
 

 
Verification Documents Guide 

 
For Organizations Awarded Arts and Culture Funding in Fiscal Year 2025 

These instructions are for organizations, referred to as funding recipients or awardees, that 
have been approved for a funding award in FY25 through the City of San Diego’s (City) 
Organizational Support Program (OSP) or Creative Communities San Diego (CCSD).  

 

Verification Attachments 

In order to become eligible to receive funds and the associated agreement requiring your 
signature, you must attach required documentation that will become part of your contract. 
Instructions for obtaining these (3) documents are below  

1. California Department of Justice Charity Registration (mandatory)  

a. With a status of Current 

b. See Appendix A for instructions 

c. State of California Department of Justice Search Tool 

2. California Secretary of State Business Listing (mandatory)  

a. With a status of Active and Standing of Good 

b. See Appendix B for instructions 

c. California Secretary of State Business Search Tool 

3. U.S. Government System for Award Management (SAM) Debarment Search (mandatory) 

a. The SAMS check is to ensure that your organization is not debarred. It is ok if your 
organization is not be registered within the SAMS system 

b. See Appendix C for instructions 

c. SAM Debarment Search Website 
 

These three attachments must be saved in exactly the same format as shown in Appendices A-
C. Please do not upload any other documentation or registrations in a format other than what 
is shown. Doing so may delay your contract and/or ability to receive timely funding. 

 
If your organization is unable to show a status of current/ active for your DoJ and SOS please 
email Gabrielle Romberger at gromberger@sandiego.gov.  

https://rct.doj.ca.gov/Verification/Web/Search.aspx?facility=Y
https://bizfileonline.sos.ca.gov/search/business
https://sam.gov/search/?page=1&pageSize=25&sort=-modifiedDate&sfm%5BsimpleSearch%5D%5BkeywordRadio%5D=ALL&sfm%5Bstatus%5D%5Bis_active%5D=true
mailto:gromberger@sandiego.gov


APPENDIX A 
California Department of Justice Charity Registration Check 
Registry Verification 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

STEP 1: 
• Search by one of the 

following: 
• Organization Name 
• FEIN (no dashes) 
• State Charity Number 
• SOS/FTB Number (no 

dashes) 
• Click “Search” 

 
 
 
 

 
STEP 2: 
• Upon search a table will populate under 

the below column headers. 
• The entry under the status column should 

read “Current” 

https://rct.doj.ca.gov/Verification/Web/Search.aspx?facility=Y


California Department of Justice Charity Registration Check 
Registry Verification 

 
STEP 3: 
• Clicking on your entity name in the search results will navigate to the “Registrant Details” page 

seen below 
• Print the entire webpage to pdf (right click then print then select pdf) to ensure that all details 

are included 
• Save the pdf for upload into your contract in Adobe Sign 

 

 

https://rct.doj.ca.gov/Verification/Web/Search.aspx?facility=Y


APPENDIX B 
California Secretary of State Business Listing Check 
California Secretary of State 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

STEP 1: 
• Search by organization name or 

Secretary of State file number 

STEP 2: 
• Upon search a table will populate under the below 

column headers. 
• The entry under the status column should read 

“Active” 
 

STEP 3: 
• Upon searching your entity name will come up under the “Entity Information” column. 
• Click the blue box with the name of your organization under the “Entity Information” column 

to reveal additional details 

https://bizfileonline.sos.ca.gov/search/business


California Secretary of State Business Listing Check 
California Secretary of State 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
STEP 4: 
• Upon clicking your entity name in the “Entity Information Column” after the search 

results a gray box, as seen to the right, will pop up showing various statuses with state 
organizations 

• Take a screenshot of this entire page, showing the box at right, or print the webpage to 
pdf 

• Save the file or pdf for upload to your contract in Adobe Sign 

https://bizfileonline.sos.ca.gov/search/business


APPENDIX C 
U.S Government System for Award Management (SAM) Check 
SAM.GOV 

 
STEP 1: 
• Create an account by 

entering in a valid e-mail 
address, selecting a 
language and 
reading/accepting Rules of 
Use. 

• There is a two-step 
verification process for 
logging in. Follow 
instructions and click the 
links through the e-mail you 
provided when prompted. 

 
 
 
 

STEP 2: 
• Begin the search on the 

“Search” tab after log-in 
• Expand the “Select 

Domain” box by clicking + 
• Select “Entity Information” 

 
 
 
 

 
STEP 3: 
• Type in your Organization name under “Entity 

Name” 
• Ensure ALL THREE of the following boxes are 

checked 
• Active 
• Inactive 
• ID Assigned 

https://sam.gov/


U.S Government System for Award Management (SAM) Check 
SAM.GOV 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
STEP 4: 
• Clicking on the Entity Name from the prior search step will 

navigate to an Entity Information Page 
• Download the page or take a screenshot of the basic data 

shown above 
• An active registration status is not required 
• The SAMS check is to ensure that your organization is not 

debarred 

 
NOTE: 
• Your organization may not be registered with the SAMS system 
• Registration is not required for contracting with the City 
• If your organization is not registered please send a screenshot of the search dialogue box in 

Step 3 with your organization name typed in the Entity Name Box and the “No results found” 
message 

STEP 5: 
• Save the screenshot or downloaded pdf of either your entity information page or the “No 

matches found” dialogue box with your organization’s name in the “Entity Name” field for 
upload to your contract in Adobe Sign 

 

https://sam.gov/
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