Christian Fellowship Announcements
If you have an announcement you would like to share with the church, please complete the form on the second page of this document and email it to committee@christianfellowshipla.org by Thursday evening. 
Please bring printed copies of your announcement to worship service by 9:50 am. These copies will be shared by the ushers as congregants arrive for service.
If an announcement is reviewed and scheduled for sharing at the conclusion of service, you will be notified by Saturday evening, and Pastor McKnight will allow time for the announcement to be shared, as scheduled. 
If you are scheduled to read your announcement, please be prepared to do so in a short, engaging and informative way. Aim to connect with the congregation with clarity and energy, and please be brief unless prior arrangements have been made with Pastor. If you need help, please see the third page of this document for a template you can fill out and read aloud. 
Thank you for your cooperation as we work together to keep our worship time focused, meaningful, and well-organized - and to keep our congregation informed, engaged and active.
The Sustainability & Growth Team









Christian Fellowship Announcements
Announcement Submission Form
Fill this form out and return via email to committee@christianfellowshipla.org


1. Contact Person
(Name and preferred contact method)
First Name: 
Last Name:
Email and/or Phone:

2. Who - Church Member / Organization Name
(e.g., Who is this about/on behalf of? A member? An outreach team?)
	Who:

3. What - Announcement Title
(Short, clear headline, tell us what’s happening)
	Event Name: 

4. Where - Location Information
(where is this taking place?)
	Address/Location:

5. When - Date or Period
(when is this taking place? One day? A range of dates?)
	Date/Time: 

6. How – Other Important Information
(how will people get connected? Do you have flyers or a website?))
	Important info:   

7. Requested Sunday (if applicable)
(Date you would like this shared)
I would like to share this on the following date:










Announcement Script (as you would like it shared):

(Please include the basic Ws – who, what, where, when and why in 3–5 sentences when possible) Having trouble? Don’t worry! use our sample template. Just fill in your responses (in bold type), print it and bring it with you along with your flyers or other materials to share. 


Sample Script

Good morning, church family and God Bless you! I am (YOUR NAME HERE) and I would like to thank Pastor McKnight for the opportunity to share some special information with you today. (NAME OF PERSON OR ORGANIZATION THIS IS ABOUT) will be (VERB i.e., hosting, celebrating, etc.) a special event, (NAME OF EVENT) in/at (NAME OF LOCATION,VENUE, FESTIVAL, etc.) on/from-to (DATE/TIME). For more information please see me after service for a flyer or visit (WEBSITE OR OTHER CONTACT INFO). (INSERT ANY OTHER IMPORTANT INFO HERE, BUT BE BRIEF) Don’t miss this wonderful event and thank you again for your time!
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