
A PDF set of the  forms demonstrated in the Video 
Church Communication Forms 

 
You may copy and use these as much as you want. 

 
If you would like editable MS Publisher versions of 

the forms they are available at 
www.effectivechurchcom.com in the  

RESOURCE section. 
 

www.effectivechurchcom.com 



Design, graphics, 
text ideas 

Church Communication Project Planning Sheet 

Project name: 

Date needed: 

Production considerations: 

Budget: 

Purpose: 
Why are we doing this? 

Goal: 
What do we want to accomplish with it? 
 

Audience: 
Who are they? 

Where are they: 
Physically? 

Emotionally? 

Spiritually? 

Our identity: 
Overall? 

In this piece? 





Ministry or event to be advertised:         Date of event:      Number of responses to consider event successful: 
 
How do we want people to respond?  Work backwards from the final response. What steps do people need to take to get there? What information or actions are needed? In what form? From who? 
        
Specific actions we want them to take:       By When?              
 

 

Church Communication Strategy Sheet 

What is needed to make this happen?     
In communications, print, web, multimedia?                      

People involved: permissions needed,  
actions to take, who needs to be informed. 

Who is  responsible to 
get it done? 



Ministry or event to be advertised:         Date of event:      Number of responses to consider event successful: 
 
How do we want people to respond?  Work backwards from the final response. What steps do people need to take to get there? What information or actions are needed? In what form? From who? 
        
Specific actions we want them to take:       By When?              
 

 

Church Communication Strategy Sheet 

What is needed to make this happen?     
In communications, print, web, multimedia?                      

People involved: permissions needed,  
actions to take, who needs to be informed. 

Who is  responsible to 
get it done? 

 
1. Decide what jobs are needed for success-
ful VBS, how many for each job 
 
2. Write job descriptions, requirements, 
training offered, commitments asked. 
 
3. Decide which jobs need child interaction 
screening 
 
4. Put all job descriptions and other info 
into: 
—a bulletin announcement 
—on website 
—into a brochure 
—into flyers for display on Patio sign up 
table. 
 
5. Applications prepared for sign-ups 
 
6. Table in Patio for signups reserved, re-
cruit people to staff it, confirm with them. 
 
7. Advertise with video in church service 
 
8. Follow up with people who sign up at 

patio table 
 
9. Train confirmed helpers for VBS 

Helpers needed for Vacation Bible School (VBS) 



Church Communication & Marketing Effectiveness Evaluation

Bulletin
AnnouncementEvent Website

Bulletin
Insert NewsletterDoorhangerInvite Card Postcard PowerPoint AttendanceEmail



Church Communication People Response Analysis  

Event  Total  
attendance 

Regular  
attendees 

Communication at 
event 

Follow-up  
material sent 

Final  Analysis—Did we accomplish our goals?  

60-day Results 

New to the 
Church Observations about attendance Event Response 



Event:

Date & Location:

Summary of attendance:

Communication & Marketing Evaluation
Successes to repeat:

Changes, modifications:

Overall comments:




