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4 tips for writing better church announcements

Getting the word out about your church’s ministry events, opportunities, and resources is easier 
than ever. In addition to the traditional bulletin, church communicators have access to a vast 
platform of free or inexpensive communication channels: email marketing, website, social media, 
apps, mass text solutions, digital signage, etc. 

Access to all of those communication channels makes writing church announcements an 
even more vital function than ever before—regardless of the size or worship style of your 
church. Copywriting for church communication is the essential backbone that ties all the 
communication platforms cohesively together. 

To help you leverage your opportunities, here are four tips to writing better church 
announcements:

Tip 1: Write Briefly
To master the art of writing briefly, two tendencies need to be tamed:

• Ministry leaders tend to include too much detail in each announcement. Because they 
care so much, they want to make sure their audience is fully informed. 

• Writers/wordsmiths tend to try to make announcements sound as exciting as possible by 
embellishing them with as many adjectives and adverbs as we can. 

I did both. 

The copy caused by the combination of these two tendencies is usually difficult to read, 
uninteresting, churchy dribble. Here’s an example:

If you are married or planning to get married, the Renewed Marriage Seminar is for you 
and your spouse or fiance. Join our senior pastor and his wife, John and Jane Smith, for 
this incredible time of renewal and refreshing in your marriage. Having been married 20 
years, they will be teaching marriage principles from the Bible as well as from their own 
experiences. The registration fee is $35, which includes study materials, lunch, and snacks. 
Childcare will be provided. The seminar is on March 9 from 10 a.m. to 2 p.m. The seminar 
will be in the Fellowship Hall. Lunch and refreshments will be served in the atrium. 
Register at the table in the atrium after the service or call Dorothy at the church office.

In the mix of  other wordy announcements in the bulletin, it all becomes noise that collectively 
screams, “Ignore me!” 

Here’s an example of a better (and briefer) way:

Renewed Marriage Seminar // Saturday, March 9, 10 a.m. to 2 p.m. // Fellowship Hall // 
Pastor John and Jane Smith are leading the seminar. You can register for $35 (includes 
materials, lunch, and childcare) in the atrium or at marriage.church.org.



Tip 2: Write Clearly
Getting too much information for church announcements is problematic. So is getting not enough 
information. Often, we don’t receive the information we actually need to provide our audience. 
Navigating between having too much or not enough to say is a time-consuming and energy-
draining weekly task. 

I am not a gifted writer. It takes me longer than most people to organize thoughts into words. 
Considering the volume of announcements and how much energy and time it takes to manage 
and write them, I developed a basic format/template that not only simplified the process, but also 
has made our announcements significantly more succinct, clear, and meaningful. 

Let’s look again at the previous example:

Renewed Marriage Seminar // Saturday, March 9, 10 a.m. to 2 p.m. // Fellowship Hall // 
Pastor John and Jane Smith are leading the seminar. You can register for $35 (includes 
materials, lunch, and childcare) in the atrium or at marriage.church.org.

This format drives clarity by:

 � Placing the what, when, and where upfront. This makes it easy for people to find key 
information they need to know, as opposed to making them search through multiple 
sentences to figure out the basic information about an event.

 � Serving as a guide for what information is needed. The format streamlined the 
communication process between the church communicator and the announcement 
requester. 

 � Putting the day of the week before the date. It’s easier for people to make scheduling 
decisions when they know on what day of the week an event is happening.

 � Clearly stating the call to action. The main purpose of announcements is to get someone 
to respond, so this is a must.

 � Shaving off significant time in writing copy.

Tip 3: Write Accurately
Behind each announcement are highly valuable opportunities for your congregation to experience 
God’s life-changing power. The impact of what we write can literally be eternal. The perception 
of power and value of even the most eloquently written copy is diminished when mistakes 
like misspelled words, grammatical errors, or inaccurate information are made. Even worse, if  
mistakes are made chronically, the credibility of your church is eroded. 

Having a proofing team and incorporating them into the announcement writing process is the 
best way to increase the accuracy of announcements. 

Here are three things to consider when building a proofing team:

 � Recruit the right people. Start with the admins or church staff members who have a good 
command of English and have patience for detail. Additionally, proofing is an easy way 



for people to get involved in your church. Teachers, professors, journalists, bloggers, and 
college students majoring in English are good potential candidates to recruit. 

 � Establish clear responsibilities. The writing process involves both subjective (style) and 
objective (precision) elements. The proofing team’s job is to support the objective aspect 
of writing. A checklist of what they need to proof establishes clear expectations and 
minimizes the amount of time they need to put in. In addition to spelling and grammar, 
proofers should watch for accuracy in links, URLs, dates, times, locations, calls-to-action, 
etc. 

 � Develop a healthy proofing schedule. The proofing process tends to be less effective 
when done in a rush.  Determine how much time your proofing team needs to turn 
around their edits. With their needs in mind, create a weekly schedule for when copy 
needs to be received, composed, and sent. 

Tip 4: Write Consistently
Writing is an art. There are a lot of ways an event, opportunity, or resource can be written about. 
There are also a lot of preferential decisions that can be made in the art of writing. For example, 
there are a myriad ways to write dates: 1.15.2018, 1/15/18, January 15, 2018, Jan. 15, 2018, etc. 

Consistency in writing conventions across different channels projects a higher quality level and 
also makes the user experience less disorienting.

Here are two ways to help maintain consistency in your announcement writing:

 � Develop a writing conventions guide for your church. In addition to a design style 
guide, an often-neglected part of standardizing a church’s brand design is developing 
a guide for preferred writing conventions. A reference of how you want things written 
is extremely helpful: date, time, abbreviation rules, paragraph formatting, a glossary of 
proper nouns like ministry names, location names, program names in your church, etc. 

 � Create a reusable language reference document. Most of the announcements you 
promote will be promoted again. Water baptisms, child dedications, and prayer meetings 
are just a few examples of events you will promote again and again as long as the church 
exists. Having a source where approved, reusable copy for promotion is available is a huge 
timesaver for writing and coordination between departments. 

These four tips are some of the simplest free solutions I implemented with optimal pay off. 
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