St. Patrick Parish/School Function Approval (PSFA FORM)        Pg 1 of 2
For functions and activities to be held at, promoted by, sponsored by or asked of St. Patrick.      
1. Sponsorship by Existing Ministry or Committee:    All functions must be sponsored by an existing Church/School Committee or Ministry.  This is an extremely important first step so that you will have help working through the process and have the benefit of tapping in to the large group of volunteers we have available in the church and school.  If you need help with this first step please don’t hesitate to call the Church Office at 444-3524.  

2. Proposal:  The event or activity must submit a written proposal with the information outlined below.  It is understood that all details will not be completely worked through in the early stages, however a good faith effort is expected prior to an item being submitted for approval. Please indicate if this is a one-time, weekly, monthly, or annual ongoing event.
PROPOSAL:  

EVENT:   _________________________________________________________________

EVENT  DATE    ________________











EVENT TIME:     _______________
Today’s Date:  _____________
Your Name ___________________________________________________     Phone ___________________  EMAIL ________________
Who:  (Committee/Ministry Sponsoring the event or activity and the main person accountable for the event and CONTACT INFO including phone number and email)
What: What is Being Planned?  ( i.e. fundraiser, formation, information session, etc).
Where: Location of event, activity, or function.
Why: What is the objective or purpose of the event or activity?   i.e. education, formation, fundraising for what specific item(s) or group. 

How: Provide some details about what will be happening and who is doing what.  Please include contact information.  
Please indicate if this is a one-time, weekly, monthly, or annual ongoing event.
How much: How much will it cost and from what fund will the expense come?  Are you planning to solicit donations? From other Businesses? Who will be responsible for working with the Parish business office?  
Name:






Phone Number:

(I have read and will follow monetary guidelines listed in the cover page of this document.)
Signature___________________________________________________________________________________________________

Follow Up and/or Record Keeping:  Describe what will be done. Who will handle money?  Provide contact information including names and phone numbers.
Communication Plan: Circle any that apply:  Bulletin, FaceBook, Website, Irish Messenger (School), Letters for donations, announcements, , other: _________________________________________________________________________________

If you would like a bulletin announcement, please attach what you would like printed.
All communications (requests for donations, bulletin announcements, thank you letters, tax donation letters, posters, advertisements, etc. )  must be approved before publication.  
Final Copy of all mailings and communications must be approved by the school or church office, which reserves the right to edit as necessary.  Electronic copy must be retained in the offices.
Committee or Ministry Approval  ___________   ____________  Date: ________________

Parish Council Member Received_________________________ Date:  ________________

Principal Approval _________________________________________ Date: ________________

Pastor Approval ____________________________________________ Date:  ________________

_____________________________________________________________For Office Use Only____________________________________________
Parish Staff Notified___  Date: ______  Parish CAL_______     School CAL________    Contact Notified ____
Revised 2-4-2016
**minimum of 2 week’s notice for bulletin publication. * Disbursements from parish business office must have documentation.Disbursement request or invoice into the parish business office 1 week prior to date funds are needed.***Any vendor contract  must be approved before signing.

