on what FY21 may look like for you. The OSP category 

provides General Operating Support. Please outline general changes to 

your scope that may include reopening plan, programming changes, 

operational impact including staff changes, and in addition, we want to 

hear about any new responses you may have, including any alternative 

methods of programming and outreach. 



Covid-19

CCSD Partners:  Attach with your signed contract renewal letter, a 

memo, approximately 1-page in length on your organization’s 

letterhead updating us on what FY21 may look like for you. The CCSD 

category is project specific support, and we will continue to support you 

as long as the general scope of the project will still be realized. We 

understand that shifts may need to happen, so in your memo please 

include any plans for change of venue, change of date, or modifications 

to your scope to meet health and safety guidelines. Please remember 

that a full shift into a virtual format does not constitute fulfillment of 

your proposed scope. 



I received my contract kit, now what?

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

2. Print, Sign (wet signature), Scan and EMAIL the contract with Exhibit 

A or letter and memo by August 31, 2020

3. Submit the following to the Commission for Arts and Culture via 

EMAIL by September 25, 2020:

• Required Insurance Documents

• Proof of Current Registrations

What if it’s late?



1. Contractual Requirements



Contractual Requirements

CONTRACT PERIOD: July 1, 2020 – June 30, 2021

INVOICING

• You must have an executed contract and a PO# 

• You have to incur the expenses first, then invoice.

• Expenses must be incurred between July 1, 2020 and 

June 30, 2020. 

• You cannot pay for the following with City funds:

• alcoholic beverages, travel, meals, lodging, entertainment, 

capital or equipment outlay, buildup of reserves, or the 

purchase of awards, trophies, gifts or uniforms, lobbying, 

religious activities or political activities.

• You must leave at least 10% of award for final invoice

• Final invoice is due by July 31, 2021



Contractual Requirements

REPORTING

Mid-Year Performance Report

Final Performance Report

Narrative Questions:
• Share successes and challenges
• Feedback

Financial Disclosures
• Financial reporting- DataArts
• Financial Disclosures:

• 10k award: Balance Sheet & Income Statement
• 75k award: Audited Financials

• Arts Impact Data Survey 
• Data Collection tools

• Images & Acknowledgements

Actual content of reports is subject to change.

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


Contractual Requirements

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.

ACKNOWLEDGEMENTS

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


2. Contracting Process



Complete Contract Packet

Signed Contract 

with Exhibit A or 

Contract 

Renewal Letter

+ Memo

Organization’s 
Insurance Documents

Organization’s
State and Federal 

Charity Registrations



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



Required Insurance Documents

• Certificate of Insurance (COI)
• Additional Insured Endorsement for CGL: “The City, its 

officers, officials, employees, and volunteers” (FY21) 
Article 7.2.5.1

• Primary and Non-Contributory Coverage for CGL

• Workers Comp Coverage
• Waiver of Subrogation
• Declaration in Lieu, if applicable

• Auto Insurance
• Any Auto / Owned + Hired & Non-owned
• Hired & Non-owned + Declaration in Lieu



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



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” (Article 7.2.5.1)

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



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



Policy #: 2017CC201

Primary/Non-Contributory Coverage



Workers Compensation

Workers Comp Insurance

Required for all organizations with employees.

• If you have employees, then include workers comp insurance and Waiver 
of Subrogation

• If Your organization has no paid employees, and all work to be performed 
under the contract is done solely by volunteers, then you can submit a 
Declaration Lieu



Waiver of Subrogation for Workers Comp.

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

Policy #: 2018CC201

Required for Workers 
Compensation insurance

Waiver of Subrogation

Please check Article VII, 
Section 7.2.5.4 in your 
original contract 

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



Auto Insurance

Auto Insurance

Required for all organizations

• If your organization owns 
vehicles, then include “Any 
Auto” or “All owned, hired, & 
non-owned”

• If your organization does not 
currently own any vehicles, 
then include auto liability 
insurance for hired &  non-
owned autos AND submit the 
declaration in lieu.



Declaration in Lieu Forms

Declaration in Lieu, if 
applicable:

Automobile Liability for 
owned vehicles

Worker’s Compensation 
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 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

Click the links, search for your org, save a screenshot of search 
results as pdf and submit with your contract packet. 

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


California Secretary of State

Status Needed: Active



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 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. 



Contract’s Journey Through the City

Purchasing 
and 

Contracting

City 
Attorney’s 

Office

Arts & Culture 
Commission 

Staff



Contract Process is Complete!



Completing an Invoice



Where can I find all this info?

www.sandiego.gov/arts-culture/funding 



Online Resources
Visit our website for to watch this presentation, download it as a pdf, 
and access other helpful tools. 

Need additional help? Sign up for office hours!
Organizations may sign up for one-on-one, 30-minute appointments 
with Commission staff.  These can be via teleconference or phone, 
whichever works for you. We’ll send out a sign-up so you can reserve 
your spot.

Email us!

Additional Technical Assistance



Who do I contact for help?

FY21 Contracting Questions:

Leticia Gomez Franco
Senior Arts and Culture Funding Manager
E: gomezL@sandiego.gov

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

mailto:gomezL@sandiego.gov
mailto:KCentenoAgui@sandiego.gov


Questions?
Signed Contract + memo due

August 31, 2020
Complete Contract Packet due

September 25, 2020


