
FY13 Contracts Workshop 
Contract Preparation Clinic 

And “Contract Express” 
July 10, 2012 

 
 

Ridgehaven Auditorium 



To ensure timely reimbursements 
of your eligible expenses by 

◦Getting you a fully executed 
contract at the earliest possible 
date and 

◦Processing Requests for 
Payments as quickly as possible 



Follow Directions. 

Submit all required materials 
as quickly as you can. 

Incomplete submissions or submissions 
with errors delay the process for 

everyone. 



 June – Budget Approved 

 July – Release of Contracts & 
Workshop 

August 31 – Contracts due 

Organizations that have not received a fully 
executed contract by December 31 risk 

forfeiture of funds. 



 Vendor submits COMPLETE contract 
package 

 Commission review 

 Purchasing review/signature 

 City Attorney review/signature 

 City Clerk records and files contract 

 Contract returned to vendor 



 Vendor does work (incurs expenses to 
be reimbursed + 3:1 match) 

 Vendor submits Request for Payment 
Form 

 Commission reviews 

 Comptroller processes (30 days) 
 



1. Exhibit A – Sections 1 and 2 

2. Evidence of Insurance 

3. Contact Information Form 

4. California Secretary of State Verification 

5. California Attorney General Verification 

6. Suspension and Debarment Verification 

7. Equal Benefits Ordinance Compliance 

8. Work Force Report 

9. Drug-Free Workplace Certification 



1. Vendor/Contractor Registration Form 

2. IRS Form W-9 

3. Electronic Payment Enrollment Form 
(optional) 



TIPs: 
 
•Try to minimize the number of 
lines you use. 
 

•Try to allocate Commission 
funds to supporting jobs – 
especially artists. 



Notice – 
“Administrative” and 
“Event Organizer” 
are on different lines 
this year. 



 Section 2: Mission Statement, Goals and 
Objectives 
◦ Should be very close to what you had in your 

application with adjustments made for budgeting 
realities 

◦ Objectives should be measurable 



 Section 2: Mission Statement, Goals and 
Objectives - OSP 
◦ At least one goal/objectives should deal with the 

goods and services you are providing to the public 
(Programming) 

◦ At least one goal/objectives should deal with your 
efforts to reach/serve diverse audiences (Diversity) 

◦ At least one goal/objectives should deal with 
maintaining/improving “Financial Health” 

◦ If applicable, a goal/objective dealing with reducing 
eliminating deficit/debt 



Commercial General Liability – ACORD Certificate 

•$1,000,000  per occurrence 

•$2,000,000 aggregate 

•Additional Insured Endorsement Page (CG2010, CG2026 or equivalent) naming the City 

of San Diego, etc. 

Auto Liability Insurance – ACORD Certificate 

•$1,000,000 with the “Any Auto” box checked or if ACORD Certificate shows insurance for 

only Hired Autos and Non-Owned Autos, then a Declaration for “Hired and Non-owned 

Autos” must be submitted 

•Additional Insured Endorsement Page (same as above) 

Workers Compensation Employer’s Liability Coverage 

•$1,000,000 covering all staff or Waiver for organizations with NO paid employees 

•Certificate waiving Right of Subrogation 



 
•Policy Numbers must match 
policy numbers on 
endorsement pages 
 

•Expiration dates should be no 
earlier than 2 months from the 
date you submit paperwork. 
 

•Limits must be correct. 
 

•Worker’s Comp must be 
identified (except for State 
Fund policies) 
 

•Description should show City 
as additional insured. 

ACORD Certificate 



General Liability Endorsement 

•Policy Number matches 
Policy Number on ACORD 
Certificate. 
 

•City as Additional Insured is 
noted. 



•Policy Number matches 
Policy Number on ACORD 
Certificate. 
 

•City as Additional Insured is 
noted. 

Auto Coverage Endorsement 



“Any Auto” Waiver for 
Organizations with 
 
•No owned vehicles 
and 
 
•Up-to-date insurance 
for hired and non-
owned vehicles. 



•Policy Number matches 
Policy Number on ACORD 
Certificate. 
 

•If you use State Fund for 
your Worker’s Comp 
Insurance, see next slide. 

Worker’s Comp Right of 
Subrogation Waiver 



Worker’s Comp - State Fund Example – No separate waiver of subrogation  

•Subrogation Waiver Noted 
 

•Worker’s Comp not noted on 
ACORD Certificate 
 



Worker’s Comp Waiver for 
Organizations with no Paid 
Employees 



 Usually we will communicate only with the 
CEO (executive director) and the primary 
contact (PC).  We assume that the CEO signs 
all legal documents including contracts, 
applications, and Final Reports. 

 If you do not use email, PLEASE START! 

 Make sure we’re not going into your SPAM 
folder. 

 



 http://kepler.sos.ca.gov/ 

 Check that your Status is Active. 

 Print the “Business Entity Detail” page. 

 

http://kepler.sos.ca.gov/










 http://rct.doj.ca.gov/MyLicenseVerification/S
earch.aspx?facility=Y 

 Check that registration status is “current” 

 Print the “detailed data” page. 

http://rct.doj.ca.gov/MyLicenseVerification/Search.aspx?facility=Y
http://rct.doj.ca.gov/MyLicenseVerification/Search.aspx?facility=Y










1. California Department of 
Industrial Relations 

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

◦Print out list and write “We 
are not on this list.” on top of 
page 

 

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


We are not on this list. 



2. Federal Excluded Parties List 
System 

 https://www.epls.gov/epls/search.do 
◦ Under Name Search Type - Select Firm, Entity or 

Vessel 

◦ Search for your organization 

◦ The search should say: “Your search returned no 
results.” 

◦ Print “printer friendly” copy 

 

https://www.epls.gov/epls/search.do








(Printer Friendly Printout) 



 Complete and return Certification of Compliance 
 http://www.sandiego.gov/arts-

culture/pdf/ebocertcomp.pdf 
 The Equal Benefits Ordinance [EBO] requires the City to 

enter into contracts only with contractors who certify they 
will provide and maintain equal benefits to employees with 
spouses and employees with domestic partners in 
accordance with the EBO.  

 Benefits include health, dental, vision insurance; 
pension/401(k) plans; bereavement, family, parental leave; 
discounts, child care; travel/relocation; employee 
assistance programs; credit union; or any other benefit.  

 If a contractor does not offer a benefit to an employee with 
a spouse, that same benefit is not required to be offered 
to an employee with a domestic partner.  
 

http://www.sandiego.gov/arts-culture/pdf/ebocertcomp.pdf
http://www.sandiego.gov/arts-culture/pdf/ebocertcomp.pdf
http://www.sandiego.gov/arts-culture/pdf/ebocertcomp.pdf
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 OSP – For “Project Title” just fill in FY13 TOT 
Agreement. 



http://www.sandiego.gov/arts-culture/pdf/electronicpaymentform.pdf 

Send directly 
to comptroller 
– not to us! 



Download and complete: 

http://www.sandiego.gov/arts-
culture/pdf/contractorregform.pdf 

 DO NOT mail to Purchasing & Contracting 
Department as requested on the webpage. 

 Deliver with other required documents to 
Contracts Coordinator 

 Questions?  Please contact Teresa Monillas at 
tmonillas@sandiego.gov or 619-236-6803 

http://www.sandiego.gov/arts-culture/pdf/contractorregform.pdf
http://www.sandiego.gov/arts-culture/pdf/contractorregform.pdf
http://www.sandiego.gov/arts-culture/pdf/contractorregform.pdf
mailto:tmonillas@sandiego.gov


 Deliver the form to us – not the IRS. 



 Teresa Monillas 
◦ Contracts Coordinator 

◦ 619-236-6803 

◦ tmonillas@sandiego.gov 

 

 Gary Margolis 
◦ Program Manager 

◦ 619-236-6788 

◦ gmargolis@sandiego.gov 

mailto:tmonillas@sandiego.gov
mailto:gmargolis@sandiego.gov




Creative Communities San 

Diego 

(funding for projects) 

Organizational Support 

Program 

(funding for general operations) 
 

Wed. Sept. 12, 1-3 PM 

Rancho Penasquitos Library 

 

Thur. Oct 4, 1-3 PM 

Logan Heights Library 
 

Thur. Sept. 13, 1-3 PM 

Logan Heights Library 

 

Wed. Oct. 10, 1-3 PM 

Rancho Penasquitos Library 
 

Applications due: 

October 19, 2012 

 

Applications due: 

November 16, 2012 



Handout pages 26-30 


