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Policy 1.01.0:

Procedure:

Booking of all buildings, rooms and open spaces administered by the city of Nanaimo. Thisprocedure is to be foltowed when an NKC member is organizing 
"n "r"ni 

as an NKC representative.

,oo*rJ1"ril$."J.:tnizer 
wilt contact the Executive or the membership at a generar meeting for

*oruJXiff?Iil:er 
who is organizins an event must comprete the form rocated on the NKC

- Any inquiries regarding the booking of a space for an event shourd go toinfo@n anai moken n e lcl ub.ca.

;r.runtJ"""i?fiffiT:iilff;:HilT::v is rorwarded to the NKC bookins representative by emair

,.r"rrrolli.booking 
representative willthen contact the city of Nanaimo Allocation clerk for the

;"or.r"'irt}iy;:r:]|],'Jit ", the citv's Arrocation crerk sends a contract to the NKC booking
- lf the space is not available, the city advises the NKC and the organizer can choose anotherdate or find an alternative venue' The city doesn't provide the NKC with a catendar of available timesand dates- rf the date is too far in advance the city wiil not confirm a date.- The city sends a copy of the completed signed .*r.., to the booking representative. The bi,including the cost and payment due date is incruJed with the finar contract.- The event organizer is then responsible for reading the contract for cancellation information.- The booking representative then sends a copy of t-rre contract to the secretary, the NKcTreasurer' the NKC Accountant, and a copy to the NKC organizer who submitted the form.

Adopted the 18th day of March, 2019.


