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Communications Services...
What’s in a Name?

In the same way God communicates with us through His Word, 
effective communication is the key to the success of your ministry. 
In fact, communication is the key to everything we do at Bellevue. 
You can see it in every part of our Mission Statement. It’s Loving 
God, Loving People, Sharing Jesus, and Making Disciples. It all 
involves effective communication.
     
The Communications Ministry is here to help our church achieve 
her mission and to help you achieve your ministry goals. We are 
here to serve, support, and help your ministry and our church as a 
whole accomplish her mission. 

We measure our success by your success. That’s the whole idea 
behind this handbook–to help us serve you more effectively and 
efficiently through better communication.

CS1-1

Communication 
is the key to 

effective ministry.
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Catalog of Available Media and Services
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Ten Steps to Effective Communication
  1. Remember, our “product” is relationships (with God and with people),
 not programs.
  2. Develop your ministry plan before your communications plan.
  3. Communicate what makes your ministry/event strong and unique.
  4. Begin with your target audience, not your program. Communicate
 benefits, not attributes.
  5. Use media as “air cover” for person-to-person communications, not

a substitute.
  6. Use a variety of media outlets, but don’t spread it too thin.
  7. Use each media’s strengths appropriately.
  8. Repeat your message frequently; reinforce by repetition. Don’t expect 

people to get it the first time, and don’t keep changing it.
  9. Make a plan and stick with it until your research tells you to change it.
10. Do everything with excellence.

Appropriate Media
After you identify who you are trying to reach, pick the appropriate method(s) of 
communicating with them. This list is not exhaustive, but represents most of the 
traditional communication channels. The creative ways to communicate are only 
limited by your imagination!

Periodic Media:
 • Department Newsletter
  o  Pro: Highly targeted to a specific departmental group
  o  Con: Does not reach non-attendees unless mailed

 • Life Group Announcements
  o  Pro: Reaches Life Groups attendees
  o  Con: Does not reach non-attendees

CS2-1

Section 2. Communication Helps

Every ministry at Bellevue wants and needs to communicate efficiently and 
effectively. Below you’ll find the “Ten Steps to Effective Communication” and 
“Appropriate Media” that will help you in planning your announcements or 
advertisements.

We are here to serve you. Please contact us if you have any questions or need 
help creating a communications plan for your ministry or event.

Focus on
the personal. 

Follow the 
principles. 

Formulate
the plan.



 • Bellevue Today
  o  Pro: Reaches Worship attendees and some Life Groups
  o  Pro: Downloadable on the website (Con: avg. is only 30/wk)
  o  Pro: No cost
  o  Con: Does not reach non-attendees

 • Messenger
  o  Pro: Reaches all members, as well as guests who have registered their    
           attendance in the past 60 days
  o  Pro: No cost
  o  Pro: Downloadable on the website (Con: avg. is about 120/issue)
  o  Con: Mailed only six times per year
  o  Con: Six weeks lead time

 • IMAG still
  o  Pro: Reaches Worship Service attendees
  o  Con: Does not reach non-attendees

 • Digital Signage
  o  Pro: Reaches people who walk through hallways seven days per week
  o  Con: Does not reach non-attendees

 • Website Event Announcement
  o  Pro: Reaches all who proactively come to Bellevue’s website (~12,000 hits/week)
  o  Pro: Online registration for events
  o  Pro: Lots of easy-to-find information
  o  Pro: Video/audio can be embedded
  o  Pro: Easy to share on facebook for viral marketing
  o  Pro: No cost
  o  Con: Not all events or announcements rank high enough for the main page
  o  Con: Approximately 30% of people do not use the internet (2007)

 • Mail-out (CMS generated list)
  o  Pro: Reaches the homes of a specific group
  o  Pro: Lists can be extremely specific
  o  Pro: Everyone has a mailbox
  o  Con: Long lead time and cost
  o  Con: Timely delivery of bulk mail (50% arrives in three days, but the letter    
            carrier can decide to deliver it later at his/her discretion.)

 • E-mail
  o  Pro: Reaches a specific group that has registered their e-mail addresses

 • B-mail
  o  Pro: Reaches 4,500 people (Nov 2009) who have specifically registered to    
            receive B-mail announcements 

Special Types of Media:
 • Bellevue Now and other Video/Audio
  o  Pro: This can be highly effective in Worship Services and on the internet
  o  Con: Reserved for high profile projects
  o  Con: Production resources are limited

Appropriate Media continued...
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 • Invite cards
  o  Pro: Great for empowering people to invite friends
  o  Con: Cost, but it can be done inexpensively

 • Inserts in BT
  o  Pro: Great for reaching those who attend
  o  Con: Cost
  o  Con: There is a lot of waste

 • Phone tree
  o  Pro: Great for reaching a specific audience
  o  Pro: Will leave message on answering machine, will call back if no answer, recipient
      can press a key for a response, etc.
  o  Pro: Can call multiple phone numbers: i.e. home, work, cell
    • A list can be generated from the CMS
  o  Con: Ten cents per call
  o  Con: Not all phone numbers are valid

Mass Media Advertising:
 • TV
  o  Pro: Great for publicizing an event that has broad appeal
  o  Con: Expensive

 • Radio
  o  Pro: Can be somewhat targeted to age groups and those who would listen    
       to specific types of music
  o  Con: Moderately expensive

 • Billboards (Outdoor)
  o  Pro: Can be effective if message can be read and understood in six seconds
  o  Pro: Great if the event has fairly broad appeal
  o  Pro: Can be targeted to specific areas of town/highways
  o  Con: Cost

 • Posters/flyers
  o  Pro: Cheap and effective if used appropriately

 • Direct mail
  o  Pro: Effective at reaching a specific target
  o  Pro: Everyone has a mailbox
  o  Con: High cost per response when the target is not clear

 • Internet advertising
  o  Effective, but expect low click-through/display rate
  o  Advertisement may show up on a page that you find embarrassing

CS2-3



How to Request Services
The Communications Ministry strives to be proactive in our service. We try to 
keep our antenna up, anticipating and planning promotion of major ministry 
events and emphases in our periodicals. 

As much as we try to stay informed, however, nobody knows 
your ministry and your needs like you. So we depend on you to let us 
know when you need services by submitting a request. We now have 
one request form–Communications Request–that provides us with the 
information we need to do a good job for you. Keep in mind that it is 
your responsibility to complete one of these forms in order to initiate 
a job. Even if the job is discussed in a meeting, we will not consider 
it officially ordered nor begin work until a completed Communications 
Request form is received. Also, don’t send e-mails, phone calls, 
or depend on other forms of communication to init iate jobs. 
Here’s how the process works:

1. Determine your objectives, then your needs.
Give some thought to what you are trying to accomplish and what the desired 
strategies are to achieve your objectives. Look over the “Catalog of Available 
Media and Services” (page CS1-2). Then determine your communications 
needs; feel free to ask us for ideas. For major events, you may want to 
schedule a meeting with the Director of Communications to develop a 
detailed Communications Plan.

2. Complete and submit request forms.
Fill out the forms completely. Use a separate form for each request please; 
Periodic Media requests count as one request so that multiple Periodic Media 
for one event may be requested on a single form. Keep the bottom copy and 
submit the other copies to the Communications Services coordinator. She will 
process these requests. Please do not send requests directly to designers 
or editors. This single form (Communications Request) should handle 
about 99 percent of all your needs. If you have special needs, meet with 
the Director of Communications. Even if the job is discussed in a meeting, 
we will not consider it officially ordered nor begin work until a completed 
Communications Request form is received. Also, don’t send e-mails, phone 
calls, or depend on other forms of communication to initiate jobs or request 
services. Use the form. 

Proactive service

Nobody knows 
your ministry 

like you, so we 
depend on you 
to let us know 

when you need 
services.

What are your  
Communications 

strategies?

How can we 
help?

Section 3. Requesting Services
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3. Consult with Communications.
Often, we will have questions and will call you to discuss the details of your 
request. Please try to give us all the information you think we will need, 
however, when you submit your request. 

By the way, this would be a good time to pray for us. We want to fill your 
request precisely the way God wants it done. We pray for you and your 
ministry. We appreciate your prayer as we work on your job.

4. Proof and/or approve your job.
For requests in which you request a proof, you will receive a proof for you 
to examine and approve. It will contain a deadline for when we need your 
approval in order to fulfill your request on time.

5. Give us feedback after your job is done.
We live on information. Hindsight is the most valuable kind, yet often the most 
neglected. Most jobs come back around year after year, so we welcome 
constructive criticism that will help us next time. (Encouragement doesn’t 
hurt, either.)

How can we 
make the most 

impact?

Does everything 
meet your 
approval?

How can we be 
more effective 

next time?
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Communications Request Form
This form enables you to request all the services. It is simple to use. Just 
let the form ask you questions. All requests should be submitted to the 
Communications Coordinator.

Date needed
We want to give you the very best quality we can, 
quality that reflects the high level of quality of your 
program. That takes time (please see page CS3-5). 
Also, please remember that our department handles 
the publishing and promotion requirements of all 
the departments in the church, so we may have 
demands on us of which you’re not aware. Plan well 
ahead, and submit requests far enough in advance 
to give us ample lead time to do your job right.

Services Requested
Complete as much of this 
section as applies. Feel 
free to call us if you have 
questions. This information 
includes:

Media
Use one request form per 
requested job. In other 
words, check only one 
square box. If you check 
Periodic Media, multiple 
circles may be checked on 
a single form.

Distribution
Use the space under each 
choice to fill in “to whom.”

Quantity
Fill in the number(s) beside 
the appropriate box(es).

Job Specifications
Check off as much as 
you can. If you don’t care 
or don’t know, check 
“Designer’s choice.” If you 
have something in mind 
that’s not listed on the form, 
check “Other” and write it in 
beside or under.

Budget account 
number
If your request will involve 
outside expenses, please 
include the budget 
account number from your 
department.

Administrative Staff 
approval
Most jobs require 
Administrative Staff approval. 
Jobs requiring this approval 
include, but are not limited to:
▪ All Periodic Media requests
▪ Jobs involving outside 
production costs (printing, etc.)
▪ Jobs involving bulk mailings
▪ Any new jobs that set 
precedent, i.e., ones that 
have not been done in the 
past
▪ Jobs that receive exposure 
outside the church family
▪ Jobs that are high profile 
within the church family.
To avoid the delay of having 
the job returned for approval, 
the best policy is, when in 
doubt, get approval.
Also, please be sure that any 
attached copy/info has been 
approved before submitting. 

Announcement Copy or Instructions
Write the announcement as if it were appearing in 
Bellevue Today. We will edit as appropriate. Also 
attach any photos or rough layouts. Please type or 
write legibly for accuracy.  All copy longer than one 
paragraph must be submitted electronically. 

Section 3. Requesting Services
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How to Help Us Serve You Better
Communications strives to give you what you need, when you need it, 
and with a high level of quality that reflects our church and your ministry. 
As partners in your ministry, here are some things you can do to help us 
help you.

The Law of the Unattainable Triad

Pick any two!

You can’t have all three. This law is a basic principle of any economic 
system that operates with limited resources. Yes, we serve an unlimited 
God. We depend on Him and do everything we can to give you high 
quality work in a timely, cost-effective manner. And He often does 
miracles! But He expects us to be wise and reasonable stewards of all 
the resources (human, financial, time) He entrusts to us.

If you want it cheap and fast, you sacrifice quality.
Quality is one element with which we don’t like to negotiate. The good 
name of our Lord and our church is too valuable to mar with quality 
that’s under par. Ordinarily, the only aspect of quality that is negotiable 
is the level of production values–photocopier, 1-color, 2-color, or 4-color 
printing. 

If you want it high quality and cheap, you must plan further ahead.
This is the proverbial Cadillac taste on a Volkswagen budget. We can 
sometimes give you a better looking piece without spending a lot more 
money if we have plenty of time to work on it. Of course, we cannot 
always work miracles!

Good

Fast

Cheap

We’re your 
partners in 

ministry. We strive 
to reflect the high 
level of quality in 

our church and 
your  ministry.

If anyone figures 
out a way to 

deliver all three, 
please see us. 

We’ve got some 
money we’d like 

to invest.

The Fast-Food-
Drive-Thru 
Syndrome

Cadillac tastes 
on a Volkswagen 

budget
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If you want it fast and high quality, you will pay more.
This is another common demand. But the reality is “time is money,” and 
you have to pay for convenience and time-savings. That’s why bread 
costs more at the convenience store than at the supermarket. We 
realize that last minute requests are often beyond your control. Please 
try to do as much advance planning as you can, and we’ll be in a better 
position to help you with genuine emergencies.

Lead Time Requirements
The following chart gives you a general idea of how much time is 
required to produce typical communications pieces. Lead time is 
calculated from the date the piece is needed, not the event date. Keep 
in mind that these are general guidelines and that there are a number of 
variables, such as photography needed and complexity of design that 
could require additional time. Also, exceptions can be made to do jobs 
more quickly, but please remember the law of the unattainable triad and 
try to plan for the required time so that we can do the best job possible 
for you.

Request      Minimum lead time needed
Periodic media article/announcement  10 days (Thursday, 4:30 p.m.)
In-house duplicated flyers, etc.  1-2 weeks
Photography     2-3 weeks
Logos, illustrations    3-4 weeks
Website content    2-3 weeks  
1- to 4-color brochures, etc.   4-6 weeks
Booklets over eight pages   6-8 weeks

Please keep in mind that this lead time begins when we have received 
complete information. Until we have the whole picture, it is usually 
not an efficient use of time to begin since new information can totally 
change the direction in which we are headed.

Anything’s 
possible... but

you may have to 
pay for it.

Giving us more 
time means a 

better job for you.

Section 3. Requesting Services
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Bellevue Baptist Church Stylebook
Introduction
Consistency of style is important to projecting a quality, unified image 
for our church. Though there may be much diversity in the tone and 
target of our messages, every piece of communication that comes 
from our church should appear to come from the same voice. To this 
end, Communications has standardized many elements of style which 
we have included in this stylebook. It contains style notes related to 
abbreviations, capitalization, spelling, and usage. This stylebook is 
organized like a dictionary. Please take a few moments to familiarize 
yourself with it; pay particular attention to the spelling and capitalization 
of each entry. Use these standards in all communications, from personal 
letters to copy submitted for Bellevue Today.

Other Authorities for Style
The Associated Press (AP) Stylebook and Libel Manual is the source 
of authority for style except where it conflicts with the Bellevue style as 
written herein. This Bellevue stylebook also contains some commonly 
used style notes that are also found in The Associated Press Stylebook.

Webster’s New World Dictionary is the authority for spelling, subject to 
the same limitation. If more than one spelling is correct, the first spelling 
it cites is the one Bellevue uses.

Bellevue Baptist Church Stylebook
abbreviations–As a general rule, abbreviations should be avoided. This 
includes months, days of the week, roads, and states–except when 
given as part of a mailing address.

9:30 Worship Service
11:11 Worship
academic degrees–Follow AP style. The preferred form is to avoid an 
abbreviation and use instead a phrase such as: John Jones, who has a 
doctorate in psychology. 
    Use an apostrophe in bachelor’s degree, a master’s, etc., which use 
lowercase letters since they are general designations. Use uppercase 
for official names of degrees: Master of Divinity, Bachelor of Arts.

Consistency says 
unity. Every piece 

of communication 
that comes from 

our church should 
appear to come 

from the same 
voice.

Section 4. Stylebook
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Activities Ministry–Do not use. Use Recreation Ministry. 
Adrian Rogers–Refer to him as Dr. Adrian Rogers.
Afterglow
age–Always use figures. When the context does not require years or 
years old, the figure is presumed to be years.
    Ages expressed as adjectives before a noun or as substitutes for a 
noun use hyphens: A 5-year-old boy, but the boy is 5 years old. The 
class is for 3-year-olds. 
   When giving the age of one person: They have one daughter, Sarah, 
age 4. If giving the ages of people in a series: They have three children, 
Sarah, age 4, John, 2, and Matthew, 1.
angel
apostle
Awesome August
baptistry
Bellevue Appling Road–When used as a title. Also acceptable to use 
"main campus" or "Appling Road campus" in narrative.
Bellevue Arlington–not Arlington Campus.
Bellevue Christian Bookstore or Bellevue Bookstore–Bookstore is 
one word.
Bella Vista
Bellevue Library
Bellevue Loves Memphis–Do not put in quotation marks.
Bellevue Sportsmen
Bible Fellowship group–Do not use.
biblical–Do not capitalize.
B-mail!
Bookmarks (in italics)–The Bellevue Library’s newsletter. No capital 
“m,” one word.
book signing
books of the Bible–Always capitalize, without quotation marks, the 
books of the Bible. Do not abbreviate. 
   Use numbers when referring to books of the Bible such as 
1 Corinthians, 3 John.
    Citations listing the number of chapter and verse(s) use this form: 
Matthew 3:16; Luke 21:1-13; 1 Peter 2:1; 5:8.
campout
Capitalization Notes–Do not capitalize words like tribulation, the 
second coming, rapture, or antichrist. Do capitalize Christ and Satan.
Care Groups–Or Care Group Ministry. Not C.A.R.E. Network.
Celebrate America!–Italicize.

Section 4. Stylebook
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childcare
Christlike
churchwide–One word, no hyphen
co-ed
comma–Use commas to separate elements in a series. Put a comma 
before the conjunction, even in a simple series. The flowers were red, 
yellow, and pink.
Courtesy Titles–Use the title Mrs., Mr., or Miss where appropriate. If 
we don’t know marital status, use name without title. Use Ms. only upon 
person’s request.
The Core
Courtyard–Do not use this term. Use Garden Courtyard.
cross–Do not capitalize.
The Crossing assembly room–In major churchwide publications.
The Crossing–Use in Student publications only.
Crosspoint Company
Deacons Meeting
dash–Do not put a space on either side of a dash. Indicate a dash by 
stroking the hyphen key twice or using the key for the dash symbol. 
Choir practice–Monday, June 12.
degree–Lower case
deities–Capitalize the proper name of monotheistic deities: God, the 
Father, the Son, Jesus Christ, the Son of God, the Redeemer, the Holy 
Spirit, etc.
    Capitalize personal pronouns referring to the Christian deity: He, Him, 
His, Thee, Thou, etc.
   Lowercase the word gods as a plural reference to the deities of 
polytheistic religions.
   Capitalize the proper names of pagan and mythological gods and 
goddesses: Neptune, Thor, Venus, etc.
     Lowercase such words as godlike, godliness, godsend, and godly.
department
devil
DiscipleLife–One word, capital D and L.
Disciple Now
Earth
East Foyer–Not Preschool Lobby or other term.
The Edge assembly room–In major churchwide publications.
The Edge–Use in Student publications.

Section 4. Stylebook
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EE–Abbreviation is acceptable when referring to Evangelism Explosion.
ev2–Abbreviation is acceptable when referring to Everyday Evangelism.
ellipses–When joining two phrases, do not space before, between, or 
after ellipses except when the second phrase begins with a capital letter. 
In this case, space once before the second phrase. Ex. The best...is yet 
to come. and The best... Is yet to come. When using Bible quotations, 
do not use the ellipsis at the beginning or end of the quotation.
e-mail–Use the hyphen
English as a Second Language
Events Registration Center–Do not use “Special Events office” or 
abbreviate (ERC).
Events Registration office–Do not use the old term, Special Events 
office or abbreviate (ERC).
Exit 15
Family Fun Festival
Fellowship Hall–Not Dining Room or Fellowship Dining Hall.
Fireside Room–Do not use Seminar A/B.
first-come, first-served basis
Forerunners Luncheon
Foyers–Not Lobby. Bellevue has the Grand Foyer, West Foyer (not 
Fellowship Building Foyer), and the East Foyer (not Love [Preschool] 
Building Foyer).
fruit of the Spirit
Garden Courtyard
Girls Choir
God’s Word
Good News–When referring to the Gospel. Capitalized.
Gospel
GRACE Family Life Center–Not GFLC, Grace Building or Grace 
Family Life Center.
grade–Use grade followed by the numeral or the numeral with ordinal 
suffix (-st, -nd, -rd, -th) and grade: grade 6 or 6th grade. Do not spell 
out sixth unless at the beginning of a sentence.
Grand Foyer–Not Main Lobby or other term.
Great Commission
G.R.O.W.–Use when referring to God Rewards Our Work.
Guest Central
Guest Services–Use instead of Visitor Services. 
Hades
Heaven
hell

Section 4. Stylebook
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Holy Scriptures–both capitalized.
home page–Two words.
Home Point 
Homecoming Concert
homeschool–One word, no hyphen.
hyphen–see dash.
Impact Baptist Church and Ministries
indentions–Do not indent the first paragraph of an article.
inner-city–When used as an adjective.
inner city–When used as a noun.
Internet
italics–Italicize themes of churchwide emphases and the names of 
musical productions.
Jesus’–Possessive spelling.
Jesus video–Jesus in italics.
Joy Christian Recreation Complex
Junior High–Do not use. Use Middle School.
juniors–lowercase
Kingdom–Capitalize when referring to God’s Kingdom.
layman or layperson–One word.
Library–See Bellevue Library.
Life Groups–Two words. Do not use the old terms: Bible Fellowship or 
Sunday School.
Lifelines–Discipleship groups
Light & Truth
Love Building–Not Preschool Building. If necessary, use (Preschool) in 
parenthesis for explanation, Love (Preschool) Building.
Love Offering–Capitalize when referring to the annual offering received 
the Sunday before Thanksgiving.
The Majesty of Christmas–Italicize.
Memphis Passion Play–Italicize.
Middle School–Do not use Junior High.
Mid-South
missions–Always use with the final “s” when referring to outreach/
evangelism; use without the “s” when referring to the mission (purpose) 
of the church or to a specific outreach institution (e.g., a new mission 
church was planted; a mission field).
missions project–Use “s” on “missions.” Do not use mission trip.
money–Follow AP style for whole dollar amounts ($5, $12). If a whole 
dollar amount and an amount with cents is used together, use the 
decimal followed by two zeros for the whole dollar amount ($4.00, 
$5.50, and $6.75). 
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months–Follow AP style. Do not abbreviate unless necessary in tabular 
form.
    When a phrase lists a month and a year, do not separate the year 
with commas: November 1996.
     When a phrase refers to a month, day, and year, set off the year with 
commas: February 14, 1996, was the target date.
No.–Follow AP style. Use the abbreviation for number in conjunction 
with a figure to indicate position or rank: No. 1 album.
     Do not use # symbol.
nonbeliever
numerals–Follow AP style. Spell out numerals one through nine and 
numerals that begin a sentence. Use figures for numbers 10 or greater: 
We read the book five times. There were 20 people present. Fifty people 
came to the movie.
office–Lowercase: Call the Recreation Ministry office for more 
information. The word “office” is generally preferable to “department.”
OneDay–One word, capital O and D.
ongoing–one word
PaintTalk–One word. Capitalize both the “P” and the “T”.
Pastor–It is capitalized when referring to our Pastor or a specific pastor 
of another church, but lowercase when referring to a pastor in general.
pastored
percent–Follow AP style. This is one word. Use the numeral and the 
word percent. Do not use the % symbol: 50 percent.
periods (.)–Type one space, not two, after periods when submitting 
copy electronically. 
personal pronouns–Avoid these (our, us) unless referring to a 
churchwide event in a churchwide publication. Wrong: Join us for 
Women’s Ministry Tuesday. Right: Join us at the Bellevue Starlight 
Spectacular.
    It is acceptable to use personal pronouns in department publications.
Pipeline
P.O.W.R. Percussion
Praise Building–Not Main Building.
prayerwalk, prayerwalking
Prime Time
Promotion Sunday–Proper noun.
punctuation–Space only once after ending punctuation and colons in 
all publications. We’re going to the store. We’re getting the following: 
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fruit, meats, and vegetables.
Quotation Marks–Put around studies.
Recreation Ministry–Use instead of Activities Ministry.
room numbers–Use this style: room W275.
Satan
Savior–Not Saviour.
Scripture(s)–Always capitalize. The word refers to the entire Bible. 
Therefore, do not write He read the Scriptures unless he read the entire 
Bible. Write He read Scripture passages.

Scripture Quotations in Print—When quoting Scripture references in 
print that stand alone or fall at the end of a paragraph, use this style:
“Jesus looked at him and loved him. ‘One thing you lack,’ he said. ‘Go, 
sell everything you have and give to the poor, and you will have treasure 
in heaven. Then come, follow me.’” Mark 10:21

When quoting Scripture references within a paragraph where they are 
followed by more text, use this style:
“Jesus looked at him and loved him. ‘One thing you lack,’ he said. ‘Go, 
sell everything you have and give to the poor, and you will have treasure 
in heaven. Then come, follow me’” (Mark 10:21).

Scripture Version Citations—The following are the accepted ways 
to cite versions of Scripture. The citation should directly follow the 
Scripture reference and should be a smaller font size than the text (John 
3:16 NASB®). 

NASB®, KJV, NIV®, NKJV™, NLT, GNT, CEV, ESV, HCSB, The Message

If most Scripture references within a larger document are from one 
version, use a disclaimer like this at the beginning of the document: All 
Scripture references are NASB® unless otherwise noted. Then simply 
cite the version after any references that are not from that version.

second annual–Lower case.
self-control
Senior High–Do not abbreviate.
seniors–lower case
sign-up–When used as a noun: Sign-up for Women’s Ministry begins 
today.
sign up–When used as a verb: Sign up for youth basketball at the Events 
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Registration Center.
Singing Christmas Tree–Italicize.
Steve Gaines–Use “Bro. Steve”—letters/articles to church family, more 
for inside sources. Use “Dr. Steve Gaines”—newspaper/magazine 
ads and headlines more for outside sources. Use “Dr. Gaines”—as 
subsequent reference in newspaper/ magazine articles, more for outside 
sources.
students–Applies to young people grade 6-college.
Soul Mate Live
soul-winning–When used as a noun or an adjective.
states–Do not abbreviate, spell out.
Step One Classes–Not Step 1 Classes
Student Events Registration Center–Spell out, no abbreviations.
Student Life
Student Ministry–Not Youth Ministry.
Subheads in Publication–Lower case sentence style.
Summersing
T-ball
time–Lowercase with periods as in AP stylebook. 12:01 a.m.-
11:59 a.m.; 12:00 noon; 12:01 p.m.-11:59 p.m.; 12:00 midnight. Avoid 
the redundant 9:00 a.m. in the morning.
    Morning–6:00-11:59 a.m.
    Afternoon–12:00 noon-5:59 p.m.
    Evening–6:00 p.m.-5:59 a.m. or 6:00-9:00 p.m.
    Use a dash to indicate a time period. For example, 9:30 a.m.-4:00 p.m.
titles–Do not capitalize articles, conjunctions, and prepositions of fewer 
than five letters if the word is not the first or last word in a title. Put titles 
of sermons, studies, and seminars in quotation marks.
titles (position titles)–Always capitalize, such as: Associate Pastor. 
Never use “of” or “to,” use comma–example: Minister, Communications. 
There is one exception: Minister of Music.
try-outs
T-shirt
TV
Vander Steeg–Two words, capital V and S.
Visitors–Do not use. Use guests/Guest Services Ministry.
Volunteer Central
Web addresses–always include the www. before the address unless 
it is used as part of a logo, or address and phone number unit at the 
bottom of a brochure or ad.
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webpage–One word.
website–One word.
Wednesday Nights @ Bellevue
West Foyer–Not Fellowship Lobby or other term.
west wing–No caps.
Widows Ministry–No apostrophe.
Women’s Ministry–Use apostrophe.
Word of God
World Changers
World Missions Conference
World Missions Offering
Worship Center
Worship Service or Worship–When referring to our weekly event. Do 
not double the p before adding an ending (-shiped, -shiping, -shiper). 
Don’t capitalize morning or evening: morning Worship Service, evening 
Worship Service. 
year– Follow AP style. Use figures, without commas: 1986. Use an s 
without an apostrophe to indicate spans of decades or centuries: the 
1890s, the 1800s.
     Years are the lone exception to the general rule in numerals that a 
figure is not used to start a sentence: 1976 was a very good year!
     When a phrase lists a month and a year, do not separate the year 
with commas: November 1996.
Young Adult Ministry–Includes singles and marrieds in their 20s and 
30s. Do not use Singles Ministry or Young Married Ministry.
youth–Follow AP style. Applies to boys and girls in 6th-12th grade.
ZIP–All capitals, not Zip code.
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Bellevue Baptist Church
Graphics Standards

Logo Usage
Bellevue’s logo
Bellevue’s logo was adopted in 2008 and replaces all previous logos and 
other graphic treatments of “Bellevue Baptist Church.” Use the standards 
contained here and do not recreate or let vendors rebuild the logo.

Size
Good design calls for the logo to be used like a signature–not too large 
or too small. Use the following standards in sizing the logo:

Page size        Acceptable ranges for width of logo
       Vertical logo  Horizontal logo
8.5”x11” or smaller     1”-1.75” 2”-3”

Larger than 8.5”x11” 10-20% of page width 25-35% of page width

Placement
The Bellevue logo should rarely be used as the dominant element 
on a page. It should normally be placed near the bottom of a page, 
preferably centered or at the bottom right, depending on the design.

Alterations and ancillary elements
The alteration of the logo or the addition of other elements to the logo 
is not permissible. If ancillary elements such as the church address and 
phone number or Pastor’s name are desired near the logo, they should 
be separate elements and set in the typeface used in the rest of the 
document.

“Let all things be 
done decently 
and in order”

1 Corinthians 14:40

The logo should 
be used like a 

signature
–not too large 

or too small.
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Standard logo configurations
The new Bellevue logo consists of four modular elements (icon, 
“Bellevue,” “Baptist Church,” and “Loving.Life.Together.”) that may 
be arranged in certain standard configurations in order to adapt to 
a wide range of design applications. In order to maintain a degree 
of consistency, however, it is not acceptable to mix and match 
these elements in just any configuration. The approved standard 
configurations are demonstrated on the following page.

Color and duplication
The logo has been designed in such a way that it can be used 
effectively with all types of duplication methods–from photocopying to 
4-color process printing. The particular rendering of the icon, however, 
depends on the type of duplication used. (Note also that the tag line 
is used in color only with 4-color process printing.) Use the standards 
below to determine which icon rendering to use:

Duplication Method  Rendering of icon
Photocopy  Black & white line art image
     without soft drop shadow
1-, 2-, or 3-color offset printing:  
     White/light background  Gray-scale image with 
     soft drop shadow 

     Darker background  Gray-scale image without
     soft drop shadow 
4-color process printing:  
     White/light background  4-color image with
     soft drop shadow 

     Darker background  4-color image without
     soft drop shadow

The elements 
of the Bellevue 

logo may be 
arranged only in 

certain approved 
standard 

configurations.

 The logo is 
designed to 

adapt to a wide 
range of design 

applications 
and duplication 

methods.
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Standard Logo Configurations
It is acceptable to use the logo in any of these four approved standard four color 
process (CMYK) configurations. In order to maintain consistency and quality 
control, however, it is not acceptable to rearrange the elements in any other 
configuration. Please do not use this page as “clipart.”
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Standard Logo Configurations
It is acceptable to use the logo in any of these four approved standard
two spot color (black and PMS 2945 blue) configurations. In order to maintain 
consistency and quality control, however, it is not acceptable to rearrange the 
elements in any other configuration. Please do not use this page as “clipart.”
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Standard Logo Configurations
It is acceptable to use the logo in any of these four approved standard grayscale 
(black) configurations. In order to maintain consistency and quality control, 
however, it is not acceptable to rearrange the elements in any other configuration. 
Please do not use this page as “clipart.”
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Standard Logo Configurations
It is acceptable to use the logo in any of these four approved standard
one color (vector art) configurations. In order to maintain consistency and 
quality control, however, it is not acceptable to rearrange the elements in any other 
configuration. Please do not use this page as “clipart.”
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Standard Logo Configurations
(Polos and T-Shirts)
It is acceptable to use the logo on any of the color shirts below.
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Standard Logo Configurations
(Polos and T-Shirts)
It is unacceptable to use the logo on any of the color shirts below.

Section 5. Graphics Standards

CS5-8



Dos and Don'ts
Below are a few examples of how to use the logo and how not to use the logo. 
It is acceptable to use the logo in its original size, format, and resolution. It is 
unacceptable to stretch the logo out of proportion, either vertically or horizontally. 
It is also unacceptable to use a low resolution logo.
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Dos and Don'ts
Below are a few examples of how to use the logo and how not to use the logo. 
It is acceptable to use the logo in its original size, format, and resolution. It is 
unacceptable to stretch the logo out of proportion, either vertically or horizontally. 
It is also unacceptable to use a low resolution logo.
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OFFICE OF THE PASTOR

2000 Appling Road

Cordova, TN 38016

901.347.2000

Steve Gaines, Ph.D.

Pastor

Letterhead usage
The use of Bellevue letterhead should be reserved for personal letters 
to an individual (or group of individuals) from an individual. Letterhead 
should not be used for printing flyers, reports, or other general 
informational documents.
     The letter writer should make every effort to make the letter fit on one 
page. Longer letters are less likely to be read. If the letter must go to two 
or more pages, use plain white paper of a stock similar to that of the 
letterhead. Margins should be the same for subsequent pages as for the 
first page.

Top Margin
Set at 1.5 inches. This 
should make the top line 
(usually the date) line up 
with the word “Bellevue.” 
For extremely short 
letters, it is permissible 
to center the entire letter 
top to bottom.

Right Margin
Set at 1 inch.

Left Margin
Set at 2.5 inches. This 
should allow about 3/8 of 
an inch between the rule 
line and the left margin of 
the letter.

September 30, 2008

Dear Bellevue Family,

Thank you for your faithful contributions to our church. The Lord has continued 
to bless the ministries of our church, and your giving continues to make those 
ministries possible.

Our third annual Awesome August was an remarkable time of revival in our 
church as Jonathan Falwell, Kie Bowman, Don Wilton, and David Platt brought 
us amazing challenges from God's Word each Wednesday night. Bellevue 
members shared the love of Christ with people across our community during 
our third “Bellevue Loves Memphis” workday on August 23. We enjoyed an 
evening of praise and worship with Contemporary Christian singer-songwriter 
Fernando Ortega on September 14. Our fall semester of DiscipleLife, Women's 
Ministry, and Care Groups has begun, and hundreds of people gather on 
Bellevue's campus each week to study God's Word and fellowship with other 
believers.

Many more opportunities to share the Gospel with our community are being 
planned for the coming months. On October 31, thousands will come to 
Bellevue for our Family Fun Festival. In December, the Singing Christmas 
Tree, Majesty, and the Christmas Eve Service will allow us to celebrate the 
birth of our Savior.

Even during uncertain times in our economy, I encourage you to remain faithful 
in your giving to the Lord. Remember these precious and magnificent promises 
from God:

 Proverbs 3:9-10 - "Honor the LORD from your wealth and from the first of all 
your produce; so your barns will be filled with plenty and your vats will overflow 
with new wine."

 Malachi 3:10 - “‘Bring the whole tithe into the storehouse, so that there may 
be food in My house, and test Me now in this,' says the LORD of hosts, 'if I will 
not open for you the windows of heaven and pour out for you a blessing until it 
overflows.’”

 Luke 6:38 - “Give, and it will be given to you. They will pour into your lap a 
good measure-pressed down, shaken together, and running over. For by your 
standard of measure it will be measured to you in return.”

Together we can reach our city, nation, and world for Christ as we “Love God, 
Love People, Share Jesus, and Make Disciples.” May God bless you for 
your faithfulness.

III John 2,

Bro. Steve

Typeface
Use Helvetica or Arial.
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