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Hotel/Motel Tax Steering Committee
FINANCIAL ASSISTANCE PROGRAM

PROGRAM GUIDELINES: Please closely review the following application requirements and procedures. Applications that do not follow these guidelines will not be considered for funding.

PURPOSE:  
· The City of Charles City through the Hotel/Motel Tax Steering Committee offers a program to fund projects, capital improvements, and marketing for events/tournaments, conventions and facilities that create tourism activity for the community of Charles City. 
This funding is designed to be seed money to encourage growth of tourism activity and is not designed to be a long-term funding source. This program is made possible through a lodging surcharge tax.

ELIGIBLE PROJECTS: 
· Applicants eligible to receive financial assistance are limited to events/tournaments, conventions, facilities, and marketing projects that create tourism activity for the Charles City area.
· Priority will be given to projects able to attract people from outside of Floyd County and projects that generate lodging revenue inside Charles City.
· Applicants must show commitment to the success of the project through organizational investment and fundraising.
· To receive funding for an event/tournament, convention, or facility that has been funded in the past, the project(s) you are applying for must contain a new or different component that demonstrates growth.

FORMAT REQUIREMENTS:
· Typed applications are required. All other forms will not be accepted.
· Applications must be signed and submitted by Noon on the application deadlines as stated below.

DEADLINES
-	The Hotel/Motel Tax Steering Committee meets at least two times per year to review program applicants. Applicants must complete the following form, and it must be received by Noon on the following deadlines to the Charles City Area Chamber of Commerce.
2026/2027 DEADLINES				DATE OF REVIEW*
12:00 PM – September 25, 2026			Mid-October 2026
12:00 PM – January 29, 2027				Mid-February 2027
*Date subject to change based on committee availability

LOGO/ TAGLINE REQUIREMENTS:
· Printed projects must display a tagline such as “This project/event made possible in part by Charles City Hotel/Motel Tax Fund.”
· Non-print projects must acknowledge the funding source via press release, social media post, or other acceptable method. 
					
FINANICAL INFORMATION:
· Applicants should have complete and accurate estimates of expenses and revenue sources.
· Payment is made to contact organization, not to vendors of products or services.
· If the project will not be completed within one year, provisions must be made at the time of the grant, or an extension must be requested.

DISBURSEMENT OF FUNDS: Grant funds will be issued in two installments: fifty percent (50%) upon approval of the award and the remaining fifty percent (50%) upon submission and acceptance of the final project report. Payments will be limited to eligible documented project expenses and shall not exceed the total amount of the original award. In the event a project is not completed as proposed, the recipient shall be required to return any funds previously disbursed.

REVIEW GUIDELINES
Applicants will be reviewed based upon the following criteria:
· Economic Impact – Number of guests attracted to Charles City from outside of Floyd County by project(s) with emphasis given to the number of guests utilizing local lodging facilities and other community amenities while in town.
· Financial Need – Financial assistance needed to start a new project/ event or expand an existing project/event.
· Leveraged Activity – Project(s) probability of stimulating the development of other tourism opportunities in the area.
· Quality –Project(s) demonstrates thoughtful planning and organization to ensure the project’s effectiveness.
· Marketing Plan –Demonstrates a strong marketing plan to attract visitors to the community.

REPORTING
· Applicants will be required to submit a report within 30 days following the event or completion of capital improvement projects. A copy of the report form is included with the application packet.
· Failure to submit a project report within 30 days of the completion of the project will render the applicant ineligible for Hotel/Motel Tax funds for one year from the date of project completion. 

Hotel/Motel Tax Steering Committee
APPLICATION

This cover sheet must be completed and submitted as part of your application materials.

[bookmark: Text1]Sponsoring Organization:           		

[bookmark: Text2]Contact Person:          	 

[bookmark: Text3]Mailing Address:          

[bookmark: Text4]City, State, Zip:            

[bookmark: Text5]Daytime Phone:           

[bookmark: Text6]Email Address:          		

[bookmark: Check1][bookmark: Check2]Has your organization received financial assistance from the Hotel/Motel Tax in the past? 
__|_|__Yes    __|_|__ No  

[bookmark: Text7]Total Project Budget: $       

[bookmark: Text8]Total Other Funding: $       

[bookmark: Text9]Amount Requesting: $       

[bookmark: Text10]Project Start Date:       

[bookmark: Text11]Project Competition Date:       

[bookmark: Text12]One sentence project summary:        



FOR OFFICE USE

APPLICATION RECEIVED:  ___________________________________________________________________

AMOUNT APPROVED $ ___________________  REQUESTED DATE FOR PAYMENT:    __________________ 

CHARLES CITY HOTEL/MOTEL TAX STEERING COMMITTEE FINANCIAL ASSISTANCE PROGRAM – PAGE 1

PROJECT IDENTIFICATION: (One page or less)


Hotel/Motel Tax funds can be used to fund projects for events/tournaments, conventions, facilities, and marketing projects that create tourism activity and generate lodging revenue for Charles City. Provide a detailed description of the project(s) for which you are applying for financial assistance and explain how this creates tourism in the Charles City area. 

To receive funding for an activity that has been previously funded, the project(s) you are applying for must contain a new or different component that illustrates growth (i.e., event structure, entertainment, food, advertising/marketing, etc.) 

What new element will be implemented that was not part of the project(s) in the past? Note: The committee strongly weighs this component. Please provide specific examples.


[bookmark: Text13]     
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DETAILED PROJECT BUDGET   Complete project cost information must be provided.

1.   Project Expenses – Please attach estimates.

	EXPENSE DESCRIPTION
	AMOUNT

	[bookmark: Text47]     
	[bookmark: Text46]     

	[bookmark: Text48]     
	[bookmark: Text45]     

	[bookmark: Text49]     
	[bookmark: Text44]     

	[bookmark: Text50]     
	[bookmark: Text43]     

	[bookmark: Text51]     
	[bookmark: Text42]     

	[bookmark: Text52]     
	[bookmark: Text41]     

	[bookmark: Text53]     
	[bookmark: Text40]     

	[bookmark: Text54]     
	[bookmark: Text39]     

	[bookmark: Text55]     
	[bookmark: Text38]     

	[bookmark: Text56]     
	[bookmark: Text37]     

	TOTAL EXPENSES:
	[bookmark: Text36]     






2. Project Income - 
Include the amount you are requesting from the Hotel/Motel Tax Steering Committee and all applications to other programs as well as sponsorships and donations. Under “Status” please list if the funds have been received or a date you will be notified of the funding.

	SOURCE
	AMOUNT
	STATUS

	Hotel/Motel Tax Grant	
	[bookmark: Text14]$       
	Pending

	
	[bookmark: Text15]     
	[bookmark: Text26]     

	
	[bookmark: Text16]     
	[bookmark: Text27]     

	
	[bookmark: Text17]     
	[bookmark: Text28]     

	
	[bookmark: Text18]     
	[bookmark: Text29]     

	
	[bookmark: Text19]     
	[bookmark: Text30]     

	
	[bookmark: Text20]     
	[bookmark: Text31]     

	
	[bookmark: Text21]     
	[bookmark: Text32]     

	
	[bookmark: Text22]     
	[bookmark: Text33]     

	
	[bookmark: Text23]     
	[bookmark: Text34]     

	
	[bookmark: Text24]     
	[bookmark: Text35]     

	TOTAL INCOME:
	[bookmark: Text25]     
	





How the funding works: You will receive 50% of your grant once it is approved. The other 50% will be paid after you turn in your project report. You will only be reimbursed for actual project expenses, and the total cannot be more than your original award. If your project is not completed, any funds already received must be returned.

CHARLES CITY STEERING COMMITTEE FINANCIAL ASSISTANCE PROGRAM - PAGE 3

PROJECT ADMINISTRATION & MARKETING

1. [bookmark: Text57]Who is the target audience for your project? (Please be specific – gender, age, geographic area, etc.)
     

2. [bookmark: Text58]How will you publicize your project locally and regionally? Please list all free and paid forms of publicity including specific locations, publications, and channels.
     


3. [bookmark: Text59]How/where will the Charles City Hotel/Motel Tax Fund be acknowledged as a financial contributor?
     

4. [bookmark: Text60][bookmark: Text61]For event & facility projects – What is your estimated attendance?       
For marketing projects – What is the estimated size of audience your project will reach?      


5. How will you evaluate if your project was effective?
[bookmark: Text62]     


6. The goal of this fund is to enhance the economy of Charles City by promoting the area as a destination for overnight visitors. The financial assistance program is targeted at projects that will attract visitors to the Charles City area and generate lodging revenue.

a. [bookmark: Text63]What percentage of your total audience do you estimate will be from outside of Floyd County?      


b. How will you track participant numbers? (Examples: contact hotel, survey, registration, etc.)
[bookmark: Text64]	     

7. [bookmark: Check3][bookmark: Check4]Will this project be an annual project?       __|_|__ Yes       __|_|__ No 

If yes, what is your vision to make this project financially sustainable in the future?
[bookmark: Text65]	     


8. [bookmark: Text66]If the Hotel/Motel Tax Steering Committee is unable to fund this request, will the project take place or what would have to be changed?       

CHARLES CITY STEERING COMMITTEE FINANCIAL ASSISTANCE PROGRAM - PAGE 4

APPLICATION PROCESS

· Please sign and date this application. This application begins the process for consideration. 

I have reviewed this Application for Hotel/Motel Grant Funds from the City of Charles City.
The information contained in this application plus any attachment(s) is accurate and complete to the best of my knowledge. 

The Hotel/Motel Tax Grant Funds are to be used for the express purpose as stated in the Grant Application. I, the undersigned, fully understand that if this program/project does not transpire, the Charles City Hotel/Motel Tax Steering Committee’s recommendation for funding will be withdrawn and my organization will be responsible for refunding any portion of funds already received.


[bookmark: Text120][bookmark: Text121]     	     
Signature of Person Completing Application		                                           Date



Application Checklist

[bookmark: Check5]_____|_|_____      	The application guidelines have been read by the applicant.

[bookmark: Check6]_____|_|_____     	All forms are typed including front page.

[bookmark: Check7]_____|_|_____     	Budget is completed and quoted estimate(s) are attached.

[bookmark: Check8]              _____|_|_____	Draft or “mock-up” of project(s) is attached. This is not required, but highly recommended.



Completed applications must be submitted by NOON on application deadline dates to:

Charles City Area Chamber of Commerce
401 North Main Street
Charles City, Iowa 50616


If you have any questions about the financial assistance program, please contact:
Ginger Williams, Hotel/Motel Tax Committee Secretary, at (641) 228-4234, email ginger@charlescitychamber.com   


Hotel/Motel Tax Steering Committee
PROJECT REPORT*

You are required to provide the following as a follow-up to your Hotel/Motel Tax application within 30 days of the completion of the project. 

Failure to submit a project report within 30 days of the completion of the project will render the applicant ineligible for Hotel/Motel Tax funds for one year from the date of project completion. 

[bookmark: Text116]HOTEL/MOTEL PROJECT REPORT FOR:      

1. [bookmark: Text117][bookmark: Text118][bookmark: Text119][bookmark: Text115]Actual Visitor Count/Visitor Impact. If this is an advertising project, provide estimates or other analytics.
A) Floyd County Residents          Out of County Visitors           Out of State Visitors      

B) Where were visitors outside of Floyd County from? (Be specific with examples of counties, states, etc.)
     

2. Project Expenses – Include copies of invoices/receipts as they pertain to your grant request*
	EXPENSE
	AMOUNT

	[bookmark: Text95]     
	[bookmark: Text91]     

	[bookmark: Text96]     
	[bookmark: Text92]     

	[bookmark: Text97]     
	[bookmark: Text93]     

	[bookmark: Text98]     
	[bookmark: Text94]     

	[bookmark: Text99]     
	[bookmark: Text90]     

	[bookmark: Text100]     
	[bookmark: Text89]     

	[bookmark: Text101]     
	[bookmark: Text88]     

	[bookmark: Text102]     
	[bookmark: Text87]     

	[bookmark: Text103]     
	[bookmark: Text86]     

	[bookmark: Text104]     
	[bookmark: Text85]     

	TOTAL EXPENSES:
	[bookmark: Text84]     




3. Project Income – Show actual income as it pertains to your grant request
	SOURCE
	AMOUNT

	Hotel/Motel Tax Grant	
	[bookmark: Text72]$       

	[bookmark: Text105]     
	[bookmark: Text73]     

	[bookmark: Text106]     
	[bookmark: Text74]     

	[bookmark: Text107]     
	[bookmark: Text75]     

	[bookmark: Text108]     
	[bookmark: Text76]     

	[bookmark: Text109]     
	[bookmark: Text77]     

	[bookmark: Text110]     
	[bookmark: Text78]     

	[bookmark: Text111]     
	[bookmark: Text79]     

	[bookmark: Text112]     
	[bookmark: Text80]     

	[bookmark: Text113]     
	[bookmark: Text81]     

	[bookmark: Text114]     
	[bookmark: Text82]     

	TOTAL INCOME:
	[bookmark: Text83]     



CHARLES CITY STEERING COMMITTEE FINANCIAL ASSISTANCE REPORT - PAGE 2

4. [bookmark: Text67]What parts of your project do you feel were successful?
     




5. [bookmark: Text68]What parts of your project do you feel could be improved?
     




6. [bookmark: Text69]Please show where the Charles City Hotel/Motel Tax Fund was acknowledged as a financial contributor. This might be a sample of your completed project, copy of a press release, or screen shot of a social media post.
     



7. Other information as requested by the Director of the Charles City Area Chamber of Commerce:

· Please submit annual reports for capital improvement projects
· The Director of the Charles City Area Chamber of Commerce will notify in writing of any other follow-up request made by the Hotel/Motel Tax Steering Committee.





[bookmark: Text70][bookmark: Text71]     	     
Signature of Person Completing Report		                                           Date




Please submit a typed copy of this report within 30 days of project completion to:
Charles City Area Chamber of Commerce | 401 North Main Street | Charles City, Iowa 50616


If you have any questions about the financial assistance program, please contact:
Ginger Williams, Hotel/Motel Tax Committee Secretary, at (641) 228-4234, email ginger@charlescitychamber.com   
  



*NOTE: THIS REPORT MUST BE SUBMITTED WITH YOUR BUDGET REPORT IN ORDER TO RECEIVE REMAINING FUNDS.
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