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Introduction 
 
Thank you for your interest in utilizing the land and/or buildings operated by Calgary Parking (CP) for your Event. This 
manual has been created as a guideline to help assist you with the application process and is intended to identify areas 
which may have an impact on the planning and execution of your Event. We encourage you to review this manual in its 
entirety. Please note that any application for use of City of Calgary owned lands and/or buildings that are not stewarded by 
CP must be completed and submitted directly to The City of Calgary pursuant to the Festival and Event Manual (see link in 
the Resources section of this Guideline in Appendix II). 
 
Important Information 
 
Application and Supporting Documentation Timelines – Applications for events take place on an on-going basis throughout 
the year, in accordance with the application process outlined in this manual. Event Applications are required a minimum of 
30 days prior to your Event for surface lot locations parkades. Applications can be submitted as far as 4 months prior to 
your Event.  
 
How much will it cost me to rent a parking lot? 
 
CP’s Event Rental Rates are set in accordance with the City’s User Fees and Subsidies Policy and the CP’s Off-Street Parking 
Pricing Policy. Web links to both policies can be found in the Resources section. Rates are determined by the type of 
organization hosting the event. See Appendix I for rates. 
 
Insurance - Your organization is required to, at its sole expense, obtain from insurers licensed in Alberta a Commercial 
General Liability insurance policy for bodily injury (including death) and property damage and such other insurance policies 
as may be required by CP based on the nature and duration of your Event.  Such requirements will be set out in the 
Temporary Use Agreement for signature by your Organization. The insurance coverage must be maintained for the 
duration of the event, including setup and takedown dates.  
 
Final approval will not be given until the Certificate of Insurance is submitted to CP prior to your event set up day. 
 
Cancellation – CP may reject, modify, postpone or cancel the Event for one or more of the following reasons, at any time, if 
there are reasonable grounds to believe that the holding or continuation of the Event: 
- Poses a risk to the health or safety of any person; 

- Poses a risk of damage to property; 

- Is in contravention of any applicable law; 

- Is deemed by CP, in its sole discretion, to be not in the public interest; or 

- Where CP is unable to provide the requested site. 

If, for any reason, the Event is cancelled or postponed, your Organization will be responsible for paying the non-refundable 
Administration Fee. 
 
You may terminate this Event, for any reason, prior to commencement of the Event. If your Organization terminates the 
Event under this paragraph, you acknowledge and agree that it will be responsible for paying the non-refundable 
Administration Fee. 
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Event Rental Application Process 

 
STEP 1 

 
Event Rental Request Form 

The Event Rental Request Form provides the CP with all the basic details of your proposed event. Please 
complete the appropriate Request Form and submit it via email to parkingeventrentals@calgary.ca. Upon 

receipt, CP will verify the availability of the venue and confirm the use of the requested site. 
 
 
 
 

STEP 2 
 

Site Details Forms (if necessary) 
The Site Details Forms* include an Emergency Response Plan Template and a Site Map. CP will send these 

forms to you upon receipt of the completed Event Rental Request Form.  The applicant must complete both 
forms to CP standards and return them via email to parkingeventrentals@calgary.ca. 

Note: If all required forms are not returned prior to the Event, CP may refuse to accept the application. 
 

*Note: a pre and post-event site inspection may be necessary, depending on event type and length. 
 

 
 
 

STEP 3 
 

Temporary Use License 
Once the Site Details Forms have been approved, the venue confirmed and conditions determined, a 

Temporary Use License will be generated, which outlines the terms and conditions of the agreement, the 
cost of the services and the expectations CP has of the event organizer. The applicant must have this form 

signed and returned to the CP via email at parkingeventrentals@calgary.ca. 
 
 
 
 

STEP 4 
 

Approval 
The License of Occupation will be signed and a copy returned to the applicant for their records. 

Note: External agency permits and permissions are not included in Temporary Use License and are the 
responsibility of the applicant to obtain. These include but are not limited to Alberta Gaming and Liquor 

Commission (AGLC) and Alberta Health Services (AHS). 
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