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Leon County Tourism Development 
Transportation Fund Post Event Report
To be reimbursed, please submit the following along with a completed the Post Event Report Form:

1) Original invoice made out to Visit Tallahassee at 106 E. Jefferson Street, Tallahassee, FL 32301

2) Copy of vendor invoice(s) that are being requested for reimbursement
3) Copy of proof of payments such as cleared check record showing front and back of checks, or detailed credit card receipts 
4) Detailed list of room nights/hotel stays utilized with back up documentation (i.e.: pickup report by night)   

5) Conference agenda

6) Copies of marketing/adverting materials and/or websites showing Visit Tallahassee Logo.
7) Completed W-9 Form
POST-EVENT REPORT
	Name of Event:  
	


	Date(s) of Event:
	


	Contact/Title: 
	


	Address:  
	


	 City:
	
	         State:
	
	Zip:
	


	Telephone #:
	(        )                        
	Fund Amount Received:  $
	


	Make Check Payable To:
(Organization must be same as organization that was awarded funding)  
	


	Tax I.D. or Social Security #: 
	


(This information is required)
Summary of Transportation Reimbursed by the Transportation Fund:

	Expense Item
	Amount

	
	

	
	


	# Total Attendees:
	
	Both local and out-of-town.


	# of Out-of-town Visitors:
	
	Visitor = (attendees + staff) from out of town.


Total # Room Nights (room nights = # rooms x nights)





	Hotel
	Total Room Nights
	Room Rate

	
	
	

	
	
	

	
	
	


	Meeting Venue 
	


Provide summary of media exposure received (local, regional and national/ print/ television and radio) as well as examples of promotional materials (brochures, posters, programs, etc.). Please add additional sheet if needed.

	


To be reimbursed please submit the following along with completed Post Event Report:

I certify that the above information is true and accurate to the best of my knowledge.

_____________________  
_______________________________ 
_________


      (Name)




(Organization)


        (Date)

Failure to submit a Post Event Report with receipts will result in disqualification.


Leon County Tourism Development

  

 

         Transportation Fund Program 

