Communications

Chronicle Description And Procedures
Articles and information are due by the 20th of the month or by the date stated on the back of the previous Chronicle. You may fax or e-mail the Chronicle editor at Chronicle@stlukeshr.com or bring your article to the church and put it in the file cabinet (under Chronicle) located in the foyer by the new office. 

Please use this publication for announcing activities as well as follow up after the event is over. Use it to educate the congregation about what you’re doing and your goals.                                                                                                                                             

Bulletin Announcement Procedures
Announcements may be put into the Sunday bulletin. These must be in the office by 3:00pm on Tuesdays. You may fax at (303-470-5615) or e-mail them at Office@stlukeshr.com, drop them off in the office Monday through Friday from 8:00-4:30 or put them in the file cabinet (in the Church Secretary folder) just outside the office. 

If you would like to have a separate insert, please copy it and bring to the Church Secretary for distribution at our Information Centers. 

Pulpit Announcement Procedures
Please let one of the office staff or Pastors that you would like to make an announcement so that they may allow time during services.  Please put the announcement in writing if you would like one of the Pastors to announce it personally and put it in their box outside of their office.  There is no guarantee that one of the Pastors can make the announcement, so it is better to have one of your group make the announcement.

Target Mailing Lists
Targeted mailing lists and labels are available through the office staff.  All requests must be in accordance with the St. Luke’s UMC Confidentiality Policy. 

If your group would like to do a targeted mailing to a specific group from our database, call the Office Secretary for assistance. To save money, you may do a bulk mailing as St. Luke’s does have a bulk permit.  Contact the Office Secretary to be directed to the appropriate person to set up a bulk mailing.
Message On The Video Screen
To have your announcement put on the video screen at the front of the church, e-mail it to Powerpoint@stlukeshr.com.  It must be received before the Thursday prior to that Sunday.  There are many options available for announcements.  Coordination for special announcements can be done with the Worship Team or the PowerPoint Team.

St. Luke’s Website
To have an article or announcement placed on the website, contact the webmasters at Webmaster@stlukeshr.com.
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