
Read this first

Overview of Editable Church Communication Planning and
Evaluation Forms

This set contains six forms to help you effectively plan your church communications and
marketing.

Each form is in a separate MS Publisher file. Please note that purchase of these files
does not include any instruction on how to use MS Publisher, you need to have that
figured out on your own. If you need training in that program, please go to
www.lynda.com or www.microsoft.com.

By purchasing this set you have permission to copy, modify and use the forms in any way
you want withing the one church that purchased the set.

The forms included, are:

Form #1: Church Com Planning Sheet

Form #2: Church Com Strategy Sheet



Reporter form for Church Communications 
 
Thanks so much for agreeing to be  a contributor to the communications ministry for our church. Please fill in 
the form below and return it to____________________________no later than__________________. 
 
We will take your basic information, write it up, and use it in whatever communication form in print or on the 
web that we feel will best serve our church. If you have questions, please call or email: 
 
Name____________________________Phone_______________________Email_____________________________ 
 
 
 
Name of Event_______________________________________________Date______________________________ 
 
Sponsored by (give church department or person)__________________________________________________ 
 
Person in charge and contact (phone & email) information___________________________________________ 
 
Location of event______________________________________________________________________________ 
 
If not at the church, give name and contact information for location____________________________________ 
 
Times: STARTING____________________________ ENDING___________________________________________ 
 
Cost__________________________________ 
 
Child Care? Cost, location, any comments or restrictions______________________________________________ 
 
_______________________________________________________________________________________________ 
 

Overall questions: 
Who is it for? Age group, church members, unchurched? 
 
 
 
 
Describe the activity: 
 
 
 
 
What will people attending get out of it? 
 
 
 
 
Why should people attend? 
 
 
 
 
Any other information we need to know: 
 
 
 
 
 
Thanks so much for taking time to do this. Now our job will be to publicize the event. Your job is to make it an 
event the Lord will be proud of and to pray for the leaders and people attending.  
 
Thank you and many blessings to you!   
 The communications committee from our church. 
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