Appendix A | Application Form – Intent to Bid

	Name of City, Municipality or DMO Bidding1:
	

	
Name & Title of 1st Contact Person2 
	Name:
	Email:

	
	Title:
	

	
	Telephone #:
	

	
Name of 2nd Contact Person2
	Name:
	Email:

	
	Title:
	

	
	Telephone #:
	

	Membership: Is your membership with CSTA in the “active/municipal” category (as per CSTA’s membership categories) and is it up-to-date and in good standing?
	□ Yes
□ No
□ Unsure

	Bid Fee ($1500)3 – the bid fee is being forwarded by cheque to the CSTA or will be paid by credit card directly to the CSTA prior to August 15, 2016.  If you answer ‘no’ to this question, please explain:

[bookmark: _GoBack]

	□ Yes
□ No 


	My organization is bidding to host4 :
	□ SEC 2018 only
	□ SEC 2020 only
	□ SEC 2018 and SEC 2020
	□ SEC 2018 or SEC 2020*

	*If you are bidding to host either SEC 2018 or SEC 2020 do you have a preference to host one event or the other? Please explain (max 50 words). 








	Proposed Dates – please indicate two sets of proposed dates for the Congress5:
	SEC 2018 (if applicable)
	SEC 2020 (if applicable)

	
	1st set of date options:


	2nd set of date options:
	1st set of date options:
	2nd set of date options:

	Venue Partners - Who are the potential hotel partners who are interested in being the host hotel for guest rooms for this event and what is the expected room rate?6
	Name of Host Hotel
	Guest Room Rate (s)

	
	Option #1:
	

	
	Option #2 (if applicable):
	

	
	Overflow Hotel (if applicable):
	

	Are you proposing use of hotel ballroom & meeting space for this event or use of local convention centre meeting space or both?6 
	Please explain your suggestion or the recommended options available (max 50 words).




	Distance (in kms) between the proposed venue (s) and the closest airport:
	kms

	Site Visit | Fall 2016 – please indicate if your organization is committed to covering all expenses for two (2) CSTA representatives to visit your city and the proposed venues for Congress.7
If ‘no’ or ‘unsure’ please explain here:



	□ Yes
□ No
□ Unsure





	Sponsorship at SEC 2017, 2018, and 20198 – please describe how you would like to profile your destination as a sponsor at future Sport Events Congresses and confirm your commitment to pay the sponsorship fees required as a condition of being selected as a future SEC host city.  For example, if you have a preference to be positioned as a breakfast or lunch sponsor, to have trade show space in Vendor Alley, to partner with CSTA on special activations such as gifting or to host hospitality events, etc. Please outline your ideas below (max 100 words).  















Appendix A Notes:
1. You are eligible to bid to host SEC if your organization is a CSTA member in the “active” membership category (i.e. convention & visitors bureaus, sport tourism commissions, economic development agencies, destination marketing organizations). Bids will not be accepted from hoteliers or venues. For information on CSTA’s membership categories and fees, visit www.canadiansporttourism.com 

2. You must designate one person from your organization as the principal contact for the bid.  You may designate a second person as a back-up if you wish 

3. The bid fee is $1500 payable to CSTA and must be submitted on or before the bid deadline.  Bids that do not include the bid fee will not be considered.  The bid fee is non-refundable.  If you are bidding for both SEC 2018 and 2020, there is only one bid fee payable ($1500).

4. Please indicate which event (s) you would like to bid on.

5. The conference will last three full days and preferred days of the week are Tuesday-Wednesday-Thursday or Wednesday-Thursday-Friday.  A pre-conference planning and set-up day also needs to be factored into the timing.  Bids must include one or two different date options for consideration.  Preferred timing for the Congress is March or April.  It is most desirable to stay away from dates that overlap or are too close to Easter, school breaks or any other known or common holiday that could affect attendance at the conference.

6. CSTA requires both hotel accommodations for its conference delegates and meeting space.  No more than two hotel options may be brought forward.  In other words, you may list one host hotel + one overflow hotel or two possible options for host hotels. The host hotel must be a full-service and modern hotel that can provide the required guest rooms and also the required meeting space on-site.  An exception will be made for hotels that are attached to a conference centre that will be providing some or all of the required meeting space.  

The preferred room rate for the host hotel is less than $169 CDN per night and should be commensurate with the property rating, region and property type/location (i.e. resort, downtown, suburb, etc.).  If a secondary hotel (or overflow hotel) is offered, the room rate must be less than $149 CDN per night.

The expected # of room nights required ranges from 400 to 650 and the block is typically spread out over four nights with peak nights coinciding with the evening of Day 1 and evening of Day 2 of the Congress. Complete details regarding meeting space requirements, guest room booking patterns, etc. are outlined in the RFP:  Step 2 document. A higher level of detail regarding venue logistics and requirements will be requested in Step 2 of the bidding process.

7. A site visit to your city may need to take place in the Fall of 2016 in order to aid in the selection of the host city.  If you are invited to proceed to Step 2 of the RFP Bid Process and a site visit is required you will be financially responsible for covering all travel and expenses for two (2) individuals from CSTA.  Expenses may include air travel, food and beverage, ground transportation, etc.  The proposed host hotel will also be required to provide one-two complimentary room nights for CSTA representatives if an overnight stay is required.

8. The successful host of SEC 2018 will be required to purchase a sponsorship package at SEC 2017 valued at a minimum of $7000 with the intent of profiling the destination to Congress delegates and promoting participation of delegates at the Congress in 2018 in your city.

The successful host of SEC 2020 will be required to purchase a sponsorship package at SEC 2017, 2018 and 2019 valued at a minimum of $5000 per year with the intent of profiling the destination to Congress delegates and promoting participation of delegates at the Congress in 2020 in your city.
Appendix B | Go Congress! Program – Form & Budget
The successful host of SEC 2018 and 2020 must commit to participate as a partner with CSTA in the Go Congress! Program designed to help off-set or fully subsidize travel costs for members of the national sport community to attend the Congress in years where the Congress is held outside of the Ottawa-Gatineau area where most NSO offices are located.  The host may partner with suppliers (i.e. for air travel, ground transportation, etc.) in order to fulfill this commitment.  At minimum, the host must commit to fully subsidizing all travel costs and hotel accommodations for at least 75 people representing 50+ national sport organizations (NSOs) who are events rights holders with events open for bid.  

Additional gifts or perks offered to the NSO representatives are at the discretion of the host.  CSTA will provide the host community with a prioritized list of NSOs that meet the criteria and will conduct all promotional activities and engage in communication with the appropriate NSOs to advertise the offer and to help confirm their participation.  Furthermore, CSTA will waive Congress registration fees for NSO attendees who are part of the Go Congress! program.  

The host will be required to contribute $5000 to help cover contract fees for a part-time CSTA contractor who will coordinate the logistical requirements for travel for delegates who are part of the Go Congress! Program.  This person will ensure that all Go Congress! participants are fully registered for the Congress and all travel requirements are confirmed and organized and will work within the parameters and budgets set by the host city thus removing this time-intensive task from the responsibility of the host city.  

Please complete the budget chart and form below (make the appropriate calculations or submit the info required in the cells highlighted in yellow) which confirms your acceptance of the Go Congress! requirements and your understanding of the financial commitment required for this element of the hosting agreement.

	Proposed Go Congress Budget submitted by:                                                                                 
(Name of bidding city)

	Travel Expenses
	Calculation
	Notes

	Return air travel for 50 people between Ottawa, ON and your city
	$0000.00
	Assumes the majority of the 75 reps will be travelling from Ottawa to the Congress host city.

	Return air travel for 10 people between Calgary or Vancouver and your city
	$0000.00
	Assumes some events rights holders are based in Western cities and will be travelling from Calgary or Vancouver to attend the Congress.

	Return air travel for 15 people between Toronto and your city
	$0000.00
	Assumes some events rights holders will be travelling from Toronto to the Congress host city.

	Total estimated travel expenses 
for 75 people:
	$0000.00
	

	Hotel & Ground Transportation Expenses
	Calculation
	Notes

	Hotel accommodations for 75 people (based on double occupancy for most) for 2-3 nights
	$0000.00
	Depending on the location of your city and the availability of flights or train schedules in and out of your city, you may be required to cover 2 (or possibly 3 nights for the 75 travellers). 

	Ground transportation for 75 ppl
	$0000.00
	Estimate ground transportation costs (bus, car service or shuttle) between your local airport/train station and the host hotel upon arrival and upon departure.

	Misc. Expenses
	Calculation
	Notes

	Gifting
	$000.00
	If you intend to provide a gifting program to the hosted events rights holders who are part of the Go Congress! Program, please include this expense.  If not, please leave this blank.

	Contract Fees – Go Congress! Logistical Support (payable to the CSTA)
	$5000.00
	

	TOTAL ESTIMATED GO CONGRESS! PROGRAM EXPENSES 
(to be covered by the SEC host)
	$00,000.00
	Please sum all the figures in the column marked ‘calculation’ to obtain the estimated total of your financial commitment to the Go Congress! element of hosting Sport Events Congress.







	Partners:  If you intend to involve any supplier partners in the execution of the Go Congress! Program, please describe these partnerships here.  Partnerships may include VIK arrangements with airlines, gifting suppliers, etc.  If you do not intend to bring in any corporate partners to assist you with the Go Congress! Program costs, please explain how you intend to cover this financial element that is part of the SEC hosting agreement with CSTA. (max 100 words).




















	Additional Information & Comments:  If you would like to provide any additional information or comments regarding your approach to execution and delivery of the Go Congress! program, please provide this information here (max 100 words):
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