
 

Promotional and Special Events 
Grant Program 

Pre-Application Workshop  
 

June 27, 2016 
 

Presenter
Presentation Notes
- Introductions: Introduce CRA & DIA staffHave audience introduce themselves – Name and OrganizationExplain restrooms, snack/drink machine, water/cookies Sign In Sheet on round table, along with Agenda & Printout of Powerpoint Presentation with an area for notetaking Typically very informal, You are welcome to ask questions as we go through the presentation and after the presentation as well. -Describe CRA: Community Redevelopment Agency was established by the City of Tallahassee in 1998.  The Agency is comprised of two districts: The Greater Frenchtown Southside District and the Downtown District (Show map).  The Agency Board is comprised of nine members: the Mayor and City Commissioners and four County Commissioners.  On May 29th, the Board approved $70,000 to fund promotional/special events with $35,000 going to each district. For FY 2015, the CRA began partnering with the Tallahassee Downtown Improvement Authority  (TDIA) to administer the downtown events.  The CRA will again partner with TDIA for FY2016 to administer the Downtown events.  The TDIA will add an additional $30,000 to the $35,000 in CRA funds for a total of $65,000 for downtown events. -Purpose of Workshop: The workshop provides an opportunity for potential applicants to ask questions and receive vital information prior to submitting their application.  The workshop is optional and at this time no points are assigned for attendance. 



AGENDA 

1. Overview of the Purpose of the Grant Program 

2. Review of Guidelines, Instructions and Application  

3. Budget Review 

4. Post-Event Report 

5. Applicant Survey 
 

Presenter
Presentation Notes
Go over the agendaWe have prepared a Workshop Agenda for you to follow along.Sherri and I will tag team the presentation with input from Allen Thompson regarding the Downtown District as needed. I will cover Item 1 – Overview of the Purpose of the Grant ProgramSherri will cover Items 2 Review of the Guidelines & Instructions, Application and Program Changes, Item 3 Budget Review and I’ll finish the Presentation by covering Items 4 – Post-Event Report and Item 5 – Applicant Survey.Ask all your questions for Items 2 & 3



PURPOSE OF THE GRANT PROGRAM 

 Provide support to special events that promote 
the goals and objectives of both Redevelopment 
Plans.  

 1. Greater Frenchtown Southside   
     Redevelopment Plan 
 2. Downtown District Redevelopment Plan 
 

 

Presenter
Presentation Notes
Purpose of the CRA is to remove blight and improve the redevelopment areas. Although promotional events do not directly remove blight, they do aid in improving the perception of the redevelopment areas and hosting the events bring citizens and visitors to the areas, as well.  The goals and objections of the GFS Plan is located on page 5 of the GFS Greater Frenchtown Redevelopment Plan and the goals and objectives of the DD Plan is located on pg. 38



PROMOTIONAL/SPECIAL EVENT GRANT PROGRAM 

To be eligible: 
Must meet definition of a Special Event 
 Not-for-profit organizations registered with FDS 
 Events held within either Greater Frenchtown/ 

Southside Community Redevelopment District or 
Downtown Community Redevelopment District  

 Event must be related to goals and objectives of 
appropriate Redevelopment Plan 

 Event must be open to the public 
 Event must be held between October 1, 2016 and 

September 30, 2017  
 

Presenter
Presentation Notes
Go over the eligibility requirements.Go over the guidelines:  Additional PageDefinition of Special Event and/or Promotional Activities is defined as a new or existing organized concert, exhibition, festival, carnival, athletic event, craft show, competition, parade, celebration, market or any event similar in nature which is open to the public.  Special events do not include social parties, conferences, open houses, grand openings, ribbon cutting ceremonies or events that are not open to the public.FDS – Florida Department of StateDistricts – Point to CRA District MapPreviously mentioned where this can be found for each district in it’s Redevelopment Plan – Page 5 of GFS & Page 38 for DD.Public – Not exclusive attendees 



PROMOTIONAL/SPECIAL EVENT GRANT PROGRAM 

Eligibility Continued… 
 Applicant must be current and not in default on any 

City, County, or CRA loans 
 Facility in which event occurs must not have any 

outstanding code violations 
 Events cannot be similar in nature to the for-profit 

business arm of a not-for-profit organization 

Presenter
Presentation Notes
Explain that staff will research this.  Give examples of a non-profit event for a not-for-profit business arm – e.g. BBQ restaurant owner to host BBQ Festival. NO – this is directly related to commercial business. Although, business owner may have a not-for-profit business set up.Do another example if audience seems puzzled.Explain that applications received with properties that are not current on applicable loans, have outstanding code violations or hosting events that are similar in nature to for-profit arm – Will not be scored.  They will be considered ineligible for funding. 



PROMOTIONAL/SPECIAL EVENT GRANT PROGRAM 

 Rentals such as equipment, tents, chairs, tables, facilities, portalets, 
etc. 

  
 Marketing and promotion including advertising, printing of flyers, 

banners; 
  
 Entertainment, performers; 
  
 Permits, film license; 
  
 Security, general liability insurance; 
  
 Food and drinks that will be consumed at the event.  
 

PROGRAM FUNDS CAN BE USED FOR 

Presenter
Presentation Notes
I’d like to explain this slide as the Can’s and Can Nots. What Program funds can be used for and what program funds can not be used for.Go over it explicitly



PROMOTIONAL/SPECIAL EVENT GRANT PROGRAM 

 Religious or political promotional/special events;* 
  
 Promotional or special events that are inconsistent with the goals 

and objectives of the CRA, the City of Tallahassee, or Leon County;* 
 
 Promotional or special events sponsored by the State of Florida, local 

governments or universities; 
  
 Events that are not open to the public, either for free or for a fee; 
  
 Operating expenses of the hosting organization, including salaries or 

other compensation; 
  

 

PROGRAM FUNDS CANNOT BE USED FOR 

Presenter
Presentation Notes
I’d like to explain this slide as the Can’s and Can Nots. What Program funds can be used for and what program funds can not be used for.Go over it explicitly



PROMOTIONAL/SPECIAL EVENT GRANT PROGRAM 

 Prize money, awards, plaques or certificates; 
  
 Purchase of tangible personal property; 
  
 Interest payments or reduction of deficits or loans; 
  
 Travel expenses; 
  
 Alcoholic beverages 
  
 Taxes, such as Florida State Sales Tax 

 

PROGRAM FUNDS CANNOT BE USED FOR  
CONTINUED 

Presenter
Presentation Notes
I’d like to explain this slide as the Can’s and Can Nots. What Program funds can be used for and what program funds can not be used for.Go over it explicitly



RECAP OF A MAJOR FY2016 PROGRAM CHANGE 

Funding Disbursements 
 Organizations who have received funding for more than four (4) years will 

have their requested funding amount reduced by 25% in year 5 and by 50% 
in year 6 or more.  Applies only to Greater Frenchtown / Southside Events.   

 

Presenter
Presentation Notes
Read slideThis allows more organizations to receive funding in the future.  One of the program incentives is for repeat organizations become self sufficient.



MORE FUNDING FOR FY2017 

• Based upon a recommendation from the CAC, the CRA 
Board at its’ April 2016 meeting increased the Fiscal 
Year 2017 Greater Frenchtown/Southside Promotional 
and Special Event Grant funding from $35,000 to 
$50,000.   
 

• The maximum funding amount an applicant can request 
is still $5,000 per event. 
 
 

Presenter
Presentation Notes
This allows more GFS events to be funded.



PSE APPLICATION THRESHOLD ITEMS 

 Location of Event 
 
 Open to Public 
 
 Certification & Compliance Statement 

Presenter
Presentation Notes
After you have completed the general organizational information on the application, the next section is the threshold questions.  There are three threshold questions that must be completed.  If the questions are not completed correctly and/or the application is not signed, the application will not be scored and the organization will not be eligible for funding.  The Certification & Compliance Statement – the organization must provide documentation that officers signing the application have the authority to sign on behalf of the organization.   Examples are Organization Bylaws or Approved Minutes from meeting.SHERRI From Here til Slide on Post Event Report.



PSE APPLICATION  
 
1. Please provide a comprehensive description of the event, including, but not limited to:   
  
Goals and Objectives of Event – 2 points 
Targeted Market – 2 points 
Estimated Attendance  – 2 points 
Attendance Fees – 2 points 
Participation of Vendors – 2 points 
How Event will be Promoted – 2 points 
Promotional Materials – 2 points  
How Success of Event will be Measured – 2 points 
Supporters of Event – 2 points  
Budget for Event – 2 points 
 
Maximum 20 points 
 
 

Presenter
Presentation Notes
Begin Application with contract information and Questions A, B & C. Regarding which DistrictOpen to the PublicBudget Amount for Event & CRA Request



PSE APPLICATION CONTINUED… 

2. Has this event been coordinated with, and have the support, of business and 
community groups located within the redevelopment area where it will be held?  
Maximum 5 points: 1 point for each support letter (Must be original signatures, 
signed in blue ink). 
 
3. How many people are expected to attend the event?  
How did you determine this number for expected attendance? 
Maximum 5 points 
 
4. How many people are expected to require overnight lodging? 
No points assigned 
 
5. How many vendors from the Greater/Frenchtown Southside Redevelopment 
Area are expected to participate in the event?  
No points assigned   

 
 

Presenter
Presentation Notes
Use instructions to provide additional information



PSE APPLICATION CONTINUED… 

6. Will any of the activities be free of charge to the public? 
No points assigned 
 
7. Describe how the event will promote the goals and objectives of the 
Community Redevelopment Plan of the district where the event is located. 
Please list the goals and objectives and how they are related to your event.   
Maximum 15 points 
 
Greater Frenchtown/Southside Community Redevelopment Plan 
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/fs-
redev-plan.pdf 
 
Downtown District Community Redevelopment Plan 
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/dcra-
analysis.pdf 

 
 

Presenter
Presentation Notes
Use instructions to provide additional information

http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/fs-redev-plan.pdf
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/fs-redev-plan.pdf
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/dcra-analysis.pdf
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/dcra-analysis.pdf
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/dcra-analysis.pdf
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/dcra-analysis.pdf
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/dcra-analysis.pdf
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/dcra-analysis.pdf
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/dcra-analysis.pdf
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/dcra-analysis.pdf
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/dcra-analysis.pdf
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/dcra-analysis.pdf
http://www.talgov.com/Uploads/Public/Documents/ecd/economic/pdf/dcra-analysis.pdf


 
  

Event Budget  - 10 points 

Presenter
Presentation Notes
Before proceeding to the next 3 questions, the budget must be completed.  1. Be sure to explain any profit anticipated.  List CRA expenses, explain supplies, budget must be easy to read.2. All or nothing regarding 10 points



PSE APPLICATION CONTINUED… 
8. From the budget form attached, what percentage of the overall event budget 
is being requested from the CRA and other public agencies/organizations 
including but not limited to the Leon County Tourist Development Council (TDC) 
or Council on Cultural and Arts (COCA)?   
Maximum 15 points 
 
9. From the budget form attached, what percentage of the overall budget is 
being funded by private sponsors/organizations including but not limited to in-
kind donations and services?   
Maximum 15 points 
 
10. What percentage of the budget is funded by applicant? 
No points assigned 

11. Has the event been held in the past? 
No points assigned 

 

Presenter
Presentation Notes
Use instructions to provide additional information



PSE APPLICATION CONTINUED… 

12. Has this organization received CRA funding in the past 
for this event? If so, how many years have the organization 
received CRA funds for this event?  
Maximum 5 points 
 
13. Describe how funds, if awarded, would be used as 
seed funding in support of this event in future years. 
No points assigned 
 
14. Certification & Compliance – Two Signatures of 
organization’s officers (documentation of authority to sign) 
 

Presenter
Presentation Notes
Use instructions to provide additional informationNote for Question 12 – The more numbers of years the organization has received funds the number of points received for this item is lowered.  Zero years of funding – 5 points, 1 year of funding – 4 points, 2 years of funding – 3 points, 3 years of funding  – 2 points, 5 years of funding – 1 point, 6 years or more of funding – Zero points



 
  

15. Event Budget  - 10 points 

Presenter
Presentation Notes
Use instructions to provide additional information1. Be sure to explain any profit anticipated.  List CRA expenses, explain supplies, budget must be easy to read.2. All or nothing regarding 10 points



16. APPLICATION CHECKLIST  
 Complete Application 
 
 Complete Budget 
 
 Application Signed by Two Officers (Be sure to provide By-Laws, 

Approved Minutes or Sunbiz information indicating signature 
authorization allowed for the officers). 

 
 Documentation of Non-Profit Status 
 
 Application Package – 1 original (signed in blue ink) and 3 

copies 
 
Maximum 10 points 

 

Presenter
Presentation Notes
1. Complete application – all questions answered2. Complete Budget – including all estimated expenses, anticipated income (including in-kind donations), and please be sure to specify expenses in which you are requesting CRA funds3. Application Signed by Two Officers – with authority to sign on behalf of the organization (documentation provided)4. Documentation indicating your active non-profit status which can be from any of the following forms: 	a copy of your non-profit status letter from the U.S Department of Treasury (IRS)	a copy of your Consumer Exemption Certificate from the Florida Department of Revenue	a copy of your Articles of Incorporation from the Florida Department of State stating that the organization is non-profit.5. Application Package – 1 original and 3 copies*All supporting Documentation



YOU’RE FUNDED…WHAT’S NEXT? 

 Insurance Certificate Submitted 
 Agreement executed with CRA 
 Grant Funds Disbursed (Approximately 30 

calendar days) 
 Submit copy of promotional material with CRA logo 

for approval 
 Event Held 
 Post-Event Report Filed  
  (Submit within 30 days of event) 

 
 
 

Presenter
Presentation Notes
Insurance requirements, City or CRA-owned property…add as additional insured.  City park location need to also complete Parks & Recreation applicationPromotional materials must have the CRA logo imprinted.  Materials must be submitted for approval



POST-EVENT REPORT 

Purpose:  
To verify terms and conditions of the agreement have 
been satisfied 
 
A good Post-Event Report should… 
 Demonstrate delivery of contractual obligations 
 Review overall success 
 Document benefits to the community 
 Recommendations for future events 

 
Due within 30 (calendar) days after the date of your event!  

Presenter
Presentation Notes
Just read slide 



POST-EVENT REPORT OUTLINE 

 Executive Summary 
 
 Introduction  
   Who, What, When,  
   Where, How 
 
 Organizational Structure  

 
 Event Activities 

Presenter
Presentation Notes
Read Slide



POST-EVENT REPORT OUTLINE  

 Marketing & Promotion 
 Measuring Success 
 Benefits to the Community 
 CRA Grant Funds 
 
 
 

Presenter
Presentation Notes




POST-EVENT BUDGET 

Be sure to:  
 
 Note where CRA funds were used 

 
 Provide receipts or invoices 

 
 Include In-Kind donations as income and expenses  
 
 Balance total expenses & income OR Explain how profits 

will be used 

Presenter
Presentation Notes
Total expenses and income should balance.  If there is a profit, be sure to explain how revenue will be used - event sustainability, charity or otherwise.  Attach additional sheets if needed.



 
 
 
 

 
 
 

Sherri Curtis 
Sherri.Curtis@talgov.com 
850-891-8354 
 
Sheila T. Williams 
Sheila.Williams@talgov.com 
850-891-8355 
 

Allen Thompson 
downtownmarket@earthlink.net 
850-224-3252 

See www.talgov/CRA 
PSEG Dates, Application and PowerPoint Presentation can be 

found here.    
 

Presenter
Presentation Notes
Here’s staff contact information, for further assistance. After questions have ended, administer survey and advise where to leave survey upon completion. 



Workshop Attendee Survey 
 

Please Take 5-10 Minutes to Answer our Questionnaire 

Presenter
Presentation Notes
Please be sure to complete the Applicant Survey regarding the Program and Workshop. We appreciate your honest input and concerns regarding improving this process.Say good stuff too!
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