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vibrant culture

vibrant city

Commission for Arts and Culture
City of San Diego

1. Overview of developments to FY17
applications.

2. These are not grants. You are applying for
a job to be hired as a City Contractor,
providing arts and culture
programs/services on the City’s behalf.




vibrant culture
FUNDING PROGRAM

Commission for Arts and Culture GOALS:

City of San Diego

CITY OF SAN DIEGO STRATEGIC PLAN
VISION:
A WORLD CLASS CITY FOR ALL

MISSION:

TO EFFECTIVELY SERVE AND SUPPORT OUR
COMMUNITIES




vibrant culture FUNDING PROGRAM
c.,....m GOALS:
Gl s D
_____________________________________________________________________________________ @
CITY OF SAN DIEGO VALUES:
INTEGRITY
SERVICE
PEOPLE
EXCELLENCE




viblr)ant culture FUNDING PROGRAM
vibrant city
GOALS:

Commission for Arts and Culture
City of San Diego

CITY OF SAN DIEGO GOALS:
1. PROVIDE HIGH QUALITY PUBLIC SERVICE

2. WORK IN COLLABORATION WITH OUR
COMMUNITIES TO CREATE SAFE AND LIVABLE
NEIGHBORHOODS

3. CREATE AND SUSTAIN A RESILIENT AND
ECONOMICALLY PROSPEROUS CITY




viblr)ant culture FUNDING PROGRAM
vibrant city
GOALS:

Commission for Arts and Culture
City of San Diego

COUNCIL POLICY 100-03

Arts, Culture, Community Festival
Category of TOT




vibrant culture FUNDING PROGRAM

vibrant city GOALS:

City of San Diego

OSP PROGRAM:

General Operating Support for delivery of
programs with an emphasis on services
that impact San Diego’s quality of life and
tourism.




vibrant culture FUNDING PROGRAM

vibrant city GOALS:

City of San Diego

CCSD PROGRAM:

1. Project support to community-based festivals,
parades, and celebrations, with an emphasis on
promoting neighborhood pride and community

reinvestment.

2. Projects that make arts and culture more available
and accessible in San Diego neighborhoods, and
encourage people of diverse backgrounds and ages
to share their heritage and culture.




FOUR APPLICATION
CONTENT SECTIONS

1) SECTOR SUSTAINABILITY

a)  Governance & Leadership
b)  Administrative Capacity

c)  Fiscal Competence

d)  Institutional Advancement

2) ARTISTIC EXCELLENCE
3) ENGAGEMENT
4) EQUITY & INCLUSION




KEY PERFORMANCE INDICATORS
(KPI’S)

1) Review criteria used by panelists when evaluating
your application.

2) KPI’s are listed at the top of each of the FOUR
CONTENT SECTIONS to utilize as guiding principles
when reviewing your responses to the
application questions.




. ENGAGEMENT

KEY PERFORMANCE INLMCATORS:

« The organizetion demaonsirates cagscity o avaluste program effectiveness

= The crganizslion provides impactful inreach and outreach sctivities commensurats to the
arganizaiion's mission, and capacity.

= The crganization can measure impact both quantitatrechy and gualtatively.

v The argan zation provides high-quality cublic cvents with relovan: contont tha: results in more
engaged audiences.

a. How does your organization define ENGAGEMEMNT?

r. Describe the core audience your organization serves thal speaks o your arganization's
unigqueness. (Consider your organization's competitive advantages and nlehe for serving this
specific demographic). How has your organization engaged thls particular audienca?

¢. Provide specific examples of how you know your arganization's programisarvices is
meeting the needs of this specific demographic.

d. Describe the methods you use for measuring the effectivenass of your engagament
activities and programmatic impact.

e. List your organizatlon's top ENGAGEMENT achievements of the past three years.

f. IN-REACH is deflined as: The alltendance by groups of people coming to any venue owned,
rantad or otharwise contralled by an organlzation from any of the City's Council Oistricts.

Selact one INREACH actlvity and share a brief story of how an individual/group of individuals
weare impacted by experlencing a particular programiservice your organization provides,
Provide demographic information about the beneficiary/beneficiaries, and the location/City
Council District In which the activity took place.

g. OUTREACH is defined as: Programs and services implemented at locations other than an
ArFaniFatian ' arimary laeation includina thacs lacaticons that are owineaed or retad and thioge



GOALS AND OBJECTIVES SECTION
(Deliverables)

GOAL = What are you trying to achieve?

OBJECTIVE = What are you going to do to try to achieve
your goal that is measurable and time-specific?

Write at least ONE GOAL related to each of the FOUR
APPLICATION CONTENT SECTIONS.

If you receive an award, you will need to include how you
MEASURED these goals in your required final report.




GOALS AND OBJECTIVES SECTION
(a.k.a. Your Deliverables)

CONTENT SECTION #1 (OF 4)
SECTOR SUSTAINABILITY

NOTE: This content section has four subsections:
select one of the following subsections:

Governance & Leadership, or
Administrative Capacity, or
Fiscal Competence, or

A W N R

Institutional Advancement




GOALS AND OBJECTIVES SECTION
(Examples)

SECTOR SUSTAINABILITY GOAL:

(Related to Governance & Leadership)
IMPROVE BOARD RECRUITMENT PRACTICES
OBJECTIVES:

« By the next board retreat, assess board
composition and evaluate what skills are needed
to ensure a diverse governing body.

Recruit 3 new board members by December 31,
2016.




GOALS AND OBJECTIVES SECTION
(Example)

SECTOR SUSTAINABILITY GOAL:
(Related to Institutional Advancement)
STRENGTHEN FUNDRAISING CAPACITY

OBJECTIVES:
« By January 15, 2017, hire a contract grant writer

« By lJune 30, 3017, apply for 3 new foundation
grants




GOALS AND OBJECTIVES SECTION
(Example)

CONTENT SECTION #2 (OF 4)
ARTISTIC EXCELLENCE

ARTISTIC EXCELLENCE GOAL:
PRESENT NEW ARTISTIC WORK

OBJECTIVE:

By January 15, 2017, present new world premiere play
by Tony award winning playwright Joe Schmo.




GOALS AND OBJECTIVES SECTION
(Example)

CONTENT SECTION #3 (OF 4) — ENGAGEMENT

ENGAGEMENT GOAL:
DEVELOP TRADITIONALLY UNDERSERVED AUDIENCES

OBJECTIVE:

By the end of the 2016-2017 season, increase the
number of audience members under the age of 30 by
15% (as measured by surveys and school field trip
teacher attendance rosters)




GOALS AND OBJECTIVES SECTION
(Example)

CONTENT SECTION #4 (OF 4) — EQUITY & INCLUSION
(Consider: programming, staff, board, beneficiaries, etc.)

EQUITY & INCLUSION GOAL:
IMPROVE ACCESSIBILITY

OBJECTIVES:

. During the 2016-2017 season, offer 3 sensory friendly
performances of the ABC Show

. On January 15, 2017, offer 2 free performances of the XYZ Show
to military families

. During the 2016-2017 season, offer 2 ASL performances for the
hearing impaired.




OSP APPLICANTS ONLY:
INREACH AND OUTREACH DATA
COLLECTION TOOLS

1. Online Survey Monkey to collect info about SCHOOLS.
o NOTE: THERE ARE 2 SURVEY MONKEYS!

o BONUS FEATURE: Eliminate guesswork -- now includes pre-
populated school name and respective Council District

2. Application NARRATIVE to collect info about NON-SCHOOL
related activities (what you did, where, # of people served)

o BONUS FEATURE: Eliminate guesswork -- now includes zip
codes for City Council Districts




OSP APPLICANTS ONLY:
CULTURAL DATA PROJECT (CDP)
FUNDER REPORT

1. Submit your Data Profile to CDP Staff by January
27, 2016 by 9:00 a.m.

2. Upload your approved and verified FUNDER
REPORT in the Fiscal Competence section in the
online application.

3. Attachment should NOT contain the “DRAFT”
watermark.




OSP APPLICANTS ONLY:
CDP FUNDER REPORT BUDGET

Explain major variances both both increases and decreases

Annual Operating Income (AOI) of $499,000 or less =
explain 10%+ variances

Annual Operating Income (AOI) of S500,000 or more =
explain 20%+ variances

EXAMPLES:

Revenue Line Item #17: Strong investment performance
Revenue Line Item #28: NEA award was larger

Expense Line Item #34: Cost of materials increased




CCSD APPLICANTS ONLY:

« FISCALLY SPONSORED ORGANIZATIONS: An
established nonprofit, tax-exempt organization that
chooses to support a project. Assumes liabilities,
legal and tax reporting requirements associated
with accepting contract award. Becomes the
applicant.

- EVENT PRODUCER: Entity responsible for
implementing proposed project.




FOR BOTH OSP AND CCSD APPLICANTS

O

e REQUIRED CASH MATCH: Contractors must match City funding at a 3:1 CASH ratio for
every S1 the City invests. Cash match may come from a variety of earned or contributed
revenue sources, but cannot come from The City of San Diego.

e EXCEPTION — (CCSD PROGRAM ONLY)

o Contractors with project TOTAL CASH EXPENSES of $30,000 or less must match City
funding at a 2:1 ratio. You can include up to 50% of in-kind contributions; maximum up
to $10,000.

EXAMPLE: Your project TOTAL CASH EXPENSES is $25,000. You can include in-kind
contributions of $5,000 to bring your TOTAL CASH EXPENSES to $30,000. If your award
amount is $5,000, your 2:1 match would be $10,000. Using the above exception, you
can include $5,000 from in-kind contributions as part of your 2:1 match and the
remaining $5,000 needs to come from other cash contributed or earned revenue
sources.

* REIMBURSEMENT: Spend it, you pay for the expense and then invoice/request for
reimbursement. No advance payments. Expenses need to incur during FY17 dates: July 1,
2016 to June 30, 2017.




FOR BOTH OSP AND CCSD APPLICANTS

O

e No jargon - don’t make the reader guess at what you are trying to
say.

e Get to the point. Be succint.

e Help the reader’s eyes. Organize thoughts. Use HEADERS and
Bulleted Lists

¢ Online application only allows CAPS or to format. You can
also use “-, numbers, or letters” to create bulleted lists.

HEADER:

- Bulleted list

- Bulleted list

- Bulleted list

- *EMPHASIZE SOMETHING*

“uxn




FOR BOTH OSP AND CCSD APPLICANTS

O

e DANCE BREAK!

eSAY HI TO YOUR NEIGHBOR!
e RELAX!

eSMILE! ©




The FY17 Evaluation
Rubric




Why use a rubric?

»Objective

»Allows applicants to see where
the can improve.

»Evaluating the APPLICATION
not the Applicant!




Key Performance Indicators (KPIs

»Best Practices
»Signs of health and stability

»Relevant to the nonprofit arts
sector

»Can be found in the application




Rubric Criteria

»Credibility »Four Points Pos
»Strong-4 Points
»Good- 3 Point
»Basic- 2 Point
»Weak- 1 Point

»Competence
»Engagement




How well do you support the
statements in your application?

Think of this as your references,
past history and the evidence to
support your statements.




Credibility- Strong (4 Points)

» Consistent evidence (e.g. citations from media or
academia, work samples, testimonials, critical reviews,
etc.) is provided to support claims.

» Source of the evidence is a trade publication, national
or international media, accredited university, a person
widely recognized as an expert or another trustworthy
source.

» Problem-solving logic is well articulated to explain the
ideas and actions explored to arrive at a solution.

» Consistently provides details to show how the
organization identifies with and compares to other
similar organizations



Credibility- Weak (1 Point)

» Minimal evidence is provided to support claims.

» Source of the evidence is vague, uncited, or
almost entirely anecdotal.

» Problem-solving logic is not articulated to explain
the ideas and actions explored to arrive at a
solution.

» Provides minimal details to show how the
organization identifies with and compares to
other similar organizations.



Applicant says- “ Theatre of the Living is
the greatest performing arts producer in
all of Southern California.”

* Where is the evidence to support this
claim?

* What evidence can help you articulate
this claim?




Applicant says- “ The LA Times named
Theatre of the Living in the top
performing art producers in Southern
California (April 25, 2015); and NPR
called Hi My Name Is... “a model for

modern theater” (Fresh Air, March 15,
2015).




Competence

« How well written and concise
is the application?

* |s there attention to detail?

* Does it show thoroughness and
thoughtfulness?




Competence - Strong (4 Points)

» All the questions are answered completely.

» Grammar, spelling and punctuation are correct.
» The narrator’s point of view is third person.

» Minimal repetition.

» No extraneous information is given.

» Information is organized logically.

» Information is expressed concisely.

» In nearly all cases, word choices are specific.



Competence - Weak (1 Point)

» Answers to some questions are missing,
incomplete, or too vague to be responsive.

» Several grammar, spelling and punctuation errors.

» The narrator’s point of view is first or second
person.

» Significant repetition.
» Ideas are meandering.
» Main ideas are hard to find in the narrative.
» Word choices are vague or generic.



Engagement

 How well are you telling your
story?

* |s it compelling?

* Does it make us what to know
more?




Engagement- Strong (4 Points)

» Tone is natural and easy.

» Consistently uses transitions to connect ideas and
facilitate flow.

» Consistently piques and retains the reader’s
interest using language that “shows” rather than
“tells” and varied length of sentence structure.

» Consistently conveys the personality/spirit of the
organization.



Engagement- Weak (1 Point)

» Tone is monotone or flat.

» Lacks transitions to connect ideas and facilitate
flow.

» Does not pique and retain the reader’s interest.
Language is vague and sentence structure is run-
on or choppy or awkward. Does not convey the
personality/spirit of the organization.



Remember: We’re hiring you to produce
arts and culture experiences!

So use your application to tell a great
story.

Show that you are
credible, competent and sell yourself!




Using the Online
Application

City of San Diego Commission for Arts and Culture




Getting Started
Go to https //sandlego cgweb org/

8 O A O =




Update Your Profile Information

@~

Primary Contact Information
Salutation Mr. =
* First Name Carlos - test -
Middle Initial
* Last Name Cristiani - test -
¢ Phemo (858) 232-2375
* Email crstani@oeninsulaconsultant:
* Confirm Email crstaniBpeninsulaconsukant:
* Username crstani
; w AL )
* Confirm Password RS
Applicant Information
* Legal Name Test Organzation
(Organizesion or Individuel) S
Date of 501(c)3 incorporation 01 v 01 v 2013 ~
(tf appliceble)
FEINTAX ID
(tf applacable)
* Address 5217 Mangot PI
Address (line 2)
* City San Disgo
* Country UNITED STATES
“ State/Province Gifoma v
* Postal Code 92124
* Phone (858) 2322375
Fax
* Congressional Distriet 0

For At-Large District: enter "00"

* State House District
* State Semate District

Fond yowr district monbers at Vote Smast by enterimg tm your 9-digit 3p code

7




Current Programs & Applications

vibrant culture
vibrant city

‘Hﬂn

FY16 Creative Commrunites San Diego (CCSD) Applicatien for Fending

R Creative Communities 3an Diego Program (CCSD) grovides fimancial vapport for eligible prajects mnpis d by sligible nongeofit Maodel geajecns offer opportunities for San Diego revidents i svery comamsainy and
T crams, Jears Shout, SnjoY Sad PATICIpSts 18 S sad cultere

tje project: achueve one or more of the goals wdentified m Sus application and mciude. but are not hmsted to fesenals. parades, out-of-school arts education, mnd smgie producton: and exbsbats

October 25(h, 2014 12 01 AM
Sebmission Deadline: Februwary Tk, 2015 1159 PM

FY15 Contract Requisements (OSP and CCSD)

This "appiicstion” will halp vou gac sll vour FY1S Contract requusments toasther Yoo will still seed 50 subeit rovo hard copias of eveeviking. The actual " Amvecmsens™ will be hanSed our st the contracs workskop oa July 30, 2014 or
matied 50 you after that if you 49 not sttand the worchop.

July 16, 2014 12:00 PAL
Deadline: Decosber 3131, 2914 500 PM

FY14 OSP Final Regert Form

Use ts form 1o ssbenr your FY 14 OSP Fimal Report.
The deadline = September 10, 2014. The deadime dwe below s2ys “Dacember 10, 2014* m ceder to allow late s pmng a FY14 Fmal Report after Septembver 10, 2014, bowever, are not ehizible to sabenie 2 FY16
Short Foem Applcation

Avuilable: June 24th, 2004 9:12 AM
¥Fmal Submission Deaditne: Decessber 30t 2014 £:00 PAL

FY16 Organirational Support Program (OSF) Application for Fanding

The Crzamczational Support Program (O37) provides core support o geoeral operating support for arts and culrere nasgrofi Tocated within e City of San Diego Core support may be wand not ouly for the delivery of
sarices of othar SciSes Srecth I parsult of the orEAnITIRes s misilon. but alio for sdministranye sad ANAEIRD SXPanie: (OVarRaad)

Diversity and the mclu: S dex: are core values of the City of San Drego Commmrson for Ares and Cultars (Comarssmion). The Commuzvion weicomes orzanuzations thar embody and embrace drversity and bebeves
that they willl be sositionsd so srow and hels San Dieso become & more vilrass cite /




Application Pages

Tech Tips
Home
J FY17 Organizational Suppert Program (OSP) Application for Funding #OSP17-0001
® Organmzational Informanes
Protl ® 1A SECTOR SUSTAINABILITY. Governance and Leadershp
Eak . ® 1B SECTOR SUSTAINABILITY- Admumistrative Capacity hy
P ® 1.C SECTOR SUSTAINABILITY- Fiscal Comspetesce ] I l
® LD SECTOR SUSTAINABILITY- Instumiona) Advancemnent
) ® 1D SECTOR SUSTAINABILITY. Imttutional Advancement
® I ARTISTIC PROGRAMMATIC EXCELLENCE
Cm.ppu%:mt . ® II ENOAGEMENT . .
® [V Outreach and Inseach Informsatos . .
B ® V EQUITY & INCLUSION
® V1 GOALS AND OBJECTIVES
® Werk Samples
% ® [afo Calculaung Azrual Operating Income
Work S es ® Contachs
y ® Submrt Applicahon
Tips on Using the Organizational Information
System
J Are you s pew apph tothe C ission for Arts aad Culture?
help
INSTRUCTIONS How 1o
Upload Dignal Samples
y Yeu, | am 2 new applicant
R— — ——— Ne, | have been previeusly fanded by the Commission
Wmamg “What & yeur srganiz "3 ewiand ?
»
Logout
Character Count: § out of 00
v
“Please describe three of your core programs and services
Adyur font uze

AaAAA

Charscter Couat: § out of 2000

“What is the anmber of the Councll District where your primary sdministrative offices are located
help




n. Attach your current Conflict of Interest policy with the date of adoption. Attach as a PDF. No file uploaded.
upload file

*0. Describe the board’s role in strategic planning. How does the board participate with staff in determining programmatic and administrative strategies and overall
long-term priorities?

Answer to this questicn.

Answer to this questicn.

Character Count: 24 out of 1500

Did I Complete This Page?

Previous Next
‘vxsw PDF - >



Questions Types

»Narrative
»File Uploads
» Tables

»Yes or No
»Work Samples




Answering Narrative Questions

I-A. SECTOR SUSTAINABILITY- Governance and Leadership

KEY PERFORMANCE INDICATORS

* There i 2 culture of hugh expectations, transparency, mtegnty, and accountabalsty:
* The board provides effective governance; understands their legal and fiduciary responsibilities; and have practioss in place 10 ensure sccountability to themselves a2 a governing body
for the organization.

* The board understands its role m ensunng that the orgamization has the necessary resources to carry out sts mission

* Board Member's skills are relevant to the orgamzations needs and counstituents served

* The board is appropriately zized and genuinely independent, (not domumnated by employess, family, beneficiaries and or business partners).

| Save Work

“a. Describe your board’s compesition. Explain how their skills and experience are relevant to the organization’s needs and constituents that you serve. Describe how you
ensure a balanced composition to make up a diverse governing body that is also genuinely independent (not dominated by family, employees, beneficiaries, or business
partmers).

Character Count: 0 out of 1500

*b. Attach brief biographies of vour byfard members with respective term lmits. Attach as 3 PDF. No file uploaded.

upload file

professional development and on-boarding strategies. How do Board Members receive training about what is expected of them?

Character Count: 0 out of 1000

*d. Attach a job description or Board Agr , including date of adop Attach as a PDF. No file uploaded.
upload file

“e. Are any of your board b

s or any bers of their diate family comp d in any way by your organization?

Yes.
L If yes, please disclose the specifics and provide the rationale for allowing this practice to take place.

g Are any staff, contractors, volunteers or board members related to cach other or cach other’s immediate family members?




Answering File Upload Questions

I-A. SECTOR SUSTAINABILITY- Governance and Leadership

KEY PERFORMANCE INDICATORS

* There 12 2 culture of high expectations, transparency, meegnity, and accountabality:

* The board provides effective governance; understands their legal and fiduciary responsibilities; and have practioss in place 10 ensure sccountability to themselves a2 a governing body
for the organization.

* The board und: ds its role m g that the org has the necessary resources to carry out its mission

* Board Member's skills are relevant to the orgamzations needs and counstituents served

* The board is appropnately zized and genuinely mdependent, (not domunated by employess, family, beneficianies and or business partners).

LSanWort J
“a. Describe your board’s compesition. Explain how their skills and experience are relevant to the organization’s needs and constituents that you serve. Describe how you
ensure 2 balanced composition to make up a diverse governing body that is also genuinely independent (not dominated by family, employees, beneficiaries, or business
partmers).

Character Count: 0 out of 1500

“b. Attach brief biographies of your board members with respective term limits. Attach as a PDF. No file uploaded.
upload file

“c. Describe you board professional development and on-boarding strategies. How do Board Members receive training about what is expected of them?

Character Count: 0 out of 1000

*d. Attach a job description or Board Agreement, including date of adeption. Attach as a PDF.

“e. Are any of your board bers or any bers of their i diate family comp d in any way by your organization?

Yes.
No.

L If yes, please disclose the specifics and provide the rationale for allowing this practice to take place.

g Are any staff, contractors, volunteers or board members related to cach other or cach other’s immediate family members?




Answering Table Questions

I-C. SECTOR SUSTAINABILITY- Fiscal Competence

3 YEARS PROJECT BUDGET *EXPENSE* TABLE
Use the first two sections of this table to account for project-specific expenses.
-PERSONNEL EXPENSES (Section 1): SHOULD NOT show payments to staff that have responsibilities other than implementing the project.

-OPERATING EXPENSES (Section 2): SHOULD NOT show payments or any percentage of general operating expenses, for example rent, phone, or electric. SHOULD NOT include any
expenses compensated for by in-kind donations.

- OVERHEAD EXPENSES (Section 3): SHOULD show General Operating expenses such as rent, phone, or electric. The total in OVERHEAD EXPENSES should not be more than 10%
of the total expenses for the project.

*If this is 2 new project, leave the first two columns BLANK *
2 Years Past Project (FY15) Most Recently Completed Project (FY16)  Proposed Project (FY17)
Section 1: PERSONNEL - Cash Expenses - Project-Only

1. Artists 163,047} 158,083 230,000
2. Technical/Production 20,850 23,467 26,000
3. Contracted Project Management 52,646 57,727 77,050
4. Security 24,337 29,289 26,000
5. All Other Personnel 12,090 15,776 27,700

Subtotals: 272,970 284,342 386,750

2 Years Past Project (FY15) Most Recently Completed Project (FY16)  Proposed Project (FY17)
Section 2: OPERATING - Cash Expenses - Project-Only

6. Rent/Facility 12,469 0 0
7. Materials/Supplies 270,613 0 0
8. Marketing/Publicity 0 0 0
9. Insurance (only if its just for the project) 0 0 0
10. Printing 0 0 0
11. Fees/Licenses/Permits 0 0 0
12. Other 0 0 0

Subtotals: 283,082 0 0

2 Years Past Project (FY15) Most Recently Completed Project (FY16)  Proposed Project (FY17)

Section 3: OVERHEAD (List each "overhead" expense line item in the blank spaces.




Answering Yes or No Questions

*e. Are any of your board members or any members of their immediate family compensated in any way by your organization?

f. If yes, please disclose the specifics and provide the rationale for allowing this practice to take place.
*g. Are any staff, contractors, volunteers or board members related to each other or each other’s immediate family members?

© Yes

© No.




n. Attach your current Conflict of Interest policy with the date of adoption. Attach as a PDF. No file uploaded.
upload file

*0. Describe the board’s role in strategic planning. How does the board participate with staff in determining programmatic and administrative strategies and overall
long-term priorities?

Answer to this questicn.

Answer to this questicn.

Character Count: 24 out of 1500

Did I Complete This Page?

Previous Next
‘vxsw PDF - >



Work Samples

The process of building your Media Library and adding Work Samples to
your FY17 Application.




Work Samples Process

Step 1: Removing Your Past Media Files
(For Previous Applicants)

Step 2: Adding new Media Files

Step 3: Select Media Files to attach as
Work Samples to FY17 Application



\

Be sure to read the Media Files Rules

»Each type of Media has it own rules about the
size and types of files that can be uploaded.

» Find these by clicking on- Manage Work
Samples, then the Media Type.

» Example:
» Image Uploading Rules
»Dimensions: 1920 pixels horizontal /1920 pixels vertical

»File Format: Baseline JPG (do not use progressive JPG
format)

»Compression : Please size your image to be no more tha
1.8 MB in file size.
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saruices or othar scunimes Erectiv in pursult of the oranization’s miliilon, bur alio for sdministrative sad Mundraing expanie: (overkead)

welcomes or A embody and embrace drverniry and bebeves
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dty Damabase Strus: Connected
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Ctyd San Ogs
Tech Tips
Home

Welcome! You are at the Manage Samples Main Meon
Edit Profile Thus menu allows you to create and mamtam your "banks® of work samples

There are fous types of samgples collected here

1. Images
Current Programs & 2. Audio
Applications 3.V
4

Each sample type has its ons "Manags Samples Bank " Concdar thass banks 2 your Image Portfolio, Audio Inventory, Video Inventory and Wiinten Documnent Likeary

Manage
Work Saimples e " ) N - : .
Thasa tanics will list axisting sameples and allow you 10 modafy, remove, enlarga duphicate camples, or 3dd new camples You can 9es these banks © mamtam your work samplas that may be reguestad
by the City of San Diego Commussson for Arts and Culture Thas is the collection tool for these samples Thes 13 not your application. There nall be a separate selechion fool nathun the actual applhication
For structions on how to upload files 10 sach of thess banks and then select which files from sach bamk 10 add to your apphcation, click on the INSTRUCTIONS: How to Upload Digital Samples
nps on US"‘Q the buttom 1 the blue maizanon bar 1o the le®
System

All samples must be attached to the applcation using the “Work Sample” page of the apphcation. Samples
pane.
!

INSTRUCTIONS How tol |

Upload Digital Samples |

You have used 0.386% of v

e Click on the various types of
media to see if you have

Requirements This 13 where you can create an mvemtory of y kare

Important ENgibility ' Images

samples left from previous

Audio
! This s whare you can cvaate an mventory of audio samsplas. You will upload your sudio files hars
gt | years.
Video
Thus 1 where vou can create an mventory of video samples. You will upload your video files here
Adjust fout size
A A A A Wrillen Documents

Thus 13 where you can create a bbwary of wntten documents (inchoding the COP Funder Report for OSP applbcants). You mill wpload 2 PDF version of your documents here

You have used 0 386% of vour storage goota
(498 071 MB remaineg
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System
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Upload Digital Samples

J
ortant ENgibility
Requirements

Logout
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City of San Diego Commussion for Arts and Culture
Carfon - tent - Cristiani - tost - - Tent Organization

Image Bank;
Welcome to your Tmage Bank! Thas 1s where you manage your mentory of mmages and select which cmes 10 attach to the application
All image files must be formatted 132051920 pocsls and saved a5 2 PG
Click bere for more mmage fle formatting mstructions

To get to your application click Curvent Programs & Applications

You currently have 2 of 10 possible Images

You have used 0 386% of your storage quota
(498.071 MB remeazming)

Chck to Add Images

tithe: CAC WORK SAMPLE ]
e wine: 119 MB

Permismon granted for marketing use,

detail view| modify | remove dupheate

tathe: CAC WORK SAMPLE 2
e size: 0819MB

Permismon granted for marketing use.

detail view| modify | remove duphbcate

You cumvently have 2 of 10 possibie Images

See your
images from past years.




Step 1: Removing Past Media Files

* Inside Work P —
Samples

tuthe: CAC WORK SAMPLE ]

Library A

* Click T
“Remove,, CAC WORK SAMPLE 2
Permismon granted for marketing use.

detail view| modify | remove duphcate




Step 2: Adding New Media Files

. Inside Work
Samples tathe: CAC WORK SAMPLE ]

Library A

« Click “Add e S
Images” - CAC WORK SAMPLE 2
Permismon granted for marketing use.

detail view| modify | remove duphcate




Be sure to read
the Media Files
Rules!




Home
4
Ean Profle
o’
Current Programs &
Applicabons
v
Manage
Work Samples
o’
Tips on Using the
" Sysﬁemg
y

INSTRUCTIONS: How trﬂ

Upload Digital Samples

Tech Tips

FY16 Creative Commumitses San Diego (CCED) Applicatien for Fending

The Creative Communities 3as: Diege Progras (CCSD) provides financial seppont |
\laen RS, Jears Shoul Snjoy Sad PATICIPSES = 2 sad culnee

identy & wvery comamnity and

jcation and o

Click on Current

ission Deadline: February Teh, 2015 11-56 PM

Programs and
Applications

FY15 Contract Requirements (OSP and CCSD)

Thas “applicstion” will halp you gt a1l vour FY1S Conmact requismants toasmer
macied t0 you after that if vou 40 not attand the workahop.

forkakiop oa July 30, 2014 oc

Avallsble July 16@k, 2014 12:00 PML
Final Submission Deadline Decomsber 3131, 1014 5 00 PM

»
Important Eligibility
Requirements :
y FY14 OSP Final Rapert Form
Use ®as form 1o sabenst your FY 14 OSP Fmal Report.
The deadline 1= Septessber 10, 2014, The deadime dwe below sz “Dacember 10, 2014* m crder to allow late =ubmrsons. Conwactors subrmmng a FY14 Funal Report after September 10, 2014, bowever, e not ehizible to sabeue 2 FY16
Logout Shart Foem Application
v
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FY16 Organsrational Support Program (OSPF) Apgplication for Funding

The Organcsational Support Program (O39) provides core wapport or geosral operating support for arty and culltwrs nosprofit organizations located within the City of San Diege Core support may b used not only for the delivery of
Uices of othar s e @recily i paraull of the orRaniration’s middion, bur alao for sdmunistranvs sad Modraing expanies (ovarkeaad)
tha embody and emsbrace drversity and bebeves

Drveruty and the meclusmve smwonesess dan 3 engenders ars cors valwes of the City of San Drego Commrysmcn for Arrs and Cultare= (C zw=son). The C welcomes or

thae they will b= positionsd 10 grow and help San Diego bacomms » more vibraae city




Om. Tips

FY17 Organizational Support Program (OSP) Application for Funding #0SP17-0001
Application Pages

® QOrganizational Information

[-A. SECTOR SUSTAINABILITY- Governance and Leadership
[-BE. SECTOR SUSTAINABILITY- Administrative Capacity
[-C. SECTOR SUSTAINABILITY- Fiscal Competence

[-D. SECTOR SUSTAINABILITY- Institutional Advancement
[-D. SECTOR SUSTAINABILITY- Institutional Advancement
I1. ARTISTIC/PROGRAMMATIC EXCELLENCE

III. ENGAGEMENT

IV. Outreach and Inreach Information

Work Samples
Info: Calculating A

npdal Operating Income

A
® Sybmit Application

Organizational Information
Tips on Using the
System

Are vou a new applicant to the Commission for Arts and Culture?

INSTRUCTIONS: How
Uﬂﬂlﬂ Duttnl Samples © Yes, I am a new applicant

© No, I have been previously funded by the Commission

*What is your organization's mission statement?

e

Character Count: 0 out of 500

*Please describe three of your core programs and services.




TIPS v udinyg wie

System

Please check your granting agency's guidelines for sample requirements.

INSTRUCTIONS: How to
Upload Digital Samples

>

(L) You have assigned 0 sample to your current submission.

Important Eligibility Work Samples
Requirements
Images

You have 2 Images in your bank.

Logout Image Bank

4 You've submitted 0 of them to this application.
Adjust font size: .
LA AA — . Click on Make

Audio Samples

°
You have no Audio Samples in your bank. S e l e C t ] O n
Audio Bank

Video Samples

You have no Video Samples in your bank.

Written Documents

You have no Written Documents in your bank.

Writing Bank

Sample Sort Order

Samples will be viewed as shown below:




€ & https: sandiego.cgweb.org/module_worksamples.php?mod_id=21430 c Q Search

Important Eligibility
Requirements

Logout

Bt Bt sz
A AAA

I

Work Samples
Images
You have 2 Images in your bank.

Image Bank

You've submitted 0 of them to this application.

Make Selection

[ Save ] [ Close Frame ]
You must click "Save” within this frame to save your selection. Once you have made your selection click the "Close Frame" button to continue.

Select your samples below:

) Select 'CAQ WORK SAMPLE 1 for Application #OSP17-0001
CAC WORK SAMPLE 1
file s1ze 1.109 MB

Permission granted for City of San Diego Commission for Arts and Culture
marketing use.

detail view

] Select 'CAQWORK SAMPLE 2 for Application #0SP17-0001
CAC WORK SAMPLE 2
file size 0.819MB

Permission granted for City of San Diego Commission for Arts and Culture
marketing use.

detail view

< Click Save

Click the "close frame" button to continue.

wB 9 4O

m

Audio Samples




The End!




