






a. Year one funding $40,000 (maximum potential funding)
b. Year two funding $30,000 with matching of at least $15,000 for marketing
c. Year three funding $20,000 with other funding of at least $22,500 for marketing
d. Year four, no additional funding

e. Second and third year funding does not requires a separate application
process, however is not guaranteed. For consideration of funding applicant
must file a post event report and present results to OTAB at a regular meeting.
If oral presentations are called, 2nd or 3rd year applicants will be required to
present.

* For the 2025 funding cycle, there is $150,000 available.

16.     For a meeting event grant, the non-profit sponsoring the event must be located in Santa Fe City
or County and the anticipated event must be planned to generate a minimum of 200 room
nights. An event must not include a weekend unless it is an extension of the main part of the
event. Weekend nights cannot be included in the calculation of room nights generated. Meeting
events can receive two years of funding, $5,000 in the first year and $3,000 in year two. Year
two will only be funded if the meeting generates the required number of room nights.

17. The Contractor must maintain adequate liability insurance in at least the amount stated in the
New Mexico Tort Claims Act (one million fifty thousand dollars $1,050,000). A certificate of
insurance must be provided by the Contractor's insurance carrier with the City of Santa Fe named
as an additional insured. It is the sole responsibility of the Contractor to comply with the law.

18. Contractor agrees to defend, indemnify and hold harmless the City of Santa Fe, OTAB members,
and TOURISM Santa Fe for all losses, damages, claims or judgment, execution, actions or
demands whatsoever resulting from the Contractee's actions or inactions as a result of the event.

19. 

a. 

b. 
C. 

d. 

e. 

Note: 

20. 

All reimbursement information must be categorized per City of Santa Fe Professional Service 
Agreement approved budget. 

Original invoices must be submitted for payment processing. (Copies of invoices will not be 
accepted.) Invoices must be dated and marked paid by the event after the signed 
agreement date. 
Vendor statements will not be accepted instead of original invoices. 
Copy of cancelled checks (front & back) or signed credit card receipts must accompany 
invoices as proof of payment. 
Copies/clippings of flyers, banners, advertisements (radio, TV, newspaper, magazine, etc.) 
must accompany each vendor-related invoice. 
Progress payments will be accepted. 

Keep in mind that your Professional Service Agreement with the City is a dated contract 
and invoices cannot be paid if received after your contract has expired. 

After the event, a post-event written report must be submitted to the OT AB within 90 days. 
Contractor will then be scheduled to make a ten-minute (10) verbal presentation at the next 
regularly scheduled meeting of OT AB. The report must include: 1) a post-event explanation of 
expenditures and revenues with a complete event budget. 2) a descriptive breakdown of 
how the event directly produced tourism revenue, (e.g. number of attendees, participants, 
number of room nights used in local hotels/motels), and 3) an estimate of economic 
impact other than hotel room nights 4) plan for next year's event. 

Acknowledgement: 
Please sign below acknowledging that you have read and fully understand the preceding document­
Procedures & Application for Occupancy Tax Funding Assistance for Special Events. 
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