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What When How To Whom 

Sunday Morning Bulletin Announcements, Inserts, and Table Requests 

Sunday Morning Bulletin 
Announcements 

10:00 a.m. THURSDAY 
for upcoming Sunday 

Email 
 

The words Bulletin  
Announcement should be  

included in the email subject line along 
with the DATE to begin 

Beth Bookhamer 
beth@lscc.org 

Sunday Morning Bulletin 
Inserts 

10:00 a.m. TUESDAY  
for upcoming Sunday 

Email or Memo 
 

The words Bulletin Insert should be 
included in the email subject line along 

with the DATE to begin insert 

Beth Bookhamer 
beth@lscc.org 

Table Requests 
10:00 a.m. TUESDAY 
for upcoming Sunday 

Email 
 

Must be accompanied by  
description of table, including  

décor, handouts, etc. (Remember all 
printed material must be  

pre-approved) 

Nick Robertson 
nick@lscc.org  

Emails 

Congregation Wide 
5:00 p.m. TUESDAY for  
upcoming Wednesday 

Email 
 

Include exactly what you wish to be 
said. Inclusion of graphics is left up to 

discretion of Admin 

Beth Bookhamer 
beth@lscc.org 

Targeted Audience 3 days prior to mailing 

Email 
 

Include specific details along with excel 
file of email addresses. (If you need us 

to gather the  
addresses from the church  

database, please provide exact pa-
rameters, ie grade level,  

gender, etc.) 

Beth Bookhamer 
beth@lscc.org 

Surveys 1 WEEK prior to mailing Email or printed copy 
Beth Bookhamer 
beth@lscc.org 

Events and Facilities 

Request for 
EVENT DATE & TIME, 
ROOM RESERVATION 

2 WEEKS 
before the event 

Email or Phone Call 
 

FOR MAJOR EVENTS:  
Facilities Reservation Form must be 

filled out and turned in before Reserva-
tion will be confirmed. 

Beth Bookhamer 
beth@lscc.org or 

360.886.8045 

Change of 
EVENT DATE & TIME, 
ROOM RESERVATION 

48 HOURS 
before the event 

(10 a.m. Friday for Sun-
day) 

 

Email or Phone Call 
Beth Bookhamer 
beth@lscc.org or 

360.886.8045 



What When How To Whom 

Finance Office Services 

Check Requests 
10:00 a.m. WEDNESDAY 

before checks are printed on 
THURSDAY 

Staff Mail Box Lynda Kamaras 

Request to use  
Church VISA 

At time of expenditure PURCHASE ORDER Lynda Kamaras 

Food Ministry 

Meals for Individuals ASAP Phone Call or Email 

Sandy Hargrove 
kentfamily@aol.com 

253.630.3064 
 

Cc: Lynda Kamaras 
lynda@lscc.org 

Meals for Events 

 
1 MONTH 

Prior to event 
(no less than 2 weeks for 

last minute events) 
 

Phone Call or Email 

 
Sandy Hargrove 

kentfamily@aol.com 
253.630.3064 

 
Cc: Lynda Kamaras 

lynda@lscc.org 
 

Internet Services 

WWW.LSCC.ORG 
Web Page Updates 

GENERAL INFORMATION 
Anytime 
ǒ 

TIME-SENSITIVE 
INFORMATION 

2 weeks in advance of 
desired display 

Email 
(especially if changes  

are lengthy) 
Or printout with changes marked 

Beth Bookhamer 
beth@lscc.org 

Online Registrations 
TWO WEEKS 

before registrations are 
to begin 

Email or printout  
with all necessary information 

needed to be collected 

Beth Bookhamer 
beth@lscc.org 



What When How To Whom 

Publication Services 

Request for Printing: 
B&W, flyers, posters, letters 

2 WEEKS 
Before the desired date of 

completion 
Work Order 

Beth Bookhamer 
beth@lscc.org 

Request for Printing: 
full color, brochures,  

booklets 

3 WEEKS 
Prior to deadline 

Work Order 
Beth Bookhamer 
beth@lscc.org 

Original logo design 
& artwork 

1 MONTH 
Prior to deadline 

Email & Work Order 
Beth Bookhamer 
beth@lscc.org 

Advertising or Promotional 
Campaigns 

6 WEEKS 
Prior to deadline 

Email & Work Order 
Beth Bookhamer 
beth@lscc.org 

Photography 
At least 1 WEEK  

prior to event 
Email or Call 

Stacey Luce 
stacey@lscc.org 

360.886.8045 

Sound, AV & Programming Support 

Requests for Audio-Visual 
support for an event 

3 WEEKS 
before the date of the event 

AV Request Form Stacey Luce 

Requests for Audio-Visual 
support related to Sunday 

service 

 
 

2 WEEKS before 
 
 

Email or Phone Call 
Stacey Luce 

stacey@lscc.org 
360.886.8045 

 
VIDEO PRODUCTION 

Production of special videos 
related to events should be 
anticipated during calendar 

planning. 
 

60 DAYS 
before the date of the event 

Email or Phone Call 
Stacey Luce 

stacey@lscc.org 
360.886.8045 


