Frequently Asked Questions
MSEEC Community Room
The Community Room at the MSEEC is now available for rentals. Requests can be submitted starting on January 2, 2009. A rental interest form is available through the Park Scheduling Office.
The following questions are frequently asked and do not address all rental policies and procedures.  Please call the Parks Scheduling Office at (425) 452-6914 or email to MSEECRental@bellevuewa.gov for a complete list of policies and procedures. View the Mercer Slough Environmental Education Center Rental Information online at                         ?.
How many people can the MSEEC Community Room accommodate?
How late can I rent the MSEEC Community Room?
How early can I arrive at the MSEEC Community Room?
Do Bellevue residents receive a discount?
How far in advance can I book the MSEEC Community Room?
How do I make a reservation?
What forms of payment will be accepted?
When is the balance of my account due?
How will I know my request was accepted?
What happens if I need to cancel or change my reservation?
When will I receive my Security Deposit back?
Is a rental monitor required to be at my event?
What equipment is included in the rental fee?
Who will set up the tables and chairs in the MSEEC Community Room for my event?
Can we burn candles?
What are the catering rules and regulations?
Is there an additional charge for catering?
Can we provide our own food?
Is alcohol allowed at the MSEEC Community Room?
What are the conditions involving alcohol?
Where, when and how must alcohol be served during the event?
Who is responsible for the alcohol at my event?
Is there adequate parking available?
How many people can the MSEEC Community Room accommodate?

The maximum occupancy inside the entire community room at one time is 82.  The facility will accommodate 75 people seated theatre style and 54 seated at tables.  There is limited parking for guests. Please also see “Is there adequate parking available?”
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How late can I rent the MSEEC Community Room?

The actual event must end at 10 pm Sunday through Thursday and 11 pm Friday and Saturday.  Event hosts can stay an additional hour to clean and return the facility to a presentable condition.  Plan carefully to maximize your guests enjoyment and to ensure you have enough time and help for clean-up.   As a general rule of thumb – clean-up takes about half as long as set-up.
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How early can I arrive at the MSEEC Community Room?

The earliest you may arrive is the time specified on your rental contract.  Rental hours reserved must be consecutive, and must include the time needed for delivery of supplies and cleanup.  NO EARLY ARRIVALS OR DELIVERY OF EQUIPMENT/SUPPLIES WILL BE PERMITTED WITHOUT PRIOR APPROVAL.
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Do Bellevue residents receive a discount?

There are no discounts, however Bellevue residents enjoy the benefit of being able to make their reservations earlier.  See “How far in advance can I book the MSEEC Community Room.”  Non-Profit Organizations with proof of non-profit status from Washington State or the IRS will receive a 30% discount.
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How far in advance can I book the MSEEC Community Room?

Bellevue Residents can make reservations 12 months prior to the requested date.  All other renters can make reservations 11 months prior.
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How do I make a reservation?

Requests will be accepted on a first-come-first served basis by completing, signing and submitting a Facility Use Request Form, MSEEC Supplemental Form, and if needed, a Credit Card Authorization Form found at the MSEEC webpage.
One half of the rental fee and other applicable fees (rental monitor, catering, etc.) are due upon approval of the rental request.  The remaining balance and all other fees, including the Security Deposit are due 30 days prior to rental date. 

Requests made less than 30 days prior to an event must be paid in full in order to complete the reservation and are subject to staffing availability.
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What forms of payment will be accepted?

Bellevue Parks & Community Services accepts cash, checks or money orders made out to the City of Bellevue, and Visa or MasterCard.
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When is the balance of my account due?

The remaining balance and all other fees, including the applicable Security Deposit are due 30 days prior to rental date.
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How will I know my request was accepted?

Once a completed and signed Facility Use Request Form, MSEEC Supplement Form, and payment is received, a reservation will be booked, a Rental Contract will be emailed, and receipt will be mailed to you as confirmation.
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What happens if I need to cancel or change my reservation?

Cancellations and changes to reservation permits must be in writing.  Faxes and emails accepted.

Cancellations made 30 or more days prior to the event will result in a full refund of the hourly rental fees paid, less a $30 administrative fee.

Cancellations made 14-29 days prior to the event will result in a charge of $30 administrative fee or 50% of the hourly rental fees paid (whichever is greater).

Cancellations made 0-13 days prior to your event will result in no refund of the hourly rental fees.
Requests to change the time or date of an event will be accepted in writing.  Additional rental fees must be paid at the time of the change.  Date changes will be treated as a cancellation and new reservation.
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When will I receive my Security Deposit back?

If there is no damage to equipment or facility and clean-up is satisfactory as noted by the Rental Monitor following the reservation, the deposits paid by credit card will be refunded back to the card within 10 business days.  Security deposits paid by cash, money order, or check will be refunded by check within 30 days.

An hourly cleaning fee will be charged if city staff or custodial services have to do additional cleaning of equipment or facility after the rental, which will delay the refund process.  In addition, damage to facilities or equipment must be reported within 24 hours.  Groups will be held financially responsible for all damages incurred during their use.
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Is a rental monitor required to be at my event?

A rental monitor is required for all events. 
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What equipment is included in the rental fee?

Twelve (12) 6’ x 3’ tables, 82 stacking chairs, a podium, LCD projector and a coffee urn are currently available.  There is a kitchenette with a refrigerator, microwave oven, dishwasher, counters and sink. 
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Who will set up the tables and chairs in the MSEEC Community Room for my event?

It is the responsibility of the applicant to set up as desired.  Please move all furnishings back to their original position before leaving the center.  Please return stackable chairs and tables to their respective carts and return to the storage area.

All items brought into the center by the renter must be removed by the end of the rental period. Applicants are asked to remove food, materials, non-City equipment, decorations and garbage.  Garbage and recyclable items may be deposited in dumpster at the north end of the parking lot.  Please leave the center in the same condition that you found it.
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Can we burn candles?

Use of flammable materials, such as candles, is regulated by the Bellevue Fire Department.  Flaming food is not permitted at indoor facilities.  Fuel canisters for warming food, votive candles, and tea light candles that are contained and will not tip over are allowed.
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What are the catering rules and regulations?

The City of Bellevue allows renters to bring in the caterer of their choice.  The MSEEC Community Room does not have a stove available. The kitchen is equipped with a microwave, refrigerator, 1 coffee urn and a dishwasher.  Food should be prepared in the caterer’s kitchen and brought to the facility ready to serve.  The caterer will be responsible for cleaning any areas used in the Center prior to leaving or be billed for cleaning services.  The following rules apply to catered events:

· If a caterer stays on site to perform final preparations and/or serve food to guests, then a $50 catering fee will be charged.

· A completed and approved Catering Application must be submitted and on file 5 business days prior to your rental.

· A copy of the caterer’s certificate of insurance naming the City of Bellevue as additional insured with $1 million General Liability Coverage must be on file at the Parks Scheduling Office 5 business days prior to your rental.
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Is there an additional charge for catering?

If a caterer stays on site to perform final preparations and/or serve food to guests, then a $50 catering fee will be charged.  Also, see Catering Rules and Regulations.
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Can we provide our own food?

Renters may provide their own food.  A microwave, dishwasher, and refrigerator are on site.  However, it’s best if food is prepared off-site and only served at the facility.

The microwave and coffee urn are available for your use.  You must replace these items to their original location upon completion of use.
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Is alcohol allowed at the MSEEC Community Room?

Yes, beer, wine, and champagne served in bottles or cans are allowed at MSEEC Community Room after 4 p.m. except when programs are in session, providing all conditions are met and approval is granted, see “What are the conditions involving alcohol?“ Hard liquor and beer kegs are not allowed.
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What are the conditions involving alcohol?

To serve alcohol at the MSEEC Community Room, the following conditions must be met:
1. A Banquet Permit must be obtained from the WSLCB (available at state liquor stores) and a copy must be on file at the City of Bellevue Parks Scheduling Office and your original clearly displayed near the serving area.  A copy of this document must be on file with the City of Bellevue 5 days prior to your event in order to receive approval to serve alcohol.

2. A server with a Class 12 Permit Issued by the State of Washington is required for all events.  No self service is allowed.  A copy of your server’s license must be on file in the Parks Scheduling Office.  A copy of this document must be on file with the City of Bellevue 5 days prior to your event in order to receive approval to serve alcohol.
3. All alcohol must remain inside the rental facility or on the balcony area at all times.

No beer kegs or hard alcohol are allowed inside Park Department buildings.  Alcohol service must finish 1 hour prior to the end of your rental.
Back to Top
Where, when and how must alcohol be served during the event?

All alcohol must remain inside the rental facility or on the balcony at all times. A permitted alcohol server, at least 21 years of age, is required to serve alcohol.  No self-service is allowed.  A copy of the server’s valid Class 12 permit must be on file in the Parks Scheduling Office 5 days prior to the event.
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Who is responsible for the alcohol at my event?

The person that signs the Rental Contract is ultimately responsible for all aspects of the reservation.  This includes serving and consumption of alcohol.  If the rental monitor suspects alcohol is being consumed by underage guests, then the Bellevue Police will be phoned to assess the situation.  This could result in the immediate end to your event.  No refunds are available if this occurs during your rental, forfeiture of the Security deposit will result, and cleaning expenses will be billed to the responsible individual appearing on the Rental Contract.

Back to Top
Is there adequate parking available?

The Mercer Slough Environmental Education Center Community Room has10 parking spaces available for renters, including 2 handicap stalls. It is recommended that you encourage car-pooling and have a parking plan in place. It is the renter’s responsibility to monitor the parking lot.  There is a Drop-Off area next to the Community Room for guest convenience. The entire parking lot cannot be reserved for Community Room rentals.  The parking lot is also available on a first-come-first-served basis for park users.  When more than one event is taking place at the MSEEC, parking will be limited. 
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