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0.0  FOREWORD

In April 2003, a Strategic Hosting Work Group was appointed by the Secretary of State (Physical Activity and Sport) to propose a strategic framework for hosting international sport events in Canada.  Its findings were published in September 2003 in a document entitled The Report to the Secretary of State (Physical Activity and Sport) on Hosting International Sport Events in Canada – A proposal for a strategic framework.

The Report notably recommends that:

“A number of resources, reference documents, templates and best practices to assist in the development of a submission be designed and made available to any community or group that wishes to assess them, via a website." (Recommendation 23)

The report states that out-of-government organizations that have the experience on the ground would be best positioned to coordinate the development and maintenance of such resources and materials.  The report also specifically mentions the Canadian Sport Tourism Alliance as an education and marketing organization that has already developed such kind of materials and holds training workshops for community representatives involved in hosting sport events.

The project of the CSTA to develop a Business Plan Template for hosting sport events in partnership with Organisports is in direct response to this recommendation and provides a new tool, available on the web, for communities or groups that wish to bid for or organize a sport event, whether it is a regional, provincial, national or international event.

How to use this document

This business plan template is a CSTA product in partnership with Organisports for

· Regional and Provincial events

· National events

· International events

Organisports is a company that excels in sport event consultation, from the bidding process to the execution of the event. Organisports has partnered with the Canadian Sport Tourism Alliance (CSTA) for the development of a business plan template including a detailed budget, which can be adapted for sport events of any size. 

0.1
The Business Plan document in Word format

The following steps must be followed in order to customize the pro forma Business Plan template into your event business plan:

· When you have, at the beginning of a section, the word [CONTENT], it means that you must delete the text below and structure your text in accordance with the suggested content.

· When you have, at the beginning of a section, the word [SAMPLE], it means that you can simply keep the text and customize it for your event.

· At the end of the document, in the appendices, not all the documents are included in this Word file, as some of the documents are not in Word (.doc) format.  Therefore, the following documents will be in different attachments and will have to be inserted in the main document when your business plan is finalized. These documents are:

· the hiring plan (Microsoft Excel (.xls));

· the budget (in Microsoft Access).

For glossary, see appendix 10.

NOTE: It must be taken into account that the Business Plan, except for the appendices and section 0.0, should be a public document since it is aimed at providing the different levels of public authorities the appropriate information in view of obtaining grants.  The appendices will be made available only to the members of the Local Organizing Committee as well as to the different stakeholders.  

0.2
The budget (in Access) 

0.2.1
Budget structure

The budget structure is comprised of three levels (not including the objects):

· Level 1
Budget division (8 divisions for revenues and 21 divisions for expenses), same as the one in section 5;

· Level 2 

Budget sub-division (up to 10 sub-divisions per division for a total of 31 for the revenues and 125 for the expenses);

· Level 3
Work Package (up to 50 Work Packages per sub-division for a total of 180 for the revenues and 1000 Work Packages for the expenses);

For the complete list of the budget structure, see Access file.

0.2.2
Object structure

Objects are included in each Work Package as items.

The structure includes more than 570 objects. They are contained in Level 4 of the budget.

· Structure of object

· Type of object (i.e. Non-consumable goods)

· Grouping of objects (i.e. Beverages)

· Object (i.e. Coffee)

· Up to 90 objects per Work Package

· The same objects can be in many different Work Packages.

There are a total of 5,000 budget lines for single sport events and 12,000 lines for multiple sport events (30 sports).

An additional level is available by using the function Comments, which are linked to the object.

For the complete list of the object structure, see Access file.

0.2.3
Budget Structure Example

· Division 

· e.g.: 01-01-00.000 Event Management

· Sub-division 

· e.g.: 01-05-00.000 Meeting Expenses

· Work Package 

· e.g.: 01-05-01.000 Board of Directors

· Example of Objects within a Work Package

· 683 Buffet prior to the events

· 693 Non-alcoholic beverages

· 694 Coffee

· Comments within Object

· 683 Buffet prior to the events: vegetarian food only

· 693 Non-alcoholic beverages: only Coke products

· 694 Coffee: with sugar and cream

The code for coffee in the Board of Directors Work Package would then be: 01-05-01.694

0.2.4
Value-in-Kind (VIK)

VIK can be included in the budget in order to reflect the contribution of the:

· various partners;

· governments;

· institutions;

· service providers. 

In the budget, for every line item you have the option of including the cost of the items in two different columns: cash or VIK. If it is in the VIK column you are also able to identify who will supply the VIK. The latter information will be useful when producing the VIK report.

0.2.5
Input of data

In order to customize your budget, you need to include the figures at the Object level within a Work Package.

The budget includes the description of all Objects within a Work Package, which should be included in a budget—you just have to include quantity and the relevant cost in the cash or VIK column. 

You can also add for each Object:

· the VIK supplier; 

· items which have no HST/GST or PST; 

· or remarks. 

You also have the option of adding objects that have not been included by:

· using the list to take an object which already exists. The program will give you the Object structure which is organized by:

· type of Object (e.g. 600 Non consumable Goods)

· grouping of Objects (e.g. 690 Beverages)

· object  (e.g. 694 Coffee)

· selecting the code number (e.g. 694)—the description will be automatically shown (e.g. Coffee);

· using the automatic button to create a new Object (if not already in the Object list);

You can also delete them but it is not necessary; simply do not include any quantity or relevant cost.

For the cost of human resources in your budget, first adapt the hiring plan and then transfer the totals into the Access document. 

0.2.6
Budget Philosophy

The Work Package items (Object) have been included in the Work Package with the following budget philosophy:

· A certain number of divisions in the Local Organizing Committee (see 4.3.3 for more details) are providers; they are providing service to the other divisions.  Therefore all the items that belong to their service will be included in that division (i.e.: all cell phones for the event will be found in the technology budget). This will help the divisions that are service providers to control their own budget.

· However we have made one exception for events which are organized prior to the event (i.e.: Site Visit by the Rights Holder); in this case all the Work Package items (Object) are included within the event (i.e.: under International & Government Relations and Protocol Division). The reason being that the service provider may not be ready to provide service to that specific event.

· All costs in the budget division should be without taxes (HST and PST if appropriate), with the exception of the consultant’s fee in the hiring plan. The tax should be included at the end of the division items after reviewing your non-taxable Work Package report (see 0.2.4).

0.2.7
Reports

The following reports and files are available automatically with one column for cash, one for VIK, and the total:

· Input of data (revenues): 175 windows;

· Input of data (expenses): 1000 windows*;

· Summary revenues report (by division) (1st level): 1 page;

· Summary expenses report (by division) (1st level): 1 page;

· Sub-division revenues report (2nd level): 3 pages;

· Sub-division expenses report (2nd level): 10 pages;

· Work package revenues report (3rd level): 17 pages;

· Work package expenses report (3rd level): 100 pages*;

· STEAM report (only cash column): 1 page:

· List of expenses related to the budget structure of the CSTA STEAM model in order to evaluate the economic impact.

· VIK report (revenues and expenses): number of pages varies according to data entry:

· List of expenses related to the various suppliers (commercial or institutional) in VIK identified in the budget, which are spread in different divisions, sub-divisions and Work Packages (i.e. host city contribution).

· Non-taxable work package (revenues and expenses): number of pages varies according to data entry:

· List of objects which are not taxable in order to calculate the return of the sales tax.

·  Multi-division object report: 621 pages*:

· List of expenses by object in order to accumulate the object coming from a same object which is spread in different divisions, sub-divisions and work packages (i.e. transport, coffee, etc).  It will also give you the option to know your inventory at any time; object in section 700 lists all the durable goods.

· Object structure report (revenues and expenses): Same as above but with totals by type of object and regrouping of object. It will also give you the option to know your inventory at any time; object in section 700 lists all the durable goods.

· Foreign exchange object report (revenues and expenses): list of objects that the original currency was transferred in Canadian dollars. This list is important if the currency rate varies.

Note* 
for multiple events with 30 sports. It is preferable to print a selection of pages according to your needs. For single sports events the Work Package level will include Work Packages that involve only multiple sporting events; therefore it is preferable not to print this report.

0.3
French Version

The Business Plan template (document in Microsoft Word format and budget in Microsoft Access format) is also available in French.

0.4
Special Note

For the purposes of brevity and simplicity, unless otherwise indicated, the masculine gender has been used throughout the English text, but it implies either gender as the case may be. 

Any questions?

For any questions or if you would like to have a consultant customize the document for your event, please contact ORGANISPORTS, which has designed the Business Plan template and co-owns the copyright with CSTA, at:

ORGANISPORTS

222, chemin de la Caroline

St-Damase, Quebec

Canada  J0H 1J0

Tel.: +1 (647) 932-1799

E-mail: info@organisports.com
Web site : www.organisports.com
This Business Plan template was developed by:

Francis Beausoleil

Marc Bernier

Lana Bertsch

Rhéo Boisvert

Roland Gascon

Marcel Labonté

Jim Murray

Radmila Puskar-Zutic

Jacques Raby

Hugo Racine

Gary Richards

Éric Savard

Stadia Event Group Ltd
1.0  INTRODUCTION

The Introduction should provide some background information on the project: when, why and in what circumstances did the community get involved in hosting the event.

[CONTENT]

The different steps already performed since the beginning of the project.

[SAMPLE]

Why should a business plan be developed?

· To provide sound information to public authorities on the feasibility of the project

· To provide a preliminary planning document to the Local Organizing Committee

· To identify the best structure for the Local Organizing Committee

· To facilitate the creation of a strategic plan for the event which takes into consideration a variety of organizational steps
· To know and understand the human, equipment and financial resources required to successfully host the event
· To project the organizational expenses of the event as well as the potential revenues
· To identify the detailed contribution of cash and Value-in-Kind of the various stakeholders

· To confirm if the existing infrastructures are sufficient to host the event and, if not, what upgrades are required

· To identify the legacies that the event should generate. 

2.0  THE EVENT

2.1
The Event Rights Holder Organization 

This section should provide a quick overview of the rights holder organization, which usually awards the event at the conclusion of a bidding process and with whom the host city, the provincial/national sport federation and the Local Organizing Committee sign a contract to host the event.

[CONTENT]

Useful information:

· Date of foundation

· Scope of the sport governing body: international, national, provincial

· Number of member federations (for an international sport federation), or provincial branch (for a national sport federation) or clubs (for a provincial federation)

· The Board of Directors of the Event Right Holder Organization

· The delegates, whose responsibility it is to ensure that all the regulations of the rights holder organization, such as stipulated in the contract, will be applied

· The list of events for which the organization is the rights holder

· The importance of the rights holder organization in comparison to other sport comparable organizations/events by listing specific data (i.e. TV viewers for its major events)

2.2
Description of the Event

This section should provide an overview of the event itself and allow the reader to assess its importance.

[CONTENT]

· The status of the event within the calendar of sport events of the rights holder organization:

· Annual or biennial event

· International, national or provincial event

· Championships or event(s) within a series of competitions of the same kind (i.e. World Cup, Tour, etc.)

· Previous events of the same kind: when (year), where (country, city), number of participants

· Duration of the event (1, 2, 3, 4 days…)

· Age and expected number of participants (youth, junior, senior, masters, etc.)

· Number of countries, provinces, clubs which will send athletes/delegates

· Where will the event takes place (one or many locations)

· Number of different disciplines within the event

· Opening and closing ceremonies (if any)

· Expected number of spectators

· Expected number of out-of--town visitors (from the province, the country, the USA or other international visitors)

· Number of expected VIPs and media representatives

· Expected TV coverage (if any) and scope of broadcasting (local, national, international)

2.3
Other Activities related to the Event 

[CONTENT]

Even if such activities may not be requested according to the contract signed with the rights holder organization, it may be appropriate to take advantage of the event to schedule other related activities, such as:

· Cultural festivals, exhibitions, fairs or any other cultural activities

· Social functions

· Clinics and workshops related to the event (for the athletes, for the coaches or other team members) 

· Conference, convention, annual general assembly of the rights holder organization

The Business Plan should point out which organization, whether it is the Local Organizing Committee or any other organization, will take the responsibility to organize such related events, and should it be an organization other than the Local Organizing Committee, what kind of relationship it will have with the Local Organizing Committee.

2.4
Fact Sheet 

The fact sheet should describe, in a few short statements, the main features and scope of the event.  This fact sheet will be used later on many other occasions for information or marketing purposes.


[SAMPLE]

· The [name of event] is (are) being held every [one, two] years under the aegis of the [rights holder organization].    The next [name of event] will be held in [city] from [month and date] to [month and date] [year].
· The [name of event] will gather [number] athletes and team members, coming from [number of countries, provinces, clubs]. 

· According to a projection using the CSTA’s Sport Tourism Economic Assessment Model, the [name of event] is expected to generate an economic impact of $[amount] in the Province of [name], $[amount] which will occur in the City of [name of city], and support [number] jobs in the Province of [name], [number] of which will be in the City of [name].  

· The TV coverage of the [name of event] is expected to be broadcast at the [local, provincial, national] level by [host broadcaster or any other network which has signed a broadcast agreement with either the rights holder organization or the Local Organizing Committee.  Total coverage will cover [number] hours of airtime in Canada and in [number] other countries around the world.  Moreover, some [number] representatives of the [provincial, national and/or international] media are expected to be in [host city] to cover the [name of event].
· The different competitions of the [name event] will take place during [number] days, from [day and date] to [day and date] [month] at the [main venue] [which was built especially for the event at a cost of $x millions].  
· The number of spectators who are expected to attend the [name event] will be [number].  
· [Host city] will be the [rank] city in [Canada, North America] to host the [name of event].  The previous [events] took place in [cities, provinces or countries] in [years].
· Hosting the [name of event] will require the contribution of [number] volunteers, [participants] in the opening and closing ceremonies, as well as [number] of members of the Local Organizing Committee, for a total of approximately [number] people. 
· The [name of event] is expected to leave a legacy of approximately $[amount], which will be used for [specify the purpose of the legacy].

3.0  MISSION AND OBJECTIVES

3.1
Vision

[SAMPLE]

To showcase Canada, [province], and [host province] and {host city} to the world, while hosting the best-ever [name of event].

3.2
Mission Statement

[SAMPLE]

The Local Organizing Committee for the [name of the event] will deliver the best-ever sporting event, which will celebrate achievements in [sport]. The [rights holder of the event], Government partners, corporate partners, and the general public will be provided safe and enjoyable facilities and services. The character, culture and pride of the community will be showcased to the [country, province and city]. The event will be conducted in a fiscally and environmentally responsible manner, maximizing the economic benefits to the City, Province and Country. 


3.3
Objectives 

The different statements identified as key objectives should refer to the scope of the legacy expected by the host city as the result of hosting the event. 

[CONTENT]

The following items should be considered for the various objectives:

· the status of the specific sport(s) involved in the event (one sport in a one-sport event or many specific sports in a multi-sport event) in the host city (or the province or the country as a whole);

· the status of amateur sport in a broader sense;

· the promotion of the host city (and province) through the exposure expected from hosting the event throughout the province or in the country;

· the delivery of the event itself in accordance with the regulations of the sport governing body (or bodies in the event of a multi-sport event) and the event rights holder;

· the operation of the event within the available financial resources and the expected legacy for the future development of sport;

· the economic impact as a result of hosting the event;

· the legacy in terms of:

· facilities and equipment ;
· local expertise;

· sport organization;

· sport foundation;

· education of future generations;

· integration of the different components of the local community.

4.0  THE LOCAL ORGANIZING COMMITTEE

4.1
Legal Aspects

4.1.1
Designations

This section should deal with the different possible designations of the event itself and the Local Organizing Committee and provide information with regard to a few issues related to designations.

[CONTENT] 

The official name of the event is (in English and French).

Mention that the name has been or will be registered.

The operating name of the event (if any).

	Why an operating name is important:

- to have short messages for the promotion of the event;

- to make it easy for the public to become familiar with the event; a name that is too long will not be remembered by the public;

- if the Local Organizing Committee does not adopt and promote an operating name, the media will create their own and it will not be consistent from one media to the other.




If a logo has been designed for the bidding process, the logo should be included with the appropriate explanation. 
4.1.2
Letters Patent

[CONTENT]

When to request letters patent.

The status of the bidding committee.

The status of the Local Organizing Committee: not-for-profit organization.

The objectives the Local Organizing Committee wish to pursue.

To which organization will the assets be transferred after the dissolution of the Local Organizing Committee?

What if, during the bidding process, the name has to be changed?

4.1.3
By-laws

When a Local Organizing Committee is created, it is important to incorporate as a not-for-profit organization and have the appropriate by-laws in accordance with the Local Organizing Committee structure.

[CONTENT]

See Appendix 3 for a table of contents of appropriate by-laws.  Full contents of by-laws are available; please contact Organisports (see Foreword for contact details).

4.1.4
Annual Reports and periodical reports

[CONTENT]

Legal obligations to report yearly on the status of the Local Organizing Committee to government authorities.

The number of times a year the Local Organizing Committee will forward periodical reports to the stakeholders after being accepted by the Board of Directors.

4.1.5
Trademark Applications

[CONTENT]

It is important to know where you can find the basic information to apply for trademark, copyright and patents and Industry Canada’s website; www.strategis.gc.ca makes it easy for you to apply for trade-mark to protect your intellectual property.  The first thing you should do is conduct a “search” to determine if your idea has not already been copyrighted or trademarked.  Another source of legal information in regards to researching trade-mark law is the Department of Justice’s website; www.Laws.justice.gc.ca/en/T-13.  You may wish to leave the interpretation of the law to a qualified and experienced Trademark Agent.  Should you wish to apply for trademark using the mail then Appendix 4 provides you with an Example application and covering letter.

4.2 
Political Bodies

[SAMPLES]

The organizational structure established to produce the [name of the event] is called the “Local Organizing Committee”.

The Local Organizing Committee will be divided into two arms: the political and the operational. 

The political wing will be comprised of the following groups:

· the Board of Directors;

· the Executive Committee;

· the Committee of Partners;

· the Board of Governors;

· the Advisory Committee to the Local Organizing Committee.

The operational structure will be comprised of the following groups:

· the Executive Management;

· the Senior Management;

· the Divisions;

· the Departments.

4.2.1
The Board of Directors

The Governance Board of Directors will have the following mandate: 

· to be the committee bearing ultimate responsibility within the Corporation mandated to organize the [event];

· to ensure that the Corporation is properly administrated and to exercise in its name all powers accorded via by laws and by general rules;

· to govern its members’ presence and code of conduct, as well as adherence to policies established by the code;

· to act in the best interests of the Corporation and to convey the decisions made by the Board of Directors;

· to adopt the Corporation’s mission and general objectives, as well as the general strategies of the Local Organizing Committee;

· to approve the budget and budget revisions;

· to receive the reports and recommendations of the Executive Committee;

· to delegate to the CEO the administration and operation of the event.

The Board of Directors will be comprised of the following volunteers*:

· the Board Chair

· the President & CEO;

· the Treasurer (from the finance sector);

· the Secretary (from the legal sector);

· one representative per public sector stakeholders (Federal, Provincial, Regional, Municipal);

· one representative per institutional stakeholder(s) (University, College, School Board);

· one representative from the rights holder (if requested in the contract);

· one representative from the national sport federation;

· one representative from the provincial sport federation  ;

· five to seven representatives from the private sector;

· Two representatives from the athletes (former or current athletes at the same level as the event that is being organized, ideally they have competed in the same event previously).

Note*: With the exception of the President and CEO

The Board of Directors will hold meetings every two months starting two years prior the event. Meetings will be chaired by the Board Chair. The CEO will also attend these meetings.  The Vice-president(s) and CFO will be present as observers.

If requested, a public sector partner could have one observer without the right to vote.

4.2.2
The Executive Committee

The Executive Committee has the following mandate: 

· to act in the name of the Board of Directors and, in periods between the latter’s meetings, to make any decisions in its name;

· to recommend the budget prepared by the Executive Management after review by the Finance Committee to the Board of Directors and the approval of the financial statements;

· to approve strategic planning, the operational structure, the Business Plan, the Operations Manual, the Venue Operations Manual and the Final Report;

· to take the necessary decisions for certain activities that involve the Local Organizing Committee and the following organizations: the rights holder, the national and provincial federations, the federal government, the provincial government, the City, the university, the college, the school board; 

· to make the necessary decisions regarding any financial or operational problems identified by the Executive Management;

· to receive the reports and recommendations from the Executive Management.

The Executive Committee will be comprised of the following volunteers:

· the President & CEO;

· the Secretary;

· the Treasurer;

· one representative per sector for public sectors who are stakeholders (Federal, Provincial, Regional, Municipal).

The Executive Committee will hold meetings monthly starting two years prior to the event. Meetings will be chaired by the President. The CEO, will also attend these meetings.  The Vice-president(s) and CFO will be present as observers. No observer from the public sector will be eligible to be at the Executive Committee.

Minutes of the Executive Committee will be distributed to the members of the Board of Directors.

4.2.3
The Finance Committee

The Finance Committee will analyze all budgetary aspects prepared by the Executive Management, then make recommendations to the Executive Committee.

The Finance Committee has the following mandate:

· to regularly track the Organization’s budget evolution;

· to gather by the appropriate manner all the necessary information;

· to receive the financial statements prepared by the CFO;

· to conduct the appropriate financial checks as required for careful management of finances by the Local Organizing Committee;

· to ensure that expenses that are incurred with respect to the budgetary limit approved at the Board level;

· to report, via the Treasurer, to the Executive Committee and the Board of Directors.

The Finance Committee will be comprised of the following members: 

· the Treasurer of the Local Organizing Committee;

· Two to four Board members with at least one member from the business sector.

The Finance Committee will hold meetings after each budget revision by the Executive Management. It will meet at least four times a year, from 18 months prior to the event and more frequently within the 3 months prior to the event. Meetings will be chaired by the Treasurer. The CEO and CFO will also be present at the meetings.  

4.2.4
The Committee of Partners

The Board of Partners will act as the line of communication between the Local Organizing Committee and the various partners. The business plan and a semi-annual report on the Organizing Committee’s operations will be submitted to the Board of Partners.  

The Board of Partners will be comprised of the following members: 

· the federal Secretary of State for Amateur Sport; 

· the provincial sports Minister;

· the Mayor of the host city;

· the Presidents of the National and Provincial Federations;

· the President & CEO of the Local Organizing Committee.

The Board of Partners will hold meetings twice yearly starting 18 months prior to the event. Meetings will be chaired by the Chair of the Local Organizing Committee. The President & CEO will also attend these meetings. The members of the Executive Committee could attend meetings, as need be.

If some members cannot attend the meeting a representative may replace the voting member. If so requested, the public sector may have one observer with no voting rights.

4.2.5
The Advisory Board

The members of the Advisory Board will be recruited primarily from among the organizations and corporations of the region to have within the Local Organizing Committee representatives from the sporting, cultural, ethnic and business communities. 

The Advisory Board will be comprised of the following members: 

· the President & CEO of the Local Organizing Committee;

· one representative from each School Board (public and Catholic) and the association of private schools (if not at the board level);

· one representative from each college (if not at the board level);

· one representative from each university (if not at the board level);

· one representative from the local Chambers of Commerce;

· one representative from the local economic development corporation;

· three representatives from the sport: one from the regional sports association, one from the local sports association and the city representative in charge of sports;

· three representatives from the tourism associations; one at the provincial level, one at the regional level and one at the local level;

· three representatives from the cultural associations, one at the provincial level, one at the regional level and the city representative in charge of culture;

· one representative of the regional health association;

· one representative of the Association of Community Groups;

· one representative of the Volunteers association (if any);

· one representative from the Golden Age or Seniors’ Association (if any);

· one representative of the Multi-cultural association;

· one representative of the French or English community.

The Advisory Board will hold meetings three times per year from 18 months prior to the event. Meetings will be chaired by the Chair. The President & CEO, the Vice-president and the CFO will also be present at these meetings. The members of the Executive Committee will automatically be members of the Advisory Board.

4.2.6
The Board of Governors

The members of this Board will be recruited from among the business community’s top leaders. This Board will not hold meetings; rather, board members will be asked to take part in activities to finance or promote the event. 

4.3
Organizational Structures

[SAMPLES]

No member of the operational arm shall hold a voting position on a body of the political arm and vice versa. Members of the political arm are more than welcome to act as volunteers during the event but not as an organizing committee member of the various operational committees listed below.

4.3.1
Executive Management

The Executive Management will have the following mandate: 

· to oversee the organization of the Corporation’s everyday business;

· to ensure that the organization of the event proceeds smoothly and that the Rights Holder requirements are met and exceeded in terms of service;

· to ensure the Local Organizing Committee’s objectives are met and its mission are fulfilled;

· to inform and advise the Board of Directors and the Executive Committee and to regularly submit to them reports on the Local Organizing Committee’s activities;

· to submit reports to the Rights Holder on a regular basis;

· to present recommendations from the Executive and the Senior Management concerning finance and operations to the Board of Directors, the Executive Committee and the Finance Committee;

· in conjunction with the senior management team prepare the budget and the budget revisions for the Finance Committee;

· to update the business plan and the organizational structure for the Executive Committee and to ensure that the plan is carried out as established, making adjustments as required;

· to develop strategic planning and a general timetable to ensure that the plans are carried out as established, making adjustments as required;

· to distribute information required to produce the Operations Manual, the Venue Operations Manual and the Final Report to the directors, and to provide adequate follow-up and support for their execution;

· to begin discussions on, negotiate and sign the main contracts and letters of agreement in accordance with the Executive Committee’s policy; 

· to set reasonable limits for the directors and to ensure that signed agreements are respected;

· to decide on administrative methods;

· to protect the interests of the Local Organizing Committee and the Rights Holder;

· to act as an official representative in working with the following below organizations and, together with the divisions, coordinate the interventions with various departments of the Rights Holder, the Rights Holder marketing company and the Rights Holder sponsors;

· together with the respective Directors, establish relations with various partners and organizations from the government, business world, public sector and sports world which would be beneficial to the organization of the [Event];

· to communicate on a regular basis pertinent information on the organization of the event to the various partners;

· to supervise the work of all the divisions;

· to ensure that the divisions are able to work together;

· to name the staff to be members of the Senior Management, define their tasks, direct their training, ensure adequate service and support, conduct annual evaluations and encourage decision-making at the appropriate level by capable individuals;

· to oversee the application of wage policies and employee working conditions.

The Executive Management will be comprised of the following members:

· the President & Chief Executive Officer (CEO); 

· the Vice-President – Strategic Planning, International and Governmental Relations;

· the Vice-President – Venue Management;

· the Vice-President – Operations;

· the Vice-President, – Marketing;

· the Vice-President – Competition (only in multi-sport events)

· the Chief Financial Officer;

· the Executive Administrative Assistant. 

The Executive Management will meet once a week starting two years prior to the event and will be chaired by the President & CEO.

The members of the Executive Management will all be full-time employees. 

4.3.2
Joint Executive Management

The Joint Executive Management assumes the responsibility of the Executive Management but by including the highest senior staff representatives from the public sector and institutions that are stakeholders.

Other than the Executive Management members, the Joint Executive Management Committee will comprise the following members:

· Federal senior staff representative in charge of the coordination of the federal coordination committee; 

· Provincial senior staff representative in charge of the coordination of the provincial coordination committee;

· City senior staff representative in charge of the coordination of the city coordination committee;

· University senior staff representative; 

· College senior staff representative;

· School board senior staff representative. 

The Joint Executive Management will meet once a month and will be chaired by the President & CEO starting two years prior to the event.

The federal, provincial and city coordination committees are committees within their respective organization which groups all the various departments / ministries that are involved in the event.

4.3.3
Senior Management

The Senior Management has the following mandate:

· to oversee the organization of the Divisions and Departments;

· to ensure liaison between the different Divisions;

· to contribute to the definition and implementation of the project strategy proposed by the Executive Management by preparing the Operations Manual, the Venue Operations Manual and the Final Report for the Executive Committee;

· to ensure that every step in the Operations Manual is carried out as planned and to make adjustments if need be;

· to set and monitor operational policies that will govern the Local Organizing Committee;

· to control and administrate the resources allocated to different budget items;

· to coordinate the role played by the different partners and organizations involved in organizing the event;

· to appoint chairs of each Department, which will be the responsibility of the respective Director.

The Senior Management will comprise members of the Executive Management and the following members in the following division groupings:

INTERNATIONAL AND GOVERNEMENT RELATIONS AND PROTOCOL 

· the Director of Protocol;

FINANCE DIVISION

· the Director of Finance, Administration and Human Resources;

VENUE MANAGEMENT

· the Director of Technology*;

· the Director of Fit-Out*;

· the Director of Venue Construction;

· the Host Broadcaster Representative;

MARKETING DIVISIONS

· the Director of Sponsorships*;

· the Director of Fundraising and Merchandising;

· the Director of Ticketing Services*;

· the Director of Communications*;

· the Director of Media Services;

OPERATIONAL DIVISIONS

· the Director of Competition (see next grouping of divisions);

· the Director of Ceremonies;;

· the Director of Volunteers*;

· the Director of Accommodation and Food Services*;

· the Director of Logistics*;

SPORT DIVISION (only in the case of a multi-sports event)

· the Director of Competition (one per sport).

* Note: Divisions are also service providers, which means that they provide services to other divisions. 

The members of the Senior Management will all be full-time employees. 

The Senior Management will meet bi-weekly and will be chaired by the President & CEO starting 18 months prior to the event. In between meetings, the Director of Divisions, as well as some Coordinators, will be asked to participate in venue management team meetings. This group, led by the Vice-President – Venue Operations, will ensure the coordination of all operational matters that are related to venues.

4.3.4
Divisions

The terms of reference of the divisions will be specific to each division and defined in Section 5.

Each division will comprise the following members:

· the respective Vice-president;

· the Director;

· the Coordinators;

· the Volunteer Chairs for each Department that falls under the Division;

· the Secretary of the Division.

Each division will hold regular meetings that will be chaired by its Director starting 15 months prior to the event.

The list of departments falling under each division is presented in Section 5. 

4.3.5
Departments

The terms of reference of the departments will be specific to each department and are defined in Section 5.
The departments will meet regularly, as required, and the meetings will be led by the Volunteer Chair*, starting 13 months prior to the event. 

*Note: In many cases, the Department will need no members other than the Department Chair. In this case, the Chair will have the full responsibility for the tasks for which the Department is responsible. Often, employees will also serve as Department Chairs. 

4.4 
Staff 

[SAMPLE]

The Local Organizing Committee will also have a core of permanent employees that will be incorporated into the Local Organizing Committee structure. 

The permanent core will be comprised of:

· the President & CEO;

· the Vice-presidents 

· the CFO;

· the Executive Assistant;

· the Directors;

· the Manager;

· the Coordinators;

· the Technicians;

· the Divisional Assistants;

· the administrative support staff.

The positions of Coordinator, Technician, Assistant and Receptionist will be filled first and foremost through employment programs. The Management will be the members of the Executive and Senior Management.  

5.0  TERMS OF REFERENCE AND OBJECTIVES OF 

THE DIVISIONS AND DEPARTMENTS

The following section provides an overview of the terms of reference and scope of services for each of the major divisions of the Local Organizing Committee.  The intention is to provide stakeholders with a briefing as to what the area will produce and the mandate of each operating area of the organization. 

5.1
Executive Management

[SAMPLE] 

Terms of Reference

To assume the operational responsibility for the management of the Local Organizing Committee and, subject to the guidelines and decisions of the Board of Directors, to ensure the appropriate staging of the [name of the event] in accordance with the regulations of the [name of rights holder organization] and the guidelines established by the Board of Directors.  The Executive Management shall coordinate all the activities of the Local Organizing Committee; ensure the development of the strategic planning of the Local Organizing Committee as well as the different reports to the [name of the rights holder organization]; take over the responsibility of the human resources hired by the Local Organizing Committee; liaise between the political bodies and the operational structures of the Local Organizing Committee as well as the volunteers; liaise with the [name of the rights holder organization] and the [provincial, national] federations; and take on the responsibility of the financial and operational management of the Local Organizing Committee.
5.2
International Relations, Government Relations and Protocol Division

[SAMPLE]

Terms of Reference

The International Relations, Government Relations and Protocol Division will coordinate all aspects of protocol and social functions between the [rights holder organization], its marketing agent (if any) and key stakeholders for the Event and will provide the [rights holder organization] obligations as outlined in the contract relating to athletes travel, pre-registration trips, official delegates trips and meetings.  It will also include the coordination of the provision of accommodation, transportation and accreditation services for VIPs, and supplying assistance with overall arrangements required to make their experience at the [event] safe, enjoyable and memorable.  The Division will also be the main liaison with the [rights holder organization] and with the government authorities with regards to the production and update of all major documents needed by the [rights holder organization] and the authorities.  

[CONTENT]

International Relations and Protocol Division may include the following departments:

· Government relations;

· Relations with the [rights holder organization];

· Site visits;

· Social functions;
· Stadium events and Hospitality;
· Dignitary services;
· Hosts and hostesses;
· Translators during the event, including live translation if necessary

· Tourist activities, special day and accompanying persons programs; 

· Invitations.
For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.
5.3
Venue Management Division

[SAMPLE]

Terms of Reference

The Venue Management Division will plan, coordinate and initiate all actions associated with the support and operation of the various venues (competition, training and warm-up venues, villages, etc.) during the [Event] period as to allocation of space, management of supplies, distribution of food and drinks, movement of people, waste management, etc. 

[CONTENT]


The Venue Management Division may include the following Departments:

· Venue planning;

· Venue operations (emergency measures, disposal of garbage);

· Ticket control;

· Spectator services (spectator medical services, information booth, services to persons with disabilities);
· Concessions.

For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.

5.4
Finance, Administration and Human Resources Division

[SAMPLE]

Terms of Reference
The Finance, Administration and Human Resources Division will provide the required financial and planning information and services to allow Management and the Board to achieve the Local Organizing Committee’s objectives.  To ensure the appropriate operation of the Secretariat and other offices of the Local Organizing Committee, the Division will also provide the incorporation of the Local Organizing Committee, as well as all administrative and office support, human resources, legal services and financial management and control for the [Event]. 

[CONTENT]

The Finance, Administration and Human Resources Division may include the following departments:

· Legal services;

· Office administration;

· Staffing and human resources;

· Purchasing;
· Accounting;
· Business agent;
· Stadium financial operations;
· Accommodation financial operations;
· Other on-site financial operations.
For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.

5.5
Sponsorships Division

[SAMPLE]

Terms of Reference

To maximize all sponsorship opportunities to meet and exceed revenue targets.  Primary focus of the Sponsorships Division will be to find Value-In-Kind that relieves items identified as expenditures in the budget of the Local Organizing Committee.  

[CONTENT]

The Sponsorships Division may include the following departments:

· Research of sponsorship opportunities and sales; 

· Servicing the sponsors;

· Ambush Marketing;

· Friends of the [name of the event].

For each department, the Business Plan should outline the terms of reference as well as the list of sub-departments.
5.6
Fundraising and Merchandising Division

[SAMPLE]

Terms of Reference

To maximize all fundraising and merchandising opportunities to meet the [Event] revenue targets by organizing fundraising activities and raising financial support for the Local Organizing Committee. To develop attractive and innovative merchandising items for sale to the public. 
[CONTENT]

The Fundraising and Merchandising Division may include the following departments:
· Fundraising activities (one department per activity);

· Merchandise creation and production;

· Merchandise inventory and sales.
For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.
5.7
Ticketing Division

[SAMPLE]

Terms of Reference

To maximize revenues from ticketing opportunities and to achieve maximum capacity attendance to the opening and closing ceremonies and to the competition events.

[CONTENT]


The Ticketing Division will include the following departments:

· Ticket sales;

· Ticket allocation and distribution.

For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.

5.8
Communications Division

[SAMPLE]

Terms of Reference

The Communications Division will provide all pre- [event] communications and media services and raise [name of the event] awareness in order to maximize consumer involvement and revenue generation.  More specifically, the Division takes on the responsibility of awareness programs and activities to [name of sport] and to the [name of the event] aimed at school aged groups.  It also coordinates all the advertising and promotional tools available to the Local Organizing Committee in order to increase public interest to the [event] and to boost the ticket sales.  It assumes the responsibility for producing and printing all the printed material which is required before and during the [name of the event].
[CONTENT]


The Communications Division may include the following departments:



· Advertising;

· Educational promotional program;

· Mascot;

· Public relations;

· Promotional activities;

· Publications and graphic design;

· Media relations prior to the event;

· Tour operations.

· Event Crisis management

For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.
5.9
Media Division

[SAMPLE]

Terms of Reference

To provide optimal working conditions and services to the written and electronic press and photographers during the [name of the event].

[CONTENT]

The Media Division may include the following departments:

· Media Accreditation;

· Media Information;

· Main Media Centre;

· Media Sub-centres (for multi-sports events: one per competition venue);

· Photo;

· Media Tribune;

· Press Conference(s) during the event;

· Mixed Zone;

· Copy centre;
· Broadcaster Information.

For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.

5.10
Competition Division

[SAMPLE]

Terms of Reference

To fulfill the competitive and training needs of the athletes with regards to competition, training and warm-up, by ensuring that the operational elements are organized at a standard that allows them to perform at their personal best. The Competition Division is also responsible for the staging of the Medal Ceremonies.

[CONTENT]

The following sports will be scheduled at [name of event]:


[List of the sports]

The Competition Division may include the following Departments for each sport:
· Technical Operations;
· Competition Secretariat;
· Competition Officials;
· Competition Equipment;
· Training and Warm-up.
The Competition Division will also have the following departments:

· Medal ceremonies; 

· Announcements and event presentations.

For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.
5.11
Ceremonies Division

[SAMPLE]

Terms of Reference

The Ceremonies Division will produce an Opening and a Closing Ceremony to showcase [the host city] and/or [the province] and/or Canada’s heritage to a [provincial, national or international] audience.  These “one-off” events will capture and portray the essence and excitement of the [Event] and the cultural mosaic of Canada and will be staged for [both] a live [and a television] audience.

[CONTENT]

The Ceremonies Division may include the following Departments:

· Show creation and Production;

· Stage management;

· Choreography;

· Music and Theme song;

· Costumes design and production;

· Props;

· Parade of athletes.

For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.
5.12
Volunteers Division

[SAMPLE]

Terms of Reference

To ensure that an adequate complement of volunteers is recruited, screened, placed, scheduled, orientated, trained, motivated, recognized, outfitted, supervised, supported and communicated with, thus ensuring that the volunteer requirements for staging the Event are met. 

[CONTENT]

The Volunteers Division may include the following departments:

· Recruitment, screening, placement and accreditation of volunteers;

· Orientation and training;

· Information centre;

· Liaison agents;

· Uniforms. 

For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.
5.13
Accommodation, Food and Recreational Activities Division

[SAMPLE]

Terms of Reference

To secure appropriate accommodation to all the [rights holder organization] Accredited Family, which includes teams, media, [rights holder organization] VIPs and visitors attending the [Event].  To provide quality food service to [Event] family, including at facilities where food service is not already provided.  This would include catering at [name of locations or venues] for [Event] Family, hospitality venues and for the LOC volunteers.  To ensure, as much as possible, that athletes and team officials enjoy a tremendous experience upon their arrival at the villages until their departure.  The Division is also responsible for the staging of the final banquet for all athletes and participants of the [Event] as well as the volunteer final banquet.
[CONTENT]

The Accommodation, Food and Recreational Activities Division may include the following Departments:

· Accommodation services (accredited family and spectators);

· Team Village Services;
· Food Services;
· Final banquets (Athletes and Volunteers);
· Athletes’ social, cultural and recreational activities;

· Team attachés.
For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.
5.14
Logistics Division (Accreditation, Transportation, Security, Medical, Airport, Visas)
[SAMPLE]

Terms of Reference

To provide necessary information with regard to visa procedures to all the accredited family as well as services for their reception at the airport, luggage handling and customs and immigration procedures.  To provide transportation services to accredited family members between the airport and villages and hotels.  To provide shuttle services between the villages and the hotels and the competition venue(s) and the training and warm-up venues.  To coordinate transportation for participants and public transportation for ticket holders.  To ensure that any parking issues are addressed.  To provide accreditation in accordance with the regulations of [name of rights holder organization].  To provide security services to participants and spectators, in co-operation with private security services and the appropriate police departments.  To provide medical services in accordance with the regulations of the [name of rights holder organization]. 

[CONTENT]


The Logistics Division may include the following Departments:

· Transportation;

· Accreditation;

· Security;

· Airport services;

· Medical services including doping control;

· Visas and Immigration.

For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.

5.15
Technology Division

[SAMPLE]

Terms of Reference

The Technology Division is responsible for all computer systems to support the [Event].  This includes: all of hardware, software and telecommunications needed to support the Local Organizing Committee offices; support of the Timing, Results and Accreditation systems; development and support of the administrative applications to support the [Event]; and the technical support of the Local Organizing Committee website.  The Technology Division is responsible for all of the telecommunications for the Events.  This includes all landlines, 2-way radios, mobility, Local and Wide Area Networks, and all other data networks required for the [Event].  This also includes ensuring availability of telecommunications for visitors, press, media, family and teams. The Technology Division is also responsible for providing various other technologies including consumer electronics (TVs, VCRs, etc.), security systems and audio systems.

[CONTENT]


The Technology Division may include the following Departments:

· Technology infrastructure;

· Technical support;

· Office computer technical support;

· Applications and programming;

· Telecommunications;

· Timing and Results. 

For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.

5.16
Fit-out Division

[SAMPLE]

Terms of Reference

The Fit-out Division provides the overall venue development and planning for all functional areas at all venues utilized for the Events.   Included in this scope are the following: AutoCAD; all temporary and portable items including tents, trailers, cabling, washrooms, etc.; operational support services, warehousing and internal commodity transportation; way-finding and directional signage; venue and pageantry; and management of an in-house fabrication facility.

[CONTENT]


The Fit-out Division may include the following Departments:

· Venue Development; 

· Temporary facilities;

· Material management;

· Signage & pageantry;

· Fabrication shop;

· Electricity and other utilities.

For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.

5.17
Host Broadcaster Division

[SAMPLE]

Terms of Reference

To provide all the support services to the Host Broadcaster and Rights Holders selected to cover the [Event], to ensure that the [Local Organizing Committee] obligations in respect to the Host Broadcaster and Rights Holders Television contracts are met.

[CONTENT]


The Host Broadcaster Division may include the following departments:

· International Broadcasting Centre;

· Production;

· Technical services;

· Administration;

· Booking.

For each department, the Business Plan should outline the terms of reference as well as the list of the sub-departments.
5.18
Venue Construction Division

[SAMPLE]

Terms of Reference

To ensure the capital upgrades required to stage the [Event] are completed on a timely basis and in accordance with the [name of rights holder organization] regulations.  

[CONTENT]

The Venue Construction Division does not include specific departments. 
6.0  CRITICAL PATH FOR THE BIDDING PROCESS

[SAMPLE]

The critical path for the bidding process includes the following actions:

· Gathering of all information concerning prior events in relation to the human, material and financial resources required for the [event]; 

· Reviewing the [name of the rights holder organization] contract and other documents related to the organization of the event for budget presentation;

· Preparing the bid document material;

· Preparing communications materials (press conferences, display stands, various printed materials, etc.);

· Preparing the presentation/audio visual requirements for the presentation to the Rights Holder;

· Including letters of support for the event from all levels of government;

· Including other letters of support from other related organizations including the local, regional, provincial and national sport associations/federations;

· Developing the Business Plan for government stakeholders as follows:

· Mission and Objectives;

· Local Organizing Committee structure;

· Terms of reference and objectives of the divisions and departments;

· Major milestones;

· Venues;

· Budget;

· Impact and legacies;

· Appendices:

· General schedule

· Hiring plan

· By-laws – Table of Contents

· Major milestones: Marketing Plan – Table of Contents

· Major milestones: Operations Manual– Table of Contents

· Major milestones: Venue Operations Manual– Table of Contents

· Budget

· Budget structure

· Object structure

· Budget by division and sub-division

· Budget by division, sub-division and Work Package

· Summary of revenues and expenses and risk analysis

· Obligations towards the Rights Holder, which may have financial impact on the local organizing committee budget

· Non-budgeted items

· Authorities VIK

· Bidding budget

· Glossary

7.0  MAJOR MILESTONES

[SAMPLE]

The design of the major milestones is based on the production of the following planning tools:

· Business Plan (this document)

· Marketing Plan

· Operations Manual

· Venue Operations Manual

· Final Report

[CONTENT]

You will find in Appendices 5, 6, 7, and 8 examples of the Table of Contents of these plans. 

The full content of these manuals can be updated for your event.  Please contact Organisports (see Foreword section for contact details).

[SAMPLE]

7.1
Introduction

7.1.1
Purpose 

Establish the primary organizational phases of the [name of event]. 

7.1.2
Methods

The Operations Manual for the below mentioned divisions will not be subject to the same completion dates as the other divisions listed in Section 4:

· Finance, Administration and Human Resource Division*; 

· Sponsorship Division*;

· Fundraising Activities and Merchandising Division;

· Ticketing Division*;

· Communications Division*;

· Venue Construction Division.

It is essential that the completion dates of the above mentioned divisions precede the dates mentioned in this section in relation to the Operations Manual  as these divisions are directly linked on a daily basis to the [event] activities, whereas the other divisions (see below) are involved in the planning leading to the event. 

The completion dates in relation to the Operations Manual must take into consideration the following divisions:

· International Relations, Government Relations and Protocol Division*;

· Venue Management Division; 

· Media Division;

· Competition Division;

· Ceremonies Division;

· Volunteers Division*;

· Accommodation, Food and Recreational Activities Division*;

· Logistics Division*;

· Technology Division*;

· Fit-out Division*; and
· Host Broadcaster Division.

*Note: Service providers

7.2
Bidding Phase 


See Section 6 for details.

7.3
Phase 1 (– 24 months to – 18 months)

7.3.1
Purpose

[SAMPLE] 

Preparation of the section pertaining to the Executive Management in the Operations Manual and production of the Marketing Plan.

7.3.2
Objectives 

[CONTENT] 

The objectives of this phase should deal with the following topics: 

· Incorporation of the Local Organizing Committee;

· Production of the by-laws;

· Setting of the different political bodies of the Local Organizing Committee and first meeting of the Board of Directors and the Executive Committee;

· Opening of the Local Organizing Committee headquarters;

· Hiring the Executive Management and holding its first meeting; 

· Hiring of consultants prior to hiring full time directors (in some cases); 

· Hiring of the first employees other than Executive Management (International / Governmental Relations and Protocol Division, Finance, Administration and Human Resources Division, Sponsorships Division, Communications Division);

· Finalizing negotiations with the various employment program managers;

· Finalizing the tender for the venue update program and awarding of contracts;

· Negotiation of the television rights;

· Development and implementation of the Marketing Plan:

· Production of the plan including critical path;

· Development of the logo and the visual layout;

· Development of the designation;

· Launch of web site;

· Set up focus group;

· Negotiation with the media sponsors (newspapers, radio, billboards and television;

· After the end of negotiation of media sponsors and finalisation of the sponsorships plan, have the sponsorships program evaluated by a professional firm.

· Development of Operations Manual (Executive section):

· Organizational chart;

· Executive Management organizational chart;

· Terms and reference of the Executive Management (see Business Plan);

· Executive Management staff job descriptions;

· List of staff and volunteer positions with the Local Organizing Committee*;

· Board of Directors and Executive Management governance policies;

· Critical path; 

· Budget summary (see business plan);

· Hiring plan (see business plan);

· Internal and external liaison within divisions and departments;

· Liaison agents;

· List of policies and procedures to develop per division;

· General program (see Business Plan);

· Terms of reference (see Business Plan).

*Note: Organizing Committee member means staff or volunteers who are involved in the preparation of the event; it does include staff or volunteers who are involved only during the event.

7.4
Phase 2 (– 18 months to – 15 months)

7.4.1
Purpose

[SAMPLE] 

To delegate the EXECUTIVE MANAGEMENT responsibilities to the SENIOR MANAGEMENT.

To set up Senior Management and to prepare the Operations Manual section for every division. 

7.4.2
Objectives 

[CONTENT] 

The objectives of this phase should deal with the following topics: 

· First meeting of the following political structure: Advisory Board; Finance Committee and Board of Partners;

· Hiring of the Senior Management and first meeting of the senior management;
· Production of the Employee Manual and Organizing Committee Manual;

· Implementation of the Marketing Plan:

· Merchandising creation;

· Negotiations of sponsors;

· Start of the conference bureau;  

· Start of promotional activities.

· Development of the Operations Manual (Division Section) (cont'd):

· Division organizational chart (including departments and sub- departments);

· Divisions and departments terms of reference; 

· Staff job descriptions;

· Policies and procedures;

· Critical path;

· Budget.

7.5
Phase 3 (– 15 months to – 12 months)

7.5.1
Purpose

[SAMPLE] 

To identify the facilities required for every location and to prepare the operational plans accordingly.

7.5.2
Objectives 

[CONTENT] 

The objectives of this phase should deal with the following topics: 

· Hiring of a manager and a coordinator;

· First divisional meeting;

· Development of Operations Manual (Division section) (end);

· Operational plan. 

·     Operation of the Marketing Plan :

· Merchandising production;
· Negotiations of Friends;
· Start of the fundraising activities calendar with a year to go.
· Development of Venue Operations Manual:

· List of activities;

· Roles and responsibilities of the divisions and departments at each venue;

· Space and room needed at each venue by division and department;

· Services to be provided to each division and department.

7.6
Phase 4 (– 12 months to – 9 months) 

7.6.1
Purpose

[CONTENT]

To identify the resources required for the [name of event] competitions
7.6.2
Objectives

[CONTENT]

The objective of this phase should deal with the following topics:

· Implementation of the Marketing Plan:

· Educational program in primary and secondary schools (phase no 1);

· Launch of mascot program (mascot, school visits).

· Development of Venue Operations Manual (cont'd):

· Fit-out required and space and room needed;

· Volunteer job descriptions and requirements;

· Equipment needs (from each division and department by venue):

· General equipment;

· Fabrication needs;

· Signage needs;

· Technology needs.

· Other services (from each division and department by venue):

· Transportation;

· Security;

· Medical;

· Accommodation;

· Food;

· Advertising and promotion;

· Publications;

· Translation;

· Host and hostesses.

SEE SERVICE PROVIDER LIST 

7.7
Phase 5 (– 9 months to – 6 months)

7.7.1
Purpose

[SAMPLE]

To review the budget, taking into account confirmed revenues and expenses required for holding the [Event] and for services offered by partners and sponsors.

7.7.2
Objectives

The objectives of this phase should deal with the following topics:

· Budget review: budgetary revision taking into account identified available resources; identification of actual costs for each budget item. 

· Finalization of negotiations with partners (municipal, provincial and federal) concerning the VIK required.

· Implementation of the Marketing Plan:

· Educational program in primary and secondary schools (phase no 2);

· Launch of sales of merchandising items (prior to Christmas for summer event).

7.8
Phase 6 (– 6 months to – 3 months)

7.8.1
Purpose

[SAMPLE]

End of development of the Venue Operations Manual.

7.8.2
Objectives

[CONTENT]

The objectives of this phase should deal with the following topics:

· Implementation of the Marketing Plan:

· Launch of ticket sales campaign with ticket packages only;
· First advertising campaign. 
· Implementation of Venue Operations Manual:

· Recruitment and assignment of volunteers; 
· Purchasing or borrowing of equipment.
· Development of Venue Operations Manual (end):
· Date and hour of operations of each department for each venue;
· Production of a daily minute-by-minute venue schedule;
· Production of the Venue Log Book;
· Volunteer scheduling and number of volunteers per job per venue.
7.9
Phase 7 (– 3 months to – 1 month)

7.9.1
Purpose

[SAMPLE]

To finalize the preparations for the [name of the event].

7.9.2
Objectives

[CONTENT]

The objectives of this phase should deal with the following topics: 

· General rehearsal for competitions;

· Deploy city and venue pageantry;

· Implementation of Venue Operations Manual:

· Orientation and training of volunteers;

· Start of fit-out.

· Implementation of the Marketing Plan:

·  Second advertising and sales promotion campaign with sales of individual tickets.

7.10
Phase 8 (month of the event)

7.10.1
Purpose

[SAMPLE]

To offer the finest services available for each targeted client group: teams, media, dignitaries, volunteers and spectators during the Event.

7.10.2
Objectives

[CONTENT]

The objectives of this phase should deal with the operation of venues and services.

7.11
Phase 9 (after the event to + 6 months)

7.11.1
Purpose

[SAMPLE]

Evaluation of the Event.

7.11.2
Objectives

[CONTENT]
The objectives of this phase should deal with the following topics:

· Venue decommissioning;

· Preparation of the Final Report; 

· Acknowledgement and recognition activities for the involved organization members, volunteers and staff;

· Sale of the corporation’s assets;

· Preparation of documents for organization who award prices to event organiser

· Finalizing outstanding legal issues if applicable

· Closing the books and preparation of the financial statements.

In major events, this phase may take more than six months

8.0  VENUES

The purpose of this section is to provide all the necessary information about the proposed venues, their present state and their need for upgrading in terms of construction, fit-out or equipment.

8.1
Competition Venues

Whether the event is a single-sport or a multi-sport event, this section will focus on 1, 2, 3 or more sports.  Each sport may require one or more competition venue.  If such is the case, each venue must be thoroughly described.

[CONTENT]

8.1.1
Sport No 1 – [Name of sport]

Description of the sports needs

Main features for the sport itself and the requirements for hosting the event.

8.1.1.1
Venue No 1 – [Name of venue]

Description of the current situation of the venue: 

· Address, phone number, fax number and web site address;

· Existing venue or new construction;

· Sports infrastructure (date of construction, present state, etc.); 

· Room availability (team rooms, official rooms, offices);

· Technical facilities (lighting equipment, PA system, HVC, etc.);

· Spectator capacity; 

· Services: restaurants, medical, merchandising, security, etc.;

· Parking spaces;

· Public transportation (proximity and frequency);

· Usable outdoor space;

· Operated by the owner or shared facilities;

· Residential or Commercial area;

· Location within the city (relative to accommodations and other event activities);

· Existing equipment;

· Operation staff.

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Permanent construction (legacy); 

· Temporary fit-out;

· Equipment (sports equipment, technical equipment, etc.).

Availability of the venue:

-     the number of weeks required 

· Exclusive use of the venue;

· Commissioning of the venue (construction, fit-out, pageantry, signage);

· Operation of the venue during the event (rehearsals, ceremonies, competition);

· Decommissioning after the event.

8.1.1.2
Venue No 2 – [Name of venue]

Description of the current situation of the venue: 

· Address, phone number, fax number, and website address;

· Existing venue or new construction; 

· Sports infrastructure (date of construction, present state, etc.) 

· Room availability (team rooms, official rooms, offices);

· Technical facilities (lighting equipment, PA system, HVC, etc.);

· Spectator capacity; 

· Services: restaurants, medical, merchandising, security, etc.; 

· Parking space;

· Public transportation(proximity and frequency);

· Usable outdoor space;

· Operated by the owner or share used facilities;

· Residential or Commercial area;

· Location within the city (relative to accommodations and other activities);

· Existing equipment;

· Operation staff.

List of all the upgrades required to meet the rights holder requirements for hosting the event in terms of:

· Permanent construction (legacy); 

· Temporary fit-out;

· Equipment (sports equipment, technical equipment, etc.).

Availability of the venue

-     the number of weeks required for

· Exclusive use of the venue;

· Commissioning of the venue (construction, fit-out, pageantry, signage);

· Operation of the venue during the event (rehearsals, ceremonies, competition);

· Decommissioning after the event.

Note: repeat this operation for as many venues as may be required for hosting the event.

8.1.2
Sport No 2 – [Name of sport]

Description of the sports needs

The main features regarding the sport itself and the requirements for hosting the event.

8.1.2.1
Venue No 1 – [Name of venue]

Description of the current situation of the venue: 

· Address, phone number, fax number, and website address;

· Existing venue or new construction;

· Sports infrastructure (date of construction, present state, etc.); 

· Room availability (team rooms, official rooms, offices);

· Technical facilities (lighting equipment, PA system, HVC, etc.);

· Spectator capacity; 

· Services: restaurants, medical, merchandising, security, etc.;

· Parking space;

· Public transportation (proximity and frequency);

· Usable outdoor space;

· Operated by the owner or share used facilities;

· Residential or Commercial area;

· Location within the city (relative to accommodations and other activities);

· Existing equipment;

· Operation staff.

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Permanent construction (legacy) ; 

· Temporary fit-out;

· Equipment (sports equipment, technical equipment, etc.).

Availability of the venue: the number of weeks required for:

· Exclusive use of the venue;

· Commissioning of the venue (construction, fit-out, pageantry, signage);

· Operation of the venue during the event (rehearsals, ceremonies, competition);

· Decommissioning after the event.

Note: Repeat this operation for as many sports and as many venues as may be required for hosting the event.

8.2
Training and warm-up sites

Note: the description of the training and warm-up sites will use the same presentation structure as the competition venues, with some minor changes.

8.2.1
Sport No 1 – [Name of sport]

Description of the sports needs

The main features regarding the sport itself and the requirements for hosting the event.

8.2.1.1
Venue No 1 – [Name of venue]

Description of the current situation of the venue: 

· Address, phone number, fax number, and website address;

· Existing venue or new construction;

· Sports infrastructure (date of construction, present state, etc.); 

· Room availability (team rooms, official rooms, offices);

· Technical facilities (lighting equipment, PA system, HVC, etc.);

· Services: restaurants, medical, merchandising, security, etc.; 

· Parking space;

· Public transportation (proximity and frequency);

· Usable outdoor space;

· Operated by the owner or share used facilities;

· Residential or Commercial area;

· Location within the city (in relation to accommodations and other activities);

· Existing equipment;

· Operation staff.

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Permanent construction (legacy); 

· Temporary fit-out ;

· Equipment (sports equipment, technical equipment, etc.).

 Availability of the venue: the number of weeks required for:

· Exclusive use of the venue;

· Commissioning of the venue (construction, fit-out, pageantry, signage);

· Operation of the venue during the event (training);

· Decommissioning after the event.

8.2.1.2
Venue No 2 – [Name of venue]

Description of the current situation of the venue: 

· Address, phone number, fax number, and website address;

· Existing venue or new construction;

· Sports infrastructure (date of construction, present state, etc.); 

· Room availability (team rooms, official rooms, offices);

· Technical facilities (lighting equipment, PA system, HVC, etc.);

· Services: restaurants, medical, merchandising, security, etc.; 

· Parking space;

· Public transportation (proximity and frequency);

· Usable outdoor space;

· Operated by the owner or share used facilities;

· Residential or Commercial area;

· Location within the city (relative to accommodations and other activities);

· Existing equipment;

· Operation staff.

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Permanent construction (legacy); 

· Temporary fit-out;

· Equipment (sport equipment, technical equipment, etc.).

 Availability of the venue: the number of weeks required for:

· Exclusive use of the venue;

· Commissioning of the venue (construction, fit-out, pageantry, signage); 

· Operation of the venue during the event;

· Decommissioning after the event.

Note: repeat this operation for as many venues as may be required for hosting the event.

8.2.2 Sport No 2 – [Name of sport]

8.2.2.1
Venue No 1 – [Name of venue]

8.2.2.2
Venue No 2 – [Name of venue]

Note: Repeat this operation for as many sports and as many training and warm-up venues as may be required for hosting the event.

8.3
Accommodation venues 

Note: this section will be developed according to the needs of the different kinds of people who will require accommodation before and during the event.
8.3.1
Athletes' villages

Description of the villages needs

The main features regarding the villages needs themselves as well as the requirements for hosting the event.

8.3.1.1
Village No 1 – [Name of village]

Location of the village 

In relation to the competition venues and the training and warm-up venues (distance, transportation, surroundings, proximity to shopping centres, etc.).

Description of the current situation of the venue: 

· Address, phone and fax numbers, e-mail and web site addresses.

· Hotel / residence category: 3, 4 or 5 star hotel.

· Lodging capacity of the hotel / residences:

· Number of rooms (single, twin) + prices;

· Number of rooms reserved for the event + length of stay;

· Number of working and meeting rooms;

· Technical facilities (HVC, etc.);

· Services: restaurant, medical, merchandising, security, etc.; 

· Parking space;

· Public transportation;

· Usable outdoor space;

· Operated by the owner or share used facilities;

· Residential or Commercial area;

· Location within the city;

· Existing equipment;

· Operation staff.

Existing services available to the teams: 

· Laundry;

· Recreational and sports facilities (swimming pool, gymnasium, etc.);

· Post office, telephone, Internet connections, etc.;

· Food services available at the village (location, hours of operation, etc.).

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Permanent construction (legacy); 

· Temporary fit-out ;

· Equipment. 

 Availability of the venue: the number of weeks required for:

· Exclusive use of the hotel / residence;

· Commissioning of the venue (construction, fit-out, pageantry, signage); 

· Operation of the venue during the event; 

· Decommissioning after the event.

8.3.1.2
Village No 2 – [Name of village]

Location of the village 

In terms of the competition venues and the training and warm-up venues (distance, transportation, surroundings, proximity to shopping centres, etc.).

Description of the current situation of the venue: 

· Address, phone fax numbers, e-mail and web site addresses;

· Hotel / residence category: 3, 4 or 5 star hotel.

· Lodging capacity of the hotel / residences:

· Number of rooms (single, twin) + prices;

· Number of rooms reserved for the event + length of stay;

· Number of working and meeting rooms;

· Technical facilities (HVC, etc.);

· Services: restaurants, medical, merchandising, security, etc.; 

· Parking space;

· Public transportation;

· Usable outdoor space;

· Operated by the owner or share used facilities;

· Residential or Commercial area;

· Location within the city;

· Existing equipment;

· Operation staff.

Existing services available to the teams: 

· Laundry;

· Recreational and sports facilities (swimming pool, gymnasium, etc.);

· Post office, telephone, Internet connections, etc.;

· Food services available at the village (location, hours of operation, etc.).

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Permanent construction (legacy);  

· Temporary fit-out;

· Equipment.

 Availability of the venue: the number of weeks required for:

· Exclusive use of the hotel / residence

· Commissioning of the venue (construction, fit-out, pageantry, signage); 

· Operation of the venue during the event; 

· Decommissioning after the event.

8.3.2
Official hotel of the event 

(For the representatives of the rights holder organization and VVIPs) 

Location of the hotel 

In relation to the competition venues and the social function venues (distance, transportation, surroundings, proximity to shopping centres, etc.).

Description of the current situation of the venue: 

· Address, phone and fax numbers, e-mail and web site address;

· Hotel category: 4 or 5 star hotel;

· Lodging capacity of the hotel:

· Number of rooms (single, double, twin, junior suites, VVIP suites) + prices;

· Number of rooms reserved for the event + length of stay;

· Number of working and meeting rooms;

· Technical facilities (HVC, etc.);

· Services: restaurant, medical, etc.;

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city.

Existing services available to the guests: 

· Services provided by the hotel;

· Recreational and sports facilities (swimming pool, exercise room, etc.);

· Post office, telephone, Internet connections, etc.;

· Food services available at the hotel (location, hours of operation, etc.).

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Temporary fit-out;

· Equipment.

 Availability of the venue: the number of weeks required for:

· Exclusive of use of the hotel;

· Commissioning of the venue (fit-out, pageantry, signage);

· Operation of the venue during the event; 

· Decommissioning after the event.

8.3.3
Other VIP and Sponsor hotels 

Location of the hotel 

In relation to the competition venues and the social function venues (distance, transportation, surroundings, proximity to shopping centres, etc.).

Description of the current situation of the venue: 

· Address, phone and  fax numbers, e-mail and web site address;

· Hotel category: 3, 4 or 5 star hotel;

· Lodging capacity of the hotel:

· Number of rooms (single, double, twin junior suites, VVIP suites) + prices;

· Number of rooms reserved for the event + length of stay;

· Number of  working and meeting rooms;

· Technical facilities (HVC, etc.);

· Services: restaurant, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city.

Existing services available to the guests: 

· Services provided by the hotel;

· Recreational and sports facilities (swimming pool, exercise room, etc.)

· Post office, telephone, Internet connections, etc.;

· Food services available at the hotel (location, hours of operation, etc.).

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Temporary fit-out;

· Equipment.

 Availability of the venue: the number of weeks required for:

· Exclusive use of the hotel;

· Commissioning of the venue (fit-out, pageantry, signage);

· Operation of the venue during the event; 

· Decommissioning after the event.

8.3.4
Press hotel

(written press and photographers)

Location of the hotel 

In relation to the competition venues and the social function venues (distance, transportation, surroundings, proximity to shopping centres, etc.).

Description of the current situation of the venue: 

· Address, phone and fax numbers, e-mail and web site addresses.

· Hotel category: 3, 4 or 5 star hotel;

· Lodging capacity of the hotel:

· Number of rooms (single, double, twin, junior suites ) + prices;

· Number of rooms reserved for the event + length of stay;

· Number of  working and meeting rooms;

· Technical facilities (HVC, etc.);

· Services: restaurant, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city.

Existing services available to the guests: 

· Services provided by the hotel;

· Recreational and sports facilities (swimming pool, exercise room, etc.);

· Post office, telephone, Internet connections, etc.;

· Food services available at the hotel (location, hours of operation, etc.).

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Temporary fit-out;

· Equipment.

 Availability of the venue: the number of weeks required for:

· Exclusive use of the hotel;

· Commissioning of the venue (fit-out, pageantry, signage); 

· Operation of the venue during the event;

· Decommissioning after the event.
8.3.5
Electronic media hotel

(Radio and TV station accredited representatives)

Location of the hotel 

in relation to the competition venues and the social function venues (distance, transportation, surroundings, proximity to shopping centres, etc.).

Description of the current situation of the venue: 

· Address, phone number, fax number, e-mail and web site addresses;

· Hotel category: 3, 4 or 5 star hotel;

· Lodging capacity of the hotel:

· Number of rooms (single, double, twin, junior suites) + prices;

· Number of rooms reserved for the event + length of stay;

· Number of working and meeting rooms;

· Technical facilities (HVC, etc.);

· Services: restaurant, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city.

Existing services available to the guests: 

· Services provided by the hotel;

· Recreational and sport facilities (swimming pool, exercise room, etc.);

· Post office, telephone, Internet connections, etc.;

· Food services available at the hotel (location, hours of operation, etc.).

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Temporary fit-out;

· Equipment.

 Availability of the venue: the number of weeks required for:

· Exclusive use of the hotel;

· Commissioning of the venue (fit-out, pageantry, signage); 

· Operation of the venue during the event; 

· Decommissioning after the event.

8.3.6
Host Broadcaster hotel

Location of the hotel 

In relation to the competition venues and the social functions (distance, transportation, surroundings, proximity to shopping centres, etc.);

Description of the current condition of the venue: 

· Address, phone and fax numbers, e-mail and web site addresses;

· Hotel category: 3, 4 or 5 star hotel;

· Lodging capacity of the hotel:

· Number of rooms (single, double, twin, junior suites) + prices;

· Number of rooms reserved for the event + length of stay;

· Number of working and meeting rooms;

· Technical facilities (HVC, etc.);

· Services: restaurant, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city.

Existing services available to the guests  

· Services provided by the hotel;

· Recreational and sports facilities (swimming pool, exercise room, etc.);

· Post office, telephone, Internet connections, etc.;

· Food services available at the hotel (location, hours of operation, etc.).

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Temporary fit-out;

· Equipment.

Availability of the venue: the number of weeks required for:

· Exclusivity of use of the hotel;

· Commissioning of the venue (fit-out, pageantry, signage); 

· Operation of the venue during the event; 

· Decommissioning after the event.

8.3.7
Competition Official hotel 

(For the competition officials)

Location of the hotel 

In relation to the competition venues and the social function venues (distance, transportation, surroundings, proximity to shopping centres, etc.).

Description of the current situation of the venue: 

· Address, phone and fax numbers, e-mail and web site address;

· Hotel category: 3, 4 or 5 star hotel;

· Lodging capacity of the hotel:

· Number of rooms (single, double, twin, junior suites) + prices;

· Number of rooms reserved for the event + length of stay;

· Number of working and meeting rooms;

· Technical facilities (HVC, etc.);

· Services: restaurant, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city.

Existing services available to the guests: 

· Services provided by the hotel;

· Recreational and sports facilities (swimming pool, exercise room, etc.)

· Post office, telephone, Internet connections, etc.;

· Food services available at the hotel (location, hours of operation, etc.).

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Temporary fit-out;

· Equipment. 

 Availability of the venue: the number of weeks required for:

· Exclusive use of the hotel;

· Commissioning of the venue (fit-out, pageantry, signage);

· Operation of the venue during the event; 

· Decommissioning after the event.

8.3.8
Service provider hotel 

(Example: timing, results, accreditation, technical sponsors) 
Location of the hotel 

In relation to the competition venues and the social function venues (distance, transportation, surroundings, proximity to shopping centres, etc.).

Description of the current situation of the venue: 

· Address, phone and fax numbers, e-mail and web site address;

· Hotel category: 3, 4 or 5 star hotel;

· Lodging capacity of the hotel:

· Number of rooms (single, double, twin, junior suites) + prices;

· Number of rooms reserved for the event + length of stay;

· Number of working and meeting rooms;

· Technical facilities (HVC, etc.);

· Services: restaurant, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city.

Existing services available to the guests: 

· Services provided by the hotel;

· Recreational and sports facilities (swimming pool, exercise room, etc.);

· Post office, telephone, Internet connections, etc.;

· Food services available at the hotel (location, hours of operation, etc.).

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Temporary fit-out;

· Equipment.

Availability of the venue: 

-       the number of weeks required

· Exclusive use of the hotel;

· Commissioning of the venue (fit-out, pageantry, signage); 

· Operation of the venue during the event;

· Decommissioning after the event.

8.3.9
Spectator hotels

(For out-of-the-town visitors)

Note: information requested for each of the hotels 
Location of the hotels

In relation to the competition venues and the social function venues (distance, transportation, surroundings, proximity to shopping centres, etc.).

Description of the current situation of the venues: 

· Address, phone and fax numbers, e-mail and web site address.

· Hotel category: 3, 4 or 5 star hotels;

· Lodging capacity of each hotel:

· Number of rooms (single, double, twin, junior suites) + prices;

· Number of rooms reserved for the event + length of stay;

· Number of working and meeting rooms;

· Technical facilities (HVC, etc.);

· Services: restaurant, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city.

Existing services available to the guests: 

· Services provided by the hotels;

· Recreational and sport facilities (swimming pool, exercise room, etc.);

· Post office, telephone, Internet connections, etc.;

· Food services available at the hotel s (location, hours of operation, etc.).

8.4
Other venues

8.4.1
During the event

8.4.1.1
Opening and closing ceremonies venue (if any)

Description of the current situation of the venue: 

· Address, phone and fax numbers, and website address;

· Existing venue or new construction;

· Venue infrastructure (date of construction, present state, etc.);

· Room availability;

· Technical facilities (lighting equipment, PA system, HVC, etc.); 

· Spectator capacity;

· Spectator services: restaurant, medical, merchandising, security, etc.;

· Parking space;

· Public transportation;

· Usable outdoor space;

· Operated by the owner or share used facilities;

· Residential or Commercial area;

· Location within the city;

· Existing equipment;

· Operation staff.

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Permanent construction (legacy);

· Temporary fit-out ;

· Equipment.

 Availability of the venue: 

-      the number of weeks required

· Exclusive use of the venue;

· Commissioning of the venue (construction, fit-out, pageantry, signage); 

· Operation of the venue during the event; 

· Decommissioning after the event.

8.4.1.2
Accreditation centres

8.4.1.2.1 Organizing Committee, volunteers, local service providers and

local VIPs

8.4.1.2.2 Teams

8.4.1.2.3 Out-of-the-town VIPs

8.4.1.2.4 Media

8.4.1.2.5 Accreditation sub-centres (competition venues and villages)

Note: provide appropriate information for all accreditation centres.

Description of the current situation of the venue: 

· Address, phone and fax numbers, and website address;

· Existing venue or new construction;

· Infrastructure (date of construction, present state, etc.);

· Room availability;

· Technical facilities (HVC, etc.);

· Services: restaurant, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city;

· Other services. 

List of all the upgrades required to meet the rights holder requirements for hosting the event including: 

· Permanent construction (legacy); 

· Temporary fit-out;

· Equipment.

 Availability of the venue: 

-      the number of weeks required

· Exclusive use of the venue;

· Commissioning of the venue (construction, fit-out, pageantry, signage); 

· Operation of the venue during the event;

· Decommissioning after the event.

8.4.1.3
Socio-cultural and recreational activities

(For athletes only)

Note: provide appropriate information for each venue where a social activity is expected to take place. 

(For each venue)

Description of the current situation of the venue: 

· Address, phone and fax numbers, and email and website address;

· Existing venue or temporary venue;

· Infrastructure (date of construction, present state, etc.); 

· Room availability;

· Technical facilities (HVC, etc.);

· Services: restaurants, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city;

· Other services. 

List of all the upgrades required to meet the rights holder requirements for hosting the event including: 

· Permanent construction (legacy);

· Temporary fit-out;

· Equipment.

 Availability of the venue: the number of weeks required for:

· Exclusive use of the venue;

· Commissioning of the venue (fit-out, pageantry, signage);

· Operation of the venue during the event;

· Decommissioning after the event.

8.4.1.4
Social function venues including final banquet site(s)

Note: provide appropriate information for each venue where a social function is expected to take place. 

Description of the current situation of the venue: 

· Address, phone and fax numbers, and email and website address;

· Existing venue or temporary site;

· Infrastructure (date of construction, present state, etc.); 

· Room availability;

· Technical facilities (HVC, etc.);

· Services: restaurants, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city;

· Other services. 

List of all the upgrades required to meet the rights holder requirements for hosting the event including: 

· Temporary fit-out;

· Equipment. 

 Availability of the venue: 

-      the number of weeks required

· Exclusive use of the venue;

· Commissioning of the venue (fit-out, pageantry, signage); 

· Operation of the venue during the event; 

· Decommissioning after the event.

8.4.1.5
Press centres (one main media centre and media sub-centres)

(Within the villages and at each competition venue) 

Note: provide appropriate information for each of the media centres:

 Description of the current situation of the venues: 

· Address, phone and fax numbers, and website address;

· Existing venue or temporary venue;

· Infrastructure (date of construction, present state, etc.); 

· Room availability;

· Technical facilities (HVC, etc.);

· Services: restaurants, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city;

· Other services. 

List of all the upgrades required to meet the rights holder requirements for hosting the event including:

· Permanent construction (legacy);  

· Temporary fit-out; 

· Equipment.

Availability of the venue: 

-     the number of weeks required

· Exclusive use of the venue;

· Commissioning of the venue (construction, fit-out, pageantry, signage); 

· Operation of the venue during the event;

· Decommissioning after the event.

8.4.1.6
International Broadcasting Centre

 Description of the current situation of the venue: 

· Address, phone and fax numbers, and email and website address;

· Existing venue or new construction venue;

· Infrastructure (date of construction, present state, etc.);

· Room availability;

· Technical facilities (HVC, etc.);

· Services: restaurants, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city;

· Other services.

List of all the upgrades required to meet the rights holder requirements for hosting the event including: 

· Permanent construction (legacy);  

· Temporary fit-out; 

· Equipment. 

Availability of the venue: 

-      the number of weeks required

· Exclusive use of the venue;

· Commissioning of the venue (construction, fit-out, pageantry, signage); 

· Operation of the venue during the event; 

· Decommissioning after the event.

8.4.1.7
Sponsors’ village

Description of the current situation of the venue: 

· Address, phone and fax numbers, and website;

· Existing venue or temporary venue;

· Infrastructure (date of construction, present state, etc.); 

· Room availability;

· Technical facilities (HVC, etc.);

· Services: restaurant, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city;

· Other services. 

List of all the upgrades required to meet the rights holder requirements for hosting the event including: 

· Temporary fit-out; 

· Equipment.

Availability of the venue:

     the number of weeks required

· Exclusive use of the venue;

· Commissioning of the venue (fit-out, pageantry, signage); 

· Operation of the venue during the event; 

· Decommissioning after the event.
8.4.1.8
Market Street

Description of the current situation of the venue: 

· Address, phone and fax numbers, and website;

· Existing venue or temporary venue;

· Infrastructure (date of construction, present state, etc.); 

· Room availability;

· Technical facilities (HVC, etc.);

· Services: restaurants, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city;

· Other services. 

List of all the upgrades required to meet the rights holder requirements for hosting the event including: 

· Temporary fit-out.

· Equipment.

 Availability of the venue: 

-      the number of weeks required Exclusive use of the venue;

· Commissioning of the venue (construction, fit-out, pageantry, signage); 

· Operation of the venue during the event; 

· Decommissioning after the event.

8.4.1.9
Venue of the cultural festival (if any)

(Open to athletes, visitors and the local community)

Description of the current situation of the venue: 

· Address, phone and  fax numbers, and website address;

· Existing venue or temporary venue;

· Infrastructure (date of construction, present state, etc.); 

· Room availability;

· Technical facilities (HVC, etc.);

· Services: restaurants, medical, etc.; 

· Parking space;

· Public transportation;

· Residential or Commercial area;

· Location within the city;

· Other services. 

List of all the upgrades required to meet the rights holder requirements for hosting the event including: 

· Temporary fit-out;

· Equipment (sport equipment, technical equipment, etc.).

 Availability of the venue: 

-      the number of weeks required 

· Exclusive use of the venue;

· Commissioning of the venue (fit-out, pageantry, signage);

· Operation of the venue during the event; 

· Decommissioning after the event.

8.4.2
Before the event

8.4.2.1
Local Organizing Committee headquarters*

Space requirements for staff

Meeting rooms

Utilities

Furniture

Information and communication technologies

Media relations space requirements

Length of stay

8.4.2.2
Warehouse

Space requirements

Utilities

Equipment

Length of stay

8.4.2.3
Ceremonies workshop (sets, properties, costumes) 

Space requirements

Utilities

Equipment

Length of stay

8.4.2.4
Rehearsal venues for ceremonies 

Halls, gymnasiums, fields

Space requirements

Utilities

Equipment

Schedule of use

8.4.2.5
Main volunteer centre* 

(Recruitment, training, information and accreditation of volunteers)

Space requirements

Utilities

Equipment and furniture

Schedule of use

8.4.2.6
Merchandising stores*

(Ticket and souvenir sales)

Number of points of sales

Space requirements

Utilities

Equipment and furniture

Schedule of use

8.4.2.7
Special activities before the event

8.4.2.7.1
Meeting rooms

(Meetings of the various political bodies, site visits of the Rights Holder representatives, etc.)

Space requirements

Utilities

Equipment and furniture

Schedule of use

8.4.2.7.2
Social functions

Space requirements

Utilities

Equipment and furniture

Schedule of use

8.4.2.7.3
Fundraising activities

Space requirements

Utilities

Equipment and furniture

Schedule of use

8.4.2.7.4
Press conferences

Space requirements

Utilities

Equipment and furniture

Schedule of use


*Note: Used also during the event

9.0  BUDGET

[CONTENT]

Customizing a budget for a sports event mainly relies on a series of parameters: 

· the objectives, which focus on the results that the Local Organizing Committee wishes to achieve (see Section 3.0 and 10.0);

· the Local Organizing Committee structure (see Section 4.0 and 5.0);

· a comprehensive and precise understanding of the requirements of the different sites which will be in operation before and during the event (see Section 8);

·  the general programme of the event, which provides the full scope of the event (see Appendix 1);

· the hiring plan (see Appendix 2);

· the Local Organizing Committee obligations towards the rights holder which may have financial impact on the Local Organizing Committee budget (see Appendix 9.3).

For more information on the budget see Section 0.2 and Appendix 9

9.1
Budget structure and philosophy 

[SAMPLE]

The budget structure has three levels (not including the objects):

· 1st level: budget division (8 divisions for revenues and 21 divisions for expenses), same as in Section 5;

· 2nd level: budget sub-division (up to 10 sub-divisions per division for a total of 31 for the revenues and 125 for the expenses);

· 3rd level: Work Package (up to 50 Work Packages per sub-division for a total of 180 for the revenues and 1000 for the expenses);

Objects are included in each Work Package as items. The structure includes more than 570 objects. They are the fourth level of the budget.

A fifth level is available by using the function Comments which are linked to the Work Package items.

The objects have been included in the Work Package with the following budget philosophy:

· A certain number of divisions in the Local Organizing Committee (see 4.3.3 for more details) are service providers to the other divisions. Therefore, all the items which belong within their scope of provision of services will be included in that division (for instance: all cell phones for the event will be budgeted in the Technology Division budget). This will help the divisions which are service providers to control their own budget. 

· However, there is one exception which is for events which are organized prior to the Event (for instance: Site Visits by the representatives of the Rights Holder); in that case all the Work Package items (objects) are included within the event (for instance: under International Relations, Government Relations and Protocol Division). The reason being that the service provider may not be ready to provide service to that specific activity.

· All costs in the budget division are without taxes (GST and PST if applicable). The taxes are included at the end of the division items.
9.2
Budget summary (by division)

[SAMPLE]

REVENUES

	CODE
	DESCRIPTION
	CASH
	VIK
	TOTAL

	01-00-00.000
	Public financing
	
	
	

	02-00-00.000
	TV and Sponsorships
	
	
	

	03-00-00.000
	Friends Program
	
	
	

	04-00-00.000
	Ticketing
	
	
	

	05-00-00.000
	Fundraising Activities and Merchandising
	
	
	

	06-00-00.000
	Team Accommodation and Food 
	
	
	

	07-00-00.000
	Exchange Rate
	
	
	

	08-00-00.000
	Other Revenues 
	
	
	

	
	TOTAL
	
	
	


EXPENSES

	CODE
	DESCRIPTION
	CASH
	VIK
	TOTAL

	01-00-00.000
	Executive Management 
	
	
	

	02-00-00.000
	International Relations, Government Relations and Protocol 
	
	
	

	03-00-00.000
	Venue Management 
	
	
	

	04-00-00.000
	Finance, Administration and Human Resources 
	
	
	

	05-00-00.000
	Sponsorships 
	
	
	

	06-00-00.000
	Fundraising Activities and Merchandising 
	
	
	

	07-00-00.000
	Ticketing 
	
	
	

	08-00-00.000
	Communications 
	
	
	

	09-00-00.000
	Media 
	
	
	

	10-00-00.000
	Competition 
	
	
	

	11-00-00.000
	Ceremonies
	
	
	

	12-00-00.000
	Volunteers
	
	
	

	13-00-00.000
	Accommodation, Food and Recreational Activities
	
	
	

	14-00-00.000
	Logistics 
	
	
	

	15-00-00.000
	Technology
	
	
	

	16-00-00.000
	Fit-out
	
	
	

	17-00-00.000
	Host Broadcaster 
	
	
	

	18-00-00.000
	Venue Construction 
	
	
	

	19-00-00.000
	Contingency
	
	
	

	20-00-00.000
	Taxes (GST and PST, if any)
	
	
	

	21-00-00.000
	Sport Foundation
	
	
	

	
	TOTAL
	
	
	


10.0  IMPACT AND LEGACIES

This section should allow the Bid Committee and, eventually, the Local Organizing Committee to answer a fundamental question: why should our community get involved in bidding for and hosting a sports event?  Precise answers as to what kind of economic impact the staging of a sport event in our community should generate, as well as to what kind of legacies the event should leave in the community after it is finished, will be of great help in the planning and budgeting of the event.

10.1
Economic impact projection (STEAM Model)

The Canadian Sport Tourism Alliance (CSTA) has developed a model that enables the Bid Committee or the Local Organizing Committee to project the economic impact that the staging of a sport event may generate within a community.  The STEAM Model – Sport Tourism Economic Assessment Model – is available on the Internet to CSTA members.  It allows the Bid Committee or the Local Organizing Committee to measure in advance the potential economic activity that the event may generate and, through the results of an appropriate survey conducted during the event, to assess to what extent the economic impact expectations materialized.  When properly used, the STEAM Model should provide conclusions such as those that are stated in the following sample.

[SAMPLE]

The [name of the event] is expected to generate a considerable economic impact.  The combined spending of the operations, capital and by visitors is estimated to be $ [amount], which will generate a total potential economic activity of $ [amount] in the province.  Of this, $ [amount] should occur in [name of the host city].  $ [amount] should be paid in wages and salaries throughout the province of [name of province], supporting some [number] jobs.  The majority of the employment created by the event will be in the City of [name of host city], where wages should total $ [amount], and represent [number] jobs.  The total level of taxes received by all levels of government as a result of the event is estimated to be $ [amount], of which $ [amount] million will be accrued to the federal government, $ [amount] to the Province of [name of province], and $ [amount] to municipal governments, of which the City of [name of host city] will receive an estimated $ [amount].

10.2
Impact on sports development 

[CONTENT]

What objectives should be pursued by the community as to sports development by hosting a sports event and what results are the community expecting after the event is over?

· Increase in the number of people practicing one or more than one specific sport?

· Increase in the interest of the youth and adolescents in schools for physical activity and sports practice?

· Apprenticeship of good new and healthy habits?

· Recruitment of new volunteers in a specific sports organization (clubs, regional association, etc.)?

· Promotion of a specific sports discipline in the community?

10.3
Venue legacy 

[CONTENT]

What objectives should be pursued by the community as to venue legacy when hosting a sports event and what results are the community expecting after the event is over?

· Construction of a new facility?  If so, what type of facility? What levels of events are expected to take place in the new facility after the event is over?

· Upgrading of an existing facility? If so, what type of facility? What levels of events are expected to take place in the new facility after the event is over?

· Purchasing of new sports equipment or technical equipment for an existing or new facility?

Note: One must keep in mind that some (provincial or territorial) authorities may not be interested in subsidizing the staging of a sports event, but they might be willing to subsidize construction of a new venue or upgrading existing venues.

10.4
Financial legacy 

[CONTENT]

Does the community expect to leave a financial legacy behind after they have staged the sports event?  If so, the Bid Committee or the local organizing committee should figure the following out in advance:

· What is the amount of the financial legacy that should be left after the event is finished?  (This amount should be built into the budget from the starting point.)
· To what purpose will the financial legacy be used?   Development of a specific sport? Organization of future events? Upgrading of facilities? Scholarships to promising young local athletes?

· Who will be responsible for managing the financial legacy?  A new corporation, an existing organization?

Note: Keep in mind that some authorities may request that such a financial legacy be already budgeted from the beginning of the process as a condition for subsidizing the event.  

10.5
Equipment legacy 

[CONTENT]

What kind of equipment legacy should be left over for the benefit of the community after the sports event is finished?

· New sports equipment in specific sports disciplines?

· Upgrade of existing equipment?

· New technical equipment (giant screen, timing equipment, electronic devices, telecommunications equipment, etc.)

Note: 
The expectations for an equipment legacy may provide some guidelines to the Local Organizing Committee whether such equipment should be bought or rented for the staging of the event. 

10.6
Promotional legacy 

[CONTENT]

Does the community expect a promotional legacy from hosting a sports event? 

If so, to what extent?  

· Provincial?  National?  International?

· To what purpose?  Enhancement of the tourism industry?  New visitors?  Support for industry development?  Promotion of educational institutions?

What kind and what scope of media coverage does the community expect from the staging of the event?

· Should the event be televised, if yes on what type of channel (public, pay TV, special network)?  

· Live coverage or tape delay coverage?

Do the Bid or Local Organizing Committees expect coverage from specific local, provincial, national or international media?

What type of advertising campaign will the Local Organizing Committee do prior the event:

· Newspapers?

· Radio?

· Television?

· Billboards?

Note: Keep in mind that the expected promotional legacy should take into consideration the requirements of the Rights Holder in relation to the coverage of the event.  These requirements may have a considerable impact on the budget of the event.

10.7
Educational legacy 

[CONTENT]

The staging of a major sports event is likely to create considerable interest within the hosting community.  Such a situation may provide the opportunity to launch specific educational programs that will reach specific educational objectives for the children of school age.

· Promotion of physical education in the school network?

· Promotion of learning good, healthy habits?

· Better understanding of a specific sports discipline?

· Openness to international relations?  Better knowledge of the different countries of the world, their geographic, economic, human, social and cultural features?

Note: Keep in mind that to pursue educational objectives and to achieve an educational legacy will require the involvement of the different educational stakeholders from the community (school boards, private educational institutions, provincial department of education, etc.).

10.8
Expertise legacy 

[CONTENT]

Does the community wish to take advantage of the staging of a sports event to recruit, train, inform and involve scores of volunteers who will acquire expertise and experience in sports event organization and become available for future events?

· How many volunteers should be involved?

· What level of training should they get before the beginning of the event (knowledge of the sport discipline itself, technical or managerial skills, etc.)?

· What level of motivation should be achieved among the volunteers?

· What events are upcoming after this event for volunteers to use their expertise?

10.9
Organizational legacy 

[CONTENT]

· Does the community have any expectations regarding the implementation of permanent organizations such as training centres, sports research institutes, a sports-event staging organization, etc. that would follow the hosting of a sports event?

· Should the not-for-profit organization set up to stage the event become a permanent organization?   If so, for what purpose?  Management of new facilities?  Management of the financial legacy?  Staging of new events?

· Should it be another not-for-profit organization?  

10.10
Integration legacy 

[CONTENT]

The staging of a sports event within a community – especially when the event involves participants from many countries – may provide the opportunity to favour a greater integration of the different cultural components of the community, such as the official language minority or the ethnic communities.  

· Does the community have any objectives as to a possible cultural integration legacy?

· Which challenges of social integration should be dealt with?

· Which groups should be involved?

The staging of a sports event might also give the opportunity to bring the following sectors into the organization of the event:

· Cultural 

· Tourism 

· Business 

· Education 

· Health 

· Community groups 

Note: The members of the Advisory Board (see Section 4.2.5) should reflect the sectors.

11.0  CONCLUSION

[CONTENT]

Wrap up of the main features of the Business Plan. 

The conclusion should provide an answer to the following questions: why should the sport event be hosted here and now?  What will be the long-term effects of such a financial and human investment?
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Appendix 1.0

GENERAL SCHEDULE

The following activities could be organized before, during or after the event; the budget should reflect the organization of these activities.  Dates are subject to change and so are the activities themselves.

[SAMPLE]

EVENTS PRIOR TO THE EVENT

Dress Rehearsal





(Date)

OTHER EVENTS DURING THE [EVENT]

Festival







(Date)

Exhibitions






(Date)

Clinics and workshops





(Date)

Conferences and conventions




(Date)

Annual General Meeting





(Date)

GENERAL PROGRAM

FIT-OUT

Completion of new infrastructure (building)


(Date)

Completion of new infrastructure (landscaping)


(Date)

Shared use of the facilities




(Date)

Exclusive use of the facilities




(Date)

Fit-out start date






(Date)

Venue sanitization





(Date)

Decommissioning





(Date)

LOCAL ORGANIZING COMMITTEE HEADQUARTERS

Location, names of divisions working at the HQ

Location prior to and during the event



(Opening Date)

ACCREDITATION CENTRES

- Volunteers, service providers




(Opening date)

- VIPs







(Opening date)

- Teams







(Opening date)

- Media







(Opening date)

SERVICES AVAILABLE DURING THE EVENT

	Services available during the event
	
	

	
	Limited Services
	Full Services

	- Teams
	(Date)
	(Date)

	- VIPs
	(Date)
	(Date)

	- Media
	(Date)
	(Date)

	- Volunteers
	(Date)
	(Date)


EVENT

Technical rehearsal, opening ceremony (location)


(Date)

General rehearsal, opening ceremony (location)



(Date)

Competition rehearsal (location)





(Date)

Technical meeting (location)





(Date)

Coaches' site tour






(Date)

Referees' meeting (location)





(Date)

Awards Ceremony rehearsal
(location)



(Date)

Press conference with rights holder organization

(name) (location)






(Date)

Broadcaster briefing (location)





(Date)

Photographers briefing (location)




(Date)

Daily press conference (location)




(Date)

General rehearsal, closing ceremony
(location)


(Date)

Market place (location) 






(Date)

Sponsors' village (location)





(Date)

COMPETITION SCHEDULE

[Name of event], session 1 (location)


(Date, start time, end time)

[Name of event], session 2 (location)


(Date, start time, end time)

SOCIAL PROGRAM

(Name of the reception), (hosted by) (location)



(Date)

ACCOMPANYING PERSONS PROGRAM

(Name of the activity)






(Date)

THEME DAYS

(Theme)







(Date)

Appendix 2.0

HIRING PLAN

Please consult a copy of the hiring Plan which is contained in a separate excel document.

Appendix 3.0

BY-LAWS ─ TABLE OF CONTENTS

[CONTENT]

The by-laws should include the following items:

1. 0
General points:

1.1
Goals and objectives

1.2
Headquarters

1.3
Seal

1.4
Affiliation (if any)

2.0
Membership

2.1
Categories of members

2.2
Terms of membership

2.3
Membership fees

2.4
Resignation

2.5
Suspension and expulsion

2.6
Rules

3.0
Annual General Meeting

3.1
Composition

3.2
Vote

3.3
Quorum

3.4
Annual assembly

3.5
Extraordinary assembly

3.6
Notification to attend

3.7
Procedures

4.0
Board of Directors

4.1
Composition

4.2
Terms

4.3
Eligibility

4.4
Meetings

4.5
Phone conference

4.6
Vote

4.7
Vacancy and replacement

4.8
Quorum

4.9
Remuneration

4.10
Destitution

4.11
Responsibilities and powers

4.12
Conflicts of interest

5.0
Officers

5.1
Destitution

5.2
Functions of 

5.2.1
The president

5.2.2
The vice-president

5.2.3
The secretary-treasurer

6.0
Executive Committee

6.1
Composition

6.2
Terms of Reference

6.3
Meetings

6.4
Telephone conference

6.5
Vote

6.6
Quorum

6.7
Remuneration

6.8
Responsibilities and powers

7.0
Councils and Committees

7.1
Creation

7.2
Composition

8.0
Finance

8.1
Fiscal year

8.2
Auditors

8.3
Contracts

8.4
Cheques and other banking documents

8.5
Ledgers

8.6
Deposits

8.7
Indemnification of administrators and managers

9.0
Amendments and Dissolution

Appendix 4.0

TRADEMARK

1.0
Declaration Form Registration of a Trademark

Date:



File:





Trade-mark:


I,  ______________, trading as (Name of  Company or Sole Proprietorship), the full post office address of whose principal office or place of business is ______________________ in the Province of  ________ hereby declare:

1. THAT I am President 

2.
TRADE-MARK:   [include name of trade mark]

3.
DISCLAIMERS:  Pursuant to Sections 12(1)(b) and 35 of the Trade-marks Act

A).
The right to the exclusive use of the word [include a specific word with the trade-mark name] is disclaimed apart 

from the trade-mark 

B).
The right to the exclusive use of the word [include a specific word within the trade-mark name] is disclaimed apart from the trade-mark 

4.
The applicant, by itself or through a licensee, or by itself and through a 

licensee, proposes to use the trade-mark in Canada in association with the following specific wares:

Clothing namely t-shirts, golf shirts, denim shirts, sweatshirts, sweatpants, jackets, athletic shorts, walking shorts, jogging shorts, boxer shorts, sweaters; baseball caps, visors, knit headwear namely toques; coffee mugs, namely plastic, ceramic and glass mugs; beer mugs; steins; lapel pins, namely metal pewter, cloisonné and plastic pins; posters; banners; pennants; key chains; decals; stickers; crests, embroidered and silk-screen; printed publications namely manuals, guides, directories, newsletters, brochures.          

2. The applicant, by itself or through a licensee, or by itself and through a 

licensee, proposes to use the trade-mark in Canada in association with the following specific services:

[List the specific services]

6.
The applicant is satisfied that he is entitled to use the trade-mark in 

Canada in association with the wares and services described above. 

CLAIMS:

Proposed use in CANADA on wares and services

Executed at _________, [Province], this ____day of _______ 2004.

_____________________________ 

(Name of Applicant)

Address of Applicant

Phone Number:


Fax Number :

2.0 Example T-M application covering letter

Date: ______________

Examination Section

Trade-marks Branch

C.I.P.O.

Industry Canada

50 Victoria Street

Place du Portage,  Phase 1

Hull, Québec

K1A 0C9

Dear ___________,

RE:   APPLICATION FOR TRADE-MARK

Please find enclosed four (4) copies of the application for registration of trade-mark, [Name of the trade mark].

The applicant has disclaimed the right to the exclusive use of the words, [include a specific word with the trade-mark name] and [include a specific word with the trade-mark name]  apart from the trade-mark pursuant to Sections 12(1)(b) and 35 of the Trade-marks Act. 

The applicant has enclosed a cheque for the sum of $300.00 payable to the Receiver General of Canada.    

Yours truly,

(Name of Applicant)

Appendix 5.0

MAJOR MILESTONES: MARKETING PLAN

Please refer to Section 7 for the development of the timeframe of the Marketing Plan.

[SAMPLE]

1.0
Introduction

2.0
Communications Aspects


2.1
Objectives

2.2
Product and designation

2.3
Focus group studies


2.4 
Target market 

2.5
Strategic contact and relations with key stakeholders

2.7
Essential strategic requirements

2.8
Context and key messages

2.9
Communications policies

2.10
Advertising plan

2.11
Educational and promotional programs

2.12
Mascot program

2.13
Press conferences

2.14
Promotional activities

2.15
Publications and graphic design

2.16
Web site

2.17
Media relations prior to the event

2.18
Conference bureau

2.19
Tour operation

2.20
Critical path

3.0
Merchandising Aspects

3.1
Objectives and financial targets

3.2
Merchandise creation and production

3.3
Cost of items and target market


3.4
Distribution of merchandising items


3.5
Inventory control


3.6
Advertising and promotion of products


3.7
Sales incentives

3.8
Revenue timeframe critical path

4.0
Fundraising Activities  

4.1
Objectives and financial targets

4.2
Calendar of events

4.3.1
Per activity


4.3.1 Project description


4.3.2 Target market 

4.3.3 Projected revenues


4.3.4 Projected expenses


4.3.5 Sales strategy


4.3.6 Advertising and promotion of the activities


4.3.7 Service to be provided by other divisions

4.3
General critical path

4.4
Activity critical path template

5.0
Ticketing 

5.1
Objectives and financial targets

5.2
Ticket pricing and target markets

5.3
Ticket distribution network

5.4
Sales incentives

5.5
Advertising and promotion

5.6 Revenue timeframe critical path

6.0
Sponsorships Aspects

6.1
Objectives and financial targets

6.2
Sponsorships plan 


6.2.1
Commercial sponsors (benefit per category and values)



5.2.1.1 Title Sponsor



5.2.2.1 Rights Holder sponsors



5.2.3.1 National partners



5.2.4.1 National suppliers


6.2.2
Authorities



5.2.2.1
Government Partners



5.2.2.2 Institutional Partners



5.2.2.3 Institutional Collaborators


6.2.3
Friends Program



5.2.3.1
Gold Friends



5.2.3.2 Silver Friends



5.2.3.3 Bronze Friends



5.2.3.4 Friends

6.3
Sponsorship categories and target markets

6.4
Evaluation of sponsorship package values

6.5
Revenue timeframe critical path

Appendix 6.0

MAJOR MILESTONES: OPERATIONS MANUAL

[CONTENT] 

When should the Operations Manual be developed?

According to what sequence? 

Refer to Section 7 of the Business Plan Template.

[SAMPLE]

Table of Contents

1. INTRODUCTION:

1.1 Foreword by the CEO

1.2 How to use this document

2. THE LOCAL ORGANIZING COMMITEE AND THE EXECUTIVE MANAGEMENT:

2.1   Overall organizational chart

2.2   Executive Management organizational chart

2.3   Terms of reference, functions, responsibilities and job descriptions of the Executive Management

2.4   Organizing Committee members

2.5   Policies of the political bodies and the Executive Management

2.6   Procedures of the Executive Management

2.7   Main critical path

2.8   Budget summary

2.9   Hiring plan 

2.10 Internal and external liaison between divisions and departments

2.11 Liaison agents

2.12 List of the policies to be developed by division

2.13 General schedule

2.14 Terms of reference

3.0
THE DIVISIONS

3.1 International Relations, Government Relations and Protocol Division

3.1.1 Division organizational chart

3.1.2 Terms of reference, functions and responsibilities of the division and the departments

3.1.3 Staff job descriptions 

3.1.4 Policies and procedures of the division and the departments

3.1.5 Critical path of division and the departments

3.1.6 Budget of the division and the departments

3.1.7 Operations plan of the division and the departments

3.2 Venue Management Division

3.2.1 Division organizational chart

3.2.2 Terms of reference, functions and responsibilities of the division and the departments

3.2.3 Staff job descriptions

3.2.4 Policies and procedures of the division and the departments

3.2.5 Critical Path of the division and the departments

3.2.6 Budget of the division and the departments

3.2.7 Operations plan of the division and the departments

3.3 Finance, Administration and Human Resources Division

3.3.1 Division organizational chart

3.3.2 Terms of reference, functions and responsibilities of the division and the departments

3.3.3 Staff job descriptions

3.3.4 Policies and procedures of the division and the departments

3.3.5 Critical Path of the division and the departments

3.3.6 Budget of the division and the departments

3.3.7 Operations plan of the division and the departments

3.4 Sponsorships Division

3.4.1 Division organizational chart

3.4.2 Terms of reference, functions and responsibilities of the division and the departments

3.4.3 Staff job descriptions

3.4.4 Policies and procedures of the division and the departments

3.4.5 Critical Path of the division and the departments

3.4.6 Budget of the division and the departments

3.4.7 Operations plan of the division and the departments

3.5 Fundraising Activities and Merchandising Division

3.5.1 Division organizational chart

3.5.2 Terms of reference, functions and responsibilities of the division and the departments

3.5.3 Staff job descriptions

3.5.4 Policies and procedures of the division and the departments

3.5.5 Critical Path of the division and the departments

3.5.6 Budget of the division and the departments

3.5.7 Operations plan of the division and the departments

3.6 Ticketing Division

3.6.1 Division organizational chart

3.6.2 Terms of reference, functions and responsibilities of the division and the departments

3.6.3 Staff job descriptions

3.6.4 Policies and procedures of the division and the departments

3.6.5 Critical Path of the division and the departments

3.6.6 Budget of the division and the departments

3.6.7 Operations plan of the division and the departments

3.7 Communications Division

3.7.1 Division organizational chart

3.7.2 Terms of reference, functions and responsibilities of the division and the departments

3.7.3 Staff job descriptions

3.7.4 Policies and procedures of the division and the departments

3.7.5 Critical Path of the division and the departments

3.7.6 Budget of the division and the departments

3.7.7 Operations plan of the division and the departments

3.8 Media Division

3.8.1 Division organizational chart

3.8.2 Terms of reference, functions and responsibilities of the division and the departments

3.8.3 Staff job descriptions

3.8.4 Policies and procedures of the division and the departments

3.8.5 Critical Path of the division and the departments

3.8.6 Budget of the division and the departments

3.8.7 Operations plan of the division and the departments

3.9 Competition Division

3.9.1 Division organizational chart

3.9.2 Terms of reference, functions and responsibilities of the division and the departments

3.9.3 Staff job descriptions 

3.9.4 Policies and procedures of the division and the departments

3.9.5 Critical Path of the division and the departments

3.9.6 Budget of the division and the departments

3.9.7 Operations plan of the division and the departments

3.10 Ceremonies Division

3.10.1 Division organizational chart

3.10.2 Terms of reference, functions and responsibilities of the division and the departments

3.10.3 Staff job descriptions

3.10.4 Policies and procedures of the division and the departments

3.10.5 Critical Path of the division and the departments

3.10.6 Budget of the division and the departments

3.10.7 Operations plan of the division and the departments

3.11 Volunteers Division

3.11.1 Division organizational chart

3.11.2 Terms of reference, functions and responsibilities of the division and the departments

3.11.3 Staff job descriptions

3.11.4 Policies and procedures of the division and the departments

3.11.5 Critical Path of the division and the departments

3.11.6 Budget of the division and the departments

3.11.7 Operations plan of the division and the departments

3.12 Accommodation, Food and Recreational Activities Division

3.12.1 Division organizational chart

3.12.2 Terms of reference, functions and responsibilities of the division and the departments

3.12.3 Staff job descriptions

3.12.4 Policies and procedures of the division and the departments

3.12.5 Critical Path of the division and the departments

3.12.6 Budget of the division and the departments

3.12.7 Operations plan of the division and the departments

3.13 Logistics Division 

3.13.1 Division organizational chart

3.13.2 Terms of reference, functions and responsibilities of the division and the departments

3.13.3 Staff job descriptions

3.13.4 Policies and procedures of the division and the departments

3.13.5 Critical Path of the division and the departments

3.13.6 Budget of the division and the departments

3.13.7 Operations plan of the division and the departments

3.14 Technology Division

3.14.1 Division organizational chart

3.14.2 Terms of reference, functions and responsibilities of the division and the departments

3.14.3 Staff job descriptions

3.14.4 Policies and procedures of the division and the departments

3.14.5 Critical Path of the division and the departments

3.14.6 Budget of the division and the departments

3.14.7 Operations plan of the division and the departments

3.15 Fit-out Division

3.15.1 Division organizational chart

3.15.2 Terms of reference, functions and responsibilities of the division and the departments

3.15.3 Staff job descriptions

3.15.4 Policies and procedures of the division and the departments

3.15.5 Critical Path of the division and the departments

3.15.6 Budget of the division and the departments

3.15.7 Operations plan of the division and the departments

3.16 Host Broadcaster Division

3.16.1 Division organizational chart

3.16.2 Terms of reference, functions and responsibilities of the division and the departments

3.16.3 Staff job descriptions

3.16.4 Policies and procedures of the division and the departments

3.16.5 Critical Path of the division and the departments

3.16.6 Budget of the division and the departments

3.16.7 Operations plan of the division and the departments

3.17 Venue Construction Division

3.17.1 Division organizational chart

3.17.2 Terms of reference, functions and responsibilities of the division and the departments

3.17.3 Staff job descriptions

3.17.4 Policies and procedures of the division and the departments

3.17.5 Critical Path of the division and the departments

3.17.6 Budget of the division and the departments

3.17.7 Operations plan of the division and the departments

Appendix 7.0

MAJOR MILESTONES: VENUE OPERATIONS MANUAL

[CONTENT] 

When should the Venue Operations Manual be developed?

According to what sequence? 

Refer to Section 7 of the Business Plan Template.

[SAMPLE]

Table of Contents

1. LIST OF THE DIFFERENT VENUES OR GROUPS OF VENUES

1.1 The competition venue(s)

1.2 The training and warm-up venue(s)

1.3 Accommodation venues (Athletes’ villages and hotels)

1.4 Other venues

1.4.1 Before the event

1.4.1.1 Local Organizing Committee headquarters

1.4.1.2 Warehouse

1.4.1.3 Ceremonies workshops

1.4.1.4 Rehearsal venues for ceremonies

1.4.1.5 Main volunteer centre

1.4.1.6 Merchandising stores

1.4.1.7 Special activities before the event (meeting rooms, social functions, fundraising activities)

1.4.2 During the event

1.4.2.1 Opening and closing ceremonies venue

1.4.2.2 Accreditation centres

1.4.2.3 Social and recreational activities

1.4.2.4 Social function venues including final banquet site(s)

1.4.2.5 Press centres

1.4.2.6 International Broadcasting Centre

1.4.2.7 Sponsors’ village

1.4.2.8 Market street

1.4.2.9 Venue of the cultural festival (if any)

2. VENUE OPERATIONS PER SITES (During the event)

2.1 The competition(s) venue(s) (one per venue)

2.1.1 Program planning and list of on-site activities

2.1.2 Functions and responsibilities of the divisions and departments at the venue

2.1.3 Venue/facility requirements and special fit-out

2.1.4 Equipment

2.1.4.1 General equipment (tables, chairs, etc.)

2.1.4.2 Technological equipment (computer, web site, copiers, faxes, phones 



and cell phones, walkie-talkies, clear com, audiovisual equipment)

2.1.4.3 Equipment manufacturing

2.1.4.4 Signage

2.1.5 Other services (transportation, food, accommodation, security, medical,

translation, hosts and hostesses, publications, promotion / advertising, mascot)

2.1.6 Operation dates / hours of each division / departments at the venue

2.1.7 Job descriptions and profiles of the volunteers working at the venue

2.1.8 Specific training requirements by categories of volunteers

2.1.9 Work schedule and number of required volunteers at the venue by 

division/department

2.1.10 Identification of the real costs for each budgetary item

2.2 The training and warm-up site(s) (one per venue)
2.2.1 Program planning and list of on-site activities

2.2.2 Functions and responsibilities of the divisions and departments at the venue

2.2.3 Venue/facility requirements and special fit-out

2.2.4 Equipment

2.2.4.1 General equipment (tables, chairs, etc.)

2.2.4.2 Technological equipment (computer, web site, copiers, faxes, phones 

and cell phones, walkie-talkies, clear com, audiovisual equipment)

2.2.4.3 Equipment manufacturing

2.2.4.4 Signage

2.2.5 Other services (transportation, food, accommodation, security, medical, 


translation, hosts and hostesses, publications, promotion / advertising,


mascot)

2.2.6 Operation dates / hours of each division / departments at the venue

2.2.7 Job descriptions and profiles of volunteers working at the venue

2.2.8 Specific training requirements by categories of volunteers

2.2.9 Work schedule and number of required volunteers at the venue by 

division/department

2.2.10 Identification of the real costs for each budgetary item

2.3 Accommodation (One per venue: Athletes’ villages, Official hotel of the event, Other VIPs and Sponsors hotels, Press hotel, Electronic media hotel, Host Broadcaster hotel, Competition Official hotel, Service provider hotel, Spectator hotels)

2.3.1 Program planning and list of on-site activities

2.3.2 Functions and responsibilities of the divisions and departments at the venue

2.3.3 Venue/facility requirements and special fit-out

2.3.4 Equipment

2.3.4.1 General equipment (tables, chairs, etc.)

2.3.4.2 Technological equipment (computer, web site, copiers, faxes, phones 

and cell phones, walkie-talkies, clear com, audiovisual equipment)

2.3.4.3 Equipment manufacturing

2.3.4.4 Signage

2.3.5 Other services (transportation, food, accommodation, security, medical, 


translation, hosts and hostesses, publications, promotion / advertising, 


mascot)

2.3.6 Operation dates / hours of each division / departments at the venue

2.3.7 Job descriptions and profiles of the volunteers working at the venue

2.3.8 Specific training requirements by categories of volunteers

2.3.9 Work schedule and number of required volunteers at the venue by 

division/department

2.3.10 Identification of the real costs for each budgetary item

2.4 Opening and closing ceremonies venue(s)
2.4.1 Program planning and list of on-site activities

2.4.2 Functions and responsibilities of the divisions and departments at the venue

2.4.3 Venue/facility requirements and special fit-out

2.4.4 Equipment

2.4.4.1 General equipment (tables, chairs, etc.)

2.4.4.2 Technological equipment (computer, web site, copiers, faxes, phones

and cell phones, 2-way radios, clear com, audiovisual equipment)

2.4.4.3 Equipment manufacturing

2.4.4.4 Signage

2.4.5 Other services (transportation, food, accommodation, security, medical, 


translation, hosts and hostesses, publications, promotion / advertising,


mascot)

2.4.6 Operation dates / hours of each division / departments at the venue

2.4.7 Job descriptions and profiles of the volunteers working at the venue

2.4.8 Specific training requirements by categories of volunteers

2.4.9 Work schedule and number of required volunteers at the venue by 

division/department

2.4.10 Identification of the real costs for each budgetary item

2.5 The accreditation centres (one per venue)
2.5.1 Program planning and list of on-site activities

2.5.2 Functions and responsibilities of the divisions and departments at the venue

2.5.3 Venue/facility requirements and special fit-out

2.5.4 Equipment

2.5.4.1 General equipment (tables, chairs, etc.)

2.5.4.2 Technological equipment (computer, web site, copiers, faxes, phones 

and cell phones, 2-way radios, clear com, audiovisual equipment)

2.5.4.3 Equipment manufacturing

2.5.4.4 Signage

2.5.5 Other services (transportation, food, accommodation, security, medical, 


translation, hosts and hostesses, publications, promotion / advertising, 


mascot)

2.5.6 Operation dates / hours of each division / departments at the venue

2.5.7 Job descriptions and profiles of the volunteers working at the venue

2.5.8 Specific training requirements by categories of volunteers

2.5.9 Work schedule and number of required volunteers at the venue by 

division/department

2.5.10 Identification of the real costs for each budgetary item

2.6 The socio-cultural and recreational activities sites (one per venue)
2.6.1 Program planning and list of on-site activities

2.6.2 Functions and responsibilities of the divisions and departments at the venue

2.6.3 Venue/facility requirements and special fit-out

2.6.4 Equipment

2.6.4.1 General equipment (tables, chairs, etc.)

2.6.4.2 Technological equipment (computer, web site, copiers, faxes, phones 

and cell phones, 2-way radios, clear com, audiovisual equipment)

2.6.4.3 Equipment manufacturing

2.6.4.4 Signage

2.6.5 Other services (transportation, food, accommodation, security, medical, 


translation, hosts and hostesses, publications, promotion / advertising, 


mascot)

2.6.6 Operation dates / hours of each division / departments at the venue

2.6.7 Job descriptions and profiles of the volunteers working at the venue

2.6.8 Specific training requirements by categories of volunteers

2.6.9 Work schedule and number of required volunteers at the venue by 


division/department

2.6.10 Identification of the real costs for each budgetary item

2.7 The social function sites including final banquet site(s) (one per venue)
2.7.1 Program planning and list of on-site activities

2.7.2 Functions and responsibilities of the divisions and departments at the venue

2.7.3 Venue/facility requirements and special fit-out

2.7.4 Equipment

2.7.4.1 General equipment (tables, chairs, etc.)

2.7.4.2 Technological equipment (computer, web site, copiers, faxes, phones 

and cell phones, 2-way radios, clear com, audiovisual equipment)

2.7.4.3 Equipment manufacturing

2.7.4.4 Signage

2.7.5 Other services (transportation, food, accommodation, security, medical, 

translation, hosts and hostesses, publications, promotion / advertising, mascot)

2.7.6 Operation dates / hours of each division / departments at the venue

2.7.7 Job descriptions and profiles of the volunteers working at the venue

2.7.8 Specific training requirements by categories of volunteers

2.7.9 Work schedule and number of required volunteers at the venue by 


division/department

2.7.10 Identification of the real costs for each budgetary item

2.8 The main media centre
2.8.1 Program planning and list of on-site activities

2.8.2 Functions and responsibilities of the divisions and departments at the venue

2.8.3 Venue/facility requirements and special fit-out

2.8.4 Equipment

2.8.4.1 General equipment (tables, chairs, etc.)

2.8.4.2 Technological equipment (computer, web site, copiers, faxes, phones 

and cell phones, 2-way radios, clear com, audiovisual equipment)

2.8.4.3 Equipment manufacturing

2.8.4.4 Signage

2.8.5 Other services (transportation, food, accommodation, security, medical, 


translation, hosts and hostesses, publications, promotion / advertising, 


mascot)

2.8.6 Operation dates / hours of each division / departments at the venue

2.8.7 Job descriptions and profiles of the volunteers working at the venue

2.8.8 Specific training requirements by categories of volunteers

2.8.9 Work schedule and number of required volunteers at the venue by 

division/department

2.8.10 Identification of the real costs for each budgetary item

2.9 The International Broadcasting centre
2.9.1 Program planning and list of on-site activities

2.9.2 Functions and responsibilities of the divisions and departments at the venue

2.9.3 Venue/facility requirements and special fit-out

2.9.4 Equipment

2.9.4.1 General equipment (tables, chairs, etc.)

2.9.4.2 Technological equipment (computer, web site, copiers, faxes, phones 

and cell phones, 2-way radios, clear com, audiovisual equipment)

2.9.4.3 Equipment manufacturing

2.9.4.4 Signage

2.9.5 Other services (transportation, food, accommodation, security, medical, 


translation, hosts and hostesses, publications, promotion / advertising, 


mascot)

2.9.6 Operation dates / hours of each division / departments at the venue

2.9.7 Job descriptions and profiles of the volunteers working at the venue

2.9.8 Specific training requirements by categories of volunteers

2.9.9 Work schedule and number of required volunteers at the venue by 

division/department

2.9.10 Identification of the real costs for each budgetary item

2.10 The sponsors village
2.10.1 Program planning and list of on-site activities

2.10.2 Functions and responsibilities of the divisions and departments at the venue

2.10.3 Venue/facility requirements and special fit-out

2.10.4 Equipment

2.10.4.1 General equipment (tables, chairs, etc.)

2.10.4.2 Technological equipment (computer, web site, copiers, faxes, phones 

and cell phones, 2-way radios, clear com, audiovisual equipment)

2.10.4.3 Equipment manufacturing

2.10.4.4 Signage

2.10.5 Other services (transportation, food, accommodation, security, medical, 


translation, hosts and hostesses, publications, promotion / advertising, 


mascot)

2.10.6 Operation dates / hours of each division / departments at the venue

2.10.7 Job descriptions and profiles of the volunteers working at the venue

2.10.8 Specific training requirements by categories of volunteers

2.10.9 Work schedule and number of required volunteers at the venue by 


division/department

2.10.10  Identification of the real costs for each budgetary item

2.11 The Market Street
2.11.1 Program planning and list of on-site activities

2.11.2 Functions and responsibilities of the divisions and departments at the venue

2.11.3 Venue/facility requirements and special fit-out

2.11.4 Equipment

2.11.4.1 General equipment (tables, chairs, etc.)

2.11.4.2 Technological equipment (computer, web site, copiers, faxes, phones 

and cell phones, 2-way radios, clear com, audiovisual equipment)

2.11.4.3 Equipment manufacturing

2.11.4.4 Signage

2.11.5 Other services (transportation, food, accommodation, security, medical, 


translation, hosts and hostesses, publications, promotion / advertising, 


mascot)

2.11.6 Operation dates / hours of each division / departments at the venue

2.11.7 Job descriptions and profiles of the volunteers working at the venue

2.11.8 Specific training requirements by categories of volunteers

2.11.9 Work schedule and number of required volunteers at the venue by 

division/department

2.11.10  Identification of the real costs for each budgetary item

2.12 The cultural festival site (one per venues)
2.12.1 Program planning and list of on-site activities

2.12.2 Functions and responsibilities of the divisions and departments at the venue

2.12.3 Venue/facility requirements and special fit-out

2.12.4 Equipment

2.12.4.1 General equipment (tables, chairs, etc.)

2.12.4.2 Technological equipment (computer, web site, copiers, faxes, phones 

and cell phones, 2-way radios, clear com, audiovisual equipment)

2.12.4.3 Equipment manufacturing

2.12.4.4 Signage

2.12.5 Other services (transportation, food, accommodation, security, medical, 


translation, hosts and hostesses, publications, promotion / advertising, 


mascot)

2.12.6 Operation dates / hours of each division / departments at the venue

2.12.7 Job descriptions and profiles of the volunteers working at the venue

2.12.8 Specific training requirements by categories of volunteers

2.12.9 Work schedule and number of required volunteers at the venue by 

division/department

2.12.10 Identification of the real costs for each budgetary item 

2.13 Local Organizing Committee headquarters
2.13.1 Program planning and list of on-site activities

2.13.2 Functions and responsibilities of the divisions and departments at the venue

2.13.3 Venue/facility requirements and special fit-out

2.13.4 Equipment

2.13.4.1 General equipment (tables, chairs, etc.)

2.13.4.2 Technological equipment (computer, web site, copiers, faxes, phones 

and cell phones, 2-way radios, clear com, audiovisual equipment)

2.13.4.3 Equipment manufacturing

2.13.4.4 Signage

2.13.5 Other services (transportation, food, accommodation, security, medical, 


translation, hosts and hostesses, publications, promotion / advertising, 


mascot)

2.13.6 Operation dates / hours of each division / departments at the venue

2.13.7 Job descriptions and profiles of the volunteers working at the venue

2.13.8 Specific training requirements by categories of volunteers

2.13.9 Work schedule and number of required volunteers at the venue by 


division/department

2.13.10  Identification of the real costs for each budgetary item

2.14 The main volunteers centre
2.14.1 Program planning and list of on-site activities

2.14.2 Functions and responsibilities of the divisions and departments at the venue

2.14.3 Venue/facility requirements and special fit-out

2.14.4 Equipment

2.14.4.1 General equipment (tables, chairs, etc.)

2.14.4.2 Technological equipment (computer, web site, copiers, faxes, phones 

and cell phones, 2-way radios, clear com, audiovisual equipment)

2.14.4.3 Equipment manufacturing

2.14.4.4 Signage

2.14.5 Other services (transportation, food, accommodation, security, medical, 


translation, hosts and hostesses, publications, promotion / advertising, 


mascot)

2.14.6 Operation dates / hours of each division / departments at the venue

2.14.7 Job descriptions and profiles of the volunteers working at the venue

2.14.8 Specific training requirements by categories of volunteers

2.14.9 Work schedule and number of required volunteers at the venue by 

division/department

2.14.10  Identification of the real costs for each budgetary item

3.0
VENUE MANAGEMENT (One per venue)

3.1 Daily schedule of activities

3.2 Venue management procedures during the event

3.3 Venue commissioning and decommissioning (established by the Fit-out Division)

3.4 Venue Operational procedures of the divisions and departments

3.5 Communications between sites and operation of the Operations Centre during the event

Appendix 8.0

MAJOR MILESTONES: FINAL REPORT

Please refer to Section 7 for the development of the timeframe of the Final Report
[SAMPLE]

The Final Report contains the following reports:

7.1
The Main Report 

TABLE OF CONTENTS
Message from the President & CEO

General Aspects

Report from the CEO

The [name of the event]

Major steps of the [host city] [year] project

Organizational structure

Human Resources

Strategic Planning

International Relations

Divisions
International Relations, Government Relations and Protocol Division

Venue Management Division 

Finance, Administration and Human Resources Division

Sponsorships Division

Fundraising Activities and Merchandising Division 

Ticketing Division

Communications Division

Media Division

Competition Division

Ceremonies Division

Volunteers Division

Accommodation, Food and Recreational Activities Division 

Logistics Division

Technology Division

Fit-out Division

Host Broadcaster Division

Venue Construction Division

Legacy
The Legacy of the [name of the event] 

Appendices
1.  Fact Sheet

2.  General Program

3.  Competition Schedule

4.  Production Strategy

5.  Staff and Volunteers of the Local Organizing Committee

6.  Venues

7.  Plans

8.  Glossary

9.  Organizational Chart

7.2
Financial statement by the auditors

Financial statement as adopted by the Board of Directors and final STEAM Report on the economic impact of the event.

7.3
Results

Book containing the competition results of the event, including the new records established during the event and the list of medal winners. 

7.4
Media revue and list of interviews in the electronic media before, during and post event

Include a selection of significant media clippings since the beginning of the organization as well as the list of interviews in the electronic media following each media conference prior to and during the event.  Also include the broadcasting schedule of the event (dates and hours) by each nation's TV network(s).

7.5
Report on the legacy

Document providing information on all the legacies of the event in terms of:

· Venues (list)

· Sports development

· Financial (creation of a new fund)

· Equipment (complete list)

· Promotion (TV and Radio coverage, advertising in newspapers, magazines, radio, television, billboards, etc.)

· Educational (educational program)

· Expertise 

· Organizational

· Integration 
7.6
Souvenir video


Production of a short (few minutes) souvenir video showing the organizational and human aspects of the event. 
Appendix 9.0

BUDGET

For greater detail, please consult the Budget Plan Template which is provided in Microsoft Access format.

Appendix 9.1
Summary of Revenues and Risk Analysis (by division)

[CONTENT]

	Budget Division
	Budget Cost
	Description of the major revenues
	Risk

High

Medium

Low
	Explanation of Risk factor

	Public Financing
	
	
	
	

	Employment Program
	
	
	
	

	TV Revenue
	
	
	
	

	Rights Holder sponsors
	
	
	
	

	National Sponsors
	
	
	
	

	Friends program
	
	
	
	

	Ticketing
	
	
	
	

	Merchandising
	
	
	
	

	Concessions
	
	
	
	

	Accommodation and food
	
	
	
	

	Exchange rate
	
	
	
	

	Sales of assets
	
	
	
	

	Other revenues
	
	
	
	


Appendix 9.2
Summary of Expenses and Risk Analysis (by division)

[CONTENT]

	Budget Division
	Budget Cost
	Description of the major revenues
	Risk

High

Medium

Low
	Explanation of Risk factor

	Executive Management
	
	
	
	

	International Relations, Government relations and Protocol
	
	
	
	

	Venue Management
	
	
	
	

	Finance, Administration, and Human Resources
	
	
	
	

	Sponsorships 
	
	
	
	

	Fundraising Activities and Merchandising
	
	
	
	

	Ticketing 
	
	
	
	

	Communications
	
	
	
	

	Media
	
	
	
	

	Competition
	
	
	
	

	Ceremonies
	
	
	
	

	Volunteers
	
	
	
	

	Accommodation, Food

and Recreational activities
	
	
	
	

	Logistics
	
	
	
	

	Technology
	
	
	
	

	Fit-out
	
	
	
	

	Host Broadcaster
	
	
	
	

	Venue Construction
	
	
	
	

	Contingency
	
	
	
	

	Taxes (HST/GST, PST)
	
	
	
	

	Sport Foundation
	
	
	
	


Appendix 9.3
Local Organizing Committee obligations towards the Rights Holder, which may have financial impact on the Organizing Committee budget

[CONTENT]

	Contractual

document name
	Contractual document item code
	Description of rights
	Reference code in budget

	
	
	
	00-00-00.000

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix 9.4
Non-budgeted Items 

[SAMPLE]

The following table refers to expenses that are usually anticipated.  Some of these expenses are considered as necessary, while others are identified as desirable.  Regarding each of these expenses, the table mentions the reason why these expenses have not been included in the budget. 

It is important to point out that the event will usually take place at [site] in facilities made available to the Local Organizing Committee free of charge by [the owner of the facilities], which means that there will be no rental fees for the facilities that will be used by the Local Organizing Committee except for certain services that will be charged to the Local Organizing Committee.  This remark explains the fact that part of the below-mentioned expenses were not listed in the budget.  On the other hand, individual cases are subject to detailed explanations. 

	Expense
	Explanation

	Free parking on the grounds belonging to [organization] for:

· VIPs

· Members of the Organizing Committee

· Volunteers

· Car pool of the Local Organizing Committee

· Teams

· Media
	Included within the framework of the free-of-charge use of the facilities [site] during the [name of event]

	Corkage fees 
	Will be part of the negotiations for the services that will be provided by the hotels reserved by the Local Organizing Committee

	Use of the competition venue (rental and electric power)

Staff of the [venue] 

Use of the other venues for accreditation, recreational activities, final banquet 
	These services are part the general framework of free-of-charge use of the facilities of the [name of venue] 

	Meeting rooms in the official hotel(s) of the Local Organizing Committee, the Rights Holder and the Rights Holder marketing agent 
	Free-of-charge use to be negotiated by the Local Organizing Committee in compensation for the number of rooms reserved in the concerned hotels 

	Premises for the rehearsal of the opening and closing ceremonies
	Premises lent free of charge by [name of the organization]

	Medical coverage for athletes, media and international VIPs
	This provision is desirable, but not compulsory.   The service is not included in the budget, but the Local Organizing Committee will try to get this medical coverage.

	Customs duties for equipment belonging to international partners that remain in the country or which enter and leave the country
	A remission order will be requested in due course, as there is precedence from previous similar events.

	Free admission or discount on tourist sites for accredited people 
	This provision is desirable.  The Local Organizing Committee will make efforts to give the appropriate follow-up. 

	Fees in case of legal proceedings
	Such a possibility is not anticipated in the budget, since the Local Organizing Committee benefits from a sufficient insurance coverage.  Only the legal fees for the official documents have been included in the budget..

	Work permits for nationals from other countries 
	An exemption has been obtained in the past for similar events.  The Local Organizing Committee intends to ask for a similar exemption(s). 

	Production costs of merchandising
	Only the net sale price is considered within the budget

	Payment of travelling salespeople for merchandising 
	Only the net product of sales is considered within the budget..

	Costs of fundraising activities
	Only the net revenue is considered within the budget.

	Costs of concessions
	Only the amount of the net revenue figures in the budget.

	Ticketing service fees
	Revenues from ticketing are net from service fees (sales network, credit cards).

	Festival
	Such activity requires a separate budget.

	Clinic or conference
	These activities, if any, require a separate budget from the event budget.

	Contributions from certain organizations [names of the organizations]
	These have not been posted, since, in most of the cases, such contributions have not been formally evaluated..


Appendix 9.5
Authorities VIK

[CONTENT]

See Section 900 of section 9.1 for details.

In order to know the exact amount which has been projected in the budget as potential VIK per ministry / department / service. See multi-division object report in the budget (Access format).
Appendix 9.6
Bidding Budget 

[CONTENT]

See Section 01-04-00.000 in the budget (Access format) under Executive Management Division and bidding sub-division.

Appendix 10.0
GLOSSARY

[SAMPLE]

Advisory Board– Chaired by the President & CEO, groups representatives from organizations or corporations, mainly from [name of host city], who provide advice to the Executive Management 

Authority – Government of Canada, Provincial Government, Host City, national sports governing body, provincial sport governing body. 

Board of Directors – Decision-making political authority of the Local Organizing Committee. 

Broadcaster – Television network holding the broadcast rights for a given territory.

Business Plan – Public document describing the framework of the entire event.

Chief Executive Officer (CEO) – Individual appointed by the Board of Directors to ensure the executive management of the Local Organizing Committee. 

Community Organization – A local organization that provides one or many services to the community.

Consultant – An individual whose services are retained and paid to fulfill specific assignments.

Contractual services – Enterprise under contract with the Local Organizing Committee. 

Council or Board of Directors of the [Rights Holder] – Political body governing the [Rights Holder].

Critical path – Project management tool listing all the operational deadlines per division and department.

Customer – A member of a team, a representative of the media, a broadcaster, a member of the [Rights Holder] family, a spectator, a member of the Organizing Committee, a volunteer. 

Department – Management sub-unit within a division. 

Division – Management unit led by a division Director and invested with a specific responsibility in the planning and carrying out of the [name of event], usually within a divisional grouping of the Local Organizing Committee; comprises a certain number of departments.

Division grouping – A certain number of divisions of the Local Organizing Committee under the responsibility of a Vice President 

Enterprise – An external industry, a store or a firm that provides a product or a service to the Local Organizing Committee.

Executive Assistant – Individual hired by the President & CEO to assist in the fulfillment of his duties by assuming more particularly the management of the administration of the Local Organizing Committee. 

Executive Committee – Committee of the Board of Directors comprising the President & CEO of the Local Organizing Committee, the Secretary, the Treasurer, and one representative from each public stakeholder.

Executive Management – Operational body comprising the President & CEO, the Vice Presidents and the Executive Assistant. 

External liaison agent – Individual representing an organization or enterprise to ensure the proper liaison with a division or department of the Local Organizing Committee.

Finance Committee – Committee of the Board of Directors chaired by the Treasurer and responsible for overall governance of the financial situation of the Local Organizing Committee. 

Fit out – Temporary setup within a venue

Government ministry – Department or other management organization within a government: Sport Canada, Heritage Canada, Canada Economic Development, Department of Tourism, Youth, Leisure and Sport, Police Department of the [host city], Provincial Police, Royal Canadian Mounted Police, [host city] Public Transportation, Civil Protection, etc. 

Host Broadcaster – Television network covering the event and its broadcasting or its transmission to other broadcasters.

Institution – Educational organization (school board, school, college, university, etc.).

Internal liaison agent – Individual who is a member of a division or department that provides services to another division or department and who acts as a liaison agent between the two.

Joint Executive Management – Body comprising the members of the Executive Management, to which is added the representatives of the main partners of the Organizing Committee (governments, school boards, university(ies), tourism organizations).

Local Organizing Committee – Corporation created to plan and carry out the [name of event]; groups together the members of the Board of Directors, the Executive Committee, the Executive Management, the divisions, departments and sectors, including the paid staff and the volunteers.

Main Critical path – Key dates for the planning and carrying out of the [name of event].

Media – All the representatives of the press and the television networks. 

Major Milestones – Main steps of the Local Organizing Committee per three-month phase

Member Federation – Sports governing body in a given country.  

National Sponsor –A national partner or supplier to the Local Organizing Committee, who provides cash or VIK to the Local Organizing Committee or, in certain cases, to the [Rights Holder] / [Rights Holder Marketing Agent].

Officers – President & CEO of the Local Organizing Committee, the Vice-president, the Secretary and the Treasurer. 

Operations Manual – Document for internal use comprising all the management tools developed for the Local Organizing Committee as well as the requirements for each division and department.

Organizational chart of a division – Graphic representation of the different departments and components of a division and its relationship to the higher level authority of the Local Organizing Committee.

Organizational chart of the Local Organizing Committee – Graphic representation of the political and operational structure of the Local Organizing Committee.

Organizing Committee Member – Individual taking part in the planning and the carrying out of the [name of the event] within a division.

Organizational structure – Structure of the entire Organizing Committee. 

Chair of the Local Organizing Committee – A volunteer who chairs the Board of Directors and acts as the official spokesman of the Local Organizing Committee.

Public Institution – External organization of the public sector providing a service to the community.

[Rights holder] – Governing body of a specific sport that holds the rights to a certain number of sports events or competitions in those specific sports, among which the [name of the event].
 [Right Holder] family – Representatives of member federations, foreign or national VIPs and [Rights Holder] staff.

[Rights holder] Marketing Agent – Marketing agent holding the marketing rights of the [Rights holder]. 

[Right Holder] Sponsor – A partner or a supplier of the [Rights Holder], who provides cash or VIK to the [Rights Holder] and/or to the Local Organizing Committee;.

Senior Management – Operational authority comprising the members of the Executive Management and the division directors.

Staff – All the individuals hired and paid by the Local Organizing Committee. 

Staff and Organizing Committee Manual – Document containing information and guidelines for the members of the staff of the Local Organizing Committee and the Local Organizing Committee members

Team – Athletes and team officials who are delegated by each member federation. 

Venue – Site which will be used prior to or during the event. 

Venue Operations Manual – Document for internal use comprising all the developed management tools and requirements necessary for the proper operations of each venue or group of venues identified by the Local Organizing Committee.

Vice-president – Individual appointed by the CEO to assist him and assume more specifically the responsibility of a certain number of divisions.

Volunteer – Individual who takes part in the carrying out of the [name of event] within a division or department of the Local Organizing Committee. 

Work Package – Method of budgetary control within each division. 

Written Press – Reporters and photographers of the written press.
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