1. Introduction

The purpose of the City of East Palo Alto Small Grants Program-Transient Occupancy Tax Fund
(TOT) is to provide grants to support non-profit organizations that provide enrichment
programs and services to Children, Youth and Families, including Seniors.

About TOT

At the general municipal election held on November 5, 2002, “Children are one third of
voters in East Palo Alto modified the Transient Occupancy our population and all of
Tax (TOT) ordinance to provide a dedicated revenue stream our future.” ~Select Panel
for Children, Youth and Family services, including Senior for the Promotion of Child
citizens (CYFS). The TOT revenue is collected through a hotel Health, 1981

tax which is submitted to the City on a monthly basis. 10% is

set aside for CYFS. For 2026-27, the City Council preliminarily
approved a total amount of $480,000 in funds available and with a grant amount for
programming to a not-to-exceed $40,000 per grant organization for those that meet the criteria
requirements. A single season (three months or less) request may not exceed

$10,000. The funds are exclusively to be used by Community-Based Organizations and non-
profits that serve East Palo Alto residents.

Historically TOT funds have been directed into summer programs for youth. As the program
has evolved and the TOT grant fund has remained steady, Council has desired to expand the
TOT Grants program beyond the original scope of summer-based programming into possible
year-round activities. Qualified applicants are welcome to apply utilizing a variety of activities
that ultimately benefit the City of East Palo Alto residents!

2. New Items for 2026-27

This year applicants will estimate their number of program participants based on demographics.
Staff may hold a 30 minutes conversation with applicants following submission of their proposal.

Contracted vendors may be required to provide actual demographic registration data following
the conclusion of programming and participant data for the previous two years (such as names,
colleges attended, etc). The city may conduct an evaluation during programming as well.

3. Timeline and Important Elements
Funding Timeline
(staff anticipates the following timeline)
Notice of Funding Availability (NOFA) Released February 27, 2026
Mandatory Pre-Submission Applicant Orientation March 13, 2026
Question Submission Ends March 20, 2026
Applications Due April 3, 2026
(Late Applications will not be accepted.) @ 3:00pm
Applicant Review Process April 4-30, 2026
Award Announcement May 5, 2026
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Mandatory Pre-Submission Information Session

Interested applicants MUST have attend ONE of TWO Informational Sessions. Each session will
be held remotely via Zoom on Friday, March 13, 2026 at 1:30pm and 6:00 pm.
The purpose of the Pre-Submission Applicant Orientation:

e Describe the Transient Occupancy Tax (TOT) Grants Program and program requirements
e Respond to questions from potential applicants
e Review the application process

Questions and Inquiries

To ensure all applicants have access to the same information, grant staff will only answer
application questions submitted via email by Friday, March 20, 2026. All questions will be
responded to in writing and shared with session attendees by Friday, March 27, 2026.
Submit questions to Maurice Baker at: mbaker@cityofepa.org.

4. Grant Details

Funding Available: The City Council has authorized up to a maximum grant amount of $40,000 per
grant application for fiscal year 2026-27 for a grand total of $480,000 which is contingent on
the quality and number of proposals received plus funding available.

The City is specifically interested in programs that specifically serve the following demographics:

e Children/Youth
e Family Services
e Seniors

Eligible Applicants: Must be registered and up to date Non-profit 501 (c)(3) organizations from
East Palo Alto or organizations that serve a majority of it’s residents.

Applicants are required to submit proof of non-profit status. Current or past grant recipients
may apply for grant funding.

TOT grants are competitive and must demonstrate an increase in both quality and access to
programs for East Palo Alto children, youth and families, including seniors, and have to be
publicly funded/supported programs that promote measurable improvement and a supportive
community environment for families and/or seniors. Details regarding this promotion of
measurable improvements will be provided at the Mandatory Pre-Submission Applicant
Orientation on March 13, 2026.
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5. Contractual Requirements and Reporting:

All grantees will be required to list:

e Service category area;

e Track the number of clients served (Example: Sign-in/Out sheets or digital versions);

e Demographics (For example but not limited to: race, gender, age, language, residency);

e Total service hours provided;

e Length of programming (e.g. ten weeks or sessions etc.)

e Program impacts; and

e All grantees, regardless of the type of grant, will be required to conduct a client
satisfaction survey during the grant term and submit that feedback with the Closeout
paperwork.

e Closeout reports are due 30 days after the close of your grant. Any funds not
expended by the end of your grant are required to be returned to the City of East Palo
Alto along with your Closeout Report.

In addition, recommended applicants must provide the following as a condition of grant award:

e Memorandum of Understanding (If you are partnering with another organization — not
required for Small Grants): Partnering organizations are required to define their
partnership by written agreement in the form of a Memorandum of Understanding
(MOU). In addition to expressing a convergence of will between the parties, indicating
an intended common line of action, roles and responsibilities; the MOU must identify a
lead organization to represent the collaborative and receive payments on its behalf.

The Lead Organization may be required to provide all requested legal documents
including insurance to cover the work of the group. Lead organizations are required to submit
proof of current non-profit status.

6. Proof of Insurance

Organizations seeking to submit an application with the City will be required, at time of application, to
provide evidence of insurance and maintain coverage throughout the life of the grant. Costs for required

insurance may be included in the proposed program budget. Outlined below is the comprehensive list

of insurance requirements that will be required for review of application. Organizations are encouraged

to reach out to City PRIOR to application due date if any questions/concerns arise.
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INSURANCE REQUIREMENTS

I. TYPES OF INSURANCE

A. Commercial General Liability Insurance: Contractor shall take out and maintain during

the life of this Agreement such Bodily Injury Liability and Property Damage Liability
Insurance Commercial General Liability Insurance with coverage at least as broad as
Insurance Services Office (ISO) form CG 00 01 including contractual liability, personal
advertising injury, and completed operations for bodily injury, personal injury, including
death, and property damage on an occurrence basis as shall protect it while performing
work covered by this Agreement from any and all claims for damages for bodily injury,
including accidental death, as well as claims for property damage which may arise from
the Contractor’s operations under this Agreement, whether such operations be by
Contractor or by any sub-Contractor or by anyone directly or indirectly employed by
either of them. The amounts of such insurance shall be not less than One Million Dollars
($1,000,000) per occurrence and Two Million Dollars ($2,000,000) general aggregate.
The policy shall include a per project or per location general aggregate endorsement. If a
per project/location endorsement is not available, the limit for the general aggregate shall
be doubled.

Contractor shall provide the City with certificates of insurance and additional insured,
primary and non-contributory coverage endorsements evidencing the insurance coverage
required by this Agreement.

B. Automobile Liability Insurance: Contractor shall procure and maintain during the life of
this Agreement such Automobile Liability Insurance and shall have minimum limits of no
less than One Million Dollars ($1,000,000.00) per accident for bodily injury and

property damage.

[]1 B.1. Automobile Insurance (Option 1). Contractor shall procure and maintain
Automobile Liability Insurance as broad as Insurance Services Office Form Number CA
00 01 (or equivalent) with coverage for Code 1 (any auto). Such Automobile Liability
Insurance shall have a minimum limit of no less than One Million Dollars
($1,000,000.00) each accident combined single limit for bodily injury and property
damage.

[1 B.2. Automobile Insurance (Option 2). Contractor shall procure and maintain
Automobile Liability Insurance as broad as Insurance Services Office Form Number CA
00 01 (or equivalent) with coverage for (Code 8 for hired autos and Code 9 for non-
owned autos). Such Automobile Liability Insurance shall have a minimum limit of no less



than One Million Dollars ($1,000,000.00) each accident combined single limit for bodily
injury and property damage.

[]1 B.3. Automobile Insurance (Option 3). Contractor shall be required to procure
Automobile Insurance only when vehicles are used in performing its work under this
Agreement. It is not required for simple commuting and Contractor is prohibited from
transporting any persons as a part of the services provided pursuant to the Agreement.
However, compliance with California law requiring auto liability insurance is a
contractual requirement.

[] B.4. Automobile Insurance (Option 4) If Contractor does not own or operate vehicles
while performing services, automobile insurance is not required but must be confirmed in
writing.

Contractor shall provide the City with certificates of insurance and additional insured,
primary and non-contributory coverage endorsements evidencing the insurance coverage

required by this Agreement.

. Worker's Compensation and Employer's Liability Insurance: Contractor shall have in

effect during the entire life of this Agreement Worker's Compensation insurance and
Employer's Liability Insurance providing full statutory limits but in no event less than
one million ($1,000,000) each accident or disease.

Contractor shall submit to City, along with the certificate of insurance, a waiver of
subrogation endorsement in favor of the City, its officers, agents, employees, and
volunteers.

Proof of Workers” Compensation is not required if Contractor provides written
verification that they have no employees. All Contractors shall be required to complete an
East Palo Alto “Workers Compensation Certification” form.

. Professional Liability Insurance: If applicable, Contractor shall take out and maintain

during the life of this Agreement a policy of professional liability insurance, protecting it
against claims arising out of the acts, errors, or omissions of Contractor pursuant to this
Agreement, in the amount of not less than One Million Dollars ($1,000,000) per claim
and in the aggregate. Said professional liability insurance is to be kept in force for not
less than one (1) year after completion of services described herein.

. Sexual Abuse and Molestation Liability Insurance (SAM): Contractor shall procure

sexual abuse and molestation liability insurance with limits of not less than one million
dollars ($1,000,000.00) per occurrence.



F. Cyber Liability: For services or work related to technology software, hardware, and other

technology services, Contractor shall provide Cyber Liability Insurance, or if appropriate
for Contractor’s services, Technology Errors and Omissions Insurance, with limits not
less than One Million Dollars ($1,000,000) per claim. Coverage shall be sufficiently
broad to respond to the duties and obligations as is undertaken by Contractor in this
agreement and shall include, but not be limited to, claims involving infringement of
intellectual property, including but not limited to infringement of copyright, trademark,
trade dress, invasion of privacy violations, information theft, damage to or destruction of
electronic information, release of private information or personally identifiable
information (PII), alteration of electronic information, extortion, and network security.
The policy shall provide coverage for breach response costs as well as regulatory fines
and penalties, and credit monitoring expenses with limits sufficient to respond to these
obligations.

II. ADDITIONAL REQUIREMENTS

A. Broader Insurance Coverage: In the event that Contractor maintains broader coverage
and/or higher limits than the City’s minimum requirements, the City requires and shall be

entitled to the broader coverage and/or the higher limits maintained by the Contractor.
The limits of insurance required in this agreement may be satisfied by a combination of
primary and umbrella or excess insurance provided each policy complies with the
requirements set forth in this agreement. Excess policies shall be follow-form to the
underlying policies. Any umbrella or excess insurance shall include City and its officers,
officials, employees, agents, and volunteers as additional insured and contain or be
endorsed to contain a provision that such coverage shall also apply on a primary and non-
contributory basis for the benefit of the City before the City’s own insurance shall be
called upon to protect it as a named insured.

No representation is made that the minimum insurance requirements of this agreement
are sufficient to cover the obligations of the Contractor under this agreement.

B. Additional Insured Status: The City of East Palo Alto, its subsidiary agencies, directors,

officers, employees, agents, independent contractors, and volunteers shall be named as
additional insureds on any such policies of commercial general liability and automobile
liability insurance.

C. Primary and Non-Contributory Coverage: Except for professional liability and worker's

compensation insurance, the policies shall also contain a provision and be endorsed that
the insurance afforded to the City, its subsidiary agencies, and their directors, officers,
employees, agents, independent contractors and volunteers based on additional insured
status shall be primary and non-contributory insurance to the full limits of liability of the
policy, and that if the City, its subsidiary agencies and their directors, officers, employees,



agents, independent contractors, and volunteers have other insurance or self-insurance
against a loss covered by a policy, such other insurance shall be excess insurance and
shall not be called upon to contribute.

. Verification of Coverage: Prior to commencement of work, the Contractor shall furnish

City with certificates of insurance, additional insured and primary and non-contributory
endorsements (or copies of the applicable policy language effecting coverage required by
this clause), and waivers of subrogation evidencing compliance with the insurance
requirements above. The Contractor must agree to provide complete, certified copies of
all required insurance policies if requested by the City.

. Notice of Cancellation: All notices shall be in writing, to the City, at 2415 University
Avenue, East Palo Alto, CA 94303. Each insurance policy required by the agreement
shall be endorsed to state that coverage shall not be modified or cancelled except after
thirty (30) days’ prior written notice has been given to the City, except that ten (10) days’

prior written notice to the City shall apply in the event of policy modification or
cancellation for nonpayment of premium. If an insurance carrier will not provide the
required notice of cancellation, the Contractor shall provide written notice to the City of a
policy modification or cancellation no later than ten (10) business days before policy
modification or cancellation.

Deductibles or Self-Insured Retentions: Prior to the execution of this Agreement, any

deductibles or self-insured retentions must be declared to and approved by City.

. Breach: In the event of the breach of any provision of this section, or in the event any
notice is received which indicates any required insurance coverage will be diminished or
canceled, City, at its option, may, notwithstanding any other provision of this Agreement
to the contrary, immediately declare a material breach of this Agreement and suspend all
further work pursuant to this Agreement.

. Acceptability of Insurers: Insurance shall be placed with insurers admitted in the State of
California and with an AM Best rating of A-VII or higher. Coverage must be on an

occurrence or accident basis, not claims-made.

Modification of Insurance Requirements: The City reserves the right, at its sole
discretion, to modify, amend, or update the insurance requirements set forth in this

Agreement. Any such changes shall be communicated to the Contractor in writing, and
the Contractor shall comply with the update requirements within the timeframe specified
by the City. Failure to maintain the required insurance coverage, as modified, shall
constitute a material breach of this Agreement and may result in suspension or
termination of the Agreement at the City’s discretion.



7. Review, Evaluation, Selection Process, and Ranking:

Eligibility Review: City staff will review applications to ensure they meet minimum eligibility
requirements and submittal standards. Only applications that are complete, meet eligibility
requirements, and submittal standards will be forwarded for further considerations. Applicants
not meeting these standards will be notified.

After a preliminary review by City staff, eligible proposals are presented to a Community Grants
Review Panel (CGRP) for further review and ranking. The CGRP will present their rankings and
recommendations for funding to the City Council. The City Council, which has final approval
authority, then selects the slate of projects to be funded and informs the staff of its decision.
The Community Services Manager is responsible for administering the grants for the approved
projects.

Application Format and Submission: Applications must be no longer than ten (10) pages plus
attachments. Applications will not be available online. All submissions are due by 3:00 pm.
on Friday, April 3, 2026.

Electronic submissions are required. Allow plenty of time for the system to upload documents.
Submit applications:

e Via email to commservices@cityofepa.org

Attachments should be in PDF format. All documents should be titled with the attachment
designation followed by the applicant name. For example: Attachment A: ABC Organization:
Application. Attachment B: ABC Organization: Narrative. If the file size is too large, break up
the documents and send them in smaller groupings.

The award of a contract, and any allowed renewal or extension thereof, is subject to
allotments made by the East Palo Alto City Council and subject to the availability of Transient
Occupancy Tax (TOT) Funds. PLEASE NOTE THAT THE EAST PALO ALTO CITY COUNCIL MAY
PARTIALLY FUND ANY CONTRACT RESULTING FROM THIS SOLICITATION. ANY FUNDS NOT
EXPENDED BY THE END OF YOUR GRANT IS REQUIRED TO BE RETURNED TO THE CITY OF EAST
PALO ALTO ALONG WITH YOUR CLOSEOUT REPORT.

Instructions: Submissions should be presented in the following order: KEEP THIS FORM.
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