
 

Center Office Building   508-347-2500 ext. 1411 
301 Main Street Page 1 of 4 town.sturbridge.ma.us/sturbridge-tourist-association 
Sturbridge MA, 01566  Visitsturbridge.org  

 

STA Evaluation Worksheet 
For Use on All Applications Received by the Sturbridge Tourist 

Association  

Last Updated:  13 September 2018 

Note: Any item listed with a * should not be counted against an applicant if it does not apply to them.  

I. General 

Criteria 3 Points 2 Points  1 Point 0 Points 
Application 
[Basic] 

Applicant has 
completed online 
application and 
provided all 
appropriate 
documentation.  

Applicant has 
completed online 
application and has, 
upon request, 
provided additional 
clarifying 
documentation.  

Applicant has 
completed online 
application and has 
not, after request(s), 
provided additional 
documentation.  

Applicant has 
submitted a partially 
completed 
application.  

Application 
[Content] 

Applicant has 
prepared a thorough 
application, and has 
considered all 
applicable variables.1 

Applicant has 
prepared a thorough 
application, and has 
considered most 
variables, excluding 
minor variables.  

Applicant has 
prepared an 
application, and has 
failed to consider 
some important 
variables.  

Applicant has 
prepared an 
incomplete 
application and has 
not considered 
important variables.  

Communication Applicant is 
responsive and 
forthcoming with 
information.  

Applicant is relatively 
responsive and is 
generally forthcoming 
with information.  

Applicant is slow to 
respond and requires 
reminders. 

Applicant is not 
responsive or 
communicative.  

Previous Interactions* Applicant provided all 
documents in a timely 
manner and adhered 
to all STA policies 
throughout the 
process.  

Applicant provided all 
documents, and 
mostly adhered to all 
STA policies 
throughout the 
process. 

Applicant provided all 
documents but 
required EDTC to 
request them, and 
had difficulties in 
adhering to the STA 
policies.  

Applicant did not 
provide all documents 
required by the STA 
and proved difficult to 
work with.  

Transparency The applicant’s 
finances, 
organization, et al. are 
clearly defined and all 
relevant information, 
including historical 
data, is shared with 
the STA.   

The applicants 
finances, 
organization, et al. are 
clearly defined and 
most relevant 
information is shared 
with the STA.  

The applicants 
finances, 
organization, et al. are 
mostly defined and 
some relevant 
information is shared 
with the STA.  

The applicant’s 
finances, 
organization, et al. are 
not defined and 
relevant information 
is not shared with the 
STA.  

                                                      
1
 Variables are defined as considering all potential costs, having a marketing plan, having a venue identified, etc.  A minor variable 

could be considered awaiting final quote for service, notifying committee that there may be small fluctuations in budget due to 
unforeseen circumstances, etc. A major variable could be considered lacking a budget, defined marketing plan, or not having a venue 
(if applicable.  
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After Action Report 
(AAR)* 

Applicant has 
provided a complete 
AAR with no 
omissions in detail.  

Applicant has 
provided a nearly 
complete AAR with 
only minimal 
information omitted.  

Applicant has 
provided a partially 
completed AAR with 
major omissions  

Applicant has not 
provided an AAR.  

Total Possible Points  18  /  12 

Total Points Awarded   

II. Budget 

Criteria 3 Points 2 Points  1 Point 0 Points 
Budget  Applicant has 

provided a completed 
and accurate budget 
with clearly identified 
costs and revenues.  

Applicant has 
provided a complete 
budget, but the 
committee has 
questions regarding 
formatting.  

Applicant has 
provided a budget but 
there are questions 
regarding totals or 
general arithmetic.  

Applicant has 
provided an 
incomplete or 
inaccurate budget.  

Previous Allocations*  Applicant used their 
entire previous 
allocation and stayed 
within their spending 
cap.  

Applicants used most 
of their allocated 
amount and stayed 
within their spending 
cap.  

Applicant used some 
of their allocated 
amount and stayed 
within their spending 
cap.  

Applicants either did 
not use their allocated 
funds OR spent over 
their allocated 
amount.  

Return on 
Investment*  

The applicant has 
proven with 
quantitative data that 
this activity brings 
revenues to 
Sturbridge, specifically 
to the hotel 
community.  

The applicant has 
proven with 
quantitative data that 
this activity brings 
revenues to 
Sturbridge. 

The applicant has 
indicated that this 
activity has brought 
revenue to Sturbridge 
but cannot produce 
evidence.  

The applicant is 
unable to 
demonstrate that the 
activity has brought 
revenues to 
Sturbridge.  

Revenues Collected  Applicant does not 
intent to make 
revenue from event 
and/or if they do it is 
reinvested in future 
events.  

Applicant anticipates 
making some revenue 
from the event and 
intends to put most 
towards future events 
with the remaining 
going to the 
Applicants general 
fund (or equivalent).  

Applicant anticipates 
making revenue from 
the event and will put 
some towards future 
events with the 
remaining going to 
the Applicants general 
fund (or equivalent). 

Applicant anticipates 
making revenue from 
the event and it is 
unclear where said 
revenue will go 
and/or it will go 
towards the 
Applicants general 
fund (or equivalent).  

Returning Applicant 
Request*  
 

Applicant has reduced 
their request from the 
previous amount 
requested as the 
activity becomes 
more self-sufficient.  

Applicant has 
maintained their 
request from the 
previous year. 

Applicant has 
maintained their 
request from the 
previous year or has 
increased it to match 
with increasing cost of 
services due to 
economic factors, but 
has not added 
services from the 

Applicant has 
increased their 
request from the 
previous year to 
include new services.  
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previous year.  
 

Ability to Manage 
Program 

Event would not be 
possible without STA 
support. 

Major aspects of the 
program would not be 
possible without STA 
support.  

Some aspects of the 
event would not be 
possible without STA 
support.  

If the STA does not 
participate, it will not 
adversely affect the 
event.  

Total Possible Points  18 /  9 

Total Points Awarded   

III. Event* 

Criteria 3 Points 2 Points  1 Point 0 Points 

Number of 
Participants 

> 500 participants 499 – 250 participants 249 – 50 participants  < 49 participants 

Location of Event Event takes place 
entirely in Sturbridge. 

Event takes place 
almost entirely in 
Sturbridge. 

Event takes place in 
multiple communities, 
of which Sturbridge is 
one of them. 

Event does not take 
place in Sturbridge.  

Cost to Participants This event is free and 
open to the public.  

This event is open to 
the public but 
requires a minimal 
per person fee (< $50) 
for entry.  

The event is open to 
the public, but 
requires a sizeable per 
person fee (> $50) for 
entry.  

This event is not open 
to the general public.  

Overnight Stays Applicant has 
confirmed guests will 
stay multiple nights in 
local hotel(s), and 
confirmed others will 
visit just for the day. 

Applicant has 
confirmed that guests 
will stay overnight in 
local hotel(s), and 
confirmed others will 
visit just for the day. 

Applicant anticipates 
guests will stay 
overnight in local 
hotel(s), and 
confirmed others will 
visit just for the day.  

Applicant does not 
anticipate guests will 
stay overnight and 
confirms that others 
will visit just for the 
day.  

Total Possible Points  12 

Total Points Awarded   

IV. Marketing / Promotion  

Criteria 3 Points 2 Points  1 Point 0 Points 
Marketing  Applicant is 

promoting Sturbridge 
as a whole and gives 
equal opportunity to 
promote all 
businesses in Town.  

Applicant is 
promoting Sturbridge 
as a whole but gives 
preferences to a 
select group of 
businesses. 

Applicant is 
promoting Sturbridge 
in part and also gives 
preferences to a 
select group of 
businesses. 

Applicant is not 
promoting Sturbridge.  

Track Record* Marketing campaign 
has been proven with 
quantitative data that 
it brought visitors to 
Sturbridge who visited 
businesses or stayed 
in local hotels.  

Marketing campaign 
has been proven with 
quantitative data 
reach a large 
audience but is 
unclear who may be 
coming to Sturbridge 

Marketing campaign 
has been supported 
with colloquial data 
that it reaches a large 
audience but is 
unclear who may be 
coming to Sturbridge 

It is unclear what the 
marketing campaign 
has accomplished.  
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because of advert.  because of advert. 
 

Total Possible Points  6  

Total Points Awarded   

V. STA Mission  

Criteria 3 Points 2 Points  1 Point 0 Points 
Use of local businesses Applicant is only using 

Sturbridge businesses 
/ vendors to support 
this activity.  

Applicant is mainly 
using Sturbridge 
businesses / vendors 
to support this 
activity.  

Applicant is using 
some Sturbridge 
businesses / vendors 
to support this 
activity.  

Applicant is not using 
Sturbridge vendors to 
support this activity.  

Supporting Mission of 
STA 

This activity supports 
the mission of the 
Sturbridge Tourist 
Association 

This activity mostly 
supports the mission 
of the Sturbridge 
Tourist Association 

This activity in part 
supports the mission 
of the Sturbridge 
Tourist Association. 

This activity does not 
support the mission of 
the Sturbridge Tourist 
Association.  

Community Event Event is considered a 
major community 
event.  

Event is a significant 
event in Sturbridge.  

Event is in Sturbridge. Neither a significant 
nor community event.  

Other 
 

Points awarded at the discretion of the Sturbridge Tourist Association Members.  

Total Possible Points  12 

Total Points Awarded   

VII. Summary 

Overall Points 
Awarded 

 

Possible Points 
Awarded  

 

Project Approved 
for Interview?  

Yes No 

 


