
Thank you for joining this Contracting and Grant Reporting Workshop

The session will begin in a few minutes to allow attendees to log in

We have two ASL interpreters joining us today from Bilingva, Amberle and Cory

Attendees will be muted and we kindly ask that you save your questions for the Q&A and submit 
them via the Zoom Chat

Please rename yourself and include your preferred pronouns, e.g., Tabitha Tapia, Grants for the 
Arts, she/her
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Welcome!



Contracting 
and Grant 
Reporting 
Workshop
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FY25 Contracting and Grant Reporting Workshop

FY25 General Operating Support Grants
(year one of two-year grant) Presenters:

• Lorraine Cawili-Thy
• Tabitha Tapia
• Kristen Jacobson



Agenda

 Welcome, Land Acknowledgement, & Introductions
 Objectives
 Contracting Workflow
 Requirements to be able to get your grant
 Grant Reporting
 Q&A
 Next Steps & Closing

FY25 Contracting and Grant Reporting Workshop
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Welcome and Land Acknowledgement

We acknowledge that Grants for the Arts sits on the unceded 
ancestral homeland of the Ramaytush Ohlone who are the 
original peoples of the San Francisco Peninsula. As the 
indigenous stewards of this land and in accordance with their 
traditions, the Ramaytush Ohlone have never ceded, lost nor 
forgotten their responsibilities as the caretakers of this place, as 
well as for all peoples who reside in their traditional territory. As 
guests, we recognize that we benefit from living and working on 
their traditional homeland, and we affirm their sovereign rights as 
first peoples.
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     WELCOME FROM GFTA DIRECTOR
           Kristen Jacobson
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Tabitha Tapia
Senior Finance & 

Operations Manager

she/her

Amy Chou
Senior Program Officer

she/her

Sarah Simon
Program Officer

she/her

GFTA Staff

Lorraine Cawili-Thy
Program & 

Operations Officer

she/her



Objectives

After this workshop, you will be able to: 
 Submit information so GFTA can write your grant agreement 

(aka contract)
 Understand what the City's requirements so that you can get 

your contract
 Submit a complete, correct Intake Form to get your contract 

and grant funds

FY25 Contracting Workshop
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Award Email Issued by 
GFTA

Contracting Workshops 
hosted by GFTA

Intake Form completed and 
submitted by Awardee

Intake Form reviewed by 
GFTA 

for Completeness/Correctness

Contractual Agreement is 
Written by GFTA

GFTA sends DocuSign for 
Signatures: 
•Grantee
•City Attorney 
•GFTA Director

Agreement Executed by 
City

Incomplete or 
Incorrect Intake 

forms cause 
SIGNIFICANT 

Contract Delays

Definitions:
• Contract = Grant
• Contracting = Process for getting a 

Grant Agreement Completed
• Contractual Agreement = Grant 

Agreement
• Supplier = Grantee

Contracting Workflow
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Contracting Workflow

Turnaround Time: 8-12 weeks from date Awardee has met 
compliance requirements and submitted complete, 
current documents

At least FOUR other City units and Departments are 
involved



Contracting Workshops

Register on GFTA’s website for these workshops. Each workshop will be recorded 
and be made available on our website. 

 Thursday, October 17, 2-3 PM*
 Tuesday, October 22, 2-3 PM
 Tuesday, October 29, 2-3 PM*

*ASL interpretation is available during these workshops. 

FY25 Contracting Workshop
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https://www.sf.gov/events/department/grants-arts


Intake Form

 Review this handy checklist “FY25 Compliance 
Intake Form Checklist” included in your award 
letter and on our website before beginning the 
process.

 Complete the steps outlined in the checklist.
 After completing the steps in the checklist, 

submit your intake form included in your award 
letter.
 Suggestion: Do not submit intake form until you've completed steps outlined in the 

checklist

FY25 Contracting Workshop
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https://www.sf.gov/sites/default/files/2024-09/GFTA%20FY25%20Compliance%20Intake%20Process%20checklist.pdf


Become a 
Supplier

 If you have never received a city 
grant, sign up to be a supplier ASAP
Note: This is a two-step process

1. Register to become a Bidder
2. Get set up to be a Supplier

Questions? Contact SF City Partner
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https://sfcitypartner.sfgov.org/pages/contact.aspx


Requirements to be able to get your grant

Meet funding requirements - These requirements are managed by 3rd-party Agencies; 
GFTA does not manage them
1. State of California agencies

 Current business registration with the Treasurer & Tax Collector

 “Active” status with the California Secretary of State

 "Current” status with the California Office of the Attorney General

2. 3rd-party City agencies

• Office of Labor Standards Enforcement (OLSE):

• Health Care Security Ordinance (HCSO), Health Care Security Ordinance | San Francisco (sf.gov)

• Minimum Compensation Ordinance - email a completed MCO Declaration (Word or PDF) to sfcitypartnersupport@sfgov.org

• Chapter 12B Equal Benefits Program

• If you have a grant of $50,000 or more, First Source Hiring program* - submit this online form, DocuSign -
Contact OEWD or employer.services@sfgov.org with questions

FY25 Contracting Workshop
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https://www.sf.gov/become-compliant-supplier-gfta-grantee?nid=10315
https://sftreasurer.org/
https://bizfileonline.sos.ca.gov/search/business
https://rct.doj.ca.gov/Verification/Web/Search.aspx?facility=Y&utm_source=newsletter&utm_medium=email&utm_content=Registry%20of%20Charitable%20Trusts&utm_campaign=Funding%20Announcements
https://www.sf.gov/departments/office-labor-standards-enforcement
https://www.sf.gov/information/health-care-security-ordinance
https://sfgov.org/olse/sites/default/files/Document/HCAO%20MCO%20Documents/MCO_Declaration_10_1_18.doc
https://sf.gov/sites/default/files/2022-12/MCO_Declaration_10_1_18.pdf
mailto:sfcitypartnersupport@sfgov.org?Subject=Question%20to%20User%20Support
https://sf.gov/comply-chapter-12b-equal-benefits-program
https://sf.gov/comply-chapter-12b-equal-benefits-program
https://sf.gov/comply-first-source-hiring-program
https://sf.gov/comply-first-source-hiring-program
https://powerforms.docusign.net/7fbba84c-c5d8-47c0-8e57-7203f75c0932?env=na2&acct=674ac644-8feb-497f-9e7c-73837ca1bebe&accountId=674ac644-8feb-497f-9e7c-73837ca1bebe
https://www.sf.gov/comply-first-source-hiring-program#:%7E:text=The%20First%20Source%20Hiring%20Program%20provides%20a%20ready%20supply%20of
mailto:employer.services@sfgov.org


Gather documents for the intake form
Important note:  If insurance documents are set to expire within 2 months, a contract cannot be written

INSURANCE

 Certificates of Insurance (COI) for General and Automobile Liability & Workers Compensation

 Proof of Additional Insured Endorsements for:
• General liability insurance
• Auto liability insurance if the Awardee owns/operates vehicles to perform their work

 Waiver of Subrogation required for Workers Comp if activities occur on City property

 Waiver for Auto and/or Workers Comp liability insurance

FY25 Contracting Workshop
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Required Compliance Documents

https://www.sf.gov/information/gfta-intake-documentation


 Insurance – minimum coverage you need
• General Commercial Liability: $1 million coverage

• Automobile Liability: $1 million coverage

• Workers Compensation: $1 million coverage

• You may have the option to get Event Only insurance

FY25 Contracting Workshop
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Required Compliance Documents



Compliance 
Documents:

Sample COI
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https://www.sf.gov/sites/default/files/2023-09/Sample%20Certificate%20of%20Insurance_TT%20edits%20to%20%20RM%20version_v3_9.18.23_0.pdf


 Insurance waivers - Submit a waiver letter for insurance 
requirements only under these circumstances:

• Automobile Liability: If your organization does not own vehicles or your 
team doesn’t use personal vehicles for the work you do

• Workers Compensation: If your organization has 0 people on payroll

To submit a waiver for an Auto or Workers Comp, follow instructions on our 
website and use this template.

FY25 Contracting Workshop
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Compliance Documents

Insurance waiver template

https://www.sf.gov/information/gfta-intake-documentation?_gl=1*r5bcqc*_ga*MjExMTMzNjU3MC4xNzAxMzc2MTA2*_ga_BT9NDE0NFC*MTcyODMyOTU0MC4yMjMuMS4xNzI4MzI5NTQ5LjAuMC4w*_ga_63SCS846YP*MTcyODMyOTU0MC4yMjMuMS4xNzI4MzI5NTQ5LjAuMC4w
https://www.sf.gov/information/gfta-intake-documentation?_gl=1*r5bcqc*_ga*MjExMTMzNjU3MC4xNzAxMzc2MTA2*_ga_BT9NDE0NFC*MTcyODMyOTU0MC4yMjMuMS4xNzI4MzI5NTQ5LjAuMC4w*_ga_63SCS846YP*MTcyODMyOTU0MC4yMjMuMS4xNzI4MzI5NTQ5LjAuMC4w
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fsf.gov%2Fsites%2Fdefault%2Ffiles%2F2023-10%2FWaiver%2520Request%2520AL%252BWC_%2520FY24.docx&wdOrigin=BROWSELINK


 General operating budget
• Include a copy of your organization's general operating budget for 

July 1, 2024, to June 30, 2025
• If you have a fiscal sponsor, use your budget for the intake form, not 

the Fiscal Sponsor's budget.
• See a sample general operating budget.

 Appendix D - Other contracts with the City
• If you have other City contracts, complete the Appendix D – Other 

contracts with the City form

• If you have a fiscal sponsor, use the Fiscal Sponsor's information for 
Appendix D

FY25 Contracting Workshop
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Compliance Documents

Sample general 
operating budget

Appendix D template

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fsf.gov%2Fsites%2Fdefault%2Ffiles%2F2023-09%2FSample%2520Budget.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fsf.gov%2Fsites%2Fdefault%2Ffiles%2F2023-09%2F01_Appendix-D%2520Template.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fsf.gov%2Fsites%2Fdefault%2Ffiles%2F2023-09%2F01_Appendix-D%2520Template.docx&wdOrigin=BROWSELINK


Intake Form Summary

Complete the form and do not hit SUBMIT until all fields and 
uploads are done. Incomplete forms will significantly delay 
getting a contract.

 Confirm that you're compliant with City & County and State 
agencies (slide 13)

 Gather all required documents for uploads to the Intake form (slides 14-
17)

*Make sure your insurance is not going to expire in 2 months

 Use the unique Intake Form link that is in your Award Email

• Fiscal Sponsors must submit one Intake Form for each individual 
award for applicants being sponsored

 Read all instructions in the Intake Form

 File uploads must be smaller than 20MB and cannot be in .HEIC format

FY25 Contracting Workshop
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Locate your link in your award letter



Executing a Contract

When you've submitted an Intake form that is 100% complete and has all 
uploads, we'll write your contract.
 Once written, it is sent through DocuSign to get three signatures (see slide 9) to get 

executed

You're close to the finish line!
 You can ask for your grant funds through a Reimbursement Request after you have 

an executed contract

 In the next few weeks, we'll send you more information and workshop dates about 
how to send us your Reimbursement Request

FY25 Contracting Workshop
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Intake Form Submission Deadline

Monday, December 2, 2024

 Submit your intake form by this 
deadline. Failure to meet the City's 
funding requirements or form deadline 
within the City's fiscal year 25-26 (July 1, 
2024- June 30, 2025) may result in loss of 
funding for FY25.

 Reach out to gfta@sfgov.org if you require 
assistance with your intake form

FY25 Contracting Workshop
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https://www.sf.gov/step-by-step/meet-funding-requirements-gfta-grantees
mailto:gfta@sfgov.org


Required Grantee Reporting

 Grantees are required to submit a Mid-
Cycle Report at the conclusion of Fiscal 
Year 2025 (after June 30, 2025) to qualify 
for an FY26 GFTA grant. 

 Refer to Appendix F – Grantee Mid-Cycle 
Reporting Form in your contract/grant 
agreement and our website.

 Grantees will receive a unique, 
personalized link to submit their report.

 GFTA will communicate more details and 
updates. Stay tuned! 

FY25 Contracting Workshop
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Appendix F – Mid-Cycle Grantee Reporting Form

https://www.sf.gov/step-by-step/claim-and-use-your-grant-funding


Q & A

FY25 Contracting Workshop
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Please submit your questions in the Zoom Q&A chat



Next Steps

FY25 Contracting Workshop
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 Review and complete steps outlined in 
the “FY25 Compliance Intake From 
Checklist”

 To get support, complete the following:
• Access this workshop's recording and deck 

on GFTA's website.
• Contact gfta@sfgov.org for any questions

https://www.sf.gov/events/department/grants-arts
mailto:gfta@sfgov.org
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