
WELCOME! 
TECHNICAL ASSISTANCE WORKSHOP 

ORGANIZATIONAL SUPPORT PROGRAM (OSP)  

CREATIVE COMMUNITIES  SAN DIEGO (CCSD)  



1. HOUSEKEEPING NOTES

2. FOUR APPLICATION CONTENT SECTIONS

3. EVALUATION RUBRIC 

4. TECHNICAL OVERVIEW – USING THE 
ONLINE PORTAL 

5. Q & A 

WORKSHOP FORMAT: 



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.   



CITY OF SAN DIEGO STRATEGIC PLAN

VISION:  

A WORLD CLASS CITY FOR ALL

MISSION:  

TO EFFECTIVELY SERVE AND SUPPORT OUR 
COMMUNITIES

FUNDING PROGRAM 
GOALS: 



CITY OF SAN DIEGO VALUES: 

INTEGRITY  

SERVICE

PEOPLE 

EXCELLENCE 

FUNDING PROGRAM 
GOALS: 



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 

FUNDING PROGRAM 
GOALS: 



COUNCIL POLICY 100-03 

Arts, Culture, Community Festival 

Category of TOT

FUNDING PROGRAM 
GOALS: 



OSP PROGRAM: 

General  Operating Support for del ivery of  
programs with an emphasis  on services 

that impact San Diego’s quality of  l i fe and 
tourism.  

FUNDING PROGRAM 
GOALS: 



C C S D PRO G R A M :  

1 . P ro j ect  s uppo r t  to  co mmuni ty - ba s ed  fest i va l s ,  
pa ra des ,  a nd  ce lebrat io ns ,  w i th  a n  empha s i s  o n  
pro mo t ing  ne ighbo r ho o d  pr ide  a nd  co mmuni ty  

re investment .   

2 . P ro j ects  that  ma ke  a r ts  a nd  cu l ture  mo re  ava i lab le  
a nd  a cces s ib le  in  S a n  D iego  ne ighbo r ho o ds ,  a nd  

enco ura ge  peo p le  o f  d ivers e  ba ckgro unds  a nd  a ges  
to  s ha re  the i r  her i ta ge  a nd  cu l ture .  

FUNDING PROGRAM 
GOALS: 



1) SECTOR SUSTAINABILITY 

a) Governance & Leadership 

b) Administrative Capacity 

c) Fiscal Competence

d) Institutional Advancement 

2) ARTISTIC EXCELLENCE 

3) ENGAGEMENT

4) EQUITY & INCLUSION 

FOUR APPLICATION 
CONTENT SECTIONS 



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. 

KEY PERFORMANCE INDICATORS 
(KPI’S) 



KEY PERFORMANCE 

INDICATORS (KPI’S) 



• G O A L =  W h at  a re  yo u  t r y i n g  to  a c h i e ve ?

• O B J EC T I V E =  W h at  a re  yo u  go i n g  to  d o  to  t r y  to  a c h i e ve  
yo u r  go a l  t h at  i s  m e a s u ra b l e  a n d  t i m e - s p e c i f i c ?  

• Wr i te  at  l e a s t  O N E  G OA L  re l ate d  to  e a c h  o f  t h e  F O U R  
A P P L I C AT I O N C O N T E N T  S EC T I O N S .

• I f  yo u  re c e i v e  a n  a wa rd ,  yo u  w i l l  n e e d  to  i n c l u d e  h o w  yo u  
M EA S U R E D t h e s e  go a l s  i n  yo u r  re q u i re d  f i n a l  re p o r t .  

GOALS AND OBJECTIVES SECTION 
(Deliverables)



CONTENT SECTION #1 (OF 4)

SECTOR SUSTAINABILITY 
NOTE:  This  content  sect ion has  four  subsect ions:  

se lect  one of  the  fo l lowing subsect ions:

1 . Governance & Leadership ,  or

2 . Administrat ive  Capacity,  or

3 . F isca l  Competence,  or

4 . Inst i tut ional  Advancement

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



SECTOR SUSTAINABILITY GOAL:  

(Related to  Governance & Leadership )  

IMPROVE BOARD RECRUITMENT PRACTICES

OBJECTIVES:  

• By the  next  board retreat ,  assess  board 
composit ion and evaluate  what  sk i l l s  are  needed 
to  ensure  a  d iverse  governing  body.

• Recruit  3  new board members  by  December  31,  
2016.   

GOALS AND OBJECTIVES SECTION 
(Examples) 



SECTOR SUSTAINABILITY GOAL:  

(Related to  Inst i tut ional  Advancement)

STRENGTHEN FUNDRAISING CAPACITY 

OBJECTIVES:  

• By January  15,  2017,  h ire  a  contract  grant  wr iter

• By June 30,  3017,  apply  for  3  new foundat ion 
grants  

GOALS AND OBJECTIVES SECTION 
(Example)



CO N T EN T  S EC T I O N  #2  (O F  4 )  

A RT I ST I C  EXC ELLEN C E

A RT I ST I C  EXC ELLEN C E  G OA L:

PR ES EN T  N EW  A RT I ST I C  WO R K 

O B J EC T I VE:  

• By  J anuar y  1 5 ,  2 0 1 7 ,  pre s e nt  new wor l d  pre m i e re  p l ay  
by  Tony  award  winn ing  p lay wr ig ht  J oe  S c hm o .

GOALS AND OBJECTIVES SECTION 
(Example)



CO N T EN T  S EC T I O N  #3  (O F  4 )  – EN G AG EM EN T  

EN G AG EM EN T  G OA L:  

DEVELO P T R A DI T I O N A LLY  UN DERS ERVED AUDI EN C ES  

O B J EC T I VE:  

• By  the  e nd  of  the  2 0 1 6 - 2 0 1 7  s eas on,  i nc reas e  the  
num be r  of  aud i e nc e  m e m be rs  unde r  the  age  of  3 0  by  
1 5 % (as  m e as ure d  by  s ur veys  and  s c hool  f i e l d  t r i p  
te ac he r  atte ndanc e  roste rs )

GOALS AND OBJECTIVES SECTION 
(Example)



C O N T E N T  S E C T I O N  # 4  ( O F  4 )  – E Q U I T Y  &  I N C LU S I O N

( C o n s i d e r :  p r o g r a m m i n g ,  s t a f f ,  b o a r d ,  b e n e f i c i a r i e s ,  e t c . )  

E Q U I T Y  &  I N C LU S I O N  G O A L :  

I M P R O V E  A C C E S S I B I L I T Y  

O B J E C T I V E S :  

• D u r i n g  t h e  2 0 1 6 - 2 0 1 7  s e a s o n ,  o f f e r  3  s e n s o r y  f r i e n d l y  
p e r f o r m a n c e s  o f  t h e  A B C  S h o w

• O n  J a n u a r y  1 5 ,  2 0 1 7 ,  o f f e r  2  f r e e  p e r f o r m a n c e s  o f  t h e  X Y Z  S h o w  
t o  m i l i t a r y  f a m i l i e s

• D u r i n g  t h e  2 0 1 6 - 2 0 1 7  s e a s o n ,  o f f e r  2  A S L  p e r f o r m a n c e s  f o r  t h e  
h e a r i n g  i m p a i r e d .  

GOALS AND OBJECTIVES SECTION 
(Example)



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: 
INREACH AND OUTREACH DATA 

COLLECTION TOOLS



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

2 . Upload your  approved and ver i f ied  FUNDER 
REPORT in  the  F isca l  Competence sect ion in  the  
onl ine  appl icat ion.  

3 . Attachment  should  NOT conta in  the  “DRAFT ” 
watermark.  

OSP APPLICANTS ONLY: 
CULTURAL DATA PROJECT (CDP) 

FUNDER REPORT 



E x p l a i n  m a j o r  va r i a n c e s  b o t h  b o t h  i n c re a s e s  a n d  d e c re a s e s

• A n n u a l  O p e ra t i n g  I n c o m e  ( A O I )  o f  $ 4 9 9 , 0 0 0  o r  l e s s  =  
ex p l a i n  1 0 % +  va r i a n c e s

• A n n u a l  O p e ra t i n g  I n c o m e  ( A O I )  o f  $ 5 0 0 , 0 0 0  o r  m o re  =  
ex p l a i n  2 0 % +  va r i a n c e s

E X A M P L ES :

Re ve n u e  L i n e  I te m  # 1 7 :  S t ro n g  i nve st m e n t  p e r fo r m a n c e

Re ve n u e  L i n e  I te m  # 2 8 :  N E A  a wa rd  wa s  l a rg e r

E x p e n s e  L i n e  I te m  # 3 4 :  C o st  o f  m ate r i a l s  i n c re a s e d  

OSP APPLICANTS ONLY: 
CDP FUNDER REPORT BUDGET 

NOTES 



• FISCALLY SPONSORED ORGANIZATIONS:  An 
establ i shed nonprof i t ,  tax -exempt  organizat ion that  
chooses  to  support  a  project .  Assumes l iab i l i t ies ,  
lega l  and tax  report ing  requirements  assoc iated 
with  accept ing  contract  award.  Becomes the  
appl icant .  

• EVENT PRODUCER:  Ent i ty  respons ib le  for  
implement ing proposed project .  

CCSD APPLICANTS ONLY:



FOR BOTH OSP AND CCSD APPLICANTS

 REQUIRED CASH MATCH: Contractors must match City funding at a 3:1 CASH ratio for 
every $1 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.  

 EXCEPTION – (CCSD PROGRAM ONLY)

 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

 Get to the point. Be succint. 

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

 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* 



FOR BOTH OSP AND CCSD APPLICANTS

DANCE BREAK! 

SAY HI TO YOUR NEIGHBOR!

RELAX!

SMILE! 



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

Competence

Engagement

Four Points Possible

Strong-4 Points

Good- 3 Points

Basic- 2 Points

Weak- 1 Point



Credibility
• 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.



 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- Strong (4 Points)



 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.

Credibility- Weak (1 Point)



Credibility- Example

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?



Credibility- Example

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?

• Is there attention to detail?

• Does it show thoroughness and 

thoughtfulness?



 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 - Strong (4 Points)



 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.

Competence - Weak (1 Point)



Engagement
• How well are you telling your 

story?

• Is 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



Go to: https://sandiego.cgweb.org/

Getting Started



Update Your Profile Information



Current Programs & Applications



Application Pages

All Pages in the 

Application





Questions Types

Narrative

File Uploads

Tables

Yes or No

Work Samples



Answering Narrative Questions

Narrative



Answering File Upload Questions

File 

Upload



Answering Table Questions

Table



Answering Yes or No Questions

Yes or No





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 than 
1.8 MB in file size. 



Click on

Manage Work 

Samples



Click on the various types of 

media to see if you have 

samples left from previous 

years.



See your

images from past years.



• Inside Work 

Samples 

Library

• Click 

“Remove”

Step 1: Removing Past Media Files



Step 2: Adding New Media Files

• Inside Work 

Samples 

Library

• Click “Add 

Images”



Be sure to read 

the Media Files 

Rules!



Click on Current 

Programs and 

Applications

Step 3: Assign to your FY17 Application





Click on Make 

Selection



Click Save



The End!


