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Organizing an Event at UUCR

Prepared January 2012 by Sue Hedges
UUCR is a busy congregation, with many events of interest to the congregation occurring each
week. There are standard procedures for planning church events, and various recommended
procedures for making your event known to those who might want to attend. This document
summarizes UUCR event procedures.

Planning
1. What is a “church event”? Church events are those sponsored by a church committee. If you

have no committee sponsorship and cannot obtain one, then you have a private event.


Contact the church administrator (churchadministrator@uucr.org) for information
about having a private event at UUCR.



The church’s rental policy can be found at
http://uucr.org/governance/rental_policy_23july2007.pdf

2. Begin planning early – at least two to three months in advance.
3. Be aware that any event open to the public OR intended to be a fundraiser for the church or

for some segment of the church (e.g., junior high group, Partner Church committee) must be
approved.


For public events that are not fundraisers – Program Council approves.



For fundraisers, if the anticipated fund raising is less than $250 -- the Program
Council must approve. The one exception is for fundraisers for the Religious
Education program for youth, where the Religious Education Committee approves.


if more than $250 -- the Church Board must approve.



The complete fund raising policy can be found at
http://private.uucr.org/governance/UUCRFundRaisingPolicy_20060517.pdf

4. Major church events are put on the church calendar at an annual calendar session conducted

each April by UUCR’s Program Council. If you did not get your event posted at that session,


Check UUCR’s online church calendar for possible dates at
http://www.localendar.com/public/uurockville



Also discuss possible dates with the Church Administrator
(churchadministrator@uucr.org). She has an important overview perspective about
how events occurring at the same time (or near each other in time) might impinge on
each other.

5. When you have one or more possible dates cleared with the Church Administrator, obtain

approval if necessary (public event, fund-raiser) from the Church Program Council. A
request may be received and approved by email; the current Chair is Fran Lowe. Or, present
your request to the council, which meets monthly on the second Monday of the month.
6. After approval of event and date by Council, complete a calendar request form at
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http://www.uucr.org/committees/calendarrequest.html. The form prompts you to consider
what size room or rooms you will need, room setup, and equipment needed.

Publicizing
Events can be open to congregation members only, or also open to the public. We have a number
of ways of publicizing events both internally and externally. You don’t have to do all of these
things, but it is recommended that you use several ways of getting folks’ attention.
Internal Publicity. Here are things to do to make your event known within the UUCR
community:
 Develop a brief description and flyer for the event. This may be used in several ways (see
below).
 Write an article for Quest, UUCR’s newsletter published biweekly. See publication dates
and deadlines, and submission instructions, at http://www.uucr.org/Quest/contribute.php. See
Quest for examples of articles.
 Sunday Order of Service (OOS) Announcements. You may want to request that an OOS
announcement run for 2 or 3 Sundays leading up to your event. Write a short description and
email it to uucr@uucr.org by 9 am Wednesday morning to have it included in Sunday
announcements. See the sample announcement request below.
 Table space in Fellowship Hall on Sunday morning. You can include this with an OOS
request to the church office staff (uucr@uucr.org). Hand out your flyer (and other
information) there, talk to people about the event, or solicit sign-ups for the event. Table
space is usually limited, so if you think you need more than half a table, discuss this in your
email to office staff.
 UUCR Web Site – www.uucr.org


Send information to webteam@uucr.org for posting on the website. Give the webteam at
least one week advance notice for your posting.



Events are posted on the “Upcoming Events” UUCR web page –see
http://www.uucr.org/upcoming.php for examples of current posts. These can run for
several months before the event. Any event submitted and entered by the Web team on
the Upcoming Events page automatically moves to the home page (www.uucr.org) when
the date is within one week. After the event concludes, it automatically goes away.



Therefore each item carries two descriptions: a terse one (usually one sentence) for the
home page notice, and a longer one that appears on the Upcoming Events page. Please
include both in your request to the Web team. Keep them as simple and clear as possible.



Send as many details as you have: date, time, location, description, contact email, and a
flyer, photo or graphic if you have one.



Consider providing an email address for signing up for events. Our current online event
signup system is a web-based form that sends an email message to one or more people.
The system does not collate responses or put them in a database; it just packages the
information into an email message. The main advantage over simply asking people to
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send an email is the increased likelihood, with a form, that people will send all the
information that is needed. Decide on who will take responsibility for receiving and
processing these emails and provide that person’s email address along with the
announcement information.


Be cognizant that the web team for the current website consists of primarily one person.
Be clear and accurate about your requests.

 Bulletin Boards. These are physical sites around the building where you can post your flyer.

Not all boards are used for events. Ask the church administrator which boards are appropriate
to use for your event. Do NOT tape flyers on walls, doors, etc.
 Pulpit Announcements. Some Order of Service Announcements are featured as pulpit

announcements each Sunday at the discretion of the board member reading announcements.
If you wish to ask that yours be featured, email the office (uucr@uucr.org) to find out the
name and email of the board member doing announcements that week, and make a request
directly to that board member. You may also request to make a brief pulpit announcement
yourself at the start of the service. These are vetted by Rev. Lynn Strauss
(lstrauss@uucr.org), whose approval depends upon time constraints and other considerations
for the service. Pulpit announcements must take no more than one to two minutes.
 Facebook. UUCR has a Facebook Group and a separate Facebook Page where you can

publicize events. The "Unitarian Universalist Church of Rockville: Members and Friends"
group at http://www.facebook.com/groups/56415480999/ is for messages to other UUCR
members and friends; you should join it for announcements and discussion about the church.
You should publicize UUCR-internal events in the Members and Friends group page, and
generally not on the Facebook uu.rockville page (see below). Anyone can join the group,
post to the wall, create an event, or add a picture or video, just like most other Facebook
groups. Note that there are people monitoring what gets added to the Facebook content; if we
find that objectionable content is added we will restrict who is able to post to Facebook. All
content on Facebook is viewable by the general public.
 All-church email. These are used sparingly -- usually if there is an unusual circumstance

such as a weather-related date change for your event. Contact the church office staff
(uucr@uucr.org) to request an all-church email. The administrator may decline the request at
her discretion.
Publicizing an Event That Will Be Open to the Public. Here are some things you can do to
make your event known to the public.
 Local UUs and religious organizations: The church office maintains an email list of UU

congregations in the greater Washington area. Most have newsletters and all have websites.
If you want to contact the organizations by email and submit a short article, event description
and/or flyer for posting, direct the email and content to UUCR’s office staff (uucr@uucr.org)
and request they forward it. The list of these congregations appears in the back of UUCR’s
printed church directory, as well as a list of affiliated organizations (e.g., Joseph Priestley
District, Community Ministries of Rockville). UUs for Social Justice -- http://uusj.net/wp/ –
can be reached by email to info@uusj.org.
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 Facebook: UUCR has a Facebook Group and a separate Facebook Page where you can

publicize events. The "Unitarian Universalist Church of Rockville" Facebook page is at
http://www.facebook.com/uu.rockville. This is for more public announcements; anyone can
like the page, post to the page, or add photos or videos. The uu.rockville page is best for
announcements that will be promoted to the general public; internal discussion is better on
the "Members and Friends" group (see above). For example, we may publicize that child care
is available for an event on the uu.rockville Facebook page, but a discussion about which
rooms are better for providing childcare is better suited to the Members group. Note that
there are people monitoring what gets added to the Facebook content; if we find that
objectionable content is added we will restrict who is able to post to Facebook.
 Free Newspaper Notices. The Gazette, the Sentinel and the Washington Post have

community events and/or religion events columns to which you can submit items for free
notices.


Montgomery County Sentinel has a free community calendar. Send notices (via email) of
any public events to mc-calendar@thesentinel.com. The editor is Helen Hocknell (phone
301-838-0788).



Washington Post “Weekend” section. This is also a free listing. See
http://www.washingtonpost.com/wp-srv/post/eventlist.htm - communityevents

for current instructions. The Post says this:
The Weekend section, which is printed in the newspaper every Friday, includes a
news calendar of educational, cultural, recreational and sports events in the
Washington area. The listings editor suggests that you look at an issue or two of
Weekend before sending in your event to get a sense of whether the event is
appropriate for Weekend and under which category it might fall.
Your listing must be received at the newspaper at least 10 days before the Friday
on which it should run. Send a complete description of the event, including date,
time, street address, cost (if any) and a publishable contact phone number. Be
specific about addresses and intersections, opening and closing times, admission
prices (including the age limit for children's discounts) and other details that a
reader will need to know.
Mail to:
Listing Category [What's Doing, Weekend's Best, On the Town, On Exhibit,
etc.] Weekend Section
The Washington Post
Washington, D.C. 20071


Washington Post Community Events “This Week” Each Thursday, the regional
Weekly sections publish listings of community events held by public and nonprofit
organizations. Listings are free and must be received at least 14 days before the
publication date. Include the event name and/or a brief description, dates and times, the
exact address, the fee (if any) and a publishable contact phone number.
Call 202-334-4204 for more information, and send your listings to the appropriate
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address below:
Montgomery Extra
The Washington Post
This Week
51 Monroe St., Suite 500
Rockville, Md. 20850
Phone: 301-294-2600
Fax: 301-279-5665
E-mail: mocoextra@washpost.com


Gazette has a “Community Calendar” column each week and a “Religion Highlights”
column appearing every other week. Send items at least 2 weeks in advance of the
paper’s date in which you would like them to appear. To submit an item, go to
http://calendar.gazette.net and click on the “Submit an Event” button; or call 301-6702078; or mail to: The Gazette, 9030 Comprint Court, Gaithersburg, MD 20877. Examples
are shown at the end of this document; you can see both the format and the type of
content included in these columns.

 PAID Newspaper Advertising. Paid advertising is generally only feasible for major events.

The cost of paid ads must be covered by the budget for your particular event, or by the
budget of the UUCR committee sponsoring the event. UUCR does not have a general
advertising budget that contributes to publicizing events.
Paid newspaper ads come in 2 general types: classified ads and display ads. All local papers
will be happy to help you place ads. If you create a little display ad, papers can generally
receive it in any format and faithfully reproduce it.
Classified Ads:
 Gazette: 301-670-7100 or email: class@gazette.net or go to:

http://gazettenet.kaango.com/
 Washington Post: 202-334-6200 or go to:

http://www.washingtonpostads.com/place-an-ad
 Montgomery Sentinel: http://www.thesentinel.com/mont/classifieds/placead/
 UUCR does have advertising accounts with the Gazette Newspaper and the Washington

Post. That means you can arrange an ad and have them bill the church directly. However,
notify the office staff (uucr@uucr.org) that you are using the account, and tell them what
budget will pay for it.
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EXAMPLES
SAMPLE EMAIL REQUEST to Webteam to post event on Upcoming Events:
Dear Webteam,
Please post information about our upcoming film Gasland on Upcoming Events at
http://www.uucr.org/upcoming.php I followed the format of already posted events so hopefully this will facilitate
quick posting of information about this event.
Friday, January 13, 2012, 7:00pm – 9:30pm
Brief Summary: Showing of "Gasland," the award-winning film about the health and environmental consequences
of natural gas "fracking."
Long Description: UUCR'S Green Sanctuary Team will be showing the film “Gasland” on Friday, January 13, 2012
at 7:00 p.m. in Founders Hall. “Gasland” is Josh Fox’s award-winning 2009 film about the health and environmental
consequences of the ‘fracking’ process of natural gas extraction from underground shale beds. The event is free and
open to the public. Participants are encouraged to bring their own bag dinner. Flyer (create hyperlink to “Gasland
Flyer JC3.pdf”)

SAMPLE REQUEST FOR AN ORDER OF SERVICE ANNOUNCEMENT
From: "Mary Lanigan" <malanigan1@comcast.net>
To: "UUCR" <uucr@uucr.org>
Sent: Thursday, January 5, 2012 9:42:19 AM
Subject: Annc for OOS Sun, Jan 8 - Environmental film Gasland
Dear Office Staff,
Please include this announcement in the OOS for this Sun, Jan 8. Thanks.
UUCR'S Green Sanctuary Team will be showing the film “Gasland” on Friday, January
13, 2012 at at 7:00 p.m. in Founders Hall. “Gasland” is Josh Fox’s award-winning
2009 film about the health and environmental consequences of the ‘fracking’ process
of natural gas extraction from underground shale beds. The event is free and open
to the public. Participants are encouraged to bring their own bag dinner. Plan to
join us for this important film and discussion.

SAMPLE EMAIL TO UU CONGREGATIONS AROUND THE BELTWAY
From: Susan M Hedges <s.hedges126@gmail.com>
Date: October 9, 2011 12:33:35 PM EDT
To: Bull Run UUs <info@bruu.org>, Davies Memorial UUC <dmuuc-om@dmuuc.org>, Paint Branch
Unitarian Universalist Church <churchadmin@pbuuc.org>, Cedar Lane UUC <office@cedarlane.org>,
River Road UUC <office@rruuc.org>, All Souls Church <frontdesk@allsouls.ws>, UU Church of Silver
Spring <administrator@uucss.org>, Reston UUC <admin@uureston.org>, UU Church of Fairfax
<uucf@uucf.org>, Arlington UUC <admin@uucava.org>
Subject: UUCR NovemberFest
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Dear Church Administrator:
I am chairperson for the Unitarian Universalist Church of Rockville's new fall fundraiser, NovemberFest.
NovemberFest is happening on Saturday, Nov. 12. If you have room in your newsletter going out closest
to that date, I would appreciate it if you could include the following item:
NovemberFest! at Rockville UU Church
UU of Rockville's new fall fundraiser, NovemberFest, will be held on Saturday, November 12, 9
AM - 3 PM. This year's event features arts and crafts vendors; a great book sale; toys, bikes, and
other pre-owned treasures in a community yard sale area; signature baked goods; and of course
UUCR's famous quilt raffle. For more information (and to see the quilt) visit
www.uucr.org/novemberfest.
Thanks so much for your help in making our event a success.
Susan Hedges

Chair, NovemberFest

SAMPLE LETTER TO THE WASHINGTON POST MONTGOMERY EXTRA:
Please include this item in your Community Events Listings for Thursday November 10:
NovemberFest!, a Holiday and Craft Festival, will be held at the Unitarian Universalist Church of
Rockville on Saturday, November 12 from 9 AM until 3 PM. The festival includes arts and crafts
sellers, a large book/media sale, community yard sale, plus toys, food and crafts. NovemberFest
also features a raffle of a hand-made quilt. The church is located at 100 Welsh Park Drive, near
Montgomery College in Rockville. For more information call 301-762-7666 or see
www.uucr.org/novemberfest.
Please contact me if you need clarification of this item.
Susan Hedges
novemberfest@uucr.org

See next pages for examples of Gazette Community Calendar and Religion Highlights columns
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