


 
 

 
BOOKING PROCESS 

 

To book a room at the Galt Museum & Archives, please follow these steps: 

1. Review the information package received at the front desk or online which includes the Fee 
Structure, Conditions of Use, Frequently Asked Questions, Rental Contract and Insurance Form. 

2. Check the Galt’s website www.galtmuseum.com to view the list of available dates. 

3. Fill out the online request form or email leaann.owsley@galtmuseum.com with the date(s), type 
of event and time(s) of event.  You will receive a reply back letting you know if we can 
accommodate your request. 

4. If we are able to accommodate your request, a contract will be faxed or mailed to you.   

5. When we receive the contract back, via fax or mail, the date will be booked and an invoice 
will be mailed to you, which will indicate the amount of your non-refundable initial payment.  
You will have 30 days to make this payment. 

6. One to two weeks prior to your event, a representative from the Galt Museum will contact you 
to confirm your attendance, set-up details, timelines, etc. 

 

You are encouraged to come into the Galt Museum & Archives anytime during normal operation hours 
to look around the facility.  You do not require an appointment to do so and only need to tell the front 
desk staff that you are a potential renter; they will give you access to all of the main floor spaces. 

MUSEUM OPERATING HOURS 

 SEP 01 to MAY 14  mon-sat 10:00 am to 4:30 pm | sun + hol 1:00 to 4:30 pm 

 MAY 15 to AUG 31  mon-sat 10:00 am to 5:00 pm | sun + hol 1:00 to 5:00 pm 

 
 



 
 

tel 403.320-4247 | toll free 1.866.320-3898 | fax 403.329-4958 | leaann.owsley@galtmuseum.com |  www.galtmuseum.com 

RENTAL CONTRACT 
 

Date of Event  

Type of Event  

Renter  

Mailing address [incl. City, Postal Code]  

Phone # home  

Phone # work  

Phone # cell  

Fax #  

Email address  

 Do not invoice Renter.   
Send bill to: Name 

 

Mailing address [incl. City, Postal Code]  

Phone # home  

Phone # work  

Phone # cell  

Fax #  

Email address  

Anticipated Start time  

Anticipated End time  

Location of Event:  

Caterer [see Preferred Caterers list]   is on the list 

Decorator  Phone # 

Musician[s]/Entertainment  

Anticipated Attendance  



 
 

Rental Fee $ 

Non-profit registration #  

Non-refundable  
first payment amount 

$ 

Form of Payment  

Paid by  

Extra Fees  Exhibit open  Flat Fee ~or~    Per Person 

 $ $ $ 

  Coffee Service  Other   

 $ $ 

  

Video, PowerPoint Presentation *  Bringing own equipment  Renting Galt equipment 

Set Up Details   
[can be drawn on separate page] 

 

The Galt Museum & Archives requires all Renters to have liability insurance in the amount of two million 
dollars [$2,000,000].  Proof of insurance is required before an event is held – FORM INCLUDED.  The 
requirement for insurance extends to events at which 60 or more people are to be present, and all 
events at which alcohol is to be served, regardless of the number of people who attend.   Renters are 
strongly advised to read Point 1 of the Conditions of Use* for more information.  

Liquor license needed [copy 
needed for the Galt’s files on or 

prior to the date of the event] 

  is aware   attached 

Proof of Insurance (if required) – 
[must provide document NO 
LATER than 10 days prior to 

scheduled event] 

  is aware   attached 

* Conditions Of Use – attached   has reviewed 

 
By signing this contract, the Renter acknowledges and accepts all the conditions and requirements 
specified in the Contract and attached Conditions of Use; confirms that the information given above is 
accurate and complete; and agrees to report any changes to that information to the Facility Booking Clerk at 
the Galt Museum & Archives immediately.  Signing also confirms the Renter understands and accepts that 
the initial payment, comprising 50% of the estimated cost of your event, is non-refundable and due at the 
time this contract is signed.  The balance of the payment is due the date of the event; interest will be 
accrued to all balances not paid in full by the date of the event.   
 

______________________________   Date _______________ 
Renter 

______________________________   Date _______________ 
 for the Galt Museum & Archives 



 
 

 

 

PREFERRED CATERERS 
 
 

The following caterers are familiar with the rules and regulations of the Galt Museum & Archives.  
They have all served functions at the Galt and understand the layout of the building and the 
services offered.  Please give them a call for your catering needs. 
 

 
360 Inspired Cuisine  (403) 329-3609 
 
Coco Pazzo  (403) 329-8979 
 
Country Kitchen Catering  (403) 320-8224 
 
LA Chefs  (403) 315-2923 or (403) 315-9075 
 
Lethbridge Lodge Hotel (403) 328-1123 
 
Michelle's Memorable Meals  (403) 328-9388 
 
Sodexho Catering Services 
[University of Lethbridge] (403) 329-2491 
 
The Guesthouse  (403) 394-9333 

 









 

 

 
 

 
CERTIFICATE OF INSURANCE 

“Special Event” 
 

INSURANCE BROKER (Name, Address, Phone) 
 

This certificate does not amend, extend or alter the coverage afforded by the 
policies below. Only those sections completed are applicable. 

COMPANIES AFFORDING COVERAGE 
Insurer A        

      

Insurer B        
 NAMED INSURED (Name, Address, Phone) Insurer C        

Insurer D              

Insurer E        
COVERAGE 

This is to certify that the policies of insurance listed below have been issued to the insured named above for the policy period indicated, notwithstanding any 
requirement, term or condition of any contract or other document with respect to which this certificate may pertain. The insurance afforded is subject to all the 
terms, exclusions and conditions of the policies described herein. Limits may have been reduced by paid claims. 

Ins 
Ltr Type of Insurance Policy No. 

Policy 
Effective Date 

(M/D/YY) 

Policy  
Expiry Date 

(M/D/YY) 
Limits 

COMMERCIAL GENERAL LIABILITY 
 Occurrence Form Each Occurrence       
 Non-Owned Automobile Annual Aggregate      
 Tenants All Risk Legal Liability BI & PD Deductible/occurrence       
 Blanket Contractual Liability Medical Expenses/person      
 City of Lethbridge as Additional Insured Tenants All Risk Legal Liability      
 Cross Liability/Severability Host Liquor Liability      
 Host Liquor Liability Participants Liability Extension      

A 

 Participants Liability Extension 

                  

Personal/Advertising Injury Liability      
HOMEOWNERS, CONDOMINIUM UNIT OWNERS, OR TENANTS PACKAGE POLICY 

B 
 Personal Liability    Third Party Liability      

AUTOMOBILE LIABILITY 
C 

 All Owned & Leased Automobiles                   Third Party Liability      
UMBRELLA LIABILITY (Excess of CGL & Automobile) 

 Occurrence Form 
 Claims Made 

Bodily Injury & Property Damage 
  (per occurrence)

     D 

 City of Lethbridge as Additional Insured 

                  

Annual Aggregate      
OTHER (Please specify) 

  Limit      E 
  

                  
Deductible      

The foregoing insurance shall be primary and shall not require the pro-rata sharing of any loss by the City of Lethbridge. These policies comply with the 
insurance requirements of the governing contract, permit or license with the City of Lethbridge and it is understood and agreed that the City of Lethbridge has 
been added as Additional Insured with respect to Commercial General Liability and Umbrella Liability policies. 

SPECIAL EVENT DESCRIPTION 
(Including DATE & LOCATION) 

 

CERTIFICATE HOLDER CANCELLATION 
It is agreed that thirty (30) days written notice of any known material change or cancellation of any 
policies listed herein shall be given by the insurers to the City of Lethbridge. 

Authorized Representative of the Insurers 
 
 

      

CITY OF LETHBRIDGE 
910 – 4 Avenue South 
Lethbridge, AB 
T1J 0P6 

      Date (M/D/YY) 
Updated Sept/07 



 
 

 
FREQUENTLY ASKED QUESTIONS ABOUT… 

 
 

Acoustics 
An  acoustic ceiling was installed in the Viewing Gallery in 2009.  Previously, the space was 
described by musicians as “lively and loud” and  an acoustic or small number of musicians was the 
preferred sound.   Larger ensembles and amplified sounds can now be accommodated. 
 
Audio Equipment 
We do not have a portable sound system – we have a sound system located on our lower level that 
we can use to play CDs.  We also have a microphone and speakers that work well for speeches and 
have been used successfully for solo singers. 
 
Audio-Visual Presentations 
The Viewing Gallery is a very difficult room for viewing audio-visual presentations, unless it is dark 
or cloudy.  We do not recommend this room for any presentations that require AV.  Our Community 
Savings Learning Studio has room darkening blinds. 
 
Coolers 
There is a cooler available for beverages and foods that must be kept cold. 
 
Discounts 
There is no reduction in reception prices if you do not have a ceremony here at the Galt. 
 
Food Preparation 
Food preparation is not permitted at the Galt Museum & Archives – a servery is available for 
staging. 
 
Inclement weather 
We can be a back up for an outdoor ceremony, in cases of inclement weather, but a decision about 
whether or not you will use our facility for your ceremony must be given to us with 7 days notice. 
 
Ice and freezers 
We do not have provision for ice storage – we recommend you bring coolers/tubs.  We do not 
provide ice. 
 
Liquor Storage 
Your liquor will be kept in a locked area, if it arrives before you do. 
 



 

 
Liquor License 
We do not have a liquor license – you must provide your own or have your caterer provide one.  
 
Rehearsals 

• You can come in and hold a rehearsal here in the week prior to your ceremony but you 
must schedule this 2-3 weeks prior to your wedding.  Please note that date availability may 
be limited due to other bookings.   

• Your rehearsal must take place during museum hours in order to avoid additional rental 
charges.  Any rehearsals booked outside of museum hours will be subject to an hourly rate 
as we will have to hire staff.   

• A full set-up of the space will not be done for the rehearsal, though we will create an aisle 
for you. 

 
Set-up Timing 
Set-up of your seating plan will take place in the morning of your wedding.  You will have access to 
decorate beginning at 10:00 am. 
 
Tablecloths 

• Tablecloths are provided in the cost of Community Savings Learning Studio rentals.   
• Tablecloths are NOT provided for Viewing Gallery events unless renters pay the 

$3/tablecloth charge.  Caterers will also provide linens so you can ask your caterer to 
provide this.   

• We only have white tablecloths available. 
• We only have skirting for a head table at a wedding. 

 
 



 
 
 

FACILITY RENTAL FEE SCHEDULE 2010 
Effective January 1 

Existing contracts will be honoured at agreed upon rates and offerings 
 

FACILITY DESCRIPTION RATES* NON-PROFIT GROUPS 
 
SMALL MEETING ROOM 
 
Education Centre 

 
Maximum Seating    
   6 boardroom style  
 
Room Dimensions 
   3.21 m x 3.28 m | 10’ 6” x 10’ 9” 
   10.53 m2 | 113 f 2 
 

 
½ day rental  $50  
 
Full day rental   $85  
 

 
50% off regular rates  
 

 
Friends of the Galt 
BOARDROOM  
 
Education Centre  
 
Internet service available upon 
request 

 
Maximum Seating 
   10 boardroom style  
 
Room Dimensions 
   6.45 m x 3.21 m | 21’ 2” x 10’ 6” 
   20.70 m2 | 223 f 2 
 

 
½ day rental  $75  
 
Full day rental   $130 

 
50% off regular rates 

 
Community Savings 
LEARNING STUDIO 
 
Education Centre 
 
 
Linens included 
Internet service available upon 
request 

 
Maximum Seating 
   36 boardroom style  
   50 reception style  
   50 theatre style 
   40 round table style 
  
Room Dimensions 
   10.23 x 7.00 m | 33’ 7” x 23’ 0” 
   71.61 m2 | 771 f 2 

 
½ day rental  $170  
 
Full day rental   $275 

 
50% off regular rates 

*Rates for the above rooms are based on the following time slots:  
Half day 4 hours or less, ending before 4:30 pm | Full day More than 4 hours, or any length of time but after 4:30 pm 
 
 



 
 
 

FACILITY RENTAL FEE SCHEDULE 2010 
 

FACILITY DESCRIPTION RATES* NON-PROFIT GROUPS 
 

VIEWING GALLERY  
 

Event 
 

 
Linens NOT included. 
Internet service available upon 
request.  Permanent bar available  

 
Maximum Seating 
   220 reception style  
   200 theatre style 
   150 round table style 
  
Room Dimensions 
   23.30 m x 10.63 m | 76’ 5” x 34’ 11” 
   247.68 m2 | 2666 f 2 
 

 
½ day rental  $500  
 
Full day rental   $700 

 
½ day rental   $300  
 
Full day rental   $400 

 
VIEWING GALLERY  

 
Trade Show 

 
Linens NOT included. 
Internet service available upon 
request.  Permanent bar available  
 

 
Table capacity 8 – 20 
 
Room Dimensions 
   23.30 m  x10.63 m | 76’ 5” x 34’ 11” 
   247.68 m2 | 2666 f 2 
 

 
½ day rental $500  
 
Full day rental   $700 

 
½ day rental   $300  
 
Full day rental   $400 

 
THE PATIO   

 

 
Maximum Seating 
   100 reception style   
   100 theatre style 
   75-100 round table style 
 
 Area Dimensions 
   12.63 m x 8.31 | 41’ 5” x 27’ 3” 
   105.08 m2 | 1131 f 2 

 
½ day rental  $120   
 
Full day rental   $225 

 
N/A 

*Rates for the Viewing Gallery and patio are based on the following time slots:  
Half day 4 hours or less | Full day More than 4 hours  

 



 
 
 

FACILITY RENTAL FEE SCHEDULE 2010 
 
 

FACILITY DESCRIPTION RATES [EXCL GST] NON-PROFIT GROUPS 
 

VIEWING GALLERY 
 

Wedding 
 
 
Internet service available upon 
request. 
Permanent bar available 

 
Maximum Seating 
   220 reception style  
   200 theatre style 
   150 round table style 
  
Dimensions 
   23.30 m x 10.63 m | 76’ 5” x 34’ 11” 
   247.68 m2 | 2666 f 2 
 

 
Ceremony only *       $350 
 
Ceremony and   $750 
Reception  
 
Reception and         $1500 
Dance Package 
-ceremony fee included 
-Commissionaires/Security 
fee included (mandatory) 
 

 
N/A 

 
* EFFECTIVE JAN 01, 2011:  
Á “Ceremony Only” cost increases to $500 + GST 
Á NO “Ceremonies Only” will be allowed on SATURDAYS in June, July, August and September 

 
SERVICES AVAILABLE 
 
Á Catering Service   list of approved caterers available upon request  
Á IT Support Service Upon request  
Á Admission to the Museum for your guests 

Please note that with your booking, your guests do not get free admission to the exhibit spaces.   
This reduced admission cost allows them regular museum privileges. 

$250 flat fee [unlimited number of guests] or  
$3.50/person 

 
All prices listed above include a podium with microphone and use of a screen.



 
 
 

FACILITY RENTAL FEE SCHEDULE 2010 
 
 
 
ADDITIONAL EQUIPMENT AVAILABLE  [prices listed are based on a per day usage] 
 
Á Coffee  [10 cups] with supplies $10 
Á Flipcharts, dry erase board $20 
Á Digital Projector  $100 
Á White tablecloths  $3 each [Viewing Gallery rentals only; to be billed after the event based on actual usage] 

 
All prices listed above and in the rate schedule are subject to change.  Firm prices will be quoted up to 3 months in advance.   
Prices listed do not include GST, which will be added to the total.  
 
 
 
 
DESCRIPTION OF ROOM SET-UPS  [as noted in industry] 
 
Á Reception style seating    Limited seating – mostly stand-up with some tables for food and beverage service 
Á Board table seating    Square or rectangular with seating on all 4 sides  
Á Theatre style seating    Rows of chairs with aisles  
Á Round table seating    Round tables with chairs  
Á Classroom seating  Long rectangular tables with seating on one side only  
Á U-shape seating   Long rectangular tables with seating on one side, set in a U with the top end left 

open   
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