
Event Communication Guidelines 

CLC serves the church and congregation by managing our communications to most effectively and 
efficiently support our mission, “Making it simple to connect to Jesus and to each other.” 

It is also our responsibility to ensure consistent and high-quality production of communication, 
understanding that it forms a large part of the overall impression made on newcomers, our church body, 
and the community.  

Event Requests  

All communications for events/outreach should be initiated through our Communications Director 
(Megann Graf), who can be contacted at meganngraf@gmail.com.  

We try our best to be creative and meet deadlines. Event/outreach management and organization is key 
to that process. Receiving a formal request from team leaders helps us serve you better.  

Here are a few guidelines for submitting event/outreach requests:  

• We need a formal request- the Event Request Form (ERF) to be submitted before we start a new 
communications project. Ministry leaders are welcome to discuss projects with others or staff at 
any time. However, written project requests help us make sure we’re gathering all the right details 
and assure us that the project we talked about is needed and not just a brainstorming session.  

• An Event Request Form (ERF) should be submitted at least 6-8 weeks prior to the event date.  
More complex events/outreaches, particularly those that require us to print or create something, 
will take longer to produce. We cannot guarantee we will be able to meet your requested deadline 
without sufficient advance notice. 

• Event requests should be submitted by the event coordinator or leader. (In other words, make 
sure the person submitting has the authority to answer questions and provide insight.) 

• Event requests are just that—requests. We will make every effort to satisfy each one; however, 
limited space and resources may require us to prioritize at times. When this happens, we will 
communicate all decisions to you as quickly as possible.  

Event/Outreach Schedule  

The Communication director will review your request and should contact you within a few days to let you 
know whether we can get started with what we have or whether we require additional details. If you do 
not hear back from us in a few days, you can follow up to be sure that we didn’t somehow miss your 
project.  

If we can get started with what we have, our initial contact will also let you know when you can expect to 
see a communication plan and general timeline for project completion.  

If we require additional details, we’ll schedule a meeting or connect with you via email to talk through any 
needed information. We will email you a communication plan and general timeline for project completion.  

If you have questions about your project, you are always welcome to contact Communications.  

Communications Priority Schedule  

After we receive an “ERF”, the Communications team will help formulate a communications plan and 
identify which channels are most appropriate for the project. To help protect our channels from over-



saturation and to help strengthen the value of our most important channels, we will use the following 
guidelines when creating those plans.  

Priority 
Level  

 

Criteria  

 

 

Possible Channels  

 

One  
Major church-wide events or announcements that affect 
at least 80% of congregation  

Spoken announcement (at discretion 
of Lead Pastor 

In-service video Announcement  

Announcement slide 

Multiple social media mentions  
Social Media ads  

Listed on our App and website 
calendar  

Two  

 

Key ministry events that reach a majority of that 
ministry’s audience  

Possible video announcement  
 
Announcement slide 
 
Social Media presence  

Events calendar on website  

Three  

 

Ministry event that does not reach a majority of the 
audience  

Recurring ministry event, class, announcement, etc.  

 

 

Weekly blurb Announcement slide  

Event date on website calendar. 

Shared/created social media when 
space allows 

 

Communications Channels  

There are a wide range of channels available for the communication of ministry events and 
announcements. The following is not an exhaustive list of those channels, but a sample of the ones most 
commonly used.  

After a communications project is submitted, the Communications team will help formulate a 
communication plan and identify the most appropriate channels.  

A significant portion of our congregation uses smartphones, tablets, and other digital technology. Many of 
these members of our community are active on our church app and engaged with our social media 
accounts and our website. These numbers are only growing. Therefore, as we move forward, while we 
will continue to use all of our channels for communication, we will be using digital media more and more. 
Our goal is to communicate most in the channels where our audience spends their time.  



Website  

The official website for the Christian Life Center can be found at clcfamily.church. Our website is 
designed so that the home page has content most applicable to a first-time visitor. Information about our, 
services, mission statement, and sermons will be given space on the home page.  

Social Media  

The Communications team maintains all of CLC’s social media accounts, including Facebook and 
Instagram.  We have a basic schedule we follow for the types of posts we share each week. The goal 
with social media content is that it is applicable to a majority of the congregation. As a result, more 
audience specific ads will be promoted less than whole-church audience ads through social media. Below 
are some thoughts on our social media strategy that hopefully will help you understand our focus.  

Bulletin  

Our weekend bulletin is distributed in all worship services with the exception of special occasions.  

• Weekly requests must be submitted online to Karen Truman and previously approved through the 
Event/Communication Request Form 

• Submissions are due by noon on Wednesdays.  
• The bulletin is written on Wednesday afternoons and printed on Thursdays.  
• Requests can be published two to four times based on availability of space and the priority 

schedule.  
• The bulletin is only a single page now, so space is limited and is priority is given to church wide 

events/outreaches first. 

In-Service Announcements  

Spoken announcements are very limited. These must be requested in advance and will be considered for 
events that reach a majority of the church body. The selection of spoken announcements is a 
collaboration between the Pastor and staff. 

Announcement Slides  

Announcement slides will be displayed on screens in our worship venues and campuses before and after 
worship services. Some slides are standard each week and some recurring ministries may have slides 
regularly in the rotation. From time to time slides will be cycled out and then returned after a few weeks’ 
break.  

Announcement Videos  

Announcement videos will be limited to 3 to 4 events/outreaches and are at the discretion of the CLC 
staff. 

Printed Materials  

This category includes table toppers and posters or signs in the Big Yellow Mug/Café area, and handouts 
to be provided to the Info Center, if needed. 



The website is the best source for dispensing information because it can be easily updated, there’s more 
room to put all of the necessary information, and links for sign-ups and other information are easily 
embedded.  

However, we know it is sometimes nice to have something to put into a person’s hand when you’re telling 
them about an event or a ministry.  

The Communications director or staff will approve all material to be distributed to the whole congregation 
or to all of a major ministry (e.g. all women, all men, all adults, all families, all of Student Ministries).  

Table top inserts should be 4x6 inches vertical.  You may provide a pdf/jpg of the correctly sized add to Megann 

for print, or you are welcome to print yourself.   

Think they should always  

1)   Clearly state what the organization is and what it does. 

2)   Provide an action step – why are we promoting them this month.  What do they need/how can we 

help them? 

3)   Provide a way to connect with the organization (or if need be, organization liaison directly (i.e. 

website, FB page, etc) 

4)   Say things as concisely and clearly as possible.  (short, clear info is the best!) 

Posters can be printed for you as well.  We can print up to 11x17.  You are also welcome to create and print 

your own posters.  We ask that you not exceed 3 posters.  Also, if there are church wide events happening, 

please note that your posters may be removed for a certain time or permanently, should larger church wide 

events need additional communications. 


