
WRITING GUIDELINES
At Taranaki Cathedral, we aim to communicate in a relevant, interesting and concise 
manner.  These guidelines are offered by the Communications Committee to help you 
prepare articles or notices for publication within the church, as well as for external 
communications from the church to the community and media. They are to provide a 
constructive template – not to quash originality or curtail enthusiasm.  There are sections to 
help you prepare reports for Vestry, the Cathedral AGM or to other organisations associated 
with the Cathedral; contributions to the quarterly Cathedral magazines, website and 
pewsheet.

Content
Articles from groups or individuals need to be about interesting, unusual, creative or new 
subjects.  For example:
- The newest, most important events should come at the start of a report/story. If 

contributions have to be condensed they will usually be cut from the bottom so if the 
most important thing is left to the end it will be missed.

- Events that affect many people are interesting. It is good to hear about many people 
gathering from around the country for a national conference rather than a few 
attending a monthly meeting.

- Refer to the news of the meeting, rather than the supper you enjoyed.
- Hearing about a spring festival in mid summer is old news – on the other hand it 

would be great to hear about an upcoming autumn event.

Pointers on stories of interest for external and internal media
1. Relevance to current topics : how the credit crunch is affecting us, services in the summer 

heat.
2. Out of the ordinary involvement : new volunteer is 90 years old, a whole family 

volunteers for the Cathedral.
3. Celebrity involvement : a celebrity will be at a fundraising event.
4. Innovative fundraising ideas : cash for cabbages, Dads dance in tutus, Guinness record 

attempt.
5. Awards, celebrations or milestones : Community service award, musical success, roof 

raised on new building, parishioner realises lifetime goal.
6. New staff, products or services : new youth enabler, new cathedral choir.
7. Heroism : parish member caught in surf lifesaving rescue.



Abbreviations and Ettiquette
• Revd not Rev.
• The Revd David Pearce, not Revd Pearce or Revd D Pearce. Revd 

David informally
• The Bishop of Taranaki is referred in the first instance to as The 

Right Revd Philip Richardson, Bishop of Taranaki
• The Dean of the Taranaki Cathedral is referred to as The Very Revd Jamie Allen, Dean of 

Taranaki. After that he can be Dean Jamie
• Put a full stop after an abbreviation only when the final letter of the abbreviation is 

different from the final letter of the full word

A good rule of thumb is the five ‘W’s’:
- What’s happening. When. Where. Who’s involved. Why/How.

Capital Letters
• Capitals are used sparingly these days.
• Use capital letters when referring to God - Father, Son, Holy Spirit, 

He, You, etc
Use lower case for:
• church, cathedral (except when part of a name i.e. Taranaki Cathedral)
• gospel except when part of a named item, i.e. St Mark’s Gospel
• youth group, Sunday school, vicar, parish, family ministry
• Faith Crew (the name of our Sunday School) is different as it is an official name - so are 

groups such as Mother’s Union, AAW, etc
• the titles of people such as people’s warden will generally be lower case

Dates
Note the order and punctuation: 13th-17th March 2011. It is helpful to include a day : 
Saturday 16th July

Exclamation marks	
	
 Please use sparingly!

Quotation marks
Use double marks around a direct quotation.
She said the baptism was a special time. “It was a beautiful service.”

Single marks for quotations within a quotation.
“Afterwards many people said ‘well done.’  It pushed me to the limits….”

Single marks for title of a play, chapter in a book, article etc.
‘Birth of A Cathedral’ is the name of the book.



CATHEDRAL MAGAZINE 
Around 1000 copies of the magazine are printed every quarter.  Over 500 go out to people 
on the Parish roll, many others are handed out to visitors, baptism and wedding couples, and 
local, national and international organisations, churches and cathedrals.  It is a publication 
with a high profile, so articles should tell readers what’s happening in the church but also 
provide fresh, new information.  Content is best when it includes things that people may not 
have read elsewhere, as well as background issues, general reports from church groups and 
fun content too (like a kids’ page).  Our publication needs to feel professional. We welcome 
suggestions and ideas for articles.

The space factor
Sometimes the magazine may receive more contributions than it can fit in. 
As a result, contributions may be left out because they are less time-
sensitive and can be held over to the next issue. Word count for articles is:

• General report of a group or an article about one upcoming event : 150-200 words
• Human interest story or profile : 250-400 words
• Background piece detailing complex issues or events (i.e. Anglican Covenant or 
story about the church’s stewardship campaign) : 500-800 words

It is often better to break ideas or issues up into smaller stories or use bullet 
points rather than have one wordy piece of text. These lengths are a guide 
so if you have slightly fewer words or slightly more don’t worry! 
Please conclude your article with your name and role.

Photos
• Emailed photographs are helpful. It is best if they are received in a jpeg 
format and sent to the communications officer at info@taranakicathedral.org.nz - however, 
photos can be scanned so dropping a photo into the church office is fine as well
• Please identify who/what/where/when the photograph relates to
• Suggested photo size: between 256kb-1.5Mb
• Please include your name and role at the end of your article

Contributions can be emailed to the communications officer at info@taranakicathedral.org.nz 
or the Dean’s PA on deanspa@taranakicathedral.org.nz - an emailed attachment is 
preferable, otherwise handwritten material is fine.
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REPORTS TO VESTRY AND CHAPTER

Content
• Please report new or unusual developments.  This might include, for example, a surge in 

membership, a pressing need for new volunteers, a large donation.  Include goals, aims 
and future plans

• Try to save saying ‘thank you’ for the AGM report, rather than regular reports
• Please keep your report to less than 500 words
• If nothing much has changed it is fine to say that is the case.  Don’t write just for the sake 

of it! For example you could write: The programme is continuing to run on a weekly 
basis and those attending say they are happy with the worship study we are doing.

Facts and figures
Please include statistical information where relevant - the number of families that provided 
food parcels in the most recent period, the number of hospice visits, the number of hall 
bookings, etc.

A report could follow this general format:
1. Opening - Introductory paragraph about how the group/service is running, what 

issues might be affecting it, what requests for information it has had etc
2. Statistical info - Numbers i.e. hall bookings increased from 25 last month to 40 this 

month
3. Looking ahead - programme plans for the coming period
4. Board action (if appropriate) - What needs attention in order for the group/service to 

move forward i.e. resolution of a difficult question; a challenge you anticipate in the 
near future; a policy matter

Please conclude your report with your name and role. Email your report to the 
Dean at least two weeks before the Chapter/Vestry meeting.



REPORTS TO THE CATHEDRAL ANNUAL GENERAL MEETING

Who supplies a report?
These groups / individuals are asked to contribute a report for the AGM:

• Each member of the staff team (except for those employed as assistants to the 
OSCAR programmes)

• Each ordained member of the ministry team, including the Bishop and Dean
• Each task group and standing committee of Chapter/Vestry
• The Chapter/Vestry Treasurer
• The Chapter/Vestry Synod reps (one report)
• The Wardens (normally one report)
• The following groups : Alpha ministry, AAW Fellowship, Flower Guild, God and 

Lunch, The Handbell Ringers, Homegroups, The Licensed Lay Ministry Team, 
Mothers’ Union, Saturday Luncheon, Stop In - and other church-based groups, as 
requested by Chapter/Vestry

When is the deadline?
The deadline for submission of material is 31st January. The only 
exception to this is the financial data. Please submit your material via email to 
deanspa@taranakicathedral.org.nz or hand it in at the office, addressed to the 
Dean’s PA. An emailed attachment is preferable - otherwise handwritten 
material is fine.

What to include
• Only information from the year in question - i.e. what happened up to 31st December 

and not beyond
• A news story from the year - celebrating God’s work in our midst and the ministry 

undertaken
• Statistical information relevant to the year (e.g. how many times the group met)
• A summary of the year’s activity
• Thanks to those who contributed - preferably not specifically by name
• Vision and plans for the year to come
• Who the point of contact is - how to and when/where you meet, if applicable - for use 

in cathedral publications and the website
• Your name and role

Length : Please, anything up to:
• Wardens and incumbent: 1200 words
• Ministry team: 750 words
• Staff team, Treasurer, Chapter/Vestry Standing Committees/

Task Groups: 500 words
• Church groups: 300 words

Thank you for providing a report. Any questions? Please have a chat with the Dean.



PEWSHEET NOTICES
Short, relevant information is most useful in a notice.  We endeavour to accommodate all 
notices, but those that relate to an event that is about to happen will be given priority. We 
are committed to keeping our weekly pewsheet to two pieces of paper - which does mean 
we are limited in how many notices we can carry, and how long they can be. It is a 
challenge fitting the material into the space we have! Longer notices means that we have to 
eliminate other notices - hence the need for a word limit.

Notices need to be received by the office at 11am Monday, latest, for inclusion in the 
pewsheet that week - but can be received any amount of time in advance. Please email them 
to our Cathedral Administrator : admin@taranakicathedral.org.nz - or deliver them in 
person.
Please begin your notice with a heading in bold type.

Word Limit - events happening within the month :
The word limit for a regular gathering/group or for an event happening 
within the next calendar month is one hundred words, eg:

Seasons Taranaki is a peer support programme for children and young people dealing with 
grief and loss. It is run under the auspices of the Bishops Action Foundation although 
Seasons groups operate around the country, mostly through Anglican dioceses. The 
programme will have a fundraising movie night at 7pm on Sunday 15th August at the 
Arthouse Cinema. See Sarah Foy or phone (06) 757 2878 for details.

‘Chicks Posh Swap’ takes place at 7pm on Friday 8th August - $10 donation, please. This 
is a great opportunity to exchange that special piece of clothing, pair of shoes or jewellery 
for another equally special item. Bring your friends and have fun. The more women taking 
part, the more chances of picking up a unique item - all for a bargain price.

Word Limit - events happening more than a month from now :
The word limit for an event which is a month or more in the future is 60 words, eg :

Bridge Night. There will be a bridge session in the Parish Lounge at 7pm on Wednesday 
20th July. Entry fee is $10; delicious refreshments will be on offer. Tell your friends !

The Teachings of Jesus. Advance notice that the our Lent Group beginning at 5pm on 
Sunday 3rd March will focus on the subject of the parables Jesus told. Over the six weeks 
we will work through twelve of the parables and enjoy a time of prayer and worship 
together. Please put this in your diary - it will be a very special series.
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