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Communication Request Form 
 
Please complete this form in its entirety and return it to info@trinitypcola.org . You can also fill it out and drop it at 
the Church Office at any time. If you have questions, please contact the church office at 850-432-3505. 
The Communication Team is here to help you get the word out about your ministry event and or communication needs! 
We work with events that are open to new participants and target at least 75% of our membership or a public audience. 
All communication decisions are made based on the church’s mission and core values and the purpose, target audience, 
timeframe, and detail of the requested event. 
*Please note that until your request is submitted in its entirety (dates, contact information, written material, etc.) we 
cannot lock in a deadline. We need to have all information before we can guarantee a completion date. This request 
form and process is not necessary for events/program internal to your Group.  

 

COMMUNICATION TIMELINE 
Event Date (Date of actual event): 

First Communication/Run Date (minimum of 4 weeks prior to event date): 

Print/Email Request Deadline (minimum of 3 weeks prior to event date): 

Video/Graphics Request Deadline (minimum of 4 weeks prior to event date): 

 

EVENT DETAILS 

Event Name:  Event 
Location: 

 

Ministry 
Team:  

 Target 
Audience (i.e. 
Trinity 
Members only 
or open to 
public): 

 

Attendance 
Goal:  

 Budget for 
Event:   

 

Event Leader 
Name: 

 Leader Email:  

Leader Phone:  Event Start 
Time: 

 
(AM/PM) 

Event End 
Time: 

 
(AM/PM) 

Full Written 
Description of 
Event and 
Design Ideas 
(if any): 
 
*Use Separate 
Paper If needed 

 
 
 
 
 
 
 
 
 
 
 
 
 

OFFICE USE ONLY 

Date Request Received:      Date Approved:  

Assigned To:  Date Assigned:  
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Communication Types Requested:  
Place an ‘x’ next to every item you wish to include 
 
___ General Media (i.e., Thursday newsletter, social media, Narthex monitor, etc.). Timeframe: At least 2 WEEKS in 
advance of event date is needed  
 
___ Broadcast (i.e., Trinity website content, electronic sign, Minute for Mission, etc.). Timeframe: At least 4 WEEKS in 
advance of event date is needed  
 
___ In-House Printing (i.e., Posters, registration forms, flyers, pew cards, etc.) Timeframe: At least 4 WEEKS in advance 
of event date is needed  
 ____ Quantity of each item requested  
 
___Professional Printing (i.e., Banners, Signs, post cards/mailers, etc.) Timeframe: At least 4 WEEKS in advance of event 
date is needed  
 ____ Quantity of each item requested 
 
___ MyTrinity Training (i.e., Profile updates, adding events, groups/attendance, etc.) Timeframe: At least 2 WEEKS in 
advance of event date is needed  

 

What You Can Expect from the Communications Team 
• Within 5 Business days of receiving the request, initial follow-up with deadline commitment and request for any 

further information. 

• Publishing of the communication will take place at regular intervals determined by the Communication Team for 
each media type. The event leaders can and should invite people verbally and via MyTrinity as much as possible 
to also promote the event. For Facebook Public Announcements and Events, it’s very important to have your 
entire team RSVP, Post, Share, Invite, Like and Comment on all materials posted. Non-Public events will be kept 
to closed groups. 

• Any printed materials will have a draft/approval process beginning at least one week out from communication 
date. You will be notified via email when printed materials are available for pick-up. 


