City of Columbia Convention & Visitors Bureau

COMMUNITY EVENT SPONSORSHIP APPLICATION– FY2016

Requests may not exceed $5,000

See attached Policy for guidelines & provisions









Date:
Name of Organization: 
Event Name:  
Event Date: 
Event Location:
Amount of Sponsorship Request: 
Describe how the Community Sponsorship will be used: 
Organization Contact Person: 
Phone: 



Email:  
Event Contact Person: (if different than above): 
Phone:  


Email: 






_________________________________________







Signature







Date:  _____________________

Please complete this form, sign and return to:


Julie Ausmus, Tourism Development Program Manager

Columbia Convention & Visitors Bureau



300 S. Providence Road
Columbia, MO 65203
 




Approved: Yes 

No 
Amount: ___________________
	Policy Name:  COMMUNITY EVENT SPONSORSHIP
Adopted:  January 22, 2013

	City of Columbia, Missouri 

Convention & Visitors Bureau

300 S. Providence Road 

573-875-1231
	

	Introduction: The Convention & Visitors Bureau (CVB) is a department of the City of Columbia, Missouri and the destination marketing organization for Boone County, MO.

The CVB is funded from Columbia’s 4% Lodging Tax and these funds are specifically designated, by ordinance, to fund the operations of the CVB and promote & market Columbia as a tourism destination.

In recent years demands upon such funds have increased, a trend that is expected to continue.

	Policy Statement: It is the policy of the CVB to have fair & equitable guidelines for “Requests for Sponsorships” for those events that are not eligible for Tourism Development Program funding.   These events or promotions are targeted at residents and/or the community and provides a means to increase awareness of the city of Columbia as a tourism destination.



	Guidelines:   

1. Limit of one request per Event/Project.

2. Event/Project must not be currently funded through the Tourism Development Festival & Events Fund.

3. Sponsorships will only be accepted if the event provides direct public benefit and if promotion is targeted at residents and/or the community, business and/or government leaders and will provide a means to increase awareness of the city of Columbia as a tourism destination.

4. The support of any program event or activity in any given fiscal year does not guarantee repeated support in the future. 

5. Approval of sponsorship funds shall be considered as one-time approvals.  Requesting agencies shall not assume that funding is pre-approved for subsequent years or amounts.

6. All sponsorship funds must go toward the event itself and must not be used to pay commissions, bonuses or other incentives for fund-raising efforts by staff, volunteers or other parties.

7. Request for sponsorship cannot be initiated by an individual city employee or a member of the City Council.

8. Any applicant found guilty of violating, misleading, neglecting or refusing to comply with the City’s sponsorship guidelines shall be disqualified from submitting any future requests.

9. Events/Projects must be held within the city limits.
10. Post Event Summary Report must be submitted to the CVB 45 days after the event, each fiscal year.   (See documentation procedures below.)

	Procedures: 

1. Each funding request must be in writing on the “Request for Sponsorship” form and submitted to the CVB at least 3 (three) months before the sponsorship is needed.
2. A complete Event Budget must be included.

3. Recipients must show evidence of their tax-exempt status, if applicable.

4. Sponsorship requests shall not exceed $5,000 and are awarded based on the event’s tourism related aspect(s). 
5. The CVB Director has authority to make funding decisions for all Community Sponsorship applications. 

	
	Ineligible recipients:

1. Individuals.

2. Political campaigns or parties.

3. Adult related industries.

4. Groups that discriminate on the basis of age, race, ethnicity, gender, sexual orientation or national origin; schools, churches and other religious organizations.

5. Programs or events that serve the special interests of an individual or group within the City and provide no benefit to the city as a whole.

6. Groups the city is currently in litigation with or which have sued the City in the past.



	
	All materials submitted with proposals will become a matter of public record, open to inspection by any citizen, under RSMo Chapter 610.


K:/drive/Julie/Tourism Development/Community Sponsorship/FY2016
POST EVENT SUMMARY REPORT

Documentation Procedures 
1.
All expenditures for items funded by the Community Sponsorship must be documented in a Post Event Summary Report.
2.
The Post Event Summary Report must contain all financial documentation and be received by the Convention and Visitors Bureau no later than 45 days following the last day of the event.  This report is required each fiscal year before any additional applications can be submitted.
3.
Documentation must include:

a)
Copies of checks issued for payment of services or items

b)
Copies of corresponding invoices

c)
Copies of any required contracts (if applicable)
4.
Sponsorship funds may ONLY be used for items specifically approved on your Request form.
5.
If approved sponsorship funds exceed the actual cost of the service or item, you must document the variance and return excess funds to the City. 
6.
If approved sponsorship funds are less than the actual cost of the service or item purchased, the applicant is responsible for paying any amount exceeding the sponsorship allocation.

7.
If, for any reason, you are unable to purchase an item or service as approved in your sponsorship request, you must notify the Convention and Visitors Bureau. You may complete a request to substitute another item or service for that which you were unable to purchase. 

8.
A Summary of the event must be submitted with the financial documentation and include:


a) Estimated attendance. 
b) Describe method used to estimate attendance.

b) Summary of advertising placed to promote the event. (Include all placed, trade and in-kind.) 

c) General assessment of the event which addresses the event’s success and any concerns or recommendations for changes.

9.
If sponsorship funds are used for website development or enhancement, provide a detailed summary of what was done.

CVB USE ONLY





Date Received______





Budget Reviewed______





Approval_____/________








