
PROCEDURE FOR WEBSITE SUBMISSIONS 
 

GENERAL PROCEDURE FOR ANNOUNCEMENTS: 
All announcements from CUMC ministries and small groups should be made primarily through 
Community UMC’s semi-weekly newsletter/email blast and through the church calendar on 
Shelby. The calendar and the newsletter are both automatically updated on the website.  
  

WEBSITE SUBMISSIONS: there are 3 SECTIONS for special announcements on the 

website, each with different criteria. All submissions should be emailed to website@cumcvb.org: 
 

Home/Community UMC in Action - slideshow of upcoming events: 

The leader of any group can submit a graphic for this slideshow promoting their sponsored 
event or service project that supports the ministries of CUMC. Submission should include 
graphic with dates and times featured, and a link if desired. This graphic should be roughly 
square or circular (not rectangular or full-page) and can be linked to an external form or 
document. The website team should not be expected create these graphics or forms. 
Examples: Porch Pick Up, Brunswick Stew sales, Snowball….  
This slideshow will be monitored by the website team weekly and expired items removed.  
 

News/Events – restricted to a few church-wide announcements meeting the following 

criteria: 
o must support the evangelistic focus of the website 
o must be a pastor or church-wide initiative applicable to 80% or more of church 

members 
o must be submitted to the website team by the Pastor, a Ministry Coordinator, or 

representative of the Leadership Team 
Examples: Sermon Series Introduction, Worship Services, and church-wide events (i.e. Rise 
Against Hunger, Christmas Eve program, etc.). The website team will create graphics and forms 
as necessary.    
 

Next Steps/Ministry pages - Ministry Coordinators are responsible for the written and/or 

graphic content of their respective ministry pages; any coordinator can submit new or revised 
content for their own pages.  
 
UMM and UMW (on the Next Steps/Small Groups page) are linked to their own pages. New or 
revised information for these pages must be submitted by the president of the organization. 
 
Content for these pages should not be of a short term or temporary nature.   
Example: “Each year in December, we sponsor an Angel Tree to support…” 
 
The Ministry Coordinator or UMM/UMW president is responsible for notifying the website 
team of any expired content. 
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