
Submission of  
Written and Digital Video Material  

to the BOM 
 

1) All assignments should be submitted by email to your Discernment Team Chairs in a Word or PDF File.  You will 
receive your Discernment Team Chair’s name and email by mid-September.   

 
2) You will need a YouTube Account to upload your video and include the video link in your assignment submission 

email to your Discernment Team Chair. 
 

--------------------------- 
Videos for Board of Ordained Ministry 2020 

 
Basic Procedures: 
 
For Associate Membership: A Sermon and Worship Service, Bible Study, and any other Digital Images necessary.  
For Provisional Elder:  A Sermon and Worship Service 
For Provisional Deacon: Any Digital Images necessary for the Proclamation assignment 
For Full Connection Deacon: Any Digital Images necessary for the Proclamation Requirements, the Bible Study and any 
other supplemental materials if needed. 
For Full Connection Elder:  A Sermon and Worship Service, Bible Study, and any other supplemental materials if 
needed. 

 
 

Capturing: 
 
We recognize that 2020 looks a lot different due to COVID-19. This might mean that you are having worship or bible 
study via Zoom (or other video conferencing application). Recommendations for both in-person and online are 
provided below. 
 
In Person: 
 

Videos should be good quality with good quality sound.  It is not meant to be a motion picture, but a good 
representation of your preaching/teaching/worship leading. It is NOT recommended to buy a video camera for 
this, most modern smart phones (Android or Apple) will work great! 
 
If you are using an iPhone/iPad, see: https://support.apple.com/guide/iphone/take-videos-iph61f49e4bb/ios 
If you are using an Android, see: https://support.google.com/googlecamera/answer/7064897?hl=en (please 
note, Android devices have different brands, so please Google your specific brand and recording video for best 
assistance). 
 
Some users may wish to buy a tripod: 
https://www.amazon.com/s?k=phone+tripod&crid=Y9L0U4IOJBQL&sprefix=phone+tripod%2Caps%2C134&ref
=nb_sb_ss_i_1_12 
 
Some users may wish to buy a microphone: 
https://www.amazon.com/s?k=phone+microphone&ref=nb_sb_noss_1 
 
Neither of these are required. 
 
You may also choose to use your own person video camera for recording. We recommend recording a short 
clip on whatever device you choose and watch it to ensure it looks and sounds okay, before recording the full 
project. 
 



Online: 
We highly recommend using Zoom. Zoom continues to be an industry leader in video conferencing. The 
Conference Office offers discounted Zoom licenses for churches in increments of 1 or 2 years, and can be 
found at https://www.wnccumc.org/zoom or you can buy from zoom at https://zoom.us  
 
This link provides some great Zoom help documents for recording: https://support.zoom.us/hc/en-
us/sections/200208179-Recording 
 
When recording, you will want to record using the local file option, so that it is saved to your computer. 
 
Run a test meeting ahead of time, so you can see how the recording will look and sound. 
 
Ensure that your laptop is plugged up to a power source and has plenty of space for recording. 
 
Please make sure you are connected to a solid internet connection. Ethernet is recommended. 
 
Recommend that everyone stay muted unless they are talking. We also recommend that you place the call in 
“Gallery” mode, unless you are the primary speaker. 
 
Here are two other help links if you are using Microsoft Teams or Google Meet for your meeting: 
https://support.google.com/meet/answer/9308681?hl=en and https://support.microsoft.com/en-
us/office/record-a-meeting-in-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24  

 
Editing: 
 
Instructions are the same for both in person and online. 
 
The BOM only wants to see a complete program, from the beginning of the service to the end. Follow the instructions 
in regards to the files that you post. That may mean you trim off the first few minutes or end where people are arriving 
or leaving. 
 
If you need to edit your film, and you used your smart device to record, you can also use your device to edit it. You 
may also wish to transfer it to your laptop for editing. If you recorded using Zoom, it will save it to your downloads 
folder. 
 
Recommended Apps (all free): 
iOS: iMovie 
Android: Google Photos 
MacOS: iMovie 
Windows: Windows Movie Maker 
 
After your video is edited to the correct length, then you are ready to upload the video. 

 
Uploading Video: 
 
Instructions are the same for both in person and online.  
 
We use YouTube to manage your uploaded videos. YouTube allows you to upload unlimited videos of any size and 
allows you to make it Unlisted. This allows only people who can see it are those who you share the link with. 
 
If you do not have an account already, you will need to open a YouTube account (https://www.youtube.com) (if you 
already have a Gmail account, Google shares Account information between its products, so the same login for your 
Gmail will work for YouTube). YouTube accounts are free and have no limitations on space and video size. 
 



 
 
IMPORTANT: Because you will be uploading a video over 15 minutes, you will need to verify your account if you are 
creating one (they send an email and you click a link). Please see 
https://support.google.com/youtube/answer/71673?hl=en&ref_topic=9257439 for help. 
 
 
If using your smart device, iOS and Android provide ways to share to YouTube directly from the app you used to edit 
the video. Essentially, you can do this entire process from your phone. 
 
If you are on your computer, you will want to go to https://www.youtube.com/upload to upload your video. 
 

 
Depending on the length of your video and your internet speed, this could take a while.  
 
*Important*: Please make sure to make the video Unlisted. This ensures that it is not available for search and can 
only be viewed by people with a link. DO NOT use Private. 
 
For more instructions and videos, please see: https://support.google.com/youtube/answer/57407?hl=en 

 
 
Once the upload is complete, the video will take some time to process. Please allow up to 24 hours, depending on the 
size and length of the video. It is not recommended to do this the night before it is due. 
 



 
 
When completed, YouTube will provide you with a link. Share the link to this video in your information to the BOM in 
your email submitted documents. Please include them on each of the cover sheets. Also, please make sure that the 
Visibility is “Unlisted.” 
 
After: 
 
After you have completed these steps, be sure to test the video several times. 
Can you see the video? Is the sound quality good? Can you email the YouTube link to a friend, and can they open it? Is 
the video complete? 
 
If you followed the directions above, you should be ready to go.  
 
Please email any technical questions regarding your video to Chris, Director of Web and Database Administration, at 
champton@wnccumc.org.  Questions regarding the assignments should be directed to your discernment chair, and 
any other questions can be directed to Adri Bullard-Rogers at abrogers@wnccumc.org.   

 
 


