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REVISED DRAFT June 4, 2011 

GUIDELINES FOR DISPLAY OF UUCR 

 CHURCH INFORMATION 

 

The general purpose for these guidelines is to promote the church’s vision and mission while maintaining 

attractive and aesthetic surroundings.  They are presented in order to pull together the new addition and the 

original building as a coherent whole, to eliminate clutter, and create a clean contemporary space.  The 

general guidelines apply to both east and west foyers.  They are followed by specific guidelines for the east 

foyer Tek-wall bulletin board and oak easel, for the two Tek-wall bulletin boards and the community 

bulletin board in the west foyer, and the children’s bulletin board in the stairwell. The guidelines will be 

posted on the west wall bulletin board for easy access (additional copies will be in the right drawer of the 

right table in front of the bulletin board. Also, a quick check list for bulletin board use will be available in 

an acrylic box attached to the bulletin board). 

 The guidelines are presented in the spirit of experimentation.  If they prove unworkable in any manner, 

they may be changed.  To recommend changes, please notify the Office Adminstrator who will inform the 

appropriate parties of the problem.  All comments are welcome.  We cannot do better unless you let us 

know what may be unworkable.  Thanks for your understanding and cooperation.  

General Guidelines Applying to All Display Areas 

 Please do not tape information directly on walls, windows, or Tek-wall bulletin boards.  Space for 

church information is available on the west foyer bulletin boards, the east foyer easel, church 

schedule board and the flier rack. 

 All information should be dated.  If a posted event has expired, the information materials need to 

be removed by the person(s) posting said information. 

 Once a month the Office Administration will remove all expired material. 

Guidelines for the East Foyer Bulletin Board 

 This Tek-wall display board is special.  It has been designed to be an invitational board to inform 

not only our church members, but also newcomers who may be unfamiliar with Unitarian-

Universalism.  

 The display is semi-permanent and changed infrequently. 

 New material will be provided by a Special Display Board Committee for its appropriate upkeep, 

for example, changing names and photographs.  No other updating should be necessary until such 

time as the committee decides to change the entire display. 

 Please do not place additional materials on the two tables fronting the bulletin board.  Only digital 

photos, the Strategic Plan, and the Membership Album are meant to be on display here. 

Guidelines for Use of the Oak Easel in the East Foyer 

 The oak easel is available to use for special events, such as the pancake breakfast, a forum, or 

other event for which you want to draw particular attention. 

 When not in use, the easel will be stored at the back of the coat closet.  Different colored foam 

board provided by the church for your use will be stored in the umbrella stand, also at the back of 

the coat closet. Spray glue works well for placing information directly to the foam board. Spay 

glue is available for your use on coat closet shelf.  After use of the easel and glue, please return 

them to their proper storage places. 

 Design of the information is at the discretion of the committee wishing to use the easel. 
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 When using the easel, please place it to the right of the entry (on the coat side). This is an 

experimental placement and may change in the future. 

 A quick check list for use of the easel will be stored in a drawer of the greeter’s table at the 

entrance to the sanctuary. 

Guidelines for the Education Bulletin Board in the West Foyer (against the  right hand wall of the 

entrance hall to the Sanctuary)  

 This bulletin board is for the use of the religious educational programs for children, youth and 

adults.  It may include teacher and staff profiles, program listings, dates, and times as well as 

activities celebrated by photos or artworks, and any other material to promote religious education. 

 Each section of the board needs to be clearly defined as to which educational program it 

represents: children, youth, or adults. 

 To maintain the visual integrity of presentations, all section headings need to use Arial font in bold 

and size 72 (about ¾”) for lettering of each section, glued on beige paper.  Section headings are 

supplied for your use and are stored in a box kept in the church office.   

 Please use Arial font in appropriate sizes for the text of all messages for a contemporary 

appearance. 

  Specific white map pins are provided to use to secure both the section headings as well as 

information postings. They are located in the drawers of the tables in the foyer. 

 At times, there may need to be flyers, bulletins, or sign-up sheets to accompany a display.  Please 

use the acrylic boxes (various sizes are provided for your use and may be found on the fifth shelf 

of the coat and storage closet off the foyer).  These boxes may be attached with pins to the Tek-

well as part of your display.  This keeps any handouts related to a specific subject together as part 

of the display. 

 Design of the presentation and its execution is by the committee promoting the information. Use 

materials and colors as you desire using committee creativity and imagination.  

  It is also the committee’s responsibility to remove the display when it is no longer needed. 

Guidelines for the Bulletin Board on the west wall of the West Foyer 

 This board is open to all church committees wishing to display special events or other information 

they wish to share.  

 Each committee presenting information should identify itself with a heading label printed in 72 

point Arial font in bold.  Heading will be prepared in the same manner as headings for the RE 

Bulletin Board.  Section headings are supplied for your use and are stored in a box kept in the 

church office. 

 The last five bulleted instructions given for the educational bulletin board also apply here. 

 Additional materials, if necessary, may be placed flat on the two tables fronting the bulletin board. 

The Office Administrator will keep the table materials up-to-date and neat. 

Guidelines for the Community Bulletin Board (on the wall to the right of the kitchen) 

 This board is for posting information about community events and other churches’ information.   

 ALL material must be dated.  The Office Administrator will remove expired material. 

 Members’ materials (for businesses, etc.) also may be placed on this board.  It is the members’ 

responsibility to keep what they have provided current and remove what is not. 

 White map pins are provided to place materials on the bulletin board.  They may be found in the 

foyer tables’ drawers. 

Guidelines for the Children’s Bulletin Board in the stairwell 
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 All material (photos, artworks, information) should be approved by the RE committee and/or staff. 

Please Note:  The Weekly Schedule will be on display in the East Foyer above the sink area.  Currently, 

the schedule will be displayed in the usual closed oak box now in use.   

 

Note:  These draft guidelines are presented to committee members for their comments.  Once they have 

been approved by the committee, they will be presented to the Board for its approval. 

 

 

 

 

 

 


