 SEQ CHAPTER \h \r 1LOGAN COUNTY LODGING TAX BOARD
FUNDING REQUEST FORM
Date:________________________
Project Title:_________________________________________________

Responsible Party: (Signature)_________________________________________________________________
Funds Payable to: (Organization)______________________________________________________________

Mailing Address: ___________________________________________________________________________
BY COMPLETING THIS FORM, THE RESPONSIBLE PARTY AGREES TO MENTION AND/OR  DISPLAY THE LOGO OF THE LOGAN COUNTY LODGING TAX BOARD IN ALL MEDIA ANNOUNCEMENTS AND/OR PRINTED MATERIAL ABOUT THE PROJECT.  CHANGES IN DETAILS FOR AN EVENT, SUCH AS LOCATION, LENGTH OF EVENT, ETC. THAT WERE PRESENTED TO THE LTB AT THE TIME THE REQUEST WAS SUBMITTED AND ACCEPTED MUST BE CLEARED WITH THE BOARD BEFORE ANY BILLS WILL BE PAID.  FAILURE TO DO THIS WILL ALSO AFFECT FUNDING FOR FUTURE PROJECTS. 



Date(s) of Activity: ___________________________


Total cost of project: __________________________



Amount requested: ___________________________

DESCRIBE BRIEFLY HOW FUNDS WILL BE USED THEN ATTACH DETAILED INFORMATION TO THIS FORM AS REQUESTED IN THE GUIDELINES ON THE BACK. __________________________________________________________________________________________

__________________________________________________________________________________________

******************************************************************************************

THIS PART OF FORM TO BE COMPLETED BY LODGING TAX BOARD

THE LOGAN COUNTY LODGING TAX BOARD REQUESTS APPROVAL FROM THE COUNTY COMMISSIONERS IN THE AMOUNT OF $_________________ FOR THE ACTIVITY OUTLINED IN THIS REQUEST WITH THE UNDERSTANDING THAT THE FUNDS WILL BE USED AS DESCRIBED.

LCLTB ENDORSEMENT: _________________________________________DATE:____________________

LCLTB TREASURER’S ENDORSEMENT____________________________DATE:____________________

LOGAN COUNTY COMMISSIONERS APPROVE THE AMOUNT OF $_____________________________

COMMISSIONERS’ ENDORSEMENT_______________________________DATE:____________________

REIMBURSEMENT FORMS MUST BE OBTAINED FROM THE FINANCE DEPARTMENT AT THE LOGAN COUNTY COURTHOUSE. FOR REIMBURSEMENT RETURN COMPLETED FORMS AND RECEIPTS BY DECEMBER 31 OF THE CALENDAR YEAR IN WHICH THE FUNDING IS GRANTED. SEE REVERSE SIDE 

REVISED OCTOBER 2009 
Guidelines For Requesting Funds
From the Logan County Lodging Tax Board
The Logan County Lodging Tax Board’s funding and the use of its funds were established by Colorado House Bill 1476, and concern the promotion of tourism and its funding. This house bill was enacted by the General Assembly of the State of Colorado and later approved by the voters of Logan County. In general, “revenues collected from Logan County Lodging Tax (l.9% bed tax), shall be used only to advertise, market or promote tourism for Logan County”

Funding for advertising, marketing or promoting an event intended to bring tourism to Logan County may be requested by completing the other side of this form, attaching additional information as requested below and submitting the entire request before the Lodging Tax Board at their next monthly meeting. Names of Board members, as well as the time and date of each monthly meeting, are available by inquiring at the Logan County Commissioners’ Office (970-522-0888.) Please provide seven copies of the completed proposal (one for each Board member). The presentation of your event request, including time to answer questions from the Board, should be kept to a maximum of 10 minutes.  

Requests may be submitted to a Board member prior to the next meeting and discussed as new business, without a personal presentation. However, this does not allow the opportunity for the Board to ask questions and it could be tabled for more information. The Board prefers to review and discuss each new proposal at the meeting when it is submitted, then vote on it at the next meeting. Under some circumstances, a proposal may be considered and voted on at the same meeting.

Requests approved by the Lodging Tax Board will then go to the County Commissioners for their approval at a regular open meeting. If possible the person submitting the proposal should attend the County Commissioners’ meeting. Check with their office for time and date of the next Commissioners meeting. This will also be announced at the Lodging Tax Board meeting.

The following information is vital if a request for funds is to be considered. Please include on a separate sheet with the proposal.

1. 
Show the complete name of the project to be promoted, advertised or marketed.

2.
Identify and provide information about the group or organization making the request, including name and phone number of the person in charge.

3.
Describe the project and plans to promote, advertise or market it.

4.
Provide an outline of the budget established for the event.

5.
Detail what percentage of total amount budgeted is being requested from the Lodging Tax Board. Remember, the funds are for tourism for Logan County.

6.
Advertising is to include the words “Funds provided by the Logan County Lodging Tax” and the Lodging Tax logo is to be used when appropriate.

7. 
Funds are not paid up front. A receipt or invoice for an expense must be presented, showing the actual amount spent before that money is released.

8. 
Receipts and invoices must be presented for payment in the calendar year the event occurs, unless the event is during the very last part of a calendar year.

9. 
The Lodging Tax Board requests a follow-up report after the event. If this is an event that will occur again, it is hoped that help from Lodging Tax funds in early years will help an event eventually become self-supporting.

THANK YOU

