
101 West Beach Drive � Panama City, FL 32401 

850.215.1700 � DestinationPanamaCity.com 

DESTINATION PANAMA CITY  

REGULAR MEETING 

Location: Destination Panama City Visitor’s Center 

101 West Beach Drive, Panama City, FL 32401 

Regular Meeting – 12/16/24 

1) Roll Call

2) Approval of Minutes – September 30, 2024 Regular Meeting

3) Acceptance of TDT Revenue Reports – FY24, September 2024

4) Acceptance of TDT Revenue Reports – FY25, October 2024

5) Financial Status Report – Period Ending October 31, 2024

6) Procurement Policy Revision

a) ACH Manual Authorizations

7) Personnel Policy Revision

a) Expense Report Policy – Non Travel & Travel Expense Policy and Reporting

Procedures

8) Board Composition

9) Events

a) Redfish Film Festival

10) Marketing AOR Contract Ratification

11) Marketing Update

12) Public Relations Update

13) Projects Update

14) Otocast - Board Member Janice Lucas

15) Public Participation

16) Adjournment
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MINUTES 9/30/2024 

 

Panama City Community Development Council 
dba Destination Panama City 

Agenda Item Summary 

1. PRESENTER NAME: 
Jennifer M. Vigil  
President & CEO 

2. MEETING DATE: 
 
12/16/2024 

3. REQUESTED MOTION/ACTION: 
 
Board accept the Board Meeting Minutes of 9/30/2024 as presented.  

4. AGENDA 
 

PRESENTATION   
PUBLIC HEARING   
CONSENT   
REGULAR   

5.  IS THIS ITEM BUDGETED (IF APPLICABLE)?:  YES  NO  IF NO, STATE ACTION REQUIRED  N/A 

      BUDGET ACTION:   
      FINANCIAL IMPACT SUMMARY STATEMENT:  
 
 
 
     DETAILED ANALYSIS ATTACHED?:  YES  NO  

6.  BACKGROUND:  (WHY IS THE ACTION NECESSARY, WHAT ACTION WILL BE ACCOMPLISHED, (WHO, WHERE, WHEN & HOW) 

 
Board Meeting Minutes 9/30/2024 have been prepared for review and acceptance.  
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101 West Beach Drive � Panama City, FL 32401 

850.215.1700 � DestinationPanamaCity.com 

 
 

DESTINATION PANAMA CITY  
Location: Destination Panama City Visitor’s Center 

101 West Beach Drive, Panama City, FL 32401 
 

 
Meeting Minutes 9/30/2024 

Destination Panama City Board of Directors 

 

1. Call to Order 

Chairman Nirav Banker called the meeting to order at 12:00pm 

 

2. Roll Call 

Board Members in Attendance: 

• Nirav Banker, Chairman 

• Brian Grainger, Vice Chairman 

• Joshua Street, Secretary/Treasurer 

• Jenna Haligas, Board Member 

• Janice Lucas, Board Member 

• Jean Capps, Board Member 

 

3. Approval of Meeting Minutes 

The minutes from the previous meeting were approved by a motion from Vice Chairman 

Brian Grainger, seconded by Jean Capps. The motion passed unanimously with all ayes. 

 

 

 

4. TDT Revenue Report 

The TDT Revenue Report was presented and accepted by a motion from Vice Chairman 

Brian Grainger, seconded by Jean Capps. The motion passed unanimously with all ayes. 

 

4



 
 

101 West Beach Drive � Panama City, FL 32401 

850.215.1700 � DestinationPanamaCity.com 

5. Financial Status Report 

The Financial Status Report was presented and approved by a motion from Jenna Haligas, 

seconded by Jean Capps. The motion passed unanimously with all ayes. 

 

6. Action Items 

6a. FLLUXE Event Assistance 

The board discussed event support for the FLLUXE event. A motion to approve $15,000 in 

event assistance was made by Janice Lucas and seconded by Joshua Street. The motion 

passed unanimously with all ayes. 

6b. Redfish Event Assistance 

Kevin Elliott, the event organizer for Redfish, addressed the board. Board Member Jean 

Capps discussed the room nights booked, and Vice Chairman Brian Grainger provided 

insight into the attendance metrics. Kevin Elliott presented his request for support. A 

motion to approve $32,000 in event assistance was made by Joshua Street and seconded by 

Jenna Haligas. The motion passed unanimously with all ayes. 

6c. GrooveFest Event Assistance 

Jermaine Hill, the organizer of GrooveFest, addressed the board. He highlighted his 

partnerships with Holiday Inn and Days Inn, the event's marketing strategy in the tri-state 

area, and the appeal to an older, more mature demographic. A motion to approve $8,000 in 

event assistance was made by Janice Lucas and seconded by Jenna Haligas. The motion 

passed unanimously with all ayes. 

 

7. CEO Performance Agreement 

The board reviewed CEO Vigil's annual performance agreement. Discussion focused on 

potential changes to the U.S. Department of Labor's exempt salary threshold. The board 

considered it more prudent to increase the base salary than to provide a one-time bonus. All 

board members commended CEO Vigil for her performance. A motion to approve a 10% 

raise for CEO Vigil was made by Joshua Street and seconded by Brian Grainger. The motion 

passed unanimously with all ayes. 
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101 West Beach Drive � Panama City, FL 32401 

850.215.1700 � DestinationPanamaCity.com 

8. Marketing RFQ Presentations 

CEO Vigil informed the board that Origin withdrew from consideration, leaving 

presentations from Aqua Marketing & Communications and MDR. The board found both 

presentations impressive. CEO Vigil highlighted Aqua's proprietary data dashboard and 

familiarity with Florida destinations as advantageous, while MDR offered a fresh 

perspective. The board acknowledged the challenge in selecting between the two firms. 

A motion was made by Brian Grainger to direct CEO Vigil to work towards a contract with 

one of the firms to be ratified at the next board meeting. The motion was seconded by Janice 

Lucas and passed unanimously with all ayes. 

 

9. CEO Updates 

CEO Vigil provided updates on the following projects: 

• St. Andrews School – Progress report on renovations and ongoing activities. 

• Governor Stone Temporary Lease – Update on the terms and current status. 

• Living Shoreline Project – Status of the project and next steps. 

 

10. Public Comment 

There were no public comments. 

 

11. Adjournment 

A motion to adjourn was made at [Insert Time] by [Insert Name]. The meeting was 

adjourned. 

The next scheduled board meeting is on December 16, 2024, at 10:00 AM. 

Minutes Prepared by: 

Jennifer Vigil 

 

6



 
Tourist Development Tax Collections 

 

Panama City Community Development Council 
dba Destination Panama City 

Agenda Item Summary 

1. PRESENTER NAME: 
Jennifer M. Vigil  
President & CEO 

2. MEETING DATE: 
 
12/16/2024 

3. REQUESTED MOTION/ACTION: 
 
Board approve the Tourist Development Tax collections for FY24 as reported by Bay County Clerk of Court. 

4. AGENDA 
 

PRESENTATION   
PUBLIC HEARING   
CONSENT   
REGULAR   

5.  IS THIS ITEM BUDGETED (IF APPLICABLE)?:  YES  NO  IF NO, STATE ACTION REQUIRED  N/A 

      BUDGET ACTION:   
      FINANCIAL IMPACT SUMMARY STATEMENT:  
 
 
 
     DETAILED ANALYSIS ATTACHED?:  YES  NO  

6.  BACKGROUND:  (WHY IS THE ACTION NECESSARY, WHAT ACTION WILL BE ACCOMPLISHED, (WHO, WHERE, WHEN & HOW) 

 
Tourist Development Taxes are collected by Bay County Clerk of Court and reported to Destination Panama 
City for FY24. 
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FY24 FY23 FY22 FY21 FY20 FY19 FY18 FY17 FY16 FY15

OCT 125,972.87                     137,693.91                     135,808.08                     128,768.79                     123,861.73                     53,465.19                       101,281.73                     112,754.00                     94,571.27                       -                                   

NOV 96,379.91                       108,715.74                     100,118.98                     101,630.73                     91,643.79                       40,942.54                       69,765.50                       73,327.00                       66,059.88                       -                                   

DEC 89,073.66                       119,068.62                     81,802.37                       78,649.26                       82,443.03                       37,691.14                       69,355.65                       65,657.00                       62,079.90                       -                                   

JAN 110,283.09                     104,150.35                     132,165.89                     78,908.76                       79,980.05                       50,642.49                       66,053.88                       70,339.00                       78,155.39                       63,069.50                       

FEB 107,365.36                     117,442.22                     104,387.19                     87,288.10                       73,996.73                       59,891.56                       82,266.95                       85,637.00                       92,804.00                       87,845.52                       

MAR 164,873.58                     186,150.11                     182,793.74                     195,307.74                     88,811.23                       80,393.83                       147,842.53                     155,229.00                     159,731.00                     200,483.24                     

APR 179,092.08                     172,384.21                     180,812.49                     219,349.92                     66,107.75                       112,406.97                     148,755.72                     149,230.00                     153,227.00                     130,848.26                     

MAY 208,327.18                     202,955.46                     188,943.25                     280,541.00                     102,481.39                     139,913.92                     160,287.99                     159,517.00                     152,286.00                     146,220.71                     

JUN 253,368.12                     241,027.90                     263,818.71                     326,761.40                     280,201.96                     187,808.86                     240,405.16                     203,829.00                     210,619.00                     201,906.34                     

JUL 271,934.48                     264,447.93                     306,533.79                     434,980.46                     176,685.02                     231,805.34                     275,072.33                     262,982.00                     265,911.00                     238,143.02                     

AUG 146,821.33                     144,822.95                     170,409.27                     197,980.46                     125,871.61                     158,028.14                     132,766.82                     123,488.00                     108,223.00                     118,070.60                     

SEP 116,603.46                     126,735.78                     129,369.86                     158,520.08                     132,963.41                     125,158.45                     116,889.75                     113,733.00                     99,494.00                       95,907.58                       

TOTAL 1,870,095.12                  1,925,595.18                  1,976,963.62                  2,288,686.70                  1,425,047.70                  1,278,148.43                  1,610,744.01                  1,575,722.00                  1,543,161.44                  1,282,494.77                  

YTD Comparison 1,925,595.18                 1,976,963.62                 2,288,686.70                 1,425,047.70                 1,278,148.43                 1,610,744.01                 1,575,722.00                 1,543,161.44                 1,282,494.77                 

Variance -2.88% -5.41% -18.29% 31.23% 46.31% 16.10% 18.68% 21.19% 45.82%

 -

 500,000.00

 1,000,000.00

 1,500,000.00

 2,000,000.00

 2,500,000.00

FY24 FY23 FY22 FY21 FY20 FY19 FY18 FY17 FY16 FY15

TDT Year over Year Stack Comparison

OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP
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 Tourist Development Tax,  Bay County, Florida 
 

 

Bay County Tourist Development Tax, Post Office Box 1230,  Panama City, Florida  32402 

Express Delivery:  225 McKenzie Ave, Panama City, Florida  32401 

     Phone: (850) 747-5226      Fax: (850) 747-5212      

 Visit us at:  https://TDC.BayCoClerk.com/TouristTax/   Email:  TDC@BayCoClerk.com 
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 Tourist Development Tax,  Bay County, Florida 
 

 

Bay County Tourist Development Tax, Post Office Box 1230,  Panama City, Florida  32402 

Express Delivery:  225 McKenzie Ave, Panama City, Florida  32401 

     Phone: (850) 747-5226      Fax: (850) 747-5212      

 Visit us at:  https://TDC.BayCoClerk.com/TouristTax/   Email:  TDC@BayCoClerk.com 

 

 

 

 

 

 

 

Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct

Pre 3,564.54$        173.73$            83.14$            544.17$       704.53$           433.25$          631.92$       1,052.92$     535.69$       (54.50)$        7,669.39$        

Oct 125,023.61$    268.26$            50.00$            333.23$       247.77$           50.00$         125,972.87$    

Nov 184.71$          95,045.50$        467.65$          317.43$       183.45$           50.00$         131.17$       96,379.91$      

Dec 86,435.25$      739.43$       239.23$           498.82$          1,060.93$     50.00$         50.00$         89,073.66$      

Jan 253.10$          109,498.75$ 225.66$           133.85$          71.73$         50.00$         50.00$         110,283.09$    

Feb 112.36$       102,944.40$     3,439.12$        113.77$       525.37$       230.34$       107,365.36$    

Mar 97.06$         249.38$           163,606.56$    522.52$       150.00$       248.06$       164,873.58$    

Apr 571.26$          177,327.77$ 581.21$       50.00$         206.93$       354.91$       179,092.08$    

May 1,350.89$     204,261.46$ 1,864.59$     322.35$       466.09$       61.80$         208,327.18$    

Jun 712.45$       250,518.79$ 1,389.58$     570.60$       176.70$       253,368.12$    

Jul 571.83$       267,418.88$ 3,279.78$     663.99$       271,934.48$    

Aug 157.73$       297.27$       145,810.61$ 555.72$       146,821.33$    

Sep 434.50$       116,168.96$ 116,603.46$    

Post 508.88$       508.88$           

128,772.86$    95,487.49$        87,289.14$      111,642.43$ 104,794.42$     168,682.86$    181,079.53$ 206,380.49$ 253,162.94$ 271,447.50$ 151,452.18$ 118,081.55$ 1,878,273.39$  

Panama City

FY2024 Cash/Accrual Breakdown

Collected in
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 Tourist Development Tax,  Bay County, Florida 
 

 

Bay County Tourist Development Tax, Post Office Box 1230,  Panama City, Florida  32402 

Express Delivery:  225 McKenzie Ave, Panama City, Florida  32401 

     Phone: (850) 747-5226      Fax: (850) 747-5212      

 Visit us at:  https://TDC.BayCoClerk.com/TouristTax/   Email:  TDC@BayCoClerk.com 

Panama City 

 

 

2023/2024 As 

of 10/31/24

2022/2023 As of 

10/31/23

Variance Variance % 2022/2023 

FINAL 10/31/24

Oct 125,972.87$    137,580.62$      (11,607.75)$     -8.44% 137,693.91$     

Nov 96,379.91$      108,715.74$      (12,335.83)$     -11.35% 108,715.74$     

Dec 89,073.66$      117,467.56$      (28,393.90)$     -24.17% 119,068.62$     

Jan 110,283.09$    104,087.55$      6,195.54$        5.95% 104,150.35$     

Feb 107,365.36$    117,157.69$      (9,792.33)$       -8.36% 117,442.22$     

Mar 164,873.58$    185,782.82$      (20,909.24)$     -11.25% 186,150.11$     

Apr 179,092.08$    171,880.24$      7,211.84$        4.20% 172,384.21$     

May 208,327.18$    201,734.14$      6,593.04$        3.27% 202,955.46$     

Jun 253,368.12$    238,703.71$      14,664.41$      6.14% 241,027.90$     

Jul 271,934.48$    263,160.63$      8,773.85$        3.33% 264,447.93$     

Aug 146,821.33$    143,203.73$      3,617.60$        2.53% 144,822.95$     

Sep 116,603.46$    124,844.93$      (8,241.47)$       -6.60% 126,735.78$     

1,870,095.12$ 1,914,319.36$   (44,224.24)$     -2.31% 1,925,595.18$  

Accrual Attribution Data
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Tourist Development Tax Collections 

 

Panama City Community Development Council 
dba Destination Panama City 

Agenda Item Summary 

1. PRESENTER NAME: 
Jennifer M. Vigil  
President & CEO 

2. MEETING DATE: 
 
12/16/2024 

3. REQUESTED MOTION/ACTION: 
 
Board approve the Tourist Development Tax collections for FY25 as reported by Bay County Clerk of Court. 

4. AGENDA 
 

PRESENTATION   
PUBLIC HEARING   
CONSENT   
REGULAR   

5.  IS THIS ITEM BUDGETED (IF APPLICABLE)?:  YES  NO  IF NO, STATE ACTION REQUIRED  N/A 

      BUDGET ACTION:   
      FINANCIAL IMPACT SUMMARY STATEMENT:  
 
 
 
     DETAILED ANALYSIS ATTACHED?:  YES  NO  

6.  BACKGROUND:  (WHY IS THE ACTION NECESSARY, WHAT ACTION WILL BE ACCOMPLISHED, (WHO, WHERE, WHEN & HOW) 

 
Tourist Development Taxes are collected by Bay County Clerk of Court and reported to Destination Panama 
City for FY25. 
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FY25 FY24 FY23 FY22 FY21 FY20 FY19 FY18 FY17 FY16

OCT 131451.02 126,078.43                     137,693.91                     135,808.08                     128,768.79                     123,861.73                     53,465.19                       101,281.73                     112,754.00                     94,571.27                       

NOV 96,379.91                       108,715.74                     100,118.98                     101,630.73                     91,643.79                       40,942.54                       69,765.50                       73,327.00                       66,059.88                       

DEC 89,073.66                       119,068.62                     81,802.37                       78,649.26                       82,443.03                       37,691.14                       69,355.65                       65,657.00                       62,079.90                       

JAN 110,283.09                     104,150.35                     132,165.89                     78,908.76                       79,980.05                       50,642.49                       66,053.88                       70,339.00                       78,155.39                       

FEB 107,365.36                     117,442.22                     104,387.19                     87,288.10                       73,996.73                       59,891.56                       82,266.95                       85,637.00                       92,804.00                       

MAR 164,873.58                     186,150.11                     182,793.74                     195,307.74                     88,811.23                       80,393.83                       147,842.53                     155,229.00                     159,731.00                     

APR 179,092.08                     172,384.21                     180,812.49                     219,349.92                     66,107.75                       112,406.97                     148,755.72                     149,230.00                     153,227.00                     

MAY 208,327.18                     202,955.46                     188,943.25                     280,541.00                     102,481.39                     139,913.92                     160,287.99                     159,517.00                     152,286.00                     

JUN 253,368.12                     241,027.90                     263,818.71                     326,761.40                     280,201.96                     187,808.86                     240,405.16                     203,829.00                     210,619.00                     

JUL 271,934.48                     264,447.93                     306,533.79                     434,980.46                     176,685.02                     231,805.34                     275,072.33                     262,982.00                     265,911.00                     

AUG 146,821.33                     144,822.95                     170,409.27                     197,980.46                     125,871.61                     158,028.14                     132,766.82                     123,488.00                     108,223.00                     

SEP 116,603.46                     126,735.78                     129,369.86                     158,520.08                     132,963.41                     125,158.45                     116,889.75                     113,733.00                     99,494.00                       

TOTAL 131451.02 1,870,200.68                  1,925,595.18                  1,976,963.62                  2,288,686.70                  1,425,047.70                  1,278,148.43                  1,610,744.01                  1,575,722.00                  1,543,161.44                  

YTD Comparison 126,078.43                    1,925,595.18                 1,976,963.62                 2,288,686.70                 1,425,047.70                 1,278,148.43                 1,610,744.01                 1,575,722.00                 1,543,161.44                 

Variance 4.26% -2.88% -5.40% -18.28% 31.24% 46.32% 16.11% 18.69% 21.19%

 -

 500,000.00

 1,000,000.00

 1,500,000.00

 2,000,000.00

 2,500,000.00

FY24 FY23 FY22 FY21 FY20 FY19 FY18 FY17 FY16 FY15

TDT Year over Year Stack Comparison

OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP
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 Tourist Development Tax,  Bay County, Florida 
 

 

Bay County Tourist Development Tax, Post Office Box 1230,  Panama City, Florida  32402 

Express Delivery:  225 McKenzie Ave, Panama City, Florida  32401 

     Phone: (850) 747-5226      Fax: (850) 747-5212      

 Visit us at:  https://TDC.BayCoClerk.com/TouristTax/   Email:  TDC@BayCoClerk.com 
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 Tourist Development Tax,  Bay County, Florida 
 

 

Bay County Tourist Development Tax, Post Office Box 1230,  Panama City, Florida  32402 

Express Delivery:  225 McKenzie Ave, Panama City, Florida  32401 

     Phone: (850) 747-5226      Fax: (850) 747-5212      

 Visit us at:  https://TDC.BayCoClerk.com/TouristTax/   Email:  TDC@BayCoClerk.com 

 

 

 

 

Nov Dec Jan Feb Mar

Pre 7,548.47$        7,548.47$        

Oct 131,451.02$    131,451.02$    

Nov -$                

Dec -$                

Jan -$                

Feb -$                

Mar -$                

Apr -$                

May -$                

Jun -$                

Jul -$                

Aug -$                

Sep -$                

Post -$                

138,999.49$    -$                -$                -$             -$                 138,999.49$    

Panama City

FY2025 Cash/Accrual Breakdown

Collected in

A
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 Tourist Development Tax,  Bay County, Florida 
 

 

Bay County Tourist Development Tax, Post Office Box 1230,  Panama City, Florida  32402 

Express Delivery:  225 McKenzie Ave, Panama City, Florida  32401 

     Phone: (850) 747-5226      Fax: (850) 747-5212      

 Visit us at:  https://TDC.BayCoClerk.com/TouristTax/   Email:  TDC@BayCoClerk.com 

Panama City 

 

 

 

 

 

 

 

2024/2025 As 

of 11/30/24

2023/2024 As 

of 11/30/23

Variance Variance % 2023/2024 

FINAL 11/30/24

Oct 131,451.02$    125,023.61$    6,427.41$        5.14% 126,078.43$     

Nov-Sep -$                184.71$          

131,451.02$    125,208.32$    6,427.41$        5.13% 126,078.43$     

Accrual Attribution Data

17
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Financials 

 

Panama City Community Development Council 
dba Destination Panama City 

Agenda Item Summary 

1. PRESENTER NAME: 
Jennifer M. Vigil  
President & CEO 

2. MEETING DATE: 
 
12/16/2024 

3. REQUESTED MOTION/ACTION: 
 
Board accept the financial status reports as presented for period ending October 31, 2024. 

4. AGENDA 
 

PRESENTATION   
PUBLIC HEARING   
CONSENT   
REGULAR   

5.  IS THIS ITEM BUDGETED (IF APPLICABLE)?:  YES  NO  IF NO, STATE ACTION REQUIRED  N/A 

      BUDGET ACTION:   
      FINANCIAL IMPACT SUMMARY STATEMENT:  
 
 
 
     DETAILED ANALYSIS ATTACHED?:  YES  NO  

6.  BACKGROUND:  (WHY IS THE ACTION NECESSARY, WHAT ACTION WILL BE ACCOMPLISHED, (WHO, WHERE, WHEN & HOW) 

 
Attached is the October 2024 Financial Package for Board review and approval.  
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For management use only

Management Report

Destination Panama City

For the period ended October 31, 2024

Prepared on

December 1, 2024
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Destination Panama City 2/8

Statement of Net Position
As of October 31, 2024

Total

ASSETS

Current Assets

Bank Accounts

10001 Checking - Bankcorp South 628,394.07

10003 Checking - First Federal 10,400.99

Total Bank Accounts 638,795.06

Accounts Receivable

11500 Accounts Receivable (A/R) 480,254.33

Total Accounts Receivable 480,254.33

Other Current Assets

15510 Prepaid Insurance 10,650.43

15520 Deposits 700.47

Total Other Current Assets 11,350.90

Total Current Assets 1,130,400.29

Fixed Assets

16500 Allowance for Depreciation -117,689.96

16600 Fixed Prop Machinery & Equipment 24,908.99

16610 Buildings & Land 1,360,555.00

16630 Furniture & Fittings 2,730.00

16700 Leased Equipment 2,280.00

16800 Accumulated amortization -1,995.00

Total Fixed Assets 1,270,789.03

TOTAL ASSETS $2,401,189.32

LIABILITIES AND EQUITY

Liabilities

Current Liabilities

Accounts Payable

20200 Accounts Payable (A/P) 22,825.58

Total Accounts Payable 22,825.58

Other Current Liabilities

20400 Advance Deposits 100,000.00

21600 Compensated Absences 47,413.86

Payroll Liabilities

21822 Dental Insurance -209.82

21824 Life Insurance -72.10

21825 Vision Insurance -43.42

Total Payroll Liabilities -325.34

Total Other Current Liabilities 147,088.52

Total Current Liabilities 169,914.10

21



Destination Panama City 3/8

Total

Long-Term Liabilities

22500 Lease Payable 285.00

Total Long-Term Liabilities 285.00

Total Liabilities 170,199.10

Equity

27100 Fund Balance - Unrestricted 708,645.12

27200 Net Investment in Capital Assets 1,309,500.00

Retained Earnings 212,888.24

Net Revenue -43.14

Total Equity 2,230,990.22

TOTAL LIABILITIES AND EQUITY $2,401,189.32
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Destination Panama City 4/8

Statement of Revenues, Expenses and Change in Net Position
October 2024

Total

Oct 2024 Oct 2024 (YTD)

REVENUE

31000 Bay County TDC Contract 255,091.67 255,091.67

35000 Event Income 527.00 527.00

35915 Event Booth Rental 648.00 648.00

36200 Facility Rent Income 1,306.50 1,306.50

366140 Pvt Contribs & Donations 20.00 20.00

38000 Interest Income 517.35 517.35

Total Revenue 258,110.52 258,110.52

GROSS PROFIT 258,110.52 258,110.52

EXPENDITURES

51200 Regular Salaries 21,224.76 21,224.76

52100 FICA 1,611.63 1,611.63

52200 Retirement Contributions 1,209.08 1,209.08

52207 Health Insurance 3,234.38 3,234.38

52208 Dental Insurance 134.70 134.70

52300 Life Insurance 30.90 30.90

53400 Other Contractual 624.49 624.49

53401 Marketing Contractual Services 95,646.66 95,646.66

54000 Travel per Diem Staff 1,302.57 1,302.57

54100 Communications 950.24 950.24

54300 Utility 9,997.95 9,997.95

54400 Rentals & Leases 681.87 681.87

54500 Insurance 1,187.06 1,187.06

54600 Repair & Maintenance 694.00 694.00

54800 Promotional Activities 86,800.69 86,800.69

54801 Creative Services 5,000.00 5,000.00

54803 Photography/Videography 19,488.00 19,488.00

54900 Other Current Charges 70.68 70.68

55400 Books, Pubs, Memberships 8,249.00 8,249.00

55500 Training 15.00 15.00

Total Expenditures 258,153.66 258,153.66

NET OPERATING REVENUE -43.14 -43.14

NET REVENUE $ -43.14 $ -43.14
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Explanation provided for line items greater than 20% of annual budget

Percentage of Year complete = 8% 

Actual Budget Remaining % of Budget Explanation

Revenue

   31000 Bay County TDC Contract 255,091.67  1,984,429.00  1,729,337.33  12.85%

   35000 Event Income 527.00  100,000.00  99,473.00  0.53%

   35915 Event Booth Rental 648.00  0.00  -648.00  100.00%

   36200 Facility Rent Income 1,306.50  10,000.00  8,693.50  13.07%

   366140 Pvt Contribs & Donations 20.00  0.00  -20.00  100.00%

   38000 Interest Income 517.35  0.00  -517.35  100.00%

   39500 Cash Carry Forward/County Contract 0.00  700,000.00  700,000.00  0.00%

   39600 Unrestricted Cash 0.00  325,000.00  325,000.00  0.00%

   Contributed income

      Grants from other nonprofits 0.00  375,000.00  375,000.00  0.00%

   Total Contributed income $                            0.00  $                 375,000.00  $                 375,000.00  0.00%

Total Revenue $                 258,110.52  $              3,494,429.00  $              3,236,318.48  7.39%

Gross Profit $                 258,110.52  $              3,494,429.00  $              3,236,318.48  7.39%

Expenditures

   51200 Regular Salaries 21,224.76  390,629.18  369,404.42  5.43%

   51500 Special Pay 0.00  16,838.60  16,838.60  0.00%

   52100 FICA 1,611.63  29,548.87  27,937.24  5.45%

   52200 Retirement Contributions 1,209.08  39,062.92  37,853.84  3.10%

   52207 Health Insurance 3,234.38  40,851.24  37,616.86  7.92%

   52208 Dental Insurance 134.70  2,650.08  2,515.38  5.08%

   52300 Life Insurance 30.90  618.00  587.10  5.00%

   52400 Workers Comp 0.00  3,125.00  3,125.00  0.00%

   52500 Unemployment Insurance 0.00  1,500.00  1,500.00  0.00%

   53100 Professional Services 0.00  7,500.00  7,500.00  0.00%

   53200 Accounting & Auditing 0.00  28,410.00  28,410.00  0.00%

   53400 Other Contractual 624.49  22,610.00  21,985.51  2.76%

   53401 Marketing Contractual Services 95,646.66  203,156.00  107,509.34  47.08% Annual 

Subscriptions Key 

Data $16,125, ITI 

Digital $19,500, 

Zartico $35,000, 

Placer.ai $16,000, 

iDSS Global 

$3,000, Aqua 

$4,166

   54000 Travel per Diem Staff 1,302.57  41,300.00  39,997.43  3.15%

   54001 Travel Per Diem Non-Staff 0.00  13,000.00  13,000.00  0.00%

   54100 Communications 950.24  12,000.00  11,049.76  7.92%

   54200 Postage & Freight 0.00  17,000.00  17,000.00  0.00%

   54300 Utility 9,997.95  49,200.00  39,202.05  20.32% Water Leak at St 

Andrews School.  

Total bill for 9/20-

10/25/24 $7,538

   54400 Rentals & Leases 681.87  9,660.00  8,978.13  7.06%

   54500 Insurance 1,187.06  28,000.00  26,812.94  4.24%

   54600 Repair & Maintenance 694.00  28,100.00  27,406.00  2.47%

   54700 Printing & Binding 0.00  38,500.00  38,500.00  0.00%

   54800 Promotional Activities 86,800.69  1,096,650.00  1,009,849.31  7.92%

   54801 Creative Services 5,000.00  60,000.00  55,000.00  8.33%

   54802 Media Commissions 0.00  49,000.00  49,000.00  0.00%

   54803 Photography/Videography 19,488.00  50,000.00  30,512.00  38.98% Orange Video 

$19,488

   54900 Other Current Charges 70.68  30,000.00  29,929.32  0.24%

   55100 Office Supplies 0.00  1,500.00  1,500.00  0.00%

   55200 Operating Supplies 0.00  20,000.00  20,000.00  0.00%

Destination Panama City

Budget vs. Actuals: Budget_FY25_P&L - FY25 P&L 
October 2024

5/824



   55400 Books, Pubs, Memberships 8,249.00  27,475.00  19,226.00  30.02% Destinations 

International 

Annual 

Membership 

$3,319 & 

Destinations 

Florida Annual 

Membership 

$3,953

   55500 Training 15.00  10,500.00  10,485.00  0.14%

   55700 Operational Reserve for Contingency 0.00  621,044.11  621,044.11  0.00%

   56200 Buildings 0.00  500,000.00  500,000.00  0.00%

   56400 Machinery & Equipment 0.00  5,000.00  5,000.00  0.00%

Total Expenditures $                 258,153.66  $              3,494,429.00  $              3,236,275.34  7.39%

Net Operating Revenue -$                         43.14  $                            0.00  $                          43.14  

Net Revenue -$                         43.14  $                            0.00  $                          43.14  

6/8
25



Destination Panama City 7/8

A/R Aging Summary
As of October 31, 2024

Current 1 - 30 31 - 60 61 - 90 91 and over Total

The Rotary Club of Panama City 1,584.00 1,584.00

Tourism Contract 0.00

Bay County 24/25 243,403.74 243,403.74

Bay County Contract 23-24 221,981.11 -2.00 221,979.11

St Andrews School 13,287.48 13,287.48

Total Tourism Contract 478,672.33 -2.00 478,670.33

TOTAL $478,672.33 $1,584.00 $ -2.00 $0.00 $0.00 $480,254.33 TB
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Destination Panama City 8/8

A/P Aging Summary
As of October 31, 2024

Current 1 - 30 31 - 60 61 - 90 91 and over Total

Aqua 9,166.66 9,166.66

Beach TV Cable Company, Inc 165.75 165.75

BFG Productions PCB, LLC 318.00 318.00

City of Panama City 7,538.17 7,538.17

Clear Channel Outdoor 1,800.00 1,800.00

Dewberry Engineers, Inc. -2.00 -2.00

Down to Earth Outdoor Services, LLC 300.00 300.00

Lamar Companies 2,100.00 2,100.00

Print Source -6.00 -6.00

WMBB 1,445.00 1,445.00

TOTAL $22,833.58 $0.00 $ -8.00 $0.00 $0.00 $22,825.58 TB
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���� 597:M Ĉ��B�	j�3��L	ee� S57L:TTG995969T6898: �̀22	
�
���� 597UU C̀�1P	e�k�	��3	
���	����C�2Lb SMUGM95969T6898: �̀22	
�
���� 597:U ?�����	@11�=����B	<�2=�����Lb SUL8T9GO75969T6898: �̀22	
�
���� 597U5 �̀
	��=��
	�A��;�C	�D	���b SUKKG995969T6898: �̀22	
�
���� 597:7 c�22�	\�CB�	j��3�C	\����1��2	b S595GOM5969T6898: �̀22	
�
���� 597UO Z�C�A�A���	�2�����B S8O5G775969T6898: �̀22	
�
���� 597UM ��k;�CC
	Z�B����C�L	N�1G SMLUM8GM95969T6898: �̀22	
�
���� 597:9 �f��C�_�3�� SULM:OG995969T6898: �̀22	
�
���� 597U9 @�2��	̂;�1=C�L	N�1 S89L999G995969T6898: �̀22	
�
���� 597:O 
2�1�C	e�;�L	N�1 S5OL999G995969T6898: �̀22	
�
���� 597U8 �̀�1A	Yj	��;2�	���F��
L	N�1 S5L55OG:95969T6898: �̀22	
�
���� 597:K 0�
���3	a���� ST98GU75969T6898: �̀22	
�
���� 597M9 m�C��1�	N�1G SUML999G99596556898: 
�
C�22	�A�1P �� 
��C�1��	?	̀2�P� S5LTO7G88596556898: 
�
C�22	�A�1P �� @=;C�
	ZG	f��P�22 S5LK7:G8U596556898: 
�
C�22	�A�1P �� a����D�C	j�B�2 S:L:9OGMU596556898: 
�
C�22	�A�1P �� <A�2;��	eG	<1�FF�� S8L55TG5K

586568:L	594U5	
_ �;�=�4;2��P

�;�=�4;2��P 56U

TB

28



����������	

��
�
�����


��� ���� ������� ����� ����������
��
�����
�	 ������ !"#$ %&'()*++),��� -+.. �������/��
�����
�	 �� -+..�01"() 

 2",,'(�����*-'31$ �����/��
�����
�	 �� -+..�01"() 

 2",,'(�����*-'31$ ����

�

�
�����
�	 01"() �04 �.+-'5��
"6�-$!"#$�+7��"8"#&" �����	/�
�����
�	 *'..��� !"#$ �
�/� 9�:#!�,$"-,�+7���#�!��0'$ �; ���	�

�
�����
�	 *'..��� !"#$ �
�/	 �0*���6�0+!6�# ��<#(� ��	���
�

�
�����
�	 *'..��� !"#$ �
��� 0'$ �+7���#�!��0'$ �����
��
�����
�	 *'..��� !"#$ �
��� 
�#("�=-�>"��..�01�-!"5��6�; ��

�

�
�����
�	 *'..��� !"#$ �
��� ?&.7�0+�,$�01'.5-"#@,��58+(�(; ��

�

�
�����
�	 *'..��� !"#$ �
�/� ��$$'�*.�)" �/
�	��
�����
�	 *'..��� !"#$ �
�/� A�** �������

�
�����
�	 *'..��� !"#$ �
�// A�A �/������
�����
�	 *'..��� !"#$ �
��� �'-,$��"5"-�.�*�#) ��	�����
��
�����
�	 *'..��� !"#$ �
��� *&-)"�*.&" �/���

�
�����
�	 *'..��� !"#$ �
��� �.�B�!���"5'��?-+&6 �����

�

�
�����
�	 *'..��� !"#$ �
��/ 0."�-�01�##".��&$5++- ����

�

�
�����
�	 *'..��� !"#$ �
�/
 '4"�-$�"5'� �	�	�

�
�����
�	 ��6"#," ��/������


������	 �-'#('6�.�9'7"�<#,&-�#("�0+!6; ��/���	�
�����
�	 ��6"#," ������	
�/	��
��	 ��9��+-$1:",$��9 ���
������
�����
�	 ������ !"#$ %&'()*++),��� -+.. ����������
�����
�	 �� -+..�01"() 

 �&B-" ����4�,)".. �����	����
�����
�	 �� -+..�01"() 

 ��$-'('��=�*.�)" ���
�	����
�����
�	 �� -+..�01"() 

 2",,'(�����*-'31$ ����

�

�
�����
�	 �� -+..�01"() 

 2",,'(�����*-'31$ �����/��
�����
�	 �� -+..�01"() 

 2"##'7"-�C'3'. �	��/�����
�����
�	 �� -+..�01"() 

 �1".B'"�9���('66'+ ����
�����
�����
�	 ��6"#," ���
���������
��	 ��9��+-$1:",$��9 ������
�
�����
�	 ��6"#," ��
���	������
��	 ��9��+-$1:",$��9 �		����
�����
�	 01"() �
��� ��.$:�$"-��+('�. �����	�

�
�����
�	 ������ !"#$ %&'()*++),��� -+.. ����
�+$�.
"6+,'$,��#5�+$1"-�(-"5'$,�(."�-"5���	�
��� ���� ������� ����� ����������
��
�
���
�	 
"6+,'$ ���	/�
�
���
�	 
"6+,'$ 	������
��
��
�	 
"6+,'$ ��/����
��/��
�	 
"6+,'$ ����
�

�
�����
�	 
"6+,'$ /��	��
�����
�	 
"6+,'$ �

�

�
�����
�	 
"6+,'$ ������
��
��
�	 
"6+,'$ ��
��	�
�����
�	 
"6+,'$ �/
�	��
�����
�	 
"6+,'$ ��/�
��
�����
�	 �"("'8"��� !"#$ �+&-',!�0+#$-�($D*� �0+&#$ �; ����	/	����
�����
�	 �"("'8"��� !"#$ �+&-',!�0+#$-�($D�$��#5-":,�; ���/		�/��
�����
�	 
"6+,'$ �	���
�
��
��
�	 
"6+,'$ 	���
��+$�.EFFGHGIJKL�MJNIOPKHGIJ�#(."�-"5�(1"(),��#5�6� !"#$,��,�+7��
�����
�	
��� ���� ������� ����� ����������
��
�����
�	 *'..��� !"#$ �
�/� 9�!�-�0+!6�#'", ��
/�/	�
�����
�	 *'..��� !"#$ �
��	 0"#$"-��($'+#�0+!!'$$"" ��

�

�
�����
�	 *'..��� !"#$ �
��� 0�-8"-$',"��<#( ����������
��
��
�	 *'..��� !"#$ �
��/ �� !+#5�2�!", ��	/��/�
��
��
�	 *'..��� !"#$ �
��	 �"+6.",��'-,$�<#,&-�#("��"-8'; ������


������	���
D����� �B+&$DB.�#)

�B+&$DB.�#) ���29



����������
����	
	�������
�
���


��� ���� ������� ����� ����������
��	��	��	�� ��  ��!"#$%& �	
�� '$(�)*% ��+�����	��	��	�� ��  ��!"#$%& �	
�� ,$--($"��* *./� ��		�		�	��	��	�� ��  ��!"#$%& �	
�+ �0��%1�(*%#$%&! �� *(�.!��223 �������		�	��	��	�� ��  ��!"#$%& �	
�	 4�5��(*.67&�*%8��223 ��		�		�	��	��	�� ��  ��!"#$%& �	
�
 �!(&989�%$�3 $!%�%: ��	���
�	��	��	�� ��  ��!"#$%& �	
�� �!(*%���79��!(;$&�%: �����		�	��	��	�� ��  ��!"#$%& �	
�� 
$8&�%!&�*%8�<%&$(%!&�*%! �����
�		�	��	��	�� ��  ��!"#$%& �	
�� =$  8��!(:*�'$%.*(���%!%7�! �> ���
�	��	��	��	�� ��  ��!"#$%& �	
�� ,$88�7!��(�:9& ���	����	��	��	�� ��  ��!"#$%& �	
�� �=� �����������*&! �%7 $!($.�79$7;8�!%.�?!"#$%&8�!-&$(��	�����	��
��� ���� ������� ����� ����������
����	���	�� �!"(*  �39$7; 

 ,$88�7!�����(�:9& ����������	���	�� �!/��!"#$%& @6�7;�**;8��!"(*  ���
+��+����	���	�� �!"(*  �39$7; 

 �9$ A�$�2���7�??�* �������+����	���	�� �!"(*  �39$7; 

 ,$%%�-$(�'�:� ����	
�+����	���	�� �!"(*  �39$7; 

 �6A($"����4!8;$  ����
�������	���	�� �!"(*  �39$7; 

 �!&(�7�!�B�� !;$ ���	�	������	���	�� �!"(*  �39$7; 

 ,$88�7!�����(�:9& ����		�		�*&! �%7 $!($.�.$?*8�&8�!%.�*&9$(�7($.�&8�!-&$(��	�����	��
��� ���� ������� ����� ����������
��������	�� �$7$�1$��!"#$%& �		�+�� �*6(�8#�3*%&(!7&C�!"�3*6%&"�> ����
�
����*&! 

����������	C����� !A*6&CA !%;

!A*6&CA !%; ���30



31



32



33



34



      

           

  

    
   

  

  
 

  

 
 

 
 

   
 

  
  

 

    

 

    

    

   
  

  
 

    

  

          

                     

                           

                       

        

                        

       

          

                      

                          

      

           

                           

                                 

                    

        

      

      

                       

     

                        

                       

     

        

                   

                    

                    

                          

   

35



�����������	
�����	���
�����	��������	�	�����	������ !	"���#�	$�����	��%��%&�&'($�)*�+,+-.+)*	($")(./�0��0�1�2	��3	4567465758/�0��0�1�2	9
3	:;<����	=�����>�
	0?��@��	��2�	��	�A����0�����	�B��A	�?��	2���	�A��C�	��01;2�2	��	�?��	A�D�A�EFGHH��I J:�:��������	9�@�����@	9�1��0� 47K877EL7M���A���	��A��2 7E7L�?�0N�	��2	D�
�����	01��A�2	O7P 7E77��D�����	��2	��?�A	0A�2���	01��A�2	O7P 7E77:��������	��2��@	9�1��0� 47K877ELL/�@����A	9�1��0�	��	�B	476Q465758 47K877ELL

4564658K	473Q4	
R �9�;�391��N

�9�;�391��N 464

TB

36



37



38



39



40



41



42



43



����������	����

�������
�����

�������������
����
������

��������	���
��
��	��	��
����

�
���	��������	����

����� 	��

!"#!$#%"%&!"#!$#%"%&
������'��('�	)*���

��	�� ���
+$&"",!-./""*����

0����	
�0��
������
��/'��('�/�+%%12

��'32�	4'5'�
+-$&%/&-26

%%"
789::	;<=>?,!-./""

!!#%#%"%&!!#%#%"%&
������'�	)5��52�(


�3�	���
+$&"!,!!"/""����	

��
����	@�0	��
A���
B+"CBBBB&+%%12

��'32�	4'5'�
-$$$%/&-26

%%"
!!#!#%"%&!!#!#%"%&

������'�	)5��52�(

�3�	���

+$&"!,!D%B+/""�����
 �	E�0����	�����������

B+"CBBBB&+%%12
��'32�	4'5'�

-$$$%/&-26
%%"

!"#%F#%"%&!"#%F#%"%&
��������2��'	)�G�

�5��	
(�
� �
+$&"!,%"/""����5

��	��0��
������
G���
��2�+%%12

��'32�	4'5'�
+-$&%/&+26

%%"
!"#-#%"%&!"#-#%"%&

����������2		)���
�2

+$&"!,%../.F���0
�	����	
�0��
������

&"BC+$FCF "+%%12
��'32�	4'5'�

+-$&%/&"26
%%"

789:H	;<=>?,!D-!&/.F
!"#!-#%"%&!"#!-#%"%&

������I'�����	�J�
��	���I	G��2�

+&""",$&&/F"
����	G
��� 	C	
�
	�
�A� 	E
���
	��

��C(�
�G������ 2+%%12

��'32�	4'5'�
-"!!%/&.26

%%"
!"#!-#%"%&!"#!-#%"%&

������(�2�			)��' �
+&""",++/!+
����	�


�A� 	C	
�
	�
�A� 	E
���
	�
���C(�

G2��/(�2�+%%12
��'32�	4'5'�

&!%!%/&"26
%%"

!"#!-#%"%&!"#!-#%"%&
������(�2�			)��' �

+&""",+%/&B
����	�

�A� 	C	
�
	�
�A� 	E
���
	�

���C(�
G2��/(�2�+%%12

��'32�	4'5'�
&!%!%/&"26

%%"
!"#!"#%"%&!"#!"#%"%&

�������2���	�'�			))
)))))))B.. "

+&""",&B!/.+����

�����	�����
����	
����	�


�A� 
B""C%%!!%+%%12

��'32�	4'5'�
$"+B%/&-26

%%"
!"#.#%"%&!"#.#%"%&

�������2���	�'�			))
)))))))%B!"

+&""",$FF/.+
����	�

�A� 	C	�J	�
�A� 	K	��A���

�
�	�
���	
��@
B""C%%!!%+%%12

��'32�	4'5'�
$"+B%/&-26

%%"
!"#%$#%"%&!"#%$#%"%&

��������(���J	'��
	K	
('�2
	 4

+&""",!&&/-BG��� 
	��
	'C-+	E� ����	�����
	


��@����
4����
��!B.%12



'��	��'5G�
$B%.%/&"26

%%"
79:::	;<=>?,!D&&+/.!

!"#$"#%"%&!"#$"#%"%&
��������J�(	1�2L


	���'��	K	5�' �
+&""!,!+"/.!'���


����	�
��	��
	��
������	��
�����	�����

������	�'+%%12
��'32�	4'5'�

+B!%%/&-26
%%"

79::H	;<=>?,!+"/.!
!"#!F#%"%&!"#!F#%"%&

������(
�
	��	!!-%
F%""+!

+&%"",!D"%%/""�����
��	��
	��A����
�	�����
�

������	� '+$"
G
2��'2	
�'��'�.

&"%%/&!26%
%"

!"#%.#%"%&!"#%.#%"%&
������(�
)�'��'�5

	�2��2�
+&%"",%+%/.F
����

���	��	4�����
M�	5�����	��	�
�����

B""CB!!C! F!B.%12


'��	��'5G�

&%!+%/&-26
%%"

!"#!-#%"%&!"#!-#%"%&
������(
�
	
����


	2��'�' �
+&%"",!""/""�����

��	��
	
�����/���	�����
��

BBBC&$&C""!B.%12


'��	��'5G�

.&"%%/&&26
%%"

!"#$#%"%&!"#&#%"%&
������(
�
	
����


	2��'�' �
+&%"",!+"/""�����

��	��
	
�����/���	�����
��

BBBC&$&C""!B.%12


'��	��'5G�

.&"%%/&&26
%%"

79N::	;<=>?,!D+%&/.F
!!#!#%"%&!!#!#%"%&

�������J	)
����52
	�2�� �

+&&"",&F%/B"
��
�
��	(���	����� 

B+"CF&"C%!+%%12
��'32�	4'5'�

&%%+%/&&26
%%"

799::	;<=>?,&F%/B"
!"#!-#%"%&!"#!-#%"%&

������3���������	��
��	��
���

+&+"",!D&!$/-"
��	
�
��� 	���0� ���	�� �	'���
��

��
������+%%12

��'32�	4'5'�
F$""%/&B26

%%"
797::	;<=>?,!D&!$/-"

!"#.#%"%&!"#.#%"%&
��������'��'4'� J

+&-"",-&$/"+��A��
��
�	�����
�

B+BCF-.F-"+$"
G
2��'2	
�'��'�%

-&!%/&$26%
%"

!"#.#%"%&!"#.#%"%&
��������'��'4'�J

+&-"",F!/%"��A��
��
�	�����
�

B+BCF-.F-"+$"
G
2��'2	
�'��'�%

-&!%/&$26%
%"

79O::	;<=>?,B"&/%+
!"#%&#%"%&!"#%&#%"%&

������3G)	3�'��'�	�
E2
��2	��

+&B"",$"$/&!'���

����	�
��	��
	��
������	��

����
EEE/3�'�+$"
G

2��'2	
�'��'�-
..!%/&"26%

%"
!"#!&#%"%&!"#!&#%"%&

������4'
����'� �
+&B"",%BF/&B
�����


�	��
	��A����
�	�����
�
BFFC%"-C&.+$"
G

2��'2	
�'��'�%
-&!%/&"26%

%"
!"#.#%"%&!"#.#%"%&

������3���
��'�5
		)!"!B%&$$.

+&B"",!$/-+������
 	����	��
	�������	�������

�
!BBCB..C$ -+$"
G

2��'2	
�'��'�-
$$$%/&!26%

%"
!"#%%#%"%&!"#%%#%"%&

���������P��	�I�
��)P�B%�!�E"

+&B"",.B/&%��
��
����	�@��	��A��@���	��
	�

���	��
���	��	������
��Q�/���#!F.&�(

��2J	2	G�
I2��+
.&%%/&-26%

%"
!"#%!#%"%&!"#%!#%"%&

������G��2�	'��'5�
	������

+&B"",$F$/%&%	����
�	���� 	����	��
	���������

�	@����
�
B/+26".!F.&�(�

�2J	2	G�
I2� �$B
!$%/&.26%%

"
!"#%!#%"%&!"#%!#%"%&

���������P��	�I�
��)''!%�$J*$

+&B"",&&B/&F��
��
����	�@��	��A��@���	��
	�

���	��
���	��	������
��Q�/��� #!F.&�(

��2J	2	G�
I2��+
.&%%/&-26%

%"
!"#!F#%"%&!"#!F#%"%&

���������2��
	G�
�2	�2���	K	5

+&B"",$+"/!B�
�A�
 	@
���
	�����	��
	
�
	�
�A�  

������	�'!F.&�(
��2J	2	G�
I2��+

-!.%/&$26%
%"

!"#&#%"%&!"#&#%"%&
������G��2�	'��'5�

	������
+&B"",.&$/$BG��� 

	����	��
	���	�� ��������

�	��
	����0�
����

B/+26".!F.&�(�
�2J	2	G�
I2� �$B

!$%/&.26%%
"

!"#$"#%"%&!"#$"#%"%&
������
�	
�52	
�J�

2	5'3�
+&B"",%&/+F'���	�

�
	�2��	��� �����	����	0��
���

!B+C"F.!F!B.%12


'��	��'5G�

+F.!%/&"26
%%"

!"#$"#%"%&!"#$"#%"%&
������
*	)���2	���

��2�	3��E2�	 

+&B"",!F/%"'���	�

�
	�2��	��� �����	����	0��
���

������	���!B.%12


'��	��'5G�

+..%%/&-26
%%"

!"#$"#%"%&!"#$"#%"%&
������
*	)��JE'��

GD	���
+&B"",!+/!!'���	�

�
	�2��	��� �����	����	0��
���

������	�� �!B.%12


'��	��'5G�

+...%/&-26
%%"

!"#$"#%"%&!"#$"#%"%&
������5�  �
�	��	�
�	�

�	�����	�
+&B"",$%/&"�
����

��	���	��
	�
�	E� �	����
������	�� �!B.%12



'��	��'5G�
+.-!%/&+26

%%"
!"#$"#%"%&!"#$"#%"%&

��������P2�C'�	��'�
�'�5	K	2�5��

+&B"",!-/"-'���	�
�
	�2��	��� �����	����	0��

���
������	� '!B.%12



'��	��'5G�
+$..%/&-26

%%"
!"#B#%"%&!"#B#%"%&

������
�'�I2�	�(�
2

+&B"",!D%$B/+$��A��
�	K	3

	������
�


�'�I2��(!B.%12


'��	��'5G�

+!!!%/&+26
%%"

!!#!#%"%&!!#!#%"%&
������5��5�2	)��


..$+"F++&&
+&B"",$&/B"5���

 �	���� ��	���	��
	���R	��
�R

��S���� �$B&.��
��'�'�	I	���I2-

$!!%/&-26%
%"

!"#$!#%"%&!"#$!#%"%&
������3��2�I	)%
1F

��&-�%
+&B"",%+&/B$3���0

���	2A���	������	��
	����
�����	����	

F+"C+&$&B "$B&.��
��'�'�	I	���I2-

$!!%/&B26%
%"

79T::	;<=>?,&D&&"/B%
!"#!-#%"%&!"#!-#%"%&

������I'�����	�J�
��	���I	G��2�

+&."",+/$F��	�
��	'���(�2	'�	�2'��(�


2�2� �
-/"&26".+%%12�

�'32�	4'5'�-"
!!%/&.26%%

"
79U::	;<=>?,+/$F

!"#$!#%"%&!"#$!#%"%&
������
��
��(�/�

��
++%"",!&$/+.����


	��@� �D	�����D	�����D	���/
	��
	������

BBBC-&FC- -!B.%12


'��	��'5G�

+$""%/&%26
%%"

!"#!"#%"%&!"#!"#%"%&
������G�����	3�2'

5G�	����
	+FF
++%"" V,F/&-W�����

	��
	� ���
��� 	0�R��
������	�'!B.%12



'��	��'5G�
-/&%26%%"

!"#!"#%"%&!"#!"#%"%&
��������E2
	X""&&

B)
++%"",!B/"$�����

	��
	� ���
��� 	0�R��
������	� '!B.%12



'��	��'5G�
+%""%/&-26

%%"
!"#.#%"%&!"#.#%"%&

������G�����	3�2'
5G�	����
	+FF

++%"",F/&-�����
	��
	� ���
��� 	0�R��

������	� '!B.%12


'��	��'5G�

+%+!%/&%26
%%"

!"#&#%"%&!"#&#%"%&
������
��
��(�	XB

!+!
++%"",-"/&F����

�	K	�����	��
	������
������	�'!B.%12



'��	��'5G�
+$""%/&%26

%%"
77N::	;<=>?,%$%/"B

!!#%#%"%&!!#%#%"%&
��������2��'	)�G�

�5��	
(�
� �
++&"",%"/""����5

��	����� �	��0��
������
G���
��2�!B.%12



'��	��'5G�
+-$&%/&+26

%%"
!"#!"#%"%&!"#!"#%"%&

������
����
/���
++&"",!./..
���

��/���	����� �	��0��
��
����

B++CF"BC% F!B.%12


'��	��'5G�

+"&+%/&-26
%%"

779::	;<=>?,$./..
!"#!"#%"%&!"#!"#%"%&

������'�'	�'5'���	��
�32�2��2

+++"",!D"!F/+"����

�����	�����
����	������


�����	4��� #
������
EEE/'�'�'+%%12

��'32�	4'5'�
-$-.%/&"26

%%"
777::	;<=>?,!D"!F/+" YZ>[\	;<=>?!$&$!/%&

44



 
Procurement Policy Update - ACH 

 

Panama City Community Development Council 
dba Destination Panama City 

Agenda Item Summary 

1. PRESENTER NAME: 
Jennifer M. Vigil  
President & CEO 

2. MEETING DATE: 
 
12/16/2024 

3. REQUESTED MOTION/ACTION: 
Staff recommends that the Board approve the update to the Purchasing Policy to allow for manual ACH payments for 
vendors with varying invoice amounts. This change promotes financial efficiency while maintaining oversight and 
accountability for all payments. 

4. AGENDA 
 

PRESENTATION   
PUBLIC HEARING   
CONSENT   
REGULAR   

5.  IS THIS ITEM BUDGETED (IF APPLICABLE)?:  YES  NO  IF NO, STATE ACTION REQUIRED  N/A 

      BUDGET ACTION:   

      FINANCIAL IMPACT SUMMARY STATEMENT: THIS CHANGE IS EXPECTED TO REDUCE PROCESSING FEES 

ASSOCIATED WITH CREDIT CARD PAYMENTS AND ELIMINATE DELAYS CAUSED BY THIRD-PARTY PAYMENT 

PROCESSORS. NO ADDITIONAL COSTS ARE ASSOCIATED WITH THE IMPLEMENTATION OF MANUAL ACH 

PAYMENTS, AND EXISTING INTERNAL CONTROLS WILL BE MAINTAINED. 
 
 
 
     DETAILED ANALYSIS ATTACHED?:  YES  NO  

6.  BACKGROUND:  (WHY IS THE ACTION NECESSARY, WHAT ACTION WILL BE ACCOMPLISHED, (WHO, WHERE, WHEN & HOW) 

 
Destination Panama City’s current Purchasing Policy limits payment methods to checks, credit card payments, 

automatic renewals for subscription services, and ACH for vendors with determined fees (health insurance 

premiums). While effective in many instances, this approach has presented operational challenges in managing 

payments for vendors whose invoices fluctuate month-to-month (e.g., utilities and service providers like Florida 
Power & Light and UPS). Credit card processing fees and third-party processor limitations further complicate 
payments to these vendors. 

 
Proposed Change: 
The proposed change allows for manual ACH payments for vendors with varying invoice amounts. Unlike auto-
debit payments, which automatically deduct payments from the organization’s account, manual ACH payments 
offer greater control and oversight. Payments will be processed only after the invoice is reviewed and 
authorized by the President & CEO (or their designee). This policy provides flexibility to pay variable expenses 
more efficiently while maintaining financial controls. 

 
Key Highlights of the Change: 

• Manual ACH Payments Only: Payments are initiated manually and only for vendors with fluctuating 
invoice amounts, such as utilities and shipping services. 

• Oversight & Accountability: The President & CEO (or their designee) will review invoices for accuracy 
and authorize payments. Supporting documentation will be included in the monthly financial report 
submitted to the Accountant for inclusion in the County reimbursement package. 

• Exclusions: Auto-debits to vendors are not allowed. Automatic payments are still permitted for 
subscription renewals (e.g., Microsoft Office Suite, Adobe Creative Suite) using credit cards. 

• Operational Efficiency: Reduces processing fees and third-party constraints related to credit card 
payments, while providing timely payments to essential vendors. 
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If approved, this policy change will be implemented immediately, and staff will ensure that all relevant 
procedures are documented and communicated to internal stakeholders. 
 
ACH PAYMENT AUTHORIZATION & OVERSIGHT 
1. Scope and Purpose 
To improve efficiency and reduce processing fees, Destination Panama City permits the use of Automated 
Clearing House (ACH) payments for certain vendor payments. This policy outlines the conditions under which 
ACH payments are allowed, the process for manual payments, and the controls in place to ensure 
accountability. 
2. Payment Method Distinctions 
Destination Panama City distinguishes between automatic credit card payments and manual ACH payments: 

• Automatic Credit Card Payments: Permitted for subscription renewals with consistent billing, such 
as Microsoft Office Suite and Adobe Creative Suite. These payments are charged automatically 
according to the subscription agreement. 

• Manual ACH Payments: Restricted to vendors with invoices that have varying amounts from month to 
month, such as utility providers (e.g., Florida Power & Light) and other service providers (e.g., UPS). 
ACH payments for such vendors are initiated manually to ensure proper oversight and review. Auto-
debits from vendor accounts are not permitted. 

3. Manual Payment Process 
Manual ACH payments are subject to a controlled payment process to ensure proper review, oversight, and 
compliance. This process is as follows: 

1. Invoice Review: The President & CEO (or their designee) reviews each invoice for accuracy, ensuring 
the vendor, amount, and service period match the payment request. 

2. Authorization: Upon review, the President & CEO (or designee) authorizes the manual payment 
through the ACH portal. 

3. Payment Entry: The payment is manually entered into the ACH system. 
4. Confirmation: Proof of payment (bank confirmation) is documented and retained for reporting 

purposes. 
4. Documentation and Reporting 
To ensure financial transparency, all ACH payments are documented and included in the monthly financial 
reports submitted to the Accountant. Each ACH payment record must include: 

• A copy of the reviewed invoice. 

• Proof of authorization by the President & CEO (or designee). 

• Confirmation of payment from the ACH system. 
These records are then incorporated into the County reimbursement package to support financial 
accountability. 
5. Internal Controls and Compliance 
Destination Panama City maintains strong internal controls to safeguard against unauthorized payments and 
ensure compliance with financial policies. Key controls include: 

• Review and Reconciliation: All ACH payments are reconciled monthly to ensure accuracy and 
completeness. 

• Audit Trail: Detailed records for each ACH payment are retained for audit and compliance purposes. 
This policy ensures that manual ACH payments are only made for variable vendor invoices, while 
subscription-based services are handled separately through automatic credit card payments. This structure 
enhances efficiency, reduces fees, and maintains transparency and accountability in payment processes. 
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PURCHASING AND BUDGET EXPENDITURE  
POLICY AND PROCEDURES 

 
The Panama City Community Development Corporation (“CDC”) CEO shall 

prepare an annual program of work and budget to execute the program of work, 

in such detail as the CDC Board of Directors (“Board”), and as provided in the 

Panama City Community Development Corporation Practices and Procedures 

Manual, and as the Bay County Board of County Commissioners shall request. 

This program of work and annual budget shall be approved by the Board during 

its routine budget process.    

 
BUDGET EXPENDITURE AUTHORIZATION  
Upon approval of the annual budget, CDC management is authorized to expend 
budgeted CDC resources to support the CDC’s approved program of work, as 
outlined below.   
 
 
AUTHORIZATION LEVELS 
The following provides a brief summary of purchasing requirements and 
authority levels.   
 
Authorizing  Staff Member: Budgeted Unbudgeted 

CEO $50,000 $ 25,000 
Managers $ 10,000 N/A 

 
No purchase or the quantity thereof shall be split for the purpose of avoiding the 
requirements of this section. 
 
Advance Purchase Documentation 
Required: 

Documentation 

$0 - $1,000 None 
$1,000 - $5,000 Purchase Order 
$5,000 - $25,000 Purchase Order and 3 

quotes 
$25,001 & up RFP/Q, Board Approval 

 and selection memo to file 
 
 
 
AUTHORIZATION REQUIRED 
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Budgeted items: Purchases of goods or services that are included in the 
approved CDC budget should be authorized as documented above.  For items 
within the cumulative amount budgeted, the signature on a purchase order, 
vendor estimate, or invoice of the appropriate staff member and his/her 
certification that the item is within the cumulative budgeted amount and that 
they approve its purchase.   
 
Authorization levels may be adjusted for specific positions from time to time by 
the Board.  
 
Unbudgeted items:  The Board recognizes the fluid nature of destination 
marketing activities and acknowledges there are opportunities that may arise to 
more effectively promote tourism after the annual budget is approved.    In order 
to take advantage of opportunities to promote tourism that were not 
contemplated during the budget process, CDC staff is authorized to 
procure/purchase unbudgeted items if the conditions are met:  
 

• Approval for Unbudgeted expenses is limited to the amounts listed above 
and the remaining funds available in the appropriate departmental 
budget. 

• The CEO shall document to CDC Treasurer the specific line item in which 
to assign the expense, as well as identify which budgeted expenses will be 
reduced to accommodate the unbudgeted expense.   

• The CEO is authorized to shift funds between departmental budgets to 
accommodate unbudgeted expenses provided that each unbudgeted 
expenses does not exceed CEO’s spending authority set forth above and 
that the total budget amount for the CDC is not exceeded.  CEO will report 
any budget amendments to the Board at the next regularly scheduled CDC 
Board meeting. 

• Unbudgeted items that exceed the limits established above require 
approval of the Board. 

 
 
PURCHASING AND PROCUREMENT PROCEDURES 
 
AGENCY AND VENDOR SELECTION REQUIREMENTS 
The CDC is committed to making sure that purchases of goods and services are 
at a competitive rate.  Purchases of goods and services over the limit stated 
above, for which there are alternative sources, must include written 
documentation of at least three quotes or, where beneficial, competitive bids 
attached to the purchase order, or must include written documentation of why 
bids were not obtained and on what basis the vendor selection was made.  In 
addition, if the lowest bid is not the one selected, the reason for the selection 
must be documented.  
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AGENCIES OF RECORD 
The Board retains the responsibility for selecting all AGENCIES OF RECORD for 
the CDC. 
 
MEDIA VENDORS 
Upon the approval of the annual marketing plan by the Board, the CEO is 
authorized to direct the agencies of record to execute the approved plan.  This 
authorization includes the selection of all media and marketing vendors needed 
to execute the approved plan.  
 
VENDOR SELECTION PROCESS 
The process of selecting Vendors needed to implement the CDC’s program or 
work is based on the amount of the expected expenditure as listed above.   
 
There are situations where the CEO may decide a Sole Source Purchase is 
warranted due to specific business reasons or needs.  In these cases, bids may 
not be obtained.  Refer to the Sole Source Purchases section of this policy for 
further guidance. 
 
PURCHASE ORDERS 
Purchase orders serve two key purposes.  First, they communicate to our vendors 
the exact product, price, specifications, terms, etc. that we expect on a purchase 
of goods or services. Second, purchase orders provide the documentation of the 
appropriate level of advance authorization for purchases.   
 
A purchase order should be completed in advance for any purchase of goods or 
services where required by the limit stated above. Items like event registration 
forms, media insertion orders, or other vendor-provided agreements or quotes 
can be used in lieu of a purchase order.  Excluded from the purchase order 
requirement are ongoing services billed on a regular basis, such as phone 
service, power, and rent, and other normal recurring operating expenses, or 
items already covered by a separate agreement or contract.  Approval of purchase 
orders falls under the authorization requirements described earlier, and must be 
obtained before a purchase or commitment is made. 
 
At times, vendors may provide proposals, product specifications or other 
documentation of proposed goods and services.  Rather than duplicating this 
information on a CDC purchase order, it is acceptable to only refer to attached 
detail.   
 
Purchase order copies should be forwarded to the Treasurer as executed.  As 
invoices are subsequently processed, a copy of the purchase order should be 
attached.  Copies of other documentation in lieu of a purchase order should be 
attached to invoices or requests for payment.   
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REQUEST FOR PROPOSAL/QUALIFICATION REQUIREMENTS 
The CDC Board of Directors and staff recognize the importance of securing the 
highest quality at the best price for the products and services procured.  
Therefore, the CDC shall deploy both Requests for Proposals and Requests for 
Qualifications, as appropriate. 
  
CDC staff, unless it is determined by the CEO that a Sole Source is necessary or 
directed by the Board to the contrary, will follow the following RFP/Q process to 
select firms when goods and services provided are estimated to exceed an annual 
expenditure of $25,000 or an aggregate expenditure of over $40,000 in a two-
year period.    
 
The RFP/Q should include the following information (sample template at end of 
this document): 
 

• A brief description of Panama City Community Development Corporation, 
its purpose, and its mission statement 

• A brief discussion of Panama City Community Development Corporation 
operations with respect to the goods and services being sought 

• A complete and explicit description of the goods or services being sought  
This should include as many specifics as possible, including expectations 
for level of quality, in order to help ensure that the goods or services 
proposed meet our needs and that proposals received are as comparable 
to each other as possible  

• At times, a RFP/Q may be written where some or all of the specifics of the 
goods or services sought are not specified.  While this may allow proposing 
vendors to provide ideas in their proposal which may enhance the goods 
or services sought, or may allow proposing vendors to demonstrate a 
particular expertise or skill, it does make the resulting proposals received 
more difficult to compare objectively and should only be used in select 
circumstances   

• Prioritized selection criteria should be included so that potential vendors 
know specifically what is most important to the CDC.  For instance, if price 
is the over-riding factor, state so.  However, if the goods and services being 
sought are very specialized, and/or a specific level of quality or expertise 
is important, this should be included as a highly rated criterion   

• When issuing RFQ’s the CDC may include a budget range for the project, 
but may not use price as a determining factor in selecting the vendor   

 
RFP/Q’s should be provided to a minimum of three but preferably at least five 
vendors.  A concerted effort is required to be made to ensure that potential 
vendors are diverse in their ownership.  In addition, to provide broad 
distribution, RFP/Q should also be posted to the CDC Website. 
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Submissions received from vendors should be analyzed by staff with the final 
selection made or approved by the CEO.  In many cases, the CEO will ask a 
selection team, with specific knowledge of the project to evaluate the 
submissions to provide a well-rounded analysis of the proposals.  Members of 
the selection team must independently review the submissions and may not 
discuss the submissions with any other team member, until the process is 
completed.  All individuals reviewing submissions must document their 
evaluation based on the measurement criteria included in RFP/Q.   
 
For RFP’s, the submission with the highest grade responses should be selected.  
A firm other than the highest ranked firm is selected; the CEO must approve the 
selection and inform the Board Chair of the decision.    
 
For RFQ’s, the CEO will attempt to negotiate a contract that includes the scope 
of work and price with the firm determined to be most qualified, as determined 
by receiving the highest ranking during the review process.  If the CEO is unable 
to negotiate acceptable terms and price with the highest rank firm, the CEO will 
terminate negotiations and begin the process with the next highest ranked firm.  
If negotiations with a firm are terminated, that firm and its proposal may not be 
reconsidered.  The CEO may abandon the negotiations at any time and restart 
the RFQ process from the beginning. 
 
DOCUMENTATION OF RFP/Q PROCESS 
The selection process (e.g. how the RFP/Q was distributed, how they were 
selected, who participated in the evaluation, etc.), and the resulting decision, 
should be documented in a selection memo.  The official copy of the selection 
memo, a copy of the RFP/Q, responses received, and the respective grading or 
evaluation of the proposals shall be maintained by the CDC. 
 
SOLE SOURCE PURCHASES 
Goods and services may be sought from a single vendor or from a limited group 
of vendors, versus being competitively bid, for a number of reasons.  A "Sole 
Source Purchase" is where goods or services are unique and that the vendor, to 
the best of the requester's knowledge, is the only vendor from whom the goods 
or services can be obtained.  The vendor may be selling a unique or proprietary 
item not obtainable from any other source.  A "unique" good or service is one of 
a kind in nature where comparable goods or services do not exist.  A "Sole Source 
Brand" means that only a particular brand is acceptable for a particular reason, 
although the required brand may be obtainable from more than one source. 
 
The CEO may deem that an item qualifies as a sole source purchase or brand 
for several reasons.  Many of these reasons overlap: 

• Uniqueness: a good or service being obtained can only be requested from 
one vendor and no other vendors make or provide comparable products or 
services that will meet your needs. 
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• Technical: a good that has technical aspects required and necessary for 
your work and no other vendor can provide those required specifications 
in a similar or comparable good. 

• Standards: standards have been developed in an effort to streamline 
processes, meet departmental needs, provide a consistent look or reduce 
costs. Brands of furniture can also be a standard. 

• Compatibility: a good that is only compatible with existing equipment. For 
example, computer operating software enhancements for an existing 
system. 

• Planned Themes: when there are special facilities, program needs or 
market conditions that result in only one source.  An example would be to 
host a client event at a restaurant that has particular name recognition or 
a theme that accentuates an event or program theme. 

• Timeliness: in the event of emergencies or when there is only one source 
capable of supplying the item in a timely fashion when seeking competitive 
quotes would be impractical. 

 
 
 
DOCUMENTATION OF SOLE SOURCE PURCHASES, CONTRACT RENEWALS, 
AND OTHER NON-RFP/Q SITUATIONS 
If the CEO deems that an RFP/Q is not appropriate (e.g., contract renewal, sole 
source, or other situation), the related facts and circumstances should be 
documented in a sole source memo.   The official memo and all supporting 
documentation shall be maintained by the appropriate department. A copy of the 
sole source memo and supporting documentation will be provided to the 
Treasurer.  The memo should include: 
 

• General reasoning for not utilizing the standard procurement procedures. 
• If renewal, summary evaluation of vendor performance supporting the 

renewal decision (skip next section) 
• Summary memo, to include the following (not applicable for renewals): 

o Description of the service/product acquired. 
o Description of how the list of vendors considered was determined.   
o List participants in evaluation process. 
o List selection/evaluation criteria used. 
o State who was selected and indicate how vendor was selected. 

 
AUTHORIZATION OF PAYMENT 
After goods or services have been received and invoices or other requests for 
payment are received, they may be approved by after verification that the 
appropriate goods or services were acceptably provided if the original 
authorization documentation is attached.  Media invoices require affidavits, tear 
sheets or other proof of performance as verification. 
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REQUEST FOR FUNDS 
For purchases of items that require cash in advance, have no other 
documentation, or require special handling of the payments, a “request for 
funds” form should be used.  Request for funds forms require advance 
authorization under the same guidelines as purchase orders above.  
 
 
BUDGET MANAGEMENT 
Each department head will be responsible for managing and maintaining their 
respective budgets to ensure all funds are handled in an appropriate manner to 
achieve the approved program of work. 

 
ACH PAYMENT AUTHORIZATION & OVERSIGHT 
1. Scope and Purpose 
To improve efficiency and reduce processing fees, Destination Panama City 
permits the use of Automated Clearing House (ACH) payments for certain 
vendor payments. This policy outlines the conditions under which ACH 
payments are allowed, the process for manual payments, and the controls in 
place to ensure accountability. 
2. Payment Method Distinctions 
Destination Panama City distinguishes between automatic credit card 
payments and manual ACH payments: 

• Automatic Credit Card Payments: Permitted for subscription renewals 
with consistent billing, such as Microsoft Office Suite and Adobe Creative 
Suite. These payments are charged automatically according to the 
subscription agreement. 

• Manual ACH Payments: Restricted to vendors with invoices that have 
varying amounts from month to month, such as utility providers (e.g., 
Florida Power & Light) and other service providers (e.g., UPS). ACH 
payments for such vendors are initiated manually to ensure proper 
oversight and review. Auto-debits from vendor accounts are not 
permitted. 

3. Manual Payment Process 
Manual ACH payments are subject to a controlled payment process to ensure 
proper review, oversight, and compliance. This process is as follows: 

1. Invoice Review: The President & CEO (or their designee) reviews each 
invoice for accuracy, ensuring the vendor, amount, and service period 
match the payment request. 

2. Authorization: Upon review, the President & CEO (or designee) 
authorizes the manual payment through the ACH portal. 

3. Payment Entry: The payment is manually entered into the ACH system. 
4. Confirmation: Proof of payment (bank confirmation) is documented and 

retained for reporting purposes. 
4. Documentation and Reporting 
To ensure financial transparency, all ACH payments are documented and 
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included in the monthly financial reports submitted to the Accountant. Each 
ACH payment record must include: 

• A copy of the reviewed invoice. 
• Proof of authorization by the President & CEO (or designee). 
• Confirmation of payment from the ACH system. 

These records are then incorporated into the County reimbursement package 
to support financial accountability. 
5. Internal Controls and Compliance 
Destination Panama City maintains strong internal controls to safeguard 
against unauthorized payments and ensure compliance with financial policies. 
Key controls include: 

• Review and Reconciliation: All ACH payments are reconciled monthly 
to ensure accuracy and completeness. 

• Audit Trail: Detailed records for each ACH payment are retained for 
audit and compliance purposes. 

This policy ensures that manual ACH payments are only made for variable 
vendor invoices, while subscription-based services are handled separately 
through automatic credit card payments. This structure enhances efficiency, 
reduces fees, and maintains transparency and accountability in payment 
processes. 
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Personnel Policy Revision 

 

Panama City Community Development Council 
dba Destination Panama City 

Agenda Item Summary 

1. PRESENTER NAME: 
Jennifer M. Vigil  
President & CEO 

2. MEETING DATE: 
 
12/16/2024 

3. REQUESTED MOTION/ACTION: 
 
Approve the addition of the Expense Report Policy – Non-Travel and Travel Expense Policies & Reporting 
Procedures to Section 8 – Policy Statements of the Personnel Policy Manual. 

4. AGENDA 
 

PRESENTATION   
PUBLIC HEARING   
CONSENT   
REGULAR   

5.  IS THIS ITEM BUDGETED (IF APPLICABLE)?:  YES  NO  IF NO, STATE ACTION REQUIRED  N/A 
      BUDGET ACTION:   
      FINANCIAL IMPACT SUMMARY STATEMENT:  
 
 
 
     DETAILED ANALYSIS ATTACHED?:  YES  NO  

6.  BACKGROUND:  (WHY IS THE ACTION NECESSARY, WHAT ACTION WILL BE ACCOMPLISHED, (WHO, WHERE, WHEN & HOW) 

 
Currently, Destination Panama City does not have a formal written policy governing employee use of corporate 
credit cards, non-travel expense reimbursements, or travel-related expense reporting. To enhance financial 
accountability, operational consistency, and employee compliance, staff recommends the adoption of an 
Expense Report Policy modeled after industry best practices. This policy aligns with the practices of Visit 
Panama City Beach and establishes clear procedures for documenting, approving, and reimbursing expenses. 

 
Purpose of the Policy: 
The proposed policy provides a comprehensive framework for how employees will manage and report 
expenses related to both non-travel and travel-related activities. It establishes accountability measures for 
corporate credit card use, outlines the process for submitting expense reports, and defines allowable expenses, 
reimbursement rates, and approval requirements. 

 
Key Highlights of the Policy: 
1. Non-Travel Expense Policy 

• Mileage Reimbursement: Employees will be reimbursed for mileage at the IRS-approved rate for 
business-related travel, excluding regular commutes. 

• Cash Expense Reimbursement: Reimbursement for "out-of-pocket" cash expenses requires a receipt 
and expense documentation. 

• Corporate Credit Cards: Employees issued a corporate credit card must use it for business purposes 
only. Monthly expense reports must be submitted by the 6th of the following month. Receipts are 
required for each charge. If a receipt is lost, a “Lost Receipt Affidavit” must be submitted. 

• Oversight: If an employee fails to submit a timely or accurate expense report, the corporate card may 
be revoked until proper documentation is provided. 

 
2. Travel Expense Policy and Reporting Procedures 

• Travel Authorization: Travel must be pre-approved, and employees must conduct themselves 
professionally while on official business. 

• Airfare & Transportation: Employees are required to book economy or coach-class airfare for 
domestic travel. Business-class airfare is permitted for uninterrupted international flights of more than 5 
hours with prior approval from the President & CEO. 
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• Lodging: Reimbursement is limited to single-occupancy, business-standard accommodations at a base 
rate of $150 per night, unless attending a conference with a higher negotiated event rate. 

• Meals & Entertainment: The policy establishes daily meal allowances and reimbursement guidelines 
for meals with and without clients. Client entertainment guidelines are included to ensure expenses 
remain reasonable and appropriate. 

• Out-of-Pocket Expenses: Items like toiletries, entertainment (e.g., movies, spa services), and non-
essential personal expenses are not reimbursable. 

• Tips & Gratuities: Reasonable tips for bellmen, waitstaff, and rideshare services are reimbursable with 
guidelines provided in the policy. 

• Documentation & Reporting: All travel-related expenses, including cash expenses, mileage, and 
corporate credit card charges, must be documented with itemized receipts. Reports must be submitted 
no later than the 15th of the month following the expense. 

 
Benefits of the Policy Update: 

1. Financial Accountability: Establishes clear documentation, review, and approval procedures for all 
expenses, ensuring stronger oversight of public funds. 

2. Consistency & Alignment: Aligns Destination Panama City's internal controls with those of Visit 
Panama City Beach & Mexico Beach CDC, creating consistency in operational practices. 

3. Employee Guidance: Provides employees with clear, easy-to-understand rules for corporate credit card 
use, reimbursement procedures, and travel expense documentation. 

4. Operational Efficiency: Standardized submission timelines and reporting software reduce 
administrative burden and support timely reimbursements. 

 
Recommendation: 
Staff recommends that the Board approve the addition of the Expense Report Policy – Non-Travel and Travel 
Expense Policies & Reporting Procedures to Section 8 – Policy Statements of the Personnel Policy Manual. 
Adoption of this policy will enhance financial oversight, improve compliance, and provide clear guidance for 
employees on how to manage and report expenses. 

 
If approved, the policy will be implemented immediately, and employees will be notified of the changes through 
an internal communication. Training sessions will be provided as needed to ensure full understanding and 
compliance with the new procedures. 
 
 
Section 8 – Policy Statements 
Destination Panama City Expense Report Policy – Non-Travel and Travel Expense Policies & Reporting 
Procedures 

 
1. Non-Travel Expense Policy 
Destination Panama City recognizes that employees may be required to expend funds on behalf of the 
organization to support its mission and operational goals. The following policies apply to non-travel-related 
expenditures. Separate guidelines for travel-related expenses are provided in a subsequent section of this 
policy. 

 
1.1 Mileage Reimbursement and Cash Expenses 

• Submission & Reimbursement: Employees must submit mileage reimbursement and cash expenses 
using the organization’s approved expense report form. 

• Mileage Rate: Mileage is reimbursed at the current IRS mileage rate. Any changes to this rate will be 
communicated to employees by the President & CEO (or their designee). 

• Mileage Calculation: Reimbursement is only for official business purposes and not for regular 
commutes. Mileage is typically calculated from the office. However, travel from the employee's home is 
allowed under the following circumstances:  

o When travel from home to a location is more practical than traveling from the office. In such 
cases, reimbursement is limited to the lesser of the distance from home to the location or from 
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the office to the location. 
o When the employee is asked to conduct official business on the way to or from work. 

Reimbursement is provided only for travel that exceeds the employee’s normal commute. 
o When the employee is required to work at an event outside their normal work location or 

schedule. 
• Documentation: Each mileage entry must include a brief description of the purpose (e.g., "Bank 

deposit" or "Post office"). 
• Cash Expenses: Reimbursement of cash expenses requires receipts and the proper account number 

assigned to each expense. 
• Submission Deadline: All mileage reimbursements and cash expenses must be submitted to the 

President & CEO (or their designee) on a monthly basis. 

 
1.2 Corporate Credit Cards (Visa) 

• Usage: Destination Panama City-issued corporate credit cards are to be used solely for business-
related expenses. 

• Expense Reporting: Expense reports for corporate cards are processed using the organization’s 
expense reporting system. Each charge requires a receipt and must be assigned to the appropriate 
account. 

• Statement Period: The dates of the expense report must align with the charges on the corresponding 
portion of the employee’s credit card statement. 

• Receipts: Receipts must be attached to the expense report. If a receipt is lost, a “Lost Receipt Affidavit” 
must be submitted with a detailed explanation of the expense. 

• Submission Deadline: Expense reports must be submitted monthly to the President & CEO (or their 
designee) by the 6th of the following month. 

• Late Submission: Failure to submit an expense report on time may result in the suspension or 
revocation of the corporate credit card until the required report, with accurate account numbers and 
receipts, is received. 

 
2. Travel Expense Policy and Reporting Procedures 
Destination Panama City will reimburse employees for reasonable and necessary expenses incurred while 
conducting official business on behalf of the organization. This includes costs related to transportation, lodging, 
meals, entertainment, and other incidental expenses. Employees are expected to use discretion and good 
judgment when incurring such expenses. 

 
2.1 General Requirements 

• Employees are required to conduct themselves in a professional manner during official business travel, 
reflecting positively on the organization, its Board of Directors, and the community. 

• Inappropriate conduct during business travel may result in disciplinary action, up to and including 
termination. 

 
2.2 Cash Expense Documentation 

• Submission Process: Cash expenses must be submitted using the organization’s expense 
reimbursement form by the 15th of the following month. 

• Receipts: Reimbursement for cash expenses requires a description, receipt, or a “Lost Receipt 
Affidavit” along with the proper account number. 

 
2.3 Travel Summary Report 

• Employees must submit a report describing the business purpose of each out-of-town trip, along with 
the corresponding expense report. 

 
2.4 Air Travel Policy 

• Class of Service: All domestic travel must be booked at coach-class fares. 
• Exceptions: Class upgrades using personal frequent flyer miles or upgrades provided by airlines are 

permitted. 
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• Business-Class Travel: Employees required to fly internationally on uninterrupted flights longer than 5 
hours may receive approval from the President & CEO for a business-class ticket. 

 
2.5 Entertainment Expense Documentation 

• Required Information: For reimbursement of entertainment expenses, the following details must be 
provided:  

o Date of entertainment 
o Amount of each expense 
o Name, address, and type of entertainment location 
o Reason for the entertainment or the business benefit 
o Description of the business discussion or activity that occurred 
o List of attendees, including names, titles, and relationships to Destination Panama City. For large 

groups, a description of the group may be sufficient. 
o Detailed receipt showing what was purchased, including any applicable gratuities. 

 
2.6 Approval Process 

• Supervisor Review: Expense reports must be reviewed and approved according to Destination 
Panama City’s approval guidelines. 

• Supervisor Responsibility: Approval of an expense report confirms that the expenses are in 
compliance with this policy unless otherwise noted. 

 
2.7 Reimbursements 

• Method of Payment: Reimbursements for properly documented and approved expenses will be made 
via payroll. 

 
2.8 Allowable Expenses 

• Entertainment with Clients/Customers: Employees may be reimbursed for meals and entertainment 
involving clients or customers. 

o The general guideline is $35 per person for breakfast, $50 per person for lunch, and $100 per 
person for dinner. 

o Expenses in high-cost areas (New York, D.C., Boston, etc.) may exceed these limits with proper 
documentation. 

• Personal Meals (No Clients/Customers): 
o Employees are reimbursed for meals while traveling on official business at a daily allowance of 

$100. 
o For events where meals are provided as part of the registration, employees are expected to 

utilize those meals. 
• Lodging: 

o Lodging should be in business-appropriate hotels such as Marriott, Hilton, or Wyndham, at a 
base rate of $150 per night, unless attending a conference with a higher negotiated rate. 

• Out-of-Pocket Expenditures: 
o Items like toiletries, entertainment (movies, spas, personal activities), and personal convenience 

items are not reimbursable. 

 
2.9 Tips & Gratuities 

• Bellman/Baggage Handlers: $1–$2 per bag. 
• Meals: Tip 15%–20%, unless gratuity is included. 
• Taxi, Uber, Rideshare: Tip 10%–15% of the fare. 
• Housekeeping: $1–$2 per night. 

 
2.10 Airline Expenses 

• Airfare: Employees should seek the most economical flights from the closest available airport. 
• Miscellaneous Fees: Fees for baggage, Wi-Fi, or preferred seating are reimbursable with prior 

approval. 
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2.11 Rental Cars 

• Rental cars should be secured at economical rates. Standard-sized vehicles are recommended, unless 
the trip demands larger vehicles. 

 
2.12 International Travel 

• Business Class: Employees on international flights over 5 hours may request an upgrade to business 
class with approval from the President & CEO. 

• Terrorist State Restrictions: Travel to locations designated as “terrorist states” by the U.S. Department 
of State will not be reimbursed. 

• Per Diem: Employees may follow the federal per diem rates for international travel as specified in the 
“Standardized Regulations (Government Civilians, Foreign Areas)” guide. 

 
2.13 Miscellaneous Provisions 

• Laundry/Dry Cleaning: Reimbursable only on trips longer than 3 days. 
• Telephone Calls: Employees are encouraged to use company-provided cell phones. 
• Health Club Fees: Reasonable fees for health club access are reimbursable. 
• Client Entertainment: Client meals should not exceed $35 for breakfast, $50 for lunch, and $100 for 

dinner per person, except in high-cost locations. 

 
This policy provides employees with clear, transparent guidelines on expense reporting, credit card usage, and 
travel reimbursement. By aligning with industry standards and the practices of peer organizations like Visit 
Panama City Beach, Destination Panama City enhances operational efficiency, financial accountability, and 
employee compliance. 
 
 

• Attached – Cash Expense Reimbursement Request Form 
• Attached – Destination Panama City Lost Receipt Affidavit 
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Destination Panama City Lost Receipt Affidavit 

Purpose: 

This affidavit is used to document expenses for which the original receipt is lost, missing, or 

otherwise unattainable. This form serves as a formal statement of the details of the expenditure to 

ensure accurate reporting, accountability, and compliance with Destination Panama City's 

financial policies. 

 

Employee Information 

• Employee Name: ________________________________________ 

• Department: ___________________________________________ 

• Email Address: _________________________________________ 

• Phone Number: _________________________________________ 

 

Expense Information 

• Date of Expense: _______________________________________ 

• Vendor/Payee Name: _____________________________________ 

• Expense Category (select one): 

☐ Meals 

☐ Lodging 

☐ Transportation 

☐ Supplies 

☐ Entertainment 

☐ Other (please specify): ________________________________ 

• Description of Expense: 

 

 

• Reason for Missing Receipt: 

☐ Receipt was lost 

☐ Vendor did not provide a receipt 

☐ Receipt was damaged/unreadable 

☐ Other (please specify): _________________________________ 

• Account/Project Number (if applicable): ____________________ 

• Amount of Expense ($): ___________________________________ 
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Affirmation Statement 

I, _______________________, certify that the information provided on this Lost Receipt 

Affidavit is true and accurate to the best of my knowledge. I acknowledge that providing false or 

misleading information may result in disciplinary action in accordance with Destination Panama 

City's Personnel Policy and financial guidelines. I also understand that repeated use of this form 

in place of proper receipt submission may result in the revocation of my ability to use a corporate 

credit card or seek reimbursement. 

Employee Signature: ________________________________ 

Date: ______________________________________________ 

 

Manager/Supervisor Approval 

• Manager/Supervisor Name: _______________________________ 

• Position Title: _________________________________________ 

• Date of Review: ________________________________________ 

• Decision: 

☐ Approved 

☐ Denied 

Comments (if any): 

 

 

Manager/Supervisor Signature: _____________________________ 

Date: _________________________________________________ 

 

For Administrative Use Only 

• Received by (Accounting/Finance Representative): ______________________ 

• Date of Receipt: ______________________________________ 

• Processed by: _________________________________________ 

• Date Processed: ______________________________________ 
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Instructions for Submission: 

1. Complete all sections of the Lost Receipt Affidavit form. 

2. Sign and date the affirmation statement. 

3. Submit the form to your supervisor for review and approval. 

4. Once approved, submit the form along with the monthly expense report. 

By submitting this affidavit, employees recognize the importance of proper documentation for all 

expenditures and agree to adhere to Destination Panama City’s purchasing and reimbursement 

policies. 

If you have any questions about this process, please contact Jennifer Vigil, President & CEO. 
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DESTINATION PANAMA CITY EXPENSE REPORT
GENERAL INFORMATION

Purpose
Employee Signature: 

Statement Number

EMPLOYEE INFORMATION

Name Position Title

Department Manager Jennifer Vigil

Date Account # Description Mileage Cash Receipts Total

10/5/2023 Wide World Importers Networking 111.00 $25.00 $136.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Total $74.37 $25.00 $136.00

APPROVED

Subtotal $136.00

NOTES Advances $0.00

Total $136.00

Budget overview preparation

First Last

LastName-MMDDYY

Marketing & sales
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Board Composition 

 

Panama City Community Development Council 
dba Destination Panama City 

Agenda Item Summary 

1. PRESENTER NAME: 
Jennifer M. Vigil  
President & CEO 

2. MEETING DATE: 
 
12/16/2024 

3. REQUESTED MOTION/ACTION: 
 
Board Composition discussion – no vote.  

4. AGENDA 
 

PRESENTATION   
PUBLIC HEARING   
CONSENT   
REGULAR   

5.  IS THIS ITEM BUDGETED (IF APPLICABLE)?:  YES  NO  IF NO, STATE ACTION REQUIRED  N/A 

      BUDGET ACTION:   
      FINANCIAL IMPACT SUMMARY STATEMENT:  
 
 
 
     DETAILED ANALYSIS ATTACHED?:  YES  NO  

6.  BACKGROUND:  (WHY IS THE ACTION NECESSARY, WHAT ACTION WILL BE ACCOMPLISHED, (WHO, WHERE, WHEN & HOW) 

 
The current board vacancy presents an ideal opportunity to review the overall composition of the Destination 
Panama City (DPC) Board. Unlike other destination marketing organization (DMO) boards in Florida, DPC’s 
board is notably weighted with elected officials, which limits the benefits of industry-specific insight and 
operational efficiency. This composition is unique but not optimal for leveraging the diverse perspectives and 
expertise that can enhance strategic decision-making. 
 
Proposal: 
CEO Vigil is proposing a reconfiguration of the DPC Board to better align with the structure recommended in 
Florida Statute 125.0104 regarding the composition of Tourist Development Council (TDC) boards. Additionally, 
the proposed model draws from best practices exemplified by the board structure of the Mexico Beach 
Community Development Council (CDC) and the Visit Panama City Beach Convention & Visitors Bureau. 
 
Proposed Board Composition (7 Members Total): 

• 2 City Commissioners (City of Panama City representatives) 
• 1 County Commissioner (Bay County representative) 
• 3 Tourism Partners (representing lodging, attractions, restaurants, or other key tourism-related 

stakeholders) 
• 1 Citizen at Large (local community member with no direct tourism or government affiliation) 

 
Rationale: 

1. Diversity of Perspective: This new composition allows for a broader range of expertise, balancing 
elected oversight with critical input from industry partners and the community. 

2. Industry Expertise: Including three tourism partners will provide essential insight into market trends, 
traveler behaviors, and best practices in destination marketing, supporting DPC's mission to drive 
tourism and economic impact. 

3. Alignment with Industry Standards: Aligning with the guidance of Florida Statute 125.0104 and the 
Mexico Beach CDC model ensures consistency with established standards for tourism development 
governance. 

4. Enhanced Efficiency and Effectiveness: By integrating tourism industry professionals and a citizen at 
large, DPC can increase the board’s ability to be agile, strategic, and well-informed in its decision-
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making processes. 
5. Increased Voice at the County Level: Adding a County Commissioner to the board ensures DPC has 

a dedicated voice at the county level, fostering stronger collaboration, alignment, and advocacy with Bay 
County government. 

 
Next Steps: 

1. Board Discussion: Review and discuss the proposed composition structure, addressing questions or 
concerns. 

2. Amendment of Bylaws (if applicable): Determine if the change requires bylaw amendments or other 
governing document adjustments. 

3. Recruitment of New Members: Identify and recruit potential tourism partners and a citizen at large to 
fill these new roles. 

 
Recommended Board Member Appointment and Terms 
Appointment Process: 

1. Bay County Commissioner (1 seat): The Bay County Commissioner serving on the Destination 
Panama City (DPC) Board will be appointed directly by the Bay County Commission. 

2. City Commissioners (2 Seats): The two City Commissioners serving on the DPC Board will be 
recommended by the Panama City Commission. 

3. Tourism Industry Partners (3 Seats): The three tourism industry partners, representing key tourism 
sectors such as lodging, attractions, dining, or related industry stakeholders, will be selected by a 
majority vote of the current DPC Board members. 

4. Citizen at Large (1 Seat): The Citizen at Large will also be selected by a majority vote of the current 
DPC Board members. 

Ratification of Board Roster: 
• Once per year, the complete roster of DPC Board members will be submitted to the Bay County 

Commission for formal ratification. This ratification will occur at the same time that the DPC Budget and 
Program of Work are presented. 

Terms of Service: 
• Elected Officials (City and County Commissioners): The terms of service for the elected officials 

(two City Commissioners and one County Commissioner) will be concurrent with their elected terms of 
office. 

• Tourism Industry Partners (3 Seats): Tourism industry partners will serve three-year terms. There is 
no limit on the number of consecutive reappointments an industry partner may serve, allowing the board 
to retain experienced members as needed. 

• Citizen at Large (1 Seat): The Citizen at Large will also serve a three-year term, with no limit on 
consecutive reappointments. 

Attendance Requirements: 
• To maintain an engaged and active board, DPC Board Members will be required to attend all scheduled 

board meetings. Any board member who has more than three (3) absences from board meetings within 
a single fiscal year will be required to resign their position on the board. 

 
This appointment process, term structure, and attendance policy ensure the DPC Board remains engaged, 
diverse, and aligned with its mission to support the tourism development and economic impact of Panama City. 
 
Overall, this change will position Destination Panama City to be a more forward-thinking, strategic, and 
balanced organization, better equipped to support its mission and deliver sustainable tourism growth. 
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Event Assistance Application - RFF 

 

Panama City Community Development Council 
dba Destination Panama City 

Agenda Item Summary 

1. PRESENTER NAME: 
Jennifer M. Vigil  
President & CEO 

2. MEETING DATE: 
 
9/30/2024 

3. REQUESTED MOTION/ACTION: 
 
Board reconsider event assistance support for the Redfish Film Festival.  

4. AGENDA 
 

PRESENTATION   
PUBLIC HEARING   
CONSENT   
REGULAR   

5.  IS THIS ITEM BUDGETED (IF APPLICABLE)?:  YES  NO  IF NO, STATE ACTION REQUIRED  N/A 
      BUDGET ACTION:   
      FINANCIAL IMPACT SUMMARY STATEMENT:  
 
 
 
     DETAILED ANALYSIS ATTACHED?:  YES  NO  

6.  BACKGROUND:  (WHY IS THE ACTION NECESSARY, WHAT ACTION WILL BE ACCOMPLISHED, (WHO, WHERE, WHEN & HOW) 

 
At the September 30, 2024, board meeting, Destination Panama City (DPC) approved a $32,000 sponsorship 
for the 2025 Redfish Film Festival. A key condition of this sponsorship, as outlined in the draft Memorandum of 
Understanding (MOU), was that DPC be recognized as the "Presenting Sponsor" for the event. 
Since that time, the Redfish Film Festival's event coordinator has approached Coca-Cola as a potential 
sponsor. Coca-Cola has agreed to contribute $20,000 to the festival and, as part of that arrangement, has been 
designated as the "Presenting Sponsor." As a result, the event coordinator has declined to sign the MOU with 
DPC in its current form, which requires DPC to be listed as the presenting sponsor. 
Despite this shift, the event coordinator is still requesting the full $32,000 sponsorship from DPC. The event 
coordinator has cited Coca-Cola's brand value and strategic benefits as justification for prioritizing Coca-Cola's 
presenting sponsorship status over DPC’s. The full letter from the event organizer is attached for review. 

 
Staff Analysis: 

1. Impact on Destination Panama City’s Visibility: 
o The presenting sponsorship status ensures top-tier visibility and brand alignment with a growing 

regional event. This status was a primary justification for the $32,000 sponsorship commitment. 
o Shifting presenting sponsorship to Coca-Cola diminishes DPC’s visibility and overall value of its 

sponsorship. 
2. Financial Considerations: 

o The original support amount for this event was budgeted at $15,000. The increase to $32,000 
was largely predicated on DPC receiving recognition as the presenting sponsor. 

o Coca-Cola's contribution of $20,000 is lower than DPC’s approved sponsorship amount, which 
further calls into question the equitable value of the exchange. 

3. Strategic Alignment: 
o DPC has previously communicated to the event organizers the expectation of reducing support 

over time as the event establishes sustainable, long-term revenue sources. 
o While DPC supports the goal of diversifying sponsorships, it is essential to ensure that DPC's 

financial support is aligned with the visibility, branding, and promotional benefits it receives in 
return. 
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Recommendation: 
Staff recommends reconsidering the $32,000 sponsorship amount to align more closely with the event's current 
recognition offer. The original budgeted support amount of $15,000 may be a more appropriate funding level 
under the current circumstances. This amount would demonstrate continued support for the festival while also 
reflecting the reduced visibility and branding impact for DPC. 

 
Consideration of Adjusted Sponsorship Amount: 

o Approve reducing DPC’s sponsorship from $32,000 to a more appropriate level, such as the 
originally budgeted amount of $15,000. 
 
 
 
 
 
 

• Attachment - Letter from Kevin Elliott, Co-founder & Director, Redfish Film Festival (dated 
November 27, 2024) 

 
 
 
 
 
 
 
 

 

68



 

 

      November 27, 2024 

 

Dear Destination Panama City Board, 

I am writing to seek your guidance regarding your sponsorship commitment for our 2025 film fest.  

At your September 30, 2024 meeting, you committed another $32,000 to sponsor the fest, like you did last year. 

We deeply appreciate your support of Redfish Film Fest since our beginning last year. Without your faith in us 

and generous sponsorship, we could not have achieved what we did in our first year. You were our earliest 

sponsor and one of our greatest champions.  

A requirement of this year’s memorandum of understanding (MOU) was that Destination Panama City be named 

as presenting sponsor. This is a completely reasonable request. Under normal circumstances, we would accept 

this without question and be proud to have you as our presenting.  

However, that request was not part of last year’s MOU, so we did not anticipate it for this year. While we were 

waiting for your consideration of our grant request, we approached Coca-Cola about being presenting sponsor 

and they agreed. They are contributing $20,000 for this.  

It is logical and appropriate for Destination Panama City to ask to be presenting sponsor since you all committed 

more money than Coke. That said, we are trying to position Redfish as a major festival in the Southeast U.S. and 

across the country. To do that, we need long-term corporate sponsors and the credibility that brands like Coke 

can bring outside our area.  

In addition, you made it clear at the September 30 meeting that 2025 was likely the last year you would be able 

to sponsor us at that level. We expected this, as you communicated to us early on that we should plan our event 

to not need as much money from DPC long term. We should diversify our sponsors and ensure that DPC funds 

were a minority of our budget to set us up for long term sustainability. DPC funds were best used as “starter” 

money to get us off the ground, establish ourselves, and build a track record we could use to attract other 

sponsors so DPC could allocate funds to other new events to help them start as well.  

We have done our best to honor that, which is why we approached Coke. We cannot guarantee they will be our 

presenting sponsor over the long haul, but we will try our hardest to see that they (or a similar brand) are and 

that their sponsorship grows year over year. Having Coke as our presenting sponsor should also open doors to 

other major brands.  

Strategically, it makes the most sense for us to have Coke as our presenting sponsor, even at a lower funding 

level than DPC, at least for now. Given that DPC would likely not be able to be presenting sponsor after 2025, it 

would hurt us to defer on the Coke sponsorship and possibly lose it.  

We also understand you are considering lowering your 2025 commitment to $15,000. Again, this is reasonable 

and still a considerable contribution. As we think long term strategy, we believe it is better for us to take any 

lesser sponsorship you can provide this year and start our relationship with Coke to build as a significant regional 

and national festival. 
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Whatever you decide to commit, we will make best use of and celebrate DPC as much as possible. We are so 

proud that one of our most important, defining organizations is such a great believer in and supporter of 

Redfish. We feel the full weight of your trust and will honor it.  

Thank you so much for considering us and for your continued support of our town’s arts and culture.  

With gratitude, 

 

__________________________________ 

Kevin Elliott, Co-founder, Director 

Redfish Film Fest 

kevin@redfishfilmfest.com  

(850) 819-4463 
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Marketing AOR Ratification 

 

Panama City Community Development Council 
dba Destination Panama City 

Agenda Item Summary 

1. PRESENTER NAME: 
Jennifer M. Vigil  
President & CEO 

2. MEETING DATE: 
 
12/16/2024 

3. REQUESTED MOTION/ACTION: 
 
Motion to ratify the FY25 Advertising & Marketing Services Agreement with Aqua Marketing & Communications, 
Inc. as presented. 

4. AGENDA 
 

PRESENTATION   
PUBLIC HEARING   
CONSENT   
REGULAR   

5.  IS THIS ITEM BUDGETED (IF APPLICABLE)?:  YES  NO  IF NO, STATE ACTION REQUIRED  N/A 
      BUDGET ACTION:   

      FINANCIAL IMPACT SUMMARY STATEMENT: THE CONTRACT ENSURES THAT TOTAL EXPENDITURES 

REMAIN WITHIN THE BUDGET APPROPRIATED BY THE BOARD OF COUNTY COMMISSIONERS FOR 

FY25. 
 
 
 
     DETAILED ANALYSIS ATTACHED?:  YES  NO  

6.  BACKGROUND:  (WHY IS THE ACTION NECESSARY, WHAT ACTION WILL BE ACCOMPLISHED, (WHO, WHERE, WHEN & HOW) 

On September 30, 2024, the Destination Panama City Board of Directors authorized CEO Jennifer Vigil to 
negotiate and execute a contract with Aqua Marketing & Communications, Inc. as the advertising agency of 
record for Destination Panama City for Fiscal Year 2025 (FY25). The Board requested that the finalized 
contract be brought back for ratification. 
Summary of Agreement: The agreement between Destination Panama City and Aqua Marketing & 
Communications, Inc. outlines the scope of services, billing policies, compensation structure, and compliance 
obligations. Key elements of the agreement include: 

1. Term: The agreement is effective from October 7, 2024, for a period of twelve months, with an option for 
renewal upon mutual agreement of the parties. 

2. Scope of Services: 
o Account & Project Management: Day-to-day oversight, project schedules, budget 

reconciliations, and coordination with other partner agencies. 
o Media Planning & Buying: Media strategy, market analysis, buying, reconciliation, and monthly 

reporting. 
o Creative Concepting & Design: Development of creative concepts, design of marketing 

materials, and support for campaign execution. 
o Media Placement: Placement of media for broadcast, radio, print, digital, social, and out-of-

home advertising. 
o Asset Acquisition: Coordination of photo and video production as needed. 

3. Compensation Structure: 
o Account & Project Management: $50,000 cap (Option for hourly rate of $150/hour or a monthly 

retainer of $4,166.66). 
o Media Placement: Cap of $350,000, with a 15% media commission for placements after 

November 1, 2024. 
o Creative Concepting & Design: $60,000 cap (Option for hourly rate of $150/hour or a monthly 

retainer of $5,000). 
o Creative Asset Acquisition: $50,000 cap for photography and videography. 

4. Compliance and Transparency: 
o The agency agrees to provide transparency in media buying rates, ensuring any rebates, 
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discounts, or financial benefits are passed directly to Destination Panama City. 
o The Client retains the right to audit media placement invoices, contracts, and agreements. 
o The agency agrees to adhere to public records requirements under Florida Statutes. 

5. Termination Rights: The agreement allows for termination with or without cause, subject to specific 
notice requirements. 

 
 
Recommendation: Management recommends the Board of Directors ratify the FY25 Advertising & Marketing 
Services Agreement with Aqua Marketing & Communications, Inc. as executed by CEO Jennifer Vigil. This 
ratification will formalize the board’s prior authorization and enable Destination Panama City to continue its 
marketing, media, and advertising initiatives for the fiscal year. 
 

• Attachment - FY25 Advertising & Marketing Services Agreement (Signed on October 7, 2024) 
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FY 25 ADVERTISING AGREEMENT 
 

Aqua Marketing & Communications, Inc. 
 

agrees to serve 
 

Panama City Community Development Council, Inc.,  
 Dba Destination Panama City 

a Florida public agency and corporation not-for-profit 
 (hereinafter called "Client") 

 
 as advertising agency of record in accordance 

with and subject to the terms and conditions set forth below. 

 
General Provisions 
 
1. Agency-Client Relations. Agency agrees to render to Client those services as agreed 

upon in written task orders executed by the parties as described herein. Agency is 
authorized to act as Client's agent in purchasing the media, materials and services required 
to produce and/or execute advertising, production, marketing communications, digital 
media or event management on Client's behalf, subject always to the terms and conditions 
herein. Agency will act as Client’s agent with Client as the disclosed principal in entering 
into contracts with media or other marketing vendors, and a copy of this paragraph may be 
presented to media and/or other third parties as evidence of Agency’s authority to act in 
such capacity for such purpose.   

 
2.  Advertising and Marketing Charges; Billing Policies. Compensation to Agency and any 

reimbursement of Agency expenses shall be governed by Exhibit 1, attached and 
incorporated herein, except in instances when a task order expressly identifies deviations 
from the standard rules provided by Exhibit 1 and provides substituted rules related to 
compensation, which shall only be applicable to that task order. 

 
Agency does not finance Client's media advertising or other marketing unless as part of a 
Project as defined below. Charges for advertising placed or other marketing arranged by 
Agency on behalf of Client (other than as part of a Project) will be verified by Agency and 
billed to and paid by Client directly to the media or other marketing vendor in accordance 
with the negotiated (lowest available to Agency) net rate of the media or other vendor (after 
deduction of any applicable commission, discount, rebate or the like). Agency shall instruct 
all media and other vendors to bill Client directly and Client shall remit payments in accord 
with the payment terms established by the media or other vendor. Client agrees to assume 
full financial liability for authorized insertions for advertising space and/or time placed on 
its behalf by Agency. Authorized insertions are those insertions specified in a media plan 
approved by Client or otherwise approved in writing by Client.   

 
Agency may require partial payment in advance equal to one-half (½) total cost for all 
production, marketing communications, digital media or event management projects 
(herein a “Project”) in excess of $5,000 based upon a Client-approved “not-to-exceed” cost 
estimate. When a Project is completed, final billing will be rendered detailing all actual costs 
and expenses and, if applicable, reflecting the initial partial payment. Client agrees to pay 
Agency for each Project the lesser of the actual cost or the maximum agreed Project cost. 

 
Agency shall invoice Client monthly and Client must pay all fees and reimbursement of 
expenses under this agreement within 30 days of receipt of an invoice. Sales taxes for 
which Client is jointly responsible with Agency will be charged on all invoices unless Client 
files a tax-exempt certificate with Agency.  
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Reimbursements of any travel, lodging, and food expenses that may be provided for under 
this Agreement are subject to Florida Statute 112.061, with Agency and its employees 
being subject to the rules applicable to “authorized travelers.”    

 
Agency may contract with media on the basis of “sequential liability” if each contract is 
approved in writing by Client.  Client will remain solely liable for sums owing for space or 
time and if Client does not use all of the space or facilities for which Client originally 
authorized Agency to contract by written approval of a media estimate, and if a higher 
“short rate” results, Client will be responsible for the additional amount due by reason of 
the rate differential. 

  
3.  Examination of Records.  Pursuant to Florida Statute 119.0701, Agency shall comply 

with public records laws and, more specifically, shall: 
 
a. Keep and maintain public records required by the public agency to perform the service. 
b. Upon request from the public agency’s custodian of public records, provide the public 
agency with a copy of the requested records or allow the records to be inspected or copied 
within a reasonable time at a cost that does not exceed the cost provided in this chapter or 
as otherwise provided by law. 
c. Ensure that public records that are exempt or confidential and exempt from public 
records disclosure requirements are not disclosed except as authorized by law for the 
duration of the contract term and following completion of the contract if the contractor does 
not transfer the records to the public agency. 
d. Upon completion of the contract, transfer, at no cost, to the public agency all public 
records in possession of the contractor or keep and maintain public records required by 
the public agency to perform the service. If the contractor transfers all public records to the 
public agency upon completion of the contract, the contractor shall destroy any duplicate 
public records that are exempt or confidential and exempt from public records disclosure 
requirements. If the contractor keeps and maintains public records upon completion of the 
contract, the contractor shall meet all applicable requirements for retaining public records. 
All records stored electronically must be provided to the public agency, upon request from 
the public agency’s custodian of public records, in a format that is compatible with the 
information technology systems of the public agency. 

 
IF AGENCY HAS QUESTIONS REGARDING THE 
APPLICATION OF CHAPTER 119, FLORIDA STATUTES, TO 
AGENCY’S DUTY TO PROVIDE PUBLIC RECORDS 
RELATING TO THIS CONTRACT, CONTACT THE 
CUSTODIAN OF PUBLIC RECORDS AT (850) 832-5262, 
jennifer@destinationpanamacity.com, or 101 West Beach Drive, 
Panama City, FL 32401 
 
 

4. Talent Union Codes.  Client will defend, indemnify and hold harmless Agency against any 
loss Agency may sustain resulting from any claim, suit or proceeding against Agency for 
use of any Agency-produced commercials made or brought by talent provided to Agency 
by Client when such claim, suit or proceeding arises out of Client’s obligations under the 
applicable union codes or contracts relating to the production of commercials. Agency will 
defend, indemnify and hold harmless Client against any loss Client may sustain resulting 
from any claim, suit or proceeding made or brought against Client as a result of Agency’s 
work on behalf of Client in the production of commercials when such claim, suit or 
proceeding arises out of Agency’s obligations under the applicable union codes or 
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contracts relating to the production of commercials. Client’s duty to indemnify Agency, and 
Agency’s duty to indemnify Client, attach to all commercials made pursuant to this 
agreement and shall survive the termination of this agreement for a period of five (5) years. 

 
5. Liability and Insurance Matters. Agency agrees to exercise all reasonable precautions 

in the examination of all material prepared or used by Agency on Client's behalf to avoid 
any actions, suits or other proceedings against either Agency, Client, or both.  To the extent 
not covered in full by the "Advertising Agency Special Perils Policy" described below, Client 
will defend, indemnify and hold Agency harmless with respect to any claims, demands or 
actions described by this paragraph arising out of product representations or other 
materials supplied by Client to Agency for inclusion in Client's advertising, publicity or 
promotion of any kind. Agency shall carry an “Advertising Agency Special Perils Policy" in 
a form and with companies satisfactory to Client, written on an occurrence basis with limits 
not less than $1,000,000 per occurrence and in the aggregate, and shall name Client as 
an additional insured party.  Such policy shall be with respect to Agency’s advertising, 
publicity or promotion of any kind of Client’s products or services or Agency’s services 
rendered or that should have been rendered by Agency in the development, placement or 
exhibition of advertising from claims, demands and actions pertaining to the following, 
except to the extent such claims arise from information or materials provided by or through 
Client:  

 
(a)  any form of defamation or other tort related to disparagement or harm to the 

character, reputation or feelings of any person or organization, including libel, 
slander, product disparagement, trade libel, infliction of emotional distress, outrage 
or outrageous conduct; 

 
(b)  any form of invasion, infringement or interference with rights of privacy or publicity, 

including false light, public disclosure of private facts, intrusion and commercial 
appropriation of name or likeness; 

 
 (c)  false arrest, detention or imprisonment or malicious prosecution, wrongful entry or 

eviction, trespass, eavesdropping or other invasion of the right of private 
occupancy; 

 
(d)  infringement of title, slogan, trademark, trade name, trade dress, service mark or 

service name; 
 
(e)  infringement of copyright, plagiarism, piracy or misappropriation of ideas under 

implied contract; 
 
(f)  unfair competition, dilution, deceptive trade practices, civil actions for consumer 

fraud, false advertising or misrepresentation in advertising, and claims under 
Section 43(a) of the federal trademark statute or similar state statutes. 

 
This policy protects Client up to the amount of the limit of such policy if Agency and does 
not substitute for, limit, or reduce any obligation otherwise provided herein for Agency to 
indemnify Client.   

 
Upon assertion of a claim or commencement of a suit or proceeding by a third party that 
may give rise to liability of an indemnifying party under this agreement, the indemnified 
party shall promptly notify the indemnifying party of the existence of such a claim and shall 
give the indemnifying party reasonable opportunity to settle the claim with its own counsel 
at its own expense. The indemnified party shall at all times have the right to participate in 
such defense at its own expense and shall not be obligated to participate in any settlement 
which it reasonably believes would have an adverse effect on its business. The parties 
agree to assist each other as may reasonably be requested in order to ensure a proper 
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and adequate defense. An indemnified party shall not settle any claim without the prior 
written consent of the indemnifying party. Client’s duty to indemnify Agency, and Agency’s 
duty to indemnify Client, shall survive the termination of this agreement for a period of five 
(5) years. 
 

 
6. Term and Termination. The term of this agreement is for nine months beginning on 

October 7, 2024 (the “Effective Date”), unless sooner terminated as provided herein.  
Thereafter, this agreement may be renewed from year to year upon on the mutual 
agreement of the parties.  Such renewal must be in writing, executed by both parties, and 
shall be on the same terms stated herein except as specified by the written renewal.  A 
renewal shall not be binding on Client unless executed by Client’s President. 

 
This agreement may be terminated for convenience, without cause, by either party by 
giving ninety (90) days advance notice in writing.  The parties’ respective rights, duties and 
responsibilities shall continue during such notice or “wind-down” period.  Agency shall be 
entitled to any retainer fee to the end of the notification period and Client shall have the 
option, in its sole discretion, to pay such fee in full in advance and discharge Agency 
immediately. 

 
Client may terminate this agreement for cause by written notice to Agency effective 
immediately.  Cause shall include by way of example and not limitation, solicitation or 
acceptance of a competing client as described below, commission of a criminal act or an 
act evidencing moral turpitude, dishonest or deceptive dealing, incompetence, repeated 
lack of service, or any other material breach of this Agreement.  Any wrongful termination 
for cause shall be conclusively deemed a termination for convenience.  
 
Client may terminate this agreement on or about September 30 of any year in which the 
Board of County Commissioners of Bay County, Florida, fails to appropriate advertising 
and marketing funds to the Client for the next fiscal year in an amount materially equal to 
the amount appropriated for the then current fiscal year.  
 
Furthermore, Client may terminate this contract if Agency is found to have submitted a 
false certification related to Florida Statute 287.15; has been placed on the Scrutinized 
Companies that Boycott Israel List, or is engaged in a boycott of Israel; has been placed 
on the Scrutinized Companies with Activities in Sudan List or the Scrutinized Companies 
with Activities in the Iran Petroleum Energy Sector List; or has been engaged in business 
operations in Cuba or Syria. 

 
As used throughout this agreement, termination shall mean termination by lapse of time or 
otherwise. 

 
(a)  Limitation of Pending Projects and Non-Cancelable Contracts.  Upon 

termination for convenience and during the wind-down period, Client may, in its 
sole discretion, require Agency to limit, reduce or cease work on any pending 
Project.   In such case, Client shall be responsible for all ordinary Project costs 
incurred and hourly fees earned by agency through the date notice of limitation, 
reduction or cessation was given, provided Agency, at Client’s request, uses its 
best efforts to cause any third-party contract or benefit associated with the Project 
to be assigned or set over to Client.    In addition, Client shall be responsible for all 
Project costs unavoidably incurred by Agency with a third party after notice of 
limitation, reduction or cessation was given, so long as Agency, at Client’s request, 
uses its best efforts to cause such third-party contract or benefit to be assigned or 
set over to Client.  However, Client shall not be responsible for any lost profit or 
benefit of the bargain claimed by Agency. 
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(b)  Transfer of Property and Materials. Upon termination, Agency shall transfer, 
assign and make available to Client or its representative, all property and materials 
in Agency’s possession or control belonging to Client, including any copy, artwork, 
plates, licenses, digital files or other physical embodiment of creative work relating 
to any such property, all material which may be in Client’s possession at 
termination of this agreement, all advertising, merchandising, package, plan or 
idea prepared by Agency and submitted to Client (whether submitted separately 
or as part of other material) which Client has elected to utilize or not to utilize, any 
unfinished Project or materials, and any passwords or permissions needed to 
access and use any such licenses or digital files; provided however, that Client 
grants Agency the right to use final Projects and material previously approved for 
publication by Client solely for purposes of marketing or promoting Agency and its 
services.  

 
7.  Responsibility for Third Parties. Agency shall take reasonable precautions to safeguard 

Client’s tangible or intangible property entrusted to Agency’s custody, control or use.  
Agency will guard against any loss to Client through failure of media or suppliers to properly 
execute their commitments related to this Agreement.  

 
8.  Confidential Information. Agency and Client agree to keep in confidence and not to 

disclose or use for its own benefit or the benefit of any third party (except as may be 
required for the performance of services under this agreement or as may be required by 
law), any information, documents or materials which are identified by a party, at the time 
that they are made available, to be proprietary or confidential and are marked as such, 
provided however that such obligation shall not extend to any information, documents or 
materials that become publicly available without breach of this provision These obligations 
shall survive the termination of this agreement for a period of three (3) years. 

 
9. Miscellaneous. The above provisions, the attached Exhibit 1, and any task order agreed 

upon by the parties in writing with the same formality required for an amendment to this 
Agreement constitute the entire agreement of the parties concerning the relations and 
agreements of Agency and Client. It is agreed that neither party shall have the right to, 
orally or in writing, modify the above terms unless the modifications, changes or additions 
have been executed as an amendment to this agreement by the properly authorized 
officers of each party in the same manner as the above provisions are being agreed. No 
waiver of any provision, or delay or failure to exercise any remedy, shall be deemed a 
subsequent waiver or modification of the same or any other provision.  The prevailing party 
in any suit brought to enforce this agreement shall be entitled to a reasonable attorney’s 
fee, including appeal, and any litigation to determine the amount of fees or costs owed to 
a prevailing party. This agreement shall be governed by and construed in accordance with 
the laws of the State of Florida, and exclusive venue and jurisdiction to hear any dispute 
shall lie in a court of appropriate jurisdiction located in Bay County, Florida. This agreement 
may not be assigned or transferred in whole or in part by either party without the other 
party’s prior written consent. Client’s obligation to defend, indemnify and hold harmless 
Agency is subject to the limits contained in Section 768.28 Florida Statutes (waiver of 
sovereign immunity).  This agreement is solely for the benefit of the parties, and nothing 
herein shall be deemed to create any third-party beneficiary right in any other person.  All 
notices and approvals required or permitted hereunder must be in writing; an email from 
one party which is received by the other at its customary email address shall qualify as a 
written notice or approval.  

 
10.  Ownership of Materials.  All materials created and/or produced by Agency for Client shall 

become the property of Client upon receipt by Agency of payment in full for all services 
rendered by Agency pursuant to this Agreement through the creation or development of 
such materials. 
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Agency acknowledges that Client is the sole and exclusive owner of Client’s protectable 
intellectual property, including without limitation, trademarks, service marks, trade names 
and logos (collectively, the “Client Marks").  Agency agrees that it will not make any use of 
the Marks without Client’s prior written consent.  Agency further agrees and acknowledges 
that it shall not acquire any interest in the Marks or the goodwill associated with the Marks 
by virtue of this Agreement or Agency’s use of the Marks. Client hereby reserves all such 
rights not specifically granted hereunder. 

 
Client acknowledges that Agency is the sole and exclusive owner of Agency’s protectable 
intellectual property, including without limitation, trademarks, service marks, trade names 
and logos (collectively, the “Agency Marks").  Client agrees that it will not make any use of 
the Marks without Agency’s prior written consent.  Client further agrees and acknowledges 
that it shall not acquire any interest in the Marks or the goodwill associated with the Marks 
by virtue of this Agreement or Client’s use of the Marks. Agency hereby reserves all such 
rights not specifically granted hereunder. 

 
11.  Conflict of Interest:   During the term of this Agreement, Agency shall not represent any 

destination marketing organization or tourism related business located in a competitive 
beachfront community or in the greater Panama City area.  Agency shall be entitled to 
request at any time Client’s determination of whether soliciting or accepting a particular 
client will violate this covenant.  Client shall respond in writing within five (5) business days 
after receipt of a written request for determination. 

 
 The agency also agrees to disclose any relationships, financial interests, or potential 

conflicts of interest with media vendors prior to engaging in media buying activities on 
behalf of the Client. 

 
12. Appropriations.  Client, during any fiscal year, shall not expend money, incur any liability, 

or enter into any contract which, by its terms involves the expenditure of money in excess 
of the amounts appropriated to Client by the Board of County Commissioners of Bay 
County, Florida, and budgeted as available for expenditure during such fiscal year for the 
purposes contained in this agreement. Any contract, verbal or written, made in violation of 
this subsection is null and void, and no money may be paid on such contract. 

 
13. Audit Rights. The Client retains the right to audit media placement invoices, contracts, 

and agreements at any time to ensure compliance with this contract. The agency agrees 
to provide full access to such records as requested.  

 
 
 
 
 

 [Signatures on following page.] 
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The above provisions are accepted by: 

Destination Panama City  
Panama City  
Community Development Council, Inc., 

By: 
Jennifer Vigil, CEO 

Title: President & CEO 

Date: 

Aqua Marketing & Communications, Inc. 

By: 
(Authorized Signature) 

Title: Larry Aldrich 
(Type or Print Name) 

Date: October 7, 2024  

10/7/2024
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EXHIBIT 1 

SCOPE OF SERVICES 

A. SERVICES 

Account & Project Manage Services – Billable to Account 53401: 

• Organizes and manages day-to-day activities (including project schedules, status 

reporting, meeting agendas, and conference reports, etc.). 

• Develops estimates and manages budget, providing Client with ongoing budget 

reconciliations. 

• Coordinates efforts between Client, agency teams (Aqua) and annual media vendors 

based on approved media buys/placements. 

• Collaborates with partner agencies, such as PR (currently LRC), Website (Gorgeous 

Marketing), Photography & Videography, and others (ex. Strategic research).  

• Prepares Monthly Status Reports and Strategic point-of-views and presents to 

stakeholders as needed. 

Strategy Brand Planning & Business Intelligence – Billable to Account 53401: 

• Provides strategic direction to guide annual marketing planning 

• Provides data analytics consulting, methodology, and design to inform annual planning 

• Partners with Media to provide high level monthly digital reporting and optimization 

recommendations based on media reporting.  

Media Planning – Billable to Account 53401: 

• Provides media leadership, strategy, and direction 

• Executes media planning, placement and buying annually in support of brand annual 

planning as directed by Client in accordance with annual budget. 

• Develops media approach and plan for Media, to include: 

o Target analysis that aligns with research studies 

o Establish media strategy, objectives, and tactics 

o Develop overall media strategic framework for the annual plan 

o Provide market analysis and recommendations 
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o Prove media planning and investment across all channels: broadcast, radio, print, 

digital, mobile, social, and out of home 

• Provide digital reporting and optimization recommendations monthly. 

• Provide evaluations of media opportunities as needed and that arise throughout the year 

for opportunistic buys.  

• Management of media plan and budget management, including actualizing plans, billing 

reconciliation, makegoods, etc.  

• Manage and coordinate creative asset size details, file specifications, media partner 

contacts, and due dates with production and strategic engagement teams.  

Creative Concepting & Design – Billable to Account 54801: 

• Provides creative leadership, strategy, and direction 

• Develops creative concepts for annual marketing campaigns up to 3 creative 

ideations/territories based on approved strategy.  

• Partners with DPC team on media approach and tactics to support the delivery of the 

creative platform annually.  

Creative Asset Acquisition – Billable to Account 54803: 

• Photography and Videography, to include all aspects of photo or video shoot.  

Media Buying – Billable to Account 54800: 

• Negotiate and buy placement for all media authorized by Client.  

• Authorization: All media spend will be approved through an authorization document 

provided to Destination Panama City by the Agency for signature and will include: 

channel, inventory, net cost, estimated fee, flight details, and specifics related to 

campaign.  

• The agency agrees to provide full transparency of all media buying rates and terms. Any 

rebates, discounts, or financial benefits provided by media outlets as a result of media 

placements shall be passed directly to the Client and  not retained by the agency.  

 

Billable limits for FY25: 

• Account 53401 will not exceed $50,000 

• Account 54800 will not exceed $350,000* 
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• Account 54801 will not exceed $60,000 

• Account 54803 will not exceed $50,000 

• Any third party or OOP costs, as required, will be estimated by the Agency, and 

approved by Destination Panama City. 

* Due to timing constraints for media buys for FY25, much of this media has already been 

placed by the Client and communicated to the Agency. 

 

Compensation and Transparency: 

• The agency shall be compensated solely by the Client through the agreed-upon fees 

and/or commissions as identified below. No additional compensation, fees, or 

incentives may be accepted from any third-party media outlet or vendor.  

Account Management Compensation Alternatives (includes all 53401 services):  

Option One: Per Hourly Rate. The agency agrees to a per hour rate of $150 per hour. 

Detailed billable hour invoices required. Agency will be responsible to ensure that the total 

invoices related to services included in 53401 will not exceed $50,000 in FY25.  

Option Two: Monthly Retainer Fee. The agency agrees to a monthly retainer fee of 

$4,166.66 per month for all services included in 53401. Agency will be responsible to 

ensure that the total invoices related to services included in 53401 will not exceed $50,000 

in FY25. 

 

Creative Concepting & Design Compensation Alternatives (includes all 54801 

services):  

Option One: Per Hourly Rate. The agency agrees to a per hour rate of $150 per hour. 

Detailed billable hour invoices required. Agency will be responsible to ensure that the total 

invoices related to services included in 54801 will not exceed $60,000 in FY25.  

Option Two: Monthly Retainer Fee. The agency agrees to a monthly retainer fee of 

$5,000.00 per month for all services included in 54801.  Agency will be responsible to 

ensure that the total invoices related to services included in 54801 will not exceed $60,000 

in FY25. 

 

 

 

X 

X 
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Media Commission Compensation Alternatives (includes all 54802 services):  

Option One: For any media placed by the after November 1, 2024, the agency media 

commission rate will be 15%.   

 

 

 

 

 

 

 

 

 

X 
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