PowerPoint Announcement*
Procedure: Complete a Communications Form
Timing: Submissions due by Mondays at noon

Website Announcement*
Procedure: Complete a Communications Form
Timing: 1 week notice required

*Contact: Angie Trigg, 816-436-1649
*Email: angietrigg@abbc.org
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Ministry Resource Guide

Please use this guide to help facilitate your
ministry at Antioch as you plan events with your
Pastoral Advisor and/or Ministry Director.

(Resources are for ABBC Ministries only)
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816-436-1649 www.abbc.org
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FACILITIES

5 Kitchen Reservation
& Contact: Judy St. John, 816-452-0207
Email: jmstiohn@sbcglobal.net

Procedure: Complete a Building Usage Form
Timing: 1 week notice required

Obtain a Key Card for Entrance Into a Building

Contact: Christina Phillips, 816-436-1649

Email: christinaphillips@abbc.org

Procedure: See Christina Phillips and complete appropriate form
Timing: Monday through Friday, 8:30 a.m. to 5 p.m.

Worship Center, Kreeger Hall or Other Room Reservations
(Including Sports Equipment)

Contact: Angie Trigg, 816-436-1649

Email: angietrigg@abbc.org

Procedure: Complete a Building Usage Form

Timing: 1 week notice required

EVENTS
@49 Church Calendar Reservation
Contact: Angie Trigg, 816-436-1649
Email: angietrigg@abbc.org

Procedure: Complete a Building Usage Form

Timing: 1 week notice required

VEHICLES

a Reserve Van or Bus
Contact: Angie Trigg, 816-436-1649

Email: angietrigg@abbc.org
Procedure: Complete a Building Usage Form

Timing: 1 week notice required

OFFICE

Copies/Transparencies™*

Contact: Church Office, 816-436-1649
Email: janiceburns@abbc.org

Procedure: Complete a Copy Work Request Form at Receptionist’s Desk

Timing: In by 9 a.m. - Out by 5 p.m. (depending upon job size)
**Resource Room in the West Basement has a copy machine for fewer
than 100 copies.

Mailings/Labels for Mailing

Contact: Church Office, 816-436-1649

Email: lindasigler@abbc.org

Procedure: Contact Linda Sigler with details
Timing: 1 week for mailings / 3 days for labels

Ministry/Class Rosters

Contact: Debbie MacVarish, 816-436-1649
Email: debbiemacvarish@abbc.org
Procedure: Email or contact Debbie MacVarish
Timing: 3 days

Member Database Information

Contact: Janice Burns, 816-436-1649

Email: janiceburns@abbc.org

Procedure: Contact Janice Burns with ministry need
Timing: 3 days

MINISTRY

<

SUPPLIES

-

Ministry Purchases

Contact: Janice Burns, 816-436-1649

Email: janiceburns@abbc.org

Procedure: Contact Ministry Director or Business Office Manager for a signed
Expense Requisition Form and approval (if supplies are not already in stock)

Ordering or Reimbursement

Contact: Janice Burns, 816-436-1649

Email: janiceburns@abbc.org

Procedure: Contact Ministry Director to obtain a signed Expense Requisition
Form (return receipts and signed Expense Requistion Form to Business Manager)
Timing: Up to 2 weeks

COMMUNICATING YOUR MINISTRY [EVENT

Ad, Brochure, Logo, Postcard, Other*
Procedure: Complete a Communications Form
Timing: 2 weeks notice required

Bulletin Announcement/Event*
Procedure: Complete a Communications Form
Timing: Submissions due by Wednesdays at noon

Newsletter Announcement*
Procedure: Complete a Communications Form
Timing: Submissions due by 1st day of the month prior



