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Questions and comments about the grant application process, grant awards, or grant recipients can be addressed to the grant analyst:

ReNea Nelson, Travel Grant Analyst

Division of Tourism, Idaho Department of Commerce

PO Box 83720

Boise, ID 83720-0093
Phone: 208-334-2470
Fax: 208 -334-2631

renea.nelson@tourism.idaho.gov 

Introduction and General Information
This Handbook includes grant guidelines approved by the Idaho Travel Council (ITC), the enacting legislation found in Idaho Code, and the legislatively approved Administrative Rules.

TRAVEL & CONVENTION TAX ITC grants are funded through a statewide two percent (2%) tax on lodging sales, including private campgrounds. Grants are awarded to non-profit tourism focused organizations to enable them to promote activities that increase overnight travel to and within the state. 

ITC GRANT PROGRAM REQUIREMENTS:
ONLINE APPLICATION PROCESS Applications are accepted starting March 1st online at http://apps.commerce.idaho.gov/apps/ITCGrant/. Grant application process closes first Monday in June.
MATCHING FUNDS The ITC Grant Program requires match of at least twelve and one-half percent (12.5%) of the amount awarded as a way to increase the regional/local commitment to the plan, to assist in generating more dollars for tourism promotion, and to allow the ITC to participate in more promotional efforts.
ELIGIBLE PROJECTS Projects funded with an Idaho Travel Council Grant shall be consistent with the legislative declaration of policy in that they will promote the marketing, study, research, analysis, and development of Idaho’s travel and convention industry. Eligible projects follow this introduction.

REIMBURSEMENT REQUIREMENTS The ITC Grant is a reimbursement grant; funds are dispersed to the grantee when documentation of expenses is provided. Expenses to be reimbursed must have been spent in accordance with all applicable State laws and regulations relative to purchasing, fiscal, and audit requirements. Failure to submit required documentation will result in denial of reimbursement.

 ITC LOGO and AUDIO CREDIT STATEMENT REQUIREMENTS Projects funded with an ITC grant must credit the Idaho Travel Council grant program through the use of the ITC Grant Logo and/or the audio credit statement “Visit Scenic Idaho” as outlined in this handbook. Failure to use the logo/credit statement properly may result in denial of reimbursement. The ITC Grant Logo may be used ONLY on items or advertising funded by an ITC grant.
Logos can be downloaded from www.commerce.idaho.gov/travel/itc-grant-logos.aspx . Bitmap and vector (sizeable) formats are available.
Subcontracting Competitive bidding must be used when goods or services cost $5,000 or more. If the purchase is between $5,000 and $25,000, bids may be collected from at least three vendors verbally or by e-mail; purchases of $25,000 are subject to a formal bidding process that requires a Request for Proposal (RFP) or request a written quite from a minimum of three vendors be collected. Grantees must adhere to the State of Idaho Purchasing Rules, Statutes, and Policies. Further information can be found in Chapter 12.2 Subcontracting. 

Eligible Projects Summary

Advertising is usually image-driven to promote a community or region but may involve attractions and events. Includes but is not limited to print, video, audio, and advertising specialties. Chapter 1

Collateral Materials are brochures, vistor guides, rack cards, posters and flyers, pamphlets, etc. (photography, design, and printing) of which multiple copies are made. Chapter 2

Direct Mail and E-mail Marketing Campaigns involves promotional item(s) developed to attract a targeted audience to a destination, attraction, or event, or to gather booking information from potential meeting planners, tour planners, and travel writers. Distribution of the promotional item can be accomplished by bulk mail or delivered electronically. Chapter 3

Websites and Social Media must be travel and tourism focused with lodging information as well as information about the area’s destinations, attractions, and events. Chapter 4

Familiarization Tours (Fams) /Site Visits familiarize tour operators, travel writers, convention planners, sports club representatives, etc. with event venues, convention capabilities, and attractions. Grantees can pay for lodging, meals, and in-state transportation. Grant funds cannot pay for alcoholic beverages. Chapter 5

Sponsorship of major events and other partnerships which have a reasonable expectation of bringing overnight visitation or convention business are allowed. Chapter 6

Shows and Travel include registration, booth, display and furnishings as well as the accompanying travel expenses. Chapter 7

Training that familiarizes front-line staff with the region and gives them information to promote the area is reimbursable. Training may be in the form of classroom training or a familiarization tour of the area. The Idaho Conference on Recreation and Tourism (ICORT) and the Tourism Division Grant Summit are also reimbursable. Chapter 8

Public Relations includes travel promotion through press kits, hosted media trips, visits to targeted media, and pitching story ideas for coverage in print, radio, television, internet, and social media channels. Chapter 9
Marketing Research of tourism or convention related data or leads is allowed. Chapter 10

Capital Outlay is equipment with a useful life of more than one (1) year, costing one hundred fifty dollars ($150) or more per unit. The grantee will conduct an annual physical inventory of the property and reported to the ITC by the final narrative report. Chapter 11

Administration/Fulfillment is ten percent (10%) of the total grant award up to $25,000 automatically added to all grants for administration and/or distribution of information generated by the grant. Chapter 12.1

Other Items which are not included above may be eligible as approved by the Idaho Travel Council.
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	2010 IDAHO REGIONAL TRAVEL AND CONVENTION GRANT PROGRAM CONTRACT

TITLE:

Grantee Organization


ITC GRANT:
10-

This contract is made and entered into between the Idaho Department of Commerce, herein after called the DEPARTMENT, and the «Org_Legal_Name», herein after called the GRANTEE. The GRANTEE is an established non-profit organization having as its primary objective the creation and implementation of plans designed to stimulate and expand the travel and convention industry within the state’s seven (7) planning regions.

The “effective date” for the 2010 grant is August 4, 2010.

TERMS AND CONDITIONS

Article I - Period of Performance and Grant Amount

The work required to be performed hereunder shall be accomplished from the effective date and shall continue up to and including September 30, 2011 unless otherwise amended.

Upon receipt of invoices, the DEPARTMENT shall reimburse the GRANTEE the sum of $«ITC_Award» as described in the Approved Budget. Any portion not used for the fulfillment of the contract shall revert to the regional grant pool no later than 30 days after termination of the contract.

Article II - Work Performance and Subordination

The purpose of this contract is to provide funding for the general promotion of travel and convention industries as more specifically defined in the Scope of Work, i.e. grant application. Any significant change in the Scope of Work must be approved in advance by the DEPARTMENT and the Idaho Travel Council. Subcontractors must be approved in advance by the DEPARTMENT.

Article III - Requests for Funds and Narrative Progress Reports

In the performance of this contract, the GRANTEE must keep books, records, and accounts of all activities. Such books, records, and accounts, shall be open to inspection and audit and retained by GRANTEE for a period of three years after completion of this contract. The GRANTEE will submit and certify interim records with each Request for Funds form that is submitted to the DEPARTMENT as specified in Attachment A, Reporting Schedule. Each Request for Funds form shall detail costs incurred by line item as identified in the project budget.
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	Article IV - Non Allowable Costs

The purpose and scope of work for which this grant is made shall not duplicate programs for which monies have been received, are committed, or are applied for from other sources, public or private. Upon request of the DEPARTMENT, the GRANTEE shall submit full information about related programs that may be initiated within the grant period.
Article V - Audit

The GRANTEE shall be responsible for providing the DEPARTMENT with a compliance audit completed by a Certified Public Accountant within 60 days of the completion date of the grant if the grant totals $100,000 or more excluding GRANTEE’S match. At the DEPARTMENT’S request and expense, an audit may be required during the grant period even if the grant is less than $100,000.
Article VI - General Terms and Conditions

All conditions and assurances required of the DEPARTMENT by the Idaho Travel and Convention Industry Promotion Bill, Chapter 216, Laws of 1981, as amended, are binding on the GRANTEE and the DEPARTMENT. Both parties shall additionally adhere to statutes of the State of Idaho and particularly the rules outlined in the Idaho Regional Travel and Convention Grant Program Handbook. Execution of this contract by the GRANTEE serves as an acknowledgement that the GRANTEE is familiar with all statutes, rules and guidelines noted in this paragraph.
Article VII - Match Expenditures

Match expenditures must be in accordance with the specific rules and instructions pertaining to match expenditures contained in the contract, attachments, instructions to the forms and the Idaho Regional Travel and Convention Grant Program Handbook.
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	Article VIII – Termination
The DEPARTMENT shall have the right to terminate this contract in whole or in part at any time in its sole discretion upon 30 days written notice to the GRANTEE. Termination of the contract will be effective 30 calendar days from the date of the Department’s notice. The Department shall provide fair and reasonable compensation to the GRANTEE as determined by the Department for all work completed under the contract. Ownership, transfer of work in progress, and completed work will remain in the GRANTEE’S possession, but the Department, upon request, shall have access to all records and/or documents related to the GRANTEE’S project under the contract. 

Article IX - Retention and Use of Funded Property and Materials

The GRANTEE warrants that the ownership of any property purchased or materials created, through funding under this contract, unless retained by the Department of Commerce, shall remain with the GRANTEE and be utilized solely and exclusively for the purpose embodied in the accepted grant application and this contract. It is not the DEPARTMENT’S intent to own any property, including copyrights and rights to use of copyrighted materials.
Article X – Special Warranty

The GRANTEE warrants nothing of monetary value has been given, promised or implied as remuneration entering into this contract. The GRANTEE further declares no improper personal, political or social activities have been used or attempted in an effort to influence the outcome of the competition, discussion or negotiations leading to the award of this contract.
Article XI - Relationship of Contracting Parties

The Parties intend to establish an independent contractor and principal relationship. GRANTEE is not 
to be considered an agent or employee of the Department for any purpose. Contracting parties warrant by signature that no employer-employee relationship is established between the DEPARTMENT and the GRANTEE by the terms of this contract.

Article XII - Conflict of Interest of Members, Officers or Employees of Grantee, Members of Local Governing Body or Other Public Officials

Conflict of Interest of Members, Officers or Employees of Grantee, Members of Local Governing Body or Other Public Officials. The GRANTEE shall incorporate or cause to be incorporated, in all such contracts a provision declaring their interest pursuant to the purposes of this section. A board memo or meeting minutes reflecting sub-committee decisions may be requested and will suffice for full disclosure. If at any time the Council becomes aware of an apparent or potential conflict of interest between a GRANTEE and a private entity which may influence grant funds, the Council may request a meeting with the grantee’s representatives. The Council may, at that meeting terminate the grant if an inappropriate conflict of interest is found.)
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	Article XIII – Indemnification

GRANTEE shall indemnify, defend and save harmless the State of Idaho and the Department, its officers, employees and agents from and against all liability, claims, damages, losses, expense, actions and suits whatsoever, including personal injury or death caused by or arising out of GRANTEE’S performance, act or omission of this grant.

Article XIV - Assignment and Subcontracting

This Grant cannot be subcontracted or assigned without the prior written approval of the Department. Approved subcontracts or assignments will contain all appropriate state and federal requirements and conditions, as the Department may deem necessary.

Article XV - Governing Law

This Grant shall be governed by the laws of the State of Idaho and performed within Idaho.

Article XVI - Warranty of Authority

GRANTEE warrants and certifies that the individual signing this Grant Contract has full authority to bind the GRANTEE and that all necessary and proper authorizations have been taken by GRANTEE to enter into this Grant Contract.

Article XVII - Liaison

The GRANTEE shall submit all Requests for Funds, correspondence and written Narrative Progress Reports to the following address:


Idaho Department of Commerce


ITC Grant Program


PO Box 83720


Boise, Idaho  83720-0093
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ATTACHMENT A

Reporting Schedule

10-x-x

Narrative Progress Reports and Requests for Funds are required as indicated below:

A. SCHEDULE FOR SUBMISSION OF PROGRESS REPORTS


Submit a “Narrative Progress Report Form” according to the following schedule:



Progress Report 1:
August 4, 2010 – November 31, 2010

Due: December 15, 2010



Progress Report 2:
December 15, 2010 – March 31, 2011

Due: April 15, 2011



Progress Report 3:
April 1, 2011 – July 31, 2011


Due: August 15, 2011



Progress Report 4:
August 1, 2011 – September 30, 2011

Due: October 31, 2011

If a grant is extended, subsequent progress reports will be required every three months, with a final report submitted at the close of the grant.

B. SCHEDULE FOR SUBMISSION OF REQUEST FOR FUNDS

Requests for Funds may be submitted as needed for expenses from the effective date through September 30, 2011. Final Request for Funds is due no later than October 31, 2011 for expenses through September 30, 2011 only. Include the grant number on all correspondence.

ATTACHMENT B

Procedures/Requirements

10-x-x

Bidding Procedures

Purchases and services over $25,000.00 shall be subject to bidding procedures as outlined in the ITC Grant Handbook. Contact the Idaho Department of Commerce to determine if a subcontract must be developed for qualifying services prior to beginning the project. If bidding and subcontract requirements are not met, reimbursement may not be made.

Match Requirements

Cash match expenditures must fall within contract budget categories and be documented as stated in the ITC Grant Handbook.

Administration

Administrative and Fulfillment expenses are granted as an amount equal to the grant award times ten percent (10%). No further requests for reimbursement of Administrative or Fulfillment costs will be made.
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