
                                                                                                                           
 
 
 
 

Memo from Jane Daly 
jdaly@saint-peter.org  

201-261-3366 

 
May 16, 2017 
 
To: Staff and Ministry Leaders  
 
Re: Parish Calendar 2017-2018 
 
 
It’s time once again to reserve meeting space for your committee/ministry/team meetings.  
  
Attached you will find the form for reserving dates for your committee/ministry/team meetings. 
Please fill out this form and return it to the rectory no later than Friday, June 9, 2017. 
 
Also attached, for those involved in parish fundraising activities, is the Fundraising Activity 
Request Form also due no later than Friday, June 9th. These requests will be reviewed by Fr. 
Mike before being placed on the calendar.  
 
Both forms are also available on the parish website as a Microsoft Word document that can be 
downloaded onto your computer www.saint-peter.org. You can complete the form from your 
desktop and email to me at jdaly@saint-peter.org.  
 
The Parish Center is the primary meeting space. The rectory meeting rooms will be used as 
alternatives in the event that the PC is completely occupied. Please note that meetings will not 
be scheduled on Holy Days of Obligation, Parish Reconciliation dates, holidays and during Holy 
Week.  
 
Please review ALL the documents attached to this Memo: Using Parish Facilities: Responsibilities 
of Chairpersons of Events, Parish Kitchen Policy/Guidelines, and the Ministries Financial 
Transactions Memo.  These documents have information for you concerning the use of the 
reserved space and how to transact ministry finances.  Please follow these guides for your 
ministries and if you have any questions, please do not hesitate to call me at the number listed 
above. Every group is responsible for knowing the procedures contained in these documents, so 
please familiarize yourself with them. 
 
 
I will send an email out once all the dates have been entered.  Please remember to review the 
calendar online once I have finalized it.  I will do my best to accommodate your requests, but 
keep in mind that meeting rooms may change from what you requested based upon availability. 
So please take the time to review your requests once the calendar is completed.  
 
Thank you! 
Jane Daly 

 


