LODGING TAX PROGRAM

Procedures and Guidelines

Thank you for your interest in Richland’s Lodging Tax Program. The program is funded through a tax on short-term lodging
within the city, known as Lodging Tax. Funds collected from the Lodging Tax are used to promote tourism in the City by
increasing hotel stays through this program.

The Lod

ging Tax is @ 2% charge collected as a sales tax and paid by the customer at the time of the transaction, and the

revenues must be used for eligible tourism promotion activities or tourism-related facilities, as prescribed by state law
under Chapter 67.28 RCW.

Who can apply for Lodging Tax Grant Funding? Lodging Tax Grant funds are open to:

Convention and visitors’ bureaus

Destination marketing organizations

Nonprofits, including main street organizations, lodging associations, or chambers of commerce
Municipalities (defined as any city, town or county)

What Events, Projects or Expenses are eligible for Lodging Tax Grant funds?

In comp
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liance with state law, funds awarded under the Lodging Tax program may be used for:

Tourism marketing and promotion (RCW 67.28.1816).

Marketing and operations of special events and festivals designed to attract tourists.
Operation of a tourism promotion agency.

Operations of tourism-related facilities owned or operated by non-profit organizations.
Operations and capital expenditures of tourism-related facilities owned by municipalities.

Ineligible Projects or Expenses. Certain types of projects or expenses are not eligible for funding awards even if they may
be tourism related. The list below should not be considered comprehensive. All funding recommendations are at the
discretion of the Lodging Tax Advisory Committee:
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Salaries/benefits.

Alcohol.

Giveaway items.

Capital projects unless owned by a municipality.

Projects or expenses that do not meet the conditions of RCW 67.28.1815-16.

City Council Priorities: The City Council prioritizes events or projects that:
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Increase hotel stays. Events or projects attracting a diverse audience and extending hotel stays are preferred.

Leverage additional funding. Applicants should secure funds from other sources to maximize impact.

Maximum Grant Reimbursement. The amount of funding requested may not exceed 30% of the total cash

expenses of the event or project (the maximum grant reimbursement is indicated in your contract).
o Reimbursement requests may not exceed contracted value.
o Expenses submitted for reimbursement need to both be incurred during the timeline of the contract and
include proof of payment.
Benefit the off-season. Events or projects that stimulate tourism during the slower periods of the year are

encouraged.
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Enhance Richland’s image. Events or projects promoting Richland as a sports, cultural, and leisure destination

are favored.

Lodging Tax Advisory Committee: Funding recommendations are made by the City of Richland Lodging Tax Advisory

Committee and will be awarded based on a variety of factors including but not limited to:

completeness of application

anticipated event attendance

anticipated overnight stays

additional funding sources

amount of matching funds by the applicant
proposal meets the City’s tourism goals
total score of proposal.

A higher score does not guarantee that a higher amount of funding will be awarded to any proposal.

How do | apply? Complete the application and provide all required documents. Use separate applications for each

individual event or projects.

When is the application due? Applications must be submitted to the office of the Economic Development Division,

Richland City Hall, 625 Swift Blvd, MS-19, Richland, Washington 99352, no later than Friday, October 10, 2025 at 5:00 pm.
Any guestions concerning the application process may be directed to Darin Arrasmith at (509) 942-7591 or via email
darrasmith@ci.richland.wa.us.

Program Requirements
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Applicant Presentations. Applicants will be required to present their proposals to the Lodging Tax Advisory
Committee at their scheduled meeting time.
City Approval. Any proposed event or project involving City-owned facilities must have received City of Richland

approval. Applicants are required to review their proposed event or project with the appropriate City
department prior to the Lodging Tax Advisory Committee meeting.

o For projects in the category of “operations and capital expenditures of tourism-related facilities owned
by municipalities,” meetings with Parks & Public Facilities should be scheduled through Patricia Roe at
proe@ci.richland.wa.us or (509) 942-7336. It is highly recommended to receive Parks & Public Facilities
approval prior to submitting your application.

Advertising Requirement. All event or project advertising must include a City of Richland logo (as provided by

the City) or include the phrase “Funding provided by the City of Richland Lodging Tax Grant Program.”
Marketing Material Approval. Event or project marketing materials must be approved by the Economic

Development Manager and the Communications & Marketing Manager before publishing.
Reporting and Expenditures. A final project report (including required state reporting) and supporting

documents must be submitted to the City of Richland within 90 days of completion of the event or project.
Funds must be expended within the grant year.

A completed W-9 Form must be included with the submitted application.

Grant Monitoring. Grant progress will be monitored by the City for compliance with project scope and timeline.

Evaluation and Scoring. Lodging Tax Scoring Guide, which will be used to evaluate the overall ranking of

applications, is included in this packet for your reference and information.
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LODGING TAX PROGRAM

Scoring Guide

= Does the proposal demonstrate potential to attract people to Richland from at least 50 miles away?

= Are there clear and realistic projections of the total number of people attending?

= |sthe expectation of the number of out-of-town visitors realistic?

= |sthe event or project scheduled to occur in the off-season?

a. Isthe proposal likely to attract overnight stays?

Does the project quantify the anticipated number of overnight stays?

c. Does the event or project have a plan to utilize local hotels or lodging providers or encourage future overnight
stays?

d. Are there partnerships with local hotels or lodging providers?

e. *Does the event or project produce a broad base for hotel/motel occupancy (in contrast to individual festivals,
concerts or shows)?

a. Does the proposal indicate economic benefits for the local economy (e.g., job creation, increased business for local
retailers and restaurants)?

b. Does the proposal include a long-term plan for sustained events beyond the current grant request?

c. Does the proposal reflect how the event or project will meet one or more of the City’s tourism goals?

a. Will the applicant market the event or project outside of Richland?

*Does the event or project highlight Richland as a center of athletic and cultural excellence that is focused toward
sporting, cultural and leisure events?

c. Does the event or project have a marketing plan explaining how it will reach audiences outside of Richland,
specifically areas more than 50 miles from Richland?

d. Does the event or project utilize digital marketing and/or social media over print marketing?

e. *Isthe event or project likely to draw interest from young professionals and/or families that visit the area?
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*|s the requested amount for the marketing of the event or project more than 30% of applicant’s total budget?

Is the event or activity plan realistic and achievable within the proposed timeline?

Did the applicant provide clear milestones and deliverables?

Is the budget realistic and well-justified?

Are resources allocated effectively?

Does the event or project leverage other funds?
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Applicant’s matching funds?

Are there partnerships with local organizations?

What degree of support has the proposal received from local or regional partners?

a.
b.
c. Arethere established partnerships that enhances the reach and impact of the event or project?
d. Do the organizers of the event or project donate to other organizations?

= Applicants matching funds:
Less than 5% =0 5% -25%=5 25% - 49% = 10 50% - 99% = 15 100% = 20
*Richland City Council Policy: “Approval of Revised Hotel/Motel Lodging Tax Fund Evaluation Criteria” (November 3, 2008).
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