Guidelines for Submitting Song Lyrics for Video Projection
When submitting lyrics for projection in worship, please follow the following guidelines.
1. Type the song lyrics using an appropriate program.  This will usually be Microsoft Word, Wordpad, or  Notepad.  You may be able to use other software, but check with the video team to be sure we’ll be able to read the file.
2. When you submit a song, we will need three pieces of information, General Song Info, Song Sections, and Song Lyrics

General Song Info

Title, writer(s), CCLI number (if known)

Play Order:  list the sections of the song in the order they should be sung:  
For example:

Verse 1

Chorus

Verse 2

Chorus

Bridge

Chorus

Tag
Note:  If a particular section of a song is repeated with the same lyrics, you would use the same name for that section.  For example, if the chorus has the same words each time it is sung, then just call it Chorus.  However, if it uses different lyrics each time it is sung, it will have to have a different label each time--such as Chorus 2.

Song Lyrics

Type the lyrics of the song.  Be sure to identify each section of the song as you type it.  For example:
Verse 1

Lord, I lift your name on high.

Lord, I love the sing your praises.

I’m so glad you’re in my life;

I’m so glad You came to save us.

Chorus

You came from Heaven to earth;
To show the way,
From the earth to the cross,
My debt to pay,
From the cross to the grave,
From the grave to the sky;
Lord, I lift Your name on high! 

Tag

Lord I lift your name on high!
Note that you should not duplicate sections here.   If the chorus is to be sung twice, for example, you should type the chorus only once—but, in the Song Sections, it will be listed twice.
3. To submit the song, you may email the file to the person who will be responsible for inserting the song into MediaShout.   Alternatively, you may give it to him/her on CD or flash drive.

EXAMPLE SONG
