Update Form for Field ReservationsParks Scheduling Office
PO Box 90012
Bellevue, WA   98009-9012
Phone:  (425) 452-6914
Fax:  (425) 452-7221
Email:  BallfieldRental@bellevuewa.gov

Updated:  9/25/15

Types of updates would include:
1) ADJUST the timeslot (reduce, extend for a small amount of time or move) – For example, 1-3 pm could be ADJUSTED to become 1:30-3 pm, 1-3:30 pm, 2-4 pm or 5-6 pm.  (If more time is needed to add a game or practice, submit a Request Form for Additional Field Use.)
2) CHANGE in the date and/or location - For example, June 15 could be CHANGED to June 16 or Robinswood use CHANGED to Wilburton.
[bookmark: cancel-policy]Rescheduling Fee of $5 per reservation will apply if changing a date reserved with less than 10 working days’ notice.
General Cancellation Policy: Cancel within 2 weeks of receiving the initial Rental Confirmation to get full credit.  Cancel more than 2 weeks after receiving the initial Rental Confirmation but with at least 10 working days’ notice to get full credit less a $5 per reservation Administrative Fee.  Cancel with 5-9 working days’ notice for 50% field credit.  There will be no field credit with less than 5 working days’ notice.  Receive full credit for lights, as long as the programming can be adjusted.  (Sports Camps & Tournaments – At least 2 months’ notice is required to be credited for the initial payment.)
3) CREDIT request for past reservation not able to be used, due to weather, conditions, or lights.  Must be submitted by end of month.
4) GAME updates when reservation will be used for a confirmed game.  This is the same as a request for Game Prep, when possible, based on field, timeslot, and amount of notice.  For baseball/softball games, include the basepath & pitching distance needed.
5) OTHER miscellaneous changes that might be needed, like change to pitching distance, etc…
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|_|  Check here if attachment(s) includes more details.  (Attachments or spreadsheets sent in lieu of the form should include all the same information.)
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