Pretty. Unexpected.
Leon County Division of Tourism

2024 Special Bicentennial
Tourism Event Grant
Implementation Workshop
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Tourism Grant Timeline

Grant Funding Agreements Sent to Grantees In Process

A imately 2 k
Complete Post Event Report ppRroximately < weeks
after event

Following approval of
Funds Sent to Grantee completion of

Post Event Report
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Grant Funding Agreement

* The Grant Funding Agreements
are being sent via DocuSign.

* The Grant Funding Agreement
must be signed by the
authorized signatory as listed in
in Sunbiz in order to receive
funding.




~ Grant Information is Located at
VisitTallahassee.com/Grants

Support materials available
for download:

Leon County Tourism
Grant Program
o Event/Marketing Promotional Tool-Kit

Visitor Tracking Form

Visitor Tracking Survey

GRANTS
Visit Tallahassee Logos



* Invoice - An invoice from the organization to Leon County Tourist Development Council
c/o Visit Tallahassee for payment of awarded grant amount.

* Invoice Expenses - Valid invoice(s) for allowable expenses.
* Proof of Payment - Copy of proof of payments.
* Visitor Documentation - Number of visitors calculated with backup documentation

* Room Nights Documentation - Number of room nights tracked with backup
documentation

* Marketing Materials - Copies of marketing or advertising materials, websites, emails,
newsletters, or on-site event marketing showing the Leon County /Visit Tallahassee
combined logo and Bicentennial logo



Expenses

Allowable Expenses:

Promotion, marketing and paid
advertising/media buys that reach outside
Tallahassee /Leon County with potential to drive
overnight visitation.

Event production and technical expenses, site
fees/costs (contract help, rentals, insurance)
rights fees, sanction fees, non-monetary awards
and travel expenses including lodging.

Unallowable Expenses:

General and administrative expenses,

Building, renovating and/or remodeling expenses,
Permanent equipment purchases,

Debts incurred prior to grant requests,

Hospitality or social functions,

Advertising that primarily reaches only
Tallahassee /Leon County and its residents.

Sleeping room expenses for attendees
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Event Budget Form

Leon County Divition of Tourism / Visit Tallahassee

Sample Event Budget
Bvaad Mars Here Event D
EXPENSE ITEMS cosT REVENUE ITEMS REVENUE
Advertising (Sociol media and rodic) $3,500.00 |j|visit Tollohassee Gront $1,500.00
Porta-potiies $500.00 [WCther Sponsorships $15,500.00
Lights and public address spacker rental $650.00 [JVIP Ticket Sales $6,000.00
TOTAL EXPENSES: |  $4,650.00 TOTAL REVENUE: | $25,000.00

VisitTallahassee.com/Grants

Sample event budget form
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Visitor Tracking Survey

Leon County Division of Tourism / Visit Tallahassee

Visitor Tracking Form

EVENT NAME:
Hi, my name is and we are taking a short survey about (EVENT NAME). |
would like to ask you 4-5 questions that only take a minute.
QUESTION 1:  Where do you live?
City: State: Zipeode:
QUESTION 2:  Including yourself, how many people are in your travel party?
# of People: __
QUESTION 3: ATevou {or your party) staying in a local hotel or homeshare property

Hotel Name:

(ie, AirBnB, VRBO), if so which one?

QUESTION 4:

# of Rooms:

How many rooms did you have in your travel party?

QUESTION 5:  How many nights did you spend in hotels?
LTI Calculgte totol room nights by
# of Nights: multiplying the number of
# ;Lﬂﬂ‘:‘:'m rooms by the number of nights.

OPTIONAL:

Would you like to receive more information about events and activities
in Tallahassee? If so, print your email address below:

Email Address:

EVENT # OF #OF ¥ GUESTS
PARTICIPANT/GROUP HOTEL ROOMS | MIGHTS | PERROOM
. #OF #OF # GUESTS
TOTAL: ROOMS NIGHTS PER ROOM

VisitTallahassee.com/Grants

Sample Visitor survey and
tracking forms
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Leon County Division of Tourism / Visit Tallohassee
Somple Event Marketing Budget

EVENT EVENT -
NAME Family Fun Event DATES | APl 1-3, 2021

MEDIA TYPE DESCRIFTION RUN DATES COST (NET)
Billboard 10" x 30" billboard in Pensacola on 110 March 15 = 30 $ 3,500.00

Bocsted event posting on Facebook to
Sodal Media Ortonts oee et Feb. 1 = April 1 $ 750,00
Radis :ﬁm.mlsm WXYZ (101.1 FM) in Feb. 1 = April 1 $ 2.750.00
VisitTallah G
iIsiflallahassee.com rants
S le E f M keti
TOTAL SPEND: [ §7,000.00




Approved Logo Use

Q)isit

Pretty. Unexpected.

The Leon County /Visit Tallahassee logo must be included on all printed and
online advertisements and promotional materials for the event. A draft or

design proof MUST BE SUBMITTED AND APPROVED by the Leon County
Division of Tourism / Visit Tallahassee.



‘Bicentennial Logo Use

BICENTENM AL

This year, the Bicentennial logo should be included on all printed and
online advertisements and promotional materials for the event. A draft or

design proof MUST BE SUBMITTED AND APPROVED by the Leon County
Division of Tourism / Visit Tallahassee.



Substitute for W-9 /Direct Deposit

BOARD OF COUNTY COMMISSIONERS LEON COUNTY

RETIIRET SUBSTITUTE FORM W-9
Rl REQUEST FOR TAXPAYER IDENTIFICATION NUMBER AND CERTIFICATION [ [
isitlallahassee.com rants
P
MAIL COMPLETED FORM AND DOCUMENTS TO: [ ]
oy CLERK OF CIRCUIT COURT & COMPTROLLER LEON COUNTY 301 5. Monroe Street 100 Tallshassee FLIZ301

PLEASE REFER TO FORM W3 INSTRUCTIONS FOR MORE INFORMATION

PART I: VENDOR INFORMATION
e orms esources

recards, CP575. 147C - or - Social Security Administration records, Social

O c Carparation [E] T Exarmpt arganization e I Soctim 501 € _ ]
1 * Corpuration ) Limice lnbiity campany. Enter tax classifcatian E=Carporation, S=5
O Farimershin camaratian, P-partnershin |

O vrustfestate

TO99 Reporting: Serces provided ta the Baard of O

iy CommssTaners oo Caunty By vender, ¥ met speeab SHF
] Health care or medicai service [ soya
[ tegal or ascomey services 1 ourer _
] Rentat of Real Fropeny

T Send completed forms to

Taxpayer kientification Type (check approprate box
[ emplayer 10 No. 214 ] social Securtty No. (s ved seates [ ]

PART lll: ADDRESS

endy.Halleck@VisitTallahassee.com

[ adress Line [Address Line 22

s

Busines:

[Acdress Line [address Une

Em Sae Tip + 4 Code

PART IV: CERTIFICATION
[Ursder penalties of perjury, | certiy that
The number shown on this form s my carrect tax payer dentificatian number (or | am waiting for 2 number to be issued to me), AND
2.1 am not subject o backup withholding because: (1) | am exempt from hackup withholding, or (b) | have Aot been notified by the Intemal Reverue Serce (S|
that | am subject to Backun wahnoiding 25 3 resislt of 2 fallune 10 repor all interest or divsdends. ar (c) the IRS has natsfied me that | am na longer Subject 1o
backug withholdin
3. 1am a U5, Citizen or other U5, person
The Internal Revenue Service does not require your consent 1o any peovision af this
dacument other than the certifications required to avald backup withholding

Printed Name Printed Title Telephane Number

signature Email Date {mam/ddryyr)

i al ram the Caunty will
ever resusit an an IAT under National Automaned Chearing House Association (NACHA) aperating rules or [fyou are not sure if the nses apaly to you DO NOT
FILL OUT THIS SECTION OF THE FORM. Fieate pravide 3 capy of a voided check ar letter from bank canfirming infarmation indicated sbove
—

() checking

inciusde 3 uoided check or letter fram financial institution If requesting ACH paymentz | Type of Account | savings
v

acknowlecge the IAT warning and autharize the Bcard of Toumty Commusiansrs Lean ¥ 16 WAt Ge
depasit of funds to the account and financial insttuticn Indicated, and 1o recover funds deposited in errar If necessary in
compliance with NACHA regulations.
signature Printed Name

PART VI: OFFICE USE ONLY
[GFFICIAL ] FOC U5t ONLY JCLERR OF COURT FINANCE DEPARTMENT USE ORLY
BLISINESS LNIT DATE (mmyde vy PHONE NO.

PO (Brint name) OC Initials




Questions?
THANK YOU!

Talfhassee

Pretty. Unexpected.
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