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1. Let’s Mingle
Some people think of church communications as the bulletins, Powerpoints and the monthly
newsletter they hand out each week at church. Do you know that there is absolute POWER in a
story? Have you ever thought about the power of communications in your church?
Meeting other church communicators is a powerful resource to you and your ministry. So let’s get
ready to mingle!
1. Find a person to pair up with you. Decide which one of you will be Person A and who will be
Person B.
2. Person A should take one of the bags that I have. Person A, you may look inside, but don’t let
Person B see what you’ve got. (no peeking!)
3. Person A, I want you to describe the item, without being too obvious. Describe its shape,
colour and texture.
4. Person B, here’s the interesting task. I want you to draw what they describe for you.
Let’s have some fun with this. Can’t wait to see your drawings. (If you’re doing this training alone,
find a person nearby, in your house, in your church, in your dorm, wherever. Find a friend or family
member who’s willing to take up the challenge).

2. Why Do We Communicate?
So often, we get caught up in the “what” that we forget about the “why.” Always keep the “why” at
the forefront of your mind. Remembering the “why” will help you with the “what.”
Why do we communicate? More specifically, why do you communicate at your church? What’s
the purpose? Is it to have lots of Facebook likes? Is it to fill the bulletin? Is it to get a good laugh?
What’s the reason we communicate?
At my job, as Communications Coordinator at the Greater Sydney Conference of Seventh-day
Adventists, I have a huge white board that I use to keep me organised and to give my thoughts
room to grow and develop. At the top of the board, I remind myself why I communicate.
• To Inform
• To Inspire
• To Engage
• To Resource
To simplify it even more, I remind myself with the tagline, “May people know Jesus through the
stories we tell.” In everything I do or say, I need to lift up Jesus. In John 12:32, Jesus says, “As for
me, if I am lifted up from the earth, I will draw all people to myself." This is my aim, to always lift up
Jesus.
Ask the question at your church, “Why do we communicate.” This is the first question you need to
answer in developing a communications plan for your church.
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3. How Do We Communicate at Our Church?
(It’s a Brainstorm…Relax Already! No Pressure!)
In the Communications Department at Greater Sydney Conference, I had to understand why we
communicate in order to properly do my job. We communicate to Inform, Inspire, Engage and
Resource.
1. How do you currently communicate?
______________________________________________________________________________
______________________________________________________________________________
2. Who are you communicating with at your church? (ie Who do you communicate with via social
media, bulletins, newsletters, poster, fliers, e-mails, text messages, etc.)
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
3. Why do you communicate at your church? (ie Why do you use social media, bulletins,
newsletters, poster, fliers, e-mails, text messages, etc.)
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
4. What’s the vision/mission of your church?
______________________________________________________________________________
______________________________________________________________________________
5. Based on your vision (or your pastor or church board’s vision) why should you be
communicating at your church?
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

6. Based on your vision (or your pastor or church board’s vision) who would you like to be
communicating with?
______________________________________________________________________________
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______________________________________________________________________________
______________________________________________________________________________

7. How can communications help achieve that?
______________________________________________________________________________
______________________________________________________________________________
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4. Partnering with Ministries at Our Church
(As seen on Phil Bowdle’s Blog philbowdle.com. Check it out. It’s a great resource!)
At the end of last year, I made it a point to meet with each of the Departmental Directors here at
the Greater Sydney Conference. I wanted to hear their hopes, dreams and aspirations for their
departments. I wanted to hear what was working well for them in communications and what
could be improved. Reading Phil Bowdle’s blog and seeing his post on doing a Ministry Audit at
church just knocked my socks off. I loved that he carried the idea over to churches and looking
at how the communications ministry can partner with the other ministries. Let’s take a listen at
what he says.
Phil Bowdle says, are you a Communications leader in your church or organization? Is it your role
to help your church and its ministries communicate effectively? If so, there’s a meeting that I want
to get on your radar. It’s what I call a Communications Audit.
A Communications Audit is a meeting to touch base with a ministry area, evaluate how things
are going with their communications, plan for the season ahead, and update them on key
communications information. Here’s what the meetings look like for me:

Meeting Agenda:
(Pre-Meeting) Schedule & Communicate Expectations
This meeting will be infinitely more effective if you and the ministry you’re meeting with come
prepared. Around 1-2 weeks before the meeting, coordinate the time/place where you will meet
and set the expectations for what you’d like to accomplish. I ask the ministry team I’m meeting
with to come prepared with the following:
•
Dates: What are the dates for your key events this year?
•
Bring milestone and key timeline dates for things like registrations/deadlines
•
Website: Are there any updates/changes needed for your online presence on our website?
•
On-Ramps: What are the key on-ramps for engagement with your ministry this year?
•
Evaluate: What is working, not working, missing, and confusing in communication with your
ministry?
Evaluate
Evaluating what’s working, not working, missing and confusing is a great way to kickoff this
meeting. This gives you as a communications leader an opportunity to hear from them about their
communications – what’s working (so that you can optimize it), what’s not working (so you can fix
it), what’s missing (so you can add it), and what’s confusing (so you can clarify it). It’s crucial here
throughout this process that you act as a partner, not a marketer. The ministry leader you’re
meeting with brings passion and knowledge in their ministry area that is crucial to help people
connect in that ministry. You as a communications leader also bring passion and knowledge in
the area of communications. If you can partner together to evaluate the effectiveness of the
communications in their ministry, it can be a catalyst to see improvement.
At this point, we also pull up our website and talk through their online presence. I have our google
analytics ready before the meeting so I can give them a sense of what exposure their page is
getting. Then, we talk through anything that may need to be changed or updated.
Plan
Next, have them walk through their key events and programs over the next season. Most likely,
they won’t have every detail on each event ready, and that’s ok. The important thing here is to get
Creating a Communications Plan for My Church, v1
Presented 29 March 2014
Rachel Lemons Aitken, Communications Coordinator
Greater Sydney Conference of Seventh-day Adventists

5

these events marked down in your communications plan. This gets these events on your radar, so
that you can be on the lookout for projects that are coming up. I’ve found that this can be the
most beneficial part of the meeting for me and the ministry, because it gets them thinking well in
advance on what type of timeline and milestones they have in place.
At this point, I also discuss with them their key on-ramps for engaging people in their ministry
area. This is crucial for me to know, because it’s impossible to try to communicate to a churchwide audience every single thing that each ministry has going on each week. By understanding
their ministry on-ramps, I can help give them more priority when they come up – knowing that
when we get people engaged in that on-ramp event/program, they’ll be exposed to the rest of the
ministry. For example, our women’s ministry does small groups and bible studies almost yeararound. They also do a big worship event twice a year called The Real You. Those Real You
events are their on-ramps, where they expose people to the ministry opportunities throughout the
year. While I can’t consistently communicate their weekly gatherings to a church-wide audience
each week, I CAN emphasize their on-ramp events, knowing that it will help that audience be
exposed to their ministry area opportunities throughout the year.
Communicate
Now that you’ve heard from the ministry team, I take a few minutes to go over what I’ve heard
from them, and share some communication processes that are crucial to help setup our
communications team for success:
•
Where Can We Help?: Before and during the meeting, take note of areas that you feel like
you and your team can support them in with their communications. Let them know they’ve
been heard, and share with them some next steps that you have in place.
•
Communication Requests: Remind them of timelines for communication requests and
where to submit them. (Here’s a full write-up on how I handle communication requests.)
•
Stories: I am always preaching to our ministry leaders that we want each and every staff
person to be a storyteller. When they experience stories of life change in their ministry, we
ask them to share the story with us on our Communication Request page. We’re able to
share these stories through things like video, social media and blogs.
•
Bandwidth: Take this opportunity to share with the ministry leaders what type of margin
your team has for projects and communication requests each week. It’s helpful for them to
understand that depending on the size and demands of your team, it may impact the
time/budget it takes to accomplish their needs.
Follow Up
After the meeting is over, the real work begins. Within the next 24-48 hours, follow up with the
people that were in the meeting:
•
Thank them for their time.
•
Encourage them about their ministry.
•
Share how you’re excited to partner with them and support the communication of their
ministry.
•
List the next steps that they are responsible for and what you and your team are
responsible for; give due-dates.
I’ve found that these ministry communication audits can lead to some major improvements in the
communications of each ministry and the process in how things get communicated. But honestly,
the thing that I’m most thankful for is the opportunity to sit down with a ministry, build a
relationship with their team, and hear the heart and passion they have for their ministry. Ministry is
hard work, and there is no room for silos. We’re all on the same team, with different roles and
skills. What they do – matters. What you do as communication leaders, MATTERS!
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5. It’s All About Strategy
(First Draft…Relax Already! No Pressure!)

Your Church:____________________________________________________________________

Communications Team: (Name, Role)________________________________________________
______________________________________________________________________________

Why Do We Communicate_________________________________________________________
______________________________________________________________________________

What’s Your Vision for Communications at Your Church__________________________________
______________________________________________________________________________

How Do You Communicate_________________________________________________________
______________________________________________________________________________

What Ministries Do You Have at Church that You’re Partnering with?
A. ____________________________________________________________________________
B. ____________________________________________________________________________
C. ____________________________________________________________________________
D. ____________________________________________________________________________
E. ____________________________________________________________________________

Who’s around your church that you want to communicate with?____________________________

Why would they want to hear from you?_______________________________________________

How can you build channels to communicate with them?_________________________________
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6. A Nitty Gritty Communications Schedule
(As seen on Phil Bowdle’s Blog philbowdle.com. Check it out. It’s a great resource!)
Phil Bowdle says, as Communications Director here at West Ridge Church, I oversee our internal
and external communications through our web, video, print, design, social media, marketing, and
sunday messaging/announcements. At a big church with tons of incredible things happening each
week, that can be a lot to keep up with!
To help map out and plan what is being communicated through our various mediums each week, I
use a Google doc spreadsheet called Communications Plan.
What Does It Cover?
•
SERVICE PLAN
•
Date, Series, Topic, Announcements & Next Steps, Videos, Calendar, Worship
Guide, Announcement Loop, Email
•
The focus of the Sunday Plan tab for us is to keep track of what’s being
communicated during a service. For churches, Sundays (or weekends) are the
biggest opportunity we have to share what God is doing in and through the church.
It’s vital to be strategic about how you use that time and not try to communicate too
many things. This Service Plan helps me map out what the key next steps are each
week and how/where they are being communicated.
•
PROJECTS
•
Start Date, Finish Date, Priority, Project, Project Type, Key Dates/Milestones,
Elements, People, Notes
•
This is where I keep a running list of current and future projects. As I hear about
something in a meeting, or know a big event is coming, this helps keep me on track
so I can build timelines and project milestones to get things done and not fall
behind.
•
SOCIAL MEDIA
•
Date, Day, Announcements & Next Steps, Calendar, Notes & Instructions, Spots
for: Facebook Posts, Twitter Posts
•
We have a point person for Facebook & Twitter. I put notes and instructions for each
week on things that need to be communicated through social media. Beyond that,
they have a lot of freedom to promote, engage and encourage our church through
social media. We use this document to write and plan the posts, and then they get
scheduled with HootSuite.
•
WEBSITE
•
Date, Series, Announcements & Next Steps, Sunday Videos, Calendar, Banners,
Home Blocks, Blog
•
This helps me map out what is going where on the website, and build a plan for
designing graphics/content that will be on the site.
Tips & Ideas
•
Before each week begins, I look through and update this doc to map out priorities for the
week and delegate projects/tasks.
•
Each week, we try to focus on one to two key next steps. Those next steps are usually
things that apply to the majority of the church. The next steps are what we focus on for
stage announcements, are represented on our home page of the website, promoted on
social media, and are on the worship guide. It’s important that those next steps are
represented during that week in each of your communication mediums so that people who
were not there on Sunday still know what’s going on.
•
As I get Communication Requests from ministries (blog post coming on this later), I map out
how we’re going to be promoting that ministry/event here in all the various mediums. Then,
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•

•

I communicate back to the ministry team on the communications plan is for the
ministry/event.
This year, I started meeting with each ministry area to map out their big events, on-ramps
to ministry, and project needs. That info is then mapped out on this Communications Plan
for the year.
Just because you plan it one way doesn’t mean you can’t deviate from it. Become a
customer advocate here and use the filter of what’s best for the person sitting in the seat
looking to engage with your church. Talking for 15 minutes at the end of the service isn’t
going to help anybody engage and take their next step.
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Phil Bowdle’s Communication Plan
Church Service Plan
philbowdle.com
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Phil Bowdle’s Communication Plan
Social Media Plan
philbowdle.com
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Phil Bowdle’s Communication Plan
Projects
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philbowdle.com
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6. Creating a Communications Plan for Our Event
Inspire Communications Plan
(DRAFT)
Date: 2-5 October 2015(Labour Day weekend)
Description of the Event:
Definition of Inspire - To breathe life into.
Inspire is a family-friendly weekend that revitalises and energises members and leaders with the
spiritual strength, skills and resources to serve enthusiastically and effectively in their local
churches and communities.
As a Conference, we are responsible for informing, inspiring, engaging and resourcing our
members. While we offer seminars, programs and training throughout the year, Inspire is the
premier event to inspire, engage and resource our members.
Target Audience: Leaders, potential leaders and members who are involved or inclined to get
involved in leadership in local church life, as well as soul-winning and sharing their faith.
Attendees are aspiring to make a difference, likely active in church life or want to become more
active.
Definition of a Successful Event:
• 500 –	
  700 attendees (Up to 10% of church attendance)
• 50%+ of our churches to attend
Location: Merroo Christian Centre
__________________________________________________________________
Proposed Registration Dates:
We should answer the question, why do people register? Why would they register early? Are
spots going to run out? Are they going to get something for registering early? What’s the incentive
to them to register early?
Awareness Phase – Phase 1
• 9 March –	
  1 April
o Inform people of event
▪ Date, Time, Location
o Create a need. Answer the question, why do I need to be there?
o Direct them to place to find out more info
Early Registration - Phase 2
• 2 April –	
  June 2
o (cheapest price; 15% discount)
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Normal Registration – Phase 3
• 3 June–	
  10 September
o (normal price)
Final Registration – Phase 4
• 11 September –	
  18 September
o (normal price but opens for additional week after the week we advertise)
Inspire Event – Phase 5
• 2-5 October
Follow-up Event – Phase 6
• 2 October –	
  5 December

__________________________________________________________________
Workshops (See Appendix 3)

•
•
•
•
•
•

Leadership in the Local Church
Sharing Your Faith
Church Planting
Leadership: Women’s Ministry Certification
Children & Youth
Member Retention, Health & Family
__________________________________________________________________
Communication Strategy

Targets of Campaign
General Public
Communicate targeted at the general public should explain the benefits, explain where it is and
what will happen. It’s important that the general membership know that the Conference is putting
on an event intended to resource their churches.
Leaders, Potential Leaders and Active Members
The targeted communications will identify leaders. They should be invited in ways that identify
them as leaders and let them know the training is specifically aimed at them. This marketing
should focus on people who want to be equipped to lead. Therefore, the event should be
advertised at Conference training events, advisory meetings and regional and combined pastors’
meetings. Wide-spread advertising should not be the driving force.
Phases of Campaign
Phase 1 – Building Awareness – Overview and Highlights
• 9 March –	
  1 April
In the initial stages of the communication, we are looking to build up awareness about Inspire. We
want to hit on some of the key messaging points and we want to advertise the page on the web
where people can find information.
Phase 2 – Continuing Awareness, Driving Early Registration, Creating a Need
• 2 April –	
  July 31
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During Phase 2, we will release more details about what will happen at Inspire. We will
communicate why attendees need to attend. We will talk about early registration and what’s in it
for them to register early?
Phase 3 – Continuing Awareness of Workshops – Creating a Sense of what’s in it for you
• 1 August–	
  10 September
During this phase of normal registration, we continue to communicate the benefits of attending.
We communicate the benefits to churches for them to attend. This phase is about awareness and
driving people to make a decision. There should be multiple places where we urge people to make
decisions. We will close registration at the end of this phase.
__________________________________________________________________
Proposed Communication

•

•

•

Communication to Pastors
o Enthusiastic messages/videos at combined & regional meetings
o E-mails from Communications Department
o Phone Calls (we can divide the list among the Ministry Leaders/Directors)
Communication to Church Leaders
o E-mails sent to each ministry leaders’	
  database
▪ Each ministry leader should explain why the event is relevant to their
department (ie the courses that will be offered that are relevant to them, the
speaker that will be there that will inspire them, etc)
o Advertising sent to church boards explaining why it’d be relevant to them
▪ Challenge church boards to identify an up-and-coming leader or a leader
who would like to go and can’t afford to and sponsor them
Communication to Church Membership
o Leadership tips on social media, e-newsletter & website
o Page on website
o 4-page fold-out
o Ads/articles in e-newsletter
o Ad in IntraSyd
o Promo Video
__________________________________________________________________
Criticism that should be addressed:

It’s best to list the criticism that may arise in relation to the event so the communications can
address it. It is also an opportunity to make opposition into supporters. We must answer the
question, ‘What criticism does the event face?’
Pastors:
• Not all of my members want to come all the way for Inspire
o Response: That’s okay because Inspire is not aimed at your entire church. We ask
that you identify leaders and up and coming leaders who would benefit from the
inspiration and resourcing they will receive from Inspire.
Member:
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•

•

Inspire falls on a long holiday weekend. I want to relax and enjoy it with my family.
o Inspire is a great time to relax and take in information and socialise with people from
the church.
If we come as day attendees, we have to pay for the food. The food isn’t that great and
we’d rather bring picnic lunches
o Merroo is now allowing day attendees to bring picnic lunches on Sabbath.
o Merroo has revamped its menu and now has a new chef on staff
__________________________________________________________________
Inspire Messaging:

Messaging for the Event:
• Meroo have revamped their facilities with new chef and better menu
• Date of the event and that it’s at Meroo
• Can bring a picnic lunch on Sabbath
• Primary descriptive message about Inspire
o To inspire: To breathe life into
o Inspire is a family-friendly weekend that revitalises and energises members and
leaders with the spiritual strength, skills and resources to serve enthusiastically and
effectively in their local churches and communities.
• What can Inspire do for your church?
• What can Inspire do for your spiritual life?
• What can Inspire do for the Christian movement?
How the message will be communicated:
• Leadership tips for social media
• Text on website
• Messaging for videos
__________________________________________________________________
Documents Required:
*****************Pre-Event*****************
From the Printer/Graphic Designer/Director
Printed Documents
• Ad in IntraSyd
o Distribution: Back Page Ad of the IntraSyd
▪ March/April
Due Date:16 Mar
• Message: What, When Where is Inspire & Early Rego
o Early Registration has just opened
▪ May/June
Due Date: 11 May
• Message: Breathe Life Into; Energise
▪ July/August
Due Date: 6 July
• Message: What Can Inspire Do for Your Church
• Postcard
o In the IntraSyd
▪ Are we doing this or was this just for Visioning Meeting?
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o At the ABC, when books are purchased
•
•

Due Date:16 Mar
Due Date: 24 Apr
Due Date: 17 Apr

4 page fold-out
Program for the Church board
o Message: What Can Inspire Do for Your Church?
o Suggest they identify an up-and-coming leader they will sponsor
• Banner for the lobby
o Banner promoting Inspire
Due Date: 13 Apr
o Should have logo, place, date
Electronic Documents
• Website
o Banner for the front page of the web
Due Date: 9 Mar
▪ Should Have Logo, place, date
o Webpage
▪ Branding for the header
Due Date: 9 Mar
▪ Information about event
Due Date: 9 Mar
• Location –	
  info about accommodations
• Date, Time
▪ Link for registration
Due Date: 9 Mar
▪ Workshops
Due Date: 9 Mar
• E-newsletter
o Leadership Tips for e-newsletter
Due Date: 9am Mondays
o Inspire Ad for e-newsletter
Due Date: 20 Mar
▪ Should have logo, place, date
• Powerpoint Slide
o Can be used before sermons/training/advisories
o Has Inspire messaging
Videos

•

•

15 –	
  30 second videos. To be distributed on Facebook, website and e-newsletter. They
will answer the following questions
o What is Inspire
Due Date: 12 Apr
o Why should I go
Due Date: 19 Apr
o What will happen
Due Date: 26 Apr
o Tips on leadership
Due Date: Fridays, with Leadership Tip
90 promo video. To be distributed on Facebook, website and GSC & Church e-newsletters.
To be distributed to Communication Secretaries.
o To explain and promote the event.
Due Date:1 June

Social Media
• Facebook
o Inspire Leadership posters
Due Date: 9am Mondays
▪ Messaging can copy messaging from e-newsletter leadership tips
Lobby

•
•
•

Streamlined lobby, reduce clutter
Banner/Wall Decal in the downstairs lobby
Banner and iPad in the upstairs lobby
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•

Ways for people to register in the lobby
Documents Required:
*****************During Event*****************

•

•

Program at the event
Due Date:14 Sept
o Should include details for next year’s event
o Staging/Lighting/Background
Due Date:21 Sept
Through communications, answer the following questions:
o When’s the next event?
o What’s the focus for next year’s event?
o Register for next year’s event
Documents Required:
*****************Post-Event*****************

•
•
•
•
•

Highlight video
Registration dates
Sense of it looked fun
Testimonials
IntraSyd Review/Wrap-up
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8. Let’s Dream a Dream for Church
Communications
Whether you’ve heard it before or not, communications is the lifeblood of the Church. People are
drawn to or repelled by your communications - from the website to the signage to the way they’re
greeted, the atmosphere and the whole experience. Is this not to put pressure on you but rather to
encourage you. Through communications, our ministries can work in concert; we can all get on the
same page. We can create a holistic picture about how we’re doing church.
First we need to answer the question, “Why do we communicate?” From there, everything
becomes clearer and we can plan and dream and soar. So why do you communicate? What’s
your dream for your church’s communications?

9. Resources
It can be lonely working as a church communicator, but fear not, there are others out there. There
are many resources you have available to you. I’m sure the list is more exhaustive, but these are
the things I use and have found.
Newsletters
mailchimp.com
Social Media Scheduling
sproutsocial.com
coschedule.com
hootsuite.com
Blogs/Websites
philbowdle.com
churchmarketingsucks.com
daveshrein.com
Text Messaging Services
crossmrkt.net (USA)
Conferences
gain.adventist.org (online)
http://simplycommunicate.co (online)
http://www.cfcclabs.org/certification/ (USA)
Software Training
lynda.com
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10. INSPIRE
Inspire is a family-friendly weekend where we are excited to energise members and leaders with
spiritual strength, skills and resources to serve enthusiastically and effectively in their local
churches and communities. I look forward to seeing you there for the Communications Stream.
We’re going to have lots of fun and learn and grow together!
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