
 

Agreement Management Guide for Renewals 
For Organizations Awarded Arts and Culture Funding in Fiscal Year 2024 

These instructions are for organizations that have been approved for a funding 
award in FY24 after submitting a request for, and being granted, the option to renew 
their prior agreement through the City of San Diego’s (City) Organizational Support 
Program (OSP) or Creative Communities San Diego (CCSD). This is not for those 
organizations receiving a new agreement for Fiscal Year 2024 or for projects with a fiscal 
sponsor. 

All renewals are now processed in Adobe Sign! 

All OSP and CCSD funding agreements and renewals with the City are now processed 
exclusively using Adobe Sign for digital signing and document upload. A renewal 
letter will be sent to the e-mail address of your organization’s director that was 
specified in the FY24 Part 1 funding application. Access your contract in Adobe Sign 
in order to sign the renewal letter. Please be sure to fill in all mandatory fields such 
as your title with the funded organization, signature and required attachments. 

How to complete your renewal: 

Review your renewal letter: 
Confirm that these unique details in the renewal agreement are accurate: 

Contact Information 
Total TOT Funding Awarded 

Pay special attention to agreement requirements such as: 
Matching Requirement Amount  
Mandatory Reporting (including Financial Disclosures) that differ from 
original agreement 

Prepare to attach the required documents 
1) California Department of Justice Charity Registration (see instructions) 
2) California Secretary of State Business Listing (see instructions) 
3) U.S. Government System for Award Management (SAM) Debarment Search 

(see instructions) 
Prepare to attach optional documents 

1) Optional memo for FY24 scope of activities update (mandatory if there have 
been significant changes impacting your organization or project since the 
submission of your application.) 

Sign the document in Adobe Sign per instructions in your e-mail and include 
name/title. 
  
If your organization agrees to the terms and conditions of the agreement and can 
perform the general scope of activities (Exhibit A of the agreement) then sign the 
agreement in Adobe Sign and insert your name and title in the specified fields on the 
last page of the contract.  
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Required Attachments 

In order to complete and sign your renewal in Adobe Sign you must attach required 
documentation to your renewal as part of the signing process:  
 

1. California Department of Justice Charity Registration (mandatory) 
a. See Appendix A for instructions 

2. California Secretary of State Business Listing (mandatory) 
a. See Appendix B for instructions 

3. U.S. Government System for Award Management (SAM) Debarment Search  
(mandatory) 

a. See Appendix C for instructions 
4. FY24 Scope of Activities update (optional*) 

 

Items 1-3 above must be uploaded in EXACTLY the same format as shown in 
Appendices A-C. Do not upload any other documentation or registrations in a format 
other than what is shown. Doing so may delay your contract and ability to receive 
timely funding.  
 
*If your organization is unable to fulfill general delivery of scope of activities or 
meet other obligations such as the required match, financial disclosures, etc., you 
are able to decline your award with no negative impact to future funding 
opportunities by sending a formal notification of decline via email to Kip Eischen at 
JEischen@sandiego.gov. 

 
When must the renewal be completed in Adobe Sign? 

The City must receive renewal letters that are signed and executed with all required 
attachments uploaded into Adobe Sign by 6:00 pm on Friday, September 8, 2023. 
The receipt of a signed renewal letter with all required attachments is considered a 
formal acceptance of award. Signed agreements not received by the September 8, 
2023 deadline will be considered declined.  
 
Organizations that don’t meet the deadline will receive a deficiency in “Performance 
on Past City Agreements” of the FY25 Part 1 Application and may be deemed non-
qualified for future funding.  
 
Still need help? 

If you have read everything in the handbook and instructions and followed specified 
steps and still require more information contact Kip Eischen at 
JEischen@sandiego.gov.  
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What is the process for receiving award payments after the renewal letter is signed 
and completed? 

Awards are distributed in two separate payments. Organizations are NO LONGER 
REQUIRED to request reimbursement through invoices to the City. The payment 
process is in three steps as follows: 

1) First payment: 85% of award 
a. The first payment is an 85% advance of the total allocated award. This 

first 85% payment is intended to serve as an advance early payment. 
The issuance of the first payment does not require any invoice or 
reporting beforehand. The first payment will be sent during Fall 2023 
after your agreement is fully executed.  

2) Second/ Final payment: 15% of award 
a. The final payment is 15% of the total allocated award. Organizations 

are eligible to receive the final payment upon completion of the Final 
Report and associated surveys. The Final Report will include multiple 
components including the Final Report made available during Spring 
2024. In order to become eligible for the final payment/ total award 
organizations must demonstrate 100% of the match requirement as 
well as eligible expenses for 100% of the total award on the Final 
Report. Look out for additional updates. 

 

Acknowledgement 

Publicly acknowledging your award from the City helps people understand the 
impact of public arts funding and the broad range of activities transient occupancy 
tax dollars support.  
- Credit: Recipients are required to acknowledge the award in advertisements 
relating to activities funded, including print, online, and broadcast; by using the 
City’s Commission for Arts and Culture logo and the following credit line: “Financial 
support is provided by the City of San Diego through the Commission for Arts and Culture.” 
City’s Commission logo can be found here under Agreement Management Materials.  

- Social Media: Recipients who have active social media accounts, are encouraged to 
acknowledge the City in posts related to the work in which awarded funds are used 
and to tag the Commission for Arts and Culture’s Instagram @SDArtsCulture and 
use the SDArtsandCulture hashtag in relevant social media posts.  
 
City’s social media:  
Instagram: tag @SDArtsCulture  
LinkedIN: tag @City of San Diego followed by #SDArtsAndCulture 
Facebook: tag @City of San Diego followed by #SDArtsAndCulture 
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Getting it right  
-Choose one person to be the lead contact at your organization. 
-Keep your contact information up to date with your agreement manager. 
-Read all instructions and provided documents. 
-Still have questions? We are here to help. Email us for assistance. 
-Be patient. Internal City processes often take longer than you think. 
-Keep detailed records; it makes reporting easier. 
-Take advantage of opportunities for help, such as technical assistance 
workshops, office hours and online resources. 
-Start the agreement process early and allow enough time to review the 
accuracy of the required agreement documents before submittal. 
 

What expenses are eligible? 

Funding allocations are disbursements for eligible expenses, which means expenses 
in the amount of your award must be documented. Organizations are only eligible 
for the full award amount upon submitting reports and demonstrating required 
documentation of expenses. Eligible expenses are those made to assist an 
organization in its annual operating program (OSP) or related to the specific project 
proposed (for funding through CCSD scope of activities) in support of your 
organization’s mission that is focused on the development, production, service or 
presentation of arts and cultural activities in the city of San Diego.  
 
What expenses are ineligible? 

Please refer to pages 8-9 of the FY24 OSP and FY 24 CCSD guidelines for expenses 
ineligible for reimbursement. Categories of ineligible expenses include religious 
activities, lobbying or voter-related activities, re-granting, tuition, capital outlays 
for equipment or improvement of facilities, contests and competitions including 
prizes, travel costs such as transportation or lodging, donation to individuals or 
entities, cash reserves/endowments, fines/deficit or debt payments, food, alcohol or 
beverages for hospitality and expenses to support activities primarily aimed at 
fundraising.  
 
What information about expenses is needed? 

The Final Report will request documentation of eligible expenses for 100% of the 
total award. The reports will have tables for expenses in which organizations must 
record the following for each expense: 

Description of the expense 
Amount of the expense 
Vendor or employee name 
Date of payment 
Payment type: check, credit card or direct deposit (if paid for with a check, 
include the check number under payment type) 
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What additional documentation of expenses is required? 

Invoices and proofs of payment must be kept on file as stated in Article 5.2 of your 
agreement.  

Expenses Paid for by check 
Check number to be included in itemized expenses table. Organizations 
are not required to submit copies of invoices or canceled checks. 

Expenses Paid for with credit card 
Copies of the itemized receipts. 
A copy of the credit card statement with the expenses highlighted.  
The City is unable to reimburse these purchases without full 
itemization. 

Expenses Using direct deposit (payroll expenses only) 
A copy of the statement from the payroll company with the expenses 
highlighted. 
 

What are the match income requirements? 

Pursuant to funding guidelines, all recipients are required to match their funding 
award. The organization’s required match amount is stated in the renewal letter. All 
matching income must be received during the funding activity period; for FY4 this is 
from July 1, 2023 - June 30, 2024. Information on matching requirement 
calculations can be found in Section 4 of the FY24 funding guidelines. 
 

Matching funds can come from:  
Contributed income, such as, but not limited to, donations from individuals, 
foundations, corporations, or other government entities. 
Earned revenue, such as, but not limited to, ticket sales, gift shop income, or 
program fees. 
Matching funds cannot come from: 
Funds received from the City of San Diego.  

 
What information about match income is needed? 

On the match income table record the following for each income source: 
Description of income source 
Amount of funds from the source 
Date the funds were received  

 



APPENDIX A
California Department of Justice Charity Registration Check
Registry Verification

STEP 1:
• Search by one of the 

following:
• Organization Name
• FEIN (no dashes)
• State Charity Number
• SOS/FTB Number (no 

dashes)
• Click “Search”

STEP 2:
• Upon search a table will populate under 

the below column headers.
• The entry under the status column should 

read “Current”

https://rct.doj.ca.gov/Verification/Web/Search.aspx?facility=Y


California Department of Justice Charity Registration Check
Registry Verification

STEP 3:
• Clicking on your entity name in the search results will navigate to the “Registrant Details” page 

seen below
• Print the entire webpage to pdf (right click then print then select pdf) to ensure that all details 

are included 
• Save the pdf for upload into your contract in Adobe Sign

https://rct.doj.ca.gov/Verification/Web/Search.aspx?facility=Y


APPENDIX B
California Secretary of State Business Listing Check

STEP 1:
• Search by organization name or 

Secretary of State file number 

STEP 2:
• Upon search a table will populate under the below 

column headers.
• The entry under the status column should read 

“Active” 

California Secretary of State

STEP 3:
• Upon searching your entity name will come up under the “Entity Information” column. 
• Click the blue box with the name of your organization under the “Entity Information” column 

to reveal additional details

https://bizfileonline.sos.ca.gov/search/business


California Secretary of State Business Listing Check

STEP 4:
• Upon clicking your entity name in the “Entity Information Column” after the search

results a gray box, as seen to the right, will pop up showing various statuses with state
organizations

• Take a screenshot of this entire page, showing the box at right, or print the webpage to
pdf

• Save the file or pdf for upload to your contract in Adobe Sign

California Secretary of State

https://bizfileonline.sos.ca.gov/search/business


APPENDIX C
U.S Government System for Award Management (SAM) Check

SAM.GOV

STEP 1:
• Create an account by 

entering in a valid e-mail 
address, selecting a 
language and 
reading/accepting Rules of 
Use.

• There is a two-step 
verification process for 
logging in. Follow 
instructions and click the 
links through the e-mail you 
provided when prompted. 

STEP 2:
• Begin the search on the 

“Search” tab after log-in
• Expand the “Select 

Domain” box by clicking +
• Select “Entity Information”

STEP 3:
• Type in your Organization name under “Entity 

Name”
• Ensure ALL THREE of the following boxes are 

checked
• Active
• Inactive
• ID Assigned

https://sam.gov/


U.S Government System for Award Management (SAM) Check
SAM.GOV

STEP 4:
• Clicking on the Entity Name from the prior search step will 

navigate to an Entity Information Page
• Download the page or take a screenshot of the basic data 

shown above 
• An active registration status is not required
• The SAMS check is to ensure that your organization is not 

debarred

NOTE:
• Your organization may not be registered with the SAMS system
• Registration is not required for contracting with the City
• If your organization is not registered please send a screenshot of the search dialogue box in 

Step 3 with your organization name typed in the Entity Name Box and the “No results found” 
message

STEP 5:
• Save the screenshot or downloaded pdf of either your entity information page or the “No 

matches found” dialogue box with your organization’s name in the “Entity Name” field for 
upload to your contract in Adobe Sign

https://sam.gov/
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