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The material contained here first appeared in my book, The Desktop Publishing Remedy, Making the
Computer Work for Your Ministry, by Yvon York (my name before | got married) and published by David
C. Cook Publishing in1993. It was the first book out on desktop publishing, on using the computer to
create ministry communications. | created everything in the book: writing, typesetting, layout, and put it all
together using a Mac Plus with 4 MB of RAM.

The book was reprinted in 1996 by Gospel Light under the title: How to Use Your Computer to Create
Better Bulletins, Newsletters and More! by Yvon Prehn (now married) | also did a video training series that
went along with the book at that time and that | plan to reproduce as soon as | can. After the book went
out of print with Gospel Light, | then republished it under the title Tap the Power of Desktop Publishing for
Your Church or Ministry.

Scripture versions and citations:

Unless otherwise noted, Bible verses are from the New International Version.

Scripture taken from the HOLY BIBLE, NEW INTERNATIONAL VERSION®. Copyright © 1973, 1978,
1984 International Bible Society. Used by permission of Zondervan. All rights reserved.



History of this book and why | decided to reprint it

The material contained here first appeared in my book, The Desktop Publishing
Remedy, Making the Computer Work for Your Ministry, by Yvon York (my name
before I got married) and published by David C. Cook Publishing in 1993. It was the
first book out on desktop publishing, on using the computer to create ministry
communications. I created everything in the book: writing, typesetting, layout, and
put it all together using a Mac Plus with 4 MB of RAM.

The book was reprinted in 1996 by Gospel Light under the title: How to Use Your
Computer to Create Better Bulletins, Newsletters and More! by Yvon Prehn (now
married) I also did a video training series that went along with the book at that time
and that I plan to reproduce as soon as I can. After the book went out of print with
Gospel Light, I then republished it under the title Tap the Power of Desktop Publish-
ing for Your Church or Ministry. It continued to sell quite well, but I didn’t have a
way to reproduce it that was cost-effective. At the time the only option was to photo-
copy it at Kinkos, spiral bind each book, and carry boxes of books to seminars. It was
hard work and cost almost has much to produce as I could sell it for. I set it aside.

A few years passed, but the need for basic training has never
changed because:

This situation

* (Clear writing requires the same skills whether the output is on parchment, paper,
or the internet.

¢ Thoughtful typesetting is the invisible and powerful carrier for messages whether
it is created with hot lead or electronic pixels.

¢ Excellent design leads the eye in a way that clarifies and focuses the message in
the same way if the content is in a printed brochure or published on a website.

Though how these tools of design, typesetting, writing, and their associates of layout,
images, photos, proofing, paper choices, publication design, and the management of
the communication process are timeless and essential for effective communication,
they are skills few church communicators possess.

exists for a number of reasons

* Most church communicators have no formal training for their work. If they know
how to keyboard and use a computer in the most basic ways, little else is required by
most churches.

¢ Few, if any church schools teach communication and design skills as part of
ministry preparation.

* Once in a ministry position, even if a church communicator wants to learn com-
munication skills it is very difficult to find any place to learn them.

¢ Secular design schools have very different emphasis than churches do. Sadly,
much that is available for church communicators today emphasizes big, splashy,
fancy graphics and very little emphasis on the basics of good design, writing, or
typesetting.

This might be the situation, but understanding it, I couldn’t just stand by and not do
anything.



The result of the lack of communication training in churches
I've seen the results of this lack of basic communication training through the years
in my seminars, as I've traveled all over North America teaching people how to create
church communications. Again and again I've been saddened by dear people working
so hard in church offices to create effective communications, but who have no train-
ing to do the very difficult jobs they have been asked to do.

Church secretaries come up to me and ask for help in layout and typesetting; pastors
want to know why their materials don’t look “more professional” though they aren’t
quite sure what that means; churches want to train their people to be better at
layout, design and writing, but they don’t know where to find material to do that.

As T said earlier, it is difficult to find material to train people to do better communica-
tions in a church setting because there is almost nothing out there to help you do it.

But | know where some helpful material could be found.

It was sitting on computer files in my office.

Years ago, I created some resources that were extremely helpful to people: a book and
video series that taught church communicators the basics of good design, layout,
writing, and typesetting. The materials were very popular and the feedback I received
was incredible. It amazed me again and again how with these simple tools people
were able to make extraordinary changes in their communications. Then book and
video series went out of print, and then set them aside. My plan was to update and
then republish them.

Inolonger had the original digital files of manuscripts. I only have scans that aren’t
the quality that I would prefer them to be, so I kept putting off republishing until I
had time to make them “perfect.” But as more and more folks talked to me at semi-
nars or emailed me with concerns and questions that I knew could be answered with
basic communication training, I realized that I was being selfish keeping this mate-
rial to myself. I knew it could be very useful to church communicators and I knew I
had to get it out there. My pride is damaged a bit because the book isn’t as pretty in
the scans as I would like it to be, but my pride is not the important issue. What is
important is that church communications are equipped and I know this material can
help make them better communicators of the gospel message.

What follows is a reprint of the scans of the original book
I've taken out the chapters on hardware, software, the internet, and the glossary
because they were seriously outdated. In addition, one section of examples (you'll see
missing page numbers) was taken out because the scans were lost.

The remaining sections contain materials that are mostly timeless in principle.
Obviously we have more choices in areas such as graphics where we can get re-
sources freely online that cost quite a bit in the past, but again, the comments on
usage are timeless.

For additional resources and updated material on these and many other areas, please
go to my website: www.effectivechurchcom.com
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People in churches and ministries all over America are using desklop
publishing to powerfully and economically communicate their C b aP ter 1

message in the Information Age. You can teo!

Introduction

“The Word became flesh
and made his dwelling
among us” (John 1:14).

Jesus took on human form
so He could speak the
language of His people
and communicate to them
what God was like.

Our continuing opportunity
and challenge in deskiop
publishing Is to follow that
example—to make the
words of the gospel flesh
and blood in the lives of
people today.

What you do Is Iimportant!

Do you realize that your
church bulletin or newsietter
might be the only piece of
Christian literature a non-
Christian might ever sea?

If a stranger wanders Into
your church, what do your
pieces say to them? This
book will help you create
welcoming, professional
pleces that reflect the caring
of your church and the
gospel of Jasus—trusting
that the first pieces of
Christian literature they see
won't be their lasti

You've joined a great army of Christian communicators when you
decided to tackle producing ministry publications with your com-
puter! Let me introduce you to some of the folks I've had the privi-
lege of working with as I've taught my seminars around the
country on desktop publishing (DTP) for ministry, for example:

¢ Church secretaries like Marti, Sally, and Gretchen who have a
computer and are working hard to produce the church bulletin,
newsletter, flyers and ads.

s Pastors like Robert who want to make the publications he
sends to his youth group readable and fun. He started out with
a newsletter, now he does calendars and flyers as well.

e Parachurch staff like Grace who wants to produce cost-effec-
tive donor letters and updates that inform and inspire.

* Lay people like Hugh, a volunteer with a church-related coun-
seling center, who wants to use his retirement time to produce
brochures explaining how the center can help hurting folks.

From teaching these and hundreds of folks around the country
from groups as varied as international ministries to tiny church-
es, I've observed the same struggles with this new technology.

You start out assigned to do the bulletin or newsletter and that’s
exciting, but it doesn’t take long until you realize you have so
much to learn about computers and publications. Nobody told you
when you got started you'd have to learn to be an editor, designer,
typesetter, layout artist and publication production manager.

But you do have to learn all these skills. I've seen all the folks I
mentioned grow in their skills and confidence with computers and
watched them produce desktop-published projects that surprised
them. I've seen computer-generated frustration turn to fun; confu-
sion turn to confidence. You will too.

More important though than learning these technology skills, as
you read this book remember at the core all of this really isn’t
about computers or desktop publishing. It’s about ministry.

Desktop publishing is a ministry-tool not just new technology. It
can be used to flesh out the words of Jesus Christ and the works
of His kingdom to our generation. The computer and DTP is sim-
ply the latest means we can use to tell the old and ever new story.

I commend you for your courage to try new things, for the pa-
tience to learn the skills required. It isn’t easy and it isn’t magic,
but the results are well worth the effort involved. Know that my
prayers are with you, for grace and peace, wisdom and courage as
you enter this new arena of ministry.

e












INTRODUCTION

What desktop publishing (DTP) can do for your ministry

“Wher technology . . . Is
introduced, new ways fo
express your work are
suddenly discovered and
your church's ministry Is
strengthened as a result.”
William R. Johnson

The Pastor and the
Personal Computer

If DTP is primarily a tool for ministry, how does it accomplish
ministry goals? A few of the ways are listed below. You'll discover
many of your own as you work with DTP.

DTP can satisfy people’s need for information.

The bulletin, newsletters, calendars and prayer letters are a ne-
cessity in the Information Age. People want to know what is going
on in a way that answers their questions and is easy to compre-
hend. This is one of the greatest benefits of DTP.

DTP can produce professional-looking pieces that
communicate to today’s audience.

Professional doesn’t mean expensive. DTP brings the tools of pub-
lication professionals: typesetting, the ability to put text in col-
umns, and to use charts and illustrations, into the hands of any
sized church or ministry.

DTP can be a cost-effective and time-saving way to
produce communication pieces.

Though the initial investment in time and money for DTP can be
considerable, it costs far less and takes much less time to produce
publications using DTP than it does with traditional publishing.

How this book can help you

If you're new at DTP or still
considerning it, read
through the entire book to
get a good overview of the
DTP process.

After you understand the
basic process, refer back
to individual chapters for
specific training in the
various areas.

The Internet and how this
book applies:

Though a later section
commenis directly about
going online, all of the DTP
and design principles you
learn in this publication will
help you create quality
publications for the internet.
The tools and communica-
tion principles are basically
the same.

This book will take you step by step through the entire desktop
publishing process and will give you the skills to make DTP a
successful tool in your ministry. In the book you'll learn:

® An overview of computer hardware and software. That you
don’t have to be a computer genius to create DTP projects.

¢ How to plan your DTP projects. How to evaluate your audience,
your communication goals, resources and time limitations.

® How to write for desktop publishing to effectively combine writ-
ten and visual communication. Tips to create powerful head-
lines, captions and body copy that will inform and inspire.

¢ All about type—how to select, use and adapt it to your commu-
nication needs.

¢ Ways to flesh out your basic message by integrating graphics
and photos into your publications.

® Specific guidelines for layouts of church and ministry logos,
atationery, bulletins, newsletters and many other communica-
tion pieces that you can copy and modify for your own projects.
You'll also see a gallery of what other folks have produced.

¢ Finally, tips on proofing, selecting the right paper, getting it
produced and managing DTP—for now and the future.
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About Effective Church Communications

Effective Church Communications is a ministry that provides training,

resources, and inspiration to help church communicators fully fulfill the

Great Commission. The hub of our ministry is the website:
www.effectivechurchcom.com. We define effective church communication as communication that helps people
come to know Jesus as Savior and grow to maturity as His disciples.

Our approach to church communications includes more than design and communication construction how-tos,
though we have lots of them. It includes foundational, biblical teaching related to communications, communication
leadership, and church communication teams. We constantly remind church communicators that we have been
entrusted with the words of eternal life and the eternal destinies of people depend on how well we communicate the
gospel of Jesus Christ.

Though we work hard to stay current with technology (our training is web-based and we tweet, podcast, and are
moderate tech junkies), we value and teach timeless communication skills and principles.

We believe churches of every size, from tiny house churches to mega-churches benefit from clear, effective
communication and we strongly emphasize that churches be who they are in their communications to their unique
congregation and the community they are called to reach rather than copy the latest mega-church or marketing trend.

We do not allow, encourage, link to, or promote, in any way, irreverent, profane language or snarky, cynical
approaches to church communication or in the discussion of it. We serve a holy God and we seek in all we do to walk
worthy and communicate a worthy message.

We strongly believe church communicators, from any size church, who use any software, with any skill level, can help
and encourage each other and can create in their churches, by their people all the communications in printand
online they need to create.

Though we encourage church communicators to pour their hearts, minds and souls into the hard work of
communicating the words of eternal life, we are constantly aware that our words will only accomplish eternal results
because of the blessing of them and His working through them, by our eternal God.

About Yvon Prehn

Yvon Prehn is the founder and director of the training site for church communicators,
www.effectivechurchcom.com.

She has worked in communication ministry for over 25 years. She was a free-lance newspaper reporter and religion
writer for the Colorado Springs SUN. Yvon was a top-rated, national trainer in desktop publishing for Padgett/
Thompson, the nation’s largest one-day seminar company when desktop publishing was first invented. She worked as
a communications consultant and trainer for many of the ministries headquartered in Colorado Springs and was
senior editor at both Compassion International and Young life International. For fourteen years she traveled full-time
all over North America teaching seminars on church communications.

Yvon has written for many of the major Christian magazines. Her most recent books include: Church Bulletins, how to
create and use them to touch and change lives, Church Connection Cards, and The Five Steps of Effective Church
Communications & Marketing, available at www.lulu.com/yvonprehn. Yvon writes extensively and creates the
majority of the teaching materials for www.effectivechurchcom.com.

Yvon has a master’s degree in Church History and has done additional extensive graduate work in theology and
communications. She has taught high school English and was an adjunct professor in church history at Regis
University.

Yvon and her husband Paul, a bi-vocational pastor, live in Ventura, California.
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el | inks to additional training materials from
,Yvon Prehn and Effective Church Communications

Digital versions and downloadable e-books are available from:
urch

This site has lots of free special edition ebooks. It also allows you to download books in
any ebook format. New ones are continuously added, so check back frequently. Please pass on this link to
church, mission, and other groups for the free downloads.

Yvon'’s digital books are also available from these major online and retail sources, just put “Yvon Prehn” into
their search function to find the books. These selections are added to frequently, so check back for new titles.

www.amazon.com: Kindle versions for download to the Kindle reader available here
ltunes online bookstore

Barnes and Noble online bookstore

Yvon Prehn’s books in paperback

A growing selection is available at http://www.amazon.com. Just enter “Yvon Prehn” in the search box to go
to her list of books.

The regular amazon pricing, shipping, free shipping offers apply.

If you would like to purchase books in bulk at a reduced price, or are interested commissioning a
Personalized Special Edition for a training event or conference, contact yvon@effectivechurchcom.com.

Yvon Prehn’s Church Communication Training CDs

The training CDs are an extraordinary resource for church communicators. They typically contain a
selection of training videos, PDF handouts, templates and ebooks on a topic related to church
communications. This is a continuously growing collection, so check back often for new titles.

Currently, CDs are only available through the Resource Store section of the Effective Church
Communciations website:
http://www.effectivechurchcom.com/resources/

Additional training

Effective Church Communications Training website: http://www.effectivechurchcom.com

The Effective Church Communications website has articles, many training videos, ready-to-print templates
and PDFs for church communicators. It has hundreds of entries that can do everything from equip a begin-
ning church communicator to challenging a senior staff member to be more effective in their church commu-
nications.

To stay connected, get notices of new materials and resources and to be challenged in
church communications:

Yvon Prehn’s blog; http://www.churchcommunicationsblog.com

Twitter: http://www.twitter.com/yvonprehn

Facebook: http://www.facebook.com/EffectiveChurchCommunications

YouTube videos: http://www.youtube.com/yvonprehn

LinkedIn: http://www.linkedin.com/in/yvonprehn
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