How To Submit Entries For Weekly Announcements

· Committee chairs and others submitting information for events are responsible for submitting their own information in the format below and on time.  Editor will not write articles or seek information.

· Only activities and meetings relevant to church business will be accepted for entry.  No personal announcements will be accepted.

· Entries must be submitted no later than the Wed. before the Sun. service you want it included.  Submission after that time will not guarantee inclusion in the coming week’s announcements. Note: Please indicate Announcement for (date of Service)” in the Subject Line.
· Information must include name/title of activity, start/end time, location, a brief description and contact information.

· Submit all entries to Alta Porterfield via email at news@uucd.org.  Entries may be edited and are subject to final approval by Alta Porterfield, UUCD President or Rev. Lyn Oglesby, Minister.
Sample Format

To:               news@uucd.org
SUBJECT:  Sun. Announcement  _________________________________________

(Date of Service You Want Distributed)
______________________________________________________________________________

(Title of Event or Class)
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

(Date of Event, Time and Location)
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

A Brief Description of Activity or Class)
______________________________________________________________________________

______________________________________________________________________________

(Include Contact Information i.e. Name, Phone Number and Email) ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

