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Coaching Tips: Weekend Services Tools
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Summary:

Weekend Services Tools equip the Weekend Services Team to plan services around each theme. Also included in this category are handouts that are primarily delivered during the Weekend Services.

We have provided an ample number of tools to promote the campaign and plan the weekend services. Consider the selection of tools to be a menu, not a mold. 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.

Campaign Preparation Tools  

· Campaign Overview and FAQs. After your leadership vision meetings, this document may be distributed when you announce the campaign to your congregation. 

· Campaign Promotion:  We have also provided a selection of tools using a variety of media to communicate to your congregation about the upcoming campaign: an email or letter, pulpit announcements, a testimony, and a bulletin insert that is a letter from the pastor asking for commitment to the campaign.

Tools for the People
· Memory Verses: This document containing the six weekly memory verses could be helpful to those planning a Sunday school curriculum or other weekend services features that tie in with the memory verse. 

· My Story Response Form: This form should be inserted in the bulletin weekly, beginning with Week 2 of the campaign. This document is included as a customizable Word file on the campaign Resource CD.  This is an effective tool for finding out how God is working in lives through the campaign.

· Campaign Evaluation Form: During the last weekend of the campaign, you may wish to assess the affect of the campaign on the participants. This evaluation form may be distributed during Celebration Sunday and collected afterwards. Provide a space for people to include their name if they so desire.  

Weekend Services Planning Tools
· Campaign Themes – 8 Bulletin Announcements: This series of bulletin announcements helps the congregation anticipate the theme of the following week. See Hints for the Church Administrative Assistant below for helpful hints for inserting these announcements into your existing bulletin format.  

· Testimonies:  An optional idea that is included on the “Extra Weekend Services Resources” Menu is to use the guidelines and the sample testimony in Preparing a Testimony to coach people in preparing their testimony. You may want to contact some of the “My Story” respondents to invite them to give a testimony during a weekend service or during your Celebration Sunday. 

· Songs:  The Song Selection Guide is a week-by-week chart full of song ideas that communicate the theme of the week, along with information about obtaining the music for each song. Another useful tool is Worship Websites, an updated list of dozens of websites that give information on obtaining lyrics, chord charts and sheet music.  

· Power Point – 40 Days Backgrounds: We have provided PowerPoint backgrounds with the 40 Days of Community logo and color scheme so that you can use a different one each week as an optional background for your announcements or song lyrics during the campaign.
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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Next Week: 

We Worship Better Together
Your header could look like this:
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Next Week: 

We Worship Better Together
Or even this (note the bottom box doesn’t line up):
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Next Week: 

We Worship Better Together
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.

