Commission for
SD.) Artsand Culture

FINAL PERFORMANCE REPORT FOR FISCAL YEAR 2016 OSP CONTRACTS
Submission Instructions and Checklist
Due no later than August 31, 2016 at 5:00 p.m.

Thank you for providing arts and culture services to The City of San Diego in Fiscal Year
2016. We appreciate the work your organization has done over the last year to serve San
Diego’s residents and visitors. Please read these instructions before completing and
submitting the final performance report. A checklist of required materials is included.

The final performance report must be submitted online via https://sandiego.cgweb.org no
later than August 31, 2016 at 5:00 p.m. Only submissions through the online portal will be
accepted; no hand-delivered, emailed or mailed reports will be accepted. FY16
reimbursement payments, FY17 contracts and FY18 applications may be withheld or
suspended, if all FY16 contractual obligations—including the submission of a complete and
accurate FY16 Final Performance Report by the deadline—are not fulfilled.

To access the Final Performance Report form:

1. Go to https://sandiego.cgweb.org/login.php and log in using your organization’s
username and password. Use the same login information that was used for the
application.

2. Select “Edit Profile” on the left side bar. Review and make sure your organization’s
contact information is accurate.
3. Select “Current Programs and Applications” on the left side bar.

4. Locate your organization’s FY16 OSP Final Performance Report form. Be sure to
select the “OSP Final Performance Report”
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CHECKLIST OF REQUIRED MATERIALS FOR SUBMITTING
FY16 OSP FINAL PERFORMANCE REPORT

SECTION 1. FINANCIAL DISCLOSURES FOR PERIOD OF 07/01/15 - 06/30/16
ALL OSP Contractors must submit:

O Annual report in .pdf format (A report generated in CDP a.k.a. DataArts is
acceptable.)

O Total amount of FY16 funding received through The City of San Diego Commission
for Arts and Culture

O Completed table showing expenditures reimbursed with City funds

ADDITIONAL REQUIREMENT for OSP Contractors receiving a total amount of funding
equaling $10,000 or more:

O Statement of activities (a.k.a. income statement) in .pdf format (A report generated
in CDP a.k.a. DataArts is acceptable.)

O Statement of financial position (a.k.a. balance sheet) in.pdf format (A report
generated in CDP a.k.a. DataArts is acceptable.)

ADDITIONAL REQUIREMENT for OSP Contractors receiving a total amount of funding
equaling $75,000 or more:

O Audited financial statements in .pdf format

SECTION 2. NARRATIVE QUESTIONS

O Responses to all the questions are required.

SECTION 3. ATTACHMENTS

O Attach a minimum of one (1) and a maximum of three (3) examples (in .pdf format)
of crediting The City of San Diego Commission for Arts and Culture in your
organization's promotional materials

TIP: Saving a copy of your organization’s online submission is strongly recommended.

A confirmation notice will be emailed upon the City’s receipt of the final performance
report. The notice indicates only that the submission has been received; the notice does
not serve as confirmation that the submission is complete and accurate.
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A confirmation notice will be emailed upon the City’s receipt of the final
performance report. The notice indicates only that the submission has been received; the
notice does not serve as confirmation that the submission is complete and accurate.
Commission staff will review the submitted information and contact your organization if it
is found to be incomplete or inaccurate. Saving a copy of your organization’s online
submission is strongly recommended. To save a copy of the Final Performance Report, use
the Current Programs and Applications page in the online portal; find the FY17 Final
Performance Report listing and select PDF on the bottom line. This will automatically
generate a PDF of the submitted report.
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INSTRUCTIONS FOR SUBMITTING
FY16 OSP FINAL PERFORMANCE REPORT

The final performance report must be submitted online via https://sandiego.cgweb.org no
later than August 31, 2016 at 5:00 p.m. To access the Final Performance Report form:

1.

Go to https://sandiego.cgweb.org/login.php and log in using your organization’s
username and password. Use the same login information that was used for the
application.

Select “Edit Profile” on the left side bar. Review and make sure your organization’s
contact information is accurate.
Select “Current Programs and Applications” on the left side bar.

Locate your organization’s FY16 OSP Final Performance Report form. Be sure to
select the “OSP Final Performance Report”

SECTION 1. FINANCIAL DISCLOSURES FOR PERIOD OF 07/01/15 - 06/30/16

ALL OSP Contractors must submit:

O Annual reportin .pdf format (A report generated in CDP a.k.a. DataArts is

acceptable.) Instructions for using CDP (a.k.a. DataArts) to generate reports can be
found later in this document.

Total amount of FY16 funding received through The City of San Diego Commission
for Arts and Culture. Calculate the total by adding the “Total Contract Amount”
found in Article 3.1 of the contract and the total amount of funding stated on any
amendment your organization might have received for augmentations from the
Mayor and/or City Council.

Completed table showing expenditures reimbursed with City funds. How were OSP
funds spent? Reference your organization’s FY16 Contract Exhibit A and Request for
Payment forms. Use the expense categories provided to detail the allocation of
funds.

ADDITIONAL REQUIREMENT for OSP Contractors receiving a total amount of funding

equaling $10,000 or more:

O Statement of activities (a.k.a. income statement) in .pdf format. A statement of

activities reports revenues such as contributions, program fees, membership dues,
grants, investment income, and funding released from restrictions. An “Unrestricted
Activity Trend Report” generated through CDP (a.k.a. DataArts) is acceptable.
Instructions for using CDP (a.k.a. DataArts) to generate reports can be found later in
this document.

Statement of financial position (a.k.a. balance sheet) in.pdf format. A statement of
financial position reports your organization’s assets, liabilities and the difference in
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their totals. A “Balance Sheet Report” generated through CDP (a.k.a. DataArts) is
acceptable. Instructions for using CDP (a.k.a. DataArts) to generate reports can be
found later in this document.

ADDITIONAL REQUIREMENT for OSP Contractors receiving a total amount of funding

equaling $75,000 or more:

O Audited financial statements in .pdf format. Audited final statements are those

which have been prepared in accordance with generally accepted accounting
principles (GAAP) and audited by a Certified Public Accountant, in accordance with
generally accepted accounting standards (GAAS). Should the closing of your
organization’s fiscal year prevent you from including the requisite audited financial
statements by August 31, 2016 at 5:00 p.m., please provide a brief explanation and
the estimated date that the materials will be submitted to the Commission (1,000
characters). Under no circumstances will these requisite audited financial
statements be accepted more than one hundred-fifty (150) calendar days from the
end of the fiscal year (June 30, 2016). All requisite audited financial statements are
due to the Commission by November 28, 2016 at 5:00 p.m. without exception.
Audited financial statements submitted between August 31, 2016 and November 28
2016 shall be emailed to Whitney Roux at wroux@sandiego.gov

SECTION 2. NARRATIVE QUESTIONS

O Responses to all the questions are required.

Organizational Reflection:

1.

Besides financial resources, what does your organization believe are the three most
pressing issues facing arts and culture non-profit organizations in San Diego and
what indicators lead your organization to believe this? The Commission wants to
understand the most pressing and widespread challenges arts and culture
contractors are experiencing to inform future initiatives. (3,300 characters)

Please list the source and income percentage your organization was successful at
procuring and/or generating in FY16 to meet your contracted match requirement?
The total match amount required is found in Article 3.1.2 of your contract. Prior to
answering please review the information provided on the Match Income Tables on
submitted Requests for Payment forms. (3,300 characters)

What percentage of your organization’s total budget came from the FY16 contract
award?
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Process Improvement:

4. Is FY16 the first year your organization was awarded a contract through The
Commission for Arts and Culture? If yes, how did you first hear about applying for
funding through The Commission for Arts and Culture?

A. Email
Attendance at a monthly Commission meeting
Twitter

Commission’s website: www.sandiego.gov/arts-culture

m o N w

Other - Please describe (250 characters):

5. What are your organization’s top two preferred methods for receiving
communications from The Commission for Arts and Culture? Select two.

Email
Attendance at a monthly Commission meeting
Twitter

Commission’s website: www.sandiego.gov/arts-culture

m o N W >

Other - Please describe (250 characters):

6. Help us spend your time and our time wisely: Does your organization find our live,
in-person technical assistance workshops for groups helpful in working with the
Commission?

A. Yes
B. No
C. Don't know

7. Any tips your organization can offer to help us improve our live, in-person technical
assistance workshops for groups? (1000 characters)

8. Help us improve our technical assistance offerings. What other formats would your
organization prefer? Select your top two most preferred options.

A. Live Webinar or Teleconference with Q&A

B. Recorded Webinar or Teleconference

C. Instruction Manual

D. One-on-one meetings with Commission staff
E. Other - Please describe (250 characters):
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SECTION 3. ATTACHMENTS

O Attach a minimum of one (1) and a maximum of three (3) examples (in .pdf format)
of crediting The City of San Diego Commission for Arts and Culture in your
organization’s promotional materials

Questions? Whitney Roux, Arts and Culture Funding Programs Coordinator

WRoux@sandiego.gov or (619) 236-6798
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Instructions for Using CDP (a.k.a. DataArts) to Generate Reports

Using your organization’s CDP
information login to CDP-

http://www.culturaldata.org/

On the left hand side review the tabs, and
select MY ANALYTICS.

Then select NEW ANALYTICS REPORT.

View the sidebar menu for a list of
options, select:

ANNUAL REPORT

OR

UNRESTRICTED ACTIVITY
OR

BALANCE SHEET

For UNRESTRICTED ACTIVITY and
BALANCE SHEET only: Select TREND

CULTURAL DATA
PROJECT

FUNDER REPORTS

New Analjtic Report
Saved Analtics

fnalyiics Users

Contact Suppon Center
Getting Started

Training and Resources

SYSTEM REQURENENTS

TERMS OF SERVICE &
PRIVACY POLICY

ABOUT CALIFORNIA COP
LoGoUT

MY CDP

DING STRENGTH
THROUGH INFORMATIO

Welcome, City of San Diego Commission for Arts and Culture!

My CDP gives you access to all your Data Profiles, Funder Reports for your grant applications. ¢

Note
The Cultural Data Project is becoming DataArts

The DataAsts Support Center is open M-F Sam to 8pm
ET - 877-707-DATA(3282) - help@culiuraldata org

Tip

5| Do you have a Da
@-‘ “Submitted - Call
below? Call us to walk throug
can gve your Data Profle a g
Complete status. On average
minutes.

o Do you have a Data Prof
"Submitted/Completed” belov
through with the submission (
Data Profile can now be used
Reports. Your Data Profile n¢
through a review process

Add a New Profile

Fiscal year-end date (mm/ddiyyyy)
Fiscal yearend help
My Data Profiles
" WELCOIE CITY O SAN DEGD Cou
ANALYTICS

CULTURAL DATA
PROJECT

[T Welcome to the Cultural Data Project Analytics

Anrual Regon

Farsonnel o

Urirersiricted Activity

Fiogtam Revenue &
¥ eting Expen

Contn! evenue &
Fundratsing Expansn

EBalance Shest

Hanproft Finance Furd
Financial Health Analrsis

"

BUILRING 5T

Choasa an analytic repart fram the manu o the

in companison 1o other crganizations. Help getting staried

Get more vut of COF Analytics

The Financial Health Analysis

Dasigned with the Mengeofit Finance Fund, the Financial Health Analysis ofers 2
comprehensive, multyear ook al your organization's finances, Select the report from
the manu on e left to generate your analysis.

m How Camparison Criserla
Additional comparison criteria options give you mare warys 1o build comparison groups
of omanizatione: simiar i vous_dentihy aiouns hased on demoorachics NISE

ANALYTICS
CULTURAL DATA
PROJECT REPORT
m Select Trend Report or Comparison Report
Annual Report y mi 3;
Program Activity £ 5 / | \;’\‘\
e P=tindl ’
Unrestnced Actity
Trend Reports
capture changes in your data across
mutiple years year
Program Revenue &
Marketing Expense
@ Trend
Contributed Revenue,

Funaraising Expens
Balance Sheet

Nonprofit Finance Fund

Comparison

BENGTH

THRC’U}JH INFORMATION

Telt. You will be Laken through a few guek steps to
genarale a report showing rends in your data over multiphe years

New features allow you 1o dig deeper ints your own data Bnd ain new Derspectves
on the arts & cubual sector

UNRESTRICTED ACTIVITY
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Comparison Reports compare your data
1o other organizations’ data for one fiscal


http://www.culturaldata.org/

For ANNUAL REPORT: Select the most

ANALYTICS

recently completed fiscal year, that most CULTURAL DATA _ UNRESTRICTED ACTIVITY
closely aligns with the timing of the
contract, July 1, 2015-June 30, 2016. [ Sciect Years

Seloct the ynars for which you woukd bk to vew you erganabor’s data. You st
select ot lnas! two yeors.

Annual Repon

For UNRESTRICTED ACTIVITY and
BALANCE SHEET: Select the two most
recently completed fiscal years that most
closely align with the timing of the
contract, July 1, 2015-June 30, 2016.

Select VIEW REPORT.

Once the report is generated, go to the
top right of the page and select PRINT;
this will save the report as a PDF.

Save using the naming convention:

ANALYTICS

UNRESTRICTED ACTIV! ™™
TREND REPORT

CULTURAL DATA
“ORGANIZATIONNAME_FY16_Annual

Re pOFt" or urcor | City of San Diego Commission for Arts 2
“ORGANIZATIONNAME_FY16_Statementof e i

Annual Repot

H 141 ' “This ot she oy izate with the pe
Activities” or o chly awunanepon e “

Personnel

“ORGANIZATIONNAME_FY16_Statementof — wwmmias  uwestetssseaiy 5= s 200 Schane
FinancialPosition”

DetaiFapars.

Customizing with your organization’s
name or abbreviation.

c|loocece o8

Upload the saved documents into the
online portal.
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