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Introduction

Congratulations on receiving your Colorado Tourism Office grant award!

This handbook provides information and outlines steps for grant project
requirements, amendments, and reporting.

About the Colorado Tourism Office
The Colorado Tourism Office (CTO) is a division of the Governor's Office of Economic
Development and International Trade. The mission of the CTO is to empower the
tourism industry by inspiring the world to explore Colorado responsibly and
respectfully. The CTO seeks to advance the strength and resilience of the entire
industry through collaboration, inclusivity, innovation and leadership. In 2023,
Colorado travelers spent $28.2 billion, generating $1.8 billion in local and state
revenues, reducing the tax burden for every Colorado household by $800. For more
information, please visit www.colorado.com.
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Small Dollar Grant Award Terms and Conditions

rights to materials.

Grant Agreement Statement of Work - Project Updates

The Colorado Tourism Office has approved a statement of work that is based on a proposal submitted
by the Grantee and accepted by the Division's review panel. Any significant refinements,
clarifications, modifications, or changes to the proposal must receive prior approval from the
Division in writing. Examples include, but are not limited to clarifications or changes to the scope of
work or deliverables; significant changes in key personnel, including management staff or vendors;
changes in the timeline; and changes in the budget.

Any significant refinements, clarifications, modifications, or changes to the proposal must receive prior
approval from the CTO; otherwise, the organization may forfeit grant funds provided by the CTO.
Proposal Change Forms must be submitted 45 days before the end of the grant period. Notification
of approval can take up to 10 business days. All requests must be sent to the OEDIT/CTO key
personnel listed in your grant agreement.

Proposal Change Forms can be accessed at:

https:.//oedit.colorado.gov/sites/coedit/files/documents/CTO_Proposal Change Form ada.pdf

Deliverable and Timeline Revisions

Changes to activities, deliverables, and changes in the timeline must be communicated to CTO staff
and approved.

To request a change to the deliverables, activities, or timeline, you must:
e Complete a proposal change form and
e Provide justification as to why the revision is needed
e If budget or timeline changes are requested, please provide an updated budget or timeline
document

Budget Revisions

Budget revisions must be requested when adjusting budget line items by more than 10%.

To request a budget revision, you must:
e Complete a proposal change form and
e Provide justification as to why the budget revision is needed
e Outline the budget changes with a side-by-side comparison of your original budget and
revised budget
e Submit a revised budget worksheet
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Changes to Key Personnel

Changes to Key Personnel must be communicated to CTO staff to be changed in grant
documentation.

To request a change to the grant contact, you must:
e Provide justification as to why this change needs to be made
e Provide the name, title, phone number, and email of the new grant contact

To request a change to a vendor, you must:
e Provide justification as to why this change needs to be made using the Proposal Change Form

Grant Reporting

Grantees may be required to submit an interim report during the grant period as well as submit a final
report at the conclusion of the grant. Information and instructions for these reports are below. All

reports will be submitted through the online grant portal at: hitps.//oedit.secure.force.com/oedit/.

Information on due dates is outlined in the grant agreement statement of work (SOW).

Verify Expenses

If your award is a matching grant, verify that your match and CTO grant fund expenses meet the
criteria below.

CTO Grant Fund and Match Expenses
Expenses must meet the following criteria to be eligible as a CTO grant fund or match expense:

Expenses are for a category listed in your approved budget in your grant agreement SOW.
Expenses are related to your scope of work and are outlined in your proposal.
Goods and services were ordered on or after the grant agreement's effective date and before
the project completion date.

e Services were performed on or after the grant agreement effective date and before the
project completion date.

e The date on the receipt/invoice is on or after the grant agreement effective date and before
the project completion date.

e The payment was made on or after the grant agreement effective date and before the final
report due date.

Financial Reconciliation Supporting Documentation

Prepare all the supporting documentation needed for your request. Below are the details of the
required documentation you need and instructions on how to prepare them.
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Request for Payment Documentation

An itemized invoice must be included for each expense listed on the financial worksheet. You must
include proof of payment for any invoice that does not show a $0 (zero) balance, and for any invoice
that does not indicate payment has been applied. Reference the Proof of Payment section below for
more information.

Proof of Payment Documentation

Only expenses that have been paid can be credited to CTO grant funds or applied to your match. You
must include proof of payment for any invoice that does not show a $0 (zero) balance, and for any
receipt that does not indicate payment has been applied. A “paid” stamp does not indicate payment
has been applied.

See the following chart for acceptable forms of reconciliation documentation.

Acceptable Financial Reconciliation Documentation

Request for Payment Documentation  |Proof of Payment Documentation

Zero Balance Invoice from Vendor (must include: 1)Name of Vendor, 2) Transaction Date (not payment date), 3) Description of Goods or
Invoice Services, 4) Amount Owed 5) Amount Paid, 6) $0 Balance.
Invoice Copy of Cleared Check (front & back)
Invoice Copy of Check + bank statement showing the check was cashed

Receipt from Vendor (includes the five required components: 1) Name of Vendor, 2) Transaction Date, 3) Description of Goods or
Invoice Services, 4) Amount Paid, 5) Form of payment (cash, CC, check))

If none of the previous documentation is available, a copy of the credit card statement listing the amount charged, a copy of the following
Invoice CC statement indicating that the previous statements charges have been paid

Receipt from Vendor (includes the five required components: 1) Name of Vendor, 2) Transaction Date, 3) Description of Goods or
Online purchase Services, 4) Amount Paid, 5) Form of payment (cash, CC, check)

If no receipt available, a copy of the credit card statement listing the amount charged, a copy of the following CC statement indicating
Online purchase that the previous statements charges have been paid

Receipt indicating that the charges were paid in full and includes the five required components: 1) Name of Vendor, 2) Transaction Date,
Bill 3) Description of Goods or Services, 4) Amount Paid, 5) Form of payment (cash, CC, check)

If no receipt available, a copy of the credit card statement listing the amount charged, a copy of the following CC statement indicating
Bill that the previous statements charges have been paid

Please note that the CTO reserves the right to request additional request for payment documentation
and proof of payment documentation as needed.

How to Prepare

All financial documentation must be submitted in one PDF file, either:
a.  Write the corresponding Document Line Number on each document on the file.
b. Order the document in the PDF file in the same order as they appear in the Financial
Worksheet.

Interim Report

The interim report covers activity from the grant's effective date through the approximate midpoint of
the grant award. The interim report covers grant project activities to date and includes:

Progress on activities outlined in the grant application to date
Analysis of the results and findings from the work completed to date
Use of grant and matching funds

Updated Financial Worksheet

GRANT HANDBOOK (REV. 8.2024) 6



Request for payment and proof of payment documentation

Note: You can only list expenses for the categories listed in your grant agreement SOW. Grantees
may adjust each budget line item up to 10% without prior approval from the state. Adjustments over
10% require authorization by the State. Refer to the Grant Amendments section for information on how
to request a budget change.

Final Report

The final report, due within 45 days after the end of the grant cycle, covers the following
information:

Progress on activities outlined in the grant application
Analysis of the results and findings from the work completed
Use of grant and matching funds

Final Financial Worksheet

Request for payment and proof of payment documentation

Marketing Grant Deliverables - For the below project types, you must also submit the following
deliverables:

Advertising projects

o Billboard/Out of Home - Photo or screenshot with CTO logo
Print - Original copy or tear sheet with CTO logo
Digital - Screenshot of advertisements with CTO logo
Social Media - Screenshot of posts with the use of CTO social media handle
Radio/Voice Over - Copy of script or audio file recognizing the Colorado Tourism
Office

o Promotional Video/Broadcast - link to the video with the CTO logo

o Photos - photo list and link to photos
Public Relations - Copy of public relations campaign plan and deliverables recognizing the
Colorado Tourism Office
Trade shows - Sponsorships including recognition of the Colorado Tourism Office

o O O O

Management Grant Deliverables - For the below project types, you must also submit the
following deliverables:

Tourism product development

o acopy or link to a guide, trail map, inclusive travel offerings, etc.
Tourism workforce development

o training programs - a copy or link to the training program
Tourism-related strategic planning

o Destination management plans - a copy of the plan

o Engagement efforts - a copy of the survey and results
Tourism research projects

o Studies and reports - copy to link to
Infrastructure that directly enhances the visitor experience through increased access or
engagement

o Wayfinding - photo, and copy of wayfinding text
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o Educational or interpretive sighage - photo and link to signage text
o educational kiosks - photo and link to signage text

Note: You can only list expenses for the categories listed in your original budget. Grantees may
adjust each budget line item up to 10% without prior approval from the state. Adjustments over 10%
require authorization by the State. Refer to the Grant Amendments section for information on how to
request a budget change.

All project activities using CTO funds must be completed and by the grant agreement expiration
date. Any grant funds not used as approved shall be returned to the Colorado Tourism Office pursuant
to the grant agreement.

Marketing Grant Project Requirements

Creative Materials Review

The Colorado Tourism Office requires a review of all grant-funded marketing and materials before
publication, placement, or distribution. Review is required for all projects throughout each creative
process stage (ideation, design, final execution).

Acknowledgment & Logo Review

All advertising and promotional materials (which includes all printed materials, films or videos,
television commercials, broadcast programs, websites, digital content, and trade show materials) that
are funded in part by the CTO must include the official CTO “Come to Life" logo below unless
otherwise specified. The logo usage must follow the logo guidelines as detailed in the Brand Book
(p.16-20).

COLORADO

COME TO LIFE

Download the CTO "Come to Life" logo here.
"Logos with white and yellow text can be provided upon request.

If the CTO requests edits regarding logo use, a second submittal may be requested.

Logo Usage on Visual Platforms

The official Colorado Tourism Office logo is required on the following visual platforms. The size of the
logo must be legible and proportionate to the size of the ad.
e Broadcast (TV, visual radio, podcasts, etc.)
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e Digital (display, mobile, native ads, email newsletters, etc) - See “Digital, Websites, and Social
Media" in the next section for additional details

Outdoor (billboards, out-of-home)

Print (newspapers, magazines, brochures, guides, maps, flyers, posters, direct mail, etc.)
Promotional videos (all formats including YouTube, Vimeo, etc.)

Websites and webpages

Trade show marketing and sponsorships

Digital, Websites, and Social Media

Digital Ads:

The Colorado Tourism Office's “Come to Life" logo is required for digital ads.

Social Posts (paid and organic):

All organic and paid social media posts (including boosted posts) must tag the @VisitColorado handle
within the post copy. Images used in social posts do not need to include the CTO logo.

Website:

All websites and web pages created with grant funding must include the CTO "Come to Life" logo in
the footer. The logo should link to https:/www.colorado.com/.

Blog Posts:

All blog posts/stories created with grant funding must include the CTO “Come to Life" logo in the
footer. The logo should link to https:/www.colorado.com/.

Email Newsletters:

All email newsletters created with grant funding must include the Colorado Tourism logo in the
footer. The logo should link to https://www.colorado.com/.

Press Releases:

All press releases created with grant funding must include the following CTO boilerplate language in
the footer:

- The Colorado Tourism Office (CTO) is a division of the Governor's Office of Economic
Development and International Trade. The mission of the CTO is to empower the tourism
industry by inspiring the world to explore Colorado responsibly and respectfully. The CTO
seeks to advance the strength and resilience of the entire industry through collaboration,
inclusivity, innovation and leadership. In 2023, Colorado travelers spent $28.2 billion,
generating $1.8 billion in local and state revenues, reducing the tax burden for every Colorado
household by $800. For more information, please visit www.colorado.com.

The CTO is happy to help review any press releases for general feedback but this is not required.

GRANT HANDBOOK (REV. 8.2024) 9


https://www.colorado.com/
https://urldefense.proofpoint.com/v2/url?u=http-3A__www.colorado.com&d=DwMFaQ&c=sdnEM9SRGFuMt5z5w3AhsPNahmNicq64TgF1JwNR0cs&r=sSREk1VpjXmghjmxJ-0lxZDA1ZODmDUOdOLMHYtQUj4&m=ExsX153-AWTMri9_7zbX0RFQW-mOdJwgL0IKEqjbXSFumxOQsvyOMg_XSktrNrGM&s=p4QDSrJmKcqMc_8gfRlZFnLhOHgn5Y3B1J4lRlHaaxA&e=

Acknowledgment on Audio Platforms

If the platform is primarily auditory (ex. podcast, radio, etc.) the Colorado Tourism Office must be
mentioned in the voiceover script. If an audio platform is also associated with a digital ad (ex. Pandora,
Spotify), the voiceover script must contain both an acknowledgment of the Colorado Tourism Office
and visual assets must include the CTO “Come to Life" logo.

Review Submittal Process

Please submit marketing materials, brand strategy, and/or any use of the Colorado Tourism Office
logo for review to the CTO/OEDIT key personnel listed in the grant agreement. The Colorado Tourism
staff will complete their review of materials in seven to ten business days after receiving them. Rush
requests will be approved on a case-by-case basis.

All deliverables must be submitted to the CTO from the grant recipient organization. Communication
from vendors directly to the CTO, including submission of deliverables, is not allowed.

Management Grant Project Requirements

Deliverable Review

The Colorado Tourism Office requires a review of all consumer-facing deliverables before publication,
placement, or distribution. CTO staff will work with each project to determine the deliverable review
process for industry-facing deliverables.

Acknowledgment & Logo Review

All deliverables that are funded in part by the CTO must include a CTO logo. Logo usage will be
determined by the product type. Below is general guidance on the type of logo required; however,
CTO staff will work with each project to determine the most appropriate logo.

e Tourism product development
o Main Colorado Tourism Office “Come to Life" logo - Please reference the logo
standards on the following page.
e Tourism workforce development

o Colorado State/CTO logo
e Tourism-related strategic planning

o Colorado State/CTO logo
o Include acknowledgment statement: “This project has been funded in part by a grant
from the Colorado Tourism Office (CTO). The CTO is not responsible for the
information included.
e Tourism research projects
o Colorado State/CTO logo
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o Include acknowledgment statement: “This research has been funded in part by a
grant from the Colorado Tourism Office. The CTO is not responsible for the information
included’

e Infrastructure that directly enhances the visitor experience through increased access or
engagement

o Main Colorado Tourism Office "Come to Life" logo for signage- Please reference the
logo standards on the following page.

o Logo usage will be determined on a case-by-case basis for projects other than
signage

If the CTO requests edits regarding logo use, additional submittals may be requested.

Review Submittal Process

Please submit all management grant deliverables to your grant contact key personnel listed in the
grant agreement. All deliverables must be submitted to the CTO from the grant recipient organization.
Communication from vendors directly to the CTO, including submission of deliverables, is not
allowed.

Use of the Colorado Tourism logo must be submitted to the CTO for review before finalizing a
published piece. Colorado Tourism staff will complete their review of materials in seven to ten
business days after receiving them. All management grant deliverables must be submitted 15 days
before the grant agreement expiration date.

Logo Standards

Refer to the Colorado Tourism Office brand book (p. 16-20) for brand and logo use guidelines.

Colorado State - Tourism COLORADO
Office Logo ' TOURISM OFFICE

The Colorado State/CTO logo is the default logo

for use on all industry-facing grant-funded deliverables. No alternate versions should be created.
CTO staff will inform grantees if an alternate logo is required. Examples of industry-facing
deliverables include

1. Tourism workforce development documents (e.g., frontline staff training programs,
skills-based training programs)

2. Tourism-related strategic planning documents (e.g., stakeholder and resident engagement,
destination management plans)

3. Tourism research documents (e.g., feasibility studies, economic impact reports, visitor profile
studies)

COLORADO
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Tourism Office Logo

The main Colorado Tourism Office "Come to Life" logo is the default logo for use on all grant-funded
deliverables that are consumer-facing. CTO staff will inform grantees if an alternate logo is required.
The CTO can provide logos with white or yellow text upon request. All rules for color, usage, clear
space, and size apply to these logos. No alternate versions should be created. Examples of
consumer-facing deliverables include

1. Tourism marketing campaigns and advertising
2. Tourism product development (will vary on a case-by-case basis)

Logo usage for projects with deliverables that include Infrastructure that directly enhances the visitor
experience through increased access or engagement (e.g., wayfinding, educational or interpretive
signage, educational kiosks, river access) will be on a case-by-case basis.

Photography and Videography Assets

The CTO strongly encourages participants to include third-party usage rights in their agreements with
photographers, videographers, and content creators; this allows your photography and videography
to be used and amplified by other partners, including the CTO, global travel media, and travel trade.

For guidelines and sample production contract language for considerations when capturing
photography or videography view Sample Production Contract.

For tips on photography best practices, see p. 30-36 of the brand book.

Colorado Travel Regions

When referencing a Colorado travel region in your marketing material, you must follow the usage
guidelines outlined here: https://oedit.colorado.gov/regional-branding.

Contact Information

Elizabeth O'Rear, Director of Grants and Funding, at elizabeth.orear@state.co.us
Sami Wells, Grants and Funding Manager, at samiwells@state.co.us
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