
 
 

 
Venue Rental Information 

 
Email wine@charlotteottawa.com for availability 
Charlotte - 340 Elgin St, 2nd Floor 
Capacity up to 120 guests 
 
We are first and foremost a lounge; from our menu, to the seating, the space is 
designed for mingling. 

● The furniture can be moved but not removed, because of that we can not 
offer a coursed sit down meal. 

● Non-exclusive/private bookings will be limited in extra services available 
(presentations, dance floor, etc) as the space will be shared with other 
guests. 

● For exclusive bookings, requests for presentation space, food stations, 
seating and a dance floor can be scheduled to meet you needs at different 
times of your event. 

● We are located on the 2nd floor and are not an accessible space for 
wheelchair access.  We do have our own washrooms on the 2nd floor for 
individuals with limited mobility that can navigate stairs in and out.  There 
is a change table on the lower level that can be accessed for exclusive 
bookings (otherwise we are 19+). 

 
Food: 
Our menu has a foundation in from scratch vegetarian comfort food in a small 
plates & snack format.  The menu posted on our website is suitable to order the 
day of your booking (during regular business hours) for up to 25 people. 
Bookings outside of regular hours, or larger groups are encouraged to arrange 
pre-ordered food at least 5 business days before the booking. 
We have a catering menu for bookings of most sizes (up to 115 people); items from 
that menu must be ordered no later than 5 days in advance.  If you’re looking for 
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more options we share a cooking space with Pure Kitchen and have a great 
relationship in coordinating catering services in house.  Feel free to contact them 
for options at catering@purekitchenottawa.com 
 
 
Because of the nature of our shared cooking space, we do not currently allow 
outside catering as it must meet Pure Kitchen’s strict vegetarian and cross 
contamination standards (for allergens).  Please contact us with lots of notice if 
there's something you're looking for that is not offered on either our menu or the 
Pure Kitchen catering menu and we will do our best to build a menu to meet your 
needs.. 
Dessert offerings arranged in advance can be provided from an outside caterer 
provided that they are vegetarian and boxed/packaged if fridge space is 
required.  Depending on the format of desserts a plating fee or tableware rental 
may be needed. 
 
Music / Entertainment: 
We have a great sound system designed for us and have easy direct plugins for 
our record player, phone, tablet or laptop (1/8" headphone jack) or a separate 
mixer. 

● We have a great pool of DJ's that we book weekly if you're in need of one.   
● Outside DJ's do need to arrange to visit us before the event to review the 

system and what to bring/what not to bring for their set up. 
● Live music is in the same boat as an outside DJ, a system check and 

confirmation of arrival/set up times and gear are vital to making sure 
music transitions are seamless, and our equipment is used within its range. 

● We have one TV (rarely used) in back 'living room' that can be used for a 
slideshow or video; a projector/screen can be rented/brought in if you're 
looking for something more prominent. 

 
Decorations/Setup: 
We're happy to allow time for set up and tear down for larger event decorations if 
needed. 

● Typically the space would be made available 2h prior to the event start; for 
a wedding, more time can be arranged if needed. 

● Tear down of decorations does need to happen at the end if the night.  As 
long as it does not interfere with our our nightly cleaning it can be 
collected between 2pm and 3pm the following (barring other bookings in 
that time period). 

● Tape can not be used on any fixtures or walls without prior permission. 
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Bar service: 
We can accommodate a wide range of bar service formats: 

● host bill/open bar (with or without restrictions) 
● Drink tickets / subsidised drink cost 
● Custom cocktails/menus 
● Individual tabs  

We are not able to offer bottle service for liquor and all alcohol consumed/open 
in the space legally must be purchased under our liquor license.  We're happy to 
source a specific product or work with you to create a wine selection or custom 
cocktail if you'd like. 
 
General: 
We have a small loading zone for temporary parking/unloading of items but not 
dedicated parking spaces.  There lots of street parking in the area as well as the 
city hall underground parking (less than 1km away); we are within 2km of all major 
downtown hotels and if needed have a few contacts for air BnB rental within 200m 
of our doors.  Smoking (including vaping) is prohibited inside, and all alcohol 
must remain on the 2nd Floor (for those who wish to go outside to smoke).  Last 
call is at 1:30am, legally signs of service must be away no later than 2:45am so we 
ask that guests are out of the space by 2:30am.  All bills must be settled the night 
of the event, we do hold credit cards for tabs over $100 and close out bills if the 
guest has left.  We take visa, mastercard, cash, debit and most tap payment apps.  
 
 


