Office Procedures

· Reasonable requests for copies, faxes and postage will be honored by office personnel as time permits.

· If you receive mail at the parish or if you want to leave something for another parish leader, please use the revolving mail box in the office lounge.
· Mailing labels for the members of a ministry may be requested of the Coordinator of Volunteers and will be handled as time permits.

· When a shipment of materials is being sent to the church office, please notify the Receptionist ahead of time with the name and phone number of a contact person.

Newcomer Folders

Newly registered parishioners receive a Welcome Packet that contains

· mass schedules and other information on Sacraments
· information about Faith Formation and Stewardship

· A copy of “Stewardship Opportunities” which gives a brief description of what a volunteer would do in that ministry

· A copy of “Your Parish At A Glance” which lists parish staff and leaders.
· occasional inserts about special ministries.  

Anyone wanting to make changes to the information that is included about their ministry should contact Pat White.

Parish Website

Ministry leaders may submit information about their ministries/groups for the website.  This may include general information, requests for volunteers, photos of group activities, and information for volunteers, such as schedules.  Please send to patw@stmatthewcatholic.org.

Information about parish ministries and groups can be found under “Ministries” on the right side of the home page.  Information specifically for parish leaders, including relevant forms, can be found under “Ministry Leader News.”

Parish Leader Newsletter
Newsletters will be emailed to all ministry leaders and council members on an occasional basis.  For those without email access, hard copies will be mailed.  If you would like to include information that you want everyone to know about, please email it to patw@stmatthewcatholic.org. 
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