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FY2020 Request for Tourism Development Funding
Signature Series Events
For events being held
October 2019 - September 2020
Deadline to submit applications:  Tuesday, October 1, 2019

This document sets forth the guidelines, criteria and application for requesting Signature Series Tourism Development funds. These funds are made possible by Columbia’s lodging tax. The Tourism Development Program was created to assist in developing or enhancing events that have potential to generate overnight visitation in Columbia hotels and motels. 

· Complete & submit Application, Budget (2 pages) and an original Signature page. 
· Be sure to include other required documents:

-Copy of organization’s most recent financial statement 
-Copy of event sponsorship packet and list of additional secured event sponsors
-List of organization’s current officers and board members, if applicable

-For ‘for-profit’ organizations only, include a letter from your financial institution confirming that a separate account

has been established  to receive and disburse funds only for this event.

· Mail or hand-deliver by 5:00pm Tuesday, October 1st to: Julie Ausmus, Tourism Administrative Supervisor, Columbia Convention and Visitors Bureau, 300 South Providence Road, Columbia, Missouri 65203
· The Convention & Visitors Bureau Advisory Board will review applications at their October 28th meeting at 12noon.  Applicants will be notified via email of their funding level within 24 hours.
· After the CVB Board has reviewed the application and voted on a recommended funding amount, the City Council will have final approval at their meeting on November 18th. 
· All materials submitted with proposals will become a matter of public record, open to inspection by any citizen, under RSMo Chapter 610.  
Any questions: contact Julie Ausmus at 573-441-5573 or email at Julie.Ausmus@CoMo.gov
Guidelines & Criteria
1. Funding is based on a three-tiered system of $12,500, $10,000, $7,500. Specific levels for each event will be determined by the CVB Advisory Board through a scoring process.  Scoring criteria is based on event timing, number of overnight stays, marketing plan, sponsorship plan and the cultural image of the event. (Be sure to address these areas in your application narrative.) 
2. The total funding of all Signature Series events will not be more than 20% of the total available Tourism Development funds. If so, the CVB Advisory Board will re-evaluate total funding amounts.
3. All events must be held within ten (10) miles of the Columbia city limits and open to the general public. Event must not be exclusive in regard to attendance and all event activities must comply with ADA requirements. 

4. Funded events must acknowledge the Convention & Visitors Bureau as a sponsor through applicable promotional media and materials (social medial, festival booklets/programs and ads, signage, banners, Tshirts, brochures & flyers, etc.).
5. The CVB contracts for third-party festival surveys each year, with a rotating schedule whereby events will be surveyed and assessed every 2-3 years. You will be notified if your event is scheduled to be surveyed. 
6. The CVB Board reviews Post Event Summary reports each year as well as survey results. They may vote to move events to the Community Sponsorship level of the Tourism Development Program. 
7. No event may have as its primary purpose the promotion of a specific candidate, political party or platform.
8. No event-related print, radio or television advertising may promote lodging facilities located outside the City of Columbia.
9. Conventions, conferences, business meetings and exhibitions as a component of a conference or meeting are not eligible for funding.

10. If for any reason you are unable to purchase an item or service as approved, you must notify the CVB and request to substitute another item or service that is comparable in scope and quality.
Eligible Expenditures
1.  
Entertainment/Performer’s fees (compensation, airfare, meals & lodging).  

2.  
Advertising & promotions outside the Boone County market.

3. 
Exhibits or materials for special activities as a part of the event or festival.

4.  
Printing of event brochures, purchase of mailing lists and/or postage for direct mail pieces. 
5. 
Transportation needs required for larger venues (shuttles, carriages, wagons), particularly if they are needed to increase attendance.

6. 
Site fees, particularly if a larger site is required to accommodate event growth.
7.  
New web site development and/or enhancement. (Quotes for this must be attached).
8. 
 Prize money to significantly increase event growth.
Ineligible Expenditures
1. Salaries or other monetary compensation for event organization staff.

2.  Food and beverage.
3.  Any entertainment that is not for the general audience of the event.

4.  Legal, medical, engineering, accounting, or other consulting services.
5.  Interest or reduction of deficits or loans.

6.  Any event expense that is not approved for funding by the CVB Board during the review process.

7.  Real property or capital improvements. 

8.  Operating expenses of the event such as field or facility rental unless the rental of a larger facility is required in order for the event to expand its attendance and exhibits or other event offerings. 
Post-Event Summary Report Instructions
Once the event has ended, you must submit a Post Event Summary report to the CVB within 90 days. There is no standard format, but the report should include the following:

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

b) Estimated attendance & method used to determine this figure.
c) Summary of all advertising placed to promote the event.      

d) Copies of checks issued for payment, corresponding invoices and any required contracts for services or items that are funded with tourism development. If funds were used for website development or enhancement, provide a detailed summary of what was done. Any unused funds must be returned to the CVB with a letter of explanation.
FY2020 Tourism Development Application
Signature Series Events
EVENT NAME: 
EVENT ORGANIZER:
EVENT DATES: 

Please provide detailed answers to the following questions:

10. How will Tourism Development funds be used (be specific)? 
10. How many overnight stays did your event generate last year and how did you track and determine this number?  
10. What was the attendance of your event last year? 
10. What method do you use to determine total attendance?  
10.  Describe your marketing plan and explain media coverage. 

10. Describe your sponsorship plan and attach a copy of your sponsorship packet.
10. What is the total event Budget? Please use the budget grid below. (You may attach any other supporting budget documentation.) 

TOTAL BUDGET FY2020
City of Columbia – Convention & Visitors Bureau TOURISM DEVELOPMENT FUND

Signature Series Events 

EVENT BUDGET – I N C O M E
Event Name: 
Organization Name: 
	
	1
	2
	3

	INCOME:
	CASH
	*IN-KIND

should net to zero
	TOTAL BUDGET

(COLUMN 1+2)

	1. Direct Support – Sponsorships, Fundraising/Donations

    (document in-kind*)
	$
	$
	$

	2. Government Support** (city, county, schools, etc.)

    A. CVB Tourism Development
	
	
	

	    B. 
	
	
	

	    C. 
	
	
	

	3. Program Fees: 

Admissions/Tickets
	
	
	

	Sales of items
	
	
	

	Other 
	
	
	

	4.Other Misc. (be specific)
	
	
	

	5. 
	
	
	

	6. 
	
	
	

	TOTAL REVENUE
	$
	$
	$

	
	
	
	


	*In-kind good or service anticipated
	Source of donation
	Estimated value

	
	
	$

	
	
	$

	
	
	$

	
	
	$


	**Name of program
	Source of donation
	Estimated value

	
	
	$

	
	
	$

	
	
	$


EVENT BUDGET - E X P E N S E S
Event Name:
Organization Name: 

	

	EXPENSES:
(itemize items in excess of $100.00)
	CASH

Tourism Development Funds
	CASH

Other
	*IN-KIND

should net to zero
	TOTAL

	1.Personnel
	
	
	
	

	    Artistic
	
	
	
	

	    Technical
	
	
	
	

	    Administrative
	
	
	
	

	    Other
	
	
	
	

	2. Equipment Rental
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	3. Supplies & Materials
	
	
	
	

	Awards
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	4. Travel
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	5. Promotion and Publicity
	
	
	
	

	Advertising/Marketing
	
	
	
	

	Local (in Boone County)
	
	
	
	

	    Outside Boone County
	
	
	
	

	    Printing
	
	
	
	

	    Postage
	
	
	
	

	
	
	
	
	

	6. Other (be specific)
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL EXPENDITURES
	
	
	
	

	

	TOTAL REVENUES (from page 5___)
	
	
	
	

	


*In-kind should net to zero 
SIGNATURE PAGE:

Organization Name: 

Primary Contact: 

(Person responsible for daily operation of this event. All correspondence and contact will be addressed to this person).

Email:
Street Address:
Columbia, MO  Zip:  

Phone: 






I, the undersigned, do hereby agree to submit all financial documentation regarding TDP expenditures.  I further agree that all TDP funds will be used for only those approved items as outlined in this application. 

_________________________________________

_____________________

Signature of President or Chair of Organization

Date

__________________________________________

_____________________

Signature of Applicant/Primary Contact


Date
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