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Massachusetts Office of Travel & Tourism (MOTT)

Grant-funded Marketing Programs

Attachment D

Funding Policy
Includes Logo Credit Approval Process
Updated June 14, 2013 for FY2014
PURPOSE OF POLICY

This policy applies to the pre-approval of all marketing materials, funded, in whole or in part, by 1038 funds from the Massachusetts Marketing Partnership (MMP)/Massachusetts Office of Tourism (MOTT) including Regional Tourism Council (RTC) grants and RTC mini grants.     

The policy is designed to:
· Adhere to the overarching intended goals of the 1038 grant funding program which is to promote or provide services for tourism, convention, travel and recreation in the Commonwealth and specifically for marketing programs that are targeted at leisure destination travelers, i.e., travelers who travel at least 50 miles away from home or stay overnight. Additionally, all grant funds will be used to promote travel to the RTC’s designated service area, [see Attachment A1].
· Co-brand all state-funded tourism marketing materials.
· Maintain the integrity of MOTT’s logo.
· Acknowledge funding by the Commonwealth of Massachusetts. 
Marketing materials that do not comply with these pre-approval policies will not be eligible for funding from MMP/MOTT.  

_______________________________________________________________________________

LOGO

There is logo. The logo may appear in black & white, reverse (white), or in any one (1) color:
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IT'S ALL HERE?




LOGO STANDARDS 

The logo must be reproduced directly from electronic files supplied by MOTT; artwork may not be altered in any way and resetting of type is not permitted.  

When enlarging or decreasing the size of the logo, be sure that the logo is not stretched vertically or horizontally.  

The logo may be printed in any color or knocked out to white, subject to review by MOTT for eligibility. The MOTT logo may not be combined with other non-MOTT elements.  
__________________________________________________________________________________________________

FUNDING CREDIT   (No other variations of the funding credit are permissible)
Funding credit must be a stand-alone paragraph with minimum 8 point type. 
Materials that require funding credit must include one of the following:

If only a portion of MMP/MOTT funds are used, the funding credit should read: Funded, in part, by the Massachusetts Office of Travel and Tourism
If MMP/MOTT funds were used for the entire project, the funding credit should read: Funded by the Massachusetts Office of Travel and Tourism
* Please pay careful attention to the distinction between these two funding credits before sending in your artwork for approval.  This will save a lot of time in the approval process.  
For RTCs who want to acknowledge their mini grants:
Funded, in part, by the Massachusetts Office of Travel and Tourism. 
<LINE SPACE HERE>

This [brochure/poster/ad . . .] was made possible by a grant administered by NAME OF RTC. 
__________________________________________________________________________________________________

EXEMPTIONS
MMP/MOTT may exempt specific marketing projects from the logo/funding credit requirements.

FY2013 exemptions: All radio advertising.
_________________________________________________________________________________________________

APPROVAL PROCESS
· Prior to production, send an approval form and layout/mockup to: john.alzapiedi@state.ma.us. This material will then be reviewed MOTT’s funding & logo policy committee: John Alzapiedi and Phyllis M. Cahaly. 
· All approval forms will be reviewed by the committee within a 48 hour period from receipt. 
· If possible, try to send artwork as a PDF not larger than 3 megs. 
· If art is being sent to MOTT directly from your designer or printer, send approval form in advance. 
· Retain approval form and include in end-of-year report, along with copy of completed project.
· If a project is cancelled, notify john.alzapiedi@state.ma.us by email to remove project from your schedule.

To avoid delays in approval process:
· Be sure your submission is in compliance with the overarching purpose of the funding policy.

· Complete all sections of approval form; number requests sequentially for tracking purposes. 

· Double-check logo and funding credit application before submitting to MOTT.
· Double-check artwork.
SPECIFIC LOGO/FUNDING CREDIT APPLICATIONS 
The 1038 grant funds may not be used for the printing of T-shirts or any other premiums or giveaways or advertisements in or printing/sponsorship of event programs or annuals. Additionally, narratives concerning the funding of event posters or other event support materials, fulfillment envelopes or stationery will be required on the approval form.
	PROJECT

	MOTT LOGO 
	FUNDING CREDIT

	E Brochures/Newsletters
	MOTT logo  - minimum 2”
	Yes

	Outdoor/Billboard
	MOTT logo  - same size as sponsor’s logo


	No

	Press Kit
	MOTT logo – minimum 2” 
	Yes: on inside panel or back cover 

	Print Ad


	MOTT logo – minimum 2” width

Oversize ads (>8.5 x 11) – consult MOTT


	No

	Print Ad < 3.5 

(small-space print ad

  (less than 3.5” in width)
	MOTT logo – width must be equal

or greater than width of sponsoring

organization’s name but not less than 1.5”      
	No


	Print Materials 


	MOTT logo on cover


	Yes: on first text page or back panel

	Rack Brochure
	MOTT Logo on cover


	Yes: on first text panel or back cover

	Social Media
	FACEBOOK: If the Facebook ad is large enough to support MOTT’s logo, than the logo would be required. If not, we will require the RTC to share one of MOTT’s Facebook posts on their Facebook page at least four (4) times per year. You will need to let John Alzapiedi (john.alzapiedi@state.ma.us) know when you have shared a post so that we can keep track. 


	No

	TV Ad


	MOTT Logo, same size as sponsor’s logo; minimum of 3 seconds, at front or back of spot; present mock-up, then rough cut for final approval

 
	No

	Video
	MOTT logo, same size as sponsor’s logo; minimum of 3  seconds at front or end of video
	No

	Visitor Guide
	MOTT Logo – min 2” on cover


	Yes: in masthead or Table of Contents page

	Web Banner


	MOTT logo - same size as sponsor’s logo 


	No

	Web Site


	MOTT logo on home page as a hyper link

size subject to MOTT review

   
	No

	All other applications
	Consult MOTT in design stage

John Alzapiedi

john.alzapiedi@state.ma.us
	Consult MOTT 

	
	
	

	
	
	


MINI GRANT PROCEDURES: 

If the RTC chooses to issue ‘mini-grants’ from their 1038 grant allotment and contract, they must first submit a “Request for Mini-Grant” which must include the applicant’s name, contact information, amount of grant and purpose of grant. This email must be submitted to Phyllis M. Cahaly, MOTT at: phyllis.cahaly@state.ma.us . 

Upon receipt, the MOTT funding & logo policy committee will review the submission and make a joint recommendation to MOTT’s executive director who will make the final determination regarding approval. The RTC will receive determination in writing when the approval form is sent back to them. 


Note: please allow 7 days for MOTT’s review and response of mini-grant request.

Any funds issued by the RTC prior to obtaining written approval by MOTT will not be grant funded and will become the sole financial responsibility of the RTC.

Any/all funds awarded towards ‘mini-grants’ must also adhere to the overarching intended goals of the 1038 grant funding program which is to promote or provide services for tourism, convention, travel and recreation in the Commonwealth and specifically:
1. Projects funded under this contract will be focused on marketing programs that are targeted at leisure destination travelers, i.e., travelers who travel at least 50 miles away from home or stay overnight.

2. Grant funds will be used to promote travel to the RTC’s designated service area, [see Attachment A1].
Approved grants:
· Will then require grant approval form and artwork (same procedure as grant approval procedures); send to John Alzapiedi at: john.alzapiedi@state.ma.us for committee review. 

· Also, grants funded must adhere to the specific logo applications and usage as outlined on pages 5 and 6 of this document
NOTE: please allow 7 days for MOTT’s review and response of mini-grant request. If you have any questions, please contact Phyllis M. Cahaly, phyllis.cahaly@state.ma.us, 617-973-8509.
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