
 

AMERICANS WITH DISABILITIES ACT 
The City of Ellensburg strives to make our services, programs, and activities readily 
accessible and usable by individuals with disabilities. Reasonable accommodations will be 
made upon request. Please furnish the ADA Coordinator with your request in sufficient time 
for the City to provide a reasonable accommodation by calling the City of Ellensburg ADA 
Coordinator at (509) 962-7222 or email ADAcoordinator@ellensburgwa.gov. 

   

AGENDA 
LODGING TAX ADVISORY COMMITTEE 

December 4, 2024 
  

Hybrid Meeting In-person and via Zoom 
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CITY OF ELLENSBURG 
LODGING TAX ADVISORY COMMITTEE AGENDA 

Council Conference Room 
501 North Anderson Street 

Ellensburg, WA 98926 
And remotely via Zoom  

Wednesday, December 4, 2024  
2:00 PM - Regular Meeting 

Join Zoom 
Meeting https://us02web.zoom.us/j/87292971205?pwd=SEFEZjVnOTZXYTNLSWhTRzB

DR3F1dz09  
Meeting ID: 872 9297 1205 

Passcode: 247907  
 

1. Call to Order and Roll Call of Members Roll Call of Committee Members: Carmen 
Wiggins, Gemma Fortier, Lacie Dawson, Marie Smith, Sarah Beauchamp, Chair, 
Steve Townsend  

  
2. Approval of Agenda   
  
 2.A Motion to approve December 4, 2024, Lodging Tax Advisory Committee 

Agenda   
  
3. Approval of Minutes   
  
 3.A Motion to approve September 11, 2024 Lodging Tax Advisory Committee 

meeting minutes.   
  
4. Budget Update   
  
 4.A Revenue and Expense Update  
  
5. New Business   
  
 5.A Meeting Schedule for 2025  
  
6. Unfinished Business   
  
 6.A 2025 LTAC Grant Process and Planning for Next Year  
  
 6.B Review Unity Park Visitor Center RFP  
  
7. Tourism Report   
  
 7.A Tourism Report  
  
8. Citizen Comment   
  
9. Adjournment   
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For more information on the Ellensburg Lodging Tax Advisory Committee, contact Arts & Economic 

Development Manager, Kelle Vandenberg at 509-962-7149. 
The Contents of this agenda have been photocopied on recycled paper. 
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CITY OF ELLENSBURG Minutes of Lodging Tax Advisory Committee, Regular Meeting 
Date of Meeting September 11, 2024 
Time of Meeting 2:00 PM 
Place of Meeting Council Conference Room 501 North Anderson Street 

 
Ellensburg, WA 98926 

And remotely via Zoom 
 
 
1. Call to Order and Roll Call 
 1.A Roll Call Present: Janie Zencak, Sarah Beauchamp, Carmen Wiggins, Steve 
 Townsend, Lacie Dawson, Marie Smith, Gemma Fortier 
 Absent: Sarah Beauchamp 
  2:02 pm 
 Guests: Matt Anderson, Amy McGuffin, Kittitas County Chamber of Commerce 
 
2. Approval of Agenda 
 2.A Motion: Move to approve the September 11, 2024, Lodging Tax Advisory 
 Committee Agenda.  
 By: Carmen Wiggins 
 Seconded by: Marie Smith 
 All in Favor: All 
 Opposed: None 
 Abstained: None 
 Motion carries 
 
 
3. Approval of Minutes 
 3.A Approval of July 3, 2024, Lodging Tax Advisory Committee meeting minutes. 
 Motion: Move to approve July 3, 2024, Lodging Tax Advisory Committee meeting 
 minutes. 
 By: Carmen Wiggins 
 Seconded: Janie Zencak 
 All in Favor: All 
 Opposed: None 
 Abstained: None 
 Motion Carries  
 
 
3. CLTAC Update 
 3.A Update of County Lodging Tax Advisory Committee by Marie Smith, LTAC 
 member 
 No update at this time as there has not been a meeting.  
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4. New Business 
 4.A Scoring the Lodging Tax Grant Applications—presented by Matt Anderson, Kittitas  
 County Chamber of Commerce  
 
 Matt Anderson reviewed Best Practices and Tips to grading Lodging Tax grant 
 applications and all the levels of how the applications are scored. 
 
 Review new specifications in the packet for applicants and guided commissioners 
 through a sample packet. 
 
 Commission Dates: 
 Application period closes: September 20, 2024 
 Applications available to grade:  September 23, 2024 
 Commission Review: Monday, Oct. 21, 2024    9:00-1:00 pm 
 Location: Hotel Windrow  
  
 County needs scores by: October 31, 2024 

• Composite Score 
• Funding Recommendation 

 
 Staff will send out meeting invite after location confirmation from Commissioner Fortier  
  
  
 
5. Kittitas County Chamber of Commerce Updates: Tourism Report  
Presented by Amy McGuffin. Reviewed Tourism Report as presented. 
Report covered June 15 to August 31, 2024. 
Commission discussion regarding the statistics and updates.  
 
 
6. Budget Update 
 6.A Revenue and Expense Update 
 Staff reviewed current numbers with the committee.  
  
 
7. Citizen Comment 
  
 No comment 

 
6. Adjournment 
 With no further business, the meeting was adjourned at 3:18 pm. 

 
 
Respectfully Submitted, 
Kelle Vandenberg 
Drafted: 09/11/24 
Approved By: 
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$686,000.00

100-165

Fund # Description Appropriated
Disbursed  thru 

2024 Remaining
100-165-557-31-51-000-000 CLTAC Grant Funding 87,753 49,704 38,049
reimburse Kittitas County The Patch (from 2023 allocation) 3,500 2,091 1,409

Laughing Horse Arts Foundation/Valley Musica 3,660 3,660 0
Kittitas Valley Event Center - Patriot Night 14,500 14,500 0
Gallery One 20,000 10,703 9,297
Eburg Rodeo Hall of Fame 18,750 18,750 0
Kittitas County Historical Society, Inc. 15,000 0 15,000
Junk-tiquen in the Burg 1,466 0 1,466
Webb Events, LLC - Cowboy Cross 14,377 0 14,377

100-165-557-32-45-000-000 Visitor Information Center (VIC) 74,800 68,019 6,781
January 7,398
February 7,806
March 6,003
April 6,107
May 7,190
June 5,824
July 6,004
August 7,822
September 6,671
October 7,194
November
December

100-165-557-34-51-000-000 Website Maintenance 9,000 5,060 3,940
January
February

March 225
April 1,074
May 425
June 900
July 286
August 225
September 650
October 1,275
November
December

100-165-557-34-51-000-001 Collateral Materials 7,500 1,922 5,578
January 134
February 68
March 775
April 324
May 60
June 60
July 0
August 68
September 248
October 186
November
December

100-165-557-33-41-000-000 Marketing & Advertising 181,100 100,771 80,329
January 5,833
February 5,833
March 6,789
April 11,747
May 10,955
June 11,661
July 11,575
August 10,033
September 10,604
October 15,741
November
December

100-165-557-36-41-000-000 Administration (City-Utilities) 825 306 519
306

100-165-557-35-35* Signage 10,000 293 9,707
ST542.31247513 Traffic Safety Supply 293
(Banners)

100-165-594-57-63-000-000 Capital 0 0

Totals 395,978.09 226,075 169,903

Y:\Committees\Lodging Tax Advisory Committee\2024 LTAC\[LODGING TAX 2024  08-24 BUDGET.xlsx]2024 Expenditures

2024 Budget Expenditures
TENTATIVE RESERVES - END OF 2023

Projected 2024 Revenues

EOY Balance incl. projected expenditures
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Lodging Tax Revenues

Tax Collected
Month 
Receipted 2001 2002 2003 2004 2005 2007 2008 2009 2010 2011 2012 2013 2014 2015 2016 2017 2018 2019 2020 2021 2022 2023 2024 % Diff

Nov Jan 14,169 18,388 16,119 14,276 18,221 16,968 17,754 32,474 35,253 23,787 36,439 41,671 44,806 7.52% 44,806

Dec Feb 10,353 10,411 12,571 13,584 14,698 18,555 14,415 15,147 14,683 15,207 16,272 17,353 17,738 18,515 24,547 23,589 26,044 26,394 26,416 18,709 34,260 29,598 32,715 10.53% 32,715

Jan Mar 11,242 9,368 12,802 13,584 11,339 26,140 22,474 14,781 15,578 16,385 18,391 19,890 19,906 21,798 22,435 24,104 24,780 28,172 24,341 22,227 28,797 26,580 36,255 36.40% 36,255

Feb Apr 12,366 9,134 10,281 14,055 19,392 21,625 19,134 20,918 17,647 21,092 20,775 21,448 23,428 30,085 24,309 25,979 28,639 28,704 21,564 25,124 32,367 32,185 46,773 45.32% 46,773

Mar May 16,920 14,357 18,322 22,829 21,014 25,964 23,669 24,875 26,666 25,798 28,069 31,483 32,723 35,301 36,457 41,496 38,394 42,825 14,989 33,426 42,788 63,391 56,785 -10.42% 56,785

Apr June 17,257 16,252 18,030 18,814 17,922 27,501 34,073 24,960 29,159 29,507 29,595 35,619 34,284 35,718 41,170 45,855 44,431 48,351 8,641 39,290 50,226 58,094 69,805 20.16% 69,805

May July 21,818 23,011 22,299 21,051 29,567 34,364 37,641 33,418 35,791 33,670 38,639 40,528 40,666 44,613 51,075 54,651 54,672 56,037 36,383 45,224 73,669 78,934 90,411 14.54% 90,411

June Aug 28,538 24,644 28,774 30,709 24,871 41,157 41,398 39,778 44,945 42,388 42,315 49,135 52,532 56,237 59,814 64,841 69,893 72,926 32,565 55,965 74,579 93,623 93,089 -0.57% 93,089

July Sept 25,934 25,837 31,170 24,507 42,655 43,762 42,950 46,559 46,197 45,437 47,844 50,459 52,574 57,261 64,703 67,931 66,553 67,114 37,693 64,747 81,367 92,595 93,957 1.47% 93,957

Aug Oct 26,344 27,879 28,996 29,384 34,434 44,682 45,737 39,548 44,752 40,604 45,697 53,540 62,214 51,243 54,598 63,651 63,664 72,296 39,968 67,762 77,160 80,540 100,833 25.20%

Sept Nov 20,264 33,216 26,311 31,714 31,841 42,467 35,680 40,969 44,946 42,203 44,937 46,558 45,725 53,775 60,170 60,022 63,415 55,516 41,344 69,683 79,311 81,098 -100.00%

Oct Dec 19,182 20,616 25,230 24,244 23,256 31,076 27,530 29,749 30,688 31,029 31,003 33,557 38,129 40,297 40,358 47,271 49,651 47,207 34,286 51,284 64,062 72,427 -100.00%

Nov Jan 21,023 19,682 19,608 21,526 21,138 22,864 25,117 27,332 31,509 32,500 2024.00%

TOTAL 224,388 233,114 250,903 258,752 289,209 374,261 383,478 350,384 370,659 364,846 384,676 422,434 445,036 472,175 511,145 551,890 530,136 578,016 353,445 517,230 675,026 750,736 665,429 53,936 Monthly Average

% Difference 10.62% 3.89% 7.63% 3.13% 11.77% 17.11% 2.46% -8.63% 5.79% -1.57% 5.44% 9.82% 5.35% 6.10% 8.25% 7.97% -3.94% 9.03% -38.85% 46.34% 30.51% 11.22% -11.36% 574,272 2024 Anticipated Rev. 
578,016 353,445 517,230 675,026 750,736 665,429

28,713.60 Anticpated 5% increase y/y 
Y:\Committees\Lodging Tax Advisory Committee\2024 LTAC\[LODGING TAX 2024  08-24 BUDGET.xlsx]2024 Revenues

602,986 2025 Anticipated Rev.

2024 Revenue Averages
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                                      City of Ellensburg 
City Manager’s Office 

501 N. Anderson Street, Ellensburg, WA 98926 
Citymanager@ellensburgwa.gov 

 
 
 

REQUEST FOR PROPOSAL (RFP) 
R24-18 

By the City of Ellensburg, WA for 
Concierge Services for the Visitor Center at Unity Park 

1. Overview 

The City of Ellensburg, WA is seeking proposals from qualified organizations to provide 
operational oversight for the newly established seasonal Visitor’s Center at Unity Park. The 
Visitor’s Center will be a key component of Ellensburg’s efforts to enhance downtown tourism, 
provide community resources and cultural events, while providing key facilities oversight 
services for the park during peak hours of usage.  

The selected organization will be responsible for providing well-trained, professional staff who 
can deliver excellent customer service, provide local knowledge, and assist with the promotion 
of local events, activities and amenities. 

2. Scope of Work 

The scope of work for the services includes, but is not limited to: 

• Staffing Hours: Providing staffing services during operating hours as specified by the 
City, with flexibility for special events and holidays. 

• Information Distribution: Provide visitors with information about local events, 
attractions, business location, parking, and cultural offerings. 

• Tourism Promotion: Assist in promoting the City’s tourism initiatives, including 
marketing events like the First Friday Art Walk and other partnership events. 

• Customer Service: Respond to visitor inquiries and providing exceptional customer 
service. Manage check-in/check-out of recreation equipment such as family games and 
monitor water feature operations. 

• Administrative Duties: Maintaining brochures, updating event information, and 
handling inquiries via phone or email. Activity logs and visitor experience survey 
reporting may be required to ensure performance and future service improvements. 

• Collaboration: Work closely with local organizations, Ellensburg Downtown 
Association, other businesses, and City staff to ensure smooth operations. 

• Facilities Maintenance: Maintain clean, organized public areas for park visitors 
including, but not limited to, light cleaning, litter removal, and restocking supplies in 
public restrooms, pet relief area, water feature, trash and park facilities. Contact City 
staff for maintenance needs. 
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Requested seasonal hours of Concierge Service and Visitor Center operation: 

May & September  - concierge services available Friday – Sunday: 
Friday                            4 p.m. – 8 p.m. 
Saturday                        9 a.m. - 5 p.m. 
Sunday                          12 p.m. - 5 p.m. 
 
June – August – concierge services available Monday – Sunday: 
Monday – Thursday        11 a.m. - 5 p.m.  
Friday                           11 a.m. – 8 p.m.  
Saturday                       9 a.m. – 8 p.m.  
Sunday                         12 p.m. – 5 p.m.  

Staffing totals approximately 800 hours for one season, May through September. 

This is a one-year trial period which may be extended by agreement of both parties. 

3. Qualifications 

Proposals should demonstrate the following qualifications: 

• Experience providing visitor or customer service staffing. 
• Familiarity with the Ellensburg area, local culture, and tourism. 
• Ability to provide qualified and trained staff on an ongoing basis. 
• Strong communication and organizational skills. 
• Previous partnership experience with the City of Ellensburg. 
• Prefer experience working successfully with interns, volunteers, and other work 

preparedness programs to maximize staffing capacity. 

4. Proposal Requirements 

To be considered, proposals must include the following: 

• Organization Overview: A brief description of the organization or staffing agency, 
including its experience and qualifications. 

• Staffing Plan: A detailed plan outlining how the organization will provide staff, 
including recruitment, training, and management. 

• Budget: A breakdown of the proposed costs for providing staffing, including hourly 
wages, management fees, and any other associated costs. 

• References: Contact information for three recent clients who can speak to the 
proposer’s ability to provide similar services. 

5. Evaluation Criteria 

Proposals will be evaluated based on the following criteria: 

• Demonstrated experience and qualifications (30%) 
• Ability to meet staffing needs and quality of staffing plan (40%) 
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• Cost effectiveness (20%) 
• References and past performance (10%) 

 
Public Disclosure 
This procurement is subject to the Washington Public Records Act (the “Act”), chapter 42.56 
RCW. Once in the City’s possession, all of the RFP Submittals shall be considered public records 
and available for public records inspection and copying, unless exempt under the Act. 
 
If a Respondent or proposer considers any portion of an RFP Submittal to be protected under the 
law, whether in electronic or hard copy form, the Respondent or proposer shall clearly identify 
each such portion with the word “PROPRIETARY. If a request is made for disclosure of such a 
portion, the City will determine whether it should be made available under the Act. If the City 
determines that such a record(s) is subject to disclosure, the City will notify the respondent or 
proposer in writing of the request and allow the respondent or proposer ten (10) days to obtain 
a court order enjoining release of the record(s). If the respondent or proposer does not take such 
action within the ten (10) day period, the City will release the portions of the RFP Submittal 
deemed subject to disclosure. All respondents and proposers who provide RFP Submittals for this 
procurement accept the procedures described above and agree that the City shall not be 
responsible or liable in any way for any losses that the party may incur from the disclosure of 
records to a third party who requests them. 
 
Schedule 
The City provides the following anticipated schedule for completion of this process. This 
anticipated schedule is for information purposes only and may be adjusted as needed by the 
City. 

RFP release date: 11/20/2024  
RFP submission date: 12/11/2024 no later than 5:00 p.m.   
City decision by: 01/08/2024 
Anticipated start date: 05/01/2025  

 

6. Submission Instructions 

 
One (1) complete electronic copy in a single PDF file in 8.5x11 format of the consultant’s 
qualifications shall be emailed no later than 5 pm on Wednesday, December 11, 2024 to: 
vandenbergk@ellensburgwa.gov  
 
The email shall be clearly marked with the vendor’s name and the words “Unity Park Visitor 
Center RFP – City of Ellensburg R24-18”. Qualifications may not be submitted via facsimile.  
 
Should you have any questions or would like to request additional information, please contact: 
Kelle Vandenberg, Arts & Economic Development Manager, 
vandenbergk@ellensburgwa.gov 
 
Responses received after submittal time will not be considered.  
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• Submitted via email to:  
Kelle Vandenberg 

vandenbergk@ellensburgwa.gov 
 

• Electronic qualifications will be received until: Wednesday, December 11, 2024, by 5:00 
pm 
 

7. Terms and Conditions 

• The City of Ellensburg reserves the right to reject any and all proposals. 
• The City is not responsible for any costs incurred by the proposer in preparing the 

proposal. 
• All submitted materials become the property of the City of Ellensburg. 
• Project award is subject to approval by the City’s Lodging Tax Advisory Committee  

 
 
Publish:  Daily Record  11/20/2024 
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