


 

John Michael Talbot Ministries John Michael Talbot Ministries   

Ministry Planning Guide 

_________________________________________________________________________ 

Dear Pastor, 

Thank you for joining with us in John Michael’s internationally-known ministry of Sacred Music, Teach-

ing, Motivational Speaking and Prayer.  This ministry began over 35 years ago: 

“God gave me a vision of itinerant ministry going from parish to parish in a time of great 

need in our culture. I believe that our current ministry is fulfilling that vision.  The Catholic 

Church has nearly died in recent years, but God is raising us to new life in Christ if we will 

but accept it. We are rebuilding the church one parish at a time, and renewing hearts one 

life at a time!” 

The path our Lord has guided John Michael on throughout his life has uniquely prepared him for this time 

in the Church. After responding to the Lord’s call, God blessed millions of lives through John Michael’s 

gifts as a composer and musician with 53 CDs. As the years passed, the vision grew; John Michael is the 

Founder and General Minister of the Brothers and Sisters of Charity at Little Portion Hermitage and the 

Little Portion Retreat Center, a respected author of 24 books and a highly sought-after retreat master and 

teacher. 

When a fire devastated John Michael’s monastery in April of 2008, John Michael began a new format of 

itinerant ministry traveling from parish to parish to raise money to rebuild his community’s home.  It      

became clear that God was not only using his ministry to rebuild the monastery but to bring fulfillment to 

the original vision. John Michael, like a  modern St. Francis, was rebuilding God’s Church “one parish at a 

time, and renewing hearts one life at a time.” 

We are grateful to be bringing this ministry to your parish!  Let us join together in the work we are called 

to do: to bring hope, peace, joy, music, prayer and renewal to your community and all who are called to 

this event. 

This ministry planning guide contains information gathered through many years of event booking, promo-

tion, performance, marketing, and sales expertise from our own experience, and that of some of the Chris-

tian music industry’s top professionals.  Please review the entire package before you begin. We pray that as 

you build your parish team to assist with this event, those chosen will apply the tools and methods learned 

here to enhance future events at your parish! 

 

Peggy Lodewyks,  BSCD 

Ministry Coordinator for John Michael Talbot 

479-981-4660 

ministry@johnmichaeltalbot.com 

 

Websites: 

www.johnmichaeltalbot.com 

www.facebook.com/johnmichaeltalbot 

Peggy Lodewyks, BSCD 

Ministry Coordinator 

479-981-4660 

ministry@JohnMichaelTalbot.com  

mailto:ministry@johnmichaeltalbot.com
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Start NOW to make your event a success—PRAY! 

Begin now, as we begin all good things, with PRAYER!  With God ALL things are possible!  Without God 

NOTHING good is possible!  Cover every step outlined in this guide with prayer so that the Spirit of God 

may guide your ways.  May our Lord Jesus Christ use our combined ministries to advance His Kingdom 

and bring about His good and perfect will. 

 

ASSEMBLE YOUR PARISH EVENT COMMITTEE TODAY 

The most important thing to do is to assemble a committee of people who will help to plan, direct and exe-

cute your promotional campaign. Promoting a ministry event is a community effort and not something 

that only one person can (or should) do.   A committee is important to help make the right decisions for 

advertising and planning, as well as to share the work load which builds unity in your community!   

 

The following information will help you select people to assist with the various key functions.  

 

PASTOR:  The ministry will not be a success without the full and active support of the Pastor.  

The role of the Pastor began when the approval was given to host John Michael Talbot’s ministry.  Now it 

is up to the Pastor to select the right people for the right job!  Once the committee is formed it is the role of 

the Pastor to stay actively and enthusiastically involved and to support the event, from pulpit announce-

ments to providing presence during the ministry.  John Michael is always honored to have the Pastor read 

the prepared introduction the night of the ministry and open with a prayer. 

 

PRIMARY CONTACT   

A primary contact is needed between John Michael’s ministry team and the Pastor/Event Committee. The 

person assigned to this job is responsible for overseeing all areas of the event from beginning to end.  It is 

important that this person works with the Pastor to delegate responsibilities to other individuals,  keeping 

all informed, motivated and responsive.  It is important for this person to be detail-oriented. Ultimately, this 

person is responsible for the success of the event.  

 

VOLUNTEERS 

We would appreciate the hosting parish to have different teams of parishioners to volunteer for each job and 

ALL to arrive 1 ½  hours before the start of the ministry for training and preparation. 

On a  multi-night ministry, the same volunteers are requested each night. Having the training completed 

prior to opening the doors ensures a peaceful and prepared environment.   

 

PLEASE SEE ATTACHMENT 1 John Michael Talbot Ministry Requirements / Set-Up 

found at the end of this document for the specific volunteer requirements. 

Note: The volunteers will not miss any of the ministry! 

 

 



ADVERTISING & PUBLICITY  

This person is responsible for getting the word out.  John Michael can’t minister if no one is in the pews. 

This person will want to establish a team of helpers to put up posters, hand out flyers, contact other church-

es for bulletin announcements, etc.  Efforts should begin with your own parish bulletin and website and 

move on to include local newspapers, radio, television, emails, internet ads and other methods you choose 

to promote this event through local media. Many media outlets offer no-cost advertising through religious 

publications and Public Service Announcements. You might want to consider paid advertising. 

You will want to encourage the local media (diocesan and networks) to arrange a telephone interview be-

fore the event.  Our office would coordinate the dates and times with you.  

 

To help you . . . 

John Michael’s office will provide you with the following items to assist you in promoting the event: 

 

 

 

 

 

. 

 

 

 

 

  

POSTERS 
 

Our office provides you with full-color posters that measure 11 x 17 

inches at no cost.  These should be ordered 12 to 16 weeks before the 

event and displayed  throughout the location and visible places in the 

surrounding area.  We usually send between 20 and 50 posters at a time 

(but we can send more if required for larger events at no additional cost 

to you).  

 

Note the blank area at the bottom.  We provide you with the proper text 

which you can add for your specific event via a laser printer or by copy-

ing and simply attaching to the space provided.  

 

Please contact Judi Thompson at judi@johnmichaeltalbot.com or 

call 877-504-9865 (Toll Free) or 479-253-7710 to order posters. 

FLYERS 
 

Our office will work with you to design custom 8.5 x 11 inch 

flyers for your specific event (usually sent 8 weeks prior to the 

ministry). 
 

The flyers will be sent electronically in PDF and JPG format for you to 

reproduce locally and distribute. 

 

These should be inserted into your Parish bulletin and sent via email to 

neighboring parishes as well (Catholic and Christian). 

tel:877-504-9865
tel:479-253-7710


HI-RESOLUTION PICTURES 
 

Our office will provide you with hi-resolution images of John 

Michael Talbot for use on your website and to be sent to press 

as needed.   
 

These will be sent electronically in JPG format along with the flyers      

approximately 8 weeks prior to the event. 

ADVERTISING & PUBLICITY (Continued from previous page) 

TICKETS 
Even if you are not doing a “ticketed”  

concert, distributing tickets are a great 

way to remind folks to SAVE THE 

DATE! 

Our team can prepare a sheet of “print ready” tickets for your event in an Acrobat PDF format. 

These can be printed locally on a high quality printer or you can have them printed professionally.  

 

Remember: that since you are giving the tickets away for free, be sure to print and distribute AT 

LEAST 20% MORE than your church seats! 

PRESS RELEASES and more! 
 

Our team will prepare a professional Press Release for your event for you to send to the local 

diocesan, Christian and secular newspapers plus radio, television and all media outlets! 

Along with all of the above our Public Relations and Marketing team will also be contacting the local press 

and we will work with you every step of the way handling requests for interviews or more information. 

___________________________________________________________________________________________________ 

 

All questions/requests for Flyers, Ticket Templates, Ad Layouts or Press Releases should be directed to: 

Michael Zabrocki 

Public Relations/Marketing—John Michael Talbot 

mike@johnmichaeltalbot.com 

718-551-6884 

 



Week-by-Week Recommendations 
 

Week 8:  Hang Posters and Print Tickets   

Assemble volunteers and hang the posters so that folks can SAVE THE DATE.   Make sure posters are hung 

in high traffic locations in your parish!  Ask permission to hang posters and flyers at local businesses and 

neighboring churches — Catholic and Christian.  If you plan on distributing tickets now is the time to have 

them printed.   

 

Week 7:  Start Advertising and Publicity 

This is the week to CALL and send flyers and press releases to all your neighboring churches, local Catholic/

Christian and secular radio stations and newspapers, community websites and bulletin boards. 

Most parishes have contacts with their diocesan paper and local news.  They are always looking for a good 

story.  John Michael Talbot’s popularity coupled with his renewal / rebuilding ministry is a positive story for 

all papers so make sure they are contacted personally.  The press release we have prepared offers enough in-

formation for them to create a story.  Always forward a picture when contacting press!  Our Public Relations 

office will be working along side you doing similar efforts.   

If you choose to take out paid ads, our office would happy to design the ad to the required specifica-

tions at no additional cost.  If you take out a paid ad, don’t hesitate to mention that you would like to 

have a featured story run at the same time.  Make sure you mention you are a church/religious organi-

zation and request the lowest rates possible.   

Consider all media personalities, elected city, county, state officials and religious leaders as VIPs.  Send 

them personal invitations and have a ‘reserved’ section. 

All requests for an interview should be forwarded to John Michael Talbot’s ministry contacts.  We will 

work with the publication, radio or television station coordinating the date and time. 

 

Social Networking WORKS! 

Never underestimate the power of “word of mouth”.  Ask ten people to tell ten others, and those tell ten oth-

ers, and so on.    

Encourage the music ministry in your church (and others) to play/sing songs from some from John Michael’s 

53 albums. Several of John Michael’s songs are in the hymnal!    

Encourage various organizations within the church to participate:  Knights of Columbus, RCIA, CCD, Altar 

Society, all bible study or prayer groups, etc.  

 

IMPORTANT:  It is best if any meetings/classes or other activities are cancelled for the night of this ministry 

by the Pastor with encouragement and expectation that those participants will attend this ministry instead.  

Our interest is pulling the church groups together! 

All efforts should be directed to John Michael’s Facebook page (specifically 

the events tab or calendar) - www.facebook.com/johnmichaeltalbot. Encourage 

them to LIKE it and share the event with all their friends!  



 

Week 6:  Send Out Announcements/Start Advertising/Get “Ministry Day” Volunteers 
 

All paid or free advertising should start now and continue through the day of the ministry. 

Make sure your parish website is updated with this event and always include John Michael’s Facebook and 

Official Website so visitors can learn more about John Michael and his ministry. 

This a good time to change the answering machine message for your church or organization to provide an an-

nouncement of the ministry date, time, location and phone number to contact for details. If your parish has a 

marquee, now is the time to post the event. 

Visit the sites where posters were hung.  Move them slightly for a different effect.  Re-post them if they had 

fallen down. 

EVENT VOLUNTEERS 

Now is the time to secure volunteers for the actual ministry events.  These volunteers are absolutely vital to 

the success of the ministry.  Their expertise and joyfulness to contribute is vital to ensure a smooth and Spirit-

Filled ministry.  The volunteer requirements are clearly outlined in Attachment 1 at the end of this doc-

ument and you will be receiving more information from our Ministry Coordinator and other simple yet 

important needs for the night of the event.   All will be trained and none will miss any of the ministry! 

 

Week 5: Start Church Bulletin Announcements / Ticket Distribution 
 

A copy of the flyer should start to be included in all parish bulletins from now until the event.  Have your 

Pastor and other celebrants announce the event at all Masses.  They can use the press release as a guide to as-

sist in their pulpit push! 

If you plan on distributing tickets, have volunteers available at all Masses and parish events to hand them out. 

Start now to contact all of the churches in town to request an announcement in the weekly bulletins. Here is a    

sample to use: 

YOU ARE INVITED!    Internationally Renowned Christian Musician John Michael Talbot is coming to 

(your parish name) on (date and time).  John Michael’s ministry has blessed millions over the past 37 years 

transforming lives to a deeper relationship with Jesus.  Please contact (your name) at (phone no) or visit 

www.JohnMichaelTalbot.com or www.facebook.com/JohnMichaelTalbot for more information.  PLEASE 

SHARE WITH YOUR FRIENDS! 

Make sure you deliver tickets to your neighboring churches for distribution! 

Please request that the announcements be kept in the bulletins through the date of the ministry.  You will 

want to call the churches every few weeks to make sure the announcement is still there. 

Have the details posted on the websites and calendars of Chamber of Commerce, Visitors Center, and other 

public tourist contacts through the date of the ministry.  People drive distances to hear his ministry. 

 



 

Week 4 : Intensify all of the above 

This is the week to follow-up on the all you have been doing.  The Pastor and the Primary Contact should 

arrange to have a team meeting to get a status from all involved.  Invite a member of John Michael’s minis-

try team to join in via conference call!  We are partnering together to bring renewal to all! 

The status will drive the balance of your efforts this week to see where you may have to step up activities. 

 

Week 3:  Follow up with media and churches 

Now is the time to “pull out all the stops”.  

Re-contact the various media to make sure they plan to run the story close to the event or post the event 

in a public service announcement. 

Make sure the churches are still running your bulletin announcement, and all posters are still up. 

Pulpit announcements should be happening not only in your parish but your neighboring parishes as 

well.  Follow up and see is a parish or organization has a group coming and offer to reserve a section for 

them! 

 

Week 2:  Check with volunteers 

Contact all volunteers and remind them of the event - they should arrive 1 ½ hours before the event for 

training and for socializing before the attendees arrive the first night.  On multiple nights,  volunteers 

should arrive one hour before on nights two and three. 

Remind the volunteers that they can begin helping to make the event a success now by contacting their 

friends/associates/relative; via email/Facebook/texting/phone calls, etc. of the event! 

 

Week 1:  Last Minute Details 

This week or sooner, John Michael’s Ministry Coordinator will need to know that all is in order and will be 

contacting you to confirm the details for a smooth and peaceful ministry.   Have a list of any questions 

ready so nothing is missed. 

Arrange to have  “the reimbursement to help with expenses” check made payable to ‘Little Portion’ and 

signed and be ready to given to the Ministry Coordinator upon arrival. 

Collect a copy of any ads/articles/announcements and give it to John Michael’s Ministry Coordinator upon 

arrival for the event. 



 
Week 0:  Day of the Ministry 

Make sure the physical requirements are met using the setup sheet (see Attachment 1 at the back of this 

document) – tables for sales, free drawing and charge card machine (we bring machine)  in the entrance, 

table and chair in front of the altar – all set up at least 4 hours before the ministry begins, food for the team 

in the ‘green room’ and all volunteers are scheduled and ready and arrive on time. 

Verify the heating/air-conditioning temperatures in both the church and in the ‘green room’ (See Attach-

ment 1). 

Oil any squeaky hinges. This event is peaceful and meditational. Late arrivals or routine trips to the neces-

sary rooms by attendees aren’t as disturbing when doors are quiet. 

Finally, ask continued blessings from the Lord for a Spirit-filled ministry! 

 

 

 

 

May the Lord bless you and all you do in the 

precious name of Jesus! 

On behalf of John Michael Talbot and the entire ministry team THANK YOU 

for your joyful attention to detail! 

We look forward to ministering at your church! 

PEACE. 

 

 



Attachment 1  

John Michael Talbot Ministry Requirements / Set-Up 
 

Altar Area / Stage Requirements 
John Michael will not require access to the church sound system.  He will bring 

a simple sound system (this includes all speakers, mixer, microphones and 

stands). 

A high-back chair (like a dining room chair or office armless desk chair) should 

be placed in the center.  If the altar area or stage is not raised you may want to 

consider providing a simple, sturdy platform so all can see John Michael.  A 

small table should be placed on the right side of the chair to hold a small mixer, 

bottled water and John Michael’s Bible. (See sample setup image = = = = = >) 

 

Tables 
Please have the following set up in the narthex, vestibule or greeting area at the entrance of the worship 

space at least 4 hours before the event: 

Four 8ft tables for to sell product 

One 'card table size' for the credit card machine/operator 

One 6-8ft table and a LARGE basket. –There is a drawing for a free autographed book/CD during the 

first half of the event. This table is required so greeters will hand out cards and for people to fill-in the 

card with contact info for a drawing. 

At some events we may request a special table for local members of John Michael’s community—the 

Brothers and Sisters of Charity— to display and hand out literature and talk about the community. 

 

Volunteers 
We would appreciate the hosting parish to have different teams of parishioners to volunteer for each job and 

ALL to arrive 1 ½  hours before the start of the ministry for training and preparation.  On a  multi-night min-

istry, the same volunteers are requested each night. Having the training completed prior to opening the doors 

ensures a peaceful and prepared environment.  Please provide: 

 
2 GREETERS for EACH open door, and 2 people at the basket table 

3 SELLERS to help with the sales of CDs, books and to answer questions   

1 CHARGE CARD SELLER (A finance or accounting type person is best.)  We will train this person how to use 

the  charge card  machine (which we provide)  

USHERS  (your normal compliment of ushers who will have various jobs through the night) 

1 SECURITY GUARD (An off-duty police officer, sheriff or military person in plain clothes).  

Note: The volunteers will not miss any of the ministry! 



Attachment 1  (Continued from previous page) 

John Michael Talbot Ministry Requirements / Set-Up 

 

Green Room (Quiet Room) 

A quiet room or the sacristy should be made available for John Michael near the 'stage'.  John Michael will 

use this area to prepare himself for the ministry.  The room should have a private bathroom available.  

 

Hospitality 

As John Michael will be arriving quiet some time before the event with the ministry team (2 others), simple, 

healthy hospitality for John Michael and the team is greatly appreciated each night in the form of fresh fruit, 

vegetables, chicken/turkey  (no carbs, sugars, salt please - these give John Michael migraines) and bottled 

water and Coke Zero in individual bottles.  These should be delivered to the Quiet Room two hours before 

the event. 

 

OTHER CONSIDERATIONS 

 

Sales of other items:  We discourage the sale of food or drinks before, during, or after the concert.  The Lit-

tle Portion Monastery derives a necessary portion of its funding from the sale of products at concerts, and it is 

our experience that these activities cause an adverse affect on product sales. 

Additional performers/ministers:  Many local musicians, singers and ministers request to appear with John 

Michael as we travel around the country.  We appreciate their offer but we must respectfully decline all addi-

tional musicians, speakers, liturgical dancers, or other activities to be scheduled before, during, or in conjunc-

tion with the ministry event.  Each evening is planned based on our many years of experience with a specific 

goal in mind.  Thank you for respecting this request. 

Video / Audio Recording: Due to contractual agreements with publishers we do not allow ANY forms of  

video/audio recording during the event.  

 

Most people are in deep spirituality after the event so a social afterwards should not be scheduled. 

 

All questions regarding this attachments should be addressed to: 

 

Peggy Lodewyks, BSCD 

Ministry Coordinator for John Michael Talbot 

171 Hummingbird Ln   Eureka Springs, AR  72632-9527 

479-981-4660 

ministry@johnmichaeltalbot.com 
 

Websites: 

www.johnmichaeltalbot.com 

www.facebook.com/johnmichaeltalbot 
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