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Pulpit Announcements 

Q: Can my event be announced by Fr. John after Mass? 

A: Fr. John works with the staff regarding pulpit announcements. Unfortunately, these 
announcements are reserved for parish sponsored events and ministries. Father does not make 
pulpit announcements concerning non-parish sponsored events, which includes events in the 
community or an event that uses our facility. 

Q: Could I make an announcement myself after Mass? 

A: Unfortunately, in order to appropriately manage the number of announcements and the length of 
time for announcements, ICC does not permit others to make pulpit announcements, with the 
exception of Bethlehem Christians and the Little Sisters of the Poor. Please consider using the 
remaining resources on this FAQ, which are available to any organization. 

Tables 

Q: How do I reserve a table? 

A: Tables are a great way to allow people to sign up for your event or program in the Commons after 
Mass. Reservations should be made a week in advance. You may come in before Mass or during 
parish business hours to set up your table. 

Groups associated with the parish (which includes our regional Catholic schools) 
should approach their parish staff point-of-contact to reserve a table in the Commons. Please see 
the organizational chart on the parish website to determine the appropriate staff point-of-contact. 

Groups not associated with the parish are invited to post flyers and information on our 
Community board in the Commons, and too, place materials on the table in front of the Community 
board. Unfortunately, due to the number of activities and ministry associated with the parish, we are 
unable to offer tabling for groups not associated with the parish. 

Quick Reference 
Sponsorships 
Parish “Sponsored” Events are events funded by the time and energy of staff members or by a 
financial contribution on behalf of the parish. The promotion of such events represents our parish 
to a wide audience, and therefore, we ask that the promotion of these events comply with our Style 
Guide, which allows us to maintain consistency in our parish-wide image. (using both our name 
and logo correctly). 

Parish “Hosted” Events are events that utilize our facilities, but are unrelated to the parish in an 
official capacity by a staff member or financial contribution. Because such events have the capacity 
to represent our parish to a wider audience, we ask, too, that these events comply with our Style 
Guide in using our name, however, please refrain from using the parish logo. 

Audience Size 
For events sponsored or hosted by our parish and distributing promotional items to an 
audience of 100 or more people, organizers are kindly asked to provide a copy of their flyer, 
poster, or other forms of media to our Director of Communications and Facilities, Vy Barto via 
email: vybarto@icchampton.org, simply so we are aware of the promotional item. 
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Posters & Flyers 

Q: Can I get help with designing a flyer or poster? 

A: Events sponsored by the parish may appeal to have their flyer or poster designed by the ICC 
Communications Director. Due to ongoing, parish-wide projects and events, requests should be made 
four weeks prior to promotion of the event by contacting Vy Barto, at vybarto@icchampton.org. 

Q: How should I go about making my own flyer or poster? 

A: Events hosted by the parish are encouraged to create their own flyers using our Style Guide as a 
reference for representing the name of our parish. Groups associated with the parish are also 
encouraged to create their own flyers by using the Style Guide and seeking the input of their parish 
staff point of contact. 

For audience sizes of 100 or more people, organizers are kindly asked to provide a copy for review—
prior to printing—to Vy Barto at vybarto@icchampton.org. 

Q: What is the “ICC Style Guide” and when should I use it? 

A: The ICC Style Guide is an explanation of how our parish should be represented using font styles 
and sizes that have specifically been chosen to complement our logo and represent our parish. The 
Communications Team made these selections so that our parish is consistently represented as warm 
and welcoming, and too, strives to maintain a consistent image internally, as well as to the wider 
community outside of our parish. Therefore, we kindly ask that any use of the parish’s logo or our 
parish name follow the standards outlined in the ICC Style Guide. 

Q: Where can I put a poster for my event if I want parishioners to see it? 

A: Flyers and posters may be added to our community board at any time. This board is for 
parishioners to notify one another about events in the community. We kindly ask that this board not 
be used for solicitation by non-parishioners. Flyers need not necessarily be approved by staff unless 
they represent Immaculate Conception Catholic Church by location (being held at or hosted by the 
parish) or through visuals (using our logo). In these instances, we do ask that you please adhere to 
the ICC Style Guide. 

If you utilize our community board, please provide a copy of the flyer or poster with your name and 
contact information on the back to Vy Barto, simply so we are aware of your community 
announcement, and too, if there are any questions. 

Q: Can I hand out flyers for my event after Mass? 

A: In order to keep our spaces clear and easy to navigate after Mass, we ask that you reserve a table 
and hand out flyers from only your table’s location. Although flyers have been previously passed out in 
the parish’s sanctuary, the entryway to the sanctuary, the main entrance, or parking lot, Fr. Prince 
ceased this practice effective May 15, 2015. 

Additionally, ushers distribute worship aids, bulletins, and occasional handouts for parish wide 
events, but do not distribute materials for other groups. 
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Bulletin 

Q: Can my event be announced in the bulletin? 

A: Events sponsored by the parish may be announced in our “Parish Happenings” section, while 
events held at the parish or held within our local community or diocese may be announced in our 
“Diocesan & Community Happenings” section. Events that appeal particularly to the Catholic 
community at Immaculate Conception will receive priority placement. Placement in the bulletin is 
not guaranteed upon submission and is subject to the space available each week and the time of 
submission. 

Q: How do I submit an announcement to the bulletin? 

A: Send a headline, brief description and contact information for your event by Monday at 12:00 p.m. 
for publication the upcoming weekend. To ensure accuracy of content, email is preferred; please send 
to iccbulletins@icchampton.org. 

Full color advertising on the back cover of our bulletin is available through our bulletin publisher, 
Liturgical Publications. To reserve a space and inquire about pricing, please contact Brian Williams 
via email at bwilliams@4lpi.com or by phone at 1-800-477-4574. 

Website 

Q: Can my event be announced on the parish website? 

A: Events may also be announced on our website. Events that are open to the entire parish receive 
priority. Please submit announcements to Vy Barto, at vybarto@icchampton.org. Submission 
guidelines are the same as bulletin submission guidelines (above). You are also encouraged to submit 
a photo or flyer image if appropriate for your event (acceptable file formats: .jpg, .tiff). 

Weekly E-mail Newsletter 

Q: Can my event be promoted in the parish’ s weekly email newsletter? 

A: In order to ensure concise communication with the parish, events promoted on the weekly email 
newsletter are currently chosen at the discretion of parish staff. Events are primarily selected from 
parish-wide events on our parish calendar and those promoted in our bulletin or on our website. 




