
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Ministry & Auxiliary 

Information and 
Events Kit 2016 

“Write the vision; make it plain on tablets, so he may run who reads it.” 

(Habakkuk 2:2, ESV) 



Dear Ministry/Auxiliary Leader: 
 
 
With more than 30 ministries, auxiliaries, groups and committees at MTCLC, the Communications and 
Media Team must plan and schedule its functions in a manner which will allow its small team and 
limited resources to most effectively and efficiently provide the services which each MTCLC ministry, 
auxiliary, group and committee will need during the entire course of each year. 
 
For this reason, this Campaigns Kit was created. Your completion of this packet for each event which 
you plan for the MTCLC ministry, auxiliary, group or committee through which you serve will help the 
Communications and Media Team to more efficiently and effectively serve every unit and need of 
MTCLC. 
 
While this Campaigns Kit is very detailed it will help us to ensure that all the tools and resources 
needed to plan, develop and implement your group’s communications and media needs in advance--- 
and make ministry work less stressful for everyone! 
 
So, if your ministry or auxiliary will have 3 events (for example), then you should complete 3 of these 
kits. You will be generating a Campaigns Kit for each event--- this kit will be a resource and guide to 
help each person involved in the event (including the Communications and Media Team) to know 
exactly what must be done and when it must be done to add to the success of your ministry and 
auxiliary work. 
 
Another benefit of this Campaigns Kit is that it contains MTCLC’s profile information which will serve 
as a guide to ensure that as you plan your campaigns for the year, they will contribute to MTCLC’s 
overall vision, mission, objectives and goals. So, please, “Write the vision; make it plain on tablets, so 
he may run who reads it (Habakkuk 2:2, ESV).” 
 
If you have any questions, or need help completing this Campaigns Kit, then please do not hesitate to 
contact me, or another designated member of the Communications and Media Team, or the Church 
Secretary. 
 
Pastor Arbie and the MTCLC Family looks forward to a year filled with great successes as we continue 
to facilitate the spread of God’s Word both inside and outside MTCLC’s walls. 
 
 
In Christ’s Name, and In His Service, 
 
 
Teyuna T. Darris 
MTCLC Communications and Media Director 

  



MTCLC’s Communications and Media Plan Summary 
MTCLC’s Communications and Media Plan consists of the strategic internal and external plan and is designed to 

further develop and manage MTCLC’s reputation amongst all its stakeholders and target audiences. The 

following describes our internal and external communications and media function. MTCLC’s Communications 

and Media Plan is based on the calendar year beginning each January--- information collection will take place 

using the Auxiliary/Ministry Kit. In 2016 each ministry will have and will have from August 1st to September 30th 

to complete and turn in the packets. All communications, media, marketing, publicity, dissemination, 

advertising, publishing, distribution, public relations, and any other action used to raise awareness about any 

cause, event or situation regarding MTCLC is the responsibility of the Administration, Communications and 

Media Teams. Thus the packet is the source of information for any and all events that will take place in the 

given year. 

Internal Communications and Media Functions 
MTCLC’s internal communications begins with the auxiliary/ministry leaders’ completion and submission of the 

Auxiliary/Ministry Kit. This kit includes the information from which MTCLC’s Annual Calendar of Meetings and 

Events will be created, in addition to the various pamphlets, booklets, brochures, webpages, and other 

resources used to inform MTCLC’s internal and external audiences about the organization and its services, 

status, events, etc. The completion of this kit will include the submission of all the announcements, bulletin 

board displays, banners and displays, print requests, design requests, flyer creation and circulation, publicity 

requests, poster displays, and all other activities and business needed to successfully carryout each event and 

awareness function to take place at MTCLC throughout each year. In addition, in this kit, auxiliaries/ministries 

will indicate which kinds of media are needed to be used in order to ensure the timely planning and execution 

of activities.  

The Director, Chairperson or designated Communications Coordinator from each auxiliary and ministry will 

complete the Auxiliaries and Ministries Kit and submit it to the Administrative Secretary or the Communications 

Director. Afterwards, the Communications Team will extract and circulate the information to the necessary 

church officials, and use the information for communications and media to create MTCLC’s Annual Calendar of 

Meetings and Events, and plan church communications and media functions accordingly.  

External Communications and Media 
MTCLC’s Communications and Media Team is responsible for the ongoing development and management of 

the organization’s reputation. Therefore, no person, auxiliary or committee should ever take it upon him, or 

herself, to create any form of communications and/or media in place of, or on the behalf of the Memorial 

Tabernacle Christian Life Center. The Communications and Media Team is responsible for the creation of any 

and all publicity tools and functions. The Communications and Media Team will provide the necessary services 

needed for the creation of any and all publicity tools and tasks (this includes advertising and marketing 

activities). After the Communications and Media Team has created the publicity tools, MTCLC members are 

welcome to distribute those materials after they have been officially released for public distribution whether 

physically (for example, in the form of a flyer) or on the Internet. 

All communications, media, advertising, marketing, public relations, graphic design, desktop publishing, SMS, 

RSS, Internet, social media, digital media, and any other forms of sending and receiving messages from, for, 

and/or on the behalf of the Memorial Tabernacle Christian Life Center for any cause, event or purpose, will be 

submitted by the Communications and Media Team and approved in writing by the Senior Pastor.  



MTCLC’s Profile 

History 
What began as a basement Bible study group in 1922, quickly grew into a budding neighborhood church in 

historic Kinloch, Missouri--- a subdivision of Saint Louis County. After 90 years ministry, the Memorial Tabernacle 

Christian Life Center has stood-out as a resilient body of believers in Jesus Christ who strive for the furtherance 

of the Gospel and share in a rich history of song.   

Vision 
A people living-out the truth of God’s Word while helping others to do the same. 

Mission 
To teach and live out the: 

1. Salvation of the soul through the Life, Death, Resurrection, and Glorification of Jesus Christ as recorded 

and taught in the Holy Scriptures. 

2. Restoration of relationships with GOD first, then with our fellow man. 

3. Glorification of Jesus Christ through our worship (Our lives). 

Goals 
1. A body of Christians living out what it means to be One Body with Many Members as taught in the 

Holy Scriptures. 

2. A local community edified by MTCLC as the result of engagement through various events and out-reach 

opportunities. 

3. A global community edified by MTCLC as the result of our sharing the Gospel of Jesus Christ through 

media, Bible Studies, and other available means to do so. 

4. A body of Christians who pray more as a result of an increased understanding of God and the Bible. 

5. A body of Christians who have an increased understanding of God as a result of the study and 

application of the principles and doctrines of the Bible. 

Philosophy 
A group of people who’ve centered their lives on Jesus Christ will exemplify the “treasure in earthen vessels” 

and live out their purpose by glorifying God as they work to edify all people. 

Objectives 
Through the ongoing provision of worship services, Bible studies, fellowship and various activities, we will 

share the Gospel with the community and exercise our spiritual gifts for the edification of the Body of Christ. 

Strategies 
1. Worship services will consist of Sunday Morning Worship and Planned Additional Services and Events 

2. Bible Studies will be designed to encourage personal and congregational growth and development by 

emphasizing the authority of Scripture as the primary revelation of the will and plan of God for life. 

3. Outreach opportunities will provide our Church family with opportunities to serve the community in 

Christ’s behalf. 

4. In-reach opportunities will provide stimulation and growth within the family. 

5. Evangelism activities will provide strategic sharing of the Gospel with targeted audiences and locations. 

6. Prayer meetings will encourage faith in Christ to execute His plan as we align our will with His. 



MTCLC Core Values 

➢ Honesty – the quality of being truthful and committed. 

➢ Integrity – the quality of conducting one’s self being honest and 

having strong Biblical and moral principles which guide our 

actions, reactions, conversations and decisions. 

➢ Commitment – the state or quality of being dedicated to the 

mission of the Church its activities, etc. 

➢ Transparency - the condition of being open and honest. 

➢ Accuracy – the quality or state of being correct or precise and on 

time. 

➢ Accountability – the fact or condition of being responsible for the 

completion of tasks and the ability to reconcile those actions with 

leadership. 

 

MTCLC Focus Scripture 
“For as the body is one and has many members, but all the members of 
that one body, being many, are one body, so also is Christ. 
I Corinthians 12:12, NKJV 

 

Ministry Motto 
“One Body. Many Members.” 

  

1922 

A basement bible 

study began in 

Kinloch, Missouri. 

 

1952 

The Memorial 

Tabernacle Baptist 

Church was born. 

 

1964 

The Church moved to 

a new and bigger 

building. 

 

1984 

Sunday school began. 

 

1994 

The Church moved to 

Ferguson, MO. 

 

 

2002 

Church Name 

Changed to 

Memorial Tabernacle 

Christian Life Center 

 

2007 

The Church moved to 

Florissant, MO. 

 

2014 

The Servant-Leader 

Model was 

introduced. 

 

Historical Timeline 



Creative Strategy 
 

Branding Statement:   
One Body. Many Members! MTCLC is a community of Christian Members who have committed themselves to, 

living-out the truth of God’s Word while helping others to do the same. 

Why are we creating an MTCLC Communications Plan? 

In order to ensure the most efficient and effective strategic development and management of the reputation 

and communications and media functions of the Memorial Tabernacle Christian Life Center. 

To Whom are we talking? 

In general MTCLC works to meet the masses, in general, in order to fulfill Jesus’ Great Commission, in addition 

to alleviating the spiritual needs of those throughout the community. We also are working on ways to help to 

alleviate some of the mental and physical needs of those in this general audience, as we are able to do so, in 

order to take a holistic approach to ministering to peoples’ spiritual, mental and physical needs. 

What do they currently think about MTCLC? 

The range of opinions which people have about MTCLC range across a broad spectrum---- especially, 

now, since there has been a change in leadership, and MTCLC is currently undergoing some short-term 

and long-term changes.  

What would we like for them to think about us? 

We would like for people to think that we are truly a Bible-based, Bible-living, and Bible-believing group of 

Christians who don’t emphasis religion and tradition, but emphasis (1) the importance of a real and intimate 

relationship with Jesus Christ, (2) the importance of being disciples of Jesus Christ, and the importance of (3) 

knowing and living the Bible--- the Word of God, and (4) the importance of developing and pursuing 

harmonious interpersonal relationships with others,  

What is the single most persuasive idea we can convey? 

You don’t have to try to impress us--- we’re just people like you! With that in mind, we are One Body 

with Many Members! We are a group of Bible-believing and Bible-living Christians who are very 

different from each other, but work together to fulfill Jesus’ Great Commission--- that’s our purpose, in a 

nutshell! 

Why should they believe it? 
People should believe these things about MTCLC because it’s the truth!  

Are there any creative guidelines? 
Yes, there are creative guidelines which will help to ensure that church communications and media usage 

remain consistent for all MTCLC auxiliaries and ministries. These guidelines range from the look, layout and 

format of flyers and posters (for example) to the creation and dissemination of Press Releases to local media, in 

addition to engaging local media. Therefore, all auxiliary and ministry leaders (or, the designated 

Communications Coordinator of that unit) will work with the Communications and Media Director in order to 

ensure that all of MTCLC’s internal and external communications and media needs are consistent across all 

auxiliaries and ministries and are as effective as possible. 

  



 

Target Market Analysis (Who We Seek to Reach--- Everybody!) 
At MTCLC, we seek to reach everybody with the Gospel of Jesus Christ--- because the Bible said to do 

so! With this in mind, we prayerfully seek, develop and implement different avenues and 

opportunities through which we can help others to learn about and develop a personal relationship 

with Jesus Christ, and to live the best life they can.  

Our approaches to how we will reach our target audiences (i.e., everyone) will vary with the project, 

or task at hand. MTCLC seeks to develop a broad range of opportunities for learning and spiritual 

growth through weekly services and Bible classes, activities and events, outreach and in-reach 

opportunities and community services. 

We design our approaches using the available media we have to reach a local and global audience. 

This is through face-to-face contact (for example, at Church service, and on Evangelism Days), and 

through the Internet and Social Media through which you’ll find MTCLC’s website, Facebook and 

Twitter pages, and other online presence. 

We want to reach people who are happy, as well as those who are hurting. We also want to reach 

people who are confident in their relationship with Jesus, and those who are not as confident and 

are just starting their walk as a Christian.  



2016 Auxiliary Information 
*This portion of the Packet is to be returned to the Administration Team by Sunday October 4, 2015 

 

Auxiliary Name: 

_________________________________________________________________________________________________ 

Type of Auxiliary (Please check one): 

□ Church Events Committee 

□ Information/Awareness-oriented 

□ Music/Creative/Performing Arts/Fine Arts 

□ Teaching 

□ Evangelism 

□ Outreach 

□ Welcome & Hospitality 

□ Other 

Description:_______________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________ 

Meeting/Rehearsal Times: 

□ Sundays @ ___________ am/pm 

□ Mondays @ __________ am/pm 

□ Wednesdays @ _______ am/pm 

□ Thursdays @ __________ am/pm 

□ Fridays @ _________ am/pm 

□ Saturdays @ ________ am/pm 

Meeting/Rehearsal Locations: 

□ Education Wing in Room # ______ 

□ Sanctuary 

□ Cafeteria 

□ Gymnasium 

□ Administration Building 

Membership/Participation Criteria or Requirements 

(If any, for example, age limit, monthly dues, etc.) 

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________ 



Servant-Leader Information 

Below, please identify all the servant leaders of this team. Please write N/A in areas not applicable to this team. 
This Personal Contact Information will be forwarded to the Church Clerk. 
 

Servant Leader #1 

Full Name: _______________________________________________________________________________________ 

Address: _________________________________________________________________________________________ 

Home Phone: ___________________________________ Cell/Mobile Phone: ______________________________ 

E-mail address: ___________________________________________________________________________________ 

 

Servant Leader #2 

Full Name: _______________________________________________________________________________________ 

Address: _________________________________________________________________________________________ 

Home Phone: ___________________________________ Cell/Mobile Phone: ______________________________ 

E-mail address: ___________________________________________________________________________________ 

 
Servant Leader #3 Communications Coordinator  
(If this person is not the Director or Chairperson)  
*Each unit must have a Communications Coordinator 
 
Full Name: _______________________________________________________________________________________ 

Address: _________________________________________________________________________________________ 

Home Phone: ___________________________________ Cell/Mobile Phone: ______________________________ 

E-mail address: ___________________________________________________________________________________ 

 

Servant Leader #3 (Treasurer If You Have One) 

 
Full Name: _______________________________________________________________________________________ 

Address: _________________________________________________________________________________________ 

Home Phone: ___________________________________ Cell/Mobile Phone: ______________________________ 

E-mail address: ___________________________________________________________________________________ 

 

*So that the MTCLC Membership Contacts Database can be updated, please complete the roster 

provided with this pack or provide an electronic (MS Excel File) roster of this Ministry. The Roster should 

include the names, phone numbers, mailing addresses and e-mail address of each member of your team 

and submit it with this form. 



Communications 
Please use this section to provide all the information the people need to know about your event. 

Please attached additional sheets, if needed. This form will be used to generate the announcements 

for this event, meeting or happening. One Communications form must be completed and submitted 

to the Communications Director for each event or happening for your team.  

 

Purpose of the Event, Meeting or Happening 

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

 

Please identify whom you are trying to reach (i.e., gender, age, marital status, student, parent, etc.) 

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

 

What will you be doing during this event? (e.g., singing, dancing, acting, teaching, preaching, 

writing, speaking, cleaning, washing cars, outreach, etc.) 

_________________________________________________________________________________________

_________________________________________________________________________________________

________________________________________________________________________________________ 

 

When will this take place? Please list all dates and times: 

Date: _______________________________   Time: _______________________________ 

Date: _______________________________   Time: _______________________________ 

Date: _______________________________   Time: _______________________________ 

Date: _______________________________   Time: _______________________________ 

 

Or, if this is recurring event, meeting, or happening, then please specify its frequency and the day(s) 

and time(s) during which it happens below: 

□ Daily 

□ Weekly 

□ Monthly 

□ Bi-Monthly 

□ Quarterly 

□ Other (please specify): _______________________________________________________________ 

 



How do you plan to do carryout this event, meeting, or happening? 

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

 

Do you plan to seek any sponsorship from any person(s) or organization in the community whether 

or not they are affiliated with MTCLC? If yes, then please provide information below. If no, then please 

leave below lines blank. 

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

 

Please include any additional notes, comments or questions in the space below, and/or attach 

additional paper, if needed. 

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________  



Media 
Please use this form to indicate the types of media which your team would like to use in order to 

promote your upcoming event. Please check all that apply. One Media form must be completed and 

submitted to the Communications Director for each event or happening for your team. 

 

Print Media 

□ Flyers (Circle one: ½ sheet or ¼ sheet) 

□ Card 

□ Bulletin Board Sign 

□ Postcards/mailers 

□ Door hangers 

□ Posters 

□ MTCLC Bulletin 

□ Banners 

□ Displays (Circle: table setup, board display---- of other, specify) 

□ Brochure 

o Trifold 

o Two-fold 

o Booklet 

□ T-Shirt 

□ Invitations 

□ Local Newspapers 

□ Local Magazines 

□ Other Media (Please specify) 

 

Electronic Media 

□ Announcements 

□ MTCLC Website 

□ *Social media 

□ Internet pages 

□ Newsletter 

□ PhoneTree 

□ Other Websites 

□ Local Media Websites 

□ Local News Media 

□ Local Radio Media 

□ MTCLC Digital Signage 

□ MTCLC E-mail list 

□ Other Media (Please specify) 

NOTE: Send all graphics, images, sounds and words to be included in your communications to media@themtclc.org, or 

provide them on a USB/Flash Drive, or on a CD. Only the raw files will be accepted. If you have any special requests 

regarding the communications and media for your team, then please provide it in writing when you submit this packet. 

mailto:media@themtclc.org


Event Communications and Media Timeline 
 
12 months prior to event 

➢ MTCLC Campaigns Kit completed and submitted to Communications Director 
➢ Event submitted to MTCLC Annual Calendar of Meetings and Events after approved by Pastor 
➢ Events information for which sponsorship is requested from local community leaders and/or 

organizations and businesses will be submitted to the appropriate office in the community. 
➢ MTCLC Conferences information will be sent to Conference promoters 

 
10 months prior to event 

➢ MTCLC Events information distributed to appropriate Internet Media outlets which accept early 
submissions. 

➢ Response from community partnerships and sponsorships received and communicated to the 
appropriate MTCLC servant leaders. 

 
3 months prior to event 

➢ Events information sent to appropriate Internet and Social Media (both internal and external) 
➢ If applicable, sign-up sheets, and other important forms and documents for event created. 

 
2 months prior to event 

➢ Applicable print media generated and distributed through appropriate media (internal and 
external) 

➢ If applicable, sign-up sheets, and other important forms and documents distributed to 
appropriate servant leader(s) for use. 

➢ Event Information included in Evangelism Bag and Door Drop Bag 
➢ E-mail blast (if applicable) 

 
1 month prior to event 

➢ Applicable print media (for internal use) is displayed and available to congregation 
➢ If applicable, sign-up sheets, and other important forms and documents distributed to 

appropriate servant leader(s) for use. 
➢ Event information included in Weekly Announcements (if applicable), MTCLC Digital Signage 

(if applicable) and MTCLC Bulletin Boards 
➢ Mailers and Flyers distributed through external media 
➢ Event information included in Evangelism Bags and Door Drop Bags 
➢ Email blast (if applicable) 
 

 

 

*Any modifications to this will be approved in writing with the signatures of both the Pastor. 

  



Assess Your Auxiliary/Ministry  
Now is the time to assess your auxiliary/ministry in order to determine if any changes need to be made in order 

to improve its effectiveness--- this will affect our effectiveness as church! Please answer the following questions 

honestly.  This form will be reviewed by the Pastor. 

 

What do the members of this auxiliary/ministry think about the current state, or condition of our team? 

 

 

What do you (the servant leader) want them to think about this auxiliary or ministry? 

 

 

What is the single most persuasive idea we want to convey to onlookers? 

 

 

Do the members of your auxiliary/ministry understand this? If so, then how do they demonstrate that they 

understand? 

 

 

Are the members of your auxiliary/ministry excited like you? 

 

 

Why should they believe it? 

 

 

How does this auxiliary/ministry currently contribute to MTCLC’s meeting its goals and realizing its mission and 

vision? 

 

 

In what ways should this auxiliary/ministry improve in order to contribute to MTCLC’s meeting its goals and 

realizing its mission and vision? 

 

 

  



SWOT Analysis 
A SWOT Analysis is an analysis of the organization’s and/or personality’s Strength versus Weaknesses 

and Opportunities versus Threats. This provide a great way for leaders to determine the necessary 

changes needed to make improvements and to determine in which areas changes should not be 

made.  

So, please identify your auxiliary/ministry’s strengths--- or, tell us what makes your team great! Then 

list areas which need to be improved in the “Weaknesses” section. Where you see “Opportunities”, 

please list any opportunities which your team can take to improve itself. Finally, please identify any 

problems which are negatively affecting your team. 

 

Strengths 

□  

□  

□  

□  
 

Weaknesses 

□  

□  

□  

□  

Opportunities 

□  

□  

□  

□   
 

Threats 

□  

□  

□  

□  

 

Pastor Arbie will meet with each auxiliary in order to determine ways to make each auxiliary/ministry 

more effective so that MTCLC goals, mission and vision are realized. 

 


