





St. Peter's Event Planning Request Form & Check List 
Event Name: ___________________________________________ 
Ministry/Group Hosting Event: _____________________________ 
Primary Contact: ________________________________________ 
Email: ______________________ Phone: __________________ 
Event Date: __________________ 
Event Time: __________________ 
Location: ______________________________________________ 
 
1. Event Overview 
Purpose of Event: 

Expected Attendance:_______ 
Target Audience: (check all that apply) 
☐ Parishioners 
☐ Community Members 
☐ Children/Youth 
☐ Families 
☐ Seniors 
☐ Other: ________________________ 
Event Cost 
☐ Free Event 
☐ Paid Event 
If paid, ticket price or fee: ________________________________ 
Budget Information 
Budget Line Item (use the chart of accounts for reference): ___________________________ 
Budget Description/Purpose: ______________________________ 

2. Planning Team & Volunteers 
Please list the individuals helping plan or staff this event. 
Name Role/Responsibility 
 
3. Food & Hospitality (check all that apply) 
Will food or refreshments be provided? 
☐ Yes 
☐ No 
If yes, please indicate how food will be obtained: 
☐ Church Kitchen Staff 
☐ Outside Caterer 
Name of Caterer: __________________________________________ 
☐ Donations 
☐ Potluck 
☐ Other: ________________________________________________ Kitchen Coordinator (if applicable): ___________________________ Additional food service notes: 

4. Logistics & Preparation 
Planning 
☐ Event objectives established 
☐ Planning team assembled 
☐ Event date confirmed 
☐ Budget confirmed 
Setup & Facilities 
☐ Setup plan discussed with Tim and Church Office Setup needs (tables, chairs, AV equipment, etc.): 

Timeline 
Key milestones (invitations, setup dates, deadlines, etc.): 

Contingency Plan  
In case of weather, low attendance, or emergencies: 
☐ Rain Date 
☐ Cancellation 
☐ Virtual Option 
☐ Other: ________________________________________________ 
Approvals Needed 
☐ Check Request 
☐ Alcohol Request 
☐ Facility Use Approval 
☐ Other: ________________________________________________ 
Parking 
☐ Parking coordination required 
☐ Parking coordination not required 
 
5. Marketing & Registration 
Promotion Requested 
☐ Church Website 
☐ Weekly Newsletter 
☐ Social Media 
☐ Sunday Announcements 
☐ Flyers/Posters 
☐ Other: ________________________________________________ 
Registration 
☐ No Registration Required 
☐ Signup Genius 
☐ Ticketing System 
☐ Donation Registration 
☐ Other: ________________________________________________ 
Registration link (if available): 
 
Invitation/Promotion Date: _________________________________ 
 
6. Event Day 
Team Assignments 
Responsibility 	                                                                 Assigned To 
Event Lead 	 
Setup 	 
Hospitality 	 
Registration/Welcome  
Cleanup 	 
Day-of Notes 

Church Office Use 
Date Received: __________________ Approved By: ___________________ Notes: 

Thank you for submitting your event request. This form is required for all new event. This form may also be used when planning private events held at St. Peter's. 
 
Page 1 of 5 
 
Page 1 of 5 
 
Page 1 of 5 
 
