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Assumptions:

· The appropriate software is available. (Microsoft Publisher and WORDsearch Bible Software)

· User has proficient abilities with Microsoft Publisher and WORDsearch. 

· The user has adequate knowledge of the printer being used.

· The series specific graphics are available and have already been added to each element of the program. 
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I.   Creating the Program


A. 
Message Notes

1.     Receive final message notes from teaching team on Tuesday. 

2.    Check the accuracy of the verses using WORDsearch or another Bible 
       software. 
3.    Email any changes or suggestions to the appropriate pastor.

4.    Cut and paste verses from the message notes (in Microsoft Word) into  

       Microsoft Publisher message notes document. The dimensions of the  

       document should be set to 8.5” x 5.5”. 

5.    After pasting verses, change the font style to match the font used in  

       the series and change font size to fit the document.

6.    Change the title of the message, name of teaching pastor, and the date  

        in the heading. 

7.    Change the weekly memory verse in the “Memory Verse” box and  

       change the placement of the box in the outline if necessary. 

8.    Change the Next Steps on the back page to be consistent with the     

       Next Steps listed in the message notes received from the Teaching  

       Team.



9.    Edit verses and outline.




a.     Edit grammar and content. 
b.     Edit layout and design.

i.     Fonts should be consistent with fonts used in the series. 
ii.   Complete points should fit on the same page. For  

                  example, avoid splitting point 2 between the front and   

                  back page. 





iii.  Check margins to make sure that when holes are 
                                                      punched on text will be effected. 

B.   Program Folder



1.    Obtain program folder from the previous week.
2.    Change the cover. Change the message title and date. 
3.    Make changes to the Important Info page.

a.    Change the Important Info listing of important upcoming 
       events, classes, baptisms, and play groups.

i.    Evaluate listings from the previous week to determine 
      what listings can remain. 

ii.   Compile new listings from events on the website and in   

     “This Week at The Journey.” 
iii.  Add any additional listing requests from staff.   

     (Additional listing requests need to be received on 
     Tuesday.)




iv.  Approve each listing with the teaching team. 
v.  Prioritize the listings in order of importance. Listings 
     related to the Sunday service, Growth Groups, 
     Membership, and Baptism take priority. 

b.   Change the listing of Upcoming Dates.

i.   Evaluate dates from the previous week. What events can  

     remain and what needs to be removed.

ii.  Add new dates from Important Info, the website, and    

    “This Week @ The Journey.”
c.   Change the listing of Upcoming messages.

i.   Delete the messages that have already occurred.


ii.  Add any new messages to the bottom of the list.

     Note: It is good to have a list of the next 3-4 Sundays.

4.   Make changes to the promotion on page 3 of the program.

a.   Evaluate if the advertisement from the previous week should 
      remain for another week. 

b.   Decide upon a(n) event/s to promote on this page.

i.   Items related to the Sunday Service, Membership class,   

     Baptism, 
ii.  Ask the teaching team what events need to be promoted 
     in relation to Sunday’s message.




c.   Create a new promotion for the event(s). (One or two key 
      events should be highlighted on this page.)

5.   Make changes to the back cover of the program. 

a.   Edit the welcome message.

b.   Edit the listing of staff email addresses and positions to make 
      sure all information is up to date.

c.   Edit service information and contact information to ensure that 
      all information is accurate. 


C.   Creating the Connection Card.



1.   Obtain a copy of the Connection Card from the prior week.  

2.   Make changes to the front of the Connection Card. 

a.   Change the date in the upper right hand corner.

b.   Edit other information to ensure that the appropriate   

      information is gathered. 

3.   Make changes to the back of the connection card.

a.   Change the left hand Next Steps to the Next Steps written in 
      the message notes received from the teaching team.

b.   Edit the Next Steps on the right hand side to ensure that no   

      changes need to be made. 

c.   Add or remove any additional sign up boxes used to track 
      interest in upcoming events. For example, a box to track 
      interest in SE Saturday, or a space to sign up for Growth 
      Groups.   

D.   Including inserts


1.   Evaluate inserts that were included the previous week to determine if 
                  they should be included again.


2.   Contact Teaching Team to determine any new inserts that may need to 
                   be added.

3.   Evaluate the priority and importance of each insert included.

a.   Is the insert directly related to the Sunday Service, Growth  

     Groups, Membership Class or Baptism?

b.   Are both the front and back side of each insert used?

c.   Are there 2-3 inserts in the program?

d.   Have the inserts been approved by the teaching team?

II.   Editing the Program


A.   Edit each element of the program for grammar, misinformation, design and 
       layout. 

B.   Email the edited program to the Teaching Team and any additional editors by 
       end of the day on Tuesday. 

C.   The editors will edit for grammatical errors, misinformation, flaws in design 
                   and layout and the proper inclusion of upcoming events. 

D.   Editors will return suggestions and edits on Wednesday in time for printing. 


E.   Upon receiving final copy, save each document in place of its original copy.

F.   Make any additional changes as requested by the Teaching Team.

III. Printing the Program


A.   Printing of the program begins on Wednesday afternoon and should be 
       complete by Thursday at noon. 
B.   Before printing, take one last look over each document to check for typos or     

      misinformation.  
C.   Determine the number of programs that are necessary for the upcoming 
       Sunday service. 

D.   Print the program folder.

1.   Print a test copy of the program folder and check margins.

2.   Print the program folder front to back on white paper. 
E.   Print the message notes insert. 

1.   Print a test copy of the message notes and check margins. Ensure that   

      once holes are punched no information will be lost. 

2.   Print the message notes front to back on white paper with two copies 
      to each sheet. 
F.   Print the Connection Card.

1.   Print a test copy of the program folder and check margins. 

2.   Print the connection cards on front to back on white cover stock with 3 
      copies to a sheet.  
G.   Print any inserts. 
1.   Print a test copy of the inserts and check margins.

2.   Print inserts front to back on white paper with two copies to a sheet. 
IV.   Assembling the Program


A.   Recruit a volunteer team to assist with Program Assembly each week.

B.   Prepare a list of items that need to be included in the program.
C.   Make sure that any other print items such as series postcards and offering 
      envelopes are available. 

D.   Prepare each element of the program for assembly.

1.   Fold program folders in half.

2.   Cut message notes in half and punch 3 holes on the left hand side of   

      the notes. 

3.   Cut the Connection Cards into 3 pieces.

4.   Cut any program inserts in half.

E.   Assemble the programs. Each of the following items should be included in the 
      program folder in the following order:

· Connection Card
· Message notes

· Inserts

· Offering envelopes

F.   Once assembly is complete, divide the programs amongst the services and 
      place in the program tubs. 
G.   Program tubs are loaded to be taken to the services on Thursday evening.

V.   Disassembling the program


A.   On Monday or Tuesday following Sunday, disassemble programs.

1.   Throw away any dated materials such as connection cards, message 
      notes, and program folders.
2.   Save offering envelopes, series postcards, and any other reusable items 
      and store them in the appropriate place. 
VI.   Appendix

A.   Weekly Program Schedule

B.   Elements of the Program

C.   Program folder sample

D.   Message Notes
E.    Connection Card
F.    Insert Samples

A. Weekly Schedule of Program Process
Monday:

· Disassemble program from Sunday.

Tuesday:

· Receive message notes from teaching team.

· Edit verses using WORDsearch.

· Create message notes insert.

· Create Connection Card

· Receive requests for inclusion of events in Important Info. 

· Create program folder.

· Receive requests for inserts to be created.

· Email each element to teaching pastors and other editors to begin editing process.

Wednesday:

· Receive final copies from teaching pastors and editors.

· Make any necessary final changes.

· Begin printing programs on Wednesday afternoon.

Thursday: 

· Prepare list of items to be included in the program.

· Prepare each element for assembly.

· Program assembly volunteer team assembles the programs.

· Programs are divided amongst tubs and loaded in the van for Sunday. 
B. Program 

Cover
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C. Message notes

Front
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Nelson Searcy
nelson@nyjourney.com

QOctober 31, 2004
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“Frons the very boginning God decided that thoss who cams to Hi - and He fenew who
wonld - should becoms liks His Son.” — Romans 8:29

“God wants us o grow up ... liks Christ in everything” - Ephesians 4:15

MY 3RD PURPOSE IN LIFE IS TO

“In all things God works for the good of thow who love Hing
who have been called awcording to His purpose.” - Romans 8:28

THREE UNEXPECTED TOOLS

1. GoD USES TO TEACH US TO

troubles produce patience. And patience produces character,
and character produces hope.” - Romans 5:3-4

“They came 10 a garden called Gethssmane and Josus said to His disciphes, ‘Sit bers while
Ipray.’ .. Distross and anguish cam over Him, and He said, “The sorrow in My beort
is 50 great that it almost crushes Me.”- Mark 14:32-34

“Flather;” He caid, “everything is possible for you. Plaase take this cup of suffring away
Sfrom Me, Yet I mant your wil] not minel” - Mark 14:36

+ Keepa

“ At the Lord's direction, Moses kespt a written record of their progress.”
- Numbers 33:2

® Remember the

“Our lght and momentary troubles are achisving for us an etemmal glory
that for outweighs thew all"- 2 Corinthians 417




Back

[image: image4.jpg]2. GOD USES TO TEACH US TO

“Then Jesus was led by the Spirit into the desort 10 b tempted by the devil”
- Matthew 41

Gt ont of hers, Saton’ Josus told i, The Soripturss say, Worship onby the Lord
God Okey ondy Him” - Matthew 410

o Get

“Clearly, all of you who were baptied in Christ's name have slothod yonrselves with
Christ” - Galatians 327

o Keepfocusedon

“Flox your thonghts on what is trus and good and right” - Philippians 48a

3. GOD USES TO TEACH US TO

“Peapls passing by shook their heads and buriled insults at Jesus ... and e elders mads fun
of Himn... Biven the bandits who had beon oreified with Him insulted Hins in the same
way” - Matthews 27:39-44

“Jesus said, Father, forgive thess popls, hecanss they don't fenow what they are doing,”
" Luke 23:34

o Remember God has .
“Flrgive others,just as God forgave you bosanse of Christ.” - Bphesians 4:32

* Remember God is :

“You meant 1o hurt e, but God tumed-your evil into good 1o save the lives of many peo-
ik, which is heing dome.” - Genesis 50:20

“We go through escactly what Christ goss throngh. If we go throngh the hard times with
Hing, then we're certainly going o go throngh the good times with Him.” - Romans 817

“Your attitnds shonld be the sams as that of Christ Jesus” - Philippians 2:5

/-y nzk/.wé/ Fothy i
O Memorize Romans 8:29.
O Experiment with keeping a spiritual journal for the next 7 days.

O Offer forgiveness to just as God forgives me.

O Be baptized on Sunday, November 21 at 1:30 pm.





D. Connection Card

Front
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Dr. / Me. / Mrs. / Miss / Ms. Sunday, October 31

Name:

[ Change in contact information

Email (please print):

Iama: [J Isttime guest [ 2ndtime guest [JRegular Attender [] Member [0 under 20 [J 20s [130s []40s

Address

Your Age Group:

O50s 0 60s [70s and up

City

Apt.

S i Birthday: (m/d)

Best Contact Phone (.

Occupation

Tama: O professional [ artist [ student

If 1st or 2nd time guest, how did you hear about The Journey?

(Flyer, newspaper, postcard, name of person who invited you)

Place this card in the offering when it is given or hand it in at the Resource Table as you leave.




Back

[image: image6.jpg]MY NEXT STEP TODAY IS:

O Memorize Romans 8:29.

O Experiment with keeping a spiritual journal for the next 7 days.

O Offer forgiveness to justas God forgives me.

[ Be baptized on Sunday, November 21 at 1:30 pm.

I'M INTERESTED IN:

O Beginning a relationship with Jesus.
O Information on Growth Groups.

O Information on baptism.

O Information on church membership.

O Helping The Journey as needed.

O Send me information about Membership Class on Sunday, November 7

Comments, Prayer Requests:

Place this card in the offering when it is given or hand itin at the Resource Table as you leave.





V. Program Inserts

Growth Group flyer
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FALL 2004 GROWTH GROUPS

4O DAYS OF
PURPOSE

LFE N NEW §ore CAN BE HARD ESBECIALLY F YOU
FRYE TO GO IT AlL ALONE

So, why rot find communty through a growth groud Growth
Groups are The Jourrey's small groups of 812 people that meet
together each week in a convenient  Manhattan location in order to

grow, learn, have fun, and bulld healthy new relationships

WHAT ON EARTH AM | HERE FOR?

This Fall dll of our Growth Groups will all be studying the bock "The
Purpose Driven Life" Have you ever wondered, "What on earth am |
here for?" If so, then you will definitely want to check out cne of our

40 Days Growth Groups

GROWTH CROUP SIGN-UPS BEGIN NEXT WEEK...
AND WE WANT YOU TO GET CONNECTED.

S\gﬂ up begmnmg next Sundoy at one O{ our Sundoy services or

orline @ wwwnyourneycomlgg Emal kerrickenyjourney com

with any questions




Baptism Flyer

[image: image8.jpg]



Membership Class flyer

[image: image9.jpg]‘Are you ready to take the next step in

~your-spiritualjourney?If you've been——
attending The Journey for more than
2 months, then maybe its time to

The Journey Mission Center located at
517 W. 35th St. (b/t 10th & | Ith Ave.).
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