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Virginia Tourism Corporation

Program Reimbursement Procedures

Reimbursement Request Instructions
· Payments for the Virginia Tourism Corporation Grant and Sponsorship Programs are on a reimbursement basis only.  No advances on the funds will be allowed.
· For the Marketing Leverage Program that requires a 1:1 cash match, you must provide proof of match.  The same rules apply for the VA250 Marketing Program. For a $10,000 reimbursement, you must provide at least $20,000 of eligible paid invoices, proofs of payment, and proofs of placement.  Marketing Leverage Program grant #s end in MLP or MMLP.
· For Destination Marketing Organization grants and Special Event and Festival Sponsorship programs, you do NOT need to provide proof of the 50% in-kind match.  Note that your eligible marketing plan expenses ONLY need documentation for reimbursement.  You do NOT need to send documentation for your In-Kind Match.  DMO Marketing Program #s end in DMO and Special Events and Festival Sponsorship Programs #s end in SEF. 
· Please include your program # on your reimbursement form.  Your program # was on your award notification letter. 

· Note that only eligible marketing items will be reimbursed for the MLP and DMO programs. Some Production items are eligible in the SEF Program.   Please refer to the Program Terms & Conditions for a list of eligible items for your program.
· All requests for reimbursements must include Reimbursement Request Form.  Make additional copies of the form as needed.

· All requests for reimbursements must be detailed on the Virginia Tourism Corporation Reimbursement Request Form.  
· Copies of the vendor invoice(s) showing amount of invoice, date, and purpose of invoice(s) must be attached. Please number these items on the Reimbursement Request Form and on the invoices so we can easily match up documentation for each line item on the reimbursement form.
· Copies of cancelled check(s) showing payment of the invoice must be attached (NOT just the check stub(s)).  Other forms of proof of payment include bank statements, credit card statements, and EFT documents showing clearly that the associated invoice(s) has been paid, and Vendor invoices listing services rendered, payment amount, then balance or payment due $0.00. Payments using PayPal, Venmo, or other payment apps must not show “pending” and must show paid.
· Copies or actual proof of ad placements (including social media items, such as screenshots of Facebook boost and ads, etc.), production of items (brochures, media kits, etc.), screen capture of live websites, or affidavits of broadcasts, must be detailed in the Attachments column, and mailed with this form.  Photography, TV, radio, video, or other digital footage are the only items that must be provided on a PC Thumb Drive.  (MAC Thumb drives ARE NOT accepted).  DO NOT send these items by Dropbox or links.  They ARE NOT accepted.
· DO NOT send your entire reimbursement request on a Thumb drive.  (All reimbursement request invoices, proof of payment and deliverables must be printed and mailed.)  Exception:  Items required on Thumb Drive like Photography, TV, radio, video, or other digital footage.
· Reimbursements will be issued in the name of the applicant and sent to the address indicated on the reimbursement form.

· Please allow 30 days from the receipt of this request by VTC Finance Office for the processing of the reimbursement request.  VTC’s only point of contact is the Lead Partner/Applicant.
· Failure to provide complete information and documentation can delay payment requests.  

· A Form W-9 must be submitted with your first reimbursement request in order to process the payment request.  Please be sure that the Form W-9 and reimbursement request addresses are the same.
· A final report detailing the effectiveness of your program, your performance measure data, and other summary data should be included with your final reimbursement request.  If your final report does not accompany your final reimbursement request, then your final report should be sent within 60 days of your program completion.  
· As stated in the guidelines, you are required to include the Virginia is for Lovers logo in your marketing initiatives.  You must request the logo by completing and submitting the form found at http://www.vatc.org/marketing/advertising/vifl-logo-request/.

· Failure to incorporate “VIRGINIA IS FOR LOVERS” in your marketing plan, including not displaying the VIFL logo, may result in reimbursement requests being denied.

Check List

· Have you completely supplied the requested information on the Virginia Tourism Corporation Reimbursement Request Form?

· Have you included the complete Form W-9 with your first request?  
· Please make sure that the Form W-9 address and the Reimbursement Request Form address are the same.
· Is the contact information on the Form correct?  If not, correct your submission.
· Have you included the supporting documentation, including copies of invoices, tearsheets, proof of payments, etc?

· Have you indicated the total amount of your reimbursement request on the Form?

Please return the Reimbursement Request completed sheet, along with supporting documentation to:

Virginia Tourism Corporation

Grants Team
901 East Cary Street, Suite 900
Richmond, VA 23219
804-545-5553
