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HOSTING REQUIREMENTS

AND APPLICATION

TO HOST

HOSTING EVENTS FOR CCPSA
Canadian Cerebral Palsy Sports Association (CCPSA) is the official Host of National Events, designated Training Camps and unidentified events that may be decided upon by the Board of Directors. Those organizing such events will use this document as their term of reference.

CCPSA INVOLVEMENT
The CCPSA Board of Directors, Staff and/or Committee designated by the Board to oversee the specific event will review and approve the location/facilities and technical requirements by the Bid applicants.

SUPPORT

The Provincial Sport Organization will provide written support for the event.

The letter of support shall be addressed to the Canadian Cerebral Palsy Sport Association Head Office to the attention of the Executive Director. The Executive Director will forward the bid to the appropriate committee for review.

The Bid will provide following information:

- The names of those on the Event Organizing Committee and any specific role that they may perform (i.e. transportation, facility, officials etc

-  A description of the competition/training facilities proposed for the event with directions from various travel points (i.e. airport).

- Details regarding information about hotels, their distance from the competition/training venue, degree of accessibility to rooms, food, etc. and room rates negotiated by the Host.

- Information regarding transportation of officials, classifiers, special guests and others for whom the host will provide transportation.

- Some information regarding transportation possibilities for teams during their stay for the event.

- A preliminary budget estimating the cost of hosting the event.

HOSTING REQUIREMENTS
The role of the Host Organizing Committee is to coordinate the event in their respective Province/City.  

The Host Committee will apply for sanctioning for the event through CCPSA.  Sanction forms will be provided with the letter of acceptance from CCPSA to host.

It is the responsibility of the Host Organizing Committee to book venue facilities, hotels, internal transportation and meals as per the Hosting Application.

The Host Organizing Committee must submit a pre budget with their bid, providing as much detail as possible at that time, to be followed by a detailed budget shortly after bid is accepted by CCPSA.

Canadian CP Sports will appoint a Technical Delegate(s) (dependent upon the size of event, that Technical Director may form a committee to break down tasks) who will visit the venue prior to the event, meet with the organizing committee to assist with their planning for the competition and ensure that the meet will technically be to standard for sanctioning.

Meeting space must be provided at the Host Hotel for classification, athletes meeting, coaches meeting, referees/officials meeting.  Information such as time, date and meeting location should be included with confirmation of registration.

The Technical Director appointed by CCPSA to assist the Host Committee with the event, will provide a written report to the CCPSA Board, as well as the Host Committee within 45 days of the competition.  This report will provide feedback to the Host Committee to assist them for future events they may wish to bid on.  Technical Results from the competition must be provided to the Technical Committee so they can provide the necessary documentation as an addendum to their report.

General Information

COMPETITION/TRAINING FACILITIES

Facilities must meet regulations for that specific event and will be reviewed by a technical delegate of the CCPSA. This review will precipitate acceptance of the bid.

HOTELS
For some events, one hotel is preferable.  If more than one hotel has to be used, then a main hotel should be designated. Hotels with whom arrangements are negotiated must be accessible: entrance, main floor and washrooms, meetings rooms and restaurant(s).   Obviously it would be preferable to have a hotel that has a minimum of five (5) accessible bedrooms.

REGISTRATION.

Registration could take place at the main hotel if so designated. Barring that, registration will take place at a location that is convenient to all participants. The location of registration will be well communicated to all participants before and at the event.

A template for registration will be provided to the Host Committee by CCPSA.  However, registration forms may be developed further by the Host Committee in order to provide them with additional information that they may require.  All registration forms will be returned directly to the Host Committee as per their individual instructions.  The Host Committee shall provide to each registrant a confirmation of receipt.

TRANSPORTATION
The Host is not responsible for the transporting of teams guests and parents to and from the airport, hotel and venues, although the service can be offered and charged back.  Costs associated with transportation should be built into registration costs. Air and Ground Transportation will be provided to all Referees and Classifiers. Ground Transportation will be provided to Special Guests including CCPSA delegates. It is prudent to outline transportation possibilities for visiting teams.

AIR TRANSPORTATION
The location selected for the event must be accessible by air transportation (should be serviced by major airlines).  The airport should be no further than 30-40 minutes away from the hotel(s) under normal conditions.

MEALS
The Organizing Committee is responsible for providing meals to Officials and volunteers during competition while at the event.  Meals for athletes should be provided on site, at their expense.  Costs for meals for athletes may be incorporated into registration costs. 

TECHNICAL INFORMATION

Technical information such as level of officials that must oversee events, classification personnel required, equipment needs and facilities will be provided by CCPSA. Information can be obtained by writing to the Program Director of CCPSA at the Head Office. The Host Committee should contact the head referee of CCPSA in order to establish the number of referees needed.
AWARDS

The Organizing Committee is responsible for the appropriate awards for competition. The awards will meet the approval of the CCPSA.

LANGUAGE

The CCPSA is committed to the use of both official languages at our events. To this end, it is understood that information regarding the event, registration packages, instructions and directions will be in French and English.  

APPLICATION TO HOST:

Please type or print:

_____________________________________________________________
Province/City/Club

The Host is encouraged to designate its Board Members as Volunteer Team Leaders.

_____________________________________________________________

Proposed City

_____________________________________________________________

Proposed Facility




Please Submit Names of the Proposed Volunteer Team Leaders.

_______________________

____________________________

Chairperson




Marketing & Communications

_______________________

____________________________

Technical Point Person


Event Coordinator

History of Previous Event Organization if any: 

Send to:

Canadian CP Sports Association

305-1376 Bank Street

Ottawa, ON  K1H 7Y3

Email: info@ccpsa.ca

ACCOMODATION

HOTEL(S)  Should more than one hotel be blocked for an event, duplicate the form so complete information may be on file.

Official Hotel:

Address:

Room Block Available  #__________

Date Block Released______________

Room Rate Per Night  (Standard)___________(Double)_______________

Applicable Provincial Tax_______

Does the Hotel Have Accessible Rooms – How Many_________________

Is There a Restaurant/Coffee Shop_______

Does the Hotel have a Shuttle Service to the Airport________Cost_______

Other Suggested Hotels:

Send to:

Canadian CP Sports Association

305-1376 Bank Street

Ottawa, ON  K1H 7Y3

Email: info@ccpsa.ca

TRANSPORTATION

DISTANCES BETWEEN FACILITIES

A)
Distance from Airport to Host Hotel_______________

B)
Distance from Host Hotel to Venue(s)______________

AIRPORT
Nearest Airport_____________________________________

Airlines Available at Airport___________________________

__________________________________________________

__________________________________________________

MAP
Please insert a diagram indicating locations of the Airport, Host Hotel (any other hotel that may be used) and Venue(s)

Send to:

Canadian CP Sports Association

305-1376 Bank Street

Ottawa, ON  K1H 7Y3

Email: info@ccpsa.ca

Provincial Organization Bid Authorization Form

We                                                                                support the bid by




(Name of provincial organization)

                                                           for the                                                         .

 

(Host Organization) 



(Name of Event)

As well, we are prepared to become involved in the event in the following categories:

a) 
We                   be able to provide financial support. 

           
      (will/will not)

b) 
We                   be able to provide staff assistance.

      (will/will not)
c) 
We                   be able to provide promotional assistance.

      (will/will not)
d)   
We                   be able to provide fundraising assistance.

      (will/will not)
The proposed dates for the event are                               and we do not anticipate any conflict with other events.

This document must be signed by the provincial President or Provincial Executive Director and the Provincial delegate assign to the Provincial Council of CCPSA.

Date:                  .

Signature: 
                                                   .                                                    . 




(Name)



(Position)

                                                   .                                                    . 




(Name)



(Position)

Name of organization bidding for event:                                                               .

Signature of representative:                                                                                  .

Please Return this Application to:

Canadian CP Sports Association

305-1376 Bank Street

Ottawa, ON  K1H 7Y3  

Telephone: (613) 748-1430

Fax: (613) 748-1355

info@ccpsa.ca
Canadian Cerebral Palsy Sports Association








