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Facility & Equipment Rental Agreement 

Name of organization:  _____________________________________ Local user group? Yes or No 

Contact: ________________________________________________ Non-profit organization? Yes or No  

Address: ________________________________________________ Phone: _____________________ 

Email:  __________________________  Postal Code: _______________________ 

 

Facilities and Equipment Requested 

Dates(s) Recreation Facility/Room Start Time End Time $ Rate Total $ 

      

      

      

      

Purpose of Rental: ___________________________________________  
Facility Rental  

Sub-Total  
Equipment needs 

as per Appendix A  

General Setup Needs: _________________________________________ GST  
(as applicable)  

__________________________________________________________ Total Cost 
 □ Cash 

□ Invoice 
□ Debit 

Anticipated attendance: Youth: ____ Adults: ____ Low mobility: _____ 
Damage deposit 

(50% of rental cost) 
 □ Cash 

□ Invoice 
□ Debit 

 
 

Special Event Insurance: 
I understand that the Town of Hay River offers third party special event insurance via Aon Worldwide   at the following 

website: http://intertrn.testaontest.ca/content/event-insure/home-en.html  

 

The Town of Hay River advises patrons that liability insurance coverage does not extend to include negligence on the part 
of its users. The Town of Hay River recommends the Renter to seek out/carry sufficient liability insurance coverage for any 
losses or damage for which the renter may be responsible. 
 Initial 

I have purchased event insurance to a minimum liability coverage of $2 000 000.    

I am electing to purchase event insurance but require support from THR staff.    

I am electing not to purchase event insurance. I hereby release, remise and discharge from any claims and 
liabilities whatsoever without limitations that I might have against the Town of Hay River and its employees due 

to any circumstances which might occur and is extended by the available 3rd party insurance. 

 

 
I have read and understand the Terms of Rental outlined in Appendix C, as well as the Covid-19 guidelines 
outlined in Appendix D of this agreement. 

per: ________________________________ THR approval:________________________ 

Name: ______________________________ Name: ______________________________ 
Date:_______________________________ Date: _______________________________ 

mailto:recreception@hayriver.com
http://intertrn.testaontest.ca/content/event-insure/home-en.html
Stephane Millette
Do terms of reference indicate that proof of insurance is required?
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Appendix A  - Facility/Room Setup Requirements 
 Quantity Setup Instructions or Comment Rate Total Cost 
Basic Equipment     

Tables     
Chairs     

Garbage cans     
Recycle bins     

Conferencing Equipment     
Small lectern     

Large modular bar/counter     
8’ x 16’ x 2’ stage     

Stageline SL75 mobile stage     
Flip chart w/ paper     

Sandwich board     
A/V Equipment     

Guest wifi password     
Wireless microphone     

Wired microphone     
Projector and/or television     

Integrated sound system     
Portable speaker     

ClickShare wireless toggle     
HDMI, USB or other cables     

Special Event Needs     
Large modular bar     

Bingo machine and board     
Ice tubs for beverages     

BBQ (no propane supplied)     
Coffee urns or percolators     

Other Equipment Requested     
     
     
     
   Sub-

Total 
 

* Some rates and fees do not apply to on site rentals at the Hay River Community Centre. 
 
 
 
Floor Plan Description or Drawing:  
 
Draw or describe setup requirements below. Refer to Appendix B as needed for floor plans of rental rooms. 

 

mailto:recreception@hayriver.com
Stephane Millette
Add conferencing tables and chairs 

Stephane Millette
and markers

Stephane Millette
Extension cords as separate item.

Stephane Millette
Single tank supplied
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Appendix B – Rental Room Floor Plans 
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Appendix C – Terms of Rental 

 
Fees and Payment: 
 

1. The Renter agrees to pay the Town of Hay River all fees and rates on page 1 of the agreement prior to use and 
occupation of the said premises listed above. 
 

2. A damage deposit of 50% of the rental costs is required for all special event rentals. Deposits are to be refunded 
after inspection of applicable rooms and facilities by Town of Hay River staff. Any costs exceeding normal 
cleaning and maintenance will be paid from the damage deposit. If damages exceed the value of the deposit, an 
invoice will be issued to the Renter for the balance. 

3. Rental requests remain tentative until full payment rental fees and the damage deposit. Rentals  
 

Amendments and Cancellations 

1. The Town of Hay River reserves the right to refuse any application and change or cancel any rental on short 
notice due to special events or circumstances beyond its control. 

2. Cancellation of a scheduled special event rental by the renter requires 14 days advanced notice. Late 
cancellations result in forfeit of the damage deposit. 

3. Abuse of facility rules and regulations may result in forfeit of the damage deposit in part or whole, as well as loss 
of rental privileges. 
 

4. This agreement and the facilities in question shall not be sub-leased at any time. 
 
Rules and Regulations: 

 
1. The Renter is at least 18 years of age and will assume responsibility for adhering to facility rules and regulations 

during the. The Renter is responsible for ensuring sufficient adult supervision of the event. 
 

2. Where applicable, the Renter agrees to complete a facility/equipment check a minimum of two business days 
prior to the event. 

 
3. Capacity of Town facilities and rental spaces are limited as mandated by the Office of the Fire Commissioner. All 

aisles, corridors and doorways will be kept clear and free of obstructions. 
 
4. The renter agrees that alcoholic beverages will not be permitted in Town facilities except where appropriate 

permits have been obtained from the territorial licensing authority. Groups hosting licenced events must provide 
appropriate documentation in advance as proof of compliance with NWT liquor and cannabis regulations.  

 
5. The Renter agrees to leave the premises clean and tidy within 30 minutes of stated end time. 

 
6. The Renter agrees that he/she/they will comply with the rules and regulations of the facilities, as well as all of 

Town of Hay River’s Recreation Policy.  
 

Indemnity: 
 
1. The Renter agrees, that during the use and occupation of said facilities, it will indemnify and save harmless, the 

Town of Hay River from any and against all liability resulting from injury or damage to any person(s) or property, 
directly or indirectly as a result of the acts of it’s participants, servants or employees. 
 

2. All supplies, materials and equipment brought on to said premises during the term of this agreement shall be 
done at the Renter’s risk. The Town of Hay River is not responsible for lost, stolen or broken items or other 
damages resulting from said items.  

 
3. The Town of Hay River advises the Renter that the Town’s liability insurance coverage does not extend to 

include negligence on the part of its users. The Town of Hay River recommends the Renter seek out/carry 
sufficient liability insurance coverage for any losses or damage for which the Renter may be responsible. 

 
4. The Renter agrees that security requirements for event rentals are the responsibility of the Renter. 

 
5. The Renter agrees that medical, first aid and/or personnel requirements for event rentals are the sole 

responsibility of the Renter. 
 

 
 
 
 

mailto:recreception@hayriver.com
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Appendix D – Covid-19 Restrictions and Guidelines (pg 1 of 3) 
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Appendix D – Covid-19 Restrictions and Guidelines (pg 2 of 3) 
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Appendix D – Covid-19 Restrictions and Guidelines (pg 3 of 3) 
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