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2026-2027-2028 City of SeaTac Lodging Tax Funding Report
AFTER EVENT/PROGRAM REPORT
TODAY’S DATE: _________				

EVENT/ACTIVITY/PROGRAM NAME: ______________________
EVENT/PROGRAM START DATE:____________END DATE____________

INVOICE AMOUNT TO BE REIMBURSED: $_____________ FUNDING AMOUNT AWARDED: $__________
TOTAL FUNDING APPLIED FOR: ______________________

ORGANIZATION CONTACT NAME: ________________________________________________________

ORGANIZATION NAME: ________________________________________________________________

ORGANIZATION ADDRESS: ______________________________________________________________

ORGANIZATION CONTACT PHONE NUMBER: ________________________________________________

EMAIL: _______________________________

WEBSITE: ______________________________

Signed/Title __________________________________________ for above named Agency

Organizational name that should appear on check: ___________________________________________

Activity Type*      Select the type of activity funded by lodging tax funds below. “Event/Festival” encompasses specific activities such as fairs, festivals, celebrations, etc. “Marketing” encompasses activities which advertise the municipality or town (if lodging tax funds were used to advertise for a specific event/festival, this expenditure falls under the “Event/Festival” category. “Facility” encompasses activities related to facility acquisition, upkeep, renovation, operations, etc.
[image: ]Event/Festival
[image: ]Marketing/Promotion
☐ Operation and/or Capital Expenditures of a Tourism-Related Facility owned by a Municipality or a Public Facilities District 
☐ Supporting the operations of tourism-related facilities owned or operated by nonprofit organizations


************************************************************************************************************
Project Organizer must submit this report plus invoices no later than two weeks after the event/program end date (by end of the year), along with requested receipts and relevant documentation.  
Failure to provide the requested information will result in non-reimbursement of awarded funds and non-acceptance of future funding applications.

Please send your completed After Event/Program Report to Maria Langbauer –Senior Economic Development Strategist via email only: EMAIL: 	mlangbauer@seatacwa.gov
Request for Reimbursement

1. How did being selected as a lodging tax funding recipient assist you with your event/program?








2. Evaluate the overall success of the project/event and provide the metrics you used to determine the Return on Investment (ROI) of awarded funds used for your event/program and furthering the objectives of the SeaTac Tourism Destination Development Plan (TDDP)
a. Overview
b. TDDP objectives supported and how (page 26 of linked plan Strategy Flowchart/others)
c. Self-Assessment of Predicted vs. Actual outcomes 0 to 10 with details
d. Budgeted vs. actual expenses
e. Aspects to be improved upon or expanded in the future / lessons learned
f. Other






3. Please provide:

a. An itemized invoice with general categories of services provided. If the invoice includes staff time, list hours per project, hourly rate, and amount billed. Please include itemized receipts.
b. Attach copies of payment documentation acceptable to the City for services purchased by the Agency for which reimbursement is being requested; copies of the work performed (e.g., advertisement, brochure, website page, flyer, screenshots, etc.).
c. Images and/or printouts of supporting documents to demonstrate event/program completion.
d. Provide any participant testimonials/feedback.

Please provide a good faith estimate of the number of participants who attended/participated/were attracted to the event/activity to the best of your knowledge in each of the following categories. The report must be completed in its entirety and must be legible.  Any incomplete or illegible reports will be returned and will not be accepted. Funding will be provided upon receipt of / resubmittal of report in acceptable form.
The below information is required by the State and will be submitted to JLARC
https://leg.wa.gov/jlarc/Pages/Lodging-Tax.aspx
Lodging Tax Expenditure Report for SeaTac funded activities
Top of Form
Activity Information


Funds Requested Provide the amount of lodging tax funds requested by the organization: $ ______________________

Funds Awarded Provide the amount of lodging tax funds ultimately awarded to the organization:
$______________________
Total Activity Cost  Provide the total cost of the activity: $______________________

Was this event affected by the ongoing public health crisis/covid?  YES or NO
Notes: Provide additional notes about this expenditure, if any: 
Overall Attendance 
Enter the total number of people predicted to attend this activity, the actual number of people who attended this activity, and select the method used to determine the attendance.
Predicted number:              (From your application)
Actual:
Method:
Please explain:

Attendance, 50+ Miles ? Enter the number of people who travelled greater than 50 miles predicted to attend this activity, the actual number of people who travelled greater than 50 miles to attend this activity, and select the method used to determine the attendance.

Predicted number:              (From your application)
Actual:
Method:
Please explain:

Attendance, Out of State, Out of Country ? Enter the number of people from outside the state and country predicted to attend this activity, the actual number of people from outside the state and country who attended this activity, and select the method used to determine the attendance.

Predicted number:              (From your application)
Actual:
Method:
Please explain:
Attendance, Paid for Overnight Lodging ? Enter the number of predicted to attend this activity and pay for overnight lodging, the actual number of people who attended this activity and paid for overnight lodging, and select the method used to determine the attendance.

Predicted number:              (From your application)
Actual:
Method:
Please explain:

Attendance, Did Not Pay for Overnight Lodging ? Enter the number of predicted to attend this activity without paying for overnight lodging, the actual number of people who attended this activity without paying for overnight lodging, and select the method used to determine the attendance.

Predicted number:              (From your application)
Actual:
Method:
Please explain:

Paid Lodging Nights ? Total projected and estimated actual number of paid lodging nights. One lodging night = one or more persons occupying one room for one night.
Predicted number:              (From your application)
Actual:
Method:
Please explain:
Bottom of Form


Calculation Methodology Options:
· Direct Count (DC): Actual count of visitors using methods such as paid admissions or registrations, clicker counts at entry points, vehicle counts or number of chairs filled. A direct count may also include information collected directly from businesses, such as hotels, restaurants or tour guides, likely to be affected by an event.
· Indirect Count (IC): Estimate based on information related to the number of visitors such as raffle tickets sold, redeemed discount certificates, brochures handed out, police requirements for crowd control or visual estimates.
· Representative Survey (RS): Information collected directly from individual visitors/ participants. A representative survey is a highly structured data collection tool, based on a defined random sample of participants, and the results can be reliably projected to the entire population attending an event and includes margin of error and confidence level.
· Informal Survey (IS): Information collected directly from individual visitors or participants in a non-random manner that is not representative of all visitors or participants. Informal survey results cannot be projected to the entire visitor population and provide a limited indicator of attendance because not all participants had an equal chance of being included in the survey.
· Structured Estimate (SE): Estimate produced by computing known information related to the event or location. For example, one jurisdiction estimated attendance by dividing the square footage of the event area by the international building code allowance for persons (3 square feet).
· Other (O): (please describe)


Additional reporting may be requested by the City of SeaTac.

END OF REPORT
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