CITY OF TYLER
2025 HOTEL OCCUPANCY TAX GUIDELINES AND FUNDING APPLICATION
For Events, Programs, and Activities between October 1, 2025, and September 30, 2026

APPLICATION GUIDELINES
State Law
Texas Tax Code Chapter 351 authorizes the City of Tyler to collect Hotel Occupancy Tax (HOT) from hotels, motels, short-term rentals, bed & breakfasts, inns, and other lodging facilities. The State of Texas has established a two-part test for every expenditure of local hotel occupancy tax. First, Texas Tax Code Section 351.101(a) requires every expenditure of HOT revenue must directly enhance and promote tourism and the convention and hotel industry. Texas Tax Code Chapter 351 defines “tourism” as guiding or managing individuals who are traveling to a different city, county, state, or country for business, pleasure, recreation, education, or culture.  The Texas Attorney General has consistently interpreted a “direct” promotion of the convention and hotel industry as a program, event, or facility likely to cause increased hotel or convention activity. This activity may result from hotel or convention guests that are already in town and choose to attend the hotel tax funded facility or arts or historical event, or it may result from individuals who come from another city or county to stay in an area lodging property at least in part to attend the hotel tax funded event or facility. 

Second, every expenditure of the HOT must clearly fit into one of the statutorily provided categories for expenditure of local HOT revenues. Chapter 351 of the Tax Code states that the use of HOT fund is limited to:
1. ﻿﻿﻿Convention Centers and Visitor Information Centers (CVB). The acquisition of sites for the construction, improvement, enlarging, equipping, repairing operation and maintenance of convention center facilities or visitor information centers, or both;
2. ﻿﻿﻿Registration of Convention Delegates; the furnishing of facilities, personnel, and materials for the registration of convention delegates or registrants;
3. ﻿﻿﻿Advertising, solicitations, and promotions that directly promote tourism and the hotel and convention industry: advertising and conducting solicitations and promotional programs to attract tourists and convention delegates or registrations to the municipality or its vicinity;
4. ﻿﻿﻿Promotion of the arts that directly promote tourism and the hotel and convention industry: the encouragement, promotion, improvement, and application of the arts, including the instrumental and vocal music, dance, drama, folk art, creative writing, architecture, design and allied fields, painting, sculpture photography, graphic and craft arts, motion picture, radio, television, tape and sound recording, and other arts related to the presentation, performance, execution and exhibition of these major art forms, and
5. ﻿﻿﻿Historical restoration and preservation activities that directly promote tourism and the hotel and convention industry: historical restoration and preservation projects or activities or advertising and conducting solicitation and promotional programs to encourage tourists and convention delegates to visit preserved historic sites or museums.
6. ﻿﻿﻿Sporting event expenses that substantially increase economic activity at hotels: expenses including promotional expenses, directly related to a sporting event in which the majority of participants are tourists. The event must substantially increase economic activity at hotels within the City or its vicinity.
7. ﻿﻿﻿Funding transportation systems for transporting tourists from hotels to and near the city to any of the following destinations:
1. The commercial center of the city;  
2. A convention center in the city;﻿﻿﻿
3. Other hotels in or near the city; or ﻿﻿﻿
4. Tourist attractions in or near the city.  
8. Signage directing tourists to sights and attractions that are visited frequently by hotel guests in the municipality.

Eligibility and Priority for Hotel Tax Funds
The City of Tyler collects a Hotel Occupancy Tax (HOT) from hotels, motels, short-term rentals, and bed & breakfasts. HOT revenue is used only for expenditures that directly enhance and promote tourism and the convention and hotel industry and must fit within a statutorily authorized expenditure category. Priority will be given to those events and entities based on their ability to generate overnight visitors and tourism revenue to Tyler.

If an event, project, or program will not generate trackable hotel night activity, it is not eligible for receipt of hotel occupancy tax funds. Events can prove this potential to generate overnight visitors by:

a) Historic information on the number of hotel room nights used during previous years of the same events;
b) Current information on the size of a room block that has been reserved at area hotels to accommodate anticipated overnight guests attending the event requesting hotel tax funds;
c) Historical information on the number of guests at hotel or other lodging facilities that attended the funded event; and/or
d) Providing examples of marketing programs and activities that are likely to generate and encourage overnight visitors to Tyler lodging properties.



City Policy & HOT Fund Grant Application Process
The City of Tyler accepts applications from groups and businesses whose program fits into one or more of the statutorily provided categories for the expenditure of local hotel occupancy tax revenues as enumerated on Page 1. All requests for HOT funds shall be submitted with the official application and supporting documents to the City of Tyler Finance Department at 304 N Border, Tyler, TX 75702.

Applicants are advised to request only an amount for which they may qualify.

1. ﻿﻿﻿To be considered for HOT funding, applicants must complete the application, include the required attachments, and deliver the completed HOT application packet to the City of Tyler Finance Department at 304 N Border, Tyler, TX 75702 during the City’s budget formulation process in June of each year.  
2. ﻿﻿﻿Notification will be posted on the City’s website when the application period is open.
3. Applications will be reviewed for completeness and reviewed, evaluated, and considered by the Budget Committee during each budget preparation cycle.
4. Requests approved by the Budget Committee will be included in the budget ordinance delivered to the City Council. Applicants will be notified within thirty (30) days after budget adoption if their request was approved.

Use of Revenues from Event
A portion of the revenues from any event and/or project receiving any type of funding assistance from the Hotel Occupancy Tax funds should be channeled back into the future costs of operating that same event or the continued operation of the project.

Applicants are on notice that, while the Budget Committee makes recommendations based on estimated budgets and projects, documentation of how granted funds were spent must be actual costs supported by proofs of payment. The Post-Event Report and proofs of payment must show receipts that reflect actual monies paid. HOT funds will be paid based on proofs of payment. As a general rule, all funding requests should be fifty (50%) percent or less of the applicant's total projected revenue from the event/program. All applicants must submit complete financial statements, including a profit/loss statement, income statement and balance sheet from the most recent year’s pricing request. A proposed event or project budget, including projected revenue and expenses, along with projected revenue and expenses from any previous years' events, must be submitted with the completed application packet.



Funding 

HOT Funding may be paid out in 50/50 Payments. 50% of an awarded HOT Grant may be paid prior to the event by submitting an invoice for the first half of the awarded amount to the CVB Manager after initial Board approval. The remaining 50% may be submitted for payment by invoice along with the Post-Event Report documentation. Applicants may choose to receive one full payment for the total amount of the awarded funding, which is payable after receipt of the completed approved Post-Event Report.  

Vendor Registration must be on file with the City of Tyler to process payments. Invoices may be submitted to the City of Tyler Finance Department located at 304 N Border, Tyler, TX 75702. Complete documentation and invoices will be submitted to the appropriate departments for approval and processing. Payment disbursements may take up to two weeks.

Post-Event Report
The complete Post-Event Report is due within 60 days of the event/project/program completion. If the complete Post Event Report and final invoice is not submitted within 60 days or less from the event date, the entity approved for funding forfeits the additional remaining 50% payment.

All event expenditure items approved for HOT funding should be paid in full within 60 days after the event or project completion. Proof of payment for each item should be included with the Post Event Report. An invoice from the requestor to the City for the remaining amount of awarded funds should be submitted to the Finance department along with the complete Post-Event Report documentation.

Follow-up Presentation
Upon completion of a HOT funded event, a designated representative may be expected to attend a Budget Committee meeting to present a Follow-up Report on items such as visitor attendance and event impact. Please include tracking evidence from event surveys and information on the number of visitors and overnight stays due to the event. Any future consideration of HOT funding from the City of Tyler is dependent on the organization providing a report on the use and outcomes from prior HOT funding by the City of Tyler.

Cancellation/Force Majeure
If said event is cancelled or does not occur, unless due to natural disaster or emergency (ie: hurricane, tornado, fire, flood, health crisis according to the CDC); the organization is required to return all HOT monies already paid to the City of Tyler within 60 days of the original event date.

Visit Tyler, Promotions
Visit Tyler has valuable resources for event promotions. Approved applicants should collaborate with the CVB to determine and plan efforts for cooperative promotions and marketing support. 

Partnerships
The City encourages all event organizers to consider partnership agreements with other applicants to promote programs and events. Cooperation between entities can result in more effective use of HOT funds and a list of entities are available from the CVB upon request.

Use of Local Vendors
All event organizers are encouraged to patronize Tyler businesses for food, supplies, materials, printing, etc. A list of local vendors is available upon request.

Supplemental Information
Submit the following documents along with your application:
	
	Samples of advertising planned and copies of any marketing from previous event

	
	Schedule of activities or events relating to the proposed event/project

	
	Post-Event Report if this is a repeat event/program previously funded by Tyler HOT Grant

	
	Last fiscal year’s financial statement (profit & loss statement) for your organization as a whole

	
	Your organization's budget for the current year

	
	Copy of 501-C3 Internal Revenue Service documentation letter, if applicable




APPLICATION
	I. ORGANIZATION INFORMATION

	_____________________________________
	_____________________________________

	Official Name of Organization
	Date of Submission

	_____________________________________
	_____________________________________

	Contact Person
	Email

	__________________________________________________________________________

	Address

	________________________
	________________________
	________________________

	City 
	State
	Zip

	__________________________________________________________________________

	Website

	__________________________________________________________________________

	Social Media (Facebook, X/Twitter, Instagram, etc.)

	This organization is: (select one)

	____
	Non-Profit
	____
	Private/For-Profit

	Organizational Mission & Purpose

	

	The following documents must be submitted with any application:  

	___
	The organization’s financial statements (profit & loss statement) for the prior fiscal year.

	___
	The organization’s current year budget.

	___
	Copy of 501-C3 Internal Revenue Service documentation letter, if applicable.

	___
	FEIN / Tax ID#: _______________________

	___
	Schedule of activities or events related to the program.

	___
	Samples of advertising planned and/or copies of marketing from previous events

	II. EVENT/PROJECT/PROGRAM INFORMATION

	__________________________________________________________________________

	Event/Project/Program Name

	__________________________________________________________________________

	Primary location of Event/Program

	____________________________________
	___________________________________

	Start of Event/Program (Date & Time)
	End of Event/Program (Date & Time)

	

	Total amount of HOT Funds Requested:
	_________________________________________

	Number of years you have held this event or number of years that the program has been active:

	____________________________________________________________________________

	Expected Attendance:
	________________________________________________________

	Primary Purpose of Funded Event/Program/Facility:

	___________________________________________________________________________

	Number of rooms utilized in Tyler hotels by people attending the Event/Program/Facility.

	___________________________________________________________________________

	Do you reserve a room block for this event at an area hotel, if so, for how many rooms, and at which hotels?

	




	If no room block is established, how will you measure the impact of your event/program/facility on area hotel activity?

	

	List the amount of assistance given from City of Tyler HOT funds for the last three (3) years that you have hosted your Event or Project. Please include the number of hotel rooms used and attendance for the event or project for the same time period.

	Month/Year Held
	Assistance Amount
	# of Hotel Rooms Used
	Total Attendance

	
	
	
	

	
	
	
	

	
	
	
	

	Methods used to determine attendance: (i.e. crowd estimates, ticket sales, registrations, sign-in sheet, etc.)

	

	What percentage of your event/program attendees are estimated to be nonlocal visitors? (travelled over 75 miles to attend/visit)  _____________________________________

	What percentage of your event/program attendees are estimated to be local? (travelled less than 75 miles to attend/visit)______________________________________________

	List any other organizations, government entities, or grant funding support for this event/project:

	

	How will HOT Funds be used if awarded?

	



	Will the event charge admission? 
	___  Yes
	___  No

	
Do you anticipate a net profit from the event? If there is a net profit, what is the anticipated amount and how will it be used?

	









	List event Sponsors/Co-Sponsors

	








	Total event budget:
	__________________________________________________________

	

	Percentage of Hotel Tax Support of Related Costs

	___
	Percent of total event costs covered by Hotel Occupancy Tax (HOT)

	___
	Percent of total facility costs covered by HOT for the funded event/program/activity

	___
	Percent of total facility costs covered by HOT for the funded event/program/activity

	

	If staff costs are covered, estimate percentage of time staff spends annually on the funded event(s) compared to other activities.  _____________%





	III. Advertising & Promotion

	

	Please check all promotional efforts your organization is coordinating and list the amounts financially committed to each.

	___
	Newspaper/Magazine
	$____________________

	___
	Website
	$____________________

	___
	Social Media
	$____________________

	___
	Internet
	$____________________

	___
	Television
	$____________________

	___
	Radio
	$____________________

	___
	Email/Direct Mail
	$____________________

	___
	Other Paid Advertising: ___________________________
	$____________________

	Will you include a link to the CVB or other source on your promotional handouts and on your website for booking hotel nights during the event/program/activity?

	Select one:
	___ Yes
	___ No

	Will you submit press releases about the event?

	Select one:
	___ Yes
	___ No

	Who is responsible for writing and distributing press releases?

	Contact Name:  ____________________________________

	Phone Number:  ___________________________________

	Email:  ___________________________________________

	What geographic area does your advertising target?

	

	How many individuals located in another city or county will your proposed marketing reach?

	




	IV. 
Certification

	I certify the information contained herein and attached to this application is true and correct to the best of my knowledge. I hereby acknowledge that any HOT funding received from the City of Tyler must be expended as I have represented in the application according to the requirements set forth by the City of Tyler, and according to the HOT program guidelines. I agree that if funds are not expended accordingly, then in the sole opinion of the City of Tyler, said funds will be returned to the City of Tyler within ten (10) days from the date the City of Tyler demands such.

	____________________________________
	____________________________________

	Business/Organization Name
	Date

	____________________________________
	____________________________________

	Applicant’s Signature
	Applicant’s Printed Name
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