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How to Complete a Contract Kit  
For Nonprofit Organizations Awarded Arts and Culture Funding in Fiscal Year 2017  

These instructions are for each nonprofit organization that has been approved for an award of 
funding in FY17 after submitting an application through The City of San Diego Commission for Arts 
and Culture’s Organizational Support Program (OSP) or Creative Communities San Diego (CCSD). 

QUICK START SUMMARY: 

1. Read everything in the contract kit. 

2. Sign the contract signature page, sign the duplicate signature page, review Exhibit A, 
sign Exhibit B, sign any applicable “Declaration in Lieu”, and, if preferred, complete 
the optional Electronic Funds Transfer enrollment form. 

3. Compile the necessary insurance documents. (See Article VII of the contract.) 

4. Verify that your organization’s status with state and federal agencies is 
“active”/”current.” (See Section 5.5 in the contract.) 

5. Deliver all these materials to Commission staff by 12:00 p.m./Noon on Friday, 
September 23, 2016. 

6. If you have read everything in the contract kit and followed the detailed instructions, 
but want more information, contact Whitney Roux, Arts and Culture Funding 
Programs Coordinator, at wroux@sandiego.gov or (619) 236-6798. 

 

DETAILED INSTRUCTIONS: 

Why does my organization have to complete a contract kit? 

Each nonprofit organization must possess two things before requesting reimbursement 
from the City: 

INSTRUCTIONS 

INSTRUCTIONS Commission for Arts and Culture 

Need the visuals shown at the Contract Technical Assistance Workshop? 

Need a key for the abbreviations in this document?  

Need a glossary? 

Find it here:  www.sandiego.gov/arts-culture/funding 

mailto:wroux@sandiego.gov
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1. A contract, signed by all the necessary parties and recorded by the City Clerk; and 

2. A purchase order number issued by the City. 

Completing and submitting a contract kit is each nonprofit organization’s first step towards 
getting these two things. 

 

What is included in the contract kit? 

Each nonprofit organization is given a unique kit prepared and delivered by Commission 
staff. Each unique contract kit includes: 

 One complete contract, unsigned 

 One duplicate of the contract signature page, unsigned  

 One Exhibit A: Scope of Services 

 One Exhibit B: Public Records Act Acknowledgement, unsigned 

 One “Declaration in Lieu” of Required Auto Insurance, unsigned 

 One “Declaration in Lieu” of Required Workers’ Compensation Insurance, unsigned  

 One Electronic Funds Transfer (EFT) enrollment form, blank 

 One set of instructions for completing a contract kit 

 One contract kit completion checklist 

 One cover letter from Commissioners 

 

What should my organization do when it gets the contract kit? 

1. Read everything in the contract kit. 

2. Confirm that these unique details in the contract are accurate: 
 Section 1.1.1 Contractor’s Mission 
 Section 2.2 Contract Information 
 Section 3.1 Total Contract Amount 
 Section 3.1.2 Matching Requirement Amount (A 2:1 match is required for 

CCSD contractors with project cash expenses of less than $30,000 and a 3:1 
match is required for CCSD contractors with project cash expenses of greater 
than $30,000; a 3:1 match is required for all OSP contractors.) 

 Exhibit A: Scope of Services 

3. If your organization agrees to the terms and conditions of the contract, then sign 
the contract signature page, sign the duplicate signature page, sign Exhibit B, sign 
any applicable “Declaration in Lieu”, and, if preferred, complete the optional 
Electronic Funds Transfer enrollment form. 

4. Compile the necessary insurance documents. (See Article VII of the contract.) 

5. Verify that your organization’s status with state and federal agencies is – and stays – 
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“active”/”current.” (See Section 5.5 in the contract.) 

6. Deliver all these materials to Commission staff by 12:00 p.m./Noon on Friday, 
September 23, 2016. 

 

When is the contract kit due back to the Commission? 

Completed contract kits are due back to the Commission by 12:00 p.m./Noon on Friday, 
September 23, 2016.  

 

 

Where to deliver a complete and accurate contract kit: 

Commission for Arts and Culture 
Attn: Whitney Roux 
1200 Third Avenue, Suite 924 
San Diego, CA 92101 
wroux@sandiego.gov 
 

What happens after my nonprofit organization returns the contract kit? 

After each nonprofit organization returns its contract kit to Commission staff, the following 
process starts: 

1. Commission staff reviews each contract kit to verify that all the components are 
accurate and complete. 

2. When inaccurate and/or incomplete components are found, Commission staff 
requests corrected materials from the nonprofit organization. 

3. When a contract kit is deemed accurate and complete, Commission staff sends the 
contract kit to the City’s Purchasing and Contracting Department for review and 
approval, then to the City Attorney for review and approval, and then to the City 
Clerk for official recording. 

4. After a contract kit is approved by the City’s Purchasing and Contracting 
Department, approved by the City Attorney, and recorded by the City Clerk, 
Commission staff sends a paper copy of the contract kit to the nonprofit 
organization and concurrently submits a purchase request to the City’s Purchasing 
and Contracting Department for review and approval. 

5. The City’s Purchasing and Contracting Department approves the purchase request 
and issues a purchase order number, which Commission staff then gives to each 

Need a 1-page Contract Kit Completion Checklist? 

Find it at the end of these instructions or 

Find it here:  www.sandiego.gov/arts-culture/funding 
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nonprofit organization.  

6. A nonprofit organization that possesses both a contract that has been signed by all 
the parties and recorded by the City Clerk, and a purchase order number issued by 
the City can begin submitting invoices to Commission staff for reimbursement. 

 

How long does it take for the City to send back a signed contract and a 
purchase order number? 

It typically takes 90 days from the date that a nonprofit organization submits a complete 
and accurate contract kit to Commission staff for the City to send back a signed contract 
and a purchase order number. Turnaround times are largely dependent on the 
accuracy and completeness of each nonprofit organization’s submission and each 
organization’s response time for follow-up requests from Commission staff. 

 

Top 3 Things Your Organization Can Do to Expedite Processing 

1. Send complete and accurate insurance documents and keep the documents 
fresh throughout the year. Expired insurance policies are a common factor in 
longer processing times for organizations’ contracts and reimbursement payments.  
If your organization’s insurance policies are scheduled to expire in the next 90 days, 
obtain current policies as soon as possible. Set reminders on your calendar. 

2. Verify that your organization’s status with state and federal agencies is – and 
stays – “active”/”current”. Delinquent registrations are a common factor in longer 
processing times for organizations’ contracts and reimbursement payments. Your 
organization’s registrations must be refreshed each year. Set reminders on your 
calendar. 

3. Designate one person in your organization to be the point of contact for 
Commission staff. Communications from Commission staff that are lost in an 
organization or directed to the wrong person in an organization are a common 
factor in longer processing times for organizations’ contracts and reimbursement 
payments.   

 

Tips for Getting the Insurance Right 

 Carefully read Article VII of the contract. 

 Review the visuals from the Contract Technical Assistance Workshop.  

 Share the insurance requirements found in Article VII of the contract and the visuals 
from the Contract Technical Assistance Workshop with your organization’s 
insurance broker. 

 Verify that your organization’s insurance policies will not expire in the next 90 days. 

 If your organization’s insurance policies are scheduled to expire in the next 90 days, 
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obtain current policies as soon as possible. Set reminders on your calendar. 

 If your organization meets both of the following two conditions, then sign and 
return a “Declaration in Lieu” of  Commercial Automobile Liability insurance: 

• Your organization does not currently own any vehicles, and 
• Your organization carries Commercial General Liability insurance for 

“hired” and “non-owned” autos. 

 If your organization meets both of the following two conditions, then sign and 
return a “Declaration in Lieu” of Workers’ Compensation insurance: 

• Your organization has no paid employees, and 
• All work to be performed under the contract will be done by solely by 

volunteers.  

 

Tips for Getting the State and Federal Registrations Right  

 Ensure your organization’s status is “Active” or “Results Not Found”  on System for 
Awards Management: www.sam.gov 

 Ensure your organization’s status is “Active” on California Secretary of State - 
Business Listing:  http://kepler.sos.ca.gov/ 

 Ensure your organization’s status is “Current” on California Department of Justice 
– Charity Registration: http://rct.doj.ca.gov 

 Confirm that your organization is not included on the Federal Department of 
Industrial Relations- Federal Debarment List: www.dir.ca.gov/dlse/debar.html  

 Keep these registrations fresh by updating them each annually. Set reminders on 
your calendar. 

 

Tips for Getting Questions Answered Quickly  

 Questions about what the “legalese” in the contract means? Consult your 
organization’s attorney. Commission staff is prohibited from interpreting the 
meaning of the contract contents. 

 Questions about the insurance requirements? Consult your organization’s 
insurance broker. Insurance brokers are experts on insurance. 

 Questions about invoicing and payments? First, check whether your organization 
is in possession of both a contract, signed by all the necessary parties and recorded 
by the City Clerk, and a purchase order number issued by the City. Second, check 
your bank account to see whether an electronic payment has been deposited. After 
doing these two checks, then contact Commission staff with questions. 
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FY17 ARTS AND CULTURE CONTRACT KIT COMPLETION CHECKLIST 
REQUIRED CONTRACT MATERIALS 

 One complete contract, signed  

 One duplicate of the contract’s signature page isolated, signed  

 Exhibit A: Scope of Services 

 Exhibit B: Public Records Act Acknowledgement, signed 

REQUIRED INSURANCE INFORMATION 

 Certificate of Insurance:  

 Commercial General Liability (CGL) insurance 

 Commercial Automobile Liability (AUTO) insurance  

 Workers’ Compensation insurance, if applicable 

 Additionally Insured Endorsements, with correct language: 

 CGL insurance 

 AUTO Insurance 

 Proof of Primary/Non-Contributory Coverage:  

 CGL insurance 

 AUTO insurance 

 Proof of Severability Coverage:  

 CGL insurance 

 AUTO insurance 

 Proof of 30-Day Notice of Cancellation 

 Waiver of Subrogation for Workers’ Compensation, with correct language, if 
applicable  

IF APPLICABLE 

 “Declaration in Lieu” of required Commercial Automobile Liability insurance, signed  

 “Declaration in Lieu” of required Workers’ Compensation insurance, signed  

OPTIONAL, IF PREFERRED  

 Electronic Funds Transfer (EFT) enrollment form, completed (If your organization 
already uses EFT for payments from the City, there is no need to complete the form 
again.) 



w 

 

 

Key to Abbreviations 
 
CCSD = Creative Communities San Diego, the annual, Commission-administered 
process of accepting and evaluating applications from nonprofit, tax-exempt 
organizations requesting TOT funding to use for sponsoring community-based 
festivals, parades and celebrations with an emphasis on projects that promote 
neighborhood pride and community reinvestment, and on sponsoring projects that 
make arts and culture activities more available and accessible in San Diego 
neighborhoods and encourage people of diverse backgrounds to share their heritage 
and culture. 

City = The City of San Diego 

Commission = Commission for Arts and Culture, one of many departments inside 
the City 

FY17 = Fiscal Year 2017 (July 1, 2016 – June 30, 2017) 

OSP = Organizational Support Program, the annual, Commission-administered 
process of accepting and evaluating applications from nonprofit, tax-exempt 
organizations requesting TOT funding to use for general operating support with an 
emphasis on the delivery of programs and services that impact San Diego’s quality of 
life and tourism.  

TOT = Transient Occupancy Tax 

 

KEY Commission for Arts and Culture 

1200 Third Avenue, Suite 924 San Diego, CA 92101   |         619-236-6800           |         www.sandiego.gov/arts-culture 
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Glossary of Useful Terms 

APPLICANT 

An applicant is a nonprofit organization that has submitted an application to receive 
funding from The City of San Diego. 

ANNUAL OPERATING INCOME (AOI) 

An organization’s AOI is generally calculated by subtracting in-kind income from 
unrestricted operating income. The application will include specific instructions as to how 
to calculate AOI. The calculated AOI is used for two purposes. First, the AOI is used to group 
applications for the evaluation process so that panelists are evaluating organizations of 
similar sizes. Second, the AOI is used as a variable in the award calculation logarithm. 
Smaller organizations generally receive a larger percentage of their AOI while larger 
organizations generally receive a smaller portion of their AOI. The final calculation of an 
organization’s AOI will be completed in the online application form. 

ARTIST 

An individual generally recognized by critics and peers as a professional practitioner of the 
visual, performing, or language arts, or a combination thereof, based on that professional 
practitioner’s body of work, educational background, experience, past commissions, 
exhibition/performance record, publications, and production of artworks. 

ARTS 

In this context, the arts encompass visual genres (i.e. painting, sculpture, design, 
photography, printing, mosaic, video, film, mixed-media, textiles, etc.), performing genres 
(i.e. music, theater, dance, spoken word, etc.) and literary genres (i.e. poetry, fiction, non-
fiction, etc.). 

AWARD 

An award is the amount of money that The City of San Diego decides upon and intends to 
give an applicant.  An award is a recommendation, not a guarantee of funding. 

 

 

Commission for Arts and Culture Glossary 
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BOARD OF DIRECTORS/GOVERNANCE 

The board of a nonprofit organization acts as a collective trustee of the organization’s 
assets and ensures that the nonprofit is well managed and remains fiscally sound.  In doing 
so, the board must exercise oversight of the organization’s operations and maintain the 
legal and ethical accountability of its staff and volunteers. According to nonprofit 
corporation law, each board member must meet certain standards of conduct. These 
standards are typically described as the following: 1) Duty of Care; 2) Duty of Loyalty; and 3) 
Duty of Obedience. “Duty of Care”: Board members must exercise ordinary and reasonable 
care in the performance of their duties, exhibiting honesty, independent judgment, and 
good faith. Board members must act in a manner in which such care, including reasonable 
inquiry, as an ordinarily reasonable and prudent person in a like position would use under 
similar circumstances. “Duty of Loyalty”: When acting on behalf of the organization, board 
members must put the interests of the nonprofit before any personal or professional 
concerns and avoid any conflicts of interest. This means a board member can not use 
information obtained as a board member for personal gain (self-dealing), but must always 
act in the best interests of the organization.  “Duty of Obedience”: Board members must 
ensure that the organization complies with all applicable, federal, state, and local laws and 
regulations, and that it remains committed to the organization’s declared mission. As 
fiduciaries of the organization, the board members maintains oversight of the 
organization’s finances. Board members must evaluate financial policies, approve the 
annual budget, and review periodic reports to ensure that the organization has the 
necessary resources to carry out its mission and remains accountable to its donors and the 
public.   

CITY 

The City of San Diego. 

CITY COUNCIL DISTRICT 

There are nine (9) Council Districts in The City of San Diego.  Your project or event must 
occur in one or more Council District(s).  Refer to the San Diego City Council District maps 
online to determine the Council District:  http://www.sandiego.gov/citycouncil/ 

COMMISSION 

The City of San Diego Commission for Arts and Culture. 

COMMISSIONER 

A volunteer appointed by the Mayor and confirmed by City Council to serve in an advisory 
capacity to the Mayor and City Council of The City of San Diego on promoting, encouraging, 
and increasing support for San Diego’s diverse artistic and cultural assets, integrating arts 
and culture into community life and showcasing San Diego as an international cultural 
tourist destination. 

http://www.sandiego.gov/citycouncil/
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COMMISSION STAFF 

Full time employees of The City of San Diego assigned to administer the programs and 
services of the Commission under the oversight and direction of the Mayor and Deputy 
Chief Operating Officer for Neighborhood Services. 

COMMUNITY 

Community describes a unit of social organization based on some distinguishing 
characteristic of affinity: proximity (the North Park community), belief (the Jewish 
community), ethnicity (the Latino community), profession (the medical community) or 
orientation (the gay community). 

CONTRACT 

A contract is a legally binding document that establishes the relationship between The City 
of San Diego and a nonprofit organization and outlines the duties of each party.  The 
contract is the tool that enables The City of San Diego to pay out an award to an 
organization. A contract is considered executed after all the requisite departments within 
The City of San Diego including The Commission for Arts and Culture, Purchasing and 
Contracting; City Attorney and City Clerk have verified and/or signed the contract.  

CONTRACTOR 

A contractor is an applicant who has successfully entered into a contract with The City of 
San Diego and is performing duties under the terms of the contract. 

CULTURAL DATA PROFILE (CDP) and CDP FUNDER REPORT 

The City of San Diego subcontracts with an organization called DataArts  to collect 
standardized data for the arts and culture sector and to convert that data into uniform 
reports customized for the Commission.  

CULTURE GRANTS ONLINE (CGO) 

Culture Grants Online (CGO) is the name of the web-based software system that The City of 
San Diego uses to collect applications for the Organizational Support Program. This system 
is also referred to as the Online Application Portal. Each applicant confirmed by 
Commission staff as eligible to apply for Fiscal Year 2017 OSP funding will be granted 
access to the Online Application Form in the Online Application Portal. CGO is a product 
created and managed by The Western States Arts Federation (WESTAF). The City of San 
Diego holds a licensing agreement with WESTAF to use CGO. 

CULTURAL TOURISM 

Travel with a primary purpose to experience the arts, heritage, cultures, or the special 
character of a place. 
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CULTURE 

In this context, culture refers to fine arts, humanities and the broad aspects of a science as 
distinguished from the vocational, recreational and technical aspects. Art, architecture, 
science and history are considered cultural in this context. 

DATAARTS 

See Cultural Data Profile. 

ENTERTAINMENT EXPENSES 

Funds used to recruit, secure, compensate and supply amusements including but not 
limited to fireworks, caricature drawings, balloon animals, mascots, face painting, animal 
rides, petting zoos, or carnival games. (Contrast with Artistic Expenses). 

FISCAL SPONSOR 

A nonprofit, tax-exempt organization that chooses to support a project by receiving funds 
from a private foundation, a government agency, or tax-deductible donation and passing 
them on to the project.  The fiscal sponsor assumes the liabilities, legal and tax reporting 
requirements associated with accepting funding. For more specific instruction, fiscal 
sponsors and their sponsored applicant are strongly encouraged to seek professional legal 
and accounting counsel to determine how best to structure their business relationship. In 
this context: 

• Legal: The fiscal sponsor would be the applicant, and if awarded funding, would 
become the contractor.  The fiscal sponsor must comply with The City of San Diego’s 
contractual requirements. 

• Location: The fiscal sponsor must be based in San Diego County. 

• Relationship: The sponsored applicant must become employees or volunteers of the 
fiscal sponsor for the duration of the project. Project expenses must be paid directly 
by the fiscal sponsor to vendors and suppliers.  All activities performed by the 
project personnel, including writing grant proposals or requesting donations, will be 
done so on behalf of the fiscal sponsor. All funds raised are the property of the 
fiscal sponsor. 

• Liabilities: Because the project is being conducted on behalf of the fiscal sponsor, 
the project activities create the same liabilities for the fiscal sponsor as would any 
other program. The fiscal sponsor is liable for the actions and omissions of the 
project personnel – whether employees or volunteers - within the scope of their 
project work. If the project has unpaid bills, borrows money, injures someone, 
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damages property, infringes someone’s copyright, or undertakes the obligation to 
supply goods or services to others – all these are the fiscal sponsor’s liabilities. 

• Tax Reporting: Depending on the commitments made to grantors and donors, the 
fiscal sponsor may be required to designate money for the project as a restricted 
fund on its financial records and on its Form 990 return. Payroll tax returns must 
also be filed for employee compensation. 

 

IN-KIND CONTRIBUTIONS 

In-kind contributions are the value of goods or services donated to an organization either 
as volunteer staff time or goods donated by vendors at no cash expense to the 
organization. 

IN-REACH 

The attendance by groups of people coming to any venue owned, rented or otherwise 
controlled by an organization from any of the City’s Council Districts. 

LOCAL AUDIENCES 

Those people living within fifty (50) miles of an event site and attending the event as 
spectators (as opposed to participants). 

MATCHING REQUIREMENT or CASH MATCH 

Contractors with project cash expenses over $30,000 must be able to match City funding at 
a 3:1 ratio: for every $1 the City invests, the applicant must match that support with $3 in 
cash funding. Cash match funding may come from any number of sources including earned 
or contributed income, but cannot come from The City of San Diego. Contractors with 
project cash expenses of $30,000 or less must match City funding at a 2:1 ratio and up to 
50% of the match may consist of in-kind donations. 

NEIGHBORHOOD 

The geographically defined area within The City of San Diego where programs and services 
are provided and outreach activities are targeted. The boundaries of neighborhoods are 
sometimes better defined by neighborhood residents than by police or city maps. 

ONLINE APPLICATION FORM 

See Culture Grants Online. 

ONLINE APPLICATION PORTAL 

See Culture Grants Online. 
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OUTREACH 

Programs and services implemented at locations other than an organization’s primary 
location, including those locations that are owned or rented and those that are not owned 
or rented by the applicant. 

PARTICIPANTS 

The direct recipients and users of the event (e.g. youth and their parents, seniors, the 
homeless, apprentice artists, etc.). Participants should not be confused with “audiences” or 
“visitors” - people who may attend an event as guests, but are not actively engaged in the 
project. 

PROJECT 

The arts and culture event or activity proposed by the applicant for funding. Eligible 
projects are typically one or a series of events united by a single theme or purpose and 
typically of limited duration.  

PROJECT-SPECIFIC COSTS 

Costs which can be identified and assigned to a specific project activity. These include 
expenses for personnel directly assigned to the project such as artistic/entertainment, 
administrative/professional, technical production, etc. Direct costs may also include 
operating costs specifically associated with the project such as the rental of outside 
facilities, postage, materials and supplies. 

TOURIST 

A person who travels more than fifty (50) miles or is traveling from Mexico to visit San 
Diego and/or someone who stays overnight in a hotel/motel. 

VENDOR 

A vendor is a person or an organization that provides goods or services to the general 
public as a feature of your project.  For example, the business that sells popcorn at your 
festival is a vendor for the purposes of this application, but the business that sells you 
signage for the event is not. 

WESTAF 

See Culture Grants Online. 
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Who do I go to for what?

FY17 Contracts and Requests for 
Payment:
Whitney Roux, 
Arts and Culture Funding Programs 
Coordinator
P: 619. 236. 6798
E: wroux@sandiego.gov

FY18 Guidelines and Application:
Anjanette Maraya-Ramey, 
Senior Manager of Arts and Culture 
Funding Programs 
P: 619. 236. 6788
E: amarayaramey@sandiego.gov

www.sandiego.gov/arts-culture/funding 

Presenter
Presentation Notes
Anjanette intro self Intro Whitney We are the FUNDING PROGRAMS TEAM. We are responsible for guiding the policies and procedures regarding the annual distribution of funds through our 2 Funding Programs. As the Senior Manager of the Arts and Culture Funding Programs, my major responsibility is to oversee that this money is distributed through a fair and transparent process which includes:developing guidelines, application questions, evaluation criteria, overseeing the panel adjudication process, andfacilitating the recommendation and awarding of funds. My focus is on guiding policy related to developing the guidelines, application questions, evaluation criteria, panel deliberations and facilitating the recommendation and awarding of funds. Whitney assists me in all aspects throughout the process, but you may work more closely with her once your contract is distributed and you are requesting for payment. However, throughout the year, Whitney and I work closely together on all things related to the Funding Programs. So who do you contact if you need help? Think of me as BEFORE THE AWARD and Whitney as AFTER THE AWARD.  We believe in providing high quality service to you. Although you are technically known as City “contractors” = in our eyes, you are affectionately known as “our nonprofit partners,” because we rely on you to deliver high quality arts and culture programs and services to millions of San Diego’s citizens and visitors on behalf of our organization, THE CITY OF SAN DIEGO. As City partners, we need to work closely together. In order to work efficiently together and achieve the greatest impact, we want to let you know that we are committed to providing great service to you. However in order to provide the best service possible, we rely on you as our City partner to take advantage of the instructions we provide, read through them carefully, reference our website and attend technical assistance workshops. In order for this to be a mutually beneficial relationship, we sure do appreciate when you maximize all of our collective time and efforts by reading through all of the instructions before calling on us.  We have both worked in nonprofit organizations and can certainly attest to wearing multiple hats and working with limited time and resources.  Please recognize that we are only 2 people and there are 146 of you. We value your time and have invested time and resources to provide the most helpful information possible in a variety of formats. We want you to be successful and all we ask in return is that you please read all instructions, go to our website and reference the information thoroughly before calling us. And when you do call us, please be ready with your questions and information. We are available and accessible and we do our best to respond to all inquiries within 48 hours.  If you need to help, please reach out to us, we are here to help! 

mailto:wroux@sandiego.gov
mailto:amarayaramey@sandiego.gov


FY17 Fast Facts

Organizational Support Program
• 98 Applications
• 86 Funded
• 12 Not recommended for 

funding
• Allocated: $10,633,602

Creative Communities San Diego
• 58 Applications 
• 48 Funded
• 10 Not recommended for 

funding
• Allocated: $1,189,847

Contract Period is from July 1, 
2016 – June 30, 2017.

Presenter
Presentation Notes
Anjanette�Two Funding Programs – competitive process EACH YEAR. Organizational Support Program (OSP); unrestricted general operating support for arts and culture nonprofits. Help pay for overhead type costs: rent, insurance, salaries, benefits, security, etc. Creative Communities San Diego (CCSD); sponsorship of an event, festival, parade or celebration that promotes neighborhood pride, community reinvestment, and make arts and culture more accessible in SD neighborhoods and encourage people of diverse backgrounds to share their heritage and culture. WARNING: You may be juggling multiple fiscal year contracts at any given time. The best way to remember how the City defines its fiscal year is the last year of the contract period. This year the FY17 contract period is from July 1, 2016 to June 30, 2017.  All contracted activities need to occur within these timeframes. Reference the handout. 



What is the funding process?

Presenter
Presentation Notes
Anjanette:Our annual funding process is best described if categorized into (5) Buckets or Phases. This is an ANNUAL PROCESS. WARNING– you may be in multiple fiscal years and overlapping phases at any given period of time. Keep calendars of all important dates and try to keep CITY FISCAL YEARS in order.  Reference the one sheet that was distributed. The purpose of today’s session is to review just ONE phase of a multi-phase process of receiving funds from the City. Our funding process is a 5-step program – which I will explain in further detail in just a few minutes. Today, we will just be highlighting the CONTRACT PHASE and provide pertinent info relating to submitting an ACCURATE and COMPLETE CONTRACT KIT. Our hope is to make this as painless as possible and answer any questions you may have so you are successful in completing your contract. We will not cover EVERY SINGLE ITEM in your contract – you are required and expected to read your contract and understand what is required of you. We recognize that it is a lot of “legalese” and we recommend that you consult with your attorney to help you interpret what is in your contract.  Our learning objective for the day is that you leave here feeling more comfortable processing your contract kit. I will go through a high level overview of the entire funding process in a nutshell: PHASE 1: Application Process (Guidelines released typically in the Fall, with LOI due first, if approved to apply – full applications due January-Febraury) PHASE 2: Award Phase – in March Panel Deliberations occur/applications are being evaluated and ranked.  After the Mayor releases a proposed budget in April, The Commission makes an assessment on the money available to distribute, looks at the applicant pool and rankings and then makes initial tentative award recommendations to City Council for approval. After the City’s adopts its final budget sometime in June, final award notifications are sent to those who have been recommended for funding. PHASE 3: Contract Phase – where we are TODAY. You will receive your contract, review, sign, submit requisite insurance documents. Gets routed through various City departments. We will provide separate technical assistance on submitting invoices and final reporting at a later today. Again, for today’s purpose, our goal is to provide you with information to help you complete an accurate contract kit in the most expedient manner possible. PHASE 4: PERFORMANCE PERIOD – July 1, 2016 to June 30, 2017. For example, producing your season, conducting arts education enrichment activities, etc. AND working on your stated Goals and Objectives. This is outlined in EXHIBIT A of your contract.  This is what you said you were going to do – these are essentially the services we are contracting from you to provide. Be sure you have methods in place to measure and report on your activities at the end the contract period. PHASE 5: REPORTING/EVALUATION PERIOD: At the end of contract period, you will need to submit a final report stating how you spent City funds, with requisite financial documents and an online narrative report letting us know how you met your goal and objectives and what methodology was used. We will provide more information on this at a later date, but this requisite financial documents are listed in your contract.  



What is the contract process?

Presenter
Presentation Notes
Anjanette: How many of you have a passport? And have you traveled through different countries? Think of the CONTRACT PROCESS or the piece of paper  that you have in your hand (Your Contract) like a passport when you travel to different countries. When you enter a new country, you have to go through their specific customs requirements, then they stamp your passport when your baggage is clear, and then you and your passport go to another country, go through different customs, they stamp your passport, etc. Well your contract kit is sort of like a passport in that it has to travel to different City departments who check for different things and then stamp it before it goes to the next department.  You first start the contract kit process TODAY with the Commission.  You receive your contract, you are going to read ALL the pages, sign it and return it to the Commission with appropriate insurance materials. Your first passport stop is with the Commission who will check for completeness and accuracy (and we serve as your travel broker for the entire trip OR your translator or liaison for all City departments)As you can see, you contract kit has to travel to various countries/City departments who have to check for specific requirements and then stamp for approval. Starting with our Purchasing Department who act as the official “buyer” of services on behalf of the City. They are checking that insurance requirements are in order; then it goes to the City Attorney who verifies compliance with all registered departments, then the contract needs to be recorded and logged with the City Clerk. The contract comes back to the Commission who enters the contract into our accounting system in order to produce a purchase order issued by our Purchasing Department. Finally after traveling through various City partner departments, YOU (our nonprofit contractors) receive a fully executed contract and a purchase order number. This is when requests for payments (a.k.a. invoices) can begin.  You cannot request for payment until you have a fully executed contract and a purchase order number.  



Where can I find all this info?

www.sandiego.gov/
arts-culture/funding 

Presenter
Presentation Notes
AnjanetteOh boy – I know this is a ton of info so far and we still have a little bit more to share with you. This info and a lot of other pertinent info is posted on our Funding Tab on our website. Bookmark this website! This is where you will find a pdf of this presentation, a glossary of useful terms, a key to abbreviations and more.This is also where we post information about our guidelines and upcoming applications.



Contract

Each nonprofit (Contractor) that is awarded funds from The 

City of San Diego (City) is required to enter into an agreement 

with the City to become City contractors. 

Presenter
Presentation Notes
AnjanetteWe have gone through a lot to get here. And like many of you who attended the Technical Assistance workshop for our application know, this is not a grant. Funds awarded through OSP and CCSD are a contract for services. Your application was your resume and now the city is buying the goals and objectives you stated in your application. This is why you have to complete a contract with the City of San Diego. Once completed, this contract kit travel through the City like your passport through different countries.  Once it has been stamped through all requisite City departments, the contract is fully executed and a a Purchase Order number will be issued. 



What is included in the contract kit?

• One set of instructions for completing a contract kit

• One contract kit completion checklist

• One Electronic Funds Transfer (EFT) enrollment form

• One complete contract, unsigned

• One duplicate of the contract signature page

• One Exhibit A: Scope of Services

• One Exhibit B: Public Records Act Acknowledgement

• One “Declaration in Lieu” of Required Auto Insurance

• One “Declaration in Lieu” of Required Workers’ Compensation Insurance

Presenter
Presentation Notes
AnjanetteThe contract kit contains both your contract, and all required documents as well as instructions for filling out the information and optional forms.



Exhibit A – Scope of Services

Exhibit A is:

The scope of services that the Contractor is required to 

provide under this contract:

• The season highlights and goals and objectives stated in 

the submitted application. 

All contractors should review Exhibit A and are expected to 

measure then report on the outcomes at the end of the 

contract period. 

Presenter
Presentation Notes
AnjanetteYour Exhibit A: this is the scope of services, the services you told the City you will provide if awarded a contract.You should re-read your Exhibit A and note the goals and objectives stated. You will need to be able to deliver, perform, and measure those services. And most importantly, you will need to report on them at the end of the contract period. 



Exhibit B – Public Records Act

Exhibit B is an acknowledgement that:

• The contents of this contract and any documents pertaining 
to the performance of the contract are public records, and 
therefore subject to disclosure unless a specific exemption in 
the California Public Records Act applies.

For information about confidentiality and specific legal 
information pertaining to the Public Records Act, visit: 
www.sandiego.gov/city-clerk/contact/requests

Presenter
Presentation Notes
AnjanetteAs I mentioned earlier, we want to ensure a fair and transparent process for the distribution of public funds. Everything you submit to the City including your application, contract, all attachments, final report, financials, etc. are public record. As part of your contract kit, you will be asked to sign Exhibit B which indicates your acknowledgement of this. 



What are the insurance requirements? 

Insurance Coverage Required

• Commercial General Liability 
(CGL),

• Commercial Auto Liability 
(Auto),

• Workers Compensation (WC).

The City of San Diego
Purchasing and Contracting
1200 Third Avenue, 2nd Floor
San Diego, CA 92101

Presenter
Presentation Notes
WhitneyThis is so confusing, and boring. But this is here to protect you! We value the work you do so much, we want you to be covered in case something happens.



Insurance Documents Required

• Certificate of Insurance

• Additional Insured 
Endorsement

• Proof of:
o Primary and Non-

Contributory Coverage

o 30-day Cancellation 
Notice

o Severability Coverage

o Waiver of Subrogation for 
WC

The City of San Diego
Purchasing and Contracting
1200 Third Avenue, 2nd Floor
San Diego, CA 92101

Presenter
Presentation Notes
Whitney



Insurance Documents Required

• If CGL and Auto have 
two different policy 
numbers you need all 
of the above for each 
policy.

• Contracts and 
Payments can not be 
processed without 
current insurance in 
place.

Presenter
Presentation Notes
Whitney



Additional Insured Endorsement

Required for: 
• CGL
• Auto

Required to have:

• “City of San Diego and 
its respective elected 
officials, officers, 
employees, agents 
and representatives.”

• The Policy Number 
needs to be on top.

City of San Diego and its respective elected officials, officers, 
employees, agents and representatives.

2017CC201

Presenter
Presentation Notes
WhitneyRemember how I was telling you, how we want you to be protected? Well we value this partnership too, and so we want to be protected too.  This Additional Insured Endorsement this is you to help us. 



Additional Insured Endorsement

2017CC201

City of San Diego and its 
respective elected officials, 
officers, employees, agents and 
representatives.



Insurance Samples - Policy Provisions

Policy #: 2017CC201

Required for: 
• CGL
• Auto

Can be an endorsement or a 
page from insurance policy 
document.

Required to have:
• The policy number needs to 

be on top. 

• If you have two separate 
policies, you need one for 
each.

Primary/Non-Contributory, 30-Day Cancellation Notice 
and Severability (Separation of Insured)

Presenter
Presentation Notes
WhitneyWe can accept policy provisions! This makes it easier on you and on the city to see that you hold the correct coverage required.Some tips for locating the correct provisions:Have your insurance broker send you a digital copy of your insurance documents.  Then if you have the technology, go into the PDF and search for “Primary” or “Non contributory”, hen highlight that part.Do the same for Severability, which is often called “Separation of insured”Can’t find these? Ask you insurance broker for help.You can show these policy provisions, with pages from your policy- BE SURE TO INCLUDE THE POLICY NUMBER. And if your CGL and Auto have different policy numbers be sure to include proof of each part for both.



Insurance Samples - Policy Provisions

Policy #: 2017CC201

Presenter
Presentation Notes
Whitney



Insurance Samples - Waiver of Subrogation

City of San Diego and its respective 
elected officials, officers, employees, 
agents and representatives.

Policy #: 2017CC201Required for:
• Workers Compensation 

Insurance

Required to have:

• “City of San Diego and 
its respective elected 
officials, officers, 
employees, agents and 
representatives.”

• The policy number 
needs to be on top.

Presenter
Presentation Notes
Whitney



Insurance Samples – In Lieu Forms

Who should sign an Declaration 
in Lieu - Auto Liability?

• Your organization does not 
currently own any vehicles, 
and

• Your organization carries 
Commercial General 
Liability insurance for 
“hired” and “non-owned” 
autos.

Presenter
Presentation Notes
WhitneyYou are declaring you have something instead of something else. You can not have both things. Review the instructions on who should sign a declaration in lieu. The review your insurance Certificate of Insurance to ensure the two match correctly. You DO NOT need to return a declaration on lieu if you are not using it.



Insurance Samples – In Lieu Forms

Who should sign an Declaration 
in Lieu - Workers Compensation?

• Your organization has no 
paid employees, and

• All work to be performed 
under the contract will be 
done by solely by volunteers. 

Presenter
Presentation Notes
WhitneyYou are declaring you have something instead of something else. You can not have both things. Review the instructions on who should sign a declaration in lieu. The review your insurance Certificate of Insurance to ensure the two match correctly. You DO NOT need to return a declaration on lieu if you are not using it.



Tips for getting your insurance right.

• Carefully read Article VII of the contract.

• Review the visuals from the Contract Technical Assistance 
Workshop. 

• Share the insurance requirements found in Article VII of the 
contract and the visuals from this workshop with your 
organization’s insurance broker.

• Verify that your organization’s insurance policies will not expire 
in the next 90 days.



State & Federal Registrations

CA Dept. of Justice Charity Registration
• http://rct.doj.ca.gov 
• Status Needed: Current

Department of Industrial Relations
• http://www.dir.ca.gov/dlse/debar.html
• Organization is not listed as Debarred.

CA Secretary of State
• http://kepler.sos.ca.gov/
• Status Needed: ACTIVE

System for Awards Management
• www.sam.gov
• Status Needed: ACTIVE or No Results



California Secretary of State

Status Needed: ACTIVE



System for Awards Management

Status Needed: ACTIVE or NO RESULTS



State of California - Department of Justice

Status Needed: CURRENT



How can I expedite the process?

• Send complete and accurate insurance documents and keep 
the documents fresh throughout the year. 

• Verify that your organization’s status with state and federal 
agencies is – and stays – “active”/”current”. 

• Designate one person in your organization to be the point of 
contact for Commission staff. 

Presenter
Presentation Notes
Expired insurance policies are a common factor in longer processing times for organizations’ contracts and reimbursement payments.  If your organization’s insurance policies are scheduled to expire in the next 90 days, obtain current policies as soon as possible. Set reminders on your calendar.Delinquent registrations are a common factor in longer processing times for organizations’ contracts and reimbursement payments. Your organization’s registrations must be refreshed each year. Set reminders on your calendar.Communications from Commission staff that are lost in an organization or directed to the wrong person in an organization are a common factor in longer processing times for organizations’ contracts and reimbursement payments.  



 

 

 

Steps in the Contracting Process 
1. Commission staff reviews the contract kit to check for inaccurate or incomplete components. 
2. When a contract kit is deemed inaccurate and/or incomplete, Commission staff requests corrected 

materials from the nonprofit organization. 
3. When a contract kit is deemed accurate and complete, Commission staff sends the contract kit to the 

City’s Purchasing and Contracting Department for review and approval. 
4. The City’s Purchasing and Contracting Department verifies the completeness and accuracy of all the 

contract documents, all the insurance documents, and all the state/federal registration documents 
for each contract kit. 

5. When a contract kit is deemed accurate and complete by the City’s Purchasing and Contracting 
Department, the contract is signed and the kit is sent to the City Attorney for review and approval. 

6. When a contract kit is deemed inaccurate and/or incomplete by the City’s Purchasing and Contracting 
Department, the kit is sent back to Commission staff for troubleshooting until fixed. 

7. The City Attorney verifies the completeness and accuracy of all the contract documents, all the 
insurance documents, and all the state/federal registration documents for each contract kit. 

8. When a contract kit is deemed accurate and complete by the City Attorney, the contract is signed and 
the kit is sent to the City Clerk for recording. 

9. When a contract kit is deemed inaccurate and/or incomplete by the City Attorney, the kit is sent back 
to Commission staff for troubleshooting until fixed. 

10. After a contract kit is recorded by the City Clerk, Commission staff sends a paper copy of the contract 
kit to the nonprofit organization and attaches a digital copy of the contract kit to a purchase request 
in the City’s accounting system. 

11.  Commission staff sends the purchase request to the City’s Purchasing and Contracting Department 
for review and approval. 

12. The City’s Purchasing and Contracting Department approves the purchase request and issues a 
purchase order number, which Commission staff then gives to each nonprofit organization.  

13. A nonprofit organization that possesses both a contract (signed by all the parties and recorded by the 
City Clerk) and a purchase order number issued by the City can begin submitting invoices to 
Commission staff for reimbursement. 

 
 

 

Contracting Process Commission for Arts and Culture 

1200 Third Avenue, Suite 924 San Diego, CA 92101   |         619-236-6800           |         www.sandiego.gov/arts-culture 
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