Reporter Form 
Thank you for agreeing to be a contributor to the communication 
ministry of our church. Please fill in the form below and return it 
to _________________ no later than ______________. 

Please tell us where you would like us to publish your information

	( Newsletter

( Bulletin
	( Website

( Other _______________________


Name of Event_______________________ Date:___________________
Sponsored by (ministry or group):________________________________

Contact:_______________Phone:________________Email:__________
Location of event, if not at church, give name, address, phone and general directions to location:_________________________________________

Time (start and approx end):_____________________Cost:__________

Childcare cost and Location:___________________________________
Target audience (age group, members, visitors, general public): _________________________________

Describe the activity:
__________________________________________________________

__________________________________________________________

What will the person attending get out of it? __________________________________________________________

Why should people attend?

__________________________________________________________

( Any other information we need to know? (Please use back of this form)

Thanks so much for taking time to fill out this form. Now our job will be to publicize the event, your job is to do all you can to make this an event the Lord can be proud of and to pray for the leaders and people attending.

Blessings


The Communications Ministry of ABC Church
(Note: this form is available at www.lakemichiganpresbytery.org/communicate  in Word format)
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Tips for Writing Newsletter Articles

1. Always seek to reflect the spirit of Christ.

2. Write catchy leads that hook your readers. Within 3 seconds the reader decides to read or turn to the next story.

3. Remember to answer the “W’s”, who, what when, where and why and sometimes how. Put the most meaningful things in the first paragraph or two.

4. Make an outline to help organize your article. Or write each idea on a note card then organize them until you like the flow.

5. Remember your audience. Write to inform, not impress. Use language your audience is familiar with.

6. Present things in an unbiased manner; do not include opinion unless you are asked to write an opinion piece. 

7. Avoid clutter, keep wording concise.

8. Proofread your article on paper. Don’t rely only on the spellchecker. Recruit two other people read your article, one who is familiar with the subject and one who is not.

9. Give your editor the right to edit submitted articles for length, style and content. Don’t be offended if your wording has been changed. 

10. Keep deadlines! If you don’t know your deadline, contact the editor to determine better ways to communicate this information. Be responsible, it is not the editor’s job to hound you for information. 

