
Our Lady of Guadalupe  
Catholic Church

10/08/25, Revised 02/27/2026 

FUNDRAISING REQUEST FORM 
For submission to the OLG Finance Council 60 Days in Advance of Event 

Email to: financecouncil@olgaustin.org

Request Date:   Event Date(s)/Time(s):   Alternate Date:  

ORGANIZATION: 
Name of Group Submitting This Request: 

Event Contact Name:  Phone:   Email:  

Secondary Contact:   Phone:   Email:  

EVENT DETAILS: 

Purpose and Benefit of This Event:

Description of Event: 
Type of Event or Solicitation (e.g. Bake Sale, Raffle Ticket Sales, Plate Sale, Other): 

Forms of Payment Accepted (check all that apply): Use of peer-to-peer payment services & mobile payment apps is prohibited

Cash ☐ Check ☐ Credit Card* ☐ *If requesting credit card payment access please provide the following:  

Cashier Name  Phone  Email  
Request for credit card payment access is subject to approval. Cashier must agree to download the OLG payment app, Clover, to their 
phone. Event contact is responsible for pickup/return of the CC reader. Group will incur a Replacement fee if reader is damage or lost. 

SETUP SPACE:

Where do you want to set up for the fundraiser? (Check one) 

Front of Church ☐ Parish Hall ☐ Pavilion ☐ Stage ☐ Other (describe)  

Same Day Setup & Tear Down/Clean Up ☐ OR Date & Time of Clean Up: 

SIGNATURES: 

Contact/Requestor’s Name Signature  Date 

By signing this request, the leader commits to conducting an event in a manner respectful of worship, parishioners, and 
staff members, and promises a timely return of the designated space and equipment to a clean and orderly state. 
Fundraising activities are limited to two events per year. See Parish Guidelines. 

APPROVAL:  
Pastor or Designee   Finance Council Date 

Office Use: Credit Card Payment Access Approved Yes☐ No ☐



Our Lady of Guadalupe  
Catholic Church

10/08/25, Revised 02/27/2026 

FUNDRAISING GUIDELINES 

Overview 

One of the signs of an active and growing parish is the number of activities that occur at the parish on a regular basis. Our 
Lady of Guadalupe is just such a parish.  To manage the number of fundraising events and provide equal opportunities, we 
have implemented a procedure to request those events in writing.  For any fundraising event (on or off-site), the attached 
request form must be completed and submitted to the Finance Council by email to financecouncil@olgaustin.org a minimum 
of 60 days prior to the  event date.  All requests will be reviewed by the Finance Council and cross-referenced with the 
master calendar of approved and scheduled events. Please review the parish fundraising guidelines defined below. If you 
have any questions regarding the form or procedure, please email the Finance Council.   

Objective 

Fundraising is a necessary activity of the church, its ministries and societies, and should be conducted in a manner that is 
beneficial to the church and its parishioners.  Fundraising should not be viewed as a burden or requirement to provide 
funding for the ministries of our parish and should not create competition for solicitations by groups. These guidelines will 
ensure that fundraising is carried out in a positive manner at Our Lady of Guadalupe, to raise money for the parish, its 
ministries, societies or sponsored causes.  This also includes food, clothing, and other items for charities sponsored by our 
church.

Guidelines 

1. All fundraising events are to be conducted for the benefit of Our Lady of Guadalupe Church, its ministries, societies 
or causes approved by the church.  A church ministry or society must sponsor all fundraising activities.  Fundraising 
should not be done to benefit non-sponsored organizations or for-profit entities.  These guidelines cover fundraising 
events on or off church premises. 

2. All fundraising activities are to be approved by the Finance Council, recommended to the Pastor and placed on the 
parish shared calendar.  It is understood that some fundraisers won't be anticipated at the time of the Monthly 
Finance Council meeting, and the Council Chair or Pastor can, at their discretion, approve fundraising proposals at 
any time. 

3. Per Father Pedro: Fundraiser approval requires kitchen sponsorship i.e. 1 fundraiser = 1 kitchen   
4. In general, fundraisers should be: 

a. Short – limited to 1 day 
b. Limited to 2 onsite fundraisings events per year per organization 

i. A fundraiser paired with a kitchen counts toward the annual limit 
ii. Offsite fundraising does not count toward limit, but must follow the same request process 

c. Requests cannot conflict with parish-wide vendor events (i.e. Guadalupe Fest*). Groups may participate as 
vendors to raise funds for their ministry/society. Participation will not count towards the annual limit.  

d. Limited exceptions apply to Parish-wide fundraisers (i.e. Jamaica, Golf Tournament*)  
*Includes but not limited to the events listed

e. Exceptions to these guidelines are the stewardship program of time, talent and treasure and all parish capital 
campaigns.  These are conducted at the discretion of the Pastor at designated times and locations.  

f. Use of peer-to-peer payment services or mobile payment apps is prohibited 
g. Funds must be deposited with the parish office the week following the event, include parish deposit form 

5. These guidelines may change as the process evolves.  

These guidelines were presented by the Finance Council to the Pastoral Council on October 8, 2025 

These guidelines were adopted by the Pastoral Council on 10/8/2025, 
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