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Journey Assimilation Process: The Purpose and Assumptions

Purpose: The Journey exists to give people the best opportunity to become fully developing followers of Jesus.

As a part of this overall purpose, The Journey’s Assimilation Process exists to move people forward along a three-step process:

1. From being first time guests to becoming second time guests

2. From being second time guests to becoming regular attenders

3. From being regular attenders to becoming fully developing members.

An Assumption of this strategy is the belief that once a person becomes a fully engaged member (a person working out the 5 purposes in his or her life at The Journey) they are experiencing real life transformation and as a result are in the process of becoming a fully developing follower of Jesus (the ultimate purpose of the church).

As a result, the goal and purpose of assimilation at The Journey is to move people to take the important and life-changing step of church membership (from home plate to first base using the Purpose Drive Church model of the baseball diamond).  


Below is an illustration of the 3-step assimilation process at The Journey using a section of the Purpose Driven Church baseball diamond model.  Moving a person from home plate to first base involves the 3-step process of first time guests becoming second time guests, second time guests becoming regular attenders, and finally regular attenders becoming fully developing members.  

A person reaches first base and concludes the assimilation process when he or she signs the Membership Covenant at the conclusion of Membership Class and becomes a member.
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The following is a detailed outline of The Journey’s Assimilation process.  Included is an overview of follow-up from when a person visits The Journey as a first-time guest to when he/she becomes a member.  Also included are samples and descriptions of the materials that we have used effectively to encourage individuals to take the next step toward becoming a fully developing member at The Journey.  We are confident that anyone can adapt these ideas and materials to use at his or her own church. 

Assimilation Overview

A. First Time Visit

· A person attends The Journey for the first time and fills out a Connection Card.

· Following the service, a first time guest receives a free book and can visit the Resource Table to ask questions or talk with a member or staff person.

· The person receives an email within 36 hours of attending a Journey service.  This email includes a link to an on-line survey that encourages feedback from the first visit and connects the person to The Journey’s web site.

· The person receives a handwritten note in the mail within 96 hours of attending a Journey service (mail within 48 hours).  This note includes an unexpected gift to “wow” the first time guest, a business card from the teacher for the service, key fliers from the previous Sunday, and a business card or postcard describing the current series.  The gift is relevant to the target demographic. 

· The person receives in the mail a typed letter approximately one month after the 1st visit.  Included in the letter is another gift and an audio message CD from a prior service.

B. Second Time Visit

· A person attends The Journey for the second time.

· The person receives an email within 36 hours of the 2nd visit.  This email focuses on a specific way the person can get connected at The Journey along with an invitation to complete a second online survey.
· The person receives a typed letter in the mail within 96 hours of the 2nd visit (mail within 48 hours).  Included in the letter is a second “surprise” gift that someone in the target demographic appreciates, key fliers from the previous Sunday, and a business card or postcard describing the current series.  
C. Regular Attender

· A person is encouraged and has opportunities to sign up for Service Teams, Growth Groups, Baptism, Membership Class, and fun events on a weekly basis.

· A person is eligible to attend Membership Class at any point after attending The Journey.  However, a person may become a member only after attending regularly for 2 months.

I. 
Step #1: From First Time Guest to Second Time Guest
The first goal is to move an individual from the role of a first time guest to a second time guest.  Many people will visit a church for the first time, but it is a big challenge to get a person to return for a second visit.

When a person visits The Journey for the first time, we focus on the following areas to encourage that person to return for a second visit.

A. Preparation
1. Sunday “Next Steps”

a. Every other week there is an Assimilation Meeting involving key staff members that are part of the assimilation process
b. At the meeting, upcoming events and activities are discussed and reviewed by the team
c. The team then provides suggested “Next Steps” to the Pastor and his assistant.
2. Sunday: mark down what inventory is low

Preparation for the next week begins after the services on Sunday.  When packing up, note any inventory that is low, and refill this stock during the week.  See appendix CC for an inventory list.
3. Super service Thursday

Super Service Thursday exists to prepare and pray for Sunday. At Super Service Thursday, we prepare all Sunday materials and pray for those who are going to receive them.

a. Ministry Ladder for Super Service Thursday:

i. Director: In charge of recruitment, materials, and completion and readiness of Sunday materials by Thursday Midnight Rule.

ii. Service Leader: In charge of a particular area- Programs/ Packing, etc.

iii. Regular Server: Regular serves at Super Service Thursday

iv. First-Time Server: Comes for the 1st time to volunteer at Super Service Thursday.

b. What do we do at Super Service Thursday:

i. Super Service Thursday is in charge of preparing the connection cards (slicing) and the flyers and stuffing the program shells, which will allow people to take next steps on Sunday.

ii. Prepare all the programs for Sunday, which includes folding the program shell, cutting the flyers and connection cards, punching holes in the message notes and stuffing the program shells to make a complete program.

iii. At Super Service Thursday, the team inspects every program to make sure they are producing them at the highest quality. They do this because they know that this high standard will put people at ease and give them the best opportunity to take next steps.

iv. Finish packing any items for Sunday on to hand trucks in preparation for load out.

v. Load out all Sunday Materials into the vehicle that will be used on Sunday.

vi. Pray over the programs and each person who will receive them.
c. Recruitment for Super Service Thursday. 

i. There are 3 places a person can check interest in Serving at Super Service Thursday:

· On their Connection Card on Sunday

· On their Serving Card on Sunday

· Online

ii. Follow-up occurs on Tuesday and throughout the week for Online Sign-ups.

iii. The Super Service Thursday Director sends an email invitation to all interested to join the team on Thursday.

iv. A reminder email is sent on Wednesday to all interest, regular servers, and service leaders.

d. Super Service Thursday: At the end of the night, the team gathers to pray over the programs and for each person who will receive them. They pray specifically that the people who receive them will take the next steps God wants them to take.

4. Thursday Midnight Rule
a. To avoid putting Sunday at risk, all preparation and materials for Sunday must be ready by Thursday at midnight.

b. Super Service Thursday ends when all the materials have been loaded in the vehicle and there is nothing for Sunday left undone.

5. Preparation for a Big Day 

a. In preparation for Big Day promotion (several months out), we use a service such as MapAList.com to create a map of our first-time guests since the most recent Big Day (or further back) and look for trends and determine our promotional focus with direct mail, door hangers, and other advertising media.
b. As the Big Day approaches, we send targeted email and mail invitations to first-time guests from previous Big Days (or a specified time period) who haven't yet attended a second time, to try and invite them to attend again.
For example, in preparation for our Fall Big Day (and campaign kick-off), we pull the list of first-time guests from Easter and our Summer Big Days who haven't yet attended a second time, and be sure to target them with invitations to the Fall Big Day.
c. Super Service Thursday is responsible for preparing for any extra materials for a Big Day. Here are some of the common examples.

i. Servant Evangelism Postcard in every program the week prior and the week of

ii. Bundles of invite cards to be handed out the week prior to challenge people to 

iii. Invite family, friends and co-workers

iv. Creating additional programs for the Big Day

v. Preparing more 1st Time Guest Books to have enough on hand for the Big Day

vi. Preparing additional giveaways (Free Books/Movie Ticket Packets) for the Big Day
vii. Extras of all regular resources for resource table
viii. Packing extra materials and items in the van for the Big Day
B. Pre-Service: First Contact 

Before anyone arrives, The Journey set-up team prays over each chair twice. As they are laying them out in the space, the team prays for the people that will sit there and that they will take meaningful next steps. They place a magnet on the chair to let the team know the chair has been prayed for once. Then another member of the team comes and prays for that chair again and the removes the magnet. This way, every chair is prayed for twice.
The first impression a person develops of a church and of the people who make up the church is the most important impression.  It’s very difficult to shake a first impression.

The first impression that most first time guests have when they visit the church is not formed by the message, the music, or even the overall presentation of the service.  The first impression is formed by how the person is greeted, directed, treated, and seated by those serving at the Worship Service.

These 4 areas of first contact are vitally important for a first time guest to have a positive impression of the church.

1. Greeted
A first time guest wants to be greeted with a smile in a friendly and welcoming way without being bombarded or made to feel uncomfortable.  They want to know that you are glad they are there.

2. Directed
A first time guest wants to be directed to where he or she needs to go in a simple and polite way.  He/she wants to know where to go, where the restrooms are, and where to find information about the church.  Having no direction adds anxiety and greatly reduces the positive impact of a church’s first impression.

3. Treated
A first time guest wants to be treated well.  Again they want to be treated with respect and in a way that makes him or her feel like the church is glad that they are there.  
An important way to do this is by making high-quality food and/or snacks readily available.  This makes a great first impression and is something that will pleasantly surprise the first time guest.  They won’t forget that your church cared enough to feed them.

4. Seated
A first time guest wants to be helped to their seat in a way that prevents them from worrying about finding a place to sit or interrupting everyone else.  They want finding a seat to be easy and stress free.  Ushers are very important to making a first time guest feel comfortable and to helping him or her form a positive first impression of the church.

Note:  Remember, regardless of music performance or message deliverance, a person must be welcomed into the church in a friendly and helpful way or the first impression of the church will be a negative one, and it will be unlikely that he/she will ever return a second time.  The feedback we hear over and over again from first time guests who have a positive first impression of The Journey is seldom related to the music or the message.  Most of the time it is related to how they were made to feel when they first walked in the door.

C. During the Service: Connection Card
Follow-up with first time guests is only possible if you collect their contact information in a simple, comprehensive, and non-threatening way.  If a first time guest visits the church and you fail to gather contact information, you have lost all ability to follow-up and assist in moving him/her from a first time guest to a second time guest status.
1. The Connection Card

At The Journey we use what is called a Connection Card (many churches use the term “communication card”) to collect the information of first time guests.  It is a simple card that is easy to fill out.  On the card we collect contact info, prayer requests, and any spiritual “next steps” (steps of growth) that an individual feels he/she needs to take in response to the service that day.
See Appendix A for a sample of The Journey Connection Card.

2. Hosting – Welcome
In order to make the Connection Card more effective for collecting the contact information of first time guests, we ask that everyone (including regular attenders and members) fill out Connection Cards as well.  Everyone places a completed Connection Card into the Offering Buckets as the ushers pass them at the end of the service.

3. Hosting – End of Service
The teaching pastor announces that first time guests may drop a completed Connection Card in the Offering Buckets in exchange for a free book after the service (see Free Book Table below).

Note: Whether or not a church uses a Connection Card, it is imperative that it finds an effective and non-threatening way to collect the contact information of all first time guests.  Otherwise, follow-up is impossible.
D. Post Service Gift: Free Book

1. Immediately following the service, all first-time guests in attendance are offered a free book for two primary purposes:

a. As a sign of our appreciation for their attendance and an opportunity to demonstrate Biblical generosity

b. To insure that they receive pertinent information about the church so we can stay connected and they can return again (first-time guest survey, brochure about the church, Newcomer's Reception invitation, etc).  
2. The giveaway book choice will be something relevant to a person who might not be a regular church attender – such as Unshakable by Nelson Searcy.  It's also helpful in following up with prayer requests and pastoral care matters as a reference point ("have you read chapter XX of Unshakable? It addresses this very same question...")
3. The pastor handling hosting time for each service only asks that a first time guest drop their completed Connection Card in the Offering Buckets before picking up the book at the Free Book Table after the service.
4. Sample script from closing hosting:

"But first, I’d like to speak to those of you who are here for the very first time today. We are so glad that you joined us and in exchange for your completed connection card, we have a special gift for you. It’s a book called "Unshakable," that Pastor Nelson wrote, and it’s all about how you can stand strong when things go wrong.  All you need to do is drop your completed connection card in the offering bucket with your offering when it’s passed in a moment, then swing by the “first time guest” table just outside the exit doors on your way out.  That’s our way of saying thanks for joining us today."

E. Post Service Information: Resource Table

In addition to the Free Book table, where guests can pick up their free book, we also make available a separate Resource Table to help first-time guests find the information and answers they need to deepen their connection to The Journey.  At that table  they will find, among other things:
1. A knowledgeable, trained person (typically a key volunteer or staff member) to talk to and ask questions about the church or Christianity.

2. Free resources, such as (See Appendix CC for a comprehensive list):

a. Brochures about baptism, membership, giving, serving, the church’s beliefs and more.
b. Single message CD's from our most recent services and key topics (finances, how to become a Christian, etc.) 
c. All of these resources are free and communicate the church’s concern for spiritual growth in a non-threatening way.  

3. Additional resources for a suggested donation, including (See Appendix CC for a comprehensive list):
a. Bibles in various styles

b. Books on key topics (such as The Generosity Ladder, The Greatness Principle, Bod 4 God, The Complete Guide to Money, etc.)

c. Entire message series CDs (mp3's of all the messages, message notes and memory verse cards, all on one CD)

d. Message notes binders for people to archive previous message notes

e. Available Journey apparel 

F. Post Weekend: Follow-Up

The Monday following the service presents the time to follow-up with those who attended the church for the very first time that weekend.  Remember, a church can only do this if it has collected contact information from first time guests effectively.
Note (a word about phone calls and personal visits): At The Journey, we do not follow-up with first time guests (except on rare occasions) with phone calls or with personal visits.  Especially for those who may have little or no church background, phone calls and personal visits might come across as intimidating.  Thus, we focus our follow-up on email and regular mailings.  Phone calls and personal visits are reserved for those who are connected to the church already or who specifically ask for such.
1. Data Entry

One of the most important steps to following up with your guests and move them on the Assimilation Track is to properly gather their information and input it immediately and correctly into a database. This allows the follow-up to begin.

Note: Due to the sensitivity of the information shared on the Connection Cards we recommend that those who enter the data are highly trusted and responsible members of the church. The Journey Church hires members in a part-time capacity to serve on the Data Entry Team to ensure the protection and accuracy of the information received.

a. Data Entry Team Requirements:

i. Must be a member of The Journey Church (signed Membership Covenant)

ii. Signed Statement of Ethics on file 

iii. Tithe faithfully on their income

iv. Confidentiality Agreement

v. Completed Background Check on file

b. Data Entry Process

i. A member from the Data Entry Team collects all of the cards at the church and returns them to the church office after service

ii. Cards are sorted and then the information is input into the church database – FellowshipOne. (See Appendix EE for Guidelines & Procedures)
iii. While entering the cards into the church database, the data entry team prays for each person who completed a card.
iv. Double-Check Cards

· Check by Full-Time Staff: On Monday, Full-Time Staff review the cards and make sure that all information has been input correctly and accurately. 

· Journey Kidz Cross-Check: All First-Time families that brought children through Journey Kidz are cross-checked with all of the First-Time Guests cards to see if there are any additional First-Time Guests

· Giving Cross-Check: All giving records from Sunday are checked and cross-referenced to see if there are any additional First-Time Guests.

· Survey Cross-Check: All free gift and first-time guest surveys are checked and cross-references to see if there are any additional First-Time Guests.
2. Generating Next Steps, Snapshot, and Assimilation Reports
Once all of the information has been gathered and input correctly the information is generated into several reports that assist the follow-up process.

a. Next Steps Report – This report is used to capture all of the information selected on the Connection Card and is sent to the staff on Monday afternoons for follow-up. It provides detailed information on:

i. First Time Guests

ii. Second Time Guests

iii. New Believers

iv. Interest in Baptism

v. Interest in Membership

vi. Interest in Events: Fun Events, Special Opportunities, etc.

vii. Interest in Serving: SSM, SST, JK, Office, WAT, Journey Office

b. Weekly Snapshot Report – This report is sent by the Office Administrator towards the end of the week and it’s used to capture:

i. Sunday Attendance (Total & Per Service)

ii. First & Second Time Guests

iii. New Believers

iv. Number of Weekly Volunteers

v. Giving

c. Assimilation Report – This report is a month-by-month report that is generated at the beginning of each month to provide information on the Assimilation Process. It includes:

i. Monthly Attendance

ii. Number & Percentage of First-Time Guests

iii. Number & Percentage of people becoming Second-Time Guests

iv. Number & Percentage of people becoming Regular Attenders

v. Number & Percentage of people becoming Members
3. Praying for Connection Cards
All Connection Cards with prayer requests are separated and then reviewed by a pastor so that they can be distributed among staff for prayer.  A pastor/staff member sends emails each week to selected prayer requests as follow-up.
4. Super Service Monday
Initially the pastoral staff has to do all of the follow-up themselves.  However, as the church begins to grow it becomes unproductive and unrealistic to expect the pastoral staff to personally be responsible for every bit of follow-up correspondence that goes out in their names.

At The Journey we have “Super Service Mondays” (SSM) which is an opportunity to follow up with the decisions made on Sunday. This is a team of volunteers that serve weekly to ensure that all follow up is completed by Monday night. We offer snacks, drinks, and food on Monday nights along with music to help create a fun environment as people serve.
a. Ministry Ladder for Super Service Monday

i. Pastor of Assimilation: Oversees all of the Assimilation Process

ii. Coordinator: Oversees Super Service Monday and ensures that all supplies, resources, and materials are provided.

iii. Regular Server: serves at least once a month at Super Service Monday

iv. First Time Server: has never served at Super Service Monday before

b. Recruitment for Super Service Monday

i. Super Service Monday is offered as a ‘Next Step every week’ on the Connection Card

ii. After a person marks interest in Super Service Monday, they receive an email within 48 hours providing them with details about serving at Super Service Monday 

iii. That person is then added to the Super Service Monday Team email list and receives weekly emails about serving at Super Service Monday

iv. When a First-Time Server serves at Super Service Monday they are given instruction and a role to serve in for the evening. 

v. Ideally, we strive to have a minimum of 7 volunteers serving at Super Service Monday

c. Follow Up @ Super Service Monday

i. At the beginning of the night the number of First-Time Guests, Second-Time Guests, New Believers, and Baptism is shared with the volunteers. 

ii. Mailed follow up (See the appendix for samples):

· First-Time Guests

· Second-Time Guests

· First-Time Guests – 1 Month

· First-Time Guests – 3 Months

· First-Time Kidz

· New Believers

· First-Time Givers

· Interest in Baptism

· Interest in Membership

· Serving in Journey Kidz

iii. Sunday Flyers are also included in mailed pieces to First Time Guests, Second Time Guests, and First Time Guests – One Month

· Flyers to be included in Super Service Monday are decided upon on the Thursday before Monday.

· The flyers that are to be included are limited to just one half-sheet so as not to overwhelm the other pieces of mail included in the package.

iv. Once everything has been packaged and stamped, it is delivered to the Post Office on that evening or first thing the following morning.

d. Prayer @ Super Service Monday

i. At the beginning of each Super Service Monday, volunteers are told how many First Time Guests & Second Time Guests attended on Sunday. They are also told how many New Believers made decisions on Sunday.

ii. Once the preparations have been completed and stamped, all of the mail and packages are prayed for. Those receiving the mail are also prayed for during this time.

5. 36 Hour Response via email

Note:  Why such a fast response time with follow-up?  We cannot overemphasize how valued a first time guest feels when contacted the day after visiting a church for the first time.  They recognize that they are a priority to the church and are more likely to come back for a second time.

At The Journey we believe in following-up with first time guests by contacting him/her 
within 36 hours.  This means that by the end of the day on Monday for a Sunday service 
the guest must be contacted.  We do this via email.  Every first-time guest receives a 
personal email from the Teaching Pastor that Sunday thanking him/her for attending 
and offering the church’s assistance in any needs it can possibly address. The email will 
always possess the name of the Teaching Pastor as the sender since that is the name that 
a first-time guest is going to recognize and feel comfortable with.  For that reason, as a 
church might grow and create a volunteer team to do this, make sure the name of the 
sender is always the Teaching Pastor from that Sunday.


Within the email is a link to a first time guest survey on The Journey’s web site.  This 
serves two purposes.  It provides feedback concerning the first time guest’s initial 
experience at The Journey.  We use these surveys as a way of evaluating ourselves.  Also, 
the link to the first time guest survey takes the person to The Journey’s web site where 
he/she can look around, find out more about the church, find ways to get connected, and 
perhaps strengthen a connection to the church.


See Appendix B for a sample of our first time guest email and Appendix C for a sample 
of our on-line first time guest survey.

Note: Correct to the best of your ability any emails that are returned due to an incorrect email address. First, double-check for mistyped email.  Second, double-check the connection card, to ensure data entry.  If both check out, then call to get correct email address (if possible).
6. 96 Hour Response via mail


At The Journey we follow up with first time guests with a second contact
within 96

hours (mail within 48 hours.  This means the guest should receive a second contact from the church by the end of the day on Thursday if he/she attended the church on Sunday (assuming the 
Connection Card was filled out correctly).  

We make this second contact with a hand-written card from the Teaching Pastors (since that is the name that a first-time guest is going to recognize and feel comfortable with) sent via mail.  Along with the card, we include a Journey Subway Map, a round-trip Metro Card, a business card from the teaching pastor, and a series-specific postcard.  All are ways of making a first time guest feel special, of creating a “wow” effect by giving something that is useful, and of encouraging a first time guest to check out the church for a second time.  All gifts are relevant to the culture of the target group.


See Appendix D for a sample of our first time guest card.

Note: Correct to the best of your ability any mail that is returned due to an incorrect address.

Note: These gifts are specific to a New York City setting.  So, be creative in what gifts you might be able to give first time guests that would “wow” them and encourage them to visit your church for a second time.  

7. One Month Follow-Up via mail

Approximately one month following a person’s first visit to the church, we send a letter from the pastors indicating that it has been a month since the first visit.  In the letter we thank and encourage the guest.  We also include an audio message CD of one of The Journey’s previous messages, key fliers from the previous Sunday, and a business card or postcard describing the current series.  Again, choose a gift that relates to the culture of your target group.


See Appendix E for a sample of our one-month follow-up letter.

8. Three Month Follow-Up via mail

Approximately three months after a person’s first visit to our church AND they have not attended The Journey since, we send a letter from the pastor indicating that it has been 3 months since their first visit. In the letter we thank the guest for attending and invite them to return. We also include key fliers from the previous Sunday, a business card or postcard describing the current series, a subway map with directions to the church, and a small tin of mints. Choose packaging that is relevant to your target demographic. 

Note: after 4 months, the chances of a first-time guest coming back diminishes greatly. 
II. 
Step #2: From Second Time Guest to Regular Attender
The second goal is to move an individual from being a second time guest to becoming a regular attender.  If you do a good job creating a positive first impression and worship experience, and you are intentional and thorough with your follow-up processes, you have a better chance at seeing first time guests become second time guests at your church.  

While this is a big step, the next step is even more difficult.  How do you encourage a second time guest to attend your church on a regular basis?

When an individual returns to The Journey for the second time, we focus on two areas as being important to encouraging that person to become a regular attender.

A. During Service: Connection Card

A second time guest also has the option of filling out a Connection Card (see “Connection Card” above) to collect the information of Second time guests.  On the card we collect contact info, prayer requests, and any spiritual “next steps” (steps of growth) that an individual feels he/she needs to take in response to the service that day.  These next steps are options that people can choose that engage a person more deeply into the church.

See Appendix A for a sample of the Journey Connection Card.

B. Post-Weekend: Follow-up

As with our first time guests, immediate follow-up with second time guests is vitally important.  Again, we focus on 36 and 96 hour follow-up.

1. 36 Hour Response via email
At The Journey we believe in following-up with second time guests with a personal contact within 36 hours.  This means by the end of the day on Monday for a Sunday service.  We do this via email again.  Every second-time guest receives a personal email from the Teaching Pastor that Sunday that thanks them for attending and asks if there is anything the church can do for them.


In addition, the second time email focuses on getting the individual plugged into the 
church in a different area.  For instance, if we are in the middle of small group sign-ups, 
this email is a great way to encourage the person to join a group by providing a link to 
the small group sign up web page.  You might also promote a fun event at the church or 
offer them the opportunity to plug into a Service Team at the church.  It’s never too early 
to ask someone to serve. 


See Appendix F for a sample of our second time guest email.

2. 96 Hour Response via mail

At The Journey we believe in following up with second time guests with a second personal contact within 96 hours (mail within 48 hours).  This means they should receive a second personal contact from the church by the end of the day on Thursday if they attended the church on Sunday (assuming they shared with you both their email address and their mailing address).

We do this with a typed letter from one of the pastoral staff.  Included in the letter is a $5 Starbucks Gift Card or a gift card for a free Chick-fil-A sandwich as a way of thanking and encouraging the second time guest.  The letter also includes key fliers from the previous Sunday and a business card or postcard describing the current series.  By this time, a second time guest begins to see that your church is friendly, generous, and cares about them


See Appendix G for a sample of our second time guest letter.

3. One month follow up

Don’t forget, the second time guests will receive the one month follow up on the one month anniversary of their first visit to the church.  This letter also includes key fliers from the previous Sunday, and a business card or postcard describing the current series.  
C. Post-Weekend: Engagement Opportunities

Second time attendance indicates an interest in getting more deeply connected.  Be sure to offer second time guests opportunities to get plugged into the church beyond the Sunday service.  This can be done through the “Next Steps” options on the Connection Card.  We have found that if first and second time guests don’t get connected at the church beyond the Sunday service, there is a much lower probability rate that they will ever become regular attenders.

Offer second time guests the following opportunities to get connected when available and be sure to follow up on positive responses throughout the week:

1. Small groups

It is important that second time guests begin to form relationships with people at the church.  The longer it takes, the more unfriendly they are going to think the church is and the less connection they will have to the church.  Remember, everyone is looking for healthy relationships.   The more healthy relationships a person forms, the more likely they are to keep returning to the church and taking the important next steps in their spiritual growth.

2. Fun events

At The Journey we have specific fun events.  These are events like coffee houses, flag football, movie nights, etc. where people can meet others and have a great time together in a safe and fun environment.  Fun events go a long way to making a person feel comfortable and connected to a church.

3. Service Teams


It is never too early to ask someone to serve.  After all, they are created to serve!  When a 
person serves in a simple position (such as a greeter, program distributor, etc.), it does 
three things.  

a. One, it makes that person feel alive.  He/she is doing what God created people to do – serve other people.  It is fun.
b. Two, it provides a personal sense of ownership in the church.  The sooner a person serves, the sooner he/she begins to feel that the church is his/her church.

c. Three, it provides an opportunity to build relationships with other people in the church. Relationships are the number one factor in a person feeling connected to a church.


See Appendix J for a sample of our Service Team Sign-Up Card.

4. Newcomers Reception

A Newcomers Reception is planned between one and two weeks after the Big Day in order to assimilate those new to the church.

The Newcomers Reception is an opportunity to meet new attendees face-to-face after a service.  This allows new attendees to meet the pastors, connect with others who are new to the church, and hear directly from the staff what the church is all about.  
The focus of the Newcomers Reception is to connect those attending to the life of The Journey, so focus pastoral communication on key areas of assimilation, such as baptism, membership, growth groups, fun activities, and ways to serve on Sundays.
a. We send weekly emails to those new to the church beginning 3 weeks before the newcomers reception

b. In preparation for a Big Day we develop special Newcomers Reception Invites that are distributed in the following ways:

i. The week before in all 1st and 2nd Time Guest Follow-up at Super Service Monday

ii. The Sunday before and the Big Day Sunday in all 1st Time Guest Books and Giveaways.

iii. The Monday after in all 1st and 2nd Time guest Follow-up at Super Service Monday
iv. In a special mailing to a determined list the week leading up to the Newcomers Reception
c. At the Newcomers Reception, provide:

i. Snacks
ii. Drinks
iii. Door prizes
· 2 - $10 Starbucks gift cards
· 2 – movie tickets
· 1 - $25 restaurant gift card

iv. Giveaway bags, which include: 
· Journey grocery bag
· Sunday brochures from the resource table (esp. general info and 8 Ways to Grow)
· Entire series CD (Dare to Be Great)
· Journey bumper sticker
· Current/upcoming series postcard
· That Sunday’s fliers (preferably a fun group opportunity)
· Mints
d. For more detail and the worship order, see appendixes U and V.
III.
Step #3: From Regular Attender to Member
The third goal in the assimilation process is to move an individual from being a regular attender to becoming a fully developing member.  The commitment to membership is one a person must take in his/her spiritual journey to become a fully developing follower of Jesus.  It requires a process to move a person from regularly attending to taking the next step of membership.  

A member is a person who has developed ownership, pride, and identification with the church and chooses to become a part of a spiritual family.  This requires the creation of relationships and responsibilities within the church.  A regular attender says, “This is the church I go to.”  A member says, “This is MY church.” 

A. Service Opportunities
Serving at the church provides a sense of ownership and pride in the church.  Committed service is often the final step in moving a person from an attitude of “I attend this church” to one of “This is MY church.”
As mentioned above, it is never too early to plug someone into one of your Sunday Service Teams.  Also, encouraging a regular attender to participate in servant evangelism projects that promote your church to the community is another way to build attitudes of ownership, loyalty, and excitement towards the church as well as a heart for the community.

We often ask people to take a spiritual gifts inventory as a way of discovering which area of service God has best gifted them for.  We consistently teach on and encourage people 
to discover their SHAPE (spiritual gifts, heart, abilities, personality, and experience).  A person’s SHAPE will determine the how, where, what, and how of their service.  

B. Small Groups

Small groups are the “powerhouses” of the church and are the centers from which you are most likely to encourage regular attenders to become members.

People who are plugged into small groups are building relationships within the church and are taking “next steps” (growth steps) in their spiritual lives.  They are the people in the church who are most likely considering becoming members because they are taking their spiritual walk and their participation in the church seriously.

1. Notify regular attenders about available or up-coming small groups

a. Have a small group catalogue with small group options and opportunities to sign up available at the weekend service.

b. Promote small groups via email or in your church’s weekly church-wide email or newsletter to regular attenders.

c. Promote small groups on your church’s web site and provide on-line sign-ups.

2. Take opportunities to target the people in your small groups for membership

Allow your small groups to be venues from which you can periodically share about the 
value of church membership and promote the next membership class.  Make sure your 
group leaders are members or are becoming members and that they are encouraging the 
people in their groups to do so as well.


It is those regular attenders who are in small groups who are most likely to be the next 
members of the church.  So, moving people into small groups and promoting membership 
through small groups is a key step in moving people from being regular attenders to 
becoming members.

C. Salvation

Salvation is a biblical requirement for membership in the church.
1. Teaching

a. Teach on salvation on 1-2 times per year.

b. Teach an entire point in a message on salvation once per quarter.

c. Offer a specific invitation to become a follower of Jesus at the end of the message 1-2 times per month.

d. Offer the opportunity to make a decision for Jesus every Sunday in your prayer and as a next step on the back of your connection card

2. Follow-up

a. Week of Decision
i. Sunday
· New Believers fill-out connection card

· Data Team enters connection card information into F1

ii. Monday
· New Believer Package is mailed out by Super Service Monday with the following: (Monday PM)

· Printed Letter from Nelson

· Book- The Next Step for Your Journey

· Free New Believer Bible Certificate

· What it means to be a Christian DVD

· Baptism Brochure

· Baptism Invite (to upcoming Baptism)

· Teaching Postcard

iii. Tuesday
· Email from Kerrick to all New Believers (Tuesday AM)

b. Week 1
i. Tuesday
· Email from Pastor to all New Believers from previous Sunday (Tuesday am) with subject, “Beginning a Relationship-Praying for you.”

c. Week 2
i. Tuesday
· Email from Pastor to all New Believers from previous Sunday   (Tuesday am) with subject, “Beginning a Relationship-Checking In.”

d. Weeks 3 & 4
i. Internally: Track all decisions, baptism, and all other sign-ups.

e. 1 Month
i. Monday
· Super Service Team mails out 1 month follow-up packet:


· Printed Letter from Nelson.

· Book- 31 Days to Living as a New Believer.
· Baptism Brochure.

· Baptism Invite.

ii. Tuesday
· Email from Pastor to all New Believers from previous Sunday with subject “Beginning a Relationship- Go Deeper!”

f. 2 Month
i. Tuesday
· Email from Pastor to all New Believers from previous Sunday   (Tuesday am) with subject, “Beginning a Relationship- How’s it going?”
ii. Internally: Track all New Believers for every decision, group joined, and class taken.

· Encourage them to pursue baptism, join a growth group, and attend membership class.
· Encourage service.
· Follow-up with all New Believers who have not responded yet.

iii. Baptism: Sign up New Believer for Baptism if they haven’t already taken this step.

iv. Membership: Sign up New Believer for Membership Class

g. 3 Month
i. Review Status of New Believer

· What have they signed-up for?

· How are they doing?

· Encourage service if they haven’t already signed-up.

· Begin to identify new leaders

· Encourage new Growth Groups

h. 6 Months and beyond
i. Check on Status of new believers. Have they taken significant steps of growth?
D. Baptism – Baptism is a biblical requirement for membership in the church
1. Promotion
Baptism is a biblical requirement for membership in the church, as well as the first step of obedience for a new believer.  As such, it is important that your church continually extol the value baptism on Sundays.  This can be done by regularly teaching on baptism and continually talking about how important baptism is to a person’s spiritual growth.
As a part of teaching on baptism, the following elements can be added to a worship service to share effectively about and build excitement for baptism:
a. Personal Testimony: One way to encourage people to participate in baptism is through the use of personal testimony in the Sunday service.  Nothing is more powerful than when someone who everyone in the crowd can relate to shares how God changed his/her life in a positive way due to being baptized.  Some people may not listen to a pastor, but they will listen to a person who has experienced life-change and is willing to share about it.  
b. Video: Another method of using video in the Sunday service is to show prepared clips of previous baptisms.  Video is as close as a person can get to the live experience without actually being there.  Video helps people see how exciting and life-changing baptism is and how normal people can be baptized.  Also, people often want to see before they will actually do, and a video clip helps to satisfy that need.
2. Baptism Interest Follow-Up

It should be as easy as possible for a person to express interest in and participate in baptism.  Here is the Journey’s process:

a. Promote the value of baptism during the services, through groups, and via email.

b. List baptism on the right side of the connection card every week, and on the left side on weeks leading up to baptism date, or when the message speaks in a pertinent manner to baptism.

c. During the week, someone can express interest in baptism on our web site by filling out a simple form.

Note: Upon receiving an indication of interest in baptism, that person will receive a phone call and the church will send them an information email that shares the details about the upcoming baptism and invites them to participate.

You can view a sample of a baptism email in Appendix R.

3. Baptism Preparation

a. 3 weeks prior to the baptism, decide on and procure gifts to give to those baptized (such as a beach towel, a special baptism t-shirt, etc.)

b. In the week leading up to the baptism, all baptism candidates receive weekly devotional emails, which explain the meaning and value of baptism, encourage them to commit the week to God, and urge them to invite their friends/family to the baptism.
c. On the Thursday prior to the baptism, a separate email is sent with the final logistical details for the baptism.

4. Baptism Service/Ceremony
a. Candidates are asked to arrive at least 30 min before.
b. When they arrive, they receive their baptism t-shirt or towel, and are given general instructions.
c. The pastor talks about the meaning of baptism.  Baptism candidates can share their stories, if so inclined.
d. All baptism candidates and pastors meet for a group photo.
e. Candidates are separated and given instruction on the technique of baptism.
f. Crowd is given instructions on what will happen in the baptism, and when to cheer after the baptism.
g. After each candidate is baptized, he or she is interviewed.  These interviews can be used in the baptism video.
5. Baptism Follow-Up

Follow up continues after the Baptism Service with everyone that was baptized so that they can be further assimilated into the church and grow in their faith.
a. Every baptism candidate receives a free DVD copy of their baptism as soon as it is available. The candidates are contacted via email and made aware that their DVD will be available at the Resource Table on Sunday.

b. Any person baptized that has not attended a Membership Class will remain on the Membership contact list so they can continue to be invited to Membership Class 101.

c. Baptism candidates that are not signed up for a Growth Group are specifically emailed and invited to join specific Growth Groups that will encourage them in their faith. 

d. 60 days after the baptism the Pastor of Ministry does a follow up with everyone who was baptized. This check-in includes:

i. A review of the individual’s contact items in the church database to see if they have been actively involved since their baptism.

ii. A phone call from the pastor to the candidate.

iii. A brief 5-question interview over the phone to see how we can continue to support the individual:
· Are you in a Growth Group? (If not, encourage them to sign up for one)

· Where have you grown the most spiritually since your baptism? (See if there are any resources we can offer them)

· What can we do for you as a church to help you grow closer to God?

· Have you found a place to serve? (If not, help them find one)

· (If they are not already a member) Have you considered taking the step of membership? (Try to get them signed up for a future class)
E. Membership
1. Promotion
In order for regular attenders to take the next step and become members, it is important that your church continually extol the value of membership on Sundays.  This can be done by regularly teaching on membership and continually talking about how important membership is to a person’s spiritual growth.
In the weeks leading up to a membership class, look through the lists of Growth Group Leaders, Worship Arts Team members, top givers, and other heavily-invested individuals and speak directly about membership with those who are not already members.

As a part of teaching on membership, there are three elements that can be added to a worship service to share effective about and build excitement for membership.  

a. Personal Testimony: One way to encourage people to become members is through the use of personal testimony in the Sunday service.  Nothing is more powerful than when someone who everyone in the crowd can relate to shares how God changed his/her life in a positive way due to becoming a member.  Some people may not listen to a pastor, but they will listen to a person who has experienced life-change and is willing to share about it.  
b. Video: Another method of using video in the Sunday service is to show prepared clips of previous membership classes.  Video is as close as a person can get to the live experience without actually being there.  Video helps people see how exciting and life-changing both events are and how normal people participate in them.  Also, people often want to see before they will actually do, and a video clip helps to satisfy that need.
c. Joining a Family: It is important that when you teach on membership you communicate that 
becoming a member of a church is not joining an organization, it’s joining a family.  Becoming a member at a church means that you are becoming a part of a spiritual family and are joining a family of believers on the most important and exciting "journey" you will ever take.

See Appendix J for possible teachings on why people need to be part of a spiritual 

family and to view The Journey’s membership requirements.

2. Membership Interest Follow-Up

It should be as easy as possible for a person to express interest in and participate in 
Membership Class.  Here is the Journey’s process:

a. Promote the value of Membership to Regular Attenders during the services, through groups, and via email.

b. List membership on the right side of the connection card every week, and on the left side on weeks leading up to the membership class.

c. During the week, someone can express interest in Membership Class on our web site by filling out a simple form.

Note: Upon receiving an indication of interest in membership, that person will receive a phone call and the church will send them an information email that shares the details about the upcoming Membership Class and invites them to participate.

You can view a sample of a membership email in Appendix X.
3. Membership Class Preparation

a. Review notes and the pro
b. Change the next steps on registration page
c. Secure volunteers for check-in, lunch clean-up, and childcare
d. Supplies
i. Food for lunch

ii. Drinks

iii. Membership application/next steps/covenant

iv. Membership class notes – student edition

v. Membership class notes – teacher edition

vi. Teaching table and chair

vii. Sound equipment
viii. Laptop to run Pro
ix. Chairs

e. Reminder email and calls – for confirmation and number of children
i. Reminder email – on the Tuesday before the class.

ii. Reminder calls – on the Wednesday before the class.  If leaving a voice mail, follow up with an email requesting a confirmation response.  Set deadline of Thursday noon, so that we can order correct amount of food and childcare volunteers.
f. Day before text
g. Reminder during opening and closing hosting (also inviting those who did not already RSVP) 

4. Membership Class

a. Upon arrival to Membership Class, every person signs in at the registration table (staffed by a volunteer or staff member) and then receives a nametag and instructions for lunch.

b. During lunch, everyone is photographed individually (headshots)

c. Upon entering the room for membership class, everyone receives their membership application (which includes next steps and covenant) and their membership class notes.
i. Keep a volunteer, or staff person, by the exit(s) throughout the length of the class to collect any Membership Applications from somebody who is leaving with theirs, or just in case somebody needs to leave the class early. 

d. Before the class begins everyone is instructed to begin filling out the first page of their Membership Applications. 
e. During the break, all students and pastors gather for a group photo.
f. At the end of the class everyone is instructed to finish completing their Membership Application and check whether or not they would like to become a member. 

g. After they have completed their Membership Application they are instructed to leave their applications on a table at the front of the class. 
Note: Everyone is told to turn in their membership application, regardless of whether or not they decide to become a member. This way you receive everyone’s information and can know who to continue following up with through the Assimilation Process. 

Note: Once a person attends Membership Class at The Journey he/she must still sign the Membership Covenant to become a member.  A membership covenant is vital in securing the new, family relationship. You can view a sample of The Journey’s Membership Covenant in Appendix Z.
5. Post Membership Class
a. Follow-Up with New Members 
When a person becomes a Member at your church the Assimilation Process is complete.  However, intentional follow-up is still vital to set the foundation for ongoing health and growth of your new member.

After a person has become a member of the church, follow-up continues to ensure that they are actively involved in the church and actively growing in their faith.

i. 60 Day Follow Up
· Approximately two months after becoming a member, the member is emailed and asked to schedule a “Member Care” phone call. On the phone call the following questions/topics are covered:
· How has being a member been going for you?

· Are you in a growth group?

· Have you found a place where you can serve?

· Are there any questions that you have about the church?

· Any questions about being a member?

· Is there anything that we can do for you (or your family) to help you grow in your faith?

· Have you attended Class 201?

· Have you had a chance to auto debit your giving?

· Any questions about giving at The Journey?

· Is there anything that we can be praying for?
· Member email update
Note: If a new member is unable to be reached by phone call, a follow up email is sent to the new member containing these questions and asking the member to reply back to the email and complete the questions. 

ii. 1 Year Follow Up
· At the 1-year mark of becoming a member, each member is sent an “Anniversary Packet” delivered through the mail. Each packet contains the following:
· Printed Letter from the Lead/Senior Pastor

· Journey Backpack

· Journey Highlighter

· Member’s Covenant Bookmark

· Teaching Series Postcard
iii. Members email updates (almost monthly)

· Pastor emails members of the church with updates and special spiritual challenges for the members.

iv. Members’ Receptions (2-3 times per year)
· Special members’ receptions are held to update members on what’s going on in the church, to challenge them to a special spiritual or giving focus, and to allow members the opportunity to get to know one another better.

· Typical reception times are: 

· Week or two leading up to Easter Sunday – Used to encourage members to invite their friends to Easter Sunday

· Towards end of July 

· Last Sunday before Thanksgiving – Used as the members’ Christmas party and promotes the special Christmas offering

v. Informal Prayer Meetings (2-3 times per year)
· Often held prior to Big Days to pray for the church and the upcoming Big Day.
· Held for 30 minutes after the service
· Typical prayer meeting times

· Late January before first Big Day of the year

· Week before Easter on Palm Sunday (if there is no members’ reception)
· Week before the fall campaign kickoff (in late September)

vi. All members receive the quarterly giving statement

b. Follow-Up with those who do not become members
Many times there will be people who attend Membership Class that do not become Members for various reasons. This means that the Assimilation Process is not complete; therefore, you must extend the process beyond Membership Class. 

Some people will decide to become a member of the church, but they may not meet the requirements of Membership.  Therefore, you must follow up with them. 
Below are instructions for how to follow up with a person who does not become a member after membership class, for the following reasons:

i. A person turns in a signed covenant, but…
· …Needs Baptism 
· If the person has signed up for a future baptism on their Membership Application, then we follow up via email within two days and confirm with the individual that they can be baptized at the next baptism.  After baptism, they will automatically become a member.

· If the person has not signed up for a future baptism date, then we follow up via email within two days inviting them to sign up for either one of our next TWO scheduled baptisms. After baptism, they will automatically become a member. 

· After baptism, they receive a congratulatory email from the Lead/Senior Pastor welcoming them to the church family with their class photo.

· …Needs 2 Months of Regular Attendance
· They will receive an email congratulating them for making the decision to become a member and that upon 2 months attendance they will ‘officially’ be a member of the church.

· Upon fulfilling the 2-month time period they receive a congratulatory email from the Lead/Senior Pastor welcoming them to the church family with their class photo.

ii.  A person turns in the covenant without signing it
· Those who are unsure of becoming a member receive an email within two days letting them know that they are also being prayed for as they take time to consider making the church their “home”.
· Two weeks after the Membership Class, those that marked “Praying about it” or “Maybe” receive a phone call from one of the pastors on staff to check in and see if they are ready to become a member.
6. Inactive Members

It is important to keep updated records, so inactive members should be labeled as such in the church database.  A person is considered inactive if he or she informs the church that they have moved to a new location or church, or if he or she shows no activity for one year.

Note: Before moving anyone to inactive, a staff person should personally call or email the person. 

IV.
Assimilation Review
Any assimilation process is only as strong as its data allows it to be.  For this reason, the assimilation process must be reviewed consistently. 
A. Weekly Snapshot

The Weekly Snapshot Report is a report that is used to compare the previous Sunday with the same Sunday in the previous year (i.e. 1st Sunday of June 2013 with 1st Sunday of June 2012).

1. Every Monday a “snapshot” email is sent to all staff comparing year-over-year statistics for each campus as well as the total for all campuses. These statistics are broken down by campus and service time to be as detailed as possible. The statistics include:

a. Attendance (Adults & Kids)

b. First Time Guests

c. Second Time Guests

d. New Believers

e. How First Time Guests learned about the church

f. Number of Volunteers

g. Giving

B. Bi-Weekly Assimilation Meeting

Every other week we hold an Assimilation Team Meeting that involves key staff members that are involved in the Assimilation Process. This meeting includes:

1. Review of current Assimilation Processes & Strategies

a. Current practices are reviewed and discussed as a team. These areas include:

i. Super Service Monday

ii. Assimilation Events (Newcomers Receptions, Baptism, Membership, Play Groups, etc.)

b. Review the Assimilation Report during the first meeting of the month.
2. Innovating & Improving current Processes & Strategies

a. Discussing what ‘Next Steps’ to include on the Connection Card for next two Sundays and any upcoming events

b. Generating ideas on how to improve the Assimilation Process and Assimilation Events.
3. Planning for Upcoming Assimilation Events including:

a. Newcomers Receptions

b. Baptism

c. Membership Class

d. Fun Events/Play Groups

C. Monthly Assimilation Report

After the last Sunday of each month, the Pastor of Ministry and Assimilation pulls reports from the church’s database in order to review the Assimilation statistics and percentages. This report helps the church keep track of how effective the Assimilation Process is, and what number of people are becoming active members in the church.

The Assimilation Report is a “rolling” report meaning the numbers are updated every month for the previous 12 months. This allows the church to have the most accurate and most up-to-date information. And it ensures that the church is keeping track of how people are growing in the church.

1. What Information is used in the Assimilation Report:

a. The report is generated from the Fellowship One database and it is broken down month-by-month for each year.

b. This report lists the number of people whose “statuses” are marked as:

i. First Time Guests – those who have only one attendance record

ii. Second Time Guests – those who have attended only two times

iii. Attenders – those who have attended at least three times

iv. Members – those who have attended Membership Class, signed a Member Covenant, and met all of the Membership requirements

v. Dropped – those who have asked to eb removed from The Journey’s list, or have moved away
2. How the Assimilation Report Works:

a. Once the reports for each month are generated, the number of individuals in each category are placed into a spreadsheet under the month that he/she first attended.

b. The numbers are updated for the previous 12 months to provide accuracy and are input into the appropriate cells on the spreadsheet.

c. Once the numbers have been updated and input into the spreadsheet, formulas are used to calculate the percentages under each status type along with the Assimilation percentages.
3. How the Assimilation Report is Used:

a. Every month the newly updated report is shared with the staff in a PDF form so that everyone can see the updated results.

b. Upon review, strategies are revisited, or reinvented, in order to help achieve greater results and perform at a higher level.

c. This report then serves as a barometer for health in the church.

D. Mapping Out Where First Time Guests Come From

One to two times per year we map out where First Time Guests from the last 6-12 months have attended in order to give us better insight of our target audience. This information is then used to direct evangelism efforts such as mass mailings and Servant Evangelism Projects. 

We use the website www.MapAList.com to retrieve this information.

Appendix
Appendix A:

JOURNEY CONNECTION CARD
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Appendix B:

FIRST TIME EMAIL
(to be sent ASAP on Monday – within 36 hours of the service)

Subject: Great to see you @ The Journey

From: Lead Pastor 

Hey [First Name],

 

I had an open moment this morning and I wanted to shoot you a quick email to let you know it was great to have you at The Journey on Sunday - hope your first experience was meaningful and enjoyable. 

 

Would you do me a favor?  

Because it's important to us that you felt welcomed and had a positive experience your first time at The Journey - would you take a few seconds to fill out a quick on-line survey for me? (it will only take about 30 seconds).

 

[insert web address]
 

Or just reply to this email and let me know your thoughts.

 

If there is anything I can do for you or if there is a specific way that I can be praying for you... please feel free to let me know.

 

I’ll be in touch again soon. 

 

Pastor [First name] 

P.S. I've attached a picture of my family and here are a few bits of info:

 

1. My name is [first name] and my wife's name is [first name]. We have been married for 18 years!

 

2. We have a son named [first name] (born in [year]) - you'll see him running around Journey Kidz on Sundays.  

 

3. My wife and I are long time bulldog owners - but we are currently 'in between' so our house is currently dog hair free.

 

4. Before moving to Boca, I pastored on the Upper West Side of Manhattan for 10 years. I'm still looking for a great NYC cheesecake around here - let me know if you have a recommendation!

 

 --------

[your name]
[your title, church name]
[web address]
 

Check out The Journey on Facebook:

[web address]
Appendix C:
FIRST TIME GUEST ON-LINE SURVEY

(a link to the survey is included in the First Timer Email)

Guest Survey
Thank you for visiting The Journey recently! You matter to us and so does your opinion. We would appreciate your feedback on the following four questions:

Top of Form
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	  What Did You Notice First?

	 
	[image: image5.wmf]










	 
	 

	[image: image6.png]



	  What Did You Like Best?
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	  Overall Impression?
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	  How Can We Pray for You?
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	  Name?
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	  Email Address?
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Bottom of Form

Appendix D:

FIRST TIME CARD

(hand-written note with $4 Metro Card, Subway Map, and Series Post-Card – mailed on Monday or Tuesday at the latest)

Hi [First name],

Great to see you on Sunday @ The Journey.  We hope your time with us was both meaningful and relevant to your life – and that you had a good time too (
Enclosed is a round-trip Metro Card – good on all NYC subways and buses.  So, take a short “journey” on us!

We hope to see you again soon @ The Journey.  Have a great week, and God bless…

[your name]
Boca example [includes a $5 gas card]:

Hi [First name], 

Thank you for attending The Journey on Sunday!  Hope you had a good experience.  I’d like to personally invite you to come back again this Sunday.










See you then,










[Teaching pastor]

P.S. I’ll even help cover the cost of your gas!

Appendix E:

FIRST TIME ONE-MONTH LETTER

Hi [First name],

It’s hard to believe that it has been 30 days since your first visit!

We hope that you have found The Journey to be a welcoming, relevant, and fun place to get plugged in and meet other people.  We also hope you have found The Journey to be a place where you can encounter God and have a meaningful worship experience.  

To celebrate your one month anniversary @ The Journey, we have a gift that we hope helps you grow closer to God.  It’s a CD of a message we taught on “Getting Fit Spiritually.” We pray you find it to be relevant to your own personal journey.

I also want to encourage you to get connected to a Growth Group THIS Summer!

One of the best ways to meet new people and grow in your faith at The Journey is to sign up for a Growth Group.

 

Growth Groups are The Journey’s groups of 15 or so people who get together each week (Spring Growth Groups begin in June and last through August) in a convenient Metro New York City location to grow and have fun together.

 

Sign ups for our Summer Growth Groups have just started...and there are over 60 great groups to choose from.  So...NOW is the perfect time to sign up!

You can sign up for a Summer Growth Group at any Journey service this Sunday or on-line TODAY at this link:

 

[insert web address]

Please let us know if there is any way that we can be praying for you.  Have a wonderful week, and we look forward to seeing you again soon @ The Journey!

On the journey together…

[your signature]
[your title]
[your email address]

PS- Don't miss this Sunday as we begin our new teaching series “Train to Win: Developing the Core Strengths of the Christian Faith” with “Personal God”. See you there!
Appendix F:
SECOND TIME EMAIL
(to be sent ASAP on Monday – within 36 hours of the service)
Subject: Glad to have you back @ The Journey

From: Lead Pastor 

Hey [First Name],

 

Thanks so much for joining us again at The Journey!

 

I hope your first two experiences with us have been positive and meaningful. 

 

In the meantime, could I ask a favor? As someone who's still fairly new to The Journey, your input would be really helpful.

 

Would you take 30 seconds and complete this short, 4-question survey:  

 

[insert web address] 

Know that I just prayed for you - if you have any specific prayer requests, just let me know with a reply to this email.

 

God bless you,

 

[your first name]

P.S. - Don't miss THIS Sunday, [date], as we continue our teaching series "#GRACE." This Sunday we are meeting at 10:30am, at Boca Raton Community High School.  See you there! 

 ---------

 

[your full name]

[insert your title, church name]
[church web address]

Appendix G:
SECOND TIME LETTER

(With one free $5 Starbucks Gift Card – mailed on Monday or on Tuesday at the latest)
[date]

Hi [First name],

It was great to see you again at The Journey on Sunday.  We’re excited that you chose to check out The Journey a second time! 

To show our appreciation we have enclosed a Starbucks Card for a free beverage on us.  We hope you enjoy it. (
I also want to encourage you to get connected to a Growth Group THIS Summer!

One of the best ways to meet new people and grow in your faith at The Journey is to sign up for a Growth Group.

 

Growth Groups are The Journey’s groups of 15 or so people who get together each week (Summer Growth Groups begin in June and last through August) in a convenient Metro New York City location to grow and have fun together.

 

Sign ups for our Summer Growth Groups have just started...and there are over 60 great groups to choose from.  So...NOW is the perfect time to sign up!

You can sign up for a Summer Growth Group at any Journey service this Sunday or on-line TODAY at this link:

 

[insert web address]
Please let us know if there is anything we can do for you or if there is a specific way that we can be praying for you this week.  

We look forward to seeing you this Sunday.  Have a great week, and God bless!

On the journey…
[your signature]
[your name]
[insert your title, church name]
[your email address]
PS- Don't miss this Sunday as we continue our series “God on Film with “People Like Us: How to Forgive Those We Love”. See you there!
Appendix H:
3-MONTH LETTER

Hi [First name],

I hope you are doing well!

Looking back over our records, I noticed that you attended The Journey Church for the first time not too long ago (about three months ago).

So, I just wanted to drop you a quick note to invite you to attend a service this Sunday and to let you know that we care about you and your spiritual health.  In fact, we want to do everything we can to give you every opportunity to grow in your faith.

After all - that is why we have services every Sunday at different times and in different locations - so it's easy for you to attend.  And that's why we offer Growth Groups every semester - so you can study the Bible and meet new people.  

In this package I've included several items just for you:

· A coupon for a FREE Bible.  Just bring the coupon to the Resource Table at any Journey service and we'll give you a Bible for free.  We think reading the Bible is an important part of spiritual health. 

· A container of mints.  Nothing spiritual there - we just thought it was a cool gift ( 

· A Journey subway map.  Hopefully it will help you get around the city and remind you of where our  Journey locations are.

· A post-card telling you about our current teaching series and what you'll miss out on if you're not there this Sunday! 

Let me know if you have any questions about The Journey or if there is anything at all that we can do for you.  And I hope to see you again soon!

God bless...
[your signature]
[your name]
[insert your title, church name]
[your email address]
PS- Don't miss this Sunday as we begin our new teaching series “Train to Win: Developing the Core Strengths of the Christian Faith” with “Personal God”. See you there!
Appendix I1:

FOLLOW-UP EMAILS FROM RIGHT SIDE OF 

CONNECTION CARD

GROWTH GROUP INTEREST

Good Morning [First Name],
This is Pastor [your first name] from The Journey and I want to thank you for your interest in Growth Groups. 

Growth Groups are The Journey's groups of 15 or so people that get together each week in a convenient South Florida location to grow, have fun, learn about the Bible, and meet new people. 

This Summer, joining a Growth Group is the perfect way to grow spiritually and make new friends! 

Our groups meet for 12 weeks, and then there is a brief break between semesters. Each semester you are able to join whatever group topic, style, or interest that suits you best. We offer a number of group types, such as general groups (open to all), men's, women's, young adults, teens, and more! 

Sign-ups for our Summer [insert year] Growth Groups have begun! 

You can sign up for the group of your choice in one of two ways:
(1) Sign up at any Journey Sunday service.. 
(2) Sign up online: [insert web address]

Growth Groups officially begin the week of [date]. 

Groups are filling up fast! 

Sign up today, before your group fills up!
Thanks again and God bless, 

[your signature]
[your name] 
[your title] 
[your church name]
[your phone number]
[church web address]
P.S. - Be sure to join us this Sunday, [date], at The Journey as we wrap up our #GRACE teaching series with a message on how to receive (and live daily in) God's amazing grace. See you Sunday!
Appendix I2:

FOLLOW-UP EMAILS FROM RIGHT SIDE OF 

CONNECTION CARD

JOURNEY KIDZ INTEREST

Hi [First Name], 

It's Pastor [your first name] from The Journey Church with the information you requested. 

On your Connection Card at Sunday's worship service, you shared that you were interested in learning more about Journey Kidz, the children's ministry of The Journey Church. 

First of all, let me say "Thank You" for your interest in Journey Kidz! I'd like to tell you more about one of the most exciting ministries here at The Journey… 

Journey Kidz provides a fun-filled, safe, and relevant program for your child at our Sunday services. We currently have Monkeys (birth – 3 yrs), Zebras (3 1/2 - Kindgergarten), and Lions (1st – 5th grade), each with age-appropriate curriculum.

Each age group is overseen by its own coordinator and staffed by screened and trained volunteers. [Full name] and [Full name] are our Journey Kidz Sunday Directors. 

Feel free to reply to this email if you have any questions about the Journey Kidz ministry or if you're interested in learning more about volunteering. 

You are welcome to stop by and visit us before or after any Sunday service to see “first hand” what Journey Kidz is all about! 

Pastor [your first name]

P.S. - If you are interested in being a part of the Journey Kidz Team where you can help make Sundays "The Best Hour of a Kidz Week," just reply to this email and I will get you signed up for the next Journey Kidz Tour. 

P.P.S. - Be sure to join us this Sunday, May 19 at The Journey as we wrap up our #GRACE teaching series with a message on how to receive (and live daily in) God's amazing grace. See you Sunday!

[your name] 
[your title] 
[your church name]

[church web address]
[your phone number]

 
Appendix I3:

FOLLOW-UP EMAILS FROM RIGHT SIDE OF 

CONNECTION CARD

JOURNEY KIDZ INTEREST – VOLUNTEERING

Hey [First Name], 

It's Pastor [your first name] from The Journey Church with the information you requested about volunteering with the Journey Kidz Team AND a great opportunity to learn more THIS Sunday, [date]! 

First of all, let me say thank you for your interest in Journey Kidz, the children’s ministry of The Journey. It's one of the fastest growing areas of our church and one of the most exciting (if I do say so myself!). 

I’m glad you are considering serving on this high impact team and I would love to have you join me for the Journey Kidz Volunteer Tour & Overview THIS Sunday to learn more about getting involved. 

Just REPLY to this email and let me know if you'd like to attend the Journey Kidz Volunteer Tour & Overview THIS Sunday, [date], from 11:45am - 12:15pm (immediately following the Sunday service). 

The tour and overview is the best way for you to get a feel for Journey Kidz, learn more about the opportunity to join the team, and get the screening process started if you'd like to move forward! 

I’m excited to see how God will use you to make an eternal difference in the lives of the children in our ministry. 

Again, simply REPLY to this email and let me know if you can join me for the Journey Kidz Volunteer Tour and Overview THIS Sunday - or if you'd like to schedule a tour on another upcoming Sunday. 

Let me know if you have any questions… 

Pastor [your first name] 

P.S. - Be sure to join us this Sunday, [date] at The Journey as we wrap up our #GRACE teaching series with a message on how to receive (and live daily in) God's amazing grace. See you Sunday!


[your name] 
[your title] 
[your church name]
[your phone number]

Appendix I4:

FOLLOW-UP EMAILS FROM RIGHT SIDE OF 

CONNECTION CARD

FIRST IMPRESSIONS TEAM INTEREST

Hi [First Name], 

Pastor [your first name] here from The Journey. I saw on your Connection Card from Sunday’s service that you’re interested in serving with the First Impressions Team… that’s great news! 

We’re just a few days away from our next service and that would be a great day for you to get involved. 

So, will you join me in volunteering with the First Impressions Team this Sunday, [date]? 

This team is the perfect next step to help you get involved in what God is doing in our church. 

As a part of the First Impressions Team, you will help to create a warm and welcoming environment for all the people that God sends to The Journey by serving as a greeter, usher or program distributor. 

To serve, you'll arrive one hour before service starts (9:30am) and meet in the lobby for a brief meeting with me (no previous training required). After that, we'll go over any questions and get you prepared to share a smile and a warm welcome with everyone who attends. 

Once you're finished serving, you'll head into the theater and enjoy the service. 

We'll also ask you to stay about 25 minutes after the service to help pack up. If you can help pack up, just meet me or Pastor [first name] in the lobby right after the service. 

And you’ll get your very own Journey server t-shirt to wear while you serve and to keep after the service! 

Please send me a quick reply to confirm that you’d like to serve with First Impressions and I’ll get you on the list for this Sunday. 

If this Sunday isn't a great fit, let me know if you'd like to serve on [date] or [date]. 

Hope to hear from you soon! 

Thanks again and God bless, 

[your first name]
P.S. - Be sure to join us this Sunday, May 19 at The Journey as we wrap up our #GRACE teaching series with a message on how to receive (and live daily in) God's amazing grace. See you Sunday! 
[your name] 
[your title] 
[your church name]
[church web address] 
[your phone number]
Appendix I5:

FOLLOW-UP EMAILS FROM RIGHT SIDE OF 

CONNECTION CARD

PARKING TEAM INTEREST

Hey [First Name], 

It’s Pastor [your first name] from The Journey. 

I saw on your connection card from Sunday that you’re interested in serving on the Parking Team… that’s exciting! 

We’re just a few days away from our next service - and that would be a great day for you to get involved. 

So, would you like to serve on the Parking Team this Sunday, [date] or the following Sunday, [date]? 

This team is a good next step to help you get involved in what God is doing in our church, and it might be just the right fit for you. 

As a team member, you’ll serve on the front lines of welcoming people to The Journey, helping to improve their overall experience by directing them into the best available parking spot. 

The service is at 10:30am. To serve on the parking team, just arrive at 9:30am and meet in front of the entrance to the theater. 

We'll get you connected with the Parking Team leader and you will receive basic instructions before heading out to the parking lot. 

Once you're finished serving, you will head into the theater and enjoy the worship service. 

And you’ll get your very own Journey server t-shirt just for serving! 

Please send me a quick reply to confirm that you’d like to serve with the Parking Team and I’ll get you on the list for this Sunday. 

If this Sunday isn't a great fit, let me know if you'd like to serve on [date] or [date]. 

Hope to hear from you soon - I look forward to serving together! 

Thanks again and God bless, 

[your first name]
P.S. - Be sure to join us this Sunday, [date] at The Journey as we wrap up our #GRACE teaching series with a message on how to receive (and live daily in) God's amazing grace. See you Sunday! 
[your name] 
[your title] 
[your church name]
[your phone number]
[church web address]
Appendix I6:

FOLLOW-UP EMAILS FROM RIGHT SIDE OF 

CONNECTION CARD

LOAD-IN/OUT TEAM INTEREST

Hi [First Name], 

It’s Pastor [your first name] from The Journey. 

I saw on your connection card from Sunday that you’re interested in serving on the Load-In Team… that’s exciting! 

We’re just a few days away from our next service – [date] - and that would be a great day for you to get involved. 

So, will you join us in serving with the Load-In Team this Sunday, [date]? 

This team of “unsung heroes” is a good next step to help you get involved in what God’s doing in our church, and it might be just the right fit for you. 

As a team member, you’ll help unload equipment & supplies, and assist with the Load In and Load Out process on Sunday. 

You'll arrive a few hours before the service (7:30am) and meet in front of the entrance to the theater where we will unload all the bins, tables, and supplies needed to make Sunday a great experience! Participation on this team requires lifting and moving of some heavy items, but we have a place for everyone! 

You will head in to participate in the worship service, then after the service you will meet back up with your team to complete the Load Out into the truck. You'll be finished no later than 1:30pm. 

And you’ll get your very own Journey server t-shirt for serving! 

Please send me a quick reply to confirm that you’d like to serve with the Load-In Team and I’ll get you on the list for this Sunday. 

If this Sunday isn't a great fit, let me know if you'd like to serve on [date] or [date]. 

Hope to hear from you soon - I look forward to serving together! 

Thanks again and God bless, 

[your first name]
P.S. - Be sure to join us this Sunday, [date] at The Journey as we wrap up our #GRACE teaching series with a message on how to receive (and live daily in) God's amazing grace. See you Sunday!

[your name] 
[your title] 
[your church name]
[your phone number]
[church web address]
Appendix I7:

FOLLOW-UP EMAILS FROM RIGHT SIDE OF 

CONNECTION CARD

OFFICE VOLUNTEER

Hey [First Name], 

It's Pastor [your first name] from The Journey and I wanted to follow up with you from Sunday's service. 

You marked on your Connection Card that you were interested in serving as a volunteer in The Journey Office. 

Thanks so much for your interest in this vital serving area! 

There's an opportunity for you to serve THIS Thursday ([date]) if you're available. 

This Thursday afternoon we have a "Super Service Thursday" Team that will meet at the Office ([insert address here]) to assemble programs and other printed materials for Sunday. 

It's a good opportunity to meet some other people and use your time and energy to serve God as you help us prepare for everyone who will attend on Sunday! 

What do you think... Can you make it? 

If so, just reply to this email and let me know (or give me a call at [your phone number]). I'll make sure we're expecting you on Thursday. 

If there are other Thursdays in the coming weeks when you're available, please feel free to email that back as well - Super Service Thursday takes place each week. 

Thanks again & God bless, 

[your first name] 

P.S. - Be sure to join us this Sunday, [date] at The Journey as we wrap up our #GRACE teaching series with a message on how to receive (and live daily in) God's amazing grace. See you Sunday!


[your name] 
[your title] 
[your church name]
[your phone number]
[church web address]
Appendix I8:

FOLLOW-UP EMAILS FROM RIGHT SIDE OF 

CONNECTION CARD

SUPER SERVICE MONDAY

Hi [First Name],

I hope your day is off to a great start! Thank you for your interest in Super Service Monday. I wanted to invite you to join our team and help make a BIG difference each week as we follow up with those that have made decisions to take Spiritual Next Steps.

One of the best parts about serving at Super Service Monday is that you get an inside peek at what God is doing here at The Journey Church! For instance, yesterday we sent follow up information to [Number of FTG] First Time Guests; [Number of Baptisms] people received information about Baptism; and maybe most exciting of all - we had [Number of NB] First Time Decisions for Christ!!
Here are a few details of what we do on Mondays...

*Follow-Up – We encourage people to continue on their spiritual journey. 

*Fellowship – We connect with others in the church that serve in this way.

*Food – We provide snacks and drinks for you to enjoy.

*Fun – It's what we do! There’s music, great people, and it’s always a great time! 

So what do you think? Would you be interested in joining our team and serving with us at Super Service Monday? 

We meet at The Journey Office ([insert address]) every Monday from 4-6pm but you can come any time between those hours. We'd love to have you join us THIS Monday, so just reply back to this email and let me know if this is an area that you'd like to join and make a difference. If you cannot do Mondays, there is also a serving opportunity on Thursday afternoons to help prepare for Sunday.

Looking forward to hearing back from you…God bless!

Pastor [your first name]
[PS about Sunday]
Appendix J:

FIRST IMPRESSIONS TEAM CARD
[image: image20.emf]I’m Serving Today… 

Name: 









Email Address: 







Best Contact Phone: (

) 





Address: 





 Apt #: 


City: 




 State: 

 Zip: 


Today I’m A:
□ 1st Time Server      □ 2nd Time Server      □ Regular Server  

□ I am serving with my Growth Group today. 

Want to Serve Regularly?
Would you like to serve once or twice a month?
To get started, circle the Sundays you’d like to serve:
April:     April 28

May:
May 5    May 12    May 19    May 26

Beach Baptism:

□ Yes, sign me up for the first beach baptism of the year, Sunday, 

    April 28 at 4:00pm at Deerfield Beach.

Child Dedication:
□ Yes, sign my child ____________________________ up for the 

   child dedication on Sunday, May 12.

Teardown Serving Team:

□ Yes, I can stay after the service today and help pack up. 
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The Journey Church
Inside Look

#GRACE – “Liberating  Grace”

Sunday [date]
Memory Verse:

    “You began your life in Christ by the Spirit. 
Now you are trying to make it complete by your own power? 
That is foolish!” 

- Galatians 3:3 

 
 The Journey exists to give the people of South Florida the

best opportunity to become fully developing followers of Jesus.

We Value Growth

“Real followers of Jesus Grow”

Things to Remember:

1) Greet everyone warmly.

2) Be in position 30 minutes before the service begins.

3) Unless otherwise instructed, please stay in position until

 at least 20 minutes after the service begins.

4) Enjoy yourself.

5) Smile!

First Impressions:

What did you notice first?-  

Alina V. from Boca said, “A lot of friendly greeters.”

Appendix K:
NEW BELIEVER INITIAL EMAIL

Hi [First name]...

On Sunday you indicated on your Connection Card that you were interested in knowing about becoming a follower of Jesus, and I wanted to let you know how excited I am for you!

Becoming a follower of Jesus is one of the most important decisions you can make with your life.

I want to encourage and help you in any way that I can, so please let me know if you have any questions or if there is anything I can do for you.

In fact, here are some important next steps you can take this week.

1. You can stop by our resource table on Sunday and pick-up a New Believer Bible for free, but in the meantime, here are three web links you can visit for more information on your decision: 

The Next Step for Your Journey: [insert web address]
How to Know God Personally: [insert web address]
First Steps to Spiritual Growth: [insert web address]
2. Baptism - Much like a wedding ring is symbolic of marital commitment, baptism is a symbolic act of your new relationship with Jesus. We encourage you to be baptized; it is an important next step for you! 

Baptism is such an important step to take in your spiritual life!

Our Next Baptism is on Sunday, [date]!

To reserve a spot or for more information on the meaning of baptism (or what it means to become a follower of Jesus) just reply to this email and let me know which works best for you!

3. A great way to get plugged in and meet new people at The Journey is by serving.

Serving on Sunday is easy! Just show up one hour before the service and meet us in the Lobby of the hotel.

Super Service Monday (5-7pm) and Super Service Thursday (5-8pm) are also BIG nights of service at The Journey Office with snacks & a movie as we write letters and prepare for Sunday’s Service!

You can also drop by the office anytime during the week to serve. The Journey office is located at [insert address].
If you want to get involved just contact [first name] (our Director of Volunteers) at [insert phone number] or email [insert email].

Again, I am so excited about your decision to begin a personal relationship with Jesus and I want to help you follow through with this in any way that I can.

Blessings,

Pastor [your first name]
PS - If you would like to speak with someone please feel free to give us a call at [phone number], or reply to this email with your phone number and one of our pastors will be glad to give you a call.

Appendix L:
NEW BELIEVER 1-WEEK EMAIL
Title: Beginning a Relationship – Praying for You

Hey [First name],

Last week you took a significant step in faith by making the decision to follow Jesus. We are so excited for you! We hope The Journey will continue to be a place where you can connect with people, learn about God and put your faith into action.

All of us on staff here at The Journey are praying for you as you move forward in your relationship with God. If you have any questions at all, please don’t hesitate to contact us.

Blessings,

Pastor [your first name]
PS - THIS Sunday we continue our Teaching Series, "Train To Win: Developing The Core Strengths Of The Christian Faith" with "Salvation by Grace" in both Manhattan and Queens. See you there!

NOTE: This Sunday ONLY there will be no 6:30pm Journey-Manhattan service.  Instead...you are invited to attend the 10:00am, 11:30am or 1:00pm services and then join The Journey Family for our special 10th Anniversary Celebration at the Hotel Pennsylvania immediately after the 1:00pm service from 2:30-4:30pm!

[your name] 
[your title] 
[your church name]
[your phone number]
[your email address]

Appendix M:
NEW BELIEVER 2-WEEK EMAIL
Title: Beginning a Relationship – Checking In

Hey [First name],

I just want to check in and see how things are going for you as you learn what it means to follow Jesus day-to-day.

At The Journey, we believe that life and faith are all about taking next steps. You might consider getting involved and learning more about God through:

· Being a part of our next baptism on Sunday, [date].

Baptism - much like a wedding ring is symbolic of marital commitment, baptism is a symbolic act of your new relationship with Jesus.  We encourage you to be baptized; it is an important next step for you! Just hit reply if you have questions about baptism or if you want to sign-up. 

· Serving at The Journey. 

We believe that one of the best ways to meet new people and grow in your faith is by serving. Serving on Sunday is easy! Just show up one hour before the service and meet us in the Lobby of the school. Hit reply if you have questions about serving or if you want to sign-up to serve.

We’re glad you are a part of The Journey. Let us know if you have questions or how we can help you.

Blessings,

Pastor [your first name]
PS - THIS Sunday we continue our Teaching Series, "Train To Win: Developing The Core Strengths Of The Christian Faith" with "Salvation by Grace" in both Manhattan and Queens. See you there!

NOTE: This Sunday ONLY there will be no 6:30pm Journey-Manhattan service.  Instead...you are invited to attend the 10:00am, 11:30am or 1:00pm services and then join The Journey Family for our special 10th Anniversary Celebration at the Hotel Pennsylvania immediately after the 1:00pm service from 2:30-4:30pm!

Appendix N:
NEW BELIEVER 1-MONTH LETTER
[date]
Hi [First name],
Last month you made the decision to become a follower of Jesus.  That’s the most important decision you can make in your life – and I wanted you to know that our staff has been praying for you this month.

I hope you received The Next Step for Your Journey from me in the mail last month and that you have been praying about the next steps that God wants you to take in your life.  I also hope that you have begun praying and reading your Bible, attending church on Sundays and that you have gotten plugged into a Growth Group at The Journey.  

Those are all important steps for you to take to continue to grow in your faith!  Remember – our church exists to help you grow in your faith!

“Under his direction, the whole body is fitted together perfectly. As each part does its own special work, it helps the other parts grow, so that the whole body is healthy and growing and full of love.”   – Ephesians 4:16

I've enclosed another gift for you today. It's a book called What On Earth Am I Here For?. As you are starting to read the Bible, I hope that this devotional will be beneficial in helping you discover the purposes God has for your life. 

Know that I am so happy for your new life in Christ.  Please don’t hesitate to let us know if you have any questions, if you would like to speak with a pastor or if there is anything at all that we can do for you.

Praying for you and growing with you,

Pastor [your first name]
[your email address]
[your title, church name]
For more information on baptism contact Pastor [first name] at [email address] or [phone number], or visit our website at:  [insert web address].
Appendix O:
NEW BELIEVER 1-MONTH EMAIL
Title: Beginning a Relationship – Deeper!

Hey [First name],

Last month you indicated on your connection card at The Journey that you decided to become a follower of Jesus. So cool! I just want to encourage you in your faith and relationship with Jesus, and help you continue to take that ‘next right step!’

A few ways to go deeper on your journey are:

Baptism: Once you’ve made a commitment to follow Christ, it’s important to let others know about it. Our next Baptism is Sunday, [date]. For more information, visit [insert web address]

To sign-up just reply back to this email!

Membership: Find out more about what makes The Journey Church tick and how you can make a difference with our members who make up this great spiritual family. Our next membership class is Sunday, [date] from 3:00-5:30pm  at The Journey office. For more information, visit [insert web address].
Serving: A great way to get plugged in and meet new people at The Journey is by serving.  

Serving on Sunday is easy! Just show up one hour before the service and meet us in the Lobby of the school. 

Super Service Monday (5-7pm) and Super Service Thursday (5-8pm) are also BIG nights of service at The Journey Office with snacks & a movie as we write letters and prepare for Sunday’s Service!

You can also drop by the office anytime during the week to serve. The Journey office is located at [address].
Prayer: God is always there to listen. Ask God to speak to you through His word and ask Him to help you to act on what He shows you. You can also email me anytime if you have any specific prayer requests. 

If you have any questions about any of these areas or want to get plugged in- just reply to this email and let me know.

I am super excited for you, and know that I am here to help you in anyway that I can! 

Blessings,

Pastor [your first name]
PS – Don’t miss this Sunday as we continue our exciting teaching series “Train to Win” with “Salvation by Grace” in both Manhattan and Queens. I hope to see you there!

[your name] 
[your title] 
[your church name]
[your phone number]
[your email address]
Appendix P:
NEW BELIEVER 2-MONTH EMAIL
Title: Beginning a Relationship – How’s it going?

Hey [First Name],

Two months ago you indicated on your connection card at The Journey that you made a decision to follow and believe in Jesus Christ. I want you to know how powerful that initial step is and that I have been praying for you along your journey.

To help assist you on your journey, I’d like to offer a few past messages given on Sunday at The Journey.

One series that we think would be great for you to listen to is called “Accelerate”.  Study “The Habit of Bible Study”, “The Habit of Prayer”, “The Habit of Generosity”, “The Habit of Solitude” and “The Habit of Friendship”

You can access these by clicking on the link below, and the download will start immediately. 

[insert web address]

Let me know if you have any questions and anything specific I can be praying about for you! 

Blessings,

Pastor [your first name]
PS - THIS Sunday we continue our Teaching Series, "Train To Win: Developing The Core Strengths Of The Christian Faith" with "Salvation by Grace" in both Manhattan and Queens. See you there!

NOTE: This Sunday ONLY there will be no 6:30pm Journey-Manhattan service.  Instead...you are invited to attend the 10:00am, 11:30am or 1:00pm services and then join The Journey Family for our special 10th Anniversary Celebration at the Hotel Pennsylvania immediately after the 1:00pm service from 2:30-4:30pm!

[your name] 
[your title] 
[your church name]
[your phone number]

[your email address]
Appendix Q:

NEW BELIEVER CHECKLIST
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Week 1:

Sunday:
1. New Believers fill-out connection card

2. Data Team enters connection card information into F1

Monday:

1. New Believer Package is mailed out by Super Service Monday with the following: (Monday PM)

a. Printed Letter from Nelson

b. Book- The Next Step for Your Journey
c. Free New Believer Bible Certificate

d. What it means to be a Christian DVD

e. Baptism Brochure

f. Baptism Invite (to upcoming Baptism)

g. Teaching Postcard

Tuesday:

1. Email from [Lead Pastor’s name] to all New Believers (Tuesday AM)

Week 2:

Monday:

Phone call from [name] (Monday 4:30 p.m.)

a. Introduce himself and welcome them to The Journey.

b. Ask if they picked up their free Bible?

c. Encourage reading the Bible and praying daily.

d. Prayer requests.

e. See if they could meet on the upcoming Sunday for a few minutes after whichever service they attend.

Week 3:

Monday: 


Email from [name] (Monday 10:30 a.m.)

a. Follow-up anything discussed on Sunday

b. Encourage Baptism Sign-up

c. Encourage sign-up for New Believer Growth Group

d. Encourage reading their Bibles and prayer

If no response by this point, [name] will attempt another phone call to check on the New Believer. If they respond, [name]  will get them on this schedule. If Not, we will till we send out 1 month package.

Week 4: 


Internally:

Track all decisions, baptism, and all other sign-ups.

1 Month

Monday:


Super Service Team mails out 1 month follow-up packet


a. Printed Letter from Nelson.

b. Book- 31 Days to Living as a New Believer.
c. Baptism Brochure.

d. Baptism Invite.

Post 1 Month


Internally

Track all New Believers for every decision, group joined, and class taken.



Encourage them To Baptism, Growth Groups, and Membership



Encourage service



Follow-up with all New Believers who have not responded yet.


Baptism



Sign-up New Believer to Baptism if they haven’t already taken this 



step.


New Believer Growth Group



Sign-up New Believers for New Believer Growth Group

Membership




Sign-up New Believer to Membership Class

3 Months

Review Status of New Believer



What have they signed-up for?



How are they doing?



Encourage service if they haven’t already signed-up.



Begin to identify new leaders



Encourage new Growth Groups

6 Months

Nick will check on status of New Believers and call each to make sure they are on track.

1 Year



Celebrate their 1-year Journey!


Mail a packet


Celebratory Letter



Letter with The Journey year updates



Book



Teaching cards to invite friends


Phone Call



Nick will call to check in on each New Believer.
Appendix R:

BAPTISM INTEREST EMAIL

Hey [first name], 

Thanks for letting me know you're interested in being baptized at The Journey. 

Baptism is an important step to take in your spiritual life - as you "go public" with your faith in Jesus - so I'm excited you're considering it! 

The Journey's first Beach Baptism of the year this Sunday, [date], at 4:00pm, on Deerfield Beach, just south of the pier. 

It's going to be a powerful, memorable day of celebration and I want to personally invite you to participate. 

The only requirement to be baptized is that you have begun a personal relationship with Jesus. 

If you have already started that relationship, then this is definitely the right step for you to take! 

To reserve your spot or for more information on the meaning of baptism just reply to this email with your "Yes" or visit: 

[insert web address]

Let me know if you have any questions or if there is anything at all that we can do for you this week. 

Again - if you want to reserve a spot to be baptized at the beach this Sunday, [date], just reply to this email and let me know. 

I look forward to hearing from you! 

God bless, 

[your first name]

P.S. - Don’t miss the service THIS Sunday, [date], as we continue our #GRACE teaching series with "Healing Grace." The service is at 10:30am, at [insert church address]. See you there! 

[your name] 
[your title] 
[your church name]
[your phone number]
Appendix S:
BAPTISM FINAL DETAILS EMAIL

Hi [First name], 

Your baptism is THIS Sunday, [date]! 

Your baptism will be at [insert address] from 3:30-4:30pm - BUT we are asking you to arrive no later than 3:00pm! 

Here is a short list of the information you need to know for Sunday. Be sure to read through the info below and let me know if you have any questions. 

1 – Please arrive at [insert address] @ 3:00PM to receive some initial instructions about what will happen at your baptism. When you arrive you will receive a name tag, a COOL Baptism T-Shirt and be asked to fill out a registration card. 

The church is located at [insert address] - You can get to the church 4 ways through the subway... 

1. Take the N,R to 8th Street 
2. Take the 6 to Astor Place 
3. Take the L to 1st Avenue 
4. Take the subway to Union Square and walk from there ( only 10 minutes away ) 

(All are a short walk to the church. If you get lost, you can call my cell phone at [insert phone number) 

2 – Please bring a pair of shorts for your baptism. You can wear a swim suit – but we ask that you wear shorts and a shirt (your NEW Baptism T-shirt) over them. If you need, you will have time and a place to change before the celebration begins. 

*Also please be sure to bring a towel.* 

3 - Friends, family and members of your Growth Group are not only invited to attend and take pictures...but they are encouraged to be a part of this special event in your spiritual life. So, invite as many people as you would like! 

4- On Sunday we will give you specific instructions as to what to do when you are in the water during the baptism. It's very easy...so no need to worry about it :-) 


You are signed up to be baptized THIS Sunday, so please let me know ASAP if you will be unable to attend the baptism for any reason. 

Know that you are being prayed for as your baptism approaches. Have a wonderful rest of the week and let me know if you have any questions. 

Praying for you... 

Pastor [your first name] 


PS – Remember - arrive at 3:00pm so that we can get you signed in and give you important instructions about your baptism. The church is at [insert address].


PPS - THIS Sunday we continue our teaching series #GRACE: Coming Face to Face with God's Grace with “Liberating Grace” in Manhattan and "Transforming Grace" in Queens! 
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Appendix T1:
BAPTISM DEVOTION EMAIL - MONDAY
Hi [First name], 

Every day this week I will be sending you a Baptism Devotional email along with some scripture. Take time to read the devotion each morning, reflect on the scripture and spend some time in prayer preparing yourself for your baptism this Sunday.

Here's the devotion for Monday:

Day 1......Matthew 3:13-17
"Then Jesus went from Galilee to the Jordan River to be baptized by John. But John didn't want to baptize him. 'I am the one who needs to be baptized by you,' he said, 'so why are you coming to me?' But Jesus said, 'It must be done, because we must do everything that is right.' So then John baptized him. After his baptism, as Jesus came up out of the water, the heavens were opened and he saw the Spirit of God descending like a dove and settling on him. And a voice from heaven said, 'This is my beloved Son, and I am fully pleased with him.'" 

Jesus did not wait until he felt like it was the right time for him to be baptized. He immediately obeyed God’s desire for His life....to be publicly baptized. What a great example to us! 

When we learn how to obey God immediately with the things of our lives things just go much more smoothly. Learning how to live life based on trusting in God and obedience to His Word rather than how we feel is critical to pleasing Him with our lives. 

So far in your walk with Christ what about Him do you love or appreciate the most? Stop now and thank him for the things you appreciate about your relationship with Him.

Also...take the time to thank Him for loving you and for showing you how life is to be lived.

I'm praying for you this week!

God Bless...

Pastor [your first name]
PS – I will send you an email on Thursday with all of the details about your baptism you need to know. So, keep your eyes open for that!

[your name] 
[your title] 
[your church name]
[your phone number], [your email address]
[your email address]
Appendix T2:
BAPTISM DEVOTION EMAIL - TUESDAY

Day 2......Romans 6:3-4 

"Or have you forgotten that when we became Christians and were baptized to become one with Christ Jesus, we died with him? For we died and were buried with Christ by baptism. And just as Christ was raised from the dead by the glorious power of the Father, now we also may live new lives."
Why is baptism so important? It doesn’t save anyone. It doesn’t secure our spot in heaven. So what’s the big deal? 

1. It is our first act of obedience to God after becoming a Christ follower.

2. It is God’s desire for us to publicly profess our faith in Jesus.

3. It is an act of identifying yourself with Jesus and His Lordship in your life.

4. It is symbolic of dying to your “old self” and beginning a new life with Jesus. 

Take a moment to reflect on the symbolism of baptism and think about what is God teaching you through this portion of scripture?

Sunday will be here soon :-) We are praying for you!

Pastor [First name]
PS - Don't forget - you are welcome to invite as many family, friends and co-workers as you would like. It will be a meaningful experience - so be sure to invite people to join you for your baptism this Sunday! 

PPS - Just a reminder, the location of Sunday's baptism is [insert church address].

[your name] 
[your title] 
[your church name]
[your phone number]

[your email address]


[church web address]


Appendix T3:
BAPTISM DEVOTION EMAIL - WEDNESDAY
Day 3......Acts 2:41 


"Those who believed what Peter said were baptized and added to the church - about three thousand in all." 

Jesus’ baptism marked the beginning of His public ministry. 

God does the same with us. After baptism our lives are energized for use by God. Whenever we obey God, He honors our obedience by allowing us more opportunities to represent him to the world. 

God expects us to be faithful in what He asks or gives us to do (Matthew 25:23). Then we can share in His joy....which is something we can’t even begin to imagine. 

Let your baptism be a new beginning of obedience to God. A fresh start of allowing God to use you in meaningful ways.

Praying for you...

Pastor [your first name]


PS - Speaking of being used by God - have you found a meaningful place of service in the church yet? If not - I promise you there is a place where you can use your gifts to make a difference. Just reply and let me know if you are interested in finding ways to serve at the Journey Office during the week, on The Sunday Welcome Team, on the Worship Arts Team or even with Journey Kidz! 


[your name] 
[your title] 
[your church name]
[your phone number]

[your email address]


[church web address]

Appendix T4:
BAPTISM DEVOTION EMAIL – THURSDAY

Day 4......John 1:29-34 

The next day John saw Jesus coming toward him and said, "Look! There is the Lamb of God who takes away the sin of the world! He is the one I was talking about when I said, 'Soon a man is coming who is far greater than I am, for he existed long before I did.' I didn't know he was the one, but I have been baptizing with water in order to point him out to Israel." Then John said, "I saw the Holy Spirit descending like a dove from heaven and resting upon him. I didn't know he was the one, but when God sent me to baptize with water, he told me, 'When you see the Holy Spirit descending and resting upon someone, he is the one you are looking for. He is the one who baptizes with the Holy Spirit.' I saw this happen to Jesus, so I testify that he is the Son of God.'" 

What a great passage that shows us the possible results when we obey God’s will for our lives and follow God's desires for our lives...especially when it comes to baptism. 

One result of your public baptism is to reveal who Jesus is to other people.....to testify that He is 
the Son of God. What a great result of our obedience! 

Isn’t it cool that God can use your baptism and public profession of faith to speak to others and 
reveal Himself to them the way He has revealed Himself to you? 

That's why it's a great idea to invite friends and family who don't know Jesus to come to your baptism. Your baptism is an incredible witness to them of what Jesus can do in a person's life! 

Take some time to thank God for doing what He says he will do. 

Sunday is coming soon :-) You are being prayed for! 

See you at 3:00pm! 

[your first name]

PS - Look for an email from me this morning with all of the details about your baptism. Let me know if you have any questions or if there is anything at all that we can do for you before Sunday! 

[your name] 
[your title] 
[your church name]
[your phone number]
[your email address]


[church web address]
Appendix T5:
BAPTISM DEVOTION EMAIL – FRIDAY

Day 5......Luke 3:21-22 & Psalm 46:10-11 


"One day when the crowds were being baptized, Jesus himself was baptized. As he was praying, the heavens opened, and the Holy Spirit descended on him in the form of a dove. And a voice from heaven said, 'You are my beloved Son, and I am fully pleased with you.'" 

"Be silent, and know that I am God! I will be honored by every nation. I will be honored throughout the world. The LORD Almighty is here among us; the God of Israel is our fortress." 

God revealed His pleasure with Jesus while Jesus prayed. 

Sunday @ 3:00pm is YOUR Baptism! 

Psalm 46:10-11 asks us to be still and know that He is God. God wants us to stop what we are 
doing and just know that He is with us. 

How does it feel knowing that the presence of God is always with you and will never leave? 

Take 5 minutes to be still and silent, and just enjoy the presence of God in your life. 

I can't wait for THIS Sunday - you are being prayed for today! 

Pastor [your first name]


See you Sunday! 


[your name] 
[your title] 
[your church name]
[your phone number]
[your email address]


[church web address]
Appendix U:
NEWCOMERS RECEPTION PROCESS
Planning & Promotion:

· Ideally, plan each reception at least 2 months in advance

· List on website (events page & calendar) as soon as it’s scheduled 

· Include invitation in email & letter promo to First & Second Time Guests (don’t bump GG sign-ups, but supplement in follow up docs) 

· ¼ page invites included in Unshakable books each Sunday between scheduling the next reception and the Sunday of the reception

· Flyers in program 3 weeks away, 2 weeks away

· ¼ page invites handed out 1 week away

· In-house postcard mailer sent the week of

Preparation:

· Recruit volunteers & instruct on their roles (see “Volunteers” section below)

· Pickup supplies (snacks & drinks)

· Notify Load-In Team of date and equipment list from storage

· Pickup prizes (gift cards from Starbucks - $10 x 2; Cinemark – Free Ticket x 2; Maggiano’s - $25 x 1)

· Prepare giveaway bags at SST

· Green plastic handle bag

· Sunday brochures from Resource Table, esp. General Info and 8 Ways to Grow

· Entire series CD – Dare to Be Great

· Journey bumper sticker

· Current/Upcoming Series Postcard

· This Sunday’s flyers (preferably Play Group opportunity)

· Mints

· Prepare registration card (include spaces for extra info than connection card, testimonies, how did you hear and next steps)

Supplies & Equipment:

· 2 outdoor speakers and stands

· Sound board, mics and cables

· Newcomer’s Reception a-frame signs (5x) from storage

· Metal bins & stands for drinks

· 8-10 food baskets (one for each table)

· Non-perishable snacks (single serve, storable for next time)

· Small water bottles

· Ice

· Giveaway bags

· Registration cards & pens

· Nametags & Sharpies

Volunteers Needed For:

· Supply pickup

· Sunday setup

· Sound setup

· Greeting 

· Registration 

· Teardown

Agenda/Itinerary:

· 11:35am – People begin arriving, they should be:

· Greeted & directed to the front of the seating area (closest to speakers) by greeting volunteers

· Seated & treated to registration card, pen, snacks and drinks by registration volunteers

· 11:40am – Tommy Duke

· Countdown & informal welcome

· Encourage attendees to snack, drink and start filling out card

· Let them know that “your card is your ticket to win a prize today”

· 11:45am – Nelson

· “Official” greeting

· Brief personal intro

· Church history

· Journey mission statement

· 11:55am – Tommy Duke

· Brief personal intro

· Journey’s 5 purposes

· Next step introduction

· Father’s Day Breakfast, Baptism & Kidz serving next steps

· 12:00pm – Matt 

· Brief personal intro

· GG information & next step

· 12:05pm – Jason 

· Brief personal intro

· Remind about prizes/connection card

· WAT next steps

· 12:10pm – Nelson

· Last call for registration cards

· Registration volunteers collect all cards

· Tell about green gift bags – everyone’s a winner (as cards are collected)

· Go through contents, focusing on “8 Ways to Grow” brochure for a couple of minutes

· Drawing for prizes (with help from other pastors)

· Share any upcoming events/activities, tell about next Sunday

· Close in Prayer (no later than 12:14pm)

· 12:15pm – Registration cards are delivered to Katurah for data entry

· Teardown begins

Appendix V:
NEWCOMERS RECEPTION CARD





Appendix W:

Why do you need a spiritual family?
1. YOU NEED HEALTHY RELATIONSHIPS.
"Two are better than one, because they have a good return for their work: If one falls down, his friend can help him up. But pity the one who falls and has no one to help him up!" - Ecclesiastes 4:9-10

2. YOU NEED A PLACE WHERE YOU CAN USE YOUR GIFTS.
"Do not neglect the gift that is in you, which was given to you…" - 1 Timothy 4:14

3. YOU NEED A PLACE WHERE YOU CAN GROW.
"They joined with the other believers and devoted themselves to the apostles' teaching and fellowship, sharing in the breaking of bread and prayer." - Acts 2:42

4. YOU NEED TO BELONG TO SOMETHING BIGGER THAN YOURSELF.
"Just as each of us has one body with many members, and these members do not all have the same function, so in Christ we who are many form one body, and each member belongs to all the others." - Romans 12:4-5

"Let us not give up meeting together, as some are in the habit of doing, but let us encourage one another…" - Hebrews 10:25 

What are the personal requirements for membership @ The Journey?
1. SALVATION - a personal relationship with Jesus Christ 

2. BAPTISM - adult believers baptism by immersion 

Two months of faithful attendance @ The Journey
Appendix X:

MEMBERSHIP CLASS INTEREST EMAIL
Hi [First name], 

It’s Pastor [your first name] here from The Journey. 

Thank you for letting me know on Sunday’s connection card that you are considering making The Journey your church home through Membership… that's great news! 

The Journey's next Membership Class is Sunday, [date], from 12:00pm-3:00pm in the cafeteria at [church name] (where we meet for Sunday services) - lunch and childcare will be provided. 

Even though this class is still a couple of months away, it will be here before we know it. So will you take a moment now to reply to this email and reserve your seat? That way I can add you to the list and send you a reminder as the date approaches.

At the class you can explore membership as you learn about:

· The history of The Journey

· What the Bible says about church membership

· Why becoming a member is an important step of spiritual growth

· What it means to be a member at The Journey

· Much more!

After the class, you will have the opportunity to decide whether or not you want to take the step of becoming a member of The Journey.

Again, to RSVP for Membership Class - just reply to this email! 

Let me know if you have any questions or if there is anything we can do for you this week. I am praying for you as you consider joining The Journey Spiritual Family! 

God bless... 

[your first name]

P.S. - Don’t miss the service THIS Sunday, [date], as we continue our #GRACE teaching series with "Healing Grace." The service is at 10:30am, at [church name, church address]. See you there!
[your name] 
[your title] 
[your church name]
[your phone number]
[church web address]
Appendix Y:
MEMBERSHIP CLASS INTEREST LETTER

Hey [First name],
Thank you for expressing interest in becoming a Member at The Journey. I’m excited that you are exploring this important spiritual step!

The Bible says that every follower of Jesus SHOULD BELONG to a local church. It’s through belonging to a church where you build relationships with other people and discover your spiritual gifts and the purpose God has for your life.

Now, you may have noticed...The Journey is a little different from most churches.  In a GOOD WAY...I hope you'll agree :-)

That’s why I want to personally invite you to join me and our other pastors at our next membership class on Sunday, [date].

At Membership Class we want to share with you WHY we do things a little bit differently and WHY that's important to YOUR spiritual growth.

 

We'll also pull back the curtain and share everything we can about The Journey Church - from our history, mission and vision...to our core values, and why the Bible says becoming a member of a church is so important.

PLUS, at Membership Class you have the opportunity to determine if The Journey Church is the right church for you.

 

I hope that you will join us for our next Membership Class. I know this is a big step on your journey, so to help you I have included some resources, including a great excerpt from Rick Warren’s Purpose Driven Life on Membership that will help you discover why being a member of a church is so important.

To sign-up for our next Membership Class, just check the RSVP card and drop it in the mail or sign-up online at [insert web address].

Excited to be on this journey with you!

[your full name] 
[your title, church name]
PS – Included is this packet are some great resources for you to check-out as you learn more about what it means to be a member! Take some time to look through this and let me know if you have any questions. You can call me anytime at [your phone number]!
Appendix Z:

JOURNEY MEMBERSHIP COVENANT

1. I will protect the unity of my church.

 
. . . by acting in love toward other members


. . . by refusing to gossip


. . . by following the leaders

 2. I will share the responsibility of my church.

 
. . . by praying for its growth


. . . by inviting the unchurched to attend


. . . by warmly welcoming those who visit

 3. I will serve the ministry of my church.

 
. . . by discovering my gifts and talents


. . . by being equipped to serve by my pastors


. . . by developing a servant’s heart

 4. I will support the testimony of my church.

 
. . . by attending faithfully


. . . by living a godly life


. . . by giving regularly

____________________________________________
_______________

Signature





Date
Appendix AA:
MEMBERSHIP 1-YEAR LETTER

Hi [First name],
Congratulations – it’s been a year since you officially became a member of The Journey Church family!

God has blessed our church in amazing ways this past year, and He has used you and our church family to accomplish His work in extraordinary ways!

Here’s what happened at The Journey over the past year that you’ve been a member…

· 409 people have made a decision to follow Jesus

· 138 people have been Baptized

· We served  277,000  people through Servant Evangelism

· 215 new members were added to our church family

· A team traveled to South Africa to serve children affected by HIV/Aids

· The launch of Journey-Queens and the launch of Journey-Boca

God is using you and our church to make an eternal impact in New York City!

I want to personally thank you for your service and commitment to The Journey over the last year with a little anniversary gift…

I have enclosed a Journey highlighter and bookmark to help you as you study your Bible. On your bookmark, I have included The Journey Membership Covenant, so you always have it near you.

And whether you are headed to work, school or the gym, we want you to have this backpack to carry with you whenever you leave your apartment.

Thank you for being an important part of our spiritual family.  I’m excited to see what God has planned for our church and for you over the next year!

Serving alongside you,

[your first name]
P.S. The Journey Staff and I are specifically praying for you this week - please let us know if there is anything else we can do for you!
[your name] 
[your title, church name]

[your email address]

Appendix BB:

INVENTORY LIST FOR SUNDAY SERVICES
Inventory List (Approximate Numbers)
Check during teardown – note anything low or missing
Resource Table

· CDs

· Single-message

· From current series: 10 ea.

· From previous series: 5 ea.

· Power of Generosity: 10 

· How do I Get out of Debt: 10 

· How do I Manage my Finances: 10

· Full Series
· Previous series: 20

· Financial Peace: 20

· At least 9 more series: 10 ea. 
· What is a Christian DVDs: 20

· Brochures (with brochure holders)

· Bookmark-size

· Ways to Grow: 20

· Baptism: 20

· Worship Arts: 20

· Giving: 20

· Membership: 20

· Journey Kidz: 20

· Pastoral Care: 20

· Statement of Faith: 20

· Booklets

· How to Study the Bible: 20

· Giving: 20

· Baptism: 20

· How to Talk to God: 20 
· Books

· Greatness Principle: 30
· Generosity Ladder: 30
· Bod4God: 10

· Unshakable: 100

· Includes: bookmark, series postcard, newcomers reception invitation card, square Journey info brochure
· Binders: 30
· Bibles

· Bible in a Year: 20
· New Believers: 20
· Small Leather: 20
Bathroom

· Liquid soap: 2

· Air freshener spray: 2

· Hand sanitizer: 2

· Mouthwash: 2

· Dixie Cups: 40
· Feminine products: 20

· Plastic bowls: 2

· Tissues: 2 boxes

· Tissue box case: 2

· Help Yourself signs: 2

Signage

· No food or drinks: 3

· Please wait to enter: 3

· Silence cell phone: 3

· Ear plugs (in holders): 2

· Resource table prices (in holders): 2

Door stops

· Outside doors: 8

· Inside doors

· Grey: 2

· Wooden: 2

· Bungee cords: 2

Items to go in Unshakable books

· Bookmark: 100

· Newcomers Reception cards: 100

· The Journey Church booklet: 100

Programs table

· Ear plug containers: 2

· Ear plugs: 2 containers, about half full

· Black baskets: 6

· Music Too Loud? Sign: 2

Pens: 500

Appendix CC:
SUPER SERVICE MONDAY CHECKLIST

1st Timers—Journey Notecard & Envelope

1. Handwritten notecard (from teaching pastor/location pastor)
2. Business Card from teaching pastor
3. $5 Metro Card 
4. Subway Map (Manhattan Locations Only)
5. Invitation to Newcomers’ Reception
6. Prayer Bookmark
7. Survey Post-it (blue)- stick on inside of notecard
8. Teaching postcard
9. Flyer from Sunday
* Postage: Forever Stamp ($.44)

2nd Timers—Standard Size Journey Envelope

1. Printed letter from teaching/location pastor

2. $5 Starbucks Card

3. Survey Post-it (yellow) – stick on letter before trifolding
4. Teaching Postcard

5. Flyer from Sunday

* Postage: Forever Stamp ($.44)

First Time Guests - 1 Month—6x9 Journey Envelope 

1. Printed Letter form teaching/location Pastor

2. CD- Get Fit Spiritually

3. Teaching Postcard

4. Flyer from Sunday

* Postage: $1.39

First Time Guest - 3 Month—6X9 Journey Envelope

1. Printed Letter from teaching/location Pastor

2. Journey tin of mints

3. Free Leather bond Bible Certificate- write recipients name on bottom.
4. Subway Map (Manhattan Locations Only)

5. Teaching Postcard

* Postage: $1.22

New Believer—6X9 Journey Envelope

1. Printed Letter from Location/Campus Pastor

2. Book- The Next Step for Your Journey
3. Free New Believer Bible Certificate- write recipients name on bottom.
4. What it means to be a Christian DVD

5. Baptism Brochure

6. Baptism Invite (to upcoming Baptism)

7. Teaching Postcard

Postage: $2.42
NB-1 Month follow-up— Padded Large White Envelope

1. Printed Letter from Location/Campus Pastor

2. Book - The Purpose Driven Life
3. Baptism Brochure

4. Baptism Invite (to upcoming baptism)

5. Teaching Postcard

Postage: $2.42

1st Time Giver—6X9 Journey Envelope

1. Printed Letter from Location/Campus Pastor

2. Book - The Generosity Ladder
3. Auto-Debit Form

4. Teaching Postcard

* Postage: $1.39

1 Year Membership Anniversary Follow-up- Large Padded white envelope.

5. Printed Letter from Pastor Nelson

6. Journey Back Pack

7. Journey Highlighter

8. Member’s Covenant Bookmark

9. Teaching Postcard

Membership Follow-Up   - Large White Envelope

1. Printed letter from Location/Campus Pastor

2. Purpose Driven Life printed chapter

3. History of the church

4. Membership brochure

5. Membership Registration Card

6. Standard Size Envelope w/return label & stamp

*Postage: $2.00

Baptism Follow-Up  - Large White Envelope

1. Printed letter from Location/Campus Pastor

2. Baptism DVD

3. “What it Means to be a Christian” DVD

4. “What On Earth Am I Here For?” Booklet

5. “What Every Christian Ought to Know About Believer’s Baptism” printed chapter

6. Baptism Brochure

7. Baptism Registration Card

8. Standard Size Envelope w/return label & stamp

*Postage: $2.50
Appendix DD:

GUIDELINES FOR DATA ENTRY

Data Entry Step-by-Step process for Entering Connection Cards

NAME:  _______________________________________________________________

DATE:  ________________________   SERVICE: ____________________________

*Follow the step by step process below as you enter cards to ensure information is not missed.

*Please initial each step when you are finished.

SECTION I:  GETTING STARTED

_____ STEP 1:  Separate Connections Cards into the following piles:

· 1st Time Guest

· 2nd Time Guest

· Regular Attender

· Member

· Other (prayer requests/comments/unknown)

· Out of Town

· *No Label (filled out CC’s without a designated status)

*Initial this Step once you have completed each task

_____ STEP 2:  Log into Fellowship One.




Username: 




Password:  




Church code:  

_____ STEP 3:  Designate a status for all “No Label” Connection Cards.

· Search for the individual in Fellowship One.
· If they are not in Fellowship One, mark their Connection Card status as “1st time guest.”

· If they are in Fellowship One as a 1st time guest, mark their Connection Card status as “2nd time guest.”

· If they are in Fellowship One as a 2nd time guest mark their Connection Card status as “Attender.”

· If they are listed as a Regular Attender or Member mark their Connection Card status appropriately.

· Following the procedure outlined above (Step 1), distribute the Connection Cards in to appropriate piles.

*Initial this Step once you have completed each task

_____
STEP 4:   Sort through the 1st Time & 2nd Time Guest Connection Cards to determine if there are any OUT OF TOWN guests.

· If the guest’s address is in a state not in the Metro NY Area, write “OT” on their Connection Card.
· If the address is in NY, NJ or CT, google/mapquest the city to determine whether  or not the guest is from the Metro NY Area.
· Place the card in the “Out of Town” pile.
· DO NOT enter Out of Town guests into Fellowship One.
*Initial this Step once you have completed each task

SECTION II:  ENTER FIRST TIME GUEST CARDS

_____
STEP 1:  SEARCH FOR INDIVIDUAL IN SYSTEM 

· Please verify that the person is actually a first time guest.

a) If they are already in Fellowship One, change their Connection Card status to “2nd time guest” and follow the steps outlined in Section III (next page) for entering 2nd time guest cards.

b) If unsure of their status (ie-multiple records or unclear data) mark the Connection Card with a post-it for Monday morning follow-up.

*Initial this Step once you have completed each task

_____
STEP 2:  CREATE A NEW HOUSEHOLD

· After verifying that the guest is not already in Fellowship One, click “Add a Household.”

· Fill in the following fields:

a) Prefix (if provided), First Name, and Last Name (if they do not provide a last name, enter “No Last Name” in the Last Name field).

b) Household position
· Enter HEAD as position, unless it is clear that this is the SPOUSE (wife) of a married couple (glance through the other Connection Cards to check for married couples)

c) Gender (Male/Female – if not obvious leave blank)

d) Marital Status (if specified by the Prefix – otherwise leave blank)

e) Birthday – if there is no year listed, enter the year as 1900
f) Status – 1st time guest

g) Sub Status – the campus you are entering (ie-MAN, BKN, QNS)

h) Status Date – TODAY’s date (type “t” in the date field for today’s date)

i) Phone (if provided- please use this format: 000-000-0000)

j) Email (if provided)

k) Click “Save the household”

l) Address – please enter apartment information (ie-Apt. 2, Basement, PH) on Line 2

m) Click “Save address”

*Initial this Step once you have completed each task

_____
STEP 3:  ENTER A CONTACT FORM 

· Once all contact information is entered, you need to enter a Contact Form.

· From the individual’s People record, click “Enter a Contact Form” (you may have to click on the gear wheel in order to view this step).

· From the Contact Form drop-down menu, select the appropriate Connection Card (ie-MAN Connection Card).

· From the Service Time drop-down menu, select the appropriate service time.

· Click “Select Form.”

**Please note:  Until you manually change it, this will remain the Contact Form for all future entries.  Please adjust the Contact Form whenever you switch between locations or service times.

· In the upper-right drop down menu, select the individual’s name.  Do NOT enter Household Contact Items.
· Complete the following Contact Items:

a) Check 1st time guest at the top of the form.

b) Enter a Contact Item for ALL next steps listed on the back of the Connection Card (Church Membership, Baptism, etc.) as well as any information written in by hand (Playgroups, SE Saturday, etc.).

· Complete the following Individual Attributes items:

a) If they have checked “Text Messaging” on the front of the Connection Card, check the Text Messaging Contact Item and enter a telephone number in the notes section (please use this format: 000-000-0000).

b) In the “How Did you Hear” section, enter how they heard about The Journey (written on the front of the Connection Card).

i. Click on “More Options”

ii. Enter today’s date in the date field.

iii. If a friend or other pastor invited them, enter that information in the Comment section.

iv. If they noted anything else interesting (found us on Facebook, had an interesting story, etc.) you may also enter that information in the Comments section.

c) In the Status section, be sure to check off 1st Time Guest.

i. Click on “More Options”

ii. Enter today’s date in the date field.

· Click “View Summary.”

· Review the summary page.

· Click “Save.”

*Initial this Step once you have completed each task

_____
STEP 4:   DOUBLE CHECK YOUR WORK

· Go to person’s profile and double check to make sure all Connection Card information is added and correct in our system.

· Check the information on the right hard portion of the screen (Name, Status, Sub Status, phone number, email address, address) for typos.

· Under “Contact Items” click “View all Items”

· Under Activities, click “Text Messaging.”

· Under Attributes, click “Status.”

*Initial this Step once you have completed each task

SECTION III:  ENTER SECOND TIME GUEST CARDS

_____
STEP 1:  SEARCH FOR INDIVIDUAL IN SYSTEM 

· Please make sure the individual is already in Fellowship One.

a) If they are not in Fellowship One, follow the steps in Section II to create a people record for them but mark them as a 2nd time guest instead of a 1st time guest.

b) If they are already listed as a 2nd time guest, change their status to attendee, follow the steps of Section IV to enter a Contact Form, and place their Connection Card in the Attendee pile.

*Initial this Step once you have completed each task

_____
STEP 2:  CHECK CARD FOR UPDATED CONTACT INFORMATION 

· Verify that all contact information on the Connection Card is already in Fellowship One.  Update any missing information:

a) Gender (Male/Female – if not obvious, leave blank)

b) Marital Status (if specified by the Prefix – otherwise leave blank)

c) Birthday – if there is no year listed, enter the year as 1900
d) Updated or additional Email address (if provided)

e) Phone (if provided- please use this format: 000-000-0000)

f) Mailing Address (if provided)

· Update their status from 1st time guest to 2nd time guest.
· Re-enter a Sub Status – the campus you are entering (ie-MAN, BKN, QNS)
· Enter a Status Date – TODAY’s date (type “t” in the date field for today’s date)
*Initial this Step once you have completed each task

_____
STEP 3:  ENTER A CONTACT FORM 

· Once all contact information is entered and updated, you need to enter a contact form.

a) Make sure you are on the correct Contact Form, Service and Date.  If you already worked on one service, you will need to click “Change Form” (top right section) to switch to another Contact Form.

· In the upper-right drop down menu, select the individual’s name.  Do NOT enter Household Contact Items.

· Complete the following Contact Items:

b) Check 2nd time guest at the top of the form.

c) Enter a Contact Item for ALL next steps listed on the back of the Connection Card (Church Membership, Baptism, etc.) as well as any information written in by hand (Playgroups, SE Saturday, etc.).

· Complete the following Individual Attributes items:

a) If they have checked “Text Messaging” on the front of the Connection Card, check to see if this information has already been entered into Fellowship One (Section II, Step 4).  If it has not yet been entered, check the Text Messaging Contact Item and enter a telephone number in the notes section (please use this format: 000-000-0000).

b) In the “How Did you Hear” section, enter how they heard about The Journey (written on the front of the Connection Card).

i. Click on “More Options”

ii. Enter today’s date in the date field.

iii. If a friend or other pastor invited them, enter that information in the Comment section.

iv. If they noted anything else interesting (found us on Facebook, had an interesting story, etc.) you may also enter that information in the Comments section.

c) In the Status section, be sure to check off 2nd Time Guest.

i. Click on “More Options”

ii. Enter today’s date in the date field.

· Click “View Summary.”

· Review the summary page.

· Click “Save.”

*Initial this Step once you have completed each task

_____
STEP 4:   DOUBLE CHECK YOUR WORK

· Go to person’s profile and double check to make sure all Connection Card information is added and correct in our system.

· Spot check the information on the right hard portion of the screen (Name, Status, Substatus, phone number, email address, address) for typos.

· Under “Contact Items” click “View all Items”

· Under Activities, click “Text Messaging.”

· Under Attributes, click “Status.”

*Initial this Step once you have completed each task

SECTION IV:  ENTER REGULAR ATTENDERS

_____
STEP 1:  SEARCH FOR INDIVIDUAL IN SYSTEM 

· Look up EVERY person to make sure that they are in Fellowship One.

i. If they do not have a record in Fellowship One, follow the steps in Section II to create a people record, but mark them as an Attendee instead of a 1st time guest.  Additionally, instead of marking their Contact Form and Attributes as 1st guest, check off the Attribute Status “Attendee - not in the system.”

ii. If they are listed as a 2nd time guest, update their status to Attendee (please also update the Sub Status and Status Date fields).

*Initial this Step once you have completed each task

_____
STEP 2:  CHECK CARD FOR UPDATED CONTACT INFORMATION

· Verify that all contact information on the Connection Card is already in Fellowship One.  Update any missing information:

a) Gender (Male/Female – if not obvious, leave blank)

b) Marital Status (if specified by the Prefix – otherwise leave blank)

c) Birthday – if there is no year listed, enter the year as 1900
d) Updated or additional Email address (if provided)

e) Phone (if provided- please use this format: 000-000-0000)

f) Mailing Address (if provided)

· If applicable, update their status from 2nd time guest to Attendee; enter a Sub Status, and Status Date.
*Initial this Step once you have completed each task

_____
STEP 3:  ENTER A CONTACT FORM

· Once all contact information is entered and updated and if Next Steps are taken, you need to enter a contact form.  Make sure you are on the correct Contact Form, Service and Date.  If you already worked on one service, you will need to click “Change Form” (top right section) to switch to another Contact Form.

· Complete the following Contact Items:

a) Enter a Contact Item for ALL next steps listed on the back of the Connection Card (Church Membership, Baptism, etc.) as well as any information written in by hand (Playgroups, SE Saturday, etc.).

· Complete the following Individual Attributes items:

a) If they have checked “Text Messaging” on the front of the Connection Card, check to see if this information has already been entered into Fellowship One (Section II, Step 4).  If it has not yet been entered, check the Text Messaging Contact Item and enter a telephone number in the notes section (please use this format: 000-000-0000).

· Click “View Summary.”

· Review the summary page.

· Click “Save.”

*Initial this Step once you have completed each task

SECTION V:  ENTER MEMBERS
_____
STEP 1:   VERIFY MEMBER STATUS
· If they are listed in Fellowship One as anything other than a Member, refer to the instruction for that status (Regular Attendee, 1st Time Guest, or 2nd Time Guest), update their record accordingly, enter all contact items for their Connection Card, and place their card in the appropriate pile (Attendee, etc.).  Note:  Some attendees list themselves as Members.  Do not update their status to Member.  We will do that only after they have attended Membership Class and indicated that they wish to be a Member.  Similarly, if they are members, do NOT alter the status or status date.
*Initial this Step once you have completed each task

_____
STEP 2:  CHECK CARD FOR UPDATED CONTACT INFORMATION

· Verify that all contact information on the Connection Card is already in Fellowship One.  Update any missing information:

a) Gender (Male/Female – if not obvious, leave blank)

b) Marital Status (if specified by the Prefix – otherwise leave blank)

c) Birthday – if there is no year listed, enter the year as 1900
d) Updated or additional Email address (if provided)

e) Phone (if provided- please use this format: 000-000-0000)

f) Mailing Address (if provided)

*Initial this Step once you have completed each task

_____
STEP 3:  ENTER A CONTACT FORM

· Once all contact information is entered and updated and if Next Steps are taken, you need to enter a contact form.  Make sure you are on the correct Contact Form, Service and Date.  If you already worked on one service, you will need to click “Change Form” (top right section) to switch to another Contact Form.

· Complete the following Contact Items:

a) Enter a Contact Item for ALL next steps listed on the back of the Connection Card (Church Membership, Baptism, etc.) as well as any information written in by hand (Playgroups, SE Saturday, etc.).

· Complete the following Individual Attributes items:

a) If they have checked “Text Messaging” on the front of the Connection Card, check to see if this information has already been entered into Fellowship One (Section II, Step 4).  If it has not yet been entered, check the Text Messaging Contact Item and enter a telephone number in the notes section (please use this format: 000-000-0000).

· Click “View Summary.”

· Review the summary page.

· Click “Save.”

*Initial this Step once you have completed each task

Caution:  It is easy to miss updates/Next Steps with members because we assume that they are already in the system.  Don’t get too comfortable with this section.  Please make sure you check through EVERY card.

SECTION VI:  FINISH UP

_____
STEP 1:   COMPLETE TALLY SHEET

· Count the number of cards/people in each Status pile and enter that number in the appropriate sections.

*Make sure to count multiple people on one card multiple times (ie-married couples count as 2).
· Count all the various “How Did you Hear” items for 1st Time Guests and 2nd Time Guests and enter that number in the appropriate sections.

· Count the decisions for the service.

· Add up the total number of Connection Cards (please count multiple people on one card).

*Initial this Step once you have completed each task

_____
STEP 2:   CLEAN UP

· Stack up the Connection Cards (place other/out of town on top; then 1st time guests; 2nd time guests; Regular Attendee; and Members on bottom)

· Place the tally sheet on top.

· Neatly rubberband the packet together.

· Initial/sign the tally sheet.

*Initial this Step once you have completed each task

The Journey’s


New Believer Follow-up





 


How did you hear about The Journey? 


 


 


I was invited by a friend or family member (please share their name): 


       


      ________________________________________________________


 


Mailer                     Newspaper Ad               Door Hanger      


 


Journey Website    Google                           Facebook 


 


 


Other: __________________________________________________





Address ��_______________________________________  Apt. _________





City �����������������___________________________   State ________  Zip ___________


    


Best Contact Phone (_______) ___________________________________


 


Occupation _______________________ Birthday : _____/______/_______


 


Spouse Name: ________________________________________________


Childrens Names & Ages: ______________________________________


________________________________________________________________________________________________________________________


 


 


 


 


 





Dr. / Mr. / Mrs. / Miss / Ms.		


				                                   


Name:  ______________________________________________________________


 


Email  (please print): ______________________________________





Next Steps…


 


Sign me up for Growth Group # ___________. 


 


I would like to serve with the First Impressions Team 


	 on the following Sundays (arrive 9:30am) - circle all 


	 that apply:


 


          June 16    June 23    June 30    July 7    July 14


 


    I’m interested in the Worship Arts Team (circle):


 


          Band     Singing    Sound/Video     Backstage     Set-up 


 


I’d like to learn more about serving in Journey Kidz.


 


Sign up for the Men/Boys Father’s Day Breakfast next Sunday


       @ 9:30am. Number in my party:___________.


 


I’m interested in The Journey's next Membership Class on 


       Sunday, June 23, from 12:00 pm - 3:00 pm (lunch and   


       childcare provided).


 


Sign me up to “go public with my faith” and be baptized on


	 Sunday, July 21 @ 4:00pm at Deerfield Beach.


 


 





 


What influenced your decision to attend The Journey today? 





__________________________________________________________________________________________________________________________


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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