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Regional Tourism Development Grant Application Packet

· Purpose
The Civil Administrative Code of Illinois (20 ILCS 605/605-710) in accordance with rules promulgated under the Illinois Civil Administrative Code (14 Ill. Adm. Code 515) authorizes the Illinois Department of Commerce and Economic Opportunity (DCEO), Office of Tourism to make grants to not-for-profit regional tourism development organizations that assist the Department in developing tourism throughout a multi-county geographical area designated by the Department.

· Intent 

The intent of the Regional Tourism Development Organization Program is to provide grants to multi-county tourism destinations for the marketing and development of major, sustainable tourism products with the strongest potential to increase economic impact of tourism throughout the State. 

· Funding Limitations

The maximum grant amount for any one Grantee in a fiscal year will be divided by the appropriation amount identified by the Illinois General Assembly and the Department for each fiscal year unless funding availability is altered by the General Assembly’s budgetary process. 
· Eligible Applicants 
Illinois Regional Tourism Development Organizations (RTDO) Certified and recognized by the Department are eligible to apply for and receive grant funds as stated in Program Rule Section 515.60.

· Eligible Expenditures 


Examples of eligible Promotional Projects include, but are not limited to:

1) Production and printing of travel related brochures that are primarily used as fulfillment for advertising placed 50 miles outside of the regional service area;

2) Advertising primarily directed toward areas 50 miles outside of the regional service area;

3) Rental of billboard space and artwork, design and production of billboard advertising to promote the regional service area;

4) Web site development for the regional service area;

5) Marketing research for the regional service area;

6) Travel/trade show booth space rental and expenses (i.e. electric, furniture rental, cleaning, etc.), and travel/trade show registration fees for domestic marketing that represent the regional service area;

7) Toll-free telephone expenses for regional service area visitor inquiries; and,

8) Purchase and use of mailing lists for direct mail promotions.

Examples of projects eligible for administrative funding include, but are not limited to:

1) Photocopies;

2) All postage, distribution and shipping expenses;

3) Insurance;

4) Audits;

5) Accounting services;

6) Phone;

7) Rent;

8) Supplies;

9) Fees associated with a web site registration and maintenance ;

10) Travel Expenses (transportation, lodging, per diem) in accordance with the latest State of Illinois Department of Central Management Services Travel Regulations;

11) Salaries and benefits;

12) Membership dues for travel related associations or organizations; and,

13) Equipment leasing/rental
· Ineligible Expenditures 


Activities ineligible for funding include, but are not limited to:
1) Purchase of equipment;

2) Purchase of any alcoholic beverage;

3) Penalties, fines, late payment fees, service or interest charges; and, however, in the event the Grant Funds are delayed in being timely remitted to the Grantee and the Grantee incurs penalties, fines, late payment fees, service or interest charges on eligible administrative costs necessary to keep its office operating, with the Department’s prior written approval under this circumstance only, said charges may be paid with Grant Funds; and 
4) Any project that receives funding through the Department.
· Review of Certification and Applications

Within 60 days after the receipt of requests for certification, the Department shall advise each Applicant, whether it has been certified or not certified.
Once the Application is determined to be complete, the Program Manager shall notify the Applicant of the Certification status by sending the Applicant a Notice of Grant Award.  If the Applicant has not been certified, the Program Manager will explain the reasons for that determination.
The Application shall:  

A.  Be typed or computer generated using the current approved format.

B. Shall be scanned and emailed to the Program Manager and one paper copy must be mailed as the  original; and 

C. Include supporting documents and Attachments A through J with the application.
· Application Evaluation and Selection Process
A. When a single RTDO seeks Certification and has submitted all documentation, and that documentation meets the approval of the Department, the Department shall certify the RTDO, and the Department shall send notice of the grant award and the amount of funds approved.

B. When more than one RTDO seeks Certification for the identical regional service area, the Department’s Executive Review Committee shall conduct an evaluation of each Application in order to determine Certification.

The evaluation criteria include, but are not limited to the following:

1) To what extent does the Applicant employ a Director that has experience and training in tourism development, marketing and other aspects of the tourism industry?

2) Does the Applicant have an office accessible to the public, the qualifications/experience to serve as a resource center for the “uncovered areas” and the ability to assist with the development and marketing of tourism projects in the regional service area?

3) To what extent does the Applicant have the ability and the equipment necessary to maintain the DCEO/Office of Tourism product database information?

4) To what extent does an official of the applying organization and/or Director have the ability to assist the Department with the development and marketing of tourism projects for the entire Regional Service Area with the ability to document performance indicators, including but not limited to: 



Number of tourism partners assisted; 



Number of interactions with the media;



Regional economic impact numbers;



Amount of grant funds obtained for partners;




Number of endorsement letters written for partners;



Provide information to the Department for the regions as requested by the 


Department.
5) To what extent do the Applicant and/or Director have experience in collecting research data and providing project measurements? 

6) To what extent do the Applicant and/or Director have experience in coordinating regional meetings?

7) To what extent do the Applicant and/or Director have the capability to meet the current needs of the regional service area included in the Scope of Work?

8) Are timelines and terms of measurement identified for the Fiscal Year Scope of Work?

9) To what extent does the Project Budget demonstrate the personnel, office location and resources necessary to complete the tasks outlined in the Application?

Each of the above criteria will be rated from 1-10 points, with 90 points possible.  Up to 10 points may be deducted from the overall score based upon the Applicant’s most recent grant performance in the areas of accountability, timeliness and effectiveness.  An Application must receive a minimum of 40 points to be considered eligible for Certification.  The Executive Review Committee will forward all eligible Applications together with its recommendations to the Department Director for final determination.

· Disbursement of Grant Funds

The total grant funds will be disbursed to the grantee in twelve equal monthly payments throughout the term of the grant.
· Reports
The Grantee must submit quarterly Project Status Reports and Financial Status Reports describing contacts, results and progress of development and marketing projects, as outlined in the Scope of Work for the regional service area.  The quarterly report schedule is as follows:  October 15 (for the period between July through September), January 15 (for the period between October through December), April 15 (for the period between January through March), and July 15 (for the period between April through June).  
· Civil Administrative Code of Illinois Program Definitions

The following definitions are applicable to the Civil Administrative Code of Illinois Program, including but not limited to, the Regional Tourism Development Organization Program:

“Act”:  means Section 605-710 of the Civil Administrative Code of Illinois [20 ILCS 605/605-710].

“Agreement”:  means a written document executed between the Grantee and the Department defining the rights and obligations with respect to the Project.

“Applicant”:  means a not-for-profit entity submitting a written request for Certification and funds appropriated under the Act.

“Application”:  means a written request for program funds containing the required information and attachments.

“Department”:  means the Department of Commerce and Economic Opportunity of the State of Illinois.

“Department Logo”:  means a form a recognition as stipulated and supplied by the Department to identify promotional project/product as being produced in whole or in part through grant funds from the Department.

“Director”:  means the Director of the Department of Commerce and Economic Opportunity.

“Economic Impact”:  means the direct financial result of visitor spending at a tourism destination, attraction or event.

“Eligible Project”:  means administrative and promotional activities which are approved and funded by the Department.

“Fiscal Year”:  means July 1 through June 30, the fiscal year of the State of Illinois.

“Grant Amount”:  means an amount that the Department shall pay to a Grantee for use on its Eligible Project. 

“Grantee”:  means a Certified Regional Tourism Development Organization that has been awarded a grant in accordance with the Act.

“Ineligible Project”:  means a project that is ineligible for funding.
“Office of Tourism”:  means the division of the Department which has the delegated authority to perform    all administrative functions relating to the Act.

“Program”:  means the Regional Tourism Development Organization Program.

“Project”:  means the activities described by the applicant in the Fiscal Year Scope of Work approved by the Department.

“Project Budget”:  means an itemized list of costs associated with the activities described in the Fiscal Year Scope of Work.

“Promotional Projects”:  means activities that are designed to encourage overnight visits or visitors to travel to and through Illinois or encourage attendance at local events.

“Regional Service Area”:  Means a multi-county geographical area designated by the Department for the development and promotion of tourism products.

“Regional Tourism Development Organizations”:  means a not-for-profit entity that meets the Certification criteria that have been designated by the Department to receive funds under the Act.

“Scope of Work”:  means the Regional Tourism Development Organization’s 12 month work plan including a description of at least 5 projects that demonstrate a documented Return on Investment, goals, objectives, strategies, and anticipated results, and explains how the grant funds will be spent.  

“Tourism”: means travel 50 miles or more one-way or an overnight trip outside of a person’s normal routine.

“Tourism Attraction”:  means fishing and hunting areas, State parks, historical/cultural sites, areas of historic or scenic interest, museums, recreation areas, botanical gardens, theme/amusement parks, interpretive programs and other facilities or businesses which attract or serve visitors that are open to the public for a minimum of 100 days per year (if the tourism attraction is entirely event driven, then it shall be open for a minimum of 200 hours per year), and are marketed and promoted to visitors from more than 50 miles away.

“Travel/Trade Show”:  means an exhibit/market place of travel related products and/or services.
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	Section 1: Applicant Information

	1.1
	Legal Name of Applicant: (Attach copy of W-9)
	     

	1.2
	Address of Applicant: 
(Include your extended 9-digit zip code):
	     

	1.3
	Chief Officer: 

(If more than one, attach a list with all Officers)
	Name:
	     

	
	
	Title:
	     

	
	
	Address:
	     

	
	
	Phone:
	     

	
	
	Fax:
	     

	
	
	E-Mail:
	     

	1.4
	Description of Applicant:
(200 Character maximum)
	     

	1.5
	NAICS Code:
	     
	(6-digit Industry Classification Code)

	1.6
	Applicant Website:
	     

	1.7
	Applicant FEIN:
	     

	1.8
	Applicant SSN:
	N/A

	1.9
	Applicant’s DUNS Number:
	     

	1.10
	Applicant Fiscal Year:
	From:       
	To:        

	  1.11
	If applicable, indicate the following.  
	 FORMCHECKBOX 
 Women-Owned   FORMCHECKBOX 
 Minority-Owned
	

	
	If minority-owned, then check the appropriate race/ethnic group box.
	Black / African Americans
	 FORMCHECKBOX 


	
	
	Hispanic Americans
	 FORMCHECKBOX 


	
	
	Native Americans
	 FORMCHECKBOX 


	
	
	Asian-Pacific Americans
	 FORMCHECKBOX 


	
	
	Asian-Indian Americans
	 FORMCHECKBOX 


	  1.12
	Indicate the number of people expected to be served by the grant in the appropriate race/ethnic group box below. 
	
	

	
	Race/Ethnic Group
	# People Served by Grant
	

	
	Black / African Americans
	     
	

	
	Hispanic Americans
	     
	

	
	Native Americans
	     
	

	
	Asian-Pacific Americans
	     
	

	
	Asian-Indian Americans
	     
	

	
	Other:
	     
	


	Section 2: Applicant History

	2.1
	Have you received a grant from the State of Illinois within the last 3-years?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	
	If yes, provide the following for each grant received in last 3 years:
	Agency:
	     

	
	
	Grant #:
	     

	
	
	Grant Amount:
	     

	
	
	Grant Term:
	     

	
	
	General description of grant:
	     

	
	
	Issues:
	     

	2.2
	If applicable, list all Names and FEINs that are registered to your organization or have been registered during the past 3 years.

	
	Name
	FEIN

	
	     
	     

	
	     
	     

	
	     
	     

	2.3
	In the past twelve months, have there been any changes in the following key staff?  Check all that apply.  Provide detail for any boxes checked including names of the person who left the position and the name of their replacement.  Indicate the number of months the position has been vacant if the position is currently vacant.

	
	 FORMCHECKBOX 

	CEO/Executive Director/Chief Elected Official

	
	 FORMCHECKBOX 

	CFO/Controller

	
	 FORMCHECKBOX 

	Grant Administrator

	
	 FORMCHECKBOX 

	Grant Administrative Support Staff (i.e. Reporting, correspondence, document control)

	
	 FORMCHECKBOX 

	Bookkeeper/Accountant for Grant

	
	 FORMCHECKBOX 

	No Changes

	
	
	Provide detail for any checked boxes.
	     

	2.4
	If your proposed budget includes any staff costs for this grant, please indicate the type of documentation that will be maintained and used to allocate staff costs to the DCEO grant.

	
	 FORMCHECKBOX 

	Time sheets

	
	 FORMCHECKBOX 

	Cost allocation plans

	
	 FORMCHECKBOX 

	Certifications of time spent

	
	 FORMCHECKBOX 

	Other, please describe:  

	
	 FORMCHECKBOX 

	None

	2.5
	Has the applicant or any principal formed a business that existed for less than two years?  
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	
	If yes, provide name(s) of the business and reason(s) that it existed for less than two years.
	     

	2.6
	Has the applicant or any principal experienced foreclosure, repossession, civil judgment or criminal penalty (or been a party to a consent decree) within the past seven years as a result of any violation of federal, state or local law applicable to its business?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	
	If yes, identify the nature (including case number and venue) of the action and the disposition.  If the action/proceeding is still pending or unresolved, provide a status identifying the unresolved issues.
	     

	2.7
	Is the applicant or any principal the subject of any proceedings that are pending, or to the best of applicant’s knowledge, threatened against applicant and/or any principal that may result in any adverse change in applicant’s financial condition or materially and adversely affect applicant’s operations?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	
	If yes, provide requested information.
	     

	2.8
	Does the applicant or any principal owe any debt to the State?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	
	If yes, list reason and amount:
	     


	Section 3: Proposal Information

	3.1
	Submittal Date:
	     

	3.2
	Project Title:
	     

	3.3
	Brief Project Description: (550 Character maximum)
	     

	3.4
	Project Location: 

	Address:
	     

	
	
	City:
	     
	County:      

	
	
	Township
	     
	Range:      
	Section:      

	3.5
	Areas Served:
	     

	3.6
	Project Contact:
	Name:
	     

	
	
	Title:
	     

	
	
	Address:
	     

	
	
	Phone:
	     

	
	
	Fax:
	     

	
	
	E-Mail:
	     

	3.7
	Project Period:
	Start Date:   
	     
	End Date:   
	     

	3.8
	Project Costs: 
(Complete attached Budget)
	Funding provided by the applicant:
	     

	
	
	Secured funding from other sources:
	     

	
	
	Funding requested from DCEO:
	     

	
	
	Total Project Cost
	0 FORMTEXT 

$0.00



	Section 4: Scope of Work


Project Title

Description of project:       
Grantee will complete the following tasks:

	DESCRIPTION OF TASKS
	Estimated Completion Date

	Task 1.      
	     

	Task 2.      
	     

	Task 3.      
	     

	Task 4.      
	     

	Task 5.      
	     

	Task 6.      
	     


	Section 5: Performance Measures

	Performance Measure
	Target

	Task 1.      
	     

	Task 2.      
	     

	Task 3.      
	     

	Task 4.      
	     

	Task 5.      
	     

	Task 6.      
	     


	Section 6: Projected Employment Impact

	6.1
	Number of permanent full-time individuals currently employed by applicant:
	     

	6.2
	Number of permanent part-time individuals currently employed by applicant:
	     

	6.3
	Number of permanent full-time jobs that would be created by applicant as a direct result of receiving the grant award:
	     

	6.4
	Number of permanent part-time jobs that would be created by applicant as a direct result of receiving the grant award:
	     

	6.5
	Number of permanent full-time jobs that would be retained by applicant as a direct result of receiving the grant award:
	     

	6.6
	Number of permanent part-time jobs that would be retained by applicant as a direct result of receiving the grant award:
	     

	6.7
	Describe any other projected employment impact as a result of receiving the grant award:  

	
	     


	Section 7: Budget

	Line Item or Cost Category Description
	Requested Grant Budget Amount
	Proposed Match Budget Amount

	1020 - Operation
	     
	$0

	Total Cost
	!Unexpected End of Formula FORMTEXT 

     

	!Unexpected End of Formula FORMTEXT 

     



	Section 8: Program Specific Information

	8.1        

U.S. Congressional Districts:

     
8.2         

Illinois Senate Districts:

     
8.3         

Illinois House Districts:

     
8.4        

Organization’s Legal Status:  FORMCHECKBOX 
 Government Entity or  FORMCHECKBOX 
 Not-For-Profit

Type of NFP    FORMCHECKBOX 
 501 C(3)  
                       FORMCHECKBOX 
 501 C(6)
     8.5 APPLICANTS SHALL SUBMIT ON OR BEFORE MAY 1 OF EACH YEAR, UNLESS OTHERWISE NOTIFIED BY THE DEPARTMENT, TO BE CONSIDERED FOR CERTIFICATION.

THE APPLICATION AND EACH OF THE FOLLOWING SECTIONS, MUST BE SCANNED AND EMAILED TO THE PROGRAM MANAGER AND ONE HARD COPY MAILED TO THE PROGRAM MANAGER AT THE ADDRESSES LISTED BELOW:

A. Documentation to verify the Applicant is an Illinois not-for-profit entity governed by a Board of Directors and a listing of current Board Members, Officers, Directors, or Trustees. Attach a current copy of its State of Illinois Not-For-Profit Certificate.  (One copy of documentation from the Illinois Secretary of State or the Office of the Attorney General).  If that certificate was issued more than one year prior to the Application date, it is not considered current; therefore, a copy of the Applicant’s most recent Annual Report filed with the Illinois Secretary of State may be substituted.  Information must indicate whether your organization is a 501c (3) or 501C (6).
     
B. Describe the Applicant’s ability to serve as the RTDO for one of the geographic regions designated by DCEO/Office of Tourism, employing an executive director that devotes a minimum of 35 hours per week to the development, marketing and growth of tourism in the regional service area prior to receiving State grant funds. 

     
C. Provide a statement listing the Applicant’s Director’s name, training and experience in tourism and economic development, marketing, collecting research data and reporting project measurements, tourism related training courses completed, years of experience in the tourism industry, and other aspects of the tourism industry, or provide a statement with the intent to hire a Director.  
     
D. A statement listing the Applicant’s office address, within the regional service area, and its ability to maintain a staffed office accessible to the public between the hours of 8:30 a.m. to 5:00 p.m., Monday-Friday, for other time periods, when the office is not staffed a voice mail message should be left informing callers when or how to reach someone, except for designated State holidays. 
     
E. Submit two signatures for expenditures over the amount of $500.  Of the two signatures, one must be a Board Member. The second can be another Board Member, or the Executive Director authorized by the Board. 
     
F. Describe the Applicant’s ability to serve as a resource center for the regional service area providing assistance on DCEO/Office of Tourism programs, including grant program criteria and rules; ability to assist entities in preparing grant applications; available co-op advertising programs; education and training schedules; research findings and presentations on the tourism industry to interested entities within the regional service area. 

      
G. Describe the Applicant’s ability to maintain the DCEO/Office of Tourism product database information for “uncovered areas”, within its service area. Maintenance of this information includes the responsibility for ensuring that all information submitted to DCEO is accurate, complete, and up-to-date, including events, rates and fees, packages, etc.  DCEO will provide Grantee with the appropriate format (surveys of accommodations, attractions, events, etc.) in which the information must be gathered.  The surveys must be submitted in the requested format which may include: via fax or mail for input into the database or electronically submit the completed survey to the DCEO designee; therefore, the Grantee will be responsible for any hardware, software, or telecommunications equipment required to perform this function including access to the Internet.      
H. Provide information on the Applicant Director’s ability to provide assistance and information, within the regional service area, as requested by DCEO and/or its vendors for marketing programs including requests to provide listings or information, proof and approve copy for advertisements, and review press releases or reports to ensure accuracy of information. 
     
I. Describe the Applicant Director’s ability to report data and serve as a resource to the DCEO/Office of Tourism research entity including bench marking data and quarterly visitation tracking information, as required, in order to track seasonal visitation for the industry. 
     
J. Describe the Applicant Director’s ability to serve as the facilitator for any DCEO tourism-related meetings, pertaining to the regional service area, including issuing invitations, processing responses, scheduling and coordinating all logistical and meeting site needs.
     
A Certification/Application will be considered delivered on the date it is postmarked or hand delivered to:






Cynthia M. Fleischli




Regional Tourism Development Organization Program



 
Department of Commerce & Economic Opportunity




Office of Tourism




500 East Monroe Street




Springfield, Illinois 62701

                                        Cindi.Fleischli@illinois.gov 
                                        217/524-2998

· Promotional Project Requirements

· When the total costs provided to any one vendor equals or exceeds $20,000 for services and $5,000 for goods/materials, other than personnel, the Applicant must solicit a minimum of two competitive bids using identical project specifications.  A copy of the required bids (on official vendor letterhead) must accompany the Application, and the Application budget must reflect the lower bid cost.  If bids are not available during the time the Application is submitted, said bids shall be forwarded to the Program Manager prior to incurring costs.
· All projects funded through the grant program shall incorporate the current Department logo, as approved by the Department, which identifies the project as being developed in cooperation with the DCEO/Office of Tourism.  An RTDO that fails to include the Department identification shall reimburse the Department for State funds received in support of that project.

· The date and quantity printed (e.g., 7/30/10-50m) shall appear on all printed promotional materials.

· The RTDO shall bear sole responsibility for accuracy of information contained within material produced with grant funds.

· Gratis Policy - All printed projects funded through RTDO grant funds shall be available free of charge to the public.

· Within 30 days after completion of a printing project, up to 10% of the brochures printed may be required to be sent to the Department’s Tourism Information Centers.  The Department reserves the right to request up to 10% of all other items produced with grant funds.

· Project activities funded under this Part shall not duplicate any project funded by the Department.  

· The RTDO will comply with state travel regulations as outlined on the following website: http://www.cms.il.gov/cms/2_servicese_oth/trvlguid.htm

	


	Section 9: Applicant Certification

Applicant Certification

	Under penalty of perjury, I certify that I have examined this application and the document(s), schedule(s), and statement(s) submitted in conjunction herewith, and that, to the best of my information and belief, the information contained herein is true, correct, and complete.  I represent that I am the person authorized to submit this application on behalf of the applicant, and that I am authorized to execute a legally binding grant agreement on behalf of the applicant if this application is approved for funding.
I hereby release to DCEO the rights and use of photographs and/or any written statements or information, regardless of format (whether they are direct quotes or paraphrased by DCEO), contained in or provided after grant application for the purpose of publication on DCEO's website.  I hereby also release any and all claims against DCEO its officers, agents, employees and/or affiliates arising out of, or in connection with, the usage of  photographs and/or written statements or information, regardless of format (whether they are direct quotes or paraphrased by DCEO), for the purpose of publication on DCEO's website.

	
	     
	     

	Signature
	Name & Title
	Date


Instructions

All questions in the following sections must be completed by the applicant.  Additional documentation should be attached as necessary to adequately respond to the question or to provide the detail requested. 

	Section 1: Applicant Information - Instructions


Question #1.1: 
Provide the applicant’s legal name which is reflected on your Federal W-9 form.  If the applicant is a Limited Liability Company with a tax classification of "C" - the IRS acceptance letter needs to be submitted along with the W-9 in order for the vendor to be certified. 
Question #1.2: 
Provide the applicant's business address, including the 9-digit zip code. 

Question #1.3: 
Complete this section by indicating the Chief Officer of the applicant.  If the applicant organization has more than one chief officer, please attach additional documentation providing all names and appropriate contact information.

Question #1.4: 
Provide a brief explicit description of the applicant indicating the type of business, business history, typical clientele, etc.  The applicant description should not exceed 150 characters.
Question #1.5: 
Provide the applicant’s North American Industry Classification System (NAICS) Code.  The NAICS (pronounced Nakes) was developed as the standard for use by Federal statistical agencies in classifying business establishments for the collection, analysis, and publication of statistical data related to the business economy of the U.S.  If you do not know your NAICS Code, you may look it up at: http://www.naics.com/index.html
Question #1.6:  
If applicable, provide the applicant’s website address.


Question #1.7: 
Provide the applicant’s Federal Employer Identification Number (FEIN).   The FEIN is also known as a Federal Tax Identification Number, and is used to identify a business entity. Generally, businesses need a FEIN. If your business does not have a FEIN, you may apply for it at http://www.irs.gov/.  You are required to have a FEIN in order to be eligible for a DCEO award.

Question #1.8: 
Not applicable to the Regional Tourism Development Grant Program.
Question #1.9:
A DUNS Number is a unique nine-digit sequence recognized as the universal standard for identifying and keeping track of over 100 million businesses worldwide.  Provide the applicant’s DUNS number.  If your business does not have a DUNS number, you may request one at: http://www.dnb.com/us/duns_update/
Question #1.10:
 Indicate the start date and end date of the applicant’s fiscal year (accounting year) with month, day and year.
Question #1.11:

     Check the appropriate box if the applicant's business is a women or minority-owned business.  A women  

      or minority-owned business is defined as a business at least 51 percent owned and controlled by persons      
     who are women or minority-owned.  Minority-owned is defined as the following race/ethnic groups: 
    
     Black / African Americans, Hispanic Americans, Native Americans, Asian-Pacific Americans and Asian-
  
     Indian Americans.  If minority-owned, then check the appropriate race/ethnic group box that applies. 

Question #1.12;

     Indicate the number of people that you expect will be served by the grant by each race/ethnic group that is 
   
     listed. 

	Section 2: Applicant History - Instructions


Question #2.1: 
Complete this section with information on any grants received from the state of Illinois by the applicant within the last 3 years from the date of this application.  Applicant must provide the following information for each grant received: 

Agency: 
List the name of the agency from which the grant was received.

Grant #: 
List the number related to the grant.

Grant Amount: 
List the total amount of the grant 

Grant Term: 
List the term to include the beginning and end date of the grant.

General description of grant:
Provide a brief description of the grant project.

Issues:   
Provide a description of any financial or programmatic issues that were identified with this grant by either the grantor agency and/or grantee.    State whether the issues are resolved or unresolved.  If the issues are unresolved, state the reason why and provide a current status.

If the applicant has received multiple grants from the State of Illinois you can attach the required information on a separate sheet.
Question #2.2:  
If the applicant's organization has operated under any other names or FEIN numbers during the past 3 years from the date of this application, this information must be provided in this section.


Question #2.3:  
Indicate which key staff positions have changed within the past twelve months from the date of this application.  Provide additional documentation for the requested information for any vacancies, new hires, layoffs, and terminations.  Also provide the same information for any changes relating to key staff positions that may become involved with the administration and/or management of potential grants.  

Question #2.4:   
Indicate in the list provided the type of documentation that the applicant’s organization will maintain to support and allocate staff costs to the DCEO grant.  Any staff costs incurred need to be adequately supported to ensure appropriate allocation to the DCEO grant.
Question #2.5:  
Indicate whether a previous business existed for less than two years. Principal is defined as any officer or member of the governing board of the applicant, as well as any individual in the organization who exerts significant control over the activities of the applicant or who has the authority to make decisions on behalf of the applicant.
· If yes, provide name(s) of business and reason(s) supporting why the business is no longer in existence.  Be as descriptive as possible for reason(s) why the business is no longer in existence.  Attach additional supporting documentation to support your response to this question.  

Question #2.6:  
Indicate yes or no and provide additional information in subsequent question.  Principal is defined as any officer or member of the governing board of the applicant, as well as any individual in the organization who exerts significant control over the activities of the applicant or who has the authority to make decisions on behalf of the applicant.


· If yes, identify the nature (including case number and venue) of the action and the disposition.  If the action/proceeding is still pending or unresolved, provide a status identifying the unresolved issues.  Be as descriptive as possible and attach additional supporting documentation to support the response to this question.


Question #2.7:  
Indicate yes or no and provide additional information in subsequent question.  Principal is defined as any officer or member of the governing board of the applicant, as well as any individual in the organization who exerts significant control over the activities of the applicant or who has the authority to make decisions on behalf of the applicant.

· If yes, describe the proceedings and provide the current status.  Be as descriptive as possible and attach additional supporting documentation to support the response to this question.

Question #2.8:  
Indicate any debt owed to the state by listing the specific reason(s) and amount(s).  Attach additional documentation to explain the debt owed to the state.

	Section 3: Proposal Information - Instructions


Question #3.1:
Indicate the date on which the applicant is submitting this proposal. 

Question #3.2:
Provide a short title that accurately describes the proposal. The title should be limited to approximately 40 characters. 

Question #3.3: 
Provide a brief description of the proposed project that summarizes the use of the grant award.  The description should not exceed 550 characters.  The brief project description should be consistent with the information provided in the Scope of Work detailed in Section 4.  The description provided here may be used on the Department’s website.

Question #3.4:
Complete this section with the address of the proposed project location.  In addition to the standard address, this section requests the Township, Range and Section of the project location. This system divides land into 36 square mile units called townships. Each township has a township and range designation to define its 36 square mile area. Township is numbered north or south from a selected parallel of latitude called a base line and range, is numbered west or east of a selected meridian of longitude called a principle meridian

Question #3.5: 
Identify the area(s) served if the project location serves more than one location or if it serves a geographical region.  Identify these areas by cities, towns, villages, counties or other defined programmatic or geographical regions.

Question #3.6: 
Complete this section by providing the name, business address and other required business contact information of the individual that will serve as the primary project contact.  This person will serve as the Department’s primary contact from application intake through closure of the grant, if awarded by the Department.  Please note that the Department may publish copies of applications on its public website so it is preferable that you submit your business contact information.    If the applicant does not have a business to use for contact information, then please provide personal information (home address, personal cell phone number, personal email address) as an attachment to the application.

Question #3.7: 
Indicate the projected project time period with a start and end date.

Question #3.8: 
Identify the funding sources for the proposed project.  The applicant must identify the amount of funding the applicant is proposing to provide to the project, any secured funding from other sources, and the amount of funding being requested from the Department.  The total project cost should be the sum of all three sources of funds.  The project costs in this section should be consistent with the information provided in the attached Budget.

	Section 4: Scope of Work - Instructions


· Provide the Project Title and it needs to be match the title provided in the Proposal Information listed in Section 3 question 3.2.

· Provide a detailed description of the proposed project and the intended use of grant funds.  Unlike Section 3 question 3.3, the applicant is not restricted in their description of the proposed project.  The information provided in this description will assist the Department in development of the Scope of Work for the grant agreement if the project is awarded.  It will also facilitate the periodic reporting that will be required to update the Department on the status of the projects major milestones if the project is awarded. 

· A list of eligible tasks should be filled in the Description of Tasks column.  These tasks will be used to develop the grant agreement.  The applicant should assign an estimated completion date for each task.  This date should be consistent with the ending date of the grant, when appropriate, which would be June 30th of each fiscal year.  If a grant is awarded, the applicant will have the opportunity to modify these dates prior to the execution of the grant.  
	Section 5: Performance Measures - Instructions


· If the applicant is aware of any performance measures required by the program, the measure(s) should be listed in this section.  If known, the applicant should provide the target numbers for each measure.

· For each of the Tasks described in the Scope of Work the applicant should provide a method of measuring the success or the percentage completed as a Performance Measure.  For example, the number of Page Views: Visits or Hits on the  website; the number of:

· Social Media Fans; Followers; interactions with Fans and Followers, media,  solicitations for IL Office of Tourism events, attractions, packages, Action Alerts, Interstate Sign Applicants; National Scenic Byway interactions; meetings held; Visitors Guides Distributed; Grant assistance provided by the RTDO to the number of communities assisted; number of tourism partners assisted; regional economic impact numbers; amount of grant funds obtained for partners; number of endorsement letters written for partners; number of wineries assisted, etc..
	Section 6: Projected Employment Impact - Instructions


Definitions for Question #1 - #7:  

Employee: 
An individual that agrees to participate in an employer/employee business relationship and provide services for the employer in return for a defined salary or wage; the employer files forms and withholds taxes per the IRS requirements for an employee. 

Created job:
A new position to be developed and filled, or an existing unfilled position to be filled; either of which could not be filled but for the DCEO grant/loan provided.

Retained job: 
An existing position to be maintained that otherwise would be eliminated but for the DCEO grant/loan provided.  Note: A job previously reported as retained during the course of a previous DCEO grant cannot be projected again as retained in the current DCEO grant application if the end date of the previous grant is less than 18 months prior to the current application date.  However, a job reported as retained during the course of a previous DCEO grant can be projected again as retained in the current DCEO grant application, if the end date of the previous DCEO grant occurred more than 18 months prior to the date of the current DCEO application. 

Permanent job:
A job intended to last indefinitely; does not have a finite ending date.

Temporary job:
A job that is typically short term, and will last only for a specified period of time (example: a seasonal job).

Full time job: 
Employee will be expected to work the full number of hours in a standard work week in the organization, as defined by the employer; full time positions often approximate 40 hours per week and typically include benefits such as a pension plan, insurance, and vacation benefits. 

Part time job:  
Employee will be expected to work fewer hours per week than the hours required in a full time position; this type of job often does not include benefits or receives reduced benefits.

Other projected employment impact: The count may include other impacts with the applicant organization, such as temporary jobs or independent contractors needed by the applicant; and/or other employment impacts elsewhere in the economy. 

	Section 7: Budget - Instructions


· This section will be used to establish the cost categories of the grant agreement.  The Cost Category for the Regional Tourism Development Grant Program is 1020 – Operating Expenses.
· Indicate the requested grant amount for the budget line item.

	Section 8: Program Specific Information - Instructions


Question #8.1 -  Insert your numeric United States Congressional District(s)

Question #8.2 -  Insert your numeric Illinois Senate District(s)

Question #8.3 -   Insert your numeric Illinois House District (s)
Question #8.4 – The Not-For-Profit Status is checked for the RTDO program.  Check the box indicating your Organization’s Legal Status type of NFP (ex. 501 C (3) or 501 C (6)).  Documentation verifying the Applicant is in good standing with either the Illinois Secretary of State or the Office of the Illinois Attorney General must accompany the application submission as described below.
Question #8.5 -  Evaluation Questions A through J must be answered in the text box provided and all currently relevant Promotional Project Requirements must accompany the Application.  If a grant is awarded any Promotional Project Requirements should be forwarded to the Program Manager prior to incurring costs.
	Section 9: Applicant Certification - Instructions


The applicant should read and understand the certification statement provided in this section.  The individual that signs this section should be the one that is authorized to sign the grant agreement if grant funds are awarded.  The authorized individual should sign their name; print their name and title and date of certification.  Please note the certification authorizes the Department to publish a copy of the completed application on the Department’s website.

	Submission of Application


Applications must not be submitted in binders or notebooks, and will not be accepted if transmitted by facsimile (telefax).   An Application cannot be evaluated until it is complete, incomplete Application information or deviation from the required format will result in delays in the evaluation process.  

Grant Application –The Grant Application must:

1. Be scanned and emailed to the Program Manager by May 1st of each fiscal year.
2. One paper copy must be submitted as the original and must be typed or computer generated.  
3. Grant Application information requested in sections “A” through “J” must each be addressed accordingly with the Application in alphabetical sequence.  
4. One copy of the required Promotional Project Requirements, if applicable must accompany the scanned and emailed documentation with a hard copy of the application.
A Certification/Application will be considered delivered on the date it is postmarked or hand delivered to:






Cynthia M. Fleischli




Regional Tourism Development Organization Program



 
Department of Commerce & Economic Opportunity




Office of Tourism




500 East Monroe



Springfield, Illinois 62701




Cindi.Fleischli@illinois.gov 



217/524-2998

IDENTITY PROTECTION ACT (5 ILCS/179) 
PERSONAL INFORMATION PROTECTION ACT (815 ILCS 530)
The Department of Commerce and Economic Opportunity (DCEO) is committed to protecting the privacy of its vendors, grantees and beneficiaries of programs and services.  At times, DCEO will request social security numbers (SSNs) or other personal identifying information.  Federal and state laws, rules and regulations require the collection of this information for certain purposes relating to employment and/or payments for goods and services, including, but not limited to, grants.  DCEO also collects confidential information for oversight and monitoring purposes. 

Furnishing personal identity information, such as a social security number, is voluntary; however, failure to provide required personal identity information may prevent an individual or organization from using the services/benefits provided by DCEO as a result of state or federal laws, rules and regulations.
DCEO Use Only:


Application/Grant #: ______________________________








	Internet Address http://www.commerce.state.il.us

	500 E Monroe
Springfield, Illinois 62701-1643
217/782-7500

TDD: 800/785-6055
	James R. Thompson Center

100 West Randolph Street, Suite 3-400

Chicago, Illinois 60601-3219

312/814-7179

TDD: 800/785-6055
	2309 West Main, Suite 118

Marion, Illinois 62959-1180

618/997-4394

TDD: 800/785-6055

	Printed on Recycled and Recyclable Paper


Introduction p. 5

