
 
 

St. Michael's Ministry Leaders 
 

Do you know how to post some information to the video monitors in the Gathering Space? 

You are thinking about recruiting more members or new volunteers... 
So, how do you go about hosting a "Ministry Awareness" weekend? 

You want to sell tickets to your upcoming event and you need a table... 
Your group/organization wants pulpit announcements... 

 
Don't retire from your leadership position already, just find the answer to your question(s) 
below! 
 
Calendar Worksheets  
are mailed to your group/organization's leader/parish office contact in late spring...Use it to plan 
your activities for the upcoming program-year... 
Write down your events on the day that you would like each scheduled, including the time and a 
room preference. 
Don't forget to note your need for a table in the hallway to accommodate sign-ups, information 
distribution, and ticket sales! 
Return your calendar worksheet to Jan in the Parish Office as soon as possible...It will be recorded on 
the Parish's master calendar in the order in which it was received in the office. first-come, first 

served! 

Jan will notify you of any conflicts with other ministries or groups as soon as possible. 
Please notify the parish office if there are any changes to your scheduled event (beginning/ending 
time, cancelations) as soon as possible...Another group/organization may be on a waiting-list for this 
space. 
If you have any questions regarding scheduling/changing a scheduled event, please contact Jan at 
j.hallauer@comcast.net or 303.6990.6797. 
 
Point Of Contact 
It is important that each ministry, group or organization designate one individual to serve as a liaison 
with the Parish Office in respect to calendaring, set-ups, communications, etc.... Too many chiefs 

leave the Indians confused! 
 
Ministry Awareness Weekend 
Ministry Awareness Weekend highlights one of St. Michael's ministries, groups or organizations. 
The third weekend of each month can be scheduled for Ministry Awareness. 
The ministry or group will have bulletin announcements and video monitor slides prior to the 
"Awareness" weekend and pulpit announcements and a table adjacent to the Gathering Space on 
the "Ministry Awareness" weekend. 
A poster and easel may be used adjacent to your table. 
If you are interested in scheduling a "Ministry Awareness Weekend" for your Ministry or group, 
please contact Jan in the Parish Office, 303.690.6797 (or indicate this request on your calendar 
worksheet). 
 
By the way...It is true that one of the best ways to get people's attention is to feed them... 
Coffee, Milk & Donuts might "do the trick"! 
Contact Teri in the Parish Office for more information... 

 
 



Posters/Easels 
Because we wish to keep our Gathering Space uncluttered and welcoming, posters/easels 
designed to promote ministry area events are not allowed. 
If you have reserved a table for the distribution of information, or for ticket sales in the 
hallways, you are welcome to use a poster and easel adjacent to your table. 
You are encouraged to make use of one or all of the remaining advertising methods: bulletin 
announcements, pages and flyers, the video monitors, the parish web site and parish "APP". 
 

Bulletin Announcements 
Announcements must be submitted in writing to Brenda in the Parish Office, or to 
stmbulletin@comcast.net , 9 days prior to the publication date. (For example, if you want your 
announcement to appear in the bulletin on the weekend of November 8/9, it needs to be in the 
parish Office on or before October 31.) 
Please try to limit your submittal to 75 words, if possible...All announcements are subject to 
editing. 
Normal policy is that the same announcement cannot be published for more than two weeks. 
 

Bulletin Pages 
On the third weekend of each month, three pages inside the bulletin are reserved for the use of 
ministries, groups and organizations. 
The pages are available on a first-come, first -served basis...It is a good idea to reserve one of 
these pages through stmbulletin@comcast.net, and include your copy-ready (ready-to-print) 
page at least two weeks prior to the publication date. (For example, if you want your page to be 
included in the bulletin for the weekend of November 8/9, your reservation and page should be 
in the Parish Office on or before October 24.) 
 

Bulletin Inserts 
Must be scheduled through the Parish Office as much in advance as possible...A copy-ready 
insert needs to be received in the Parish Office at least two weeks in advance. 
The number of inserts that can be included in a weekend bulletin are limited, so make 
arrangements for your bulletin insert sooner rather than later. 
Normal policy is that an insert can appear for only one week, due to the high demand for 
bulletin flyers. 
 

Video Monitor 
Information must be received on the Monday prior to the weekend that you wish to have it 
appear on the screen. 
All copy is subject to editing. 
Normal policy is that the same slide cannot be published for more than two consecutive weeks. 
 

Website 
Information must be received four days prior to the date that you wish the information to be 
posted. 
 

Parish "APP" 

Information must be submitted to Brenda in the Parish Office no later than the Tuesday 
prior to the weekend that you wish your announcement to appear. Timeliness subject 



to outsourced provider. 
 
Pulpit Announcements (Please attached seating chart) 
This is an opportunity for parishioners who are active in Ministries/Groups to promote their 
work or upcoming event. 
No more than two announcements to promote the work or activity of Ministries/Groups can be 
made each weekend, and they must be made by a representative from the respective Ministry 
or Group. If the Ministry/Group representative is not present, the announcement will not be 
made. Priests/deacons will not make pulpit announcements for Ministries/Groups. 

If you want a pulpit announcement, you must have someone from your ministry give the 
actual announcement. You must send in a script with a list of people that will be doing the 
announcement and the times at which they will be doing them, no later than the 
Wednesday before the announcement is going to be made. We have attached a diagram of 
where to sit so the Priests know that you are there and are going to do the announcements. 
Please be sure that whoever is doing the announcement is sitting there after Communion or 
the announcement will not be made. You can email Germaine with the script and names at 
germaine-broussard@comcast.net. If you have any questions please call Germaine at 303.690.6797. 
Pulpit Announcements are scheduled through Jan or Gaby in the Parish Office on a first come, 

first served basis. 
If a Ministry/Group schedules a pulpit announcement and, in the end, does not plan to make an 
announcement, it needs to inform the Parish Office a week in advance, so that another 
Ministry/Group might be able to use the time. 
It is advised that a script be prepared, which will take no longer than 2 minutes to read. 
Please submit both a copy of your script and a list of presenters, so that the Presider will know 
whom to introduce. 
Ministry/Group announcements are limited to 2 consecutive weekends per event or activity. 
 

And, There's a Way for St. Michael's Parishioners 

to Learn About Your Ministry/Group 
on the Parish Website! 

 

"Volunteer News & Needs" 
This page can be found by "clicking" on Volunteer News and Needs, in the upper right-hand 
corner of St. Michael's website homepage (www.stmichael-aurora.org/). 
Volunteer needs are outlined for Ministries and Groups seeking additional members, and a 
"Volunteer of the Month" is also featured. 
By "clicking" on the Ministries tab, found on the Parish website's homepage, a description of the 
activity of your Ministry/Group can be found by locating its name on the left-hand side under its 
respective "umbrella" group. (For example, the Bridge Club and be found by "clicking" on the 
Community Social Life Ministries.) 
"Point of Contact" representatives are noted in each Ministry/Group description...Be sure that it 
is always up-to-date! Locate Ministry Leaders on the left-hand side of the Ministries homepage 
(between Volunteer Opportunities and Our Ministries). You can click on this tab at any time to 
update your Group's "Point of Contact" information. 
 

Parish Leadership Newsletter 
This is published every month in the weekend bulletin. 



As Ministry leaders, you are invited to provide information after your meetings or events to your 
"umbrella" group's Pastoral Council representative, who will take these updates to the monthly 
meeting of the Pastoral Council...Your information will, then, be published in the Leadership 

Newsletter. 
Prior to the Pastoral Council meeting (1st Thursday of the month), you and your Council 
representative should be in contact. 
 
For Pulpit Announcements: 
After Communion, please sit in the circled seats shown below. 


