WPC Sign Guidelines for Use

As Defined by the Webster Presbyterian Church

2010 Communications Team 
I.  The WPC electronic sign is capable of displaying computer generated information.  The “SIGN” computer will be stationed in the Music/Robe room in the Sanctuary building and the computer/printer will be available for use by the Music Director as needed. The SIGN software will be password protected and available only to those determined to be users by the Communications Team (COM). 
II.  The COM will define appropriate information to be displayed based on input from the Session committee elders and pastors.  The COM will consider input on desired backgrounds and wording. Information may be given as far in advance as desired up to one year.    Any information can be changed at any time with written notice.  With some exception, such as VBS and Youth Musical and other ticket selling events, most announcements will be shown for a maximum of 2 weeks.  Sunday church services and CE times will be constant unless additional worship/school information is needed for special events. This information should be transmitted to the COM via an e-mail at sign@websterpresby.org  .
III. The following information should be sent and will be appropriately formatted by the COM : 
· Event Name

· Date

· Time
· Invited: i.e., Youth, Children ( include ages if necessary) Adults/ or everyone/ or this may be left blank
· If tickets are being sold/reservations taken, the date this will start/end

IV. What may also be considered additional information for the sign:

Special events such as, but not limited to: 
January,

AARP Tax Training 
February

Valentine’s Dinner/Dance

Ladies Table Top 

Ash Wednesday Service

March

Lenten services and luncheons

Children’s Musical (for whichever month it is in)

April

Holy Week services and other special Easter events
May

VBS sign up

Youth Musical 

Graduates honored

Confirmation Sunday

June

VBS theme
Change in worship times if applicable
July

Lunar Communion Service

August

Back to school bash

Change in worship times if applicable
September

Rally Day

October

November

Hanging of the Greens 
Thanksgiving Feast

December

All special programs and Sunday services
Christmas Eve services

V. Multiple messages can rotate every twenty seconds with graphics allowed with consideration for appropriate characteristics. The display will be programmed in such a manner as to change without flashing.
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