
CATEGORY B and CII
CONTRACT PROCESS 

TRAINING FY23/24
June 2, 2023



TODAY’S AGENDA

• Award Amounts Release – pending TDC Board approval on 6/8/23

• Awardees must complete the Follow Up form in the grants portal – available 6/9/23

1. Complete and upload Exhibit B budget (available under the grantee toolkit)

2. Complete your project/program description Exhibit A

3. Upload your current COI – add PBC Board of County Commissioners as additional insured

4. Upload your Sunbiz report showing authorized signers for your contract ( D & O only)

• Once the Follow Up form is completed accurately, a contract will be sent to the awardee via DocuSign

Next Steps in the Contract Process



Things to Note

• DocuSign will be used to sign contracts – the person 
authorized to sign must be a Director/Officer as listed 
on sunbiz

• The name and email of the person authorized to sign 
the contract must be provided to the Cultural Council 
before the contract can be sent via DocuSign

• No new language in the contracts



TO COMPLETE THE FOLLOW UP FORM - GO TO CULTURAL COUNCIL’S WEBSITE 

Click on Category B or Category CII



Click on the Grants Portal Button OR go to: 
https://www.grantinterface.com/Home/Logon?urlkey=ccpbc



Enter Email Address & Password



• Once you log into the portal you will be taken to the 
Applicant Dashboard

• Scroll down to “Follow-Up Forms”
• Look for Form Name – FY23/24 Category B (OR CII) 

Contract Documents
• Click on “Edit” to the right
• Download and complete the Exhibit B form (budget) –

located under the grantee toolkit
• Complete and submit the follow-up form

GRANTS PORTAL



COMPLETE BUDGET QUESTIONS – SAMPLE SCREENSHOT

Your original 
request amount will 
pre-populate from 
application

Enter new 
total based 
on awarded 
amount



ALLOCATION OF AWARD

Enter allocations (asterisk only) based on award amount – some fields will be pre-populated with allocations 
you submitted with your application



Complete/Upload

• Exhibit B (Contract)
• Exhibit A – Project/Program Description
• Certificate of Insurance
• Sunbiz Report showing authorized signers for 

your contract
• Name and email address of person authorized to 

sign the contract – must be listed on Sunbiz as 
an Director/Officer



COMPLETE EXHIBIT B

Column A 
total should 
equal grant 
award 
amount

Enter your 
organization’s 
name 

Update all 
expense & 
revenue 
columns 
based on 
award 
amount



Sample COI



Sample Sunbiz Registration



Deadlines/Timeline

• Award Notification & Follow-Up Release – 6/9/23
• Follow-Up/Contract Docs Due to CC – 6/22/23
• Contracts sent via DocuSign – 7/14/23
• Contracts Due to Cultural Council – 7/25/23

Note: While waiting on the award notification, please work on your 
project/program description, gathering your current COI and Sunbiz
registration and identifying the person authorized to sign the contract.



When you receive the Contract

•Examine the entire contract including 
Exhibits 
•Check sections 1.1 and 1.2 on Page 2 of the 
contract and VERIFY the information
•Authorized signatory as listed on 
Sunbiz.com will sign under ‘GRANTEE 
ORGANIZATION
•Complete title of signatory
•A witness signature is not required



For Additional Information/Questions:

Stephanie Issac, Grants Assistant
561-472-3342, sissac@palmbeachculture.com

Vicky Jackson, Director of Grants
561-214-8087 or vjackson@palmbeachculture.org

mailto:sissac@palmbeachculture.com
mailto:vjackson@palmbeachculture.org

