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Received Date: _______________________

Today’s Date: _______________________

Event Name: ________________________________________________________________ Event Date: ______________

Organization: _______________________________________________________________ Event Time: ______________

Event  Address:  ______________________________________  City/State/ZIP:  ___________________________________

Website: ___________________________________ Phone: ______________ Email: _______________________________

Organizer: _____________________________________________________ Mobile: _______________________________

Second Organizer: _____________________________________________   Mobile: ______________________________

Description of Event Logistics:

 

Organization: __________________________________

 

 

 

 

 

 

Fee paid: _________ Cash: _________ Check #: _________ Credit Card: _________

Approved by: ____________________________________ Insurance Company Name: ________________________

Permit #: _________________________ Date: _______________________ Policy #: ___________________________

LODGERS'  TAX FUNDING REQUEST

Instructions
1.  Submit application and funding request to tourism@roswell-nm.gov. 
2. Provide proof of attendance for past events and number of hotel rooms booked.
3. Follow instructions for submission and process per Policy PA0002 Lodgers'  Tax  
(full policy available at http;//www.roswell-nm.gov).

Deadlines
May 13, 2022 (noon): Events taking place between July 1, 2022 and Dec. 31, 2022.
Aug. 5, 2022 (noon): Events taking place between Jan 1. 2023 and June 30, 2023.

OFFICIAL USE ONLY
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Permit #:

LODGERS'  TAX FUNDING REQUEST

 
 

 

 

Eligible Event Expenses

Amount:   Frequency/
Run Dates:

  Out of Town 
Placement/Vendor:

May 1-10
2x 1/2 pg

   
   

 

 

Sum of Totals:

2

Amount:Details (Source of Services / Service Employees Required / # of T-Shirts)

T-Shirts
Clean-up/Sanitation

Fire
Police/Security

   
  

 

 

 
 
  

 

 

Complete this form only if you are requesting funding from Lodgers’ Tax. Any funding from Lodgers’ Tax must follow the 
Lodgers’  Tax Policy (PA0002, available at http://www.roswell-nm.gov). Please be sure you have read and understand the
policy.  You must type out your marketing budget  plan in the fillable form below or attach as indicated below. Feel
free to add additional pages, ad samples, artwork, etc. Lodgers’ Tax funds must be expended in accordance with the 
Lodgers’ Tax Act for purposes of advertising, publicizing, and promoting tourist-related attractions, facilities, and events
targeting people residing more than  30 miles outside of Roswell with an intent to generate hotel stays.

EVENT DETAILS
Estimated # Attending:                                                         Anticipated # of hotel rooms booked:

Last year’s event (must attach proof):

# of Attendees:  # of hotel rooms booked:

Address to send check: City/State/ZIP

Total Request (50% of eligible expense total):

MARKETING BUDGET PLAN

Eligible Marketing Expenses



 
 

 

 

 
Historical performance (20 points):  Include award dollars used, prior attendance and room nights, plus Lodgers'  Tax
per  attendee.
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EVENT DETAILS/SCORING
Please provide details on your event, along with any attachments that may help answer the specific questions below.
The Occupancy Tax Board will score the event on a 100-point scale based on Return on Investment (25 points),
historical performance (20 points), cost of City services (15 points), other economic impact (10 points), track record of 
timely document submission to the City (10 points), general attendance (10 points) and event uniqueness (10 points).

Return on Investment (25 points):  Detail the return on investment to the community based on tourism. Consider any 
additional Lodgers '  Tax generated as a direct result of your organization or event, along with any estimated attendance
from out-of-town visitors and estimated room nights in local lodging facilities.

Organization _______________________________
FY 23



 

Other Economic Impact (10 points): Additional Gross Receipts Tax generated as a direct result of your organization or
event (restaurants, purchases in local stores).
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Organization _______________________________
  FY 23

Estimated cost of service request from City Departments (15 points): Refer to Page 2 of Special Event Permit Application.



Occupancy Tax Board Use Only
Return on Investment (1-25):         ________________                   General Attendance (1-10):                ________________

historical Performance (1-20):       ________________                   Timely document submission (1-10): ________________

Cost of City Services (1-15):           ________________                    Uniqueness of Event (1-10)               ________________

Other Economic Impact (1-10):      ________________                   Total (100 possible)                           ________________

Uniqueness of the event (10 points):  What makes this event different from others?

General Attendance to Event (10 points):   Please consider both local and out-of-town attendees.
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Organization _______________________________
FY 23
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I have read and understand the content provided.

Print Name

          
         

  

   
         

          
       

  

     

   

 

 

         
        

April 15, 2022

The City of Roswell  requires  any organization or  citizen  seeking  Lodgers' Tax  funds  with  the 
expectation  of  reimbursement  from  the  city  to  make such a request through  the city's
application  process.

The application process is as follows:

1. An application  is submitted  to  tourism@roswell-nm.
2. The city's  Occupancy  Tax  Board  reviews  and  provides  recommendation  to  Finance

Committee.
3. The  Finance  Committee  reviews,  approves  or  changes  recommendation  to  City  Council.
4. City  Council  awards,  changes  or  denies  funding  request.

The role of the Occupancy Tax Board is to review  applications for events that will bring out-of-town 

visitors to the City of Roswell  and promote  hotel stays.  The board  provides  recommendations to the City

Finance Committee.

The  City of Roswell’s  PA0002-Lodgers’ Tax policy  states:

Marketing & Promotions eligible expenses include but are not limited to the following, and must be 
to a 30+mile radius outside of Roswell, NM to be eligible:

a) Radio, television, newspaper, billboard or magazine advertisements
b) Posters, brochures,  flyers, postcards or other marketing materials
c) Postage for mailing qualified marketing materials
d) Website, Facebook or other Internet paid advertising placement
e) Free T‐shirts for registration participants or attendees
f) Security and/or Police services
g) Fire and/or Emergency services
h) Sanitation
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