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Things to know about  
Lodging Tax Reimbursements 

• Please read your Lodging Tax Services agreement 
thoroughly to become familiar with all sections of the 
Lodging Tax Services Agreement  
 

• Reimbursement of funds are just that – reimbursements.  
You are responsible for paying your vendor in full before 
submitting any reimbursement request to the county 

 
• The final reimbursement request with all backup 

documentation is due no later than January 15 of following 
year for prior year requests.  Any request received after 
January 15 is not eligible for reimbursement 
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Things to know about  
Lodging Tax Reimbursements 

• Section 2 Payment 

– Please review this section carefully as it outlines 
important information regarding payments to you 
as the contractor, eligible and ineligible items, and 
frequency of reimbursement requests 

 

– Please note that completing this online training 
course is required before your reimbursement 
requests will be accepted 
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Things to know about 
Lodging Tax Reimbursements 

• An updated W-9 form is required each year that 
funds are awarded  
 

• The most recent W-9 form can be found online 
at:  IRS W-9 Form 
 

• Reimbursements will not be processed until a 
current W-9 form is on file with the Kittitas 
County Auditor’s office 
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https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf


Things to know about 
 Lodging Tax Reimbursements 

• Please remember to follow the Local Policy on 
Disallowed Uses (as listed on the request for 
proposals application)  
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What do you need to review before you 
turn in the reimbursement request? 

LODGING TAX REIMBURSEMENT REQUEST COVERSHEET 
A Kittitas County Lodging Tax reimbursement coversheet needs to be 
included with each reimbursement request. 

 
Before turning in your request please be sure to review: 

 
• Is the Kittitas County Lodging Tax reimbursement coversheet 

attached and complete and signed with all contact information 
including e-mail and phone number 

 
• Does the amount requested on the coversheet total the invoices 

that are included with the reimbursement  
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What do you need to review before you 
turn in the reimbursement request? 

• Be sure that the certification has been signed  and 
dated 

 

 

 

 

 

• The link to the online form is:  
2016 Hotel Motel Reimbursement Request Form 
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http://www.co.kittitas.wa.us/uploads/auditor/accounting/budget/hotel-motel/2016 Hotel Motel Reimbursement Request Form.pdf


What do you need to review before you 
turn in the reimbursement request? 

• Invoices: 
– Are the invoices billed to your organization (the contractor)  
 
– Does the invoice have the service date and event detail to show 

that the invoice is for the correct Lodging Tax funded event. 
Only services for the current year are eligible expenses 

 
– Are the charges on the invoice eligible per the signed contract 

and is the amount eligible per the budget listed on the contract 
 
– Is all backup attached to each invoice submitted for 

reimbursement including the Exhibit B checklist and backup for 
advertising invoices.  Are all Exhibit B requirements met  
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Exhibit B Requirements 

• The Exhibit B Guidelines and Requirements for 
Advertising Expenditures of Lodging Tax are included 
with your Lodging Tax Services Agreement.   

 

 

• All logos and website information may be obtained 
by contacting the Director of tourism, Kittitas County 
Chamber of Commerce  

 

 

All branding and advertising requirements MUST be met in 
order for advertising to be eligible for reimbursement.  Be sure 

to read the Exhibit B requirements   
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Exhibit B Requirements 
The link for the Exhibit B guidelines and 
requirements is  2016 Exhibit B Guidelines and Requirements 
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http://www.co.kittitas.wa.us/uploads/auditor/accounting/budget/hotel-motel/2016 Exhibit B Guidelines and Requirements.pdf


What do you need to review before you 
turn in the reimbursement request? 

• Exhibit B (advertising requirements) 
• PRINT ADVERTISING 

– Is the invoice billing you (the contractor) 
– Are the dates of publication listed on the invoice 
– Is there an original tear sheet for each day billed on the invoice 
– Are all Exhibit B requirements for print advertising met (including 

required logos) 
– Is the print advertising checklist and all backup documentation 

attached to each advertising invoice with the appropriate calculations 
completed 

 
• IF A SEPARATE COMPANY ORDERED YOUR PRINT ADVERTISING 

– Is their invoice billing you (the contractor) attached 
– Is the invoice from their marketing company attached  
– Does the information on the marketing company invoice list your 

event and the dates of service and are all Exhibit B requirements met 
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Print Advertising Exhibit B Checklist 

Out of County Media Provider 

In County Media Provider 

All Exhibit B 
requirements must be 
met.  Review  Exhibit B 
which is included with 

your agreement 

Print Advertising Checklist can be found at:  Print Advertising Exhibit B Checklist 
Turn in a completed form with each print advertising invoice 
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http://www.co.kittitas.wa.us/uploads/auditor/accounting/budget/hotel-motel/140__Blank Form Print Advertising Exhibit B Worksheet.pdf


What do you need to review before you 
turn in the reimbursement request? 

• Exhibit B (advertising requirements) 
• Television Advertising 

– Is the invoice billing you (the contractor) 
– Are the dates of air times listed on the invoice 
– Is the script for the TV ad attached to the invoice 
– Are all Exhibit B requirements for TV advertising met 
– Is the television advertising checklist and all backup documentation  

attached to each TV invoice with the appropriate calculations 
completed 

 
• IF A SEPARATE COMPANY ORDERED YOUR TELEVISION ADVERTISING 

– Is their invoice billing you (the contractor) attached 
– Is the invoice from their marketing company attached  
– Does the information on the marketing company invoice list your 

event and are the dates of service and all Exhibit B requirements met 
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TV Advertising Exhibit B Checklist 

Out of County Media Provider 

In County Media Provider 

All Exhibit B 
requirements must be 
met.  Review Exhibit B 
which is included with 

your agreement 

Television Advertising Checklist can be found at: 
 TV Advertising Exhibit Checklist 

Turn in a completed form with each TV advertising invoice 
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http://www.co.kittitas.wa.us/uploads/auditor/accounting/budget/hotel-motel/140__Blank Form Television Advertising Exhibit B Worksheet.pdf


What do you need to review before you 
turn in the reimbursement request? 

• Exhibit B (advertising requirements) 
• Online Advertising 

– Is the invoice billing you (the contractor) 

– Are the dates of the online advertising listed on the invoice 

– Is the Online Advertising for the lodging tax event  

– Is a screen shot of the advertising with the required branding attached 

– Is the online advertising checklist and all backup documentation  
attached to each online 

 

• IF A SEPARATE COMPANY ORDERED YOUR ONLINE ADVERTISING 

– Is their invoice billing you (the contractor) attached 

– Is the invoice from their marketing company attached  

– Does the information on the marketing company invoice list your 
event and are the dates of service and all Exhibit B requirements met 
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Online Advertising Exhibit B Checklist 

All Exhibit B 
requirements must be 
met.  Review Exhibit B 
which is included with 

your agreement 

Online Advertising Checklist can be found at:   
Online Advertising Exhibit B Checklist 

Turn in a completed form with each TV advertising invoice 
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http://www.co.kittitas.wa.us/uploads/auditor/accounting/budget/hotel-motel/140__Blank Form Online Advertising Exhibit B Worksheet.pdf


What do you need to review before you 
turn in the reimbursement request? 

• Exhibit B (advertising requirements) 
• Direct Mail 

– Is the invoice billing you (the contractor) 
– Does the invoice show the total number of direct mail items printed 
– Is there a sample of the direct mail included with the reimbursement 

request 
– Does the direct mail item include the required logos 
– Does the direct mail have any fundraising requests (not eligible) 
– Is the direct mail advertising checklist and all backup documentation 

attached to each invoice with the appropriate calculations completed 
 

• IF A SEPARATE COMPANY ORDERED YOUR DIRECT MAIL ADVERTISING 
– Is their invoice billing you (the contractor) attached 
– Is the invoice from their marketing company attached  
– Does the information on the marketing company invoice list your event 

and are the dates of service within the current year and all Exhibit B 
requirements met 
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Direct Mail Exhibit B Checklist 

All Exhibit B 
requirements must be 
met.  Review Exhibit B 
which is included with 

your agreement 

Direct Mail Advertising Checklist can be found at: 
 Direct Mail Exhibit B Checklist 

Turn in a completed form with each Direct Mail advertising invoice 

Only items mailed outside  of Kittitas 
County are eligible for reimbursement 
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http://www.co.kittitas.wa.us/uploads/auditor/accounting/budget/hotel-motel/140__Blank Form Direct Mail Advertising Exhibit B Worksheet.pdf


What do you need to review before you 
turn in the reimbursement request? 

• Exhibit B (advertising requirements) 
• Flyers/Posters 

– Is the invoice billing you (the contractor) 
– Does the invoice show the total number of flyers/posters printed 
– Is there a sample of the flyer/poster included with the reimbursement 

request 
– Does the flyer include the required logos 
– Is the flyer/poster advertising checklist and all backup documentation 

attached to each invoice with the appropriate calculations completed 
 

• IF A SEPARATE COMPANY ORDERED YOUR FLYER/POSTER ADVERTISING 
– Is their invoice billing you (the contractor) attached 
– Is the invoice from their marketing company attached  
– Does the information on the marketing company invoice list your 

event and are the dates of service within the current year and all 
Exhibit B requirements met 
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Flyers/Posters Exhibit B Checklist 

All Exhibit B 
requirements must be 
met.  Review Exhibit B 
which is included with 

your agreement 

Flyers/Posters Checklist can be found at:  Flyers and Posters link 
Turn in a completed form with each Flyer/Poster advertising invoice 

Only flyers/posters posted outside  of 
Kittitas County are eligible for 

reimbursement 

Lodging Tax Reporting 20 
Published: 3/10/2016 

http://www.co.kittitas.wa.us/uploads/auditor/accounting/budget/hotel-motel/140__Blank Form Flyers, Posters Advertising Exhibit B Worksheet.pdf


What do you need to review before you 
turn in the reimbursement request? 

• Exhibit B (advertising requirements) 
• Radio Advertising 

– Is the invoice billing you (the contractor) 
– Does the invoice from the radio station list the air times 
– Is the radio script that was read on the air included with the 

reimbursement request 
– Is the radio advertising checklist and all backup documentation 

attached to each invoice with the appropriate calculations completed 
 

• IF A SEPARATE COMPANY ORDERED YOUR RADIO ADVERTISING 
– Is their invoice billing you (the contractor) attached 
– Is the invoice from their marketing company attached  
– Does the information on the marketing company invoice list your 

event and are the dates of service within the current year and all 
Exhibit B requirements met 
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Radio Advertising Exhibit B Checklist 

Out of County Media Provider 

In County Media Provider 

All Exhibit B 
requirements must be 
met.  Review Exhibit B 
which is included with 

your agreement 

Radio Advertising Checklist can be found at:   
Radio Advertising Exhibit B Checklist 

Turn in a completed form with each Radio advertising invoice 
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http://www.co.kittitas.wa.us/uploads/auditor/accounting/budget/hotel-motel/140__Blank Form Radio Advertising Exhibit B Worksheet.pdf


Project Reporting Requirements 

• As listed in the Lodging Tax Application, there 
are Project Reporting Requirements: 
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Project Reporting Requirements 

• Worksheets and are due no later than 60 days after the end of your event 
 

• All information requested on the worksheet needs to completed before 
turning in the worksheet  

 
• For events that end in December, we ask that your forms are turned in no 

later than the last Friday in February 
 

• Please note that reports are submitted to JLARC and any reporting 
changes for the year will be sent to us from JLARC in November.  If 
additional information is needed, that information will be sent to the e-
mail listed on the lodging tax application and/or contract 
 

• Any report produced as a result of the lodging tax award must be 
submitted within 60 days of completion 
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Project Reporting Requirements 
• The attendance-lodging worksheet, glossary, and 

methodology descriptions are on the county website 
at:   2016 Event Expenditure Worksheet 
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http://www.co.kittitas.wa.us/uploads/auditor/accounting/budget/hotel-motel/2016 Lodging Tax Expenditure Worksheet.pdf


Things to know about  
Lodging Tax Reimbursements 

• Please click on the link below to submit your 
certification of completion of the required training.   

• Please indicate your event in the text of your e-mail 
so that we know which events have completed the 
required training.  Thank you 

       Lodging Tax Training Certification 

 

• For questions regarding reimbursements, please 
contact our Auditor’s office at    509-962-7502 
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