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Outside Agency Request 
Process for Tourism Funds

· The City schedules pre-application meeting to assist applicants in understanding the process and how to fill out the application form. (This information is included in invitation letters and in PSA)
· Individuals, groups, and agencies make request for funds from the Tourism Fund by mail or in person on approved City of Longview request for funding form. (See Example A)
· The City sends a letter verifying receipt of the funding request. (See Example B)
· Request for support from the tourism fund requires that the Lodging Tax Advisory Board be convened to review the request and make a recommendation to the City Council.
· Council considers the Tourism Fund requests at a Council meeting.

· If the request is approved, the City sends a letter advising the individual/group/agency of Council approval and of the process required to receive funds.
(
If the request is not funded, the City sends a letter advising the individual/group/agency of the City’s inability to fund project due to legal restrictions or lack of adequate funds at this time.
· If the Council has approved a funding request, it is the responsibility of the individual/group/agency requesting those funds to submit an invoice to the City of Longview, Attn:  Kurt Sacha, Finance Director, P.O. Box 128, Longview, WA 98632.  

· The invoice should indicate the expense incurred and a specific amount of money to be reimbursed by the City.  (See Example C)
