Pretty. Unexpected.

Leon County Division of Tourism

2026 Tourism Event Grant
Implementation Workshop
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Tourism Grant

Basics:
The Three R’s!

Room Nights
Reports

Reimbursements




VisitTallahassee.com/Grants

Talfahassee

Pretty. Unexpected.

SPECIAL EVENTS

FY26 GRANT PROGRAM GUIDELINES
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Provide substitute W9 and voided check

Sign and notarize affidavit

Submit Marketing for approval!

Sign grant agreement via DocuSign

Retain event’s invoices & recelpts

Prepare to track attendees and room nights

Keep proof of Visit Tallahassee logo usage

Hold a successful event!

Submit post event report

Funds disbursed to Grantee

Watch for FY2027 application announcement




e Plan, Enjoy and...

Document! Document! Document!
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" What Do  New o Document

Invoices and Proof of Payment for Expenses.

Number of Attendees at your event.

Number of Tourists at your event.

Number of room nights your event generated.

20% spend on out of market advertising. (Special Events only)

Use of Leon County /Visit Tallahassee or Leon County /Sports Logo



Invoices for Expenses

These are invoices
fo your
organization for
allowable goods
or services
provided for your
event.

If Grant is $10,000 or more

| %

/Service Provider

123 Main Street
Tallahassee FL 32301
Customer

FY26 Grantee
Tallahassee FL 32301

Service XYZ
Service ABC

o

INVOICE

Invoice Date: 9/15/2025
Invoice # 12345

Total Due

$150.00
$150.00

$300.00

~

iy

* The post-event report must reflect spending of at least 25% above the

granted amount.

* The 25% match can include other expenses incurred by your event.
P Yy



These are payments
your organization
remitted for
allowable goods or
services provided for
your event.

Proof of Payment
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Payment Receipt

From: FY26 Grantee
To: Service Provider

Date of Payment: 9/15/2025
Payment Amount: $300.00
Check Number: 1001

Description: Payment for invoice 12345
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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 (venue rentals, insurance)

Contract help such as performers, judges, and
parking attendants.

Rights fees, sanction fees, non-monetary awards,
and travel expenses including lodging for guest
speakers, performers, judges, event officials, or
referees.

Recap of Expenses

Non- Allowable Expenses:

General and administrative expenses.
Building, renovating and/or remodeling expenses.
Permanent equipment purchases,

Debts incurred prior to the fiscal year of the grant
period.

Food or beverages (includes catering).

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

Lodging or travel expenses for attendees.
In-kind services.
Cash awards.

Promotional tickets or raffle prizes.



Attendees & Tourists

‘Docu menting




Documenting Room Nights




e Send Us an Invoice

This is an invoice from the organization to Leon County Tourist Development
Council c/o Visit Tallahassee for payment of awarded grant amount.

North Florida Aikikai

(North Florida School of Aikido, Inc.)
An ASU Aikide Dojo ~ nfa.asu.org
INVOICE

To: Leon County Tourist Development Council
c/o Visit Tallahassee

Date: September 17. 2024
Subject: Invoice #({ill}

Payment of Sports Grant for
A Seminar with John Messores Shihan

S

FLORIDA HISTORICAL SOCIETY

INVOICE
435 BREVARD AVE
COCOA, FL 32022

——bisisiesd
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Date Invoice #

752024 -_—

Amount

2024 Public History Forum

Payments/Credits

Balance Due

Invoice #yie

2024 Leonard Hamilton Basketball Camp

520 W Madison Street Suite 311
Tallahassee, FL 32301

==y

DATE

BILL TO FOR

Leon County Basketball Camp

Tourist Development Council
315 Calhoun Street Suite 848 Tallhassee, FL 32301

Details AMOUNT
Grant sl
SUBTOTAL $emiis
TAXRATE
TOTAL  Sgpll

If you have any questions concerning this invoice, use the following contact information:

THANK YOU FOR YOUR BUSINESS!
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Marketing Your Event
Using Paid Advertising to Attract Visitors

Maximize Reach
_|_

Engagement

Successful Events




Marketing Your Event

Include “package” offers that VT Marketing can assist with.
e What the package includes
» Meets marketing requirement for post event report

» VT has invoices/payments, do not have to resubmit
» VT will pull the invoices/payments, examples directly for your post event report.



CHOOSE

Audience
Target Market —

Ovutside of Leon County
Media & Budget

Promote Your Event




/Submiﬂing The Post Event Report

VisitTallahassee.com/Grants
Submit a post-event report

The same email used for grant
application must be used to submit

Have documents ready to upload

-------
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Need Assistance? We are here to help!

Special Events:

Wendy Halleck - (850) 606-2331

For Hotels: Janet Roach — (850) 606-2320
Sports Events:

Taylor Walker- (850) 606-2318

Contracts, post event reports, and payment of awards:
Julie Trezek - (850) 606-2315

Marketing Support:
Genesis Leggett- (850) 606-2324


mailto:Wendy.Halleck@VisitTallahassee.com
mailto:Janet.Roach@VisitTallahassee.com
mailto:Taylor.Walker@VisitTallahassee.com
mailto:Julie.Trezek@VisitTallahassee.com
mailto:Genesis.Leggett@VisitTallahassee.com
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Questions?
THANK YOU!

Talfhassee

Pretty. Unexpected.
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