
Ministry Planning Guidelines 

By definition, the word MINISTRY means the act of 
serving. If you are reading this document, you have 
most likely graciously volunteered to participate in 
Ministry of some sort at Mary, Mother of the Redeemer 
Parish or School. We certainly hope that you find this 
act of serving to be personally rewarding, while you 
engage in good works for our community at large.  

If you are the Chairperson of a ministry or committee, 
please remember the importance of contacting each 
individual who has expressed written or verbal interest 
in participation. Be inclusive! MMR would not be the 
vibrant and hospitable faith community it is today, 
without the helping hands of hundreds and hundreds of 
volunteers over the past few decades.  

Please comply with the following “remember to” points, 
in order to assure that things flow smoothly for you and 
your event.  

Remember to complete a Scheduling Request Form  
for any event or meeting being held on our property. 
This form is available on the MMR parish website at 
https://mmredeemer.org/schedule-an-event. The 
status of your request will be confirmed via email.  

If events to be held on our property are to include or 
potentially include alcoholic beverages, the event should 
seek immediate advice with regard to licensing. Call 
215-362-7400 and ask to speak with the Parish Business 
Manager to discuss your event. 

Remember to complete a Facilities Work Order  
for any event or meeting requiring things such as chairs, 
tables, a microphone or projector. This form is available 
on the MMR parish website at 
https://mmredeemer.org/facilities-work-order. After 
completing, the work order will be routed directly to 
the Maintenance Department. A conversation 
must take place with Mr. Andy Tracy, the Maintenance 
Supervisor at 215-412-7101 (ext. 531) at least one week 
prior to your event, to review and confirm the event 
details, and to discuss the details of what is needed by 
you for set-up and expected of you for clean-up after 
your event.  

Remember to complete a Facilities Access Request 
for any event that requires off hours access to either 
the Catholic Education Center (CEC) or one of the 
meeting rooms in the Parish Center. This form is 
available on the MMR parish website at 
https://mmredeemer.org/facility-access. The status      
of your request will be confirmed via email.  

ADVERTISING IN THE PARISH BULLETIN:  
 To request your event to be announced in the 

Parish bulletin or email blasts, submit an email to 
annettesmith@mmredeemer.org, and copy 
maryannecortez@mmredeemer.org approximately 
10 business days prior to the weekend that you 
would like your announcement published. Include 
the following information: 
o Name of Ministry requesting the event 
o Name of the event 
o Date/Time of the event 
o Location/room where the event will be held 
o Brief description of the event 
o Registration details (if needed) 
o Contact name for questions 

ADDITIONAL CHECKLIST ITEMS:  
 Notify the parish office to relinquish space that 

you have reserved, if it is no longer needed.  
 It is the responsibility of the ministry holding the 

event to clean-up and return the room to its original 
condition. Be aware of clean up procedures, as 
discussed with the Maintenance Department and 
share with each committee member. Meeting and 
Event space should always be left clean and ready 
for the next scheduled group. 

 In the Parish Center the lights are programmed to 
automatically shut-off, and the doors are 
programmed to relock. Discard trash in dumpster. 

 In the CEC/School Classrooms, the lights should be 
turned off; and the entry doors should never be 
propped open during an event. Trash should be 
taken to the dumpster.  

A FEW MORE THINGS:  
 Begin each meeting with a Prayer.  
 Any documents or literature created for community 

information purposes, must first be shown to the 
Parish Office Manager for content approval.  

 Estimated revenue and expenses should be 
approved by the Parish Business Manager and a 
Financial Summary should be provided at the 
conclusion of the event.  

 The names of all Guests who are to be invited onto 
our property to speak or participate in an activity, 
should be given to the Pastor or Principal for 
consideration, before extending the invitation.  

 *Consider creating a Folder, filled with notes and 
contact information from your Ministry or 
Organization. This can then be passed onto the next 
Chairperson for an easy transition. 

“Lord, we ask You in Your kindness to fill us with the 
knowledge of Your will, so that while pleasing You in all 
things, we may grow in every good work. Mary, Mother of 
the Redeemer, Help us Share in the Work of Redemption.” 


