
City of Encinitas 

Community Grant Program 

Grant Recipient Workshop

April 25, 2024



2

550-590 & 696 

Encinitas Boulevard

Julie Gilliam, Senior Management Analyst

Nate Fisher, Management Analyst

Jaimie Lewis, Management Analyst

WELCOME!



WORKSHOP OVERVIEW
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•  Marketing and Public Awareness

•  Donor Recognition

•  Evaluation Procedure

•  Agreement Process Overview

•  Insurance Requirements

•  Invoicing Process

•  Important Dates and Deadlines

•  Questions and Answers



MARKETING & PUBLIC AWARENESS
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• News Release to Media

• Arts & Culture Calendar
(For Arts related events)



DONOR RECOGNITION
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Recognition of Grant in All Print Materials, 

Website, etc.
 

• “Funded in part by the City of Encinitas 

Community Grant Program.”



PROGRAM EVALUATION
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• Submit Evaluation Form upon project 

completion

• The Evaluation is for your benefit, and may 

be used in consideration of future 

grant applications. 



AGREEMENT PROCESS OVERVIEW

1) Insurance docs due by 4:00pm May 31, 2024

(Failure to meet this deadline will result in forfeiture of grant 

funding)

2) Agreement will be sent via DocuSign

(Please check junk/spam folders)

3) Fillable reimbursement docs sent via email

 (Invoice, Itemized Expense Form, Evaluation)
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INSURANCE REQUIREMENTS

• General Liability and Property Damage

•  Authorized by State of California

•  Not Less than $1,000,000

•  City of Encinitas named as Certificate        

  Holder and as Additional Insured

•  Submit Certificate AND Endorsement
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SAMPLE CERTIFICATE
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• This is an example of 
the Certificate of 
Liability Insurance 
which is due no later 
than 4:00pm on Friday, 
May 31, 2024.

• Agreements will not be 
fully executed until 
BOTH insurance 
documents have been 
received. 



S AM P L E  E NDO RS E M E NT
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• This is an example of the 
Additional Insured 
Endorsement Page which is 
due no later than 4:00pm on 
Friday, May 31, 2024.

• Please note, each insurance 
carrier may have a different 
format for this page.

• Agreements will not be fully 
executed until BOTH 
insurance documents have 
been received. 



W-9 FORM
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• First-time Grantees 

must complete and 

return W-9 form no 

later than 4:00pm, 

May 31, 2024.

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwi88pDVmbbcAhWEmOAKHT3TA80QjRx6BAgBEAU&url=https%3A%2F%2Fwww.pdffiller.com%2F5433177-fillable-w9-form-alabama-dps-alabama&psig=AOvVaw3jdtohdRd7ByKqoku8uT2f&ust=1532468794035886


REIMBURSEMENT PROCESS

• Reimbursement upon Project Completion or Total 

Grant Allocation Expended 

• One invoice submittal with all required 

documentation attached per Recipient. Do not 

submit incrementally.

• Deadline to Submit Invoice and Documentation 

Attachments via email to CGP@encinitasca.gov:  

June 14, 2025.
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REIMBURSEMENT PROCESS Cont’d

There are two categories of documentation required for reimbursement. 

1) Cost incurred

• Examples include, but not limited to, invoices, bills, or receipts for goods 

purchased. For scholarships or other monetary awards, including gift cards, 

participant registration document showing proof of Encinitas residency must be 

provided. 

• These are the items to be listed on the Itemized Expense Form

2) Proof of payment for cost incurred

• Examples include, but are not limited to, bank/credit card statements or 

cancelled checks

• These are the items used to pay for the items listed on the Itemized Expense    

Form
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RE IM BURS E M E NT  P RO CE S S  Co n t ’d

Reimbursements will only be issued

• With a fully executed Agreement in place

• Complete insurance documents received

• Funds used for purpose specified in the CGP Application

• Complete Reimbursement paperwork (which includes 

receipt for item purchased and proof of payment method, 

verification of Encinitas residency may also be required 

depending on program beneficiaries) submitted by the 

deadline of June 14, 2025
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IMPORTANT DATES & DEADLINES

FY2024-25 CGP Grant Cycle
July 1, 2024 – June 14, 2025:   

     Key Dates:

• May 31, 2024:          Due Date for Insurance Documents & W-9

 

• June 14, 2025:   Reimbursement Deadline                       

         Submit Invoice with Attachments

• June 30, 2025:    Final Day to Submit Evaluation Form
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Questions?
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