Westwood United Methodist Church
Communication Team
As of 04/2011

Mission: To enable church internal and external communication with consistency, openness, and timeliness.  
Responsibilities:  To provide quality written communications to the congregation and the larger community so that everyone is aware of the wonderful things happening at Westwood.  Assist church committees as they prepare publications and publicity campaigns. Set standards for church publications.  To be a filtering center for all outside communication to avoid duplication of effort as well as such things as inclusive language, accurate information and creative suggestions.
Responsibilities include all different communication resources:  Newsletter, Website, Email, Social Media, Bulletin Boards, and outside advertising (newspapers, ads, etc.), as well as Marketing/promotional efforts, Printed communications, Online communications, Public relations efforts, Print advertising/directory listings, and Direct mail promotions.


Communications Checklist for Church and Church-related Events
To publicize event, utilize any or all of the following:  
Please realize that you should plan and announce 6-8 weeks ahead of the event for adequate publication and that deadlines may be adjusted for holidays.
􀀀 Bulletin - Submit items to church office by Tuesday for Sunday publication. 
􀀀 Announcements - Submit items via email to Doug Phillips by Tuesday for Sunday publication (This is for the overhead display.)
􀀀 Newsletter - Submit items via email to Beth Arbogast. Deadline is every other Thursday (see Messenger for details.)
􀀀 Website - Submit items to website email
􀀀 Community Life & Mission – To be featured, you will need to discuss with the pastor in advance.  To have the Lay Leader make an announcement, have a written statement into the office by Friday.
􀀀 Promotional Sales in Lobby – Please discuss with the pastor in advance.

For events of interest to larger community, contact the following:
􀀀 Communication Team
Please submit all items to the Communications Team Email for publication.  

Need assistance? Contact any Communications Team member:
2011 Team:  Beth Arbogast, Roxanne Frey, David McKee, Derrick Quintanilla, Mike Turner

Contact Information:
Church Bulletin:  Church Office, info@westwood-umc.org
Church Announcements:  Doug Phillips, pdphillips@chartermi.net
Church Newsletter, Website, Social Media, Emails:  Beth Arbogast, betharbogast@charter.net
Church Website, website@westwood-umc.org
