Facility Use - Supplemental Form
North Bellevue Community Center

SPACE & USE
1. Indicate how you will use the space (mark all that apply):
[bookmark: Check2][bookmark: Check3][bookmark: Check4][bookmark: Check5][bookmark: Check6]|_| Meeting     |_| Class     |_| Reception     |_| Party     |_| Adults only     |_| Adults & Youth
[bookmark: Text10]|_| Other (specify):      	
[bookmark: Check8][bookmark: Check9]2. Will you be serving food?   |_| Yes     |_| No
[bookmark: Check12][bookmark: Check13][bookmark: Check14]If yes, who is providing?  |_| Group member     |_| Caterer-delivered     |_| Caterer-prepared/served*
	*If you are hiring a catering company to prepare/serve food on site a Catering Application is required. See Facility Rental Guidelines for all requirements.  
[bookmark: Check10][bookmark: Check11]3. Will you be serving alcohol?     |_| Yes**     |_| No          Will you be selling alcohol?     |_| Yes**     |_| No
**If yes, a Banquet Permit or Special Occasion License and server with a Class 12 Permit are required.  See Facility Rental Guidelines for all requirements that must be met for approval.  Alcohol service must be approved a minimum of 5 business days’ prior to event date.  Alcohol service may not be approved during hours of scheduled youth programs in the complex.
[bookmark: Check15][bookmark: Check16]4. Will there be music?     |_| Yes     |_| No
[bookmark: Check17][bookmark: Check18][bookmark: Check19]	If yes, please specify:  |_| Sound System     |_| DJ     |_| Live (which instruments?)              	
[bookmark: Check20][bookmark: Check21][bookmark: Text1]5. Will you be collecting admissions?     |_| Yes     |_| No     Estimated Amount:              	
[bookmark: Check22][bookmark: Check23]6. Will you be selling concessions?     |_| Yes     |_| No     Vendor Name:                   	
[bookmark: Check24]7. Indicate the room you want to reserve (mark all that apply):
|_| Room A               |_| Room C          |_| Room D          |_| Craft Room          |_| Kitchen (K)      
|_| Banquet Room (BR)                        |_| Multi-Purpose Room (MPR) 
|_| Saturday Package (BR/MPR/K)      |_| Friday/Sunday Package (BR/MPR/K)
[bookmark: OLE_LINK2][bookmark: OLE_LINK3]8. How did you hear about our facility?
	|_| Internet Search     |_| City Website     |_| “Connections”     |_| Friend     |_| Here for an event
	|_| MyParksandRecreation.com     |_| Other                                                                                   	___
EQUIPMENT
[bookmark: Text5]9. Describe any equipment you intend to bring with you to use:      	
10. Indicate the number of chairs & tables needed:
[bookmark: Text6][bookmark: Text7]	   Vinyl/metal stacking chairs (250 available)	   60” round tables (22 available)
	   6 ft rectangular tables (30 available)	   36” round tables (4 available)
11. Kitchen equipment needed (mark all that apply): 
[bookmark: Check26][bookmark: Check27]|_| Range/Oven 	|_| Microwave	|_| Dishwasher	|_| Convection Oven	|_| Refrigerator/Freezer
12. On-site equipment to be used (mark all that apply):
|_| Podium       |_| TV/VCR/DVD       |_|Portable Screen       |_| Speaker System       |_| Mounted Screen 
CONTACT INFORMATION 

North Bellevue Community Center	After Hours Emergencies:
4068 148th Ave NE Bellevue, WA. 98007	Bellevue Parks Resource Management
Phone:  425-452-7681	Phone:  425-452-6855
Fax:  425-882-1968	
Email:  NBCC@bellevuewa.gov
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