
By Eric Savard, Director of Transfer of Knowledge - CSTA
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The risks associated with erroneous information at 

the bid phase can have a profound negative impact 

for the community. This can not only cause the 

community financial problems but also affect the 

community's social, commercial and political life. 
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� Free of charge for CSTA members

� Available on the CSTA website under 

“Members only”

� Download the file to your computer

� Support is available via: 

�email: esavard@canadiansporttourism.com

�phone: (647) 932-6781
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The hands-on Business Plan 
Template  is a unique and 

results-driven tool

The Business plan will save you one year of strategic planning
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�Word,  Excel or Access format

�Gives you a structure

�You can adapt it to your event type

�You just have to delete what you do not need for 

your event

It is easier to start from a text than a white page !!!
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A tool that helps you decide if you can bid or not
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File 1: Business Plan Template (Word format)

File 2: Hiring Plan Template (Excel format)

File 3: Budget software (Access format)

The Business Plan Template spares you from ‘reinventing the wheel’
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�Introduction

� Description of the event

�Vision, mission and objectives 

�The structure of the Organizing committee 

�Terms of reference by division

�Major milestones

�Venues

�Budget

�Impact and legacies

The Business Plan is also supported by appendices
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Defined why you want to host this event 
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This Excel document goes in appendix of the Business Plan
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�Access format

�Gives you a proposed budget structure or you 

can use your existing structure 

�Separates value in-kind and cash

You just have to input quantity and unit cost
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The only budget software which factors VIK

.

Every line of the budget has two columns

� Cash column

� VIK column

VIK should be included in the budget in order to 
reflect the contribution of

� Government(s)

�Institutions 

�Corporations

�Organisations
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The shopping list  is already in the software.

.

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

The code for coffee in the Board of Directors work 
package would be: 01- 05- 01.694
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These appendices are in appendix in the Business plan.

.

� Obligations to the rights holder

�Risk analysis

�Taxation issues

�Non budgeted items
�VIK from authorities

The Business Plan is in line with STEAM
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You will have outlined the condition to bid



����������	

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

����������	
��
�		���� �
��

���������������������������� ���

Do not hesitate to visit us atDo not hesitate to visit us atDo not hesitate to visit us atDo not hesitate to visit us at
www.canadiansporttourism.com www.canadiansporttourism.com www.canadiansporttourism.com www.canadiansporttourism.com 
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