Park Special Use Form
City of Bellevue Parks & Community Services[image: ]

www.bellevuewa.gov	Phone: 425-452-6914	Fax: 425-452-7221

	Requirements must be met a minimum of 10 business days prior to event date to be approved (14 business days for events open to the public):
1. If you have filled out a Park Reservation Request Form and are having one or more of the below Special Uses at your event the Main Contact who reserved the park site must complete this form and submit with permit fee(s) and applicable damage deposit(s) to:     Email: parkrental@bellevuewa.gov     or     Fax: 425-452-7221     or   
                               Drop-off: Bellevue City Hall, 450 110th Ave NE, Service First Desk, Monday-Friday, 8am-5pm     or
                               Mail: City of Bellevue, Parks Scheduling Office, PO Box 90012, Bellevue, WA 98009-9012 

2. A Certificate of Insurance (C of I) is required from vendor(s). The City of Bellevue, its officials, employees & volunteers, PO Box 90012, Bellevue, WA 98009-9012 must be listed as Certificate Holder and named as Additional Insured. Minimum amount of General Liability is $1,000,000 per occurrence, $2,000,000 aggregate. A minimum of $500,000 Automobile Liability is required for vehicle access if vendor vehicle is driven onto city property other than designated parking lot.

3. Upon successfully meeting all requirements, your rental confirmation will be updated to indicate approval.



	APPLICANT INFORMATION (Responsible Party)                  

	[bookmark: _GoBack]Organization:      
	Date of Event:      

	Main Contact:      
	Park Reserved:      



A. Are you having a company (caterer) prepare and/or serve food on site in the park?  |_|No (go to B)  |_|Yes
If yes, this information is required along with a C of I and a $50 permit fee per caterer.

	Legal Name of Catering Vendor #1:      
	Phone #:      

	Contact Name:      
	

	Mailing Address:      
	Email:      

	City:                State:             Zip:      
	WA State Business Lic. #:      

	King County Food Service Establishment Permit #:                                         
	Bellevue Business Lic. #:                                         



	Legal Name of Catering Vendor #2:      
	Phone #:      

	Contact Name:      
	

	Mailing Address:      
	Email:      

	City:                State:             Zip:      
	WA State Business Lic. #:      

	King County Food Service Establishment Permit #:                                         
	Bellevue Business Lic. #:                                         



B. Are you having someone or a company provide inflatable ride(s) on site in the park? |_|No (go to C)  |_|Yes
If yes, this information is required along with a C of I, a $25 permit fee per ride plus a $200 refundable deposit. *

	Inflatable Ride Vendor Name:      
	# of Rides Rented:      

	Contact Name:      
	Phone #:      

	Mailing Address:      
	WA State Business Lic. #:      

	City:                State:             Zip:      
	Bellevue Business Lic. #:      

	Email:      
	


* Only Certified Amusement Ride Operators are permitted in Bellevue Parks visit the WA State Department of Labor & Industries webpage to view a list of approved operators http://www.lni.wa.gov/TradesLicensing/Electrical/AmuseRide/LicensedOperators.asp. Submit description, dimensions and photos of ride(s) due to size restrictions.  Vendor must stay on site to operate inflatable.

C. Are you having someone or a company provide other forms of entertainment or games on site in the park i.e. laser tag, game truck, team building activities, tumble bus, animal show etc…? |_|No (go to D)  |_|Yes  If yes, this information is required along with a C of I and a $25 permit fee per vendor.  A refundable deposit may be charged depending upon vendors possible impact on the park. 

	Entertainment Vendor Name:      
	Phone #:      

	Contact Name:      
	Email:      

	Mailing Address:      
	WA State Business Lic. #:      

	City:                State:             Zip:      
	Bellevue Business Lic. #:      


Describe entertainment activity:                                        


D. Are you having a company provide additional equipment on site in the park i.e. tables, chairs, staging**, tents/canopies*** etc…?  Note all equipment must be delivered and picked up during scheduled park reservation time.
|_| No (go to E)  |_|Yes,  If yes, this information is required along with a C of I, a $25 permit fee plus a refundable $200 damage deposit and a copy of the equipment order from the vendor.

	Equipment Vendor Name:      
	Phone #:      

	Contact Name:      
	Email:      

	Mailing Address:      
	WA State Business Lic. #:      

	City:                State:             Zip:      
	Bellevue Business Lic. #:      


**If you are having a stage larger than 4’x4’ or taller than 12” above ground you must submit a plan to secure the stage when not in use and photo(s) of the stage.
***If you are having a tent/canopy with sidewalls larger than 400sqft or have a combination of tents/canopies open on all sides that exceed 700sqft a permit is required from the Fire Department.  Information is online at http://www.bellevuewa.gov/pdf/Fire/f-41_tents_membranes.pdf or call 425-452-6872. Tents must be weighed down and not staked into the ground to prevent damage to the irrigation and drainage systems.

E. Do you or the vendor(s) you have hired require vehicle access beyond the parking lot into the Downtown Park Center Lawn or Wilburton Hill Park Picnic Site?  |_| No (go to F)  |_|Yes  If yes, this information is required along with a C of I, a $25 permit fee per vehicle plus a $200 refundable deposit.  Vehicle access is not allowed for personal vehicles or in any other park as it is prohibited and is dependent upon weather and park conditions.

	Vehicle #1 Owner Name:      
	Phone #:      

	Make & Model of Vehicle:      
	Email:      

	State Vehicle Licensed:      
	



	Vehicle #2 Owner Name:      
	Phone #:      

	Make & Model of Vehicle:      
	Email:      

	State Vehicle Licensed:      
	



F. Are you selling concessions?  |_| No (go to G)  |_|Yes  If yes, submit a completed Request For Sale of Concessions form http://www.bellevuewa.gov/word/Parks/Concessions_Form.docx.

G. Are you charging admission?  |_| No  |_|Yes  If yes, concessions fee and a plan to control gate access may be required.

[bookmark: Text11]RULES & REGULATIONS – Initial required by Applicant Main Contact on each item.  Incomplete forms will be returned.

[bookmark: Text13]     	I understand that it is my responsibility to comply with all requirements and conditions set forth and that the request may be denied if requirements are not met a minimum of 10 business days prior to the event date (14 business days for events open to the public).  Any changes made must be done within 10 business days of event.
     	I have read the Park Use Guidelines and understand the city codes, policies and ordinances, including Parks and Recreation Facilities Code, governing use of the Bellevue Parks and agree to abide by them.
     	I understand that adult supervision of the Inflatable Ride is required at all time.  Vendor must stay on site to operate inflatable.
     	Electrical outlets are available in some parks; we are not responsible if there is no power.  Vendor will need to provide a generator.
     	Note all equipment must be delivered and picked up during scheduled park reservation time.
     	All companies conducting business in Bellevue Parks are required to have both a City of Bellevue and a Washington State Business License.  For information about either of these licenses please have the vendor contact the Tax Office at
425-452-6851 or go to http://bls.dor.wa.gov/.
     	Note the maximum deposit collected for special uses including game kits is $500.

PAYMENT – (All fees & deposits are due in full with form)

MAIL CHECKS (PAYABLE TO:  City of Bellevue) TO:   	City of Bellevue
		Attn: Parks Scheduling Office
		PO Box 90012
		Bellevue, WA  98009-9012

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

[bookmark: Text36][bookmark: Text37]Cardholder Name:       		Cardholder Phone #:       	
Cardholder Signature:  		Amount Approved:   $      fee(s)+deposit(s)	
[bookmark: Text35][bookmark: Text38]Card Number:                        		Exp. Date:       	
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