Park Special Use Supplement Form
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City of Bellevue Parks & Community Services
www.bellevuewa.gov
Phone: (425) 452-6914
Fax: (425) 452-7221
Instructions: If you have filled out a Park Reservation Request Form and you would like to have your event open to the public, apply for a sound permit (public events only), have vehicle access into the park, set-up a tent larger than 200 square feet or a canopy larger than 400 square feet, set up a stage larger than 4 ft x 4 ft or be taller than 12 inches above ground, will need electrical access in Bellevue Downtown Park, and/or sell non-food concessions, complete and submit this form to the Parks Scheduling Office.  Each special use begins with a shaded comment or question.  All of these Special Uses require prior approval from Parks & Community Services.

Requirements must be met a minimum of 7 business days (14 business days for events open to the public) prior to the event date to be approved.
Requirements for Certificate of Insurance include: 1)The City of Bellevue must be named as Additional Insured and indicate the TYPE OF EVENT, SPECIFIC DATE (or date range), and LOCATION (name of park) ; 2); Certificate Holder must include City of Bellevue, P.O. Box 90012, Bellevue, WA 98009-9012; 3) Minimum amount of General Liability is $1,000,000 per occurrence, $2,000,000 aggregate; 4) A minimum of $500,000 Automobile Liability is required for vehicle access.

The refundable damage deposits combined will not exceed $400.
If your event has 500 or more participants, will impact city streets, public right of ways or public parking, or have a need for city support services such as police, traffic or fire assistance, your event may require a Special Events Permit.  For more information, please contact the Special Events Committee Office at (425) 452-6914 or email: sec@bellevuewa.gov
Upon successfully meeting all requirements for each special use requested, your rental confirmation will indicate approval from Bellevue Parks & Community Services.  Park Patrol and other City staff will be informed of your approval.
Name of Person in Charge:       

Date Requested:       


1.  For events, open to the general public:  (Events not open to the public start with Question 2)
Is the event in partnership with the City of Bellevue?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 Possible
 FORMCHECKBOX 
 No

If yes, which City Department?       

Staff Person:       

Event promoters planning events open to the general public are required to submit: 
Washington State Business Lic. #:       

City of Bellevue Business Lic. #:       

Federal Tax ID #:       

Certificate of Insurance
Will the event attract more than 300 people in attendance?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 Possible
 FORMCHECKBOX 
 No
If yes, also submit the following:

 FORMCHECKBOX 

Site plan indicating where items will be set-up
 FORMCHECKBOX 
 Detailed event timeline from beginning to end

 FORMCHECKBOX 

Parking plan
 FORMCHECKBOX 
 Trash/recycle plan
 FORMCHECKBOX 
 Portable toilet service plan
 FORMCHECKBOX 
 Rainy day plans
2.  Will you set-up a tent/canopy larger than 200 square feet?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 Possible
 FORMCHECKBOX 
 No, go to next question
A permit is required from the Fire Department for tents over 200 square feet and canopies over 400 square feet.  For more information call (425) 452-6872 or online at:  http://www.bellevuewa.gov/pdf/Fire/F-41b_Tents_Canopies.pdf.  Also required is a Certificate of Insurance (if provider sets up) and a $200 Damage Deposit.  Tents/canopies must be weighed down and not staked into the ground to prevent damage to the irrigation and drainage systems.

If yes, for what purpose?       


If yes, who is providing the equipment?       




List self or the name and phone number of the provider
How many tent/canopies will be set-up at each size? (i.e., 2 - 10 ft x 20 ft)       

Use separate sheet of paper for additional tents/canopies.
3.  Will your event need a stage larger than 4 ft x 4 ft or taller than 12 inches above ground?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 Possible
 FORMCHECKBOX 
 No, go to next question
If yes, who is providing the equipment?       




List the name and phone number of the provider
Who will be using the stage?       

For what purpose will the stage be used?       

Requirements if stage is larger than 4 feet by 4 feet or taller than 12 inches above ground:

 FORMCHECKBOX 

Description and dimensions of stage
 FORMCHECKBOX 

Photo(s) of stage

A plan to secure stage when not in use
 FORMCHECKBOX 

Certificate of Insurance, if provider sets up
 FORMCHECKBOX 

$200 Damage Deposit

Will the stage provider need vehicle access?
 FORMCHECKBOX 
 Yes, see also question 3
 FORMCHECKBOX 
 Possible
 FORMCHECKBOX 
 No
4.   Will your event need electricity (Bellevue Downtown Park Center Lawn only)?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 Possible
 FORMCHECKBOX 
 No, go to next question
If yes, for what purpose do you need power?       

There is an electrical box in the Center Lawn at Bellevue Downtown Park that may be used for $25 plus a $25 key deposit.  The key to that box needs to be picked up before the event by the renter at City Hall and dropped off by the renter afterwards.
5.  Will there be amplified sound?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 Possible
 FORMCHECKBOX 
 No, go to next question
Only events open to the general public that meet all requirements may be issued a permit.  Sound Permits will not be issued for private events (weddings, company picnics, etc.).  Events without a sound permit may not amplify sound beyond 30 feet.  If approved, sound may only be amplified beyond 30 feet between the hours of 9 am and 6 pm.  There is a $50 sound permit fee.  BCC 3.43.260 - Sound amplification equipment is prohibited without a permit.
To request a Sound Permit, please complete the Amplified Sound Permit Application for Events in Parks found online at: http://www.cityofbellevue.org/word/Parks/parks_permit_app_for_sound.doc
6.  Do vehicle(s) need access into the park beyond the parking lot?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 Possible
 FORMCHECKBOX 
 No, go to next question
Vehicle access is available at Bellevue Downtown Park and Wilburton Hill Park only.  Entrance point, routes inside the park and exit point to be determined by Parks staff and will be subject to change based on weather forecast or unforeseen circumstances.  Requirements include a permit fee for each vehicle, a Certificate of Insurance for each owner, and a $200 Damage Deposit
Please provide the following information about each vehicle (use separate sheet of paper for additional vehicles.):


Type of vehicle
Purpose
Owner
Date/Time
     

     

     

     

     

     

     

     

     

     

     

     

7. Will you be selling non-food concessions?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 Possible
 FORMCHECKBOX 
 No, go to next question
Selling non-food concessions requires a concessions fee ($25/youth & non-profit; $50 for adults & commercial groups).
The City of Bellevue reserves the right to deny the sale of items deemed to be a public nuisance.
If yes, who will be selling the non-food concessions?
 FORMCHECKBOX 
 Our organization
 FORMCHECKBOX 
 Independent vendor(s)
The following information is required for each vendor : (Use a separate sheet of paper for additional vendors.)
Name of Independent vendor:       

Contact number:       

Describe concession(s) to be sold:       

Federal Tax ID #:       

Public Health Food Service Establishment #:  
Washington State Business Lic. #:  
All companies conducting business in Bellevue Parks are required to have both licenses. For information about a City of Bellevue or Washington State Business License, please contact the Tax Office at (425) 452-6851 or go to http://www.dol.wa.gov/business/
8. Will you be charging admission?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 Possible
 FORMCHECKBOX 
 No, go to next question
Requirements include a concessions fee and a plan to control gate access.
RULES & REGULATIONS - initial each item below.  Incomplete forms will be returned.
     
I understand that it is my responsibility to comply with all requirements and conditions set forth for each special use requested and that the request may be denied if requirements are not met a minimum of 7 business days prior to the event date.
     
I understand any requests to change my event must meet all requirements and conditions a minimum of 7 business days prior to the event date.
     
I have read and understand the rules and regulations, including Park Facilities Code, governing use of the Bellevue Parks and agree to abide by them.
PAYMENTS

MAIL CHECKS (PAYABLE TO:  City of Bellevue) TO:
Bellevue Parks & Community Services


Attn: Parks Scheduling Office


PO Box 90012


Bellevue, WA  98009-9012

VISA/MASTERCARD PAYMENTS:
 FORMCHECKBOX 
 Visa         FORMCHECKBOX 
   MasterCard   (We do not accept American Express or Discover)


Cardholder Name:       

Cardholder Phone #:       



Card Number:       

Exp. Date:       



Cardholder Signature:  

Amount Approved:  $     




�
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