Outline & Document Conventions of the 
Common Protestant Outline (CPO)

(Please include when you print/distribute revisions to the CPO)
Approval Process for 2011/2012:
· For each Presentation, the CPO Outline obtained Interfaith Board approval before submitting the CPO Outline (and Outline & Mentality) to the WWME Outline Committee for approval.  

· Each Protestant Faith Expression was asked to review for its own use.  It was recommended that variations be kept to the absolute minimum, and noted in some way so these variations could be explained to presenters of other Faith Expressions who may be helping on Marriage Encounter experiences.  

· It was encouraged that any substantive variations be reported by the Faith Expression to the Interfaith Board so we all are aware of how alike/dissimilar our Outlines are. 

In practical terms, it was urged that Faith Expressions make only cosmetic changes (adding the Faith Expression’s name in titles or footers, changing "clergy" to "priest," rearranging or slightly rephrasing mentality, etc).  

Approval Process for 2015 Revisions:
Over the course of years since 2012, a few very small errors were noticed.  These were gathered by the CPO Committee and presented to the Interfaith Board for discussion and approval, resulting in the "August 2015 Revision."

Documents:
For each Presentation there are four documents rolled out by the CPO Committee through the Interfaith Board, all of which match each other:

1.
Outline Only (OO)
2.
Outline & Mentality (O&M)
3.
Writing Template

4.
Workbook pages (as of August 2015 there was no CPO Workbook, just pages which accompany each Presentation with the wording and order of the CPO)
Document Revisions:
Whenever a document is approved and released, the date of the approval will be shown in the footer.  Such a document would have been created with the approval of the Interfaith Board, and be circulated through the Interfaith Board and uploaded to WWME's ELF site.  The first revision was February 2013; the latest is August 2015.
Times:
· Unless otherwise stated, times listed for each section are MAXIMUM times.

· Times are listed as minutes:seconds, as in 2:30, and not as fractions of minutes.

· Examples of section times would be (LH & LW: 0:15 each; CS: 0:30), indicating that both LH and LW speak for 15 seconds each (either may start, as explained previously), followed by the Clergy Spouse speaking for 30 seconds.

Document Conventions:

The CPO continues most of the conventions adopted by WWME for their 2011/2012 O&M, such as having two basic styles to help to differentiate Outline from Mentality, such as:
Outline is always in the Arial font, 13 point, bold, as in this paragraph.

Mentality is not actually part of the Outline, but is intended to assist in understanding what to write. Mentality is always in Times Roman font, 12 point, not bolded, as in this paragraph.

Read as-is or suggested wording sections are in Times Roman italics, as in this paragraph, bolded, and underlined.
Can be read as is:
The words and concepts have been so carefully considered that it is safest to stick to what is in italics, although writers can adapt to their own needs and style.
Opening prayers are always optional and contain suggested wording.

Lists of points are usually bulleted for ease of understanding, rather than numbered. Where you see a numbered list in the Outline & Mentality, this reflects the fact that the same list is printed in the Workbook pages.
Speaker Assignments:
It was the CPO Committee’s primary goal to make allocation decisions between Lay and Clergy, and in general has used LH or LW and CL or CS.  A Protestant Faith Expression may alter the allocations within Lay or Clergy without changing the intent of the CPO.  In general:
· “LH or LW” indicates that either the Lay husband or the Lay wife does the section, at their personal discretion. Simply keep in mind the benefits of gender selection and balance.  In long sections allocated to either, if a couple wishes to share the speaking, that’s fine – but avoid duplication.
· “LH & LW” indicates that the required content of that section should be shared. Unless otherwise specified, either may begin.

· The same directions apply to “CL or CS” and “CL & CS.”  CL is the Clergy Leader (pastor); CS is Clergy Spouse.  The CPO takes into consideration that CL may be male or female, hence the frequent use of "his/her."  In some instances, both may be practicing clergy, which is not taken into consideration by the CPO.  In those situations, the Clergy couple must decide who will be CL and CS for that particular Marriage Encounter experience or follow the specific guidelines of their Faith Expression. 
· Many times you will see allocation of one section to “LH or LW” followed by the next section allocated to “Lay who did not do previous section.” In such cases, it is up to the couple’s discretion who speaks first. The couple may even decide to have either LH or LW do certain parts for long sections – again, simply keep in mind the benefits of gender selection and balance, without duplication. The recommendation to alternate is suggested to provide variety and change of pace and voice.

Transition statements and tone:
· It is important to use a transition statement to move from one topic to another whenever we change the focus significantly.  Transition statements prevent talks from sounding like unrelated paragraphs dropped onto a page.  Suggestions have been liberally included.
· Talks should be almost conversational in tone, with "speakable" phrasing.
CPO Protocol and Terminology:
· LH, LW, CL, CS are abbreviations for the four presenters.
· We string speakers together like this:  LH & LW and CL & CS.
· “Talks" or "presentations" are interchangeable.
· “Conference room” and “presentation room” are interchangeable.
· We use “Workbooks” to refer to the accompanying manual, whether there is also a "notebook" to use or lined pages included.
· We capitalize Weekend if we are speaking about this particular WWME experience. PLEASE NOTE that the use of "Weekend" can always be replaced by more general terms such as "Worldwide Marriage experience," "workshop," etc., especially when the event is not following the traditional Friday-Sunday format.
· Bible verses will be from the New Revised Standard Version.
· Sometimes WWME Formation verbiage was retained, especially when theological, rather than trying to find “common” or “generic” ground for all Protestant Faith Expressions, on the assumption that it was better for us to understand the basis for concepts or wording.
CPO Workbook Pages:
The original goal of the CPO Committee was to make sure the Outline, Outline & Mentality, and Workbook matched.  (No numbers were added to the pages, for instance.)  A CPO Workbook is still being considered.
CPO Timetable:
The Interfaith Board approved a Draft Timetable, which matched the timings held in the Outline.  The revised Timetable is August 2015.
Formation:


Formation is enclosed in boxes.  Such formation is meant to provide the writers with additional background to enhance their understanding of a particular topic. It is not intended to be incorporated into the talk.
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