
OUUF PUBLICATION SUBMISSION GUIDELINES  

There are several ways to communicate with our congregants and publicize OUUF meetings, activities, and events 

that serve the OUUF community: 

1. Weekly Update (emailed to all OUUF Members and Friends each Thursday and posted on the OUUF 

website): Please email announcements to Pattie Miles at socialmedia@olymicuuf.com by 12noon on Tuesday 

of each week.  

2. Weekly Sunday Bulletin (printed Order of Service with congregational announcements): Please email 

announcements to Pattie Miles at socialmedia@olymicuuf.com by 12noon on Tuesday. 

3. OUUF Website at olympicuuf.com: The website is updated as necessary. Please send your content to 

admin@olympicuuf.com. Please note that only OUUF and UU information is posted on our website. We do 

not publicize unrelated events/activities on the website. 

4. OUUF Facebook Page: the OUUF Facebook daily posts are scheduled once a week. Please send your 

request to Pattie Miles at socialmedia@olymicuuf.com by 12noon on Tuesday.   

If you want to know what your announcement will look like in OUUF publications, the Weekly Update, and the 

Congregational Announcements, for the Sunday bulletin are published in Times New Roman in 12 font.  To save 

space please avoid lists, bullet points, and any special formatting. To make your announcement easy to read, 

write it in paragraph form, much like you would a newspaper article. Special exceptions for full page announcements 

must be made well in advance. All text should be submitted in a WORD document. If you submit a photo or 

poster, please be sure it is in JPG format only. No PDFs, please! 

Please keep your announcement for the Weekly Update to 100 words or less and your announcement for the 

Congregational Announcements in the Sunday Bulletin to 50 words or less.  If you would like your announcement 

in both publications, please write two announcements with the correct word count.  Please note that the office staff 

does not write the content for you. We do edit for grammar and spelling and to conserve space. Sometimes we may 

not be able to print your announcement due to space constraints.  

Please designate one communications contact person from your committee per event. Submit your announcement 
in an email that has nothing else included with it. Please include a contact name, email, and phone number in 
the body of your announcement.  
 
 Depending on space availability, each announcement runs a maximum of 3 weeks or up to 6 weeks with official 
approval. If you have edits after the first week, you are responsible to get the changes to the Pattie via email by the 
Tuesday 12noon deadline.  
 
You can send all announcements for the Weekly Update and the Sunday bulletin congregational announcements 
directly to Pattie Miles at socialmedia@olymicuuf.com. Pattie works from home Monday, Tuesday, and Wednesday 
evenings.  

 

Your announcement needs to include the following information written in paragraph form: 

1. WHAT is the event? 

2. What OUUF COMMITTEE is sponsoring the event, if any? 

3. DATE & TIME of event. 

4. LOCATION of event. 

5. The WHY of the event. 

6. Is this event/class/meeting OPEN TO THE PUBLIC? 

7. TICKET information and ticket link: (also clarify whether tickets can be bought at the OUUF) 

8. Complete REGISTRATION information – Sign-up sheet? Online link? Form in office? Drop off 

check? Pay online? 
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9. NAME, EMAIL, PHONE NUMBER of one contact person for the event. 

10. What is the HEADLINE for the announcement? 

 

 

100-word sample for Weekly Update: 

Headline: Bright Boys and their Colors 

Bright Boys and their Colors is a workshop sponsored by OUUF’s All Boys are Great Committee on August 16, 

2019, 4-6pm.  This workshop is taught by local colorist John Payne and is designed to teach adults how to 

understand boys (ages 3-10) and their favorite colors.  You will learn to identify which colors the boy in your 

life prefers to wear, what color schemes he wants for his bedroom, and what color of car he most prefers to 

be seen in. This event is open to the public and $5 tickets can be purchased online at brownpaperticket.com, 

search “Bright Boys and Their Colors”. Contact: Mrs. Dolittle at IheartPT@gmail.com or (360) 385-5555. 

 

50-word sample for the Sunday Announcements: 

Bright Boys and their Colors is a workshop sponsored by QUUF’s All Boys are Great Committee on August 16, 

2019, 4-6pm.  This workshop is designed to teach adults how to understand boys (ages 3-10) and their favorite 

colors. It is open to the public. Get your $5 tickets at brownpaperticket.com. Contact: Mrs. Dolittle at 

IheartPT@gmail.com. 
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