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MEMORANDUM
TO:

Village Board

THROUGH: Carie Anne Ergo
FROM:

Deanne Curelo

DATE:

March 13, 2019

SUBJECT:

Updating the Policy for the Expenditure of Funds for the Purposes of Reimbursing the Costs of
Marketing Hotels and Tourism Related Businesses within the Village of Itasca

Introduction
Since 1991, the village has designated an annual amount of money to supplement activities of its hotels and local
tourist entities in order to expand their businesses. Guidelines establishing the expenditure of this fund were
formally adopted by the board in January 2012 by Resolution 592-12.
Discussion
Under the current guidelines, requestors must submit the following information: A detailed written request with
timelines and deadlines; the number of room nights or business activities the new business is anticipated to bring
in; discounts the hotel or entity has or is offering to obtain the business; whether the business or activity is new, a
retention of current business, or an expansion; the total expenses related to an activity designed to enhance business;
any partnerships in the activity, such as with a CVB or local agency, etc.; and information pertaining to return on
investment. Presently applicants may submit the required information in any format that they choose. This has
resulted in inconsistent submissions and has delayed the dispensation of such requests, since additional time is
needed for follow-up in order to obtain the omitted information.
As a result, staff has developed two applications; one for the initial request of grant funds, as well as a secondary
application for the request of final reimbursements. Neither application requires information that was not previously
requested by the former policy.
Recommendation
Village staff recommends that the Village Board approves the updated statement of policy for the expenditure of
reimbursing costs of marketing hotels and tourism related businesses within the Village of Itasca at the Village
Board Meeting on April 2, 2019.
Attachments
Resolution 1105-19
Hotel Marketing Grant Policy and Program Guidelines
Hotel Marketing Grant Program Application
Hotel Marketing Grant Reimbursement Request Form
Resolution 592-12

RESOLUTION NO. 1105-19
A RESOLUTION UPDATING THE POLICY FOR THE EXPENDITURE OF FUNDS FOR THE
PURPOSES OF REIMBURSING THE COSTS OF MARKETING HOTELS AND TOURISM
RELATED BUSINESSES WITHIN THE VILLAGE OF ITASCA
WHEREAS, the corporate authorities of the Village of Itasca wish to provide a mechanism where
hotels and tourism related entities can expand their business within the Village; and,
WHEREAS, the Village of Itasca collects a Hotel Tax and uses funds collected from that tax to
promote tourism and overnight stays; and
WHEREAS, the corporate authorities of the Village of Itasca designate an annual amount of money
to supplement the activities of these entities and create the parameters for these entities to apply for and
report back to the Village Board; and
NOW, THEREFORE, BE IT RESOLVED by the President and the Board of Trustees of the Village
of Itasca, DuPage County, Illinois, as follows:
SECTION ONE: The corporate authorities of the Village of Itasca hereby adopt the attached
updated statement of policy and direct the Village Administrator to administer this policy and distribute it
to the interested parties within the Village in an effort to supplement their activities in promoting tourism
and overnight stays that generate business to our community:
SECTION TWO: SEVERABILITY. If any section, paragraph or provision of this Resolution shall
be held to be invalid or unenforceable for any reason, the invalidity or unenforceability of such section,
paragraph or provision shall not affect any of the remaining provisions of this Resolution.
SECTION THREE: REPEAL OF PRIOR RESOLUTIONS. All prior Resolutions and Ordinances
in conflict or inconsistent herewith are hereby expressly repealed only to the extent of such conflict or
inconsistency.
SECTION FOUR: EFFECTIVE DATE. This Resolution shall be in effect immediately from and
after its passage and approval.
AYES:
NAYS:
ABSENT:
ABSTAIN:
APPROVED and ADOPTED by the Village President and Board of Trustees of the Village of Itasca this
____ day of April, 2019.
APPROVED:

Village President Jeffery J. Pruyn
ATTEST:

Village Clerk Jody Conidi

Hotel Marketing Grant Policy
and Program Guidelines
Statement of Policy
The Village acknowledges that it is in the best interests of all parties to use Hotel Tax receipts to
promote tourism and the greater economic welfare of the hotels and business community of Itasca.
The Village historically has used hotel tax revenues to fund various activities and events designed to
attract overnight stays, including membership in convention and visitors’ bureaus and promotion of
events, hotels and local amenities. This policy expands that partnership by acknowledging that use
of Hotel Tax funds can be beneficial to hotels and other tourism related entities as they compete
regionally to obtain or retain business.
This program permits hotels and other tourism related entities to apply for financial assistance in
obtaining and/or retaining new business that generates substantial overnight stays. Consideration
may also be given to business that creates overnight stays while also producing other revenues from
sales tax, utility tax and food and beverage taxes.
This program is designed to enhance what a hotel or business entity is currently doing to obtain
business, rather than to replace current financial responsibility.
This program is contingent upon the Village Board authorizing a sum of money annually through the
Village’s budget process.
Program Guidelines
Applications shall be submitted to the Village Administrator or his/her designee and the proposal
shall be brought before a committee made up of the Chair of the Finance Committee, the Mayor,
the Village Administrator and others as appointed by the Mayor.
The committee shall meet to review request(s) of $5,000 and over and make a recommendation to
the Board of Trustees for approval. Requests under $5,000 can be approved administratively by the
Village Administrator if they meet the policy guidelines or there is a severe time constraint on the
request. To submit a request, entities must complete a Hotel Marketing Grant Program Application,
in order to provide the following information:
1.
2.
3.
4.

Type of Request
Amount of the Request
Dates and Deadlines
A detailed written explanation on how the grant funding will be beneficial to securing the
business
5. Anticipated Room Nights, Rates, and Food and Beverage Revenue
6. Designation of whether the business is new, expanded or retention
7. Any partnerships in the activity, such as with a CVB or local agency or area business, etc.

The Committee reserves the right to request additional information for use in the review process.
Approval of the request is at the discretion of the committee and will consider type of event,
estimated attendance, ability to generate overnight stays and overall economic impact.
Upon approval or denial, a copy of the application with the approval amount or denial, will be
returned to applicant for their records.
Funds are reimbursed after the event is completed and only when all the required documentation
has been submitted. To receive reimbursement of approved grant funding, the hotel or business
entity will be required to submit:
1. A completed Hotel Marketing Grant Reimbursement Request Form
2. Paid invoices
3. A summary report. The report must detail how the funds were used and the economic
impact of the funded activity, including: nights of stay, food and beverage consumption,
local activities or businesses involved, etc.
All items should be received no later than 60 days after date of activity/event.
Applications and requests for reimbursements can be mailed or emailed to:
Village of Itasca
Hotel Marketing Grant Request
Deputy Clerk
550 W. Irving Park Road
Itasca, IL 60143
deputyclerk@itasca.com
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Village of Itasca

Village Use Only

Hotel Marketing
Grant Program Application

Date Received: ________________
Grant #: HTG – FY______ - _______

Applicant Information
Hotel/Organization Name: ______________________________________________________________________
Applicant Name: ________________________________________

Email: _____________________________

Phone Number: _____________________ Mailing Address: __________________________________________
Request Details
Please select request type.
Event

Membership

Transportation

Other ________________________

Amount Requested: $_______________________________
Name of Event or Membership: ________________________ Event/Membership Date(s): _________________
(If event has multiple date ranges and same financial information, please complete one application and attached a typed list of the event
dates. On your attachment, please include the name of the event at the top of the page. Each event will be assigned its own grant number.)

Please describe why funding is needed and how securing event/membership will impact your organization.
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
Is this request for:
Obtaining a new business opportunity

Retention of existing

Expansion of current

Is this a reoccurring event/membership? If yes, please provide the date in which the Village last approved your
request (Month/Year).
____________________________________________________________________________________________
For Event and Transportation Requests, please provide the following:
Anticipated Room Nights: _________________________ Room Rate: $_________________________________
Anticipated Food & Beverage Revenue: $______________________
Local activities or businesses participating: _________________________________________________________
____________________________________________________________________________________________
Request Submitted By: ________________________________________________
Approved/Denied By: _________________________

Date: ________________

Date: __________ Amount Approved: $: ___________

Village of Itasca
Hotel Marketing
Grant Reimbursement Request Form
Please submit Reimbursement Form along with receipts/invoices to the Village no later than 60 days after event to
deputyclerk@itasca.com

To Be Completed By Requestor
Invoices/Receipts Attached

Summary of Economic Impact Attached

Grant Number: HTG - FY__________________

Orginal Amount Requested: $__________________________

Hotel/Organization Name: __________________________________________________________________________
Mailing Address:__________________________________________________________________________________
Description

Event Date

Total Refund Request
$

For Event and Transportation Requests, please provide the finalized totals for the following:
Room Nights________________________________

Room Rate: $___________________________________

Food & Beverage Revenue: $_______________________________
Submitted By:

Requestor's Signature

Date

Village Use Only
Budget #

Vendor Name

Request Approval Date

Reimbursement Approved By:

Village's Signature

Date

RESOLUTION NO. 592-12
A RESOLUTION ESTABLISIDNG A POLICY FOR THE EXPENDITURE OF FUNDS FOR
THE PURPOSES OF REIMBURSING THE COSTS OF MARKETING THE HOTELS AND
TOURISM VENUES WITIDN THE VILLAGE OF ITASCA

WHEREAS, the corporate authorities of the Village of Itasca wish to provide a mechanism
where hotels and tourism related entities expand their marketing efforts within the Village; and,
WHEREAS, the Village of Itasca collects a Hotel Tax and uses funds collected from that tax
to promote tourism and overnight stays and,
WHEREAS, the corporate authorities of the Village of Itasca desire to designate an annual
amount of money to supplement the activities of these entities and create the parameters for these
entities to apply for and report back to the Village Board; and,
NOW, THEREFORE, BE IT RESOLVED by the Village President and the Board of
Trustees of the Village ofltasca, DuPage County, Illinois as follows:
SECTION ONE: The corporate authorities of the Village of Itasca hereby adopt the attached
statement of policy and direct the Village Administrator to administer this policy and distribute it to the
interested parties within the Village in an effort to supplement their activities in promoting tourism and
overnight stays that generate business to our community:
SECTION TWO: SEVERABILITY. If any section, paragraph or provision of this Resolution
shall be held to be invalid or unenforceable for any reason, the invalidity or unenforceability of such
section, paragraph or provision shall not affect any of the remaining provisions of this Resolution.
SECTION THREE: REPEAL OF PRIOR RESOLUTIONS. All prior Ordinances and
Resolutions in conflict or inconsistent herewith are hereby expressly repealed only to the extent of
such conflict or inconsistency.
SECTION FOUR: EFFECTIVE DATE. This Resolution shall be in effect immediately from
and after its passage and approval.
AYES:

Res. #592-12

Trustee Hower, Trustee Leahy, Trustee Ajani, Trustee Madaras,
Trustee Latoria and Trustee Santorsola

NAYS:

None

APPROVED and ADOPTED by the Village President and Board of Trustees of the
Village ofltasca this 17tltlay of January

, 2012.

ATTEST:

Prepared by E.Teich 1/13/12

Res. #592-12

2

Village of Itasca Hotel Tax Marketing Reimbursement
Statement of Policy
The Village acknowledges that it is in the best interests of all parties to use Hotel tax receipts to
promote tourism and the greater economic welfare of the hotels and business community of Itasca.
Currently, through the revenues generated by the Hotel tax the Village funds various activities such as
sponsors' festivals designed to attract overnight stays, membership in two convention and visitors
bureaus, and to promote the greater business community.
The Village now wishes to expand that partnership by acknowledging that use of Hotel tax funds can
also assist its hotels and other tourism related entities in obtaining new business or to retain current
business which would be beneficial to both the hotels and to the broader economy of the Village.
Understanding that our hotels and businesses compete regionally for such business we believe it is
beneficial to establish a policy and a procedure whereby these entities can apply for financial
assistance in obtaining and /or retaining new business that generates both substantial overnight stays
and/or produce other tax revenues such as sales tax, utility taxes and food and beverage taxes.
Therefore, the Village shall budget a sum of money on an annual basis within the Hotel Tax Fund for
which these entities may apply for funding. Written proposals shall be submitted to the Village
Administrator or his/her designee and the proposal shall be brought before a committee made up of the
Chair of the Hotel Tax Committee, the Mayor and the Village Administrator and others as desired.
The committee shall meet to review the request (s) of$ 5,000 and over and make a recommendation to
the Board of Trustees for approval. Requests under$ 5,000 can be approved administratively by the
Village Administrator if they meet the policy guidelines or there is a severe time constraint on the
request. Proposals shall include the following:
1.
2.
3.
4.
5.
6.
7.

A detailed written request with timelines and deadlines
The number of room nights or business activities the new business is anticipated to bring in
Discounts the hotel or entity has or is offering to obtain the business
Whether the business or activity is new, a retention of current business, or an expansion
The total expenses related to an activity designed to enhance business
Any partnerships in the activity, such as with a CVB or local agency, etc.
Information pertaining to return on investment
Policy Guidelines
•
•

Res. #592-12

This policy is designed to supplement what a Hotel or business entity is currently doing
to obtain business rather than to replace current financial responsibility.
The Hotel or business entity will be required to provide a written report no later than 60
days after the use of the funds on how the funds were used and the economic impact of
the funded activity. This report should include nights of stay, food and beverage
consumption, local activities or businesses involved, etc
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•
•
•

Res. #592-12

Entities must apply on an annual basis for funding unless the request is for multiple
years
While some circumstances do not allow for a timely review, it is anticipated that some
requests may take up to 60-90 days to process
While not an exhaustive list, here are some activities that would tend to meet this
program's intentions: transportation costs, attendance at trade shows designed to attract
business, local marketing and advertising programs, costs to join new business
organizations like the Itasca Chambers of Commerce or convention and visitors
bureaus.
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