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EMAIL TEMPLATES
If you are considering a Pop-Up or Interim event:

Approach the landlord or leasing agent
In addition to researching and developing your business plan, feel free to use this template as part of your approach.
 
Dear Landlord / Leasing Agent –
 
The City of Calgary made changes to the Land Use Bylaw in May 2019 to allow short term leases to fill spaces throughout the city, without a development permit, building permit or a business licence, on either an interim or ‘pop-up’ basis. This is in response to Calgary’s need for business regulations that are flexible, and that enable quicker occupancy for commercial spaces. There are two new categories of uses:
· Pop-Up Uses: 4 consecutive days maximum, 50 days a year maximum;
· Interim Uses: up to six (6) months within one calendar year per user.
 
[For Pop Up Uses] Our organization is interested in using your empty storefront at 123 Main Street NE as a pop-up art supply retail shop for 4 days each month during 2021 except July and August, for 40 days in total. We’ve done our homework and we are confident that your space is eligible for to be used as a pop-up under the newly amended Land Use Bylaw. No change of use development permit will be required, despite your space’s previous use as a restaurant. We do not intend to make any changes that will require a building permit; we will just bring in our display furnishings at the beginning of each 4-day pop-up event.
 
We are also happy to reach out to the community to see if other groups are interested in ‘popping up’ here when we are not using the space.  We’d love to talk further about this opportunity and can be reached at…
 
[For Interim Uses] Our organization is interested in using your empty storefront at 123 Main Street NE as an interim art supply retail shop for 6 months starting in October 2020. We’ve done our homework and we are confident that your space is eligible to be used as an interim use under the newly amended Land Use Bylaw. No change of use development permit will be required, despite your space’s previous use as a restaurant. We do not intend to make any changes that will require a building permit; we will just bring in our display furnishings at the beginning of our 6 month use of the space.
 
We see this as an opportunity to test out our business idea and – if we’re successful – we may be interested in renting the space on a permanent basis. We’d love to talk further about this opportunity and can be reached at…

Single Event/Series

Dear “Business/Event contact”,

My name is [NAME] and I am reaching out on behalf of [ORGANIZATION NAME] to inquire about event space for [DATE] at your venue, in [EVENT SPACE NAME]. 

We are [DESCRIBE ORGANIZATION] and we are planning a [TYPE OF EVENT] for [# OF ATTENDEES]. We will need access to the space at [TIME] and will be cleaned up and out of the space by [TIME]. 

· We are flexible with our dates / We are firm with our dates
· The event will need catering / We will be bringing food / There won’t be food service needed at the event
· There will be alcohol service / There will not be alcohol service
· We will need access to [LIST A/V REQUIREMENTS]
· We will need the room set up as follows [i.e. auditorium for 100, boardroom style for 10, cocktail reception, etc.]

Please reach out to me at [EMAIL ADDRESS] or [CELL NUMBER]. I look forward to your response!

Thank you,
[NAME]
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