
 

Personal information contained on this form is collected under the authority of Part IV and Section 11 of the Municipal Act, 2001 and 
will be used for administering the In-kind Use of Municipal Spaces program. Questions concerning collection of personal information 

should be directed to the Clerks Office at 332 Main Street, Picton, Ontario, K0K 2T0,  
via email at clerks@pecounty.on.ca or by telephone at 613-476-2148 extension 1020. 

 

In Kind Use of Municipal Space Request Form 
This form is to be completed to request In Kind Use of Municipal Spaces, as per Schedule T - In Kind Use 

of Municipal Spaces of the Fees and Charges By-Law. and returned to the Booking Coordinator at 

bookings@pecounty.on.ca. Once approved, a rental contract will need to be submitted to the Booking 
Coordinator to secure the venue for the programs / activities / event.  

Requests are required 30 days prior to date of program / activity / event. 
 

1. Contact Information 
 

Name of Group / Individual: _______________________________________________ 

Person Responsible / Host: _______________________________________________ 

Phone Number:  __________________  Email Address:  ________________________ 

2. Event Information 
 

Location Requested: ____________________________________________________ 

Date(s):  ____________________________________________________ 

Type of Function: ____________________________________________________ 

Expected Attendance:  ___________ (*Capacities are set at each venue and may change based on type of event) 

Details:  _______________________________________________________________ 

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________ 

3. Criteria 
 

Is the event free to participate?    Yes ____ No ____ 

Will voluntary monetary donations be collected?  Yes ____ No ____ 

If yes, what are the collected donations for? ___________________________________ 

Is the event open to everyone to participate? *  Yes ____ No ____ 

The event/programming/activity must be advertised for a minimum of 14 days and proof 
must be submitted.  What advertising methods will be used and where? 

o Publicly Accessible Social Media  
o Local Newspaper 
o Local Radio 
o Flyer / Poster on Community Poster Boards 
o Other:  __________________________________________________________ 

 

4. Acknowledgment 
 

I understand that In Kind Use only applies to the facility and its amenities and 
acknowledge that additional charges (ex. refundable deposit, insurance) may be 
applicable and are at the expense of the host.  Yes ____ No ____ 
 

By signing below, I acknowledge and understand the terms of In-Kind Use of Municipal 
Spaces and that should the terms be breached, I will be invoiced for the use of the 
space as per the Fees and Charges By-Law. 
 

______________________________________________  _________________ 

Signature        Date 



 

Personal information contained on this form is collected under the authority of Part IV and Section 11 of the Municipal Act, 2001 and 
will be used for administering the In-kind Use of Municipal Spaces program. Questions concerning collection of personal information 

should be directed to the Clerks Office at 332 Main Street, Picton, Ontario, K0K 2T0,  
via email at clerks@pecounty.on.ca or by telephone at 613-476-2148 extension 1020. 

 

Terms 

 
a) Any events, programming or activities that are at no-cost to participate, everyone is welcome to 

join, is for the good of the community and its members may request In-Kind use of rentable 
municipal spaces.  This may include events such as holiday celebrations, funerals or celebrations 

of life, community dinners, fundraisers, etc.  Programming may include sports leagues or lessons, 
dance or exercise classes, etc.  Activities may include game or card clubs, arts groups, etc. 
 

b) Interested parties must complete and return the appropriate rental contract supplied by the 

Recreation and Community Facilities Booking Coordinator.  The event, activity or programming 
must be approved and booked prior to the host moving forward with the following points. 
 

c) Refundable deposits are required to be paid by the host.  Deposits are refunded to the host after 
the event, should there be no damages occurred and that the Terms and Conditions outlined in 

the venue fee schedule are met. 
 

d) Obtain any additional required permits for the event, program or activity, including but not limited 
to Special Occasions Permit, insurance, road closures, participations waivers.  Any fees or 

expenses for these requirements are at the expense of the host. 
 

e) For In-Kind usage, the event, programing or activity must have no admission, registration or cost 
to participate.  Activities involved in the booking would also have to be no cost; including but not 

limited to bouncy castle usage, face painting, parade participation, arts and crafts supplies, etc. 
 

f) Optional purchases during the booking are permitted.  This would include items such as food, 
beverages, raffle or 50/50 tickets, silent auction items.   
 

g) Non-set Donation Collection (pay what you can, when you can, if you can) is permitted.  

Donations collected can be used to recoup of cost of the event, program or activity and/or 
fundraising initiatives, which must be disclosed in the advertising 
 

h) Minimum 14 days of advertising is required so that the community as a whole is aware of the 

event, programing or activities and has the option to participate.  Proof of advertising must be 
submitted to the Recreation and Community Facilities Booking Coordinator.  Advertising may 
include, but is not limited to, an ad in the local newspapers, posts on local social media 

community groups, flyers posted in community spaces, etc. 
 

i) The number of participants can only be capped by the capacity of the facility, which is dependant 
on the nature of the booking.  For programming, it is understood that not all participants may 

partake at the same time and may follow a set schedule, however, community members looking 
to join the program may not be turned away and must be included in the programming. 
 

j) Any reoccurring programing and activities are to be booked quarterly, as follows: 

 1st Quarter: January 1 to March 31 

 2nd Quarter: April 1 to June 30 

 3rd Quarter: July 1 to September 30 

 4th Quarter: October 1 to December 31 
  Quarterly bookings can be made by the first of the month proceeding the quarter  (December 1, 

 March 1, June 1, September 1)  

k) Any changes to the booking(s) may result in forfeit of the In-Kind usage.  Should this happen, the 

host will be invoiced as per the appropriate Fees and Charges Schedule. 
 

l) Third party bookings through the Recreation Committees or other organizations are not permitted.  
Only the host is permitted to submit the booking.  

 


