Weekly Bulletin Concepts for Presiders
When developing the order of worship each week, please keep these items in mind.  Some of these ideas will help make the bulletins more user-friendly while others will give us some consistency week to week.  

Remember that quality and professional presentation is important to those who are church shopping so a poor-looking bulletin with misspelled words, too much clutter, jagged margins, etc. will be an immediate turn-off (not something insurmountable, but a barrier that is completely avoidable if we take the time).
LAYOUT

· The easiest way is to use the sample on the TampaCommunityOfChrist.org website.  You can simply overwrite the date, theme, participant names, hymn titles, readings, etc.  
· If you have to create your own bulletin, in MS Word select landscape orientation, .5” margins all the way around and Two Columns with a 1” gutter.  That way, when you fold your bulletin, each column will be centered on its respective half-page.

· Use the Center and Right TABS as in the sample.  Regardless what you’ve been told, “What You See Is NOT What You Get” most of the time.  In other words, your bulletin may look like it is neatly lined up and clean on your screen but, if you used “spacebar taps” instead of tabs, it will be jagged and ragged 99% of the time when you print it.

· In the sample, note the “hanging paragraph” approach used on the responsive reading and the left and right inset margins used for the Statement of Confession and the Sending Forth.  This makes it much easier for the reader to find and follow those items.

· Make good use of white space.  Spacing between most lines is a good idea in most cases.  But, it is also helpful to the reader to keep connected items together so, for instance, the Opening Hymn, Invocation and Response have no line spaces between them. 
· Fill, but don’t overfill.  While sometimes we have to “shoehorn” everything into a bulletin (Communion Sunday during Advent with an ordination or confirmation will add a lot of lines to a bulletin), usually there is room for an appropriate, theme-related graphic or clip art image to enhance the message (a picture is worth a thousand words).

CONTENT AND FORMATTING
· In the sample, the Section Headers are in 14 pt Times New Roman, underscore, bold and italic.  The rest of the text is in 11 pt Times New Roman with very limited use of formatting (bold, italics, etc.).  Overuse of formatting renders it useless.

· Titles (such as hymns, sources of readings, etc.) should be italicized.  Be sure to follow the appropriate capitalization rules for titles.
· Always identify which hymn or song book each piece is from and have an explanation in the bulletin (the HS, NS, or SP as in the sample).
· Young Adult families (“Generation X”) do not respond well to ecumenical titles like “High Priest Susie Jones” or “Bob Smith, Elder.”  Most others won’t mind if they are not used so, rather than risk turning off seekers, please refer to “Susie Jones” and “Bob Smith.”  The congregational leadership box could be an exception to that.

· On the contrary, “Gen X’ers” WANT to know who the go-to guy is in any organization so whoever is doing the Pastor’s Moment that week needs to be recognized as “Bob Smith, Pastor” or “Susie Jones, Associate Pastor.”

· Make sure to include the area codes with the phone numbers in the leadership box.

· Be sure to spell check!  
