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KITTITAS COUNTY

Kittitas County Lodging Tax
Reimbursements

Things to know about
Lodging Tax Reimbursements

Lodging Tax Reporting



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



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



Things to know about
Lodging Tax Reimbursements

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

e 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


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)

Local Policy on Disallowed Uses:

The Lodging Tax Advisory Committees have determined that certain types of activities are not
eligible for funding awards even if they may be tourism related. These include anything
affiliated with the following: prizes for contestants, resale items, food and drink, beautification,
fundraising, and membership drives, This list should not be considered comprehensive and al
funding recommendation decisions are at the discretion of the committees and subject to
change by majority opinion.

Lodging Tax Reporting
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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:

* |s 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



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

e Be sure that the certification has been signed and
dated

Kittitas County — Hotel Motel Funt

When submirting for reimbursement, please complete the following information to accompany your

Contact information and
reimbursement request e

Auditor’s Office use only

Sign and date e

dsheet - initials

e The link to the online form is:

2016 Hotel Motel Reimbursement Request Form

Lodging Tax Reporting
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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



Exhibit B Requirements

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

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

* Alllogos and website information may be obtained
by contacting the Director of tourism, Kittitas County
Chamber of Commerce

PR™R ey
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Exhibit B Requirements

The link for the Exhibit B guidelines and
requirements IS 2016 Exhibit B Guidelines and Requirements

2016 Exhibit "B”
Guidelines and Requirements for
Advertising Expenditures of Lodging Tax

Section 1. Branding

Contractars who have been approved to utilize grant awards for advertising expenditures must
incorporate Kittitas County and the appropriate City of Cle Elum, Ellensburg, or Roslyn tourism
information as follows:

A. Websites and Social Media Sites must include the County's and appropriate City's tourism
website logo with an operational link to the site(s). The logo must be displayed on the
contractor's home page, it must be sized no smaller than ¥ inch in height, and must be
surrounded by appropriate white space to allow easy recognition and legibility, Contractors
shall not change the logo(s) in color or appearance,

B. Print Advertising and Online Display Advertising of all types  including but not limited to
newspaper, periodicals, flyers, posters, billboards, direct mail, e-newsletters, third-party
websites, streaming displays, etc.) must include the County's and appropriate City's tourism
website logo. The loge must be sized no smaller than ¥ inch in height, and must be surrounded
by appropriate white space to allow easy recognition and legibility. Contractors shall nat change
the logols) in color or appearance,

C. Video Advertising of all types (including but not limited to television, enline, electronic kiosks,
maotion billboards, etc.) must include the County's and appropriate City's tourism website logo.
The logo must be sized no smaller than % inch in height, and must be surrounded by appropriate
white space to allow easy recognition and legibility. Contractors shall not change the logo(s) in
color or appearance.

All logos and website infarmation may be obtained by contacting the Director of Tourism, Kittitas
County Chamber of Commerce.

Section 2. Advertising Reimbursements

Contractors seeking reimbursement from Lodging Tax Funds for advertising expenditures must adhere
to the following guidelines and requirements for each type of advertising media utilized.

A, Print Advertising:

1. Print advertising placed with any media provider which operates exclusively outside of
Kittitas County may be reimbursed at 100% of the cost, including any production costs. To
operate exclusively outside of Kittitas County, the provider must not be physically located in
the County and/or not distribute any media within the County.

2. Print advertising placed with any media provider which operates inside Kittitas County may
be reimbursed as follows:

a. For date-specific events, advertising the day of the event and up to 10 days prior to
the event may be reimbursed at 100% of the cost, including any production costs.

Published: 3/10/2016

b. For seasonal or year-round events, or for date-specific events outside of the time-
frame in Section 2 A, (2)(a) above, advertising reimbursement requests must include a
statement from the media provider specifying the percentage distribution to areas
outside of Kittitas County. Reimbursements will be allowed for the amount distributed
outside of Kittitas County, including any production costs.

B, Television Advertising:

1. Telsvision advertising placed with any media provider outside the Yakima/Kittitas DMA will
be reimbursed at 100% of the cost, including any production cost.

2. Television advertising placed with any media provider inside the Yakima /Kittitas DhA will
be reimbursed as follows:

a. For date-specific events, advertising the day of the event and up to 7 days prior to
the event may be reimbursed at 100% of the cost, including any production costs,

b. For seasonal or year-round events, or for date-specific events outside of the time-
frame in Section 2 B, 2{a) above, advertising may be reimbursed at the rate of 70% of
the total cost, including any production costs.

C. Online Advertising:

1. Online advertising and promotion may be reimbursed at 100% of the cost, including any
production cost.

2. Streamed media {radio, television, other] requests for reimbursement must include a
statement from the media provider specifying the percentage of recipients which are
outside of Kittitas County. Reimbursements will be allowed for the percentage distributed
outside of Kittitas County, including any production costs,

D, Direct Mail:

1. Direct mail advertising may be reimbursed at 100% of the cost, including any production
cost, for each item mailed or shipped to a destination outside of Kittitas County. In order to
receive reimbursement, a list of the addresses and a signed statement from the contractor

that the list is accurate, or other proof of delivery, must be provided along with other
required documentation.

E. Flyers/Posters:

1. Flyers or posters which are placed outside of Kittitas County may be reimbursed at 100% of
the cost, including any production cost. In order to receive reimbursement, a list of the
locations where flyers or posters were posted outside of Kittitas County, a signed statement
from the contractor that the list is accurate and a copy of the poster/flyer must be provided
along with other required documentation.

E. Radio Advertising:

1. Radio advertising placed with any media provider located outside of Kittitas County may be
reimbursed at 100% of the cost, including any production cost.

Lodging Tax Reporting

2. Radio advertising placed with any media provider located inside of Kittitas County may be
reimbursed a5 follows:

3, For date-specific events, advertising the day of the event and up to 7 days prior ta
the event may be reimbursed at 100% of the cost, including any production cost.

b. For seasonal or year-round events, or for date-specific events outside of the time-
frame in Section 2 F, 2(a) above, advertising may be reimbursed at the rate of 30% of
the total cost, including any preduction costs.
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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

 |F 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




Print Advertising Exhibit B Checklist

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

Turn in a completed form with each print advertising invoice

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

Published: 3/10/2016

Exhibit "B" Print Advertising Contractor Checklist - Revised 2016

Print Advertising

Out of County Media Provider [exclusively out of county)
100% Allowed
uuuuuuuu ment
Hame of cut of ¢ Cost ol Cart al print wehveriing 10 be inchuded onlodeing 1ax

{nparated swsusivaly ut of county) [T

To b d with this reimb request
L
2. An original full page tear shest with the required branding kigas pubication for each diy
3. At hying that tf A and, In the County

In County Media Provider

DATE SPECIFIC EVENT ADVERTISED DAY OF THE EVENT AND UP TO 10 DAYS PRIOR
% 1D Allowad
Rekmiasament

Hame of in county media provder Cast of print aduertis =] Cast of prnt advertiseg o be induded on lodgng 120
reimburssment requast

To be included with this reimbursement request:

1 putdcation
2. Anariginal full page tear sheet with fram bised

SEASONAL OR YEAR-ROUND EVENTS, OR DATE SPECIFIC EVENT QUSIDE OF 10 DAY WINDOW

ame of In eoanty madia provioe: ¥OL MUST CALCUILATE THE OUT OF COUNTY COSTS | Cost far distrbusion 1o areas stside of kil County oy
BASED OM THE ACTUAL INOT ESTIMATED) OUT OF (12 e inchuded on lodging tax relmbursement regwest
COUNTY DISTRISUTION PERCENTAGE PROVIDED BY

THE PRINT ADVERTISER

To be included with this r request:
he pring aaven publieatic
tmar tor such dey
from the percantaga Sitrbution te areas otside of Ketitas County

2 & the ACTUAL INOT ESTIMATED}
ONLY THE PIREENTAGE OF OUTSIDE OF KITIITAS COUNTY 15 ELIGIBLE FOR REIMEARSEMENT

I a separate party {for example, the Chamber of Commerce) is oréering the Print advertising for your event, you must include the invoice
from the Chamber of Commerce billing your event. Included with their inveice to you should be the tear sheets and invoices paid to the
print advertiser by the Chamber of Commaerce and if applicable any invoices from the Chamber's marketing company billing the Chamber of |

Commerce for any print services provided.
THE SEPARATE PARTY MUST BE PAID BEFORE YOU CAN SUBMIT YOUR REIMBURSEMENT REQUEST

ALL PAYMENTS T3 LODGING TAX ARE PAID ON A BASIS ONLY.
ALL INVOICES SUBMITTED TO THE COUNTY FOR REIMBURSEMENT ARE TO HAVE ALREADY BEEN PAID TO THE VENDOR

Lodging Tax Reporting
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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

* |F 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




TV Advertising Exhibit B Checklist

Television Advertising Checklist can be found at:
TV Advertising Exhibit Checklist
Turn in a completed form with each TV advertising invoice

Exhibit "8" Ce Checklist

Television Advertising

Media provider outside Yakima/Kittitas DMA
. . i e
ut or Count €dla Frovider - »
Name of madia grovder(s) outside Cost of media provider TV, Cost of madia crovidor TV Advw tiing

T e el

g

o
YakimaKite s
oea included on lodging t
..............

To be with this reimbursement requ

In County Media Provider :

To be with this

3. The ieoice from TV station showing the alrtimes for the TV ads
he seript of e TV 2d that was shown

Seasonal or year-round events, or Date Specific Events Outside of 7 Day Window

. . i
Homa of moda proviBe s nage Tomt of medic provider TV
Yakima/Kittitas DMA Advertiseg mside YakimalKntte
[N

» 707 Mlgwed Reimbursement

requirements must be Toteinduded i ik emburemens reauesk

met. Review Exhibit B
which is included with — .

Chamber of Commerce biling your event. Included with their invoice 1o yo they paid e TV
aduertising services provided.

THE SEPARATE PARTY MUST BE PAID BEFORE YOU CAN SUBMIT YOUR REIMBURSEMENT REQUEST

your agreement

DGING TAX GRANTEES ARE PAID ON A REIMBURSEMENT BASIS ONLY

D TO THE COUNTY FOR REIMBURSEMENT ARE TO HAVE ALREADY BEEN PAI; DOR

TO THE VENI

Lodging Tax Reporting
Published: 3/10/2016



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

* |F 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




Online Advertising Exhibit B Checklist

Online Advertising Checklist can be found at:
Online Advertising Exhibit B Checklist
Turn in a completed form with each TV advertising invoice

Exhibit "B" Online Advertising Contractor Checklist

Online Advertising

Online advertising and promotion may be reimbursed at 100% of the cost, including
any production cost

x 100% Allowed Reimbursement
Name of online agvertiser Cost of onkine advertising Cost of online aovertising to be
inchudted on lodging tax

To be included with this

1. The invoice showing the timeframe an the total amount due for that time frame's online marketing

2. A screenshot of the online marketing product with the he invoice

3. For streamed mod (radio, television, other) requests for mast include a medis
provider specifying the percentage of receipents which sre outside of Kittitas County

All Exhibit B
requirements must be

met. Review Exhibit B T e e e
which is included with
your agreement

THE SEPARATE PARTY MUST BE PAID BEFORE YOU CAN SUBMIT YOUR REIMBURSEMENT REQUEST

ALL PAYMENTS TO LODGING TAX GRANTEES ARE PAID ON A REIMBURSEMENT BASIS ONLY

4
1
ALL INVOICES SUBMITTED TO THE COUNTY FOR REIMBURSEMENT ARE TO HAVE ALREADY BEEN PAID TO THE VENDOR !

Lodging Tax Reporting
Published: 3/10/2016


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

* |F ASEPARATE 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




Direct Mail

Exhibit B Checklist

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

Only items mailed outside of Kittitas
County are eligible for reimbursement

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

your agreement

Published: 3/10/2016

Turn in a completed form with each Direct Mail advertising invoice

Exhibit "B" Direct Mail Advertising Contractor Checklist

Direct Mail

Reimbursement allowed only for direct mail advertising for items mailed or shipped to
destinations OUTSIDE of Kittitas County

2 equals
Hame of mafing printer/mailing contractar  Cost af Per Piece mailing Numiber of Fleces Cost of direct mailing to be induded
proguction far ltems an lodging tax reimbursement request
mailedfsnipped to destinations
outside of Kittitas Coun ty

YOU MUST CALCULATE THE OUT OF COUNTY COSTS FOR THE
MAILING AND POSTAGE BASED ON THE NUMBER OF OUT OF

COUNTY ADDRESSESS
To be included with this reimbursement reguest:
1. The inwaice showing the total rumber of direct mail items primted AND 2 samphe of the direct mail item with the requined branding logos
2. 1 you are requesting postage rei you must inupice far the total postage pald
3. A camplete list of all addresses ta which the direct mall ibem was malled
4. A statement from that the list is ither proof of delivery
OMLY THE DIRECT MAIL ADVERTISING MAILED DUTSIDE OF KITTITAS COUNTY IS ELIGIBLE FOR REIMBURSENE NT

If a separate party (for example, the Chamber of Commerce) is ordering the direct mail advertising for your event, you must
include the invoice from the Chamber of Commerce billing your event. Included with their invoice to you should be any invoices
they paid to the marketing company for any direct mail advertising services provided.

THE SEPARATE PARTY MLUST BE PAID BEFORE YOU CAN SUBMIT YOUR REIMBURSEMENT REQUEST

. it =
ALL PAYMENTS TO LODGING TAX GRANTEES ARE PAID ON A REIMBURSEMENT BASIS ONLY 1
1
1

Lodging Tax Reporting SIS R



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




Flyers/Posters Exhibit B Checklist

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

All Exhibit B
requirements must be

met. Review Exhibit B
which is included with
your agreement

Lodging Tax Reporting

Published: 3/10/2016

Exhibit "B" Flyers / Posters Advertising Contractor Checkilst

FLYERS/POSTERS

Reimbursement allowed for flyers or poster placed outside of Kittitas County only

uuuuu

¥OU MUST CALCULATE THE OUT OF COUNTY COSTS
BASED ON THE NUMBER FLYERS/POSTERS POSTED AT

OUT COUNTY LOCATIONS
To be included with this reguest:
all ed and how many
DNLY THE FLYI BRS/POSTERS POSTED OUTSIDE OF KITTITAS COUNTY ARE ELSSIBUE FOR REMBURSEM| ENT

If 3 separate party [for example, the Chamber of C: is ordering the Fiyers/ far your event, you must include the
invoice from the Chamber of Commerca billing your event. Included with their invoice to you should be any involees they paid to
the marketing company for any Flyer/Poster advertlsing services provided.

THE SEPARATE PARTY MLIST BE PAID BEFORE YOU CAN SUBMIT YOUR REIMBURSEMENT REQUEST

: ALL PAYMENTS TO LODGING TAX GRANTEES ARE PAID ON A REIMBURSEMENT BASIS ONLY i
ALL INVOICES SUBMITTED TO THE COUNTY FOR REIMBURSEMENT ARE TO HAVE ALREADY BEEN PAID TO THE VENDOR

m



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

* |F 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




Radio Advertising Exhibit B Checklist

Radio Advertising Checklist can be found at:
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

Published: 3/10/2016

Turn in a completed form with each Radio advertising invoice

Exhibit "B" Rodio Advertising Contractor Checklist

Radio Advertising

Radio Advertising placed with media provider located outside of Kittitas County

% 1008 Acwed

Wame of ot of county eeedia provider Con of raci atvertiing Tosk of cut ol county medie provider 1o be Indhded on lodgig |
(R adwertisig) tox pierBursement raquest
To be included with this reimk request:

1 ir fram the Radio Station listing the air times.

2. The radia script that was read on the on the al by the radio station

Radio ng placed with ol idar located inslde of Kittitas County-INCUUDING BUT NOT LIMITED T KXLE, KXAR, KCWU

LB DATE SPECIFIC EVENT ADVERTISED DAY OF THE EVENT AND UP TO 7 DAYS PRIOR
W% Allcwed
I Fuainurs emant o
Name ef in county media provider (Radio ‘Cost of radio advertising Coit of srdia peovider to be indu ded on lodging fas
acvertizing) reimbursement request

Ta be included with this reimbursement regquest:
1. Tra imvaice from the Radio Station listing the air times
2. Tha radio scripl that was raad o= the an the air by the radic station

SEASOMAL O/ YEAR-ROUND EVENTS OR DATE SPECIFIC EVENTS OUTSIDE OF 7 DAY WINDOW
= B0 Al

Mame of In couey sedia prowider

Cost of med s provider o be inchaded on kadgng tax

To be Included with this reimburse ment request:
2. The Invedee from the Radio Station Bsting air tises o
ES Ll by the radio station

If a separate party [for example, the Chamber of Commerce) is ordering the Radic advortising for your event. Included with their invoice to
wou should be any involces they paid to the marketing company for any Radio advertising services provided.

THE SEPARATE PARTY MUST BE PAID BEFORE YO U CAN SUBMIT YOUR REIMBURSEMENT REQUEST

ALL PAYMENTS TO LODGING TAX GRANTEES ARE PAID ON A REIMBURSEMENT BASIS ONLY. :

ALL INVOICES SUBMITTED TO THE COUNTY FOR REIMBURSEMENT ARE TO HAVE ALREADY BEEN PAID TO THE VENDOR !

Lodging Tax Reporting
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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
a_r_g___l?_r_o_j_ec_t Repo__rting Requirements:

Project Reporting Requirements:
State |aw requires that all recipients of Lodging Tax revenues must submit a report to the

municipality describing the actual number of people traveling for business or pleasure on a trip:
A. Away from thelr place of residence or business and staying overnight in paid
accommodations;
B. To a place fifty miles or more one way from their place of residence or business for the
day or staying owvernight; or
C. From another country or state outside of their place of residence or their business.

A report form will be provided as part of the contract for receiving funds. We ask that you
provide this information within 60 days after your event is complete once you have critiqgued
vour event,

In addition, any reports which are produced as a result of a grant award must be submitted
within 60 days of completion as part of your project reporting requirements, This will provide
evidence that the work paid for by the grant has been completed.

Lodging Tax Reporting
Published: 3/10/2016
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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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Lodging Tax Reporting
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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

e 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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