City of Calgary | Parks — Seasonal Vendor in Parks Program

[image: ]Seasonal Vendor in Parks Program
Required Documents Template for Applicants
	Template purpose: Use this document as a guide when preparing the attachments required for a Seasonal Vendor in Parks application. Replace all bracketed text with your own information and attach clear, legible copies of applicable permits, letters, certificates, plans, photos, and safety documentation.



	Applicant / Business Name
	

	Permit Holder Name
	

	Park Location(s)
	

	Operation Type
	

	Date Prepared
	



	1. Required Documents Checklist



	Complete
	Required document

	☐
	Business Licence or “Licence Not Required” letter from The City’s Chief License Inspector

	☐
	Current Insurance Certificate naming The City of Calgary as an Additional Insured

	☐
	Site plan for each preferred park location listed in the application

	☐
	Colour photographs of all proposed temporary equipment and/or structures, labelled and identified

	☐
	Alberta Health Services Food Handling Permit, if applicable

	☐
	WCB Clearance Letter, if applicable

	☐
	Environmental Plan, required if accessing and/or utilizing Calgary waterways or if the operation may impact waterways or storm drainage systems

	☐
	Required building permits or other approvals for any equipment that will be onsite, if applicable





















	2. Business Licence / Licence Not Required Letter



Attach a copy of your Business Licence; or
Attach a “Licence Not Required” letter from The City’s Chief License Inspector.
	[Attach or insert Business Licence / Licence Not Required letter here]






































	3. Insurance Certificate



Provide a current Insurance Certificate.
Minimum $2M liability insurance naming The City of Calgary as an “Additional Insured”.
$5M liability insurance naming The City of Calgary as an “Additional Insured” may apply if the operation accesses and/or utilizes Calgary’s waterways.
	[Attach or insert clear Insurance Certificate here]


































	4. Site Plan Template



	Business Name
	[Insert business name]

	Park Location
	[Insert park name]

	Location Number
	[Location 1 of 1 / Location 1 of 2, if applicable]

	Date Prepared
	[YYYY-MM-DD]



Your site plan must include:
A north arrow.
A map indicating the proposed location within the subject park.
The specific proposed vending location clearly identified.
A location number if applying for more than one park location.
Existing and/or proposed elements such as temporary equipment or structures, existing infrastructure, and adjacent pathways.
	Important: Vendors may only operate from the specific park location identified on their permit. Listing more than one park location in an application does not allow a vendor to move between parks during operations.



	[Insert map image showing proposed location, north arrow, adjacent pathways, and labelled site features]

























	5. Proposed Site Set-Up



Show how equipment, signs, carts, tables, or other temporary items will be arranged at the approved location. Label all items and include dimensions where applicable.
	[Insert site set-up image or labelled diagram here]





































	6. Proposed Entry and Exit Route



Describe how equipment and/or structures will be transported to and from the proposed location, including how often you intend to enter and exit the park.
	Motorized vehicle access within parks is generally not permitted. If you believe vehicle access is necessary for your operation, provide the proposed entry and exit route(s), explain why access is required, and indicate how often you expect to enter and exit the park.



	Transport method
	[Example: pushcart transported manually from legal street parking / other method]

	Vehicle access to parkland proposed?
	[No / Yes — explain why required]

	Frequency
	[Daily / weekly / monthly / once or twice per season / other]

	Route description
	[Describe route from parking/loading area to approved vending location and return route]



	[Insert map or sketch showing proposed entry/exit route here]




























	7. Proposed Equipment / Structures



Provide colour photographs of all proposed temporary equipment and/or structures. Label and identify each photograph.
	Item #
	Description & dimensions
	Photo / image placeholder
	Size

	1






	[Insert item name and description]
	[Insert photo]
	[L x W x H]

	2






	[Insert item name and description]
	[Insert photo]
	[L x W x H]

	3






	[Insert item name and description]
	[Insert photo]
	[L x W x H]

	4





	[Insert item name and description]
	[Insert photo]
	[L x W x H]

	5





	[Insert item name and description]
	[Insert photo]
	[L x W x H]

















	8. Alberta Health Services Food Handling Permit, if Applicable



If your business operation requires an Alberta Health Services Food Handling Permit, attach a current copy. Permit requirements, conditions, and approval processes are determined by Alberta Health Services and may vary based on the operation.
	[Attach or insert AHS Food Handling Permit here]




































	9. WCB Clearance Letter, if Applicable



A WCB Clearance Letter confirms that a business has an active Workers’ Compensation Board account and is in good standing at the time the certificate is generated.
WCB account number
Clearance status or confirmation of good standing
Date of issue
Certificate holder
Information identifying the business covered by the clearance
	This template provides general guidance only. WCB Clearance Letters are generated directly by WCB and may vary in format. Applicants are responsible for obtaining and submitting current WCB documentation when required.



	[Attach or insert WCB Clearance Letter here]





























	10. Environmental Plan Template



	Environmental Plans are generally required when an operation accesses and/or utilizes Calgary waterways or may impact waterways or storm drainage systems. Revise the sample wording below to match your specific operation.



	Business Name
	[Insert business name]

	Permit Holder Name
	[Insert permit holder name]

	Business Address / Personal Address
	[Insert address]

	Park Location
	[Insert park name]

	Operation Type
	[Insert operation type]



Environmental Plan Questions
	Question
	Applicant response

	1. List the cleaning products you intend to use as part of your business operation, and attach corresponding Safety Data Sheet(s).





	[List each product and attach SDS where applicable.]

	2. Describe how you will ensure containment of product(s) from entering waterways and/or storm drains.





	[Describe storage, handling, cleaning methods, disposal practices, spill kit/absorbent materials, and site checks.]

	3. Outline your emergency response plan and containment procedure if there is a spill into waterways and/or storm drains. Note: All spills entering waterways and/or storm drains must be reported.





	[Describe how staff will stop, contain, clean, dispose of, and report a spill.]

	4. Outline how staff have been trained in the emergency response plan and containment procedure.





	[Describe staff training, location of emergency contacts, and how procedures are reviewed.]


Additional Environmental Protection Measures
No disposal of liquids, melted ice, greywater, or cleaning products onto parkland or into storm drains.
All waste generated by the operation will be removed from the site daily.
Products will be stored securely to prevent leaks or accidental release.
The cart, equipment, and surrounding area will be checked before leaving the site.
The vendor will operate only from the approved permit location and will not move between parks unless otherwise approved through the permit process.




	11. Safety Data Sheet(s)



Attach a Safety Data Sheet for each applicable cleaning product or product identified in the Environmental Plan. Ensure documents are current, legible, and match the products used in the operation.
	[Attach or insert Safety Data Sheet(s) here]





































	12. Final Applicant Review



All applicable documents are attached.
All placeholders have been replaced with applicant-specific information.
Maps, routes, photos, dimensions, and labels are clear and legible.
The proposed operation is specific to the park location(s) identified in the application.
The applicant understands that approval, permit requirements, and conditions are determined through the application review process.
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