City of Westport
 Hotel Motel Excise Tax Grant Program
Request for Proposals for 2017 Funds
Activities to Promote Tourism
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GENERAL INFORMATION

And

APPLICATION PACKET

Lodging Tax Advisory Committee
c/o City of Westport
PO Box 505, Westport, WA 98595
(360) 268 – 0131
	LODGING TAX ALLOCATION SCHEDULE

	Advertise and/or send out reminder letters:
	August 9, 2016

	Applications due to City Administration for prescreening by:
	September 28, 2016

	Applications submitted to LTAC by City Administration:
	October 5, 2016

	LTAC meets to determine recommendation of allocations:
	October ??, 2016


What is the Hotel Motel Excise Tax Grant Program?
The Hotel Motel Excise Tax Grant Program was established by the City Council in accordance with RCW 67.28. The source of the funds is the City’s share of excise sales taxes collected on lodging. Because of this, the amount of funding available in any given year fluctuates in direct proportion to the level of tourism business.
What is the State Law defining the use of Hotel Motel Tax?

This funding may be available to applicants if funding requests for tourism marketing and promotion activities or operation of tourism-related facilities.  Detailed information about the use of tourism funds is from the Revised Code of Washington (RCW), Chapter 67.28.

Purpose:

The purpose of this application packet is to solicit proposals from those agencies and groups actively engaged in the promotion and enhancement of tourism in the City of Westport during calendar year of 2017. The City encourages wide participation and innovative proposals. 
Determination of Funding:

The Lodging Tax Advisory Committee (LTAC) is an advisory body which members are appointed by the City Council in accordance with RCW 67.28 and City of Westport Ordinance No. 1454. The City Council has authorized the LTAC to advise and make recommendations to the City Council regarding the annual allocation of revenue received from the special excise taxes on lodging collected within the City.  The City Council is the funding authority for all Hotel Motel Excise Tax grant funding received by the City. City Council reserves the right to reduce or partially fund requests based on recommendations from the LTAC, review of applications, and funds available.  
Conflict of Interest:
No member of the LTAC shall make or vote on individual or overall recommendations, nor use their position to influence the LTAC or City Council, if they are directly financially benefited by the funding of any application during the current grant cycle.  If a member discloses a potential conflict of interest to the City Council prior to the application for funding, thereafter the City Council may authorize or prohibit said member’s participation in the recommendation process.

Project Management:
City Administration will issue contracts for approved projects; reimburse expenses; monitor contract compliance; and inform the City Council and LTAC of progress in implementing projects.  The City Clerk/Treasurer will act as coordinator of the application process; issue and receive the applications; respond to applicant questions; notify applicants as appropriate; and facilitate LTAC meetings. The City and/or LTAC may request a summation of return on investments for allocated funds from successful applicants.

Proponent Eligibility:
Applications may be submitted by any for profit or non-profit entity, any public agency or any group of individuals. This includes public and private agencies such as museums and galleries, historical societies, art groups, tourism advocate groups and chambers of commerce. The City does not discriminate on basis of race, color, national origin, sex, religion, age or disability.

Project Description:

Activities which will be considered eligible for assistance include those that: Increase tourism by advertising, publicizing and distributing information for the purpose of attracting and welcoming tourists; develop strategies to expand tourism; operate tourism promotion agencies; and fund and market events and festivals designed to attract tourists.

The expected outcome of such activity is to increase economic activity in the City during the year through overnight lodging of tourists (“heads in beds”); providing meals; and the sale of merchandise and services.
Each application is to develop and outline one project, which meets these requirements and provides an economic benefit to the City of Westport.

The specific amount of the applicant's proposal is open, to be defined by the applicant.  The applicant should indicate the desired amount of funding and the minimum acceptable amount.  Specify the difference in the level of services to be provided under the two amounts.  The establishment of alternate funding levels will allow the LTAC some latitude in approving projects without the necessity of rejecting one or more projects due to a potential lack of funds.

Specific questions are included in the attached response form to assist the applicant in delineating those matters which are of concern to the LTAC and which will be part of the selection criteria.
Each project should be submitted as a separate document, thereby allowing for clear understanding of each project.

Refer to Project Eligibility and Criteria for further information.
Eligibility Requirements and Selection Criteria:
In addition to meeting the requirements of the State statute, the City has established additional eligibility requirements for all projects:
1. The project must be designed to disseminate information for the purpose of attracting visitors to the City with priority given to ‘shoulder season’ events.
2. The project must specifically promote the City of Westport and prominently mention Westport in all materials;

3. Projects must have one designated individual to act as a contact for the project throughout the duration of the project and that person must have authority to obligate all sponsoring parties;
4. Projects must be of no more than one year’s duration or one year’s budget;

5. Applicants must provide regular financial statements for the use of grant funds;

The criteria used by the LTAC to evaluate and rank the applicants are as follows:

1. Promoting tourism – Will the project attract visitors to the City with a priority consideration given to ‘shoulder season’ events?

2. Marketing – How will the proposed project be marketed and how will that marketing be coordinated with other local marketing programs?

3. Area of impact – Which elements of the City’s economy will the project impact? The total impact can be measured in terms of both direct dollars expenditures made by the visitors and indirect dollar expenditures made as money moves through the community.  In evaluating this criterion, more weight will be given to the direct dollar expenditures, since they are more readily measurable.
4. Cost effectiveness – Will the project be an efficient, economical use of the funds?
5. Clarity – Is the project broken into a progression of logical steps with dates when each will be undertaken and/or completed?
6. Promoting large events – Regarding individual festivals, concerts, show, or other local tourist infrastructure, Hotel-Motel grants should be directed to those events that generate maximum economic benefit.  Large events requiring overnight hotel stays will therefore be favored over smaller and/or single day events.
7. Cooperative nature – What kind and degree of inter-organizational partnership does the project exhibit?
8. Self-evaluation – Does the application provide for an adequate method of evaluating the effects of the proposed project upon completion? How will the applicant do this?
9. Innovation – Does the project represent a new or unusual approach to furthering the promotion goals of the grant program?
10. Scale of Project – Is the project of such scale that the applicant can be reasonably expected to complete it by the end of the project year?
11. Likelihood of Participation – How clearly does it appear that the proponent’s share of the funds will be available when required?
12. Degree of participation – What percentage of the project’s costs will the proponent pay for?
Additional criteria required by the City of Westport:
1. Contracts will include a requirement for liability insurance of at least $1 million per incident, with the City being identified as an additional insured on the policy, as deemed necessary by City Administration;

2. Project costs cannot be paid in advance with grant money; that is, the sponsor must expend its own funds on approved items and seek reimbursement under the terms of the contract that will be signed by the City.  The LTAC will periodically review reimbursements and monitor for compliance;

3. Project costs incurred prior to the grant approval and execution of a written contract with the City will not be reimbursed;
4. If funding is approved, the applicant will be required to submit to the City the Event/Tourism Facility Lodging Tax Expenditure Report Worksheet within 30 days after the event. 
Screening Process:
The LTAC have deemed that those applications which are incomplete and/or lacking essential criteria may not be eligible for full or any funding. Therefore, per the request of the LTAC and as a courtesy to applicants, each application will be prescreened for completeness and appropriate and/or required content by City Administration to bring applications up to standards before they are submitted to the LTAC for consideration. 
Applications will be prescreened as follows:

1. Applicants are encouraged to contact City for technical advice relating to applications prior to the prescreening process;

2. Applications are due to City Administration during the aforementioned dates;

3. City Administration will use guidelines provided by the LTAC to prescreen applications for completeness and required criteria;

4. City Administration will notify applicants verbally of their findings, upon which they will have one of the following options: 

I. Applications that are found to be incomplete will be given one reasonable grace period for revisions. Incomplete applications will not be submitted for consideration.

II. Applications that are found to meet all standards for completeness will be submitted to the LTAC for consideration on the aforementioned date.

Selection Process:
Each application will be reviewed by the LTAC for eligible activities, the effectiveness of the proposed project in meeting the expected outcomes, need, and funding requirements.  Upon completion of its review of the written application the LTAC may request some, all or none of the applicants to make an oral presentation to them in order to more fully understand the proposed project.  LTAC members will evaluate the individual proposals.  Their recommendations will be given to the City Council in conjunction with the upcoming budget and may be adopted, amended or disregarded at the Council’s discretion. 
Evaluation and Ranking:
Money allocated to projects expected to result in a return of economic investment to the City.  The LTAC will review the applications, hear applicant presentations if needed, and make recommendations to the City Council for funding allocations.  In the review of applications, the LTAC will recommend preference to those proposals which: (1) coordinate marketing efforts as established through a collaborative effort between the City and the partnership of the Westport/Grayland Chamber of Commerce and the Visitor Information Center; (2) demonstrate the opportunity to increase overnight lodging during the “shoulder-season” and “off-season”, as opposed to the peak tourist season; and (3) leverage additional funds beyond Hotel Motel Excise Tax funds.
Submittal Instructions:
Proposals should be letter-sized, typed, and stapled once in the upper left hand corner. Submit one proposal signed in ink: 
Lodging Tax Advisory Committee

c/o City of Westport
PO Box 505
Westport, WA 98595
APPLICATION for 2017 FUNDS
	Applicant Information:

	Status (documentation necessary):
	Non-Profit
	For-Profit
	Other:          Specify:

	Funding Requested:
	Destination Marketing Org.
	Event
	Other:          Specify:

	Name:

	Address:

	City:
	State:
	Zip:

	Contact person (if different from applicant):
	Phone number:

	Signing authority for contract (if different from applicant): 
	Phone number:

	Event Information:

	Provide the title and a brief description of event. Attach additional pages if necessary.

	

	Date of event?

	AMOUNT REQUESTING:

	From the list below, what season will your project enhance tourism in City?  Please indicate the appropriate season.

 
Season:



Months:

__
Year-round


January – December

__
Off-season


December – February

__
Shoulder season


September 8 - November   or   March-June 14
__
Peak Season


June 15 – September 7

	Tourism Promotion:

	Have you worked with the Westport/Grayland Chamber of Commerce Visitors Information Center or other local businesses to promote your project? If so, explain how this project, program or event and its schedule have been coordinated with the Chamber of Commerce or other programs, projects or events within the City. Attach additional pages if necessary.

	

	

	

	Describe how this activity attracts, serves and facilitates overnight tourism in City.  For example: Does it lodge or feed tourists; promote tourism; promote sales; provide programs/entertainment for tourism? If so, how? Does it provide some other short or long range economic benefit? Will a tourist facility be constructed? Thoroughly define and quantify the expected results of the activity described above.  Attach additional pages if necessary. 

	

	

	


	Project Budget Summary:  Additional pages may be attached to this application

	Attach detailed budget to this application and complete summary below:

Expense:

Activity:
City  Funds:
Other Funds:
Total:
Marketing/Promotion:

$

$

$

Other Activities:

$

$

$

TOTAL COSTS:

$

$

$

Can you operate this project with reduced funding? Yes 
____   No            If yes, explain below:
Other Income from sponsorships, grants, donation and admission fees:

If you are anticipating receiving partial funding for this activity from another source, please list the source(s), approximate amount, and status of funding.  Are you seeking hotel/motel taxes from other sources? Will there be an admission charge for this activity?  If so, how much?

Amount:

Source:

Projected or Confirmed

(If projected, date funds are anticipated)

$

$

$

$

$

Total Income: $ 




What percentage of your project budget does your request for City funds represent? 
 ___________      %




	Other Financial Information:

	Does the applicant have the ability to increase its revenues, either by raising fees, charging for admissions, etc?

	

	If applicable, explain how the proposed program, project or event will endeavor to become self supporting in the future.

	

	

	Project Critique:

	If the proposal seeks to continue or expand an existing program, project or event which has received City Lodging Tax funds in the past, provide detailed information regarding how these funds have been utilized before, and how they have generated overnight lodging sales.  This question must be completed in total prior to any consideration to fund this request.  Please provide a copy of your project critique with this request. A attachment showing the below information is acceptable.
A.
How many participants and spectators attended last year’s activity?

B.
Total expenses for last year’s program.


Total revenues generated from fees.


Total cash donations and sponsorships, excluding City funds, obtained from last year’s activity.

Did you create a year-end reserve for this project?

C.
How many days did your event occur.

D.
Did you follow your work plan as described in last year’s application? If no, please explain.

	Signature: 
The applicant here certifies and affirms: 1. That it does not now, nor will it during the performance of any contract arising from this application, unlawfully discriminate against any employee, applicant for employment, client, customer, or other person who might benefit from said contract, by reason of age, race, color, ethnicity, sex, religion, creed, place of birth, or degree of handicap; 2.  That it will abide by all relevant local, state and federal laws and regulations; and 3. That it has read the information contained in this application and understand and will comply with all provisions thereof.

	Signature
	Date


Event or Tourism Facility Lodging Tax

Tourism Estimates Worksheet

Must be submitted with Funding Application
1. Organization:_____________________________________________

2. Event Name:______________________________________________

3. Date of Event:_____________________________________________

4. Overall Attendance:




Projected:____________

Methodology used to determine this figure: __________________________________________________________________________________________________________________________________
5. Attendees who travel 50 miles or more to attend:
Projected:____________
Methodology used to determine this figure:____________________________________________________________________________________________________________________________

a. Of total attendees who travel 50 miles or more, how man traveled from another state or country:

Projected:____________ 

Methodology used to determine this figure:____________________________________________________________________________________________________________________________

6. Attendees who stay overnight in paid accommodations:

Projected:___________
Methodology used to determine this figure:____________________________________________________________________________________________________________________________

7.  Attendees who stay overnight in unpaid accommodations:

Projected: ___________

Methodology used to determine this figure:____________________________________________________________________________________________________________________________

8. Paid Lodging nights:

Projected:____________

Methodology used to determine this figure:____________________________________________________________________________________________________________________________

Submitted by:____________________________________________________________________________

e-mail or phone number:_________________________________________________________________

Date:_________________________________
Definitions of terms relating to RCW 67.28





Tourism – economic activity resulting from tourists, which may include sales of overnight lodging, meals, tours, gifts, or souvenirs.


Tourism promotions – activities, operations, and expenditures designed to increase tourism, including but not limited to advertising, publicizing, or otherwise distributing information for the purpose of attracting and welcoming tourists; developing strategies to expand tourism; operating tourism promotion agencies; and funding the marketing of or the operation of special events and festivals designed to attract tourists.


Tourism-related facility – real or tangible personal property with a usable life of three or more years, or constructed with volunteer labor that is (a)(i) Owned by a public entity; (ii) owned by a nonprofit organization described under section 501(c)(3) of the federal internal revenue code of 1986 as amended; or (iii) owned by a nonprofit organization described under section 501 (c)(6) of the federal internal revenue code of 1986 as amended; a business organization, destination marketing organization, main street organization, lodging association, or chamber of commerce and (b) used to support tourism, performing arts, or to accommodate tourist activities..












































11

