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To:

All Applicants

From:
Steven A. Gantt, City Manager

Date:
January 29, 2010
Re: 
Hospitality Tax Funding Request / Fiscal Year:  July 1, 2010 – June 30, 2011

The City of Columbia is now accepting Hospitality Tax funding applications for fiscal year 2010-2011.  Applications may be submitted between now and March 19, 2010. Applications must be complete in order to be considered for funding. (Late or incomplete applications will not be considered.)

Completed applications may be delivered in person to the security desk at:

City Hall

1737 Main Street

Columbia, SC 29201
Or mail your application to:

City of Columbia 

City Hall

P.O. Box 147

Columbia, SC 29217

Attn: Dee Dee Fanning, City Council Office
All applications must be received no later than 12:00 Noon, March 19, 2010.  Any questions concerning the application process should be addressed to Dee Dee Fanning at the above address, or by phone at (803) 545-3048.  For your convenience, applications can be downloaded and filled out electronically.  If a hard copy is needed, please call. 

TO CITY OF COLUMBIA HOSPITALITY TAX APPLICANTS:
Please read and review the following documents as part of the Application Package:
1. Hospitality Tax Advisory Committee Members

2. Application Guidelines 

3. Application Checklist

4. Hospitality Tax Application 

5. IRS Form W-9

Applicants seeking Hospitality Tax funding for fiscal year 2010-2011 must submit completed applications no later than March 19, 2010 for consideration by the Advisory Committee, and approval by the Columbia City Council. Late and incomplete applications will not be considered.

Please pay careful attention to the application guidelines before you begin your application. If you require further information, please contact Dee Dee Fanning (803) 545-3048.


CITY OF COLUMBIA, SOUTH CAROLINA 

HOSPITALITY TAX GUIDELINES

FISCAL YEAR JULY 1, 2010 - JUNE 30, 2011
INTRODUCTION 

Before preparing your application, PLEASE CAREFULLY READ THESE HELPFUL GUIDELINES. These guidelines are meant to introduce applicants to the purpose and procedures associated with Hospitality Tax funding. They will also assist you in determining whether your projects and/or programs are eligible for Hospitality Tax funding. In addition to reading these guidelines, it is important that you review the Compliance Information on page six (6) of the Application Form before you begin preparation.

I. LOCAL HOSPITALITY TAX LAWS 

The revenue generated by the collection of hospitality taxes must be used solely for the following purposes:

A. Tourism-related buildings, including, but not limited to: civic centers, coliseums, and aquariums.

B. Tourism-related cultural, recreational, and historic facilities.

C. Beach access and re-nourishment.

D. Highways, roads, streets, and bridges providing access to tourist destinations.

E. Advertising and promotions related to the development of tourism.

F.   Water and sewer infrastructure to serve tourism-related demand.

In a county where at least nine hundred thousand dollars in accommodations taxes is collected annually (pursuant to Section 12-36-920), revenues of the hospitality tax authorized in this article may be used for the operation and maintenance of those items provided in (A) through (F), including: police, fire, emergency medical services, and emergency-preparedness operations directly attendant to those facilities.

NOTE: A tourist is defined as a person traveling from outside their home communities for any purpose, except daily commuting to and from work.   *Columbia City Council has determined a tourist to be anyone traveling from outside of the city limits.
Funding for salaries of any kind and public service/utilities/facilities must be based on the estimated percentage of costs directly attributed to attracting and serving tourists.
II. PROCEDURES AND CONDITIONS FOR FUNDING

A. The Committee will review each application after receipt.  Applicants should be prepared to make a five (5) minute oral presentation of the funding request to the committee. Presentations will be scheduled at a later date. You will be notified of the specific date and time. 
PROCEDURES AND CONDITIONS FOR FUNDING (Cont.)

B. The Committee is an advisory committee and makes funding recommendations to City Council for final approval.

C.  Letters regarding funding results will be mailed to applicants during the first quarter of the 2010-2011 fiscal year (July-September 2010.) 
D.
If your funding request is granted, please be advised that Hospitality Tax funding carries the following conditions: 

1. The City has the right to audit the organizations funded. (Ex: Looking at their books or attending the events.) This includes access to all records of expenditures.

2. Recipient organizations are subject to ongoing evaluations by City staff. The goal of these evaluations is to encourage self-sufficiency for each organization or program funded through the use of additional or alternative funding sources.

3. All projects must be completed during the fiscal year in which they are funded. Fiscal year 2010-11 begins July 1, 2010 and ends on June 30, 2011.
II.      RULES FOR DISBURSMENT OF FUNDS

A. Reimbursement for project expenses requires the submission of invoices verifying expenditures. Expenditures must be consistent with the application budget. Only goods and services that comply with the Hospitality Tax Guidelines and State Law are reimbursable. Project or event vendors will not be paid directly by the City of Columbia. Reimbursement checks will be written only to the applicant. Invoices for reimbursements should be submitted to the City of Columbia with written request for funding.  

B. Request for reimbursement must be on letterhead from the organization funded, including a contact number.

C. Requests are received with required backup (copies of invoices/contracts).  The Committee decided that “tourism development” would be anything involving bringing tourist into the city or providing essential services while they are here.  These are similar guidelines as Accommodations Tax.  

Some eligible expenditures are:
1. Advertising/Promotions/Marketing (designing, printing, postage for items mailed to attract tourist)

2. Municipal services

3. Entertainment/Speakers/Guest Artist Instructors

4. Tourism related facilities, including cultural, recreational or historical facilities

5. Staff/Salaries (% of Marketing Directors, specific event directors)

6. Restroom facilities

RULES FOR DISBURSMENT OF FUNDS (Cont.)

Some of the expenditures that are considered not eligible, as determined by the Committee and following Accommodations Tax guidelines, are:
1. Rent or venue fees

2. Items given to tourist once they are here 
      (tee shirts, cups, trophies…etc)

3. Insurance or licenses

4. Invoices outside the funding year

5. Salaries (other than previously mentioned)

6. Transportation or accommodations

7. Food or beverages

8. Decorations

9. Staging or fencing
D. Checks will not be released without an IRS Form W-9 and a full budget for the project on file. Please note: Other sources of funding must be included in each project budget.  The process of receiving a check, after receipt of eligible back up, takes approximately 7-10 business days.
E. Quarterly allocations are made when applicable.  Funding may be obtained in advance but back up must be submitted within 30 days after event.
F. All disbursement requests must be received by May 30, 2011 for 2010-2011 fiscal year funding.  
1.  ALL request for funding and/or request to carry forward funding MUST be received by May 30th of the funding year.  If May 30th falls on Saturday or Sunday, the deadline will be the following Monday.
2. Requests received within 5 days after deadline will result in 10% deduction of dollars available.
3. Request received within 6-10 days after deadline will result in 20% deduction of dollars available.
4. Request received after 10 day period will not be processed and dollars will not be available.
5. The second year an organization is late with request for year end the penalties would double (requests received within 5 days after deadline will result in a 20% deduction of available dollars, requests received 6-10 days after deadline will result in a 40% deduction of available dollars and the funding request is not considered the third time an organization is late for year end requests)
G. Full reimbursement for all projects is dependent on the receipt of expected Hospitality Tax revenues from the State of South Carolina. Any decision or lower than expected funding could affect project reimbursement. If funding received is less than budgeted, project reimbursements will be reduced on a pro-rata basis or as otherwise determined. Project Directors should remember this in developing project budgets.

VI.
INSTRUCTIONS FOR SUBMITTING AN APPLICATION
A. Completed applications must be submitted no later than 12:00 noon Friday,    
      March 19, 2010.
B. Submit your original application plus twelve (12) copies with standard three 

      holes punched to: City Hall, P.O. Box 147, Columbia SC 29217, Attn:  Dee Dee   


Fanning.  
IF POSSIBLE USE FRONT AND BACK FOR COPIES OF APPLICATION PACKETS

C. Original application and copies should include the following required attachments:  Detailed project budget, Profit and Loss statement for same or similar project for the previous funding year if applicable, current financial statement, W-9 form, 990 tax form (if applicable), a list of current board members, and a list of all paid staff members-indicate full or part-time.  Use only binder clips or paper clips.

D. Additional support materials (brochures, videos, etc.) will NOT be accepted or considered.

VII.    REQUESTING MORE INFORMATION
If you have any questions or concerns about Hospitality Tax funding or the allocation process, please contact Dee Dee Fanning at (803) 545-3048.




HOSPITALITY TAX


ADVISORY COMMITTEE








The City of Columbia has established a Hospitality Tax Advisory Committee to review all applications before they receive funding. The Advisory Committee forwards its recommendations to City Council for approval. The Hospitality Tax Advisory Committee currently consists of eleven (11) voting members appointed by City Council.














Richard Burts


(Chair)


�
(803)414-9450�
�
Steve MacDougall


�
(803)422-7442�
�
Susan Douglas


�
(803)772-1783�
�
David Martin


�
(803)256-1222�
�
Bobby Williams


�
(803)799-2512�
�
Bill Murphy


�
(803)419-6406�
�
Rob Schoolmeester


�
(803)206-0320�
�
Cynthia Hardy


�
(803)748-7424�
�
John Whitehead�
(803)771-6303


�
�
Marlin Fludd�
(803)231-2000


�
�
Kelly Glynn�
(803)252-8646.


�
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Memorandum





GETTING READY: SOME HELPFUL TIPS





Complete the application well in advance of the deadline and SIGN it.


 


Do not alter the application form or exceed the spaces provided unless directions specifically allow it.


 


Type your application. Typeface must be at least 10 points or larger.


 


Be clear, concise, and fit your project summary within the space provided.


 


Check all materials for accuracy. Check again! Most errors are made due to lack of proofreading.


 


Keep a copy of your application for future reference.


 


Notify the City of Columbia of any changes related to your contact person, authorized official, address, phone number, and other pertinent applicant information.


 


Do not use 3-ring binders, folders, staples, or bind the application or copies in any way other than binder clips or paper clips.


 


Do not assume that the Hospitality Tax Committee will have any prior knowledge of your project.


 


Applicants should be prepared to make a five (5) minute oral presentation of the funding request to the committee. Presentations will be scheduled at a later date. You will be notified of the specific date and time. 


IF POSSIBLE USE FRONT AND BACK FOR COPIES OF APPLICATION PACKETS
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