
Announcer Preparation (12-1-2011) 

First Unitarian Universalist Society of Albany 
 

A Welcoming Congregation 

Greetings! 
We are pleased that you have agreed to be the Committee Focus/Announcer. Enclosed is 
information you need to prepare, and a copy of the announcer script.  
 
Our goal in having a separate announcer is to clearly separate the business of the church from the 
spiritual mood of the Sunday service. It is important that you read this material before Sunday. 
 
If you find that you are unable to be the Announcer on the date assigned, notify Peggy Sherman,  
Program Coordinating Council chair, and the FUUSA office immediately so that we can find a 
replacement for you promptly. 
 
Announcer Responsibilities 
1. Prepare your comments about your committee/activity. Please do not take more than 1 (one) 
minute to talk about your committee. Practice and time yourself beforehand! This section is to 
tell the congregation what your committee does. If there also is an announcement about a 
specific activity from your committee, read it later with the other announcements. 
 
2. On Sunday, arrive 15 minutes early. Get announcements from the pocket in Channing Hall 
and read them over. Compare them against Order of Service and eliminate those paper 
announcements that are already in the OS. If there is a written announcement that adds new 
information to what is printed in the OS, underline and read aloud only the new information and 
refer folks to the OS for details. If the writer has used acronyms, find out what they stand for and 
write them out so you will read the whole name. e.g. RSC= Religious Services Commitee 
 
3. Get your hymnal(s) and put them on the chair you will return to after reading the 
announcements. 
 
4. Using your script, read the announcements and greet the visitors. Be sure to end with the 
words: “This ends the announcements. Those waiting can now be seated. As they are taking their 
seats, please turn and greet your neighbors.” (Wait for all to be quiet) “The service will now 
begin.” Then pause while people sit. Turn the microphone over to the Service Leader. 
 
^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^ 
Note to committees doing the Committee Focus:  
Please consider announcements to be one part of an overall publicity strategy. Use these 
methods for “getting out the word”: 
--Windows--introduce event/topic with nice article 
--FUUSA Preview email—timely reminders of imminent events 
--Orders of Service--very short reminders in weeks leading up, and then in week of event 

something new and fresh to get attention 
--Committee Focus insert in Order of Service on your Sunday 
--Last minute written announcement (to be read) only when necessary  
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Script for the Announcer 
 
Ringing of the Chime  -- (Announcer rings small chime on stage to begin 
service) 
 
Welcome and Announcements 
 

Good morning and welcome to the First Unitarian Universalist 
Society of Albany. My name is __________ and I am a member of 
____ Committee, which is the Committee Focus this week. Our 
committee is responsible for_____________. We would like you to 
join us in working on __brief summary—ONE minute maximum____.  
 
Come visit with us in Channing Hall after the service for more 
information.   
 

**************** 
Before we begin today’s service, we have these announcements. I 
draw your attention to the announcements in the Order of Service:  
 

Read starred (*) announcements (if any-- the first one or two sentences only- 
omit details which congregants can read.) 

 
We have these additional announcements. 
 

Read any paper announcements that aren’t already in the Order of Service 
(Reminders: (1) Don’t use acronyms—read whole name. (2) If referring to 
sign-ups, ask the contact person to stand up so folk know who to talk to.) 

 
Welcoming guests and visitors 
 

We enjoy welcoming guests and visitors to our service.  If you have 
brought a guest, or are a visitor and would like to tell us who you are 
and where you're from, please stand or raise your hand. The usher will 
bring you a mike. 

(Pause for newcomer introductions.) 
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(Read this line only if someone has introduced themselves:) 
Thank you and welcome. If you would like to learn more about us, 
please stop by the Welcome Table for a short conversation about 
FUUSA and Unitarian Universalism with folks from the Membership 
Committee.  
 
This ends the announcements. Those waiting may now be seated. 
As they are taking their seats, please turn and greet your 
neighbors (pause, wait for all to be quiet). The service will now 
begin.  
 

(Pause for late arrivals, then ring the chime.)  
 
Return to your seat. 


