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	Trend Arlington Community Building

50 Bellman Drive

Ottawa, Ontario  K2H 8S3


Date: 
__________
Time:  
__________
Room: 
__________

Community (maximum 100) / Tennis (maximum 25) / Rink (maximum 30) 
Event:
__________

Meeting / Non Alcoholic / Alcoholic 
Group:
__________     

Non Profit /  Private / Commercial
Number:  
__________

maximum number 
Insurance required:  
Yes or No  
If no, provide copy of insurance coverage
Group Name:  
__________
Contact Name:  
__________

Address:  
________________________________________
Postal Code: 
__________
Email:  
____________________
Phone:
__________
Alternate Contact Name: 
__________
Phone:  
__________
COMPLETE THIS PAGE ONLY

	City of Ottawa

Facility Inspection Form – Pre & Post Event

Trend Arlington Community Building

50 Bellman Drive; Nepean, Ontario  K2H 8S3

	Name:
	Date
	

	RATE 
	Permit Number
	

	
	
	
	

	Room Rate
	Total Hours
	
	

	
	
	
	

	Total Room Fee
	Kitchen
	Insurance
	Total (Rent+Insurance)

	
	
	
	

	CITY Room (50%)
	TACA Room (50%)
	TACA Kitchen
	Insurance Paid

	
	
	
	

	DEPOSIT

	Deposit In
	
	Date
	

	Deposit Retained
	
	Date
	

	Deposit Returned
	
	Date
	

	Freedom of Information Statement - Personal information is collected on this form pursuant to s. 11(1)(5) of the Municipal Act, 2001, S.O. 2001, c.25, and will be used for the purposes of processing your application and management of the City of Ottawa recreation and culture programs.  Questions regarding this collection may be addressed to the Portfolio Manager, Allocations/Registrations at 580-2424 ext. 23567, Community Services Branch, 101 Centrepointe Drive, 4th floor, Ottawa, Ontario, K2G 5K7.

	Permit / Contract Holder’s Conditions
If Contract Holder decorates for an event, NO tape of any kind shall be used on walls. Please use white Instant Tack. At the end of the event, please leave the building as clean as you found it. The Contract Holder shall: 

	· wipe all chairs & tables
·  return chairs & tables correctly back in rooms where they were found
·  remove any decorations
·  sweep and/or mop floors
	·  insure all garbage is taken with Contract Holder, secure the building, and
·  return keys to Building Coordinator or Access Management Holder.


	     For payment, three cheques or cash must be provided. One cheque for the room rental and kitchen fees (for TATC), one for the insurance (for Pearson-Dunn Insurance) and a security deposit ($200 certified cheque, money order or cash) one week prior to an event is required.  Your Security Deposit may be forfeited if the above conditions are not completed. Charges towards the Security Deposit shall be based on $200 for lost keys, $20 for each garbage bag left behind and a rate of $20/half-hour for any required work. Required work includes sweeping, cleaning or arranging equipment that takes more than 10 minutes of staff time.

	Equipment – City Tables: 9 plastic; 3 Low.  City Chairs 25 Gray; 12 Black; 12 Old  TACA Tables – 15 plastic

	

	Inspection Pre / Post (Excellent – Very Good – Good – Average – Need Attention)

	Entrance
	Entrance

	Washrooms
	Washrooms

	Kitchen
	Kitchen

	Community
	Community

	Tennis
	Tennis

	Hockey
	Hockey

	Comment:


	

	
	

	Signature (Building Coordinator)
	Signature (Building Coordinator)


