HVAB Marketing Grant Final Report Instructions
These instructions explain how to complete your final report and close out your HVAB Tourism Grant. Please follow all steps below. Grants are not considered closed until all required information and documents have been submitted.

Reporting Deadline
Final reports are due within 90 days of project completion or by October 1, 2026, whichever comes first. Extension requests must be submitted by email to HVABgrantprogram@happyvalley.com before the deadline. In your email, please clearly explain why an extension is being requested.
Step 1: Complete the Online Final Report Form
When your project or event has concluded, complete the online final report form. All questions must be answered directly in the form.
· Do not reference attachments in place of answering form questions.
· Estimates are acceptable where exact data is not available.
Final Report Form Link:
HVAB Tourism Marketing Grant Final Report – Fill out form

Step 2: Upload Required Documents to Your Assigned OneDrive Folder
HVAB has created a dedicated OneDrive folder for your grant and preloaded it with the required budget spreadsheet. You do not need to create any folders.
Use the unique folder link provided to you to upload the materials listed below.
Required Documents
· Completed HVAB budget spreadsheet (already included in your folder)
· Financial documentation for grant funded expenses
For each expense, upload either:
· an itemized receipt, or
· proof of payment such as a canceled check, credit card statement, or bank statement that clearly shows the vendor name, amount paid, and payment date
· Marketing samples such as ads, photos, screenshots, or programs
· Media metrics or analytics, if available
· Documentation of your required 25% match, including invoices or signed donation letters

Optional Data Support
Applicants may coordinate with HVAB’s marketing team to review available tourism or visitation data, which may include:
· Placer.ai (cell phone tracking)
· Smith Travel Research (STR) (hotel occupancy and rate data)
· Deckard Technologies Rentalscape (short-term rental occupancy and rate data)
· Social media and website analytics
Available tools may change over time. For questions about current data options, contact HVABgrantprogram@happyvalley.com .

Need Help?
If you have questions about completing your final report, required documentation, or deadlines, please contact us.
Email: HVABgrantprogram@happyvalley.com

