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Step 1: Sign into your account 

Step 2: On the top bar, hover your curser over ‘Parks’, click on ‘Parks, Rentals, Fee 

Step 3: Scroll down to the park and area you would like to reserve (example: Clatter Valley Pavilion) 

Step 4: Click ‘Request 

Step-by-step Instructions 

Notes 
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Step 5: Select your start date, end date (if applicable), start time, and end time 

Please note; you can view 

availability of facility, if the time 

frame is blue it is not available 

Please review Facility Fee 

Schedule information 

Step 6: Click ‘Next’ 

Step 7: If you are adding another section of the facility to your reservation, or a rain 

date, click ‘add more’ and repeat step 5 and 6, then continue to step 8 
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Step 8: Make sure all contact information is filled out accurately and completely 

Step 9: If you have any special requests or 

additional comments regarding your 

reservation, please add them under 

‘Additional Info’ 

Step 10: Enter purpose of reservations as 

well as the head count for your event. 

Step 11: Answer required questions 

Head count should be total POSSIBLE number of people attending, not RSVP’s 
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Step 12: Review ‘Fee Schedule and Notes’ and ‘Disclaimer’ 

Step 13: Once you have checked off you have read and agreed to the disclaimer, please click ‘Submit’ 

Once you submit your application, you should receive a confirmation email with an overview of your application. We will need 

to receive your filing and rain date (if applicable) fees to reserve your dates pending approval.  Once payment is received, 

please allow seven business days for approval status. Approval status will be sent via email but can also be viewed from your 

account. Please check out ‘How to View Application Status’ direction for more information. 


