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Summary:

Tools to create and promote the Ministry Fair which connects willing volunteers with church ministries and outreaches in a job fair setting. These tools use the theme, “Take Action”, but your church may adapt these materials to any theme you choose. 
Coaching Tips:

We have provided tools to promote and plan the Ministry Fair. You may choose the tools that apply to your church and work in your scenario, and change or eliminate tools that are not suitable or necessary.

Ministry Fair Promotional Tools: The CD and the website contain tools to promote your Ministry Fair, including pulpit announcements, bulletin announcements and a poster.  
Booth Guidelines: This half-page handout may be given to ministries that you invite to participate in the fair, to give them ideas as to how to prepare. 

Ministry Fair Brochure: This tri-fold brochure provides information about the ministries featured in the fair, and gives a map of their locations.
Ministry Commitment Card: the Ministry Commitment Card collects data about the person’s time, talent and experience so that the ministry leader can slot the volunteer into the type of opportunity they are best suited for. 

Ministry Fair Handouts: Each ministry in the fair needs to prepare a handout to give to interested volunteers to explain the ministry and invite people to an orientation meeting. A Handout Template is provided. 

Ministry Fair Follow-Up Letter: The most crucial element to having a successful fair is the follow-up.  A sample follow-up letter is included.

Hints for the Church Administrative Assistant:   

FONTS:  In order to preserve the layouts and create universal documents that could be read by most types of computers, all of the Word documents on the Campaign Resource CD use only Arial or Times Roman fonts. So, please! Have fun and change the fonts to reflect the look you desire.  

HEADERS:  The 40 Days of Community headers on many documents are in color. If you are printing in one color, we suggest you select the “grey scale” option from your print dialogue box.  For PC users, in the print dialogue box click on “Properties”, then click on the “Color” tab, then check the box next to “Grey Scale”.

If you need to change the margin or the size of any of the 40 Days of Community headers or logos, here is a common problem that occurs.  Instead of looking like this:
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Your header could look like this:
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Or even this (note the bottom box doesn’t line up):
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If this happens, you can change the size of the logo (top box) when you:

· Click on the logo, then drag the corner squares until the box is the correct size

· In order to fine-tune the size of the logo, hold down the Control key while dragging

You can change the size of the text box (lower box) when you:

· Click on the text box, then go to the margin bar and drag the left or right indent arrows

· In order to fine-tune the placement of the indent arrows, hold down the Alt key while dragging

HERE’S A CLUE: Try working with the logo in the actual size it will be on paper.  Sometimes these boxes don’t line up when they are on your screen, but they do line up when they are printed. If a logo is being particularly ornery, try boosting your zoom to 150%. It is easier to line up a large-sized logo than a tiny one. Don’t worry if it appears out of alignment when you return to 100% or 75% zoom. It should print out correctly.

