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Welcome
Welcome to the Human Services Advisory Board FY 2026 Funding Application 
Workshop! We appreciate your participation today as we navigate the new application 
process using Bonfire, our online platform designed to streamline submissions and 
enhance transparency.
During this workshop, we will provide you with an overview of the Bonfire application 
system, including step-by-step instructions on how to create, submit, and track your 
applications. We’ll cover key features of the platform, tips for successful submissions, 
and the resources available to support you throughout the process.
Understanding this new process is crucial for ensuring that your organization can 
effectively apply for funding and contribute to our community’s vital human services. 
We encourage you to ask questions and engage in discussions as we go along, 
ensuring that you leave with a comprehensive understanding of the application 
process.
Thank you for your commitment to serving Monroe County. Let’s get started! 



Workshop Objective
The objective of this workshop is to ensure that by the end, participants will possess a 
thorough understanding of the new application process for the Fiscal Year 2026 
funding cycle using the Bonfire platform. This will include essential steps such as 
creating, submitting, and managing  applications.

The workshop is designed to equip the applicants with the skills and confidence they 
need to successfully participate in the funding process.



Today’s Agenda
FY 2026 Funding Cycle Schedule 

HSAB Application Updates                

What is Bonfire and Why the Change

Getting Started with Bonfire                                         

Submitting Applications on Bonfire 

Attachment & Documents

Deadlines & Reminders

Q & A Session



FY 2026 FUNDING CYCLE SCHDULE



FY 2026 Funding Cycle Schedule
Budget Period: Oct. 1, 2025 – Sept. 30, 2026

FY 2026 Funding Cycle Workshop
Date: January 9, 2025
Time: 10:00AM
Location: Hybrid meeting in-person at the Harvey Government Center, BOCC  Meeting Room, 2nd Floor, 1200 Truman Avenue, Key West, or via the Zoom Webinar 
platform.

Application Period Opens
Date: February 3, 2025

Deadline for Application 
Date: March 31, 2025 by 5:00 PM Late or incomplete applications will not be considered for funding.

HSAB Funding Meeting - FY2026
Date:  May 7, 2025
Time: 10:00AM
Location: Hybrid meeting in-person at the Marathon Government Center, BOCC Meeting Room, 2nd Floor, 2798, Overseas Highway, or via the Zoom Webinar 
platform. 



HSAB APPLICATION UPDATES



• Applicants will be required to complete an application for the FY 2026 Funding Cycle on Bonfire, the County’s 
electronic bidding platform at:

https://monroecounty-fl.bonfirehub.com 
    or

 www.monroecounty-fl.gov/bonfirebids
• Applicants must be registered for a vendor account before submitting an application. Instructions for creating 

a vendor account with Bonfire were emailed in November. A copy of the can also be found on our website at:

Bonfire Vendor Registration Instructions

• During the application meeting, several updates were made, including the removal of questions that were no 
longer relevant or deemed redundant. Additionally, some attachments were identified as unnecessary. If you 
were unable to attend the meeting, you can view the recording here: Meeting Video   

HSAB Application Updates

https://monroecounty-fl.bonfirehub.com/
http://www.monroecounty-fl.gov/bonfirebids
https://www.monroecounty-fl.gov/DocumentCenter/View/36797/Bonfire-Vendor-Registration-Instructions
https://cloud.castus.tv/vod/monroe/video/6729332edf16f600086deeda?page=HOME


WHAT IS BONFIRE? & WHY THE CHANGE?



Bonfire is a cloud-based procurement and application management platform designed to streamline the 
submission processes for funding applications. Here are some of its key features:

1.User-Friendly Interface: Bonfire boasts an intuitive design that simplifies navigation for users, making it easy for applicants to 
understand and engage with the application process.
2.Centralized Application Management: The platform allows users to submit and manage all their application documents in one 
place, reducing the need for multiple submissions and enhancing organization.
3.Collaboration Features: Bonfire supports teamwork by allowing multiple users to collaborate on a single application. This 
feature enables organizations to gather diverse input and enhance application quality.
4.Automated Notifications: The platform sends reminders and notifications about deadlines, submission statuses, and required 
actions, helping applicants stay informed and organized.
5.Document Upload and Management: Users can easily upload required documents and track their submission status. This 
feature ensures that all necessary information is included and accessible.
6.Feedback and Support: Applicants can receive feedback on their submissions directly through the platform, fostering 
continuous improvement and engagement. Bonfire also includes access to support resources and FAQs.
7.Secure and Compliant: Bonfire ensures that all data is stored securely and complies with relevant regulations, providing peace 
of mind for both applicants and funders.
8.Time Savings: The number one benefit of using Bonfire’s electronic submission reported by vendors is time savings.

What is Bonfire?



The decision to transition to the Bonfire platform stems from the need to create a more efficient and effective 
application process for funding. This change aims to simplify and streamline submissions, reducing 
administrative burdens for applicants and ensuring a smoother experience overall. By improving communication 
and collaboration, Bonfire fosters a more transparent process that aligns with the application process needs. 
Additionally, the platform enhances accountability and responsiveness, ultimately fostering stronger 
relationships between the County and local agencies. This transition reflects our commitment to maximizing the 
impact of funding and supporting the vital work of nonprofits in our community..

Why the Change?



GETTING STARTED WITH BONFIRE



How to Access Bonfire: You can access the Bonfire platform through one of the following links:      
• https://monroecounty-fl.bonfirehub.com  
• www.monroecounty-fl.gov/BonfireBids  

Account Creation Process: To apply for the FY 2026 Funding Cycle, you must first create a vendor account on 
Bonfire. Once registered, log in to access the dashboard, where you'll find open funding opportunities. From 
there, select the relevant application and follow the step-by-step prompts to complete your submission.

Instructions on how to create a vendor account were sent out in November. If you did not receive this email or 
have not yet created your account, please inform us at the end of this workshop.

Be sure to familiarize yourself with the required documents and guidelines provided within the platform, as this 
will ensure a smooth application process. If you have any questions or need assistance, Bonfire offers helpful 
resources and support directly on the platform.

Getting Started with Bonfire

https://monroecounty-fl.bonfirehub.com/
http://www.monroecounty-fl.gov/BonfireBids


SUBMITTING APPLICATIONS



Submitting Applications
Next, we will walk through the process of submitting an application on Bonfire.

Bonfire provides additional resources on how to create and upload your submissions. You can access these resources here:
Creating and Uploading a Submission

Accessing the Application (Listed as "Opportunity" in Bonfire)
To access the application, go to one of the following links:
•https://monroecounty-fl.bonfirehub.com
•www.monroecounty-fl.gov/BonfireBids 

Log into your Bonfire Vendor account in order to access the opportunity and begin preparing your submission. You can log in using the Log In tab or the Log 
in/Register button. 

https://vendorsupport.gobonfire.com/hc/en-us/articles/6832869814551-Creating-and-Uploading-a-Submission
https://monroecounty-fl.bonfirehub.com/
http://www.monroecounty-fl.gov/BonfireBids


Click on View Opportunity for the project you are applying for. Public projects will appear under Open Public Opportunities. If you received a direct email invite 
from an organization, those opportunities will appear under My Opportunities. This will be the FY 2026 Funding Cycle HSAB Application.

Navigating the Opportunity 

Now that you have access to the opportunity, review the Project Details to get the full scope of the project. The Project Details 
outlines important information such as deadlines, downloadable documents, and mandatory information needed to complete your 
submission. 



Project Details & Important Events

Here you will see key info such as the project's Open Date, the Questions Due Date (if the Organization is accepting questions via Bonfire's Opportunity Q&A feature), 
and the project Closing Date.

Deadlines and additional events (if applicable) will also fall under Important Events.



Supporting Documentation

Downloadable documents provided by the Buyer are available under Supporting Documentation. This section can include pertinent information for the 
corresponding bid, such as bid specifications, appendices, addenda, and so on. To download any documents, simply click on Download in the far right column, or 
click Download All Files to download all available documents at once.

Requested Information

This section outlines the documents you will need to upload as part of your bid package, the corresponding file type, and number of files you are permitted to 
submit. If the project requires a Questionnaire you can download the templates under this section.  Questionnaires will have a Download button under the Actions 
column. 



Messages

The Messages sections includes communication tools that allow Buyers and Vendors to communicate directly in Bonfire. The Public Notices tab acts as a bulletin 
board where Buyers can issue changes or new information about the project. In the event that there are numerous public notices, you can use the Search bar to 
search for keywords and filter down your results.

If the project has enabled the Vendor Discussions feature, this is where you can directly message the Project Owner up until the Questions Due Date. You can begin 
a new conversation by clicking the Start a new Vendor Discussions button. If you would like more detailed instructions, check out 
https://vendorsupport.gobonfire.com/hc/en-us/articles/6832480724503-How-do-I-contact-the-Project-Owner- 

https://vendorsupport.gobonfire.com/hc/en-us/articles/6832480724503-How-do-I-contact-the-Project-Owner-


Uploading Your Submission

To begin uploading your submission, navigate to the Submissions section (which you will find at the bottom of the page). Click on Prepare Your Submission to begin 
the upload process.

This will direct you to the Complete Your Submission page. You will see the current time, the closing time, and a numeric value for days remaining. You will also see 
your information below, which you can change at any time by clicking Edit Contact Info.



Step 1: Provide Submission Information

Upload your files for the corresponding Requested Document by clicking Upload File. Ensure that you have the correct file type and template (if applicable).

When uploading a BidTable or Questionnaire, ensure that your file matches the most up-to-date template provided by the Buyer. You can download BidTable and 
Questionnaire templates at this stage by clicking on the download icon.

NOTE: Uploading an incorrect template will result in errors and will prevent you from completing your submission.



If a Requested Information slot is denoted by Data Type, fill in the information according to the corresponding Data Type (ex. Numeric, Text, True/False, and/or 
Yes/No). 

Once you have uploaded all your documents and inputted your information successfully, you will receive green validation circles (found to the left of each 
Requested Information). If you still receive red validation circles, please review the corresponding error messages and update your information accordingly. 



Step 2: Submit & Finalize 

Check mark "I understand that I can't change any of the submission details or documents once the project closes." and click on Submit & Finalize My Submission.

Submission Receipt

Upon completion, you will be directed to your Submission Receipt. This provides a comprehensive breakdown of all the information from your submission (a 
Submission Receipt will be sent to your email as well). This is where you can download a copy of all your submission files. If you did not receive this email, you can 
click Send Email at the bottom of the page to have it re-sent.



By scrolling down, you will see a number of options on this page. You are given the option to Return to Portal Listing, and view more bid opportunities; Provide 
Feedback to Bonfire Support regarding your submission experience, or revise your submission to go back and make changes..

If you need to revise your submission, remember that you will need to re-submit and finalize your submission for it to be considered; past submissions that have 
been un-submitted will not be reviewed by the Buyer. 

NOTE: You can revise a submission as long as the opportunity is still open. For more please see,  Can I revise my submission? 

https://vendorsupport.gobonfire.com/hc/en-us/articles/6848514343447-Can-I-revise-my-submission-


ATTACHMENTS & DOCUMENTS 



Required Attachments & Documents
To ensure a complete application for the FY 2026 funding cycle on Bonfire, please include all required attachments and documents. It is not the County’s 
responsibility to find and notify you of errors or omissions or to ensure they are corrected. Your application may not be considered if it is incomplete or if any 
required documentation is missing at the time of the application deadline. For any attachments that are not relevant to your organization, you must attach a 
document stating that the requirement is not applicable to your organization:

A. Unqualified Audited Financial Statement Or Statement of Functional Expenses*
B. Copy of Submitted IRS Form 990For the most recent fiscal year (Enter Period Date in Comments)
C. Copy of Current Fee Schedule
D. Proof of Registration with Florida Department of Agriculture & Consumer Services
D.1 Proof of Exemption with Florida Department of Agriculture & Consumer Services
E. Copy of IRS Letter of Determination Indicating 501(c)(3) status
E.1. Copy of GUIDESTAR printout
F. Copy of Personnel Manual Including hiring policies, drug-free workplace, and EEO provisions
G. Copy of Florida Department of Children & Families (DCF) License or Certification
H.  Copy of Any Other Federal or State Licenses
I. Copy of Florida Department of Health Licenses/Permits
J. Copy of Current Occupational Licenses For Organization & Independent Contractors
K. Audit Documentation For recipients of $100K+ from Monroe County.** (See Instructions)
L. Copy of Organization's Corporate Bylaws
M. Copy of Summary Report of Most Current Evaluation/Monitoring.
N. Certification Page Blank page available here.
O. Other If additional space is needed to address earlier questions, please label and include here. 

Notes:
Ensure all documents are formatted according to Bonfire's requirements (e.g., file type, size limits).
Double-check that all required attachments are included before submitting your application.



Item A. Unqualified Audited Financial Statement or Statement 
of Functional Expenses
Attachment Item A- Audited Financials A copy of your organization’s unqualified audited financial statement for the most 
recent fiscal year (2024) is required if your organization’s expenses are $150,000 or greater, or if you received $100,000 
or more in grants from Monroe County. If applicable, please include a statement of deficiencies with recommended or 
taken corrective actions.

If your organization’s expenses are less than $150,000, a Statement of Functional Expenses for the most recent fiscal year 
is required.

Resolution No. 277-2009: For organizations with total annual expenditures of $150,000 or more, including the County 
grant, an annual audited financial statement from the most recently completed fiscal year and an IRS Form 990 for the 
same fiscal year are required. If the audit is qualified, the organization must include a statement of deficiencies with 
recommended or taken corrective actions. For a copy of the resolution click here:



Item B. Copy of submitted IRS Form 990 for most recent fiscal 
year
Attachment Item B- IRS Form 990 - For FY26, you are required to submit your 2024 IRS Form 990. If the 2024 form is not 
yet available, please specify the reason in a Word document attachment. If you have filed for an extension, please include 
the extension letter along with your 2024 form. The Form 990 must be the version that was filed with the IRS.



Item C. Copy of Current Fee Schedule

Attachment Item C - Fee Schedule – A copy of your current fee schedule is required (if applicable).



Item D. & D.1 Proof of Registration or Exemption with FL. 
Department of Agricultural & Consumer Services. 
Attachment Item D and D.1, Proof of Registration or Exemption with the Fl. Dept. of Agriculture & Consumer Services – 
Please provide proof of registration with the Florida Department of Agriculture & Consumer Services as required by 
Florida Statute 496.405, or proof of filing documentation as required by Florida Statute 496.406 for exemption from 
registration. Alternatively, a sworn statement from the organization’s representative confirming that it does not engage in 
solicitation activities will be accepted.

Note: Pursuant to F.S. 496.403, Florida Statute 496.405 does not apply to religious institutions, educational institutions, state agencies, or 
other governmental entities, and therefore, this requirement is not applicable to those organizations.



Item E. & E.1 Copy of IRS Letter of Determination indicating 501 
C 3 Status & Copy of Current GuideStar printout
Attachment Item E and E.1, IRS Letter of Determination & GUIDESTAR – In addition to providing a copy of the IRS Letter of 
Determination confirming your 501(c)(3) status, please also provide a current printout from GUIDESTAR showing that 
your organization maintains its 501(c)(3) status. This can be a printed copy of the online screen, but please ensure that 
the printout clearly indicates your current status with the IRS.



Item F. Copy of Personnel Manual for hiring policies, drug free 
workplace and EEO provisions
Attachment Item F, Personnel Policy and Procedures Manual – Please provide documentation of the hiring policies for all 
staff, drug and alcohol-free workplace provisions, and equal employment opportunity provisions is required.



Items G. through J. Copy of County/State/Federal 
Licenses/Permits 
Attachment Items G through J, Copy of County/State/Federal Licenses/Permits - Please provide a copy of the Monroe 
County and City occupational licenses for the organization, as well as for all Independent Contractors. Additionally, 
include any relevant State and/or Federal licenses, permits, or certifications in the appropriate field. If any of these do not 
apply to your agency, please provide documentation explaining why.



Item K. Audit Documentation
Attachment Item K, Audit Documentation - If you receive $100,000 or more in grant funding from the County, an audit 
must be conducted by an independent certified public accountant (CPA). Please attach the following documents from the 
auditor performing the audit:

1. A copy of the current, valid CPA license issued by the State of Florida Board of Accountancy.
2. A copy of the membership document with the American Institute of Certified Public Accountants (AICPA).
3. A copy of malpractice insurance coverage for the audit services provided.
4. A letter from the auditor confirming that the County is considered the "intended recipient" of the audit.

4. 



Item K. Audit Documentation
1. A copy of the current, valid CPA license issued by the State of Florida Board of Accountancy.



Item K. Audit Documentation
2. A copy of the membership document with the American Institute of Certified Public Accountants (AICPA).



Item K. Audit Documentation
3. A copy of malpractice insurance coverage for the audit services provided.



Item K. Audit Documentation
4. A letter from the auditor confirming that the County is considered the "intended recipient" of the audit.



Item L. Organization’s Corporate Bylaws
Attachment Item L, Organization’s Corporate  Bylaws -  Please provide a copy of the current bylaws.



Item M. Evaluation or Monitoring Reports
Attachment Item M, Evaluation or Monitoring Reports – Please provide a copy of your most recent evaluation or 
monitoring report. The report should include a summary of deficiencies and suggested corrective actions. You may also 
include your responses and the actions taken to address the deficiencies.



Item N. Certification Page
Attachment Item N, Certification Page – Please download the blank certification form and complete it. Ensure that all 
required signatures, including the witness signatures, are obtained. Once the form is signed and completed, scan it and 
save it to your computer. Then, attach the scanned form and upload it in the corresponding field.



Item O. Other
Attachment Item O, Other - You may include an attachment of your choice as Attachment O. This could include a 
brochure, letters of support, or additional responses to earlier questions that you were unable to include in your 
application due to character limitations. Please ensure that all additional responses clearly reference the question 
number they correspond to. Remember, all required documents must be included as attachments to the application.



DEADLINES & REMINDERS



Important Deadlines & Reminders
1. Application Period Opens

• Date: February 3, 2025
• Start preparing your application and gathering necessary documents.

2. Application Submission Deadline
• Date: March 31, 2025
• All applications must be submitted through Bonfire by this date. Late submissions will not be considered.

3. Application Review Period
• Dates: April 1 – April 14, 2025
• Applications will be reviewed by staff and HSAB Board

4. HSAB Funding Meeting
• Date: May 7, 2025 
• Applicants will be notified of funding decisions via email following the funding meeting.
• The funding meeting will take place prior to this notification, where final decisions on awards will be made.

5. Reminders:
• Ensure all required attachments are included with your application.
• Review your application for completeness and clarity before submission.



Q & A SESSION



This completes the workshop
If there are any Questions, Comments, or Concerns, please reach out to the Budget & Finance 
office for assistance. 

Andrew Roltsch-Financial Analyst
Email: Roltsch-Andrew@monroecounty-fl.gov
Phone: 305-292-4476

Lynn Gonzalez-Administrator, Business Services
Email: Gonzalez-Lynn@monroecounty-fl.gov
Phone: 305-292-4467

mailto:Roltsch-Andrew@monroecounty-fl.gov
mailto:Gonzalez-Lynn@monroecounty-fl.gov
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