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Parish Event Planning Quick-Start

Initiating/Planning a Parish Event
This quick-start guide is for parishioners interested in helping plan or lead a parish event/fundraiser.

Step 1: Identify an Event Lead
e Every event must have an Event Leader,, who:
e Is the main point of contact
e Coordinates planning
e Works with parish staff and Father as needed
e Does not need to do everything themselves.

Step 2: Clarify the Event Idea
e Beready to answer these basics (brief answers are sufficient):
e What is the event?
What is its purpose? (Fundraiser, fellowship, service)
Who benefits (if anyone)?
When would you like to hold it?

Step 3: Obtain the St Mary Parish Event Planning Form
e All proposed events must be submitted using the one-page form
e Ifaquestion does not apply to your event, mark it N/A.
e Submit the completed form to the parish office or designated parish contact for review.

Step 4: Await Review & Feedback
e Parish leadership will review the proposal and may:
e Approve the event or Approve with modifications
e Decline the proposal with explanation and follow up with Event leader

Step 5: Use the Event Planning Playbook
e Once approved, the Parish Council Activities Team will reach out and review the playbook
with you to manage your event from start to finish

Helpful Reminders
Start simple - events grow with experience

e Communicate early and often with Father, the Parish council and the Activities Team
e Ask for help - parish events succeed because of teamwork
e Document what you learn to help the next volunteer

Thank you for supporting the life of St. Mary'’s Parish.
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