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An original copy of your FY 2025 Turnkey Contract entered into with the Monroe County Board of County
Commission and the Monroe County Tourist Development Council accompanies this instructional packet. Please
read this contract and all attached exhibits carefully as they provide the information regarding contracted amount,
Scope of Services, deadlines, and logo usage.

Please contact the TDC Administrative Office immediately if, throughout the term of this contr
changes to the contract, its scope of services, or its attached exhibits. Failure to do so m
reimbursement. If you have any questions regarding this section, please contact the
TDCReimbursement@MonroeCounty-fl.qov prior to submitting your reimbursement [

A Turnkey Event shall be considered an all-inclusive event where the event contractor ha
for every facet of the production, promotion and management of the event. Payment un
Turnkey Event will be made only after completion of the event and proof that the Scope of Servi
within the contract, has been completed.

met. See sample letter attached.
¢ Alabeled picture showing proof of each eve

to working with you in our new Fiscal year. Please do not hesitate to email,
TDCReimbursement@MonroeCounty-fl.gov, with questions or if we in the Administrative Office may be of any
assistance.
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SAMPLE

Organization Letterhead

Date

To: Monroe County Tourist Development Council
From: President or Board Officer of the Organization listed withig
Re: Request for Payment Letter for (insert event name and /4

Please find enclosed proof that | did, in fact, produce
complied with the scope of services written j 3 questing a check in the amount of (insert
amount of TDC ALLOCATED FUNDS) to (inse : acted entity.

e Alabeled picture showing proof of each i ‘ vritten within your contract (only 1
picture required for each scope/activity)

e A copy of promotiona ing how y dvertised for the dates it took place

SIGNATURE

Name
Title
Event

one
Email / web
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