Weekly Bulletin

The purpose of the Weekly Bulletin is to provide the following:

· Daily scripture reading to read the bible through each year.

· Current prayer needs of the church and it’s members.

· Upcoming weekly services, events and activities.

The Weekly Bulletin edifies the saints by providing a daily plan for study of God’s Word, and presenting the prayer needs of the congregation encouraging the saints to pray daily.  Daily scripture reading and prayer is a great way for saints to stay strengthened and encouraged.  It is part of the overall image that guest first take not of upon entering the church, thus helping us to evangelize the lost.

Personnel
Bulletin Editor
Requirements: Must be a member in good standing of the Abundant Life Church as is described in /// in the General Church Information section.  Must have experience with Desktop Publishing, good organizational skills, and some people skills.  The staff member responsible for the Bulletin appoints the Bulletin Editor. 

Responsibilities: The Bulletin Editor will collect all information and publish the

Weekly  Bulletin on Thursday of each week.  

Operation:  The Weekly Bulletin will be published and printed by the

Bulletin Editor.

Procedures 

· Publication will take place on Thursday of each week.

· Deadline for submitting information will be Wednesday evening each week.

· All information should be submitted to the Bulletin Editor in writing.

· Weekly scripture reading will be taken from “The One Year Bible”.

· Current prayer needs will be received from church members / staff by the weekly 
  deadline. (Wednesday of each week)

· Weekly service schedule will be taken from the current ALC church calendar.

· Information for upcoming activities and events will be submitted by  ALC staff members / Ministry Department Heads.

· Birthday and anniversary information will be taken from the ALC  membership database.

· The Bulletin Editor has the right to make exceptions to the procedures and policies presented in this manual.  As long as information is submitted according to the procedures and policies of this manual it will be published.  Publication of information, announcement of events, and bulletin inserts submitted past the deadlines will be published strictly at the discretion of the editor.

Policies

Events and Activities

· All events and activities promoted in the Weekly Bulletin will be  scheduled events pertaining to the Abundant Life Church and its various Ministry Departments.  No personal activities, parties etc. will be promoted.

· Staff / Ministry Department Heads should collect information from their respective  departments and committees to be submitted to the Bulletin Editor.

· Submitted information should be in writing and include:

· What

· Where

· When

· Who

· Other “brief and pertinent” information

· Ads placed in the Weekly Bulletin are for basic information only.  
   
  
   

· Submissions should not be too wordy.  Detailed information  (ie.. directions to activity location) should be submitted to the ALC  Information Center.

· Information should be submitted as soon as possible and no later than the weekly deadline. 

· If a promotional flyer has been prepared for an activity’s promotional use, it may            also be submitted to the Bulletin Editor.  Pertinent information may be pulled from  the flyer.

Bulletin Inserts

From time to time a bulletin insert may be used to highlight a particular activity or  event.  Inserts should adhere to the following procedures:

· Information should be submitted to the Bulletin Editor no less than one  week prior to desired publication date.

· Staff / Ministry Department Heads may prepare their own inserts according to the following guidelines:

· Insert size - 5.5 x 8.5 printed two-up on an 8.5 x 11 sheet.

      -     Submit an original for best duplication quality.

      -     Deadline for a duplication ready insert is Wednesday evening.

· One insert per bulletin (2 events-one on each side of the insert).

· First come basis.  Requests that cannot be honored as an insert will be   adequately covered in the main bulletin.

