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Governing Body Communications Primer
GB Secretariat will ask Circle Leads what items they might have to share, and work with them on the most appropriate method.  Once the methods are determined, the Circle Lead will provide some text and details for the Secretariat and Office Administrator to flesh out for publication.
	Method
	What
	Audience
	Examples
	How / Who
	When

	Church Bulletin
	· Short snippets of information

· The basics, including contact person(s)
· Basic graphics, if applicable
	· All attending members
	The Facilities team is hosting our annual work day on X, please plan to come for coffee, donuts and enjoy some time outside together.  XY has all the information you’ll need.
	Get information from Teams, e-mail to Office Administrator 
	Due by Wed noon each week 

	Weekly EUCC News and Notes
	· Introduce topics, a little more information than in the bulletin
· Attachments, links to other sites
	· All members
	The Facilities Team is hosting an EUCC workday, where the whole family is invited to come together to have coffee, milk, donuts and do some yard work on a (hopefully) beautiful Saturday morning.  We’re meeting at 9 on X.  There will be a sign up sheet in the Narthex, along with a list of tools that we’re looking for.  Hope to see you there.
	Get information from Teams, e-mail to Office Administrator
	Due by Thursday noon each week


	Web site
	· Introduce topics, a little more information

· Attachments, links to other sites
· Graphics/art welcome
	· All members
	The Facilities Team is hosting an EUCC workday, where the whole family is invited to come together to have coffee, milk, donuts and do some yard work on a (hopefully) beautiful Saturday morning.  We’re meeting at 9 on X.  There will be a sign up sheet in the Narthex, along with a list of tools that we’re looking for.  Hope to see you there.
	
	

	Narthex via Bulletin Boards or Audio-Visual (AV) options (TV)
	· Each Team will have a section for any info that they want to share
· Signs supplied and created by Teams
	· All members
	2010 Fall Work Day Sign Up!

1. <name here>

2.

3. 
Tools We’d Love for you to bring or for us to borrow

1. Rakes

2. Weed eaters

3. Shovels
	Teams are responsible for starting and maintaining their sections
	Ongoing

	Mailings / 

E-mail 
	· Varies
· Graphics/art welcome
	· Specific members

· All members
	(Sent to past participants and those who we think might be interested)

We’d love to have you join us on X to help us do xyz, plus it’d be great to spend some time together.  Hope to see you there.

(and then personally signed, or some personal closing)
	Varies, but Secretariat / Office Administrator can execute (the who, what, when, how)
	Varies; recommend at least two weeks in advance of event

	Phone calls
	· Specific information that needs to be shared with specific people

· Personal touch
	· Specific members

· All members
	Hi Amy, this is [name].  We loved having you help us with the garden last year; I wanted to personally invite you to join us this year on X.  
	Varies
	Varies

	External signage
	· Informational signs for members and community
	· All members

· Community
	Fall Work Day 2010
<date, time>
	GB will decide, Secretariat / Office Administrator to execute
	Varies

	Sermons
	· Tie-ins, as appropriate
	· All members
	Varies
	GB to discuss, Katy to determine appropriateness
	Varies


· Office (EUCC Office Administrator) can be reached at:
· churchoffice@evangelicalucc.org 
· 314.968.1727 (office)
· All information submitted for sharing may be edited for space.  Remember we have limited amount of room, especially on print publications, and we must include a lot of information.

· The earlier the office staff receive the information, the better.  We will do our best to publish information as space is available.
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