CHURCH OF GOD

')

OFF ICE AND VISITING SYSTEMN o

MANUAL

Prepared by the
Superintendent of Ministers

and His Staff

December 1966






N RADIO CHURCH OF GOD

Worrp Heanguanrters
PasapENa, CALIPORNIA

HERBEHT W. AJ\MSTRDNG OFFICE OF .
PRESIDENT and PASTOR December 20, 1966 RODERICK C. MEREDITH, Minister

Dear Fellow Ministers:

Today, as I write this, is the fourteenth anniversary of my ordination
into Christ's Ministry. There were five of us ordained on that memorable
December day in 1952 -- Herman L. Hoeh, Raymond C. Cole, Richard D.
Armstrong, Dr. C. Paul Meredith and myself.

We five were privileged to have part in this first ordipation service for
Ambassador College graduates -- the "first fruits" of God's College, so
to speak.

Up until our graduation, only two Elders had remained faithful in the
Philadelphia Era of God's Church. Only three local congregations still
existed. Now, there are 210 Elders and Ministers and 145 local Churches

-- probably even more by the time many of you receive this manugl. Thousands
'//_\\ of people are now being served every week through the local Churches
around the world,

We have come a long way.

But with this growth has increasingly come the need for organization and _
efficiency. No operation the size of this Work can be effective umless it is
thoroughly organized in all its phases. We have now had much experience,
counsel, thought and prayer to enable us to become more efficient servants

of our God.

This very manual is one of the products of that experience. It is to be used
and respected. It is to be studied and REVIEWED regularly, thereby saving
many mistakes and a myriad of unnecessary questions and doubts.

Regard this wanual very highly. Remember that it comes from the earthly
Headquarters of the Living Christ as He works through His human servants
today. We send it to you with the warmest personal regards and concern.

We know that, rightly used, this manual can be a tremendous help, guide and
time saver as you join with us in performing the Work of God.

//—\\ Roderick €, Meredith
: ‘ Superintendent of Ministers
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PURPOSES AND ADVANTAGES OF THE OFFICE AND VISITING SYSTEM

I. This creates one uniform system for visiting and for the filing and

maintaining of Member information fer all Churches throughoui the
‘United States.

A, All forms, eQuipment and procedures are standard throughout
the United States.

B. All Local Church area files are part of an integrated system
based on the main Member file at Headquarters, and the Local
Minister is assisted by Headquarters in maintaining those
files, '

C. The exchange of visiting information on Members moving to a
new area is facilitated,

D. Visits of Members and Prospective Members are organized in
a minimum amount of time and are grouped together.

E. The Minister is daily in close contact with the problems,
the growth, and the development of his Church area.

F. Any Minister transferred to any new area within the United
States is immediately able to begin serving the people using
an already existing visiting and filing system with which
he is thoroughly familiar.

II. Each Church area is clearly defined by definite boundaries.

A. Requests for visits, baptisms, and Member problems are sent
quickly to the Minister responsible, This omits any questions
about overlapping areas, unclear boundaries, or persons
responsible.

B. The Local Minister can know exactly which Church a'newly
baptized Member and a Member moving to a new area should
attend,

11T, Headquarters has closer contact with and control over the Churches in
the Field. ‘

A. All correspondence between the Ministry in the F1e1d ‘and
Headquarters is chamneled through the Superintendent of
Ministers and his staff via the Weekly Ministerial Reports.



No information from the Field is sent to various and sundry
departments at Headquarters, and no information from various K\"/.
and sundry departments at Headquarters is sent to the Field ' ’

Ministry without the knowledge of the Superintendent of

Ministers.

No telephone calls are to be made from the Field directly to
any department at Headquarters such as the Legal, Transportation,

‘Circulation, etc. Any Minister in the Field having anything

of an emergency nature that would warrant a long distance

call to Headquarters must call the Superintendent of Ministers
or the Assistant Superintendent of Ministers ONLY. Otherwise
he should write the party he wishes to contact t and send the
information to Headquarters in his Weekly Ministerial Report.

The Superintendent of Ministers is able to make better decisions,
having at hand all the available facts, for the benefit of the
Ministry and the people in God's Church.



THE BASIS OF THE OFFICE AND VISITING SYSTEM

Several years ago, the United States Post Office revealed an
entirely new concept of defining areas throughout the country to promote the
efficiency and the speed of handling the mail. .Ten years and millions of
dollars were spent to map out the entire United States and to set up this
system based on five-digit numbers called the ZIP Code {Zone' Improvement
Plan). This system affects every citizen in the United States.

A ZIP Code is a five-digit distribution code designed to speed
mail deliveries by cutting down on the steps required to move the letter
from the sender to the addressee. It increases the utilization of electronic
data processing equipment used by publishers, direct mail advertisers,
banks, insurance companies, and other large volume mailers by allowing
these companies to presort the mail by ZIP Code for the Post Office. This
has saved the Post Office vast sums of money and man hours previously spent
in manually sorting the mail at each stop along the way to its destination.
This presorting is meaningless unless areas for the. already presorted mail
are also designated. Geographical areas throughout the United States have
been mapped out, which correspond to the ZIP Code number., '

The system works as follows:

1. The first numeral of the ZIP Code designates one of the ten
National Service areas. 1In the case of the ZIP Code, 90028, the "9"
designates an area consisting of the states of California, Oregon,
Washington, Alaska, and Hawaii. (See Figure #1, Circle 1.) If your ZIP
Code begins with the number "6," it designates an area comsisting of the
states of Illinois, Missouri, Nebraska, and Kansas. (See Figure #1,
Circle 2.) ‘ '

2. These ten National Service areas are further broken down
into Sectional Centers and Zoned cities. There are 552 Sectional cities
and 207 Zoned cities. ' '

3. The Sectional Centers are less populated areas. (See
Figure #2.) The number "935" designates the Sectional Center of Mojave,
California. The "9" designates the West Coast National Service area and
the "35" the Sectional area which includes not only the small city of
Mojave, but all the small towns within the area outlined in black on the
- map. The Post Office has designated these Sectional areas according to
the terrain (mountains, deserts, rivers, lakes, etc.) and the accessibility
of roads through a given area. - ' '

4. At first glance Sectional area "935" appears to be poorly
planned. It would seem that the upper part of the area could be better
served from the Fresno Sectiomal area., But a quick check shows that the
Sierra Nevada Mountain Range is situated right on the boundary line of
the areas on the map. Easy access from Fresno to the upper Sectional
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area of "935" is therefore impossible. The Post QOffice is interested in
delivering the mail as quickly and as easily as p0551ble and. hdas designated
these Sectlonal .areas to accompllsh just that!

'”Sf” Wlthln a Sectlonal area cities are coded in order alphabetically.
The last two digits of the ZIP Code correspond to- the alphabetical order
of the small towns in that area. :(See Figure #3.) The Sectional area code

. for Bakersfield,California is "932." Listed under Bakersfield, California

in ‘the ZIP Code book are all the small towns in that Sectional area in
alphabetical order from 93201 through 93287.

.~ 6. A Zoned city is a heavily populated city, such as Los Angeles
or Chicago, that for the past twenty years has been using local zone
numbers to facilitate mail delivery within the city. (Example, Los Angeles
28, Calif.) In: the ZIP Code, 90028, our National Service area (the West
Coast) is located by the first numeral "9." The second two digits "00"
identify Los Angeles, a Zoned city, and the last two digits ''28" designate

the Hollywood zone in Los Angeles. (See Figure #4.)

7. To summarize, the first numeral of the ZIP Code designates one
of ten National Service areas. The next two digits designate either a
Zoned city or a Sectional area, and the last two digits represent.either
a small postal zone within a large city or a small town alphabetlcally
arranged w1th1n a Sectional area.

Now take another look at Figures #1, #2, and #4 Here is the
entlre United States broken down into groupings of states in geographical
areas, : States are broken down into Sectional areas, and c1t1es are broken
down ‘further into zomes.  All of this is designed to save tlme and money,
and to facilitate travel in a homogeneous area. :

This has all been planned, mapped out and pald for by the United.
States government. The whole United States is all set up ideally for a
vast, efficient) nationwide campaign! National districts’are all arranged.
These districts|are broken imto states, which are brokeh into sections
based on the acecessibility of transportation and delivery AND population;
and the cities are broken into zones. We are now required Ez law, being a
LARGE corporation, Lo maintain: all our mailing lists by ZIP Code.: Our,
Co-Worker filesl|and our entire 'PLAIN TRUTH and GOOD NEWS malllng llsts are -
currently in compliance with this regulatlon.

We haye a nationwide radlo and dlrect mall campalgn proclaiming
the Gospel of the Kingdom of God. We have Mlnlsters and Assistants cover-
ing the entire United States, following up our vast campaign, counsellng,

visiting, and sorv1ng all the people God is calllng in this -agel-

THIS Z1IP CODE SYSTEM 1S TIE BASIS OF OUR NEW'VISITING SYSTEM
THROUGHOUT THE UNITED STATES'J
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Numerical List of Post Offices by ZIP Code

ZIP
code

91743

91744
91750
1752
81754
81759
81760
51761
91763
91766
81770
81773
91775
91730
81786
91729
91790
91200

- 92001

92002

92003

92004
92005

Post Office

Guasti

La Purente
La Verne
-Mira Loma
Monterey Park
Mt. Baldy
Norco
Ontario
Mantclair
Pomona
Rosemead
San Dimas
San Gabrie!
Temple ity
Upland
Walnut
Waest Covina
Alhambra

San Diego, CA
Alpine
Bonita

. Bonsafl
Borrego Springs
Boulevard

52006 Campo

Cardiff-by-the-Sea
Catlsbad

Chuta Vista
Del Mar
Descanso
Difzura

El Cajon
Encinitas
Escondido
Fallbrook
Grossmont .~
Guatay
Imperial Beach
Jacumba
Jamul

Julian

La Jolla
Lakeside

La Mesa
Lemon Grove
Lincoln Acres
Mount Laguna
National City
Nestor
Oceanside

Pala

Palomar Mountaln
Pauma Valley
Pine Valiey
Potrero

Poway

Ramona
Ranchita
Rancho Santa Fe

"San Lojs Rey -

San Marcos .
Santa Ysabel
Santes

San Ysidro
Solana Beach
Spting Yalley
Sunnyside
Tecate
Valley Center
Vista

Warner Springs
San Diego

Indle, CA
Indig
Banning
Bard
Béaumont
Blythe
Brawley
Cahazon
Calexico
Calipatria
Cathedral City
Coachella
Cross Reads
Desert Center
Desert Hot Springs
Eagle Mountain
-Eamp
El Centre
Glamis
Hetber
Holtville
Imperial
Joshua Tree
La Quinta
Mecca

ZIP
code

92255
92256
92257
92258
92259
92260
92262
92266
92267
92268
92270
92272
82273
92274
92276
82217
92230
92281
92182
92283
92284

Post Office

Midland
Morongo Valley
Niland

North Palm Springs
Qeotitle

Palm Desert
Palm Springs
Palo Verde
Parker Dam
Pioheertown
Rancho Mirage
Riplay

Secley

Thermal
Thousand Palms
Twentynire Palms
Vidal
Westmorland
White Water
Winterhaven
Yucca Valley

San Berpardino, CA

572301
92302
92303
92304
92305
92306
92307

Adelanto
Agusnga
Atberhill
Ambay
Angelus Oaks
Anza

Apple Valley

92309 Bak

92310

axer
Barstow
Big Bear City
Big Bear Lake

_Bloomington

Blue Jay

Bryn Mawr
Cadiz
Cailmesa
Codar Glen
Cedarpines.Park
Clma

Colton
Crestline
Crast Park
Dagpett

Death Valley
East Highlands
Elsinore

Essex
Fawnskin
Fenner
Fontana

Forest Falls
Gilman Hot Springs
Graan Valley Lake
Helendale
Hemat
Hesperia
Highland
Hinkley
Homsland
idylwild
Ivanpah

Kelso

Lake Arrowhead
Lakeview
Lema Linda
Lucerne Yalley
Ludlow

Lytle Creek
Mentone
Moreno
Mountaln Center
Murriata
Reedles
Newbarry
Nipton

Nuevo

Oro Grande
Patton

Porris

Phelan

Pinon Hills
Redlands
Rialto
Rimforest

Sun City
Running Springs
San Jacinte
Shoshone
Skyforest
Summit
Sunnymead
Tecopa
Temecula
Twin Peaks
Victorville
Wildomar

ZiP
code

92395
82397
92398
92399
92400
92500

92601
42621
92624
92625
42626
92629
92630
92631
92640
92646
92550
92651
92655
52669
97666
92670
92672
92675
92676
- 92677
92678
92680
92683
92686
92700
92800

93001
93010
93013
93018
53017
§3020
93021
63022
53023
93030
23040
43041
93060
93043
93065
93966
93067
93100

193201)
4 93202
93203
93204
93205
93205
93207
93208
93210
g3z
93214
93215
93217
98218
93219
93220
93228
93223
93224
93235

Post Office

Winchester
Wrightwood
Yermo

Yucaipa

San Bernarding
Riverside

Santa Ana, CA

Atwood

Brea

Capistrano Beach
Corona def Mar
Costa Mosa

Dana Point

El Toro

Fullerton

Barden Grove
Huntington Beach
Trvine -

Laguna Beach
Midway City
Newport Beach
Oiange

Placentia

San Clemente
San Juan Capistrano
Sklverado

South Laguna
Trabuco Canyon
Tustin ’
Westminster
Yorba Linda
Santa Ana
Anzheim

Venlura, GA

Ventura
Camarillo
Carpinteria
Fitimore
Goleta
Montalvo
Maorpark
Dak View
Ofai

Oxnard

Piru

Port Hugneme
Santa Paula
Santa Susana
Simi

Somis
Summerland
Santa Barbara

Bakersfleld, A |

Alpaugh
Armona
Arvin
Avenal
Bodfish
Buttonwillow
California Hot Springs
Camp Neison
Coalinga
Corcoran
Cuyama
Dafang

Di Giorgio
Ducor -
Earlimart
Edison
Exater
Farmersville
Fellows
Frazier Park
Glennvills
Goshen.
Hanford
Heiron
Ivanhoe
Johnsondale
Kaweah
Kernville
Kettleman City
Lake Isabella
Lamont
Laton

Lebec
Lematicove
Lemoore
Lindsay

Lost Hifls
MeFarland
MeKittrick
Maricopa
Mineralking
Mew Cuyama
Onyx

FIGURE '#' 3

ZIp
code

93256
93257
93260
93261
93262
93263
93265
93266
93267
43268
93270
93271
93272
93273
93274
43276
93277
93280
93282
93283
93284
937285
93285
(93287)
93300

Post Office

Pixley
Portervilis
Posay
Richgrove
Saquoia National Park
Shafter
Springville
Stratford
Strathmore
Tait

Tetra Bella
Three Rivers
Tipten

Traver

Tulare
Tupraan
Visalia

Wasco
Waukena
Weldon
Wheater Ridge
Wofford Heights
Woodlake
Woody
Baharsfield

San Luis Ohlspo, CA

93401
93420
93022 .
93424
93425
93426
93037
93428
93629
93430
93431
93432
93433
93434
93435
93436
93840
93441
93442

San Luis Obispo
Arroye Grande
Atastadero
Avila Beach
Batteravia
Bradfey
Bueilian
Cambria
Casmalia
Cayucos
Cholame
Creston
Grover City
Gaudalupe
Harmaony
Lompac

Los Atamos
Los Olives
Morro Bay
Nipomo
QOceano

Pasa Rohjes
Pismo Beach
San Ardo

San Miguel
San Simean
Santa Margarita
Santa Maria
Santa Ynez
Shandon

- Shell Beath

Solvang
Templaton
Mujave, CA

Mojave
Acton

‘Banten

Bigpine
Bishop
Boron
Bridgeport
Caliente
Cantil

) Cartago

Cose Junction

Darwin

Edwards

- Independeance

inyokern
Johannesburg
June Lake
Keeler

Keane

Leke Hughss
Lake Mary
Lancaster
Lee Vining
Little Lake
Littlercch
Liana

Lone Pine
Mammoth Lakes

Monolith

Mancha
Palmdale
Pearblossom
Randshurg
Ridgecrest
Rosamond
Tehachapi
Trana

| 94019

ZIp
eode

93563
93564

Fost Office

Valyermo
Westend

fresno, CA

Ahwahnes
Auberry
Badger
Bass Lake
Big Creek
Biola
Burrel |
Cantua Creek
Caruthers
Chowchilla
Clovis
Coarsegnld
93615 Cutler
93616 Del Ray
Dinkey Craek
93518 Dinuba
Dos Pales
Dunfap
Firebaugh
Fish amp
Five Points
Fowler
Friant
Helm
Hume
Kerman
Kingsburg
Kings Canyon
Nationaj Park
Lakashore
Los Banos
Madera
Mendota’
Miramonte
North Fork
Oakhurst
O'Neals
Orange Cove
Orosi
Pariier
Piedra
Pinedalo
Prather
Raisin
Raymond
Reedlay
Riverdate
93657 Sanger -
San Joaquin .
Santa Rita Park
Sefma
Shaver Lake
South-Dos Palos
Suftana
ToMthouse
Tranquiflity
Wishon .
Yettem
Fresng

Saltnas, CA

Salinas

Blg Sur
Carmg|
Carmel Valley
Chualar
Gonzales
Groenfield
Jolon

King Gity
Lockwood
Marina
Monterey
Paiific Grova
‘Pehble Beach
San Lucas
Seaside
93960 Soledad
93962 Spreckels

San Franclsco, CA

94002 Belmont
94005 Brishane
94010 Burlingame
94014 Daly City
94018 K1 Granada
Half Moan Bay
La Honda
Loma Mar
Los Altos
Menle Park
Millbrae
Moffett Field
Montara
Mass Beach

53601 .
93602
93603
93604
93605
93606
93607
93608
93600
93610
93612
93614

93540
93950
93953
93954
93855

84020
84021

94022

84025
84030
94035
94037
94038

Mo
Pa
Pe:
Rev
Sat

Sot
Sui -
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HOW THE OFFICE AND VISITING SYSTEM IS SET UP

Definite boundaries have been established for each Church area

in the United States. These boundaries are determined primarily by the
ZIP Code Sectional areas.

Tt becomes necessary in some cases to divide the Sectional areas.
This has been indicated on the map by a broken lime. (See Figure #5, Line 1.)
This is the Church area ZIP Map for the Church of God in Fresno, California.
The heavy black lines (see Figure #5, Line 2) are definite Church boundaries,
The broken lines indicate divided Sectional areas. Anyone having a ZIP
Code that begins with "937" is assigned to the Fresno Church, since 937"
is the ZIP Code for the Zoned city of Fresno. The divided areas involve
persons whose ZIP Codes begin with "932" or "936." TIn these divided
Sectional areas, the Members are assigned to the nearest Church, mileage -
wise or time-wise as determined by the Minister in the Field in conjunction
with the Superintendent of Ministers at Headquarters,

To avoid dividing the ZIP Code Sectional areas wherever possible,
we have assigned all the Members in one Sectional area to one Church, if
the difference in travel distance for the Members between two Churches
does not exceed twenty~five miles. For example, a Member lives one hundred
~miles from the Pittsburgh Church and seventy-five miles from the Harrisburg
Church. The conditions of the highways are the same from both Churches.

He lives in a ZIP Code Sectional area most of which is nearer to Pittsburgh.
To avoid dividing the area, he would be assigned to the Pittsburgh Church.
Where the difference in travel distance for the Member has exceeded twenty-

five miles, the ZIP Code Sectional area has been divided between the two
Churches,

Members in areas with definite ZIP Code Sectional boundaries must
attend the Local Church within those boundaries. Members in areas with
divided ZIP Code Sectional boundaries must attend the Local Church assigned.
The Local Minister's cooperation is essential to insure that families attend
the proper Church. No Member is to be permitted to attend the "Church of
his choice.™ '

Of course, there are and will be exceptions to these rules. For
example, it may be necessary to have a Deacon living in one Church area
attend services in another Church area to assist in strengthening that
Church. There may be a divorce and remarriage case that would be handled
best by assigning the man to a different Local Church from the one attended
by the woman. There may be extenuating circumstances because of age,
illness, or travel arrangements. There may be a Member who lives outside
of any established Church area who attends services occasionally.

All these exceptions can be easily handled. The Local Minister
need only explain the problem and send it to Headquarters in his Weekly
Ministerial Report. Exceptions must be kept to a minimum, and all exceptions
must be cleared through Headquarters. :




FRresNO, CAUF. CHURCH AREA

NATIONAL {4 €CODE
AREA 9

REDDING

960
]

’ YAN NUYS . 1

_ R NORTH HOLLYWOOD
T

N *916
BURBANK
Ce9l3 PASADENA
S N0 . g
_ 911
SANTA MONICA ALHAMBRA

-t

217,
o J1i9 EL MONTE

o RIVERSIDE
RICHMOND s . 925
956
957
7 WHITTEER
908 ANAHEIH
BEACH .
SAN RAFAEL
) @sfockToN . 50 SANTA ANA
saN FRancisco (B EES 10~=0 5Tt e 926
eva _# :
1. MODESTO o527
saN"MaTEO
@544

969
B ;.ciFiC IsLANDS

3 2t
' a OBISFO
ZIP CODE |5 HERE , [ ] BAKE;;FIiiD

®933

Gt
SANTA BARBARA

'* CHURCHES - Co : j

m 7P CODE PREFIX FOR SECTIONAL CENTERS

L] ZJPCODE PREMX FOR ZO.NE_D CITIES Q | “
CALIFORNIA N\

VEMTURA

. 930

SAN
BERNARDINO
923

Zw CODE .. THESE THREE DIGITS - LOCAL ZOME OR POST OFFICE NUMBER
' * SECTIONAL CENTER AND ZONED CITY HAVE SAME NUMBER

FIGURE # 5
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The Ministers will be sent ZIP Maps of the states in their Church
areas with boundaries defined by the ZIP Code Sectional areas, just as the
example of the Fresno Church in Figure #5. Also he will be sent .xeroxed
road maps showing what cities and towns the Sectional areas of his Church
area include. (See Figure #6.) On the maps sent to the Ministers, the
boundaries are drawn in contrasting color, and each Church is designated by
an asterisk, 1In addition to these maps, the Ministers will be sent maps
of the Zoned cities in his Church area. (See Figure #4.)

The PLAIN TRUTH and The GOOD NEWS mailing lists at Headquarters
are maintained in numerical order by ZIP Code. To pull Member cards for
any Church area in the United States is now a fifteen-minute operation
instead of a time-consuming ordeal employing maps, magnifying glasses, etc.
This is done by pulling all the cards, as in the case of the Fresno Church,
whose ZIP Codes begin with "937." This takes about two minutes since these
cards are in ome place numerically in the file, Next, we pull: those cards
whose ZIP Codes begin with "932" and "936." (See Figure #5.). All of the
Members in these two ZIP Code Sectional areas do not attend the Fresno
Church since "932" is divided between Fresno and Bakersfield, and '"936"
1s divided between Fresno and Modesto., These Member cards are processed
by an IBM sorting machine, and the cards of the Members attending the Fresno
Church are separated from the others by their Local Church code number which
was added to their cards when they were assigned to attend the Fresno Church.
(Several years ago each Local Church was assigned a number to simplify the
task of keeping records. The numbers were given in chronological order as
near as possible to the dates the Churches began.) (See Figure #7.) This
entire process is finished in a matter of minutes, and a complete roster
of all the Members attending the Fresmo Church is available.

Each Minister is provided with three complete rosters of the
Member and Prospective Member families within the newly defined boundaries
of his Church, These are typed on IBM cards. Two of these rosters are
presorted in alphabetical order by last name, and one is presorted in
numerical order by ZIP Code. These cards are known as the . . . '

1) Master Alphabetical Card (See Figure #8.)
.~ 2) Mobile ZIP Caxd (See Figure #9.)
3. Mobile Alphabetical Card (See Figure #10.)

The Master Alphabetical Cards will be maintained in the Master
File, a metal filing cabinet provided for the Minister by Headquarters,
(See Figure #11.) This file is to be kept in the office of the Minister
at all times., Active cards from this Master File must never be removed
from the office. The Mobile Alphabetical Cards and the Mobile ZIP Cards
will be maintained in the Mobile File, a metal lock-box also provided for
the Minister by Headquarters. (See Figure #12.) This file is to be kept
in the Minister's automobile and locked at all times when it is not in use
by the Minister. Additional Mobile Files can be provided for all Assistants
visiting a majority of the congregation full time. '

When the Minister and his Assistants receive files from Headquarters,',-
they must immediately fill in the information necessary to complete the
Master Alphabetical Cards and the Mobile ZIP Cards according to the instruc-
tions in Figure #8 and Figure #9. -

~11-
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001
002
003
004
005
006
007
008

- . 009

010
011
012
013
014
015
016
017
018
019
020
021
022
023
024
025
026
027

028 -

029
030
031
032
033
034
035
036
037
038
039
040
041
042
043
044
04.5
046
047
048
049

CHURCH LIST BY NUMBER

Eugene, Oreg.
Portland, Oreg.
Salem, Oreg.
Pasadena, Calif.
Big Sandy, Tex.
San Diego, Calif.
Tacoma, Wash:.
Corpus Christi, Tex.
Saint Louis, Mo,
San Antonio, Tex,
Chicago, Ill,
Fresno, Calif.
Denver, Colo.
Houston, Tex.
Shreveport, La.
London, Eng.
Liberal, Kans.
Pueblo, Colo.
Dallas, Tex.
Milwaukee, Wisc.
Philippines
Fontana, Calif.
Pittsburgh, Pa.
Springfield, Mo.
Peoria, Ill.
Bristol, Eng.
Glendale, Calif.
Akron, Ohio

Long Beach, Calif.
Seattle, Wash,
Manhattan, N.Y.
Sydney, Aust.
Oklahoma City, Okla,
Tulsa, Okla,
Birmingham, Eng.
Los Angeles, Calif,
Manchester, Eng.
Sacramento, Calif,
El Monte, Calif,
Wichita, Kans,
Little Rock, Ark.
Memphis, Tenn.
Melbourne, Aust.
La Grange, Il1.,
South Bend, Ind,
Santa Barbara, Calif.
Kansas City, Mo.
Oakland, Calif.

- Bakersfield, Calif.

050 - Phoenix, Ariz.
051 - Birmingham, Ala.
052 -~ Mobile, Ala.
053 - Philadelphia, Pa.
054 - Vancouver, Can.
055 - Medford, Oreg.
056 - Tucson, Ariz.
057 Indianapolis, Ind.
058 - Toledo, Ohio
059 Evansville, Ind,.
060 Belfast, Ire.
06) - Chicago, I1l1,
062 - Cincinnati, Ohio
063 Johannesburg, S.A.
064 Reno, Newv.
065 - Atlanta, Ga.
066 - Grand Rapids, Mich.
067 - Boise, Idaho
068 Brisbane, Aust.
069 - Detroit, Mich.
070 - Minneapolis, Minn.
071 - Amarillo, Tex.
072 Odessa, Tex.
073 Bricket Wood, Eng.
074 Greensboro, N.C,
075 Richmond., Va,
076 - Glasgow, Scot.
077 - Lexington, Ky.
078 Danville, T1i.
079 Newark, ¥N.J.
080 - Harrisburg, Pa.
081 - Asheville, N.C.
082 - Fort Worth, Tex.
083 - Lakeland, Fla.

084 - Miami, Fla.

085 Torontao, Can.
086 - Duluth, Minn.

087 - Nashville, Tenn.
088 - Buffalo, N.Y.

089 - Omaha, Neb.

090 Columbia, Mo,

‘091 - Edmonton, Can.
092 - Spokane; Wash.
093 - New Orleans, La.
094 - Jackson, Miss.
095 - Newcastle, Aust,
096 - San Jose, Calif.
097 - Wheeling. W. Va.

' 098 - Richland Center, Wis.

FIGURE # 7
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- 103

099
100
101
102

104
105
106
107
108
109
110
111
112

113

114
115
116
117
118

119

120
121

122
123
124
125
126

- 127

128
129
130
131
132

133

134
135
136
137

138
139,
140

141

142

143
144

145
146

Dayton, Ohio
Baltimore, Md.
Brooklyn, W,Y.
Leeds, Eng.

Des Moines, Ia.
Knoxville, Tenn.
Columbus, Ohio
Fayetteville, N.C.
Charleston, W.Va.
Midland, Mich. '
Modesto, Calif.
Winnipeg, Can.
Durban, S.A.
Martinique.

Ottawa, Can.
Joplin, Mo.
Victoria, Can.
Manhattan, N.Y. (N)
Ransas City, Kans, '
Youngstown, COhio
Paterson, N.J. '
Frankfurt, Ger.
Newcastle-on-Tyne,
Eng. . S
Fort Smith, Ark.
Tupelo, Miss,

‘Saskatoon, Can. .

Huntsville, Ala.
Bismarck, N.D. °
Albuquerque, N.M, .
Hamburg, Ger,

Cape Girardeau,. Mo.
Fargo, W.D, ’
Belleville, Mo.
Perth, Aust.

Salt Lake City, Ut,

Fort Wayne, Ind.
Dusseldorf, Ger,
Uniontown, Pa.
Texarkana, Tex.
Louisville, Ky.
Macon, Ga.
Calgary, Can.
Houston N., Tex.
Kelowna, Can.
Paris, France
Manchester, N.H.
Munich, Gexr.
Anaheim, Calif



1)
2)
3
&)
5)
6)
7
8)

9)
10)

11)
12)

13)
14)

15)

MASTER ALPHABETICAL CARD

TITLE: MR = Mister, MRS = Married Woman, MR-5 = Mr. and Mrs., MISS =
Unmarried Woman.

NAME : These green cards (w1th the full name) are to be kept in order

. alphabetically by last name.

ADDRESS: Full home address, street name and number, apartment number,
city, state and ZIP Code.

RACE: 'W" = White, "N" = Negro, "0" = Oriental, X" = Other--can be

‘ further explalned on the card under the Comment Section.

MILEAGE AND TIME: 5-10. ''5" = five miles from the offlce, 110" = ten

minutes in traveling time from the office.

COMMENT - 64) :

STATUS: “M" = Member, "PM'" = Prospective Member, Circle_approprlate
one, : .
ATTENDS CHURCH: "WES," "NO," "0CC" = Occasionally. Circle appropriate
one. _ . '
DATE BAPTIZED: A. Always put man's baptism date on top half of designated
area.
B. Always put woman's baptism date on bottom half of
designated area.
m—_— >
D ©® @ wercr | (@ [ _swlolnm
MR-S LARRY F JOHNSON @) [ A, o regwo| occ][ pardharr. § ()
586 E WASHINGTON BLVD APT 9
PASADENA  CA 91104 (0) | visim [am | em | eve. | sun. || cc | (1)

PHONE @ CHILDREN ®

MINISTER'S INITIALS: The one who baptized the man, woman, or both.
VISIT TIME: YA.MY = 8-12, "P. M, = 12-6, "EVE," = After supper, "SUN." =
' Sunday.

CORRESPONDENCE COURSE: Write "YES" or "NO." Do not write in the number
of the lesson, because this continually changes.

PHONE NUMBER: List Area Code also.

NUMBER OF CHILDREN: Age and sex not necessary. :

COMMENTS: Use for pertinent information. Examples: Bad road to house---
don't travel when wet; antagonistic husband; note map on back of
card visit only on Wednesday afternoon; smoking habit; divorce
and remarriage problem; explain "Other" for race; etc.

BACK OF CARD: Can .be used to draw maps or record pertinent information.

FIGURE # 8

-14-



-b GREERWOOD
@

~ POSTAL ZONVLS

CHICAGO, ILLINOIS

FIGURE #13

=
for numbers WEST

Easr

Bese iing

. CAKTOR
URE
HOWARD Wy
JARVIS E .
2 w
) & ] a 2
S E} ¥ [} » z
4 = E z 2§ ocvon ave) ;
z 2 % a
: 45 :
H $ z I
9 x* W BRYN MAWR ~ R w. BRYH] mawh X
¢
: 1% Sy g §
g y | % % L 3 &ls
B o, gunence_ave fy | %N 4
: -\ 3(0<! s
§w. MONTROSE w MOKTROSE MONTROSE, w. E
] { = UG -3 S . — [}
i ] oy £l & EH
£ z| 2 N 5§
e |94 A A AN Hi8Y i\ 12
BELMONT 3| 5] w seont 5 <] *f ¢ 2
] T el I"
z 2
& W DIVERSEY DIVERSEY | DIVERSEY I.,
o ¥ ot PuLLERTON AVE. L“é -
i35l 39y ¢ i lgl
& z E E 2 4 RMITAGE
worTifleven B2 {w.nonm Plave. B W | norvla .
ry———
= - = BOATH
- ol & |22 ;
3 ¥ N u
w.cHicago | ave. SH AVE ST = ” ‘
W. KINZIE KiNZlg’
Baze tive foonombgationry  lw Mamson w o MADISON i NERTH
ST 8 z (o] 5 ¥ Basa ling for embers SOUTH -
t44 29F (12}i6-TE.I-5
Ll
[~} £y b
< SEVELT Ry Lt (s
ROGSEVELT W RD. I
kS H
5 w_CERMAX. | N Y E
o = =
3 z s L
] w o e =
] “lg 4, q iq
o o 3 ) el i
g il K ik 8 o <
- S 8 x fa O ]
= e G & “ B
3 B “ o fowlasm 2T or @
W ] asw L~ 88 st\ -
: PER A w, 30th- |57 <
38 3 / F 3 a
! HE E Z =a w| 53 o
2, dE EolioE ¢ i
[ -3 u e K ‘ol Ega7msD =
1. sist 3T, 22 @ @ * Ul g [mistgr
o [ 2 o 15
AR b o W.GARFIELD BLYVDJEVEN NOS) €. GARFELO  BLVD.
= W. GARFIELD  BLVD, :
: 36 :
kY & Wl <
3 I H . = 2' 5
o - < kT
38) [ o 5| ¢
§ W, 87mf 7. w & 5 £.MARQUETTE RD| -
5 § w 12 ] s
- w = wf T . a
x K A E. NIYST - -
WT3th ST u EVEN HO.S gvennosl ¢ =
W, 1751h ST, 3 oDD NOSy & e j
T9h 8T / @ E. 794h 5T,
g 2101 1 4191
8 F =] 2 5 a
o 870 ST EvEn wos B z R B
#71h 9T, 0OGNGS | & z a
4 x g 3 :
. h ] b J § e Josmst E E93th ST
| [rancoie g W, Bhih ST, 98¢hiST. W. 95 5] )
o S ]
s o 2 | manison d m43
a 4 k) = m— .
: ADAMS ONd ST, - -
W BYREN g E g 2 l i
3
z = w L X Wi 8T _.':'__g! a
a4 w A @ O o % ]
] o 5 T & w 5 s &
w H
E ° M A B H ] M 3
u wlz usih st) 3 ul " z 3
= z Syam |* er g )
v i | AoosEvey [an w 2z © i E ~
e E % - 58 % I N 122 nd ST J
- 27th Wit st 2\ .
mad | st L_‘_ 1301h ST é 33
" . z
g o 27 5
% 3 28t st 138th 57
i H @
= z -
- <
" @ >
6 th ST



~ 610 _
ROCKFORD [~ 600

NATIONAL \ - R P

OAK PARK ™
.. @ 602

. | 1 3 o R |
ngBE ‘ I 60 \:"’ CHICAGO
' . - : B e 606

‘ - T i
[ ]
AREA 6 | 605« 7 -
ROCK T
Bisiano N7 s04 a
612 :
: ] LASALLE 7 '

. 613 | s
GALESBURG ' KANKAKEE
8 a4 609

: 815 ' '
PEORIA
e 616
B 7
BLOOMINGTON
B ursana
618N
6198

- e e o W W

SPRINGFIELD
625E
626w

e 627

[]
+
t
¥
1
b
i
1

624
- PerFrl NGHAM

STLOUSSF - —— ~~~~ 28
CENTRALIA

] ZFrctu PREFIX FOR SECTIONAL CENTERS
® pm PREFIX FOR IOMED GITIES

JLLINOIS
217 CODE = THESE THREE DIGITS +
* LOCAL ZONE OR POST ot-'rlc_:_e NUMBER

I CARBONDALE
69

FIGURE #14
-20-



59529 Hogeland

Numerical List of Post Offices b

ZIP
code

69529
58530
58531
59532

' 58533

56535
59537
59535
59539
59540
59541
59542
59543
50544
59545
50546
59547

58601
53630
59631
59632
59533
59634
9635
59536
59638
59639
59640
59641
59642
59643
59644
50645
59647
59648

59701
58710
59711
59713

58801

59823
55824
59825
59826
59827
59823
59829

59831

Past Gffice

Hogeland
Inverness
Joplin
Kremlin
Landusky
Lloyd
Loring
Malta
Regina
Rudyard
Simpson
Turner
Wagner
Whitewater
Whitlash
Zortman
Zurich

Helena, MT

Helena
Austin

Basin
‘Boulder
Canyon Creek
Clancy

East Helsna
Fort Harrison
Iefferson Gity
Lincoln
Marysville
Radersburg
Ringling
Toston
Townsend
WhiteSulphur Springs
Winston

Wolf Creek

Bulle, MT

Butte

Alder
Anaconda
Avon
Belgrade
Boreman
Cameron
Gardwell
Deer Lodge
Dali .
Dillen

Divide

Elliston

Ennis .
Gallatin Gateway
Garrison

Glen
Goldcreak
Grant
Harrison
Jackson
Jefters

Lautin

Lima
McAlister
Manhattan

© Maudlow

Melrose .
Norris
Polaris

Pony
Ramsay
Shetidan
Silverbow
Sitver Star
Three Forks
Trident

Twin Bridges
Virginia City
Warmsyprings
Waterloo
West Yellowstone
Whitehal)
Wilow Croek
Wisdom

. Wise River

Missoula, MT

Missoula
Alberton
Arles
Banner
Charlo
Clinton
Cendon
Conner
Corvallis
Darby
De Borgla
Dixon

ZIrP
code

59832
59833
53834
59835
59836
59837
59340
bo42
59843
59344
59845
59846
§9847
59848
59850
50851
59852
59853
59854
59455
594856
54357
59858
59859
59860

59852

59852
59864
59865
59866
58887
58868
59869
53870

58871 5

59872
59873

59875

Pogt Office

Drummond
Fiorence
Frenchtown
Grantsdale
Greenough
Hall
Hamilten
Haugan
Helmvifle
Heran

Hot Springs
Ruson

Lelo
Lonepine
Mazxville
Mitltown
Niarada
Hoxen
Qvando
Pablo
Paradise
Perma
Phifipsburg
Plains
Pelson
Potomac
Ravalli
Ronan
Saint Ignatius
Saint Regis
Saltese
Seeley Lake
Snider
Stevensville
uia
Superior
Thompson Falls
Trout Greek
Victor

Kallspell, MT

Kalispelt

Big Arm
Bigfork
Columbia Falls
Coram
Dayton

Elmo

Essex

Eureka
Fortine
Hungry Horse
Kila

Lake McRonald
Lakeside
Libby

Marion
Martin City
Qiney
Polebridge
Proctor
Rexford
Rellins
Somers
Stryker
Trego

Troy

Wast Glacier
Whitefish

Norifi Suburban, I (n.0.)

60002
80004
60010
50013
60014
£0015
60016
60020
80021
60022
60025
60029
60030
60031
60032
£0033
60034
60035
60040
60041
60042
60043
60044
80045
&6
60047
60048
60050

Antloch
Arlinglon Heights
Bartington
Cary

Crystal Lake
Deerfield

Des Plaines
Fox Lake

Fox River Grove
Glencon
Glonview

Golf
Grayslake
Gurties
Hartland
Harvard
Hebron
Highland Park
Highwood
Ingleside
Island Lake
Kenliworth
Lake Bluff
Lake Forest
Lake Villa
Lake Zurich
Libertyville
McHenry

60178
60:80
60181
50182
60183
60184
60185
60187
60190
60191
60260
60300

South Suburhan, IL (n0.) g

60401

FIGURE #15 =

" Post Office

Morton Grove
Mount Prospect
Mundelein
Northbrook
North Chicago
Palatine
Park Ridge
Prairie View
Prospect Haights
Richmond
Ringwood
Round Lake
Russell
Skokie

Selen Milts
Spring Grove
Techny
Wadsworth
Wauconda
Waukegan
Wheeling
Wilmette
Winnetka
Winthrop Harbor
Wonder Lake
Woadstack
Zion

Addison
Algonquin
Barlfelt
Bellwaed
Bansenville
Blocmingdale
Burlington
Carpentersville
Clare
Cortiand
Crestan

Pe Kalh
Dundee
Ethurn

Elgin
Elmhurst
Esimond
Farest Park
Frankfin Park
GeNeva
Genga
Gilberts

Gten Eflyn
Hampshire
Hines
Huatley
1tasca
Kaneville,
Kingston
Kirkland
Lafax
Lombard
Malta

Maple Park
Marengo
Maywood
Medinah
Melrose Park
Plato Center
River Grove
Resetlo

Saint Charles
Schiller Park
South Elgin
Sycamore
Union

Villa Park
Virgil

Wasco
Wayne

West Chicage
Wheaton
Winfield
Waod Daile
Evanston
Oak Park

Beecher
Barwyn

Blue island
Braceville
Braidwood
Cajumet City
Channahon
Chicago Heights
Chicago Ridga
Coal City
Crete

Custer Park
Doiton
Dwight

60901
60910
60911
60912 -Beaverville
60913
60914
60915
60917
60918

2ip

code Post Office

60421 Elwood
60422 Flossmoor
60423 Frankfort
60424  Gardner
50425  Gienwood
60426 Harvey
60429 Hazel Grest
60430 Homewood
60431 loliet
60437 ' Kinsman
60438 Lansing
60439 “Lemont
60441  Lockport
60442 Manhattan
60443 Matteson
80444 Mazon
60445 Midlothian
60247 Minooka
60448  Mokena
60443 Monee
60450 Morris .
60451 New Lenox
60452  Dak Forast
60453 Oak Lawn
60460  Ddell

60061 Olympia Fields
60462 Orland Park
60463  Palos Heights
60464 Palos Park
60466 Park Forest
66468 Pectone
60469 Posen
60470 Ransom
60471
50472 * Robbins

60473 South Holland
60474  South Wilmingten
60475 Steger

60476  Thornton
60477 Tinley Park
60479 Vefona

60480 Willow Spiings
60481 Wilmington
60482 Warth
{60501 Argo
60504 Aurgra
60510 Batavia
60511 Bip Rock
60512 Bristol
60513 Brookfield
60514 Clarenden Hills
60515 Downers Grove
60518 Earlville
60319 Eola

£0520 Hinckley
60521 Hinsdale
60525 {a Grange
60530 Lee

60531 Leland

60532 Lisle

60534 Lyons

60536 Millbroak
60537 Millingten
50538 Montgomery
60539 Mooseheart
60540 Maperville
60541 Newark
60542 North Aurora
60543 Oswegp
60544  Plainfield
60545 Prano

60546 Riverside
60548 Sandwich
60549 Serana

60550 -Shabbona
80551 Sheridan
60552 Somaonauk
60553 Steward
60654 Sugar Grove
60555 Warrenvilie
60556 Waterman
60557  Wedran
60558 Western Springs
60559 Westment
(60560 Yorkville

Richton Park

Chicago, 1L

£0600 Chicago

¥anKakee, 1L

Kankakee
Aroma Park
Ashkura

Bonfield
Bourbonnais
Bradiey
Buckingham
Buckley

/

Zip
code

60919
60920
60521
60322
60923

60924

604925
60926
60927
60828
60029
60830
60931
60932
60933
60834
50935
60936
60933
60939
00
60941
60942
60944
60545
60946
60347

60948 Lod

60849
60950
60951
60952
60953
60954
60955
80956

| 60957

61036
61037
61038
61039

61040 H

61041
§1042
61043
61042
61046
81047
61048
61049

61050.

61051
61052
61053
61054
61057
61059
EI06¢
61061
61062

Post Office

Cabery
Campus
Chatsworth -
Chebanse
Cheneyville
Cissna Park
Clarence
Claytonvilie
Glifton :
Crescent Gity
Cullom -
Danforth
Donovan

. East Lynn

Elliott
Emington
Essex

Glhson City
Gilman
Goodwina
@rant Park
Herscher
Hoopeston
Hopkins Park
Iroquols
Kemptlan

La Hogue

a

Eudlow
Marteno
Martinton
Melvin
Miford
Momence
Onarga
Papineau
Paxton

Piper City
Rankin

Stockland
Thawville
Unien Hilf
Watseka

Wellington
Waocdtand

Rockford, IL

Apple River
Ashton
Bailayville
Belvidere
Byron

" Caledonia

Capron
Cedarville
Chadwick
Chana

Gharry Valley
Dakota

Davis

Davis Jungtion
Dizon

Durand

East Dubuque
Egan

Eleroy
Elizabeth
Emerson
Forreston
Franklin Grove
Fraeport
Galena

Gait

Barden Prairie
German Valley
akians .
Hanover
Harmon
Holcomh

Kent

Lanark

Leaf River
Lena
Lindenwood
McCannef)
Milledgeville
Manrge Center
Maunt Carrali
Mount Morris -
Nachusa

Nora
Orangeville
Oregon

Peatl City

ZIP
oode

81063
51064

- 61065

BEDGG
61067
61068
61070
81471
51472
61073
Bi074
BI1075
81077
61078
61079
61080
51081
51084
BiDRS
£1087
61088
61089
61080
61491
£1109

GE2C1
61230
61231
61232
61233
81234
£1235
51236
63237
61238
61239
61240
61241
61242
61243
61244

61250

61251
61252
61254
61256
61257
61258
61259
61260
61262
61262
BI263
61264
61265
61270
61272
61273
61274
61275
61276
81277
BI278
61279
61280
61281
61282
61283
61284
61285

61301
61310
81312
61313
61314
61315
51318
51317
61318
6i315
B1320
61321
B1322
61323
61324
61325
61326
6laz7
61328
61329
§1330
£1331
61332
61333
61334
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PROSPECTIVE MEMBERS

All persons writing to Headquarters requesting baptism or visiting
will be sent a special form on which they must £fill in the following informa-
tion: name, address and ZIP Code, telephone number, race, directions to
their home--the best time of day and the best day of the week for visiting~-
whether or not they listen to the Broadcast--how long they've been listening--
which booklets and articles have been received --whether or not they receive
The PLAIN TRUTH or the Correspondence Course, how long they have received
them~-and a brief outline of subjects they would like to discuss with Mr.

Armstrong's representative.

They must then return the completed form to Headquarters, or it will
be assumed they no longer are interested. If the form is retutned, the
name, address and ZIP Code number will be typed on the Master and Mobile
Cards. These three addressed cards, along with the special information form
that was returned to Headquarters, will be . sent to the appropriate Minister.
Any pertinent information from the original letter can be added to the ecard
by him. After his first visit, the letter and form can be disposed of.

This eliminates many cumbersome, odd-sized letters and envelopes from the
Local Minister's files. : '

When the Minister receives the Prospective cards and the information
form, he will file the IBM cards in his Master and Mobile Files and attach
a blue plastic clip to the green Master Alphabetical Card. After the first
visit of the Prospective has been made, the special information form from

Headquarters should be discarded and the blue clip should be removed from
the card.

All letters received in the Local Church areas requesting baptism
or visiting must be sent to Headquarters with the Weekly Ministerial Report
to be processed as previously explained. This saves time and confusion in
the Field and promotes uniformity and efficiency in the Visiting System.

If a new Prospective calls the Minister directly or is introduced
to him by a relative or friend personally, he should type up his own file
cards for the individual and fill out and send to Headquarters a New Prospec-
tive Member Card to complete our records. (See Figure #18.)

When a Prospective Member is baptized, the Minister will change
his status on his Master Alphabetical Card and on his Mobile ZIP Card and
will type or print his baptism date on these cards. Then the Minister will
fill out a Baptism Card for the new Member and send it to Headquarters with
his Weekly Ministerial Report. (See Figure #19.) These cards must be filled
out completely and remember to SIGN them. Husbands and wives should be
included on the same card, if baptized at the same time. Be sure to indicate

rebagtisms as such,

-27-



19
2)

3)
4)

5)
6)
7)

8)
9)

10)

11)
12)

NEW PROSPECTIVE MEMBER CARD

TITLE: Circle the applicable title distinctly and print full name of person.

ADDRESS: Fill in full home address, street name and number, apartment
number, city, state and ZIP Code.

TAKING PT: Check "YES" or "NO."

PT ADDRESS: Indicate any different address other than the home address
‘given in #2. This includes mailing address, parents' or relatives'
addresses.

DATE:  The date person became a Prospective Member.

RACE: Write "WHITE," '"NEGRO," "ORIENTAL," specify "OTHER. "

HOW CONTACTED: Called directly, introduced by relative or friend personally,

' met in Church, Member's home, etc.

-~

NEW PROSPECTIVE MEMBER CARD
MR, @ DATE: ... @ .....................
::r:s Lost Fiest Htddia RACE: e
11 5 PR, @ _______________________________ APT. #; ...  HOW CONTACTED: @
CITY s e, STATE: oo INVITED TO CHURCH:  YES [I~—=/NO O
ZIP CODE: oo IF “NO," GIVE REASON __.___coreocoeermececere
TAKING PT: YES E@NO 0 . IF RECf.lVING PT UNDER DIFFERENT 7N
NAME OR ADDRESS THAN ABOVE, PI.EAS(_JSDICATE: --------------------------------------------------------------------

.
REMARKS: .....-..... - — U U
MINISTER L) S . CHURCH AREA: NJS/ ooeeveraeem e J

INVITED TO CHURCH: Check "YES" or "NO.”

TF "NO," GIVE REASON: Unless actually ready for baptism, answer should
generally be "NO," Give brief idea how far along the person is.

REMARKS: Any additional information on this person that might be helpful
to LAD or to any other department at Headquarters that may later
check this card for information.

MINISTER: Signature of the Minister who is sending in the card.’

CHURCH ARFA: Where the person would attend if invited to Church.,

FIGURE #18
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b
2)

3)

5)
6)
7)

8)
9
10)

11)

12)
13)

BAPTISM CARD

TITLE: Circle the applicable title distinctly and print full name of
person., Circle Mr. and Mrs. if both baptized at same time.

ADDRESS: Fill in full home address, street name and number, apartment
number, city, state and ZIP Code.

TAKING PT: Check "YES" or "NO," '

PT ADDRESS: Indicate any different address other than the home address
given in #2. This includes pailing address, parents' or relatives'
addresses. '

BAPTISM DATE: Month, day and vear., .

DRAFT STATUS: 1I-A, IV-F, etc. ' :

RACE:  Write "WHITE," “NEGRO," "ORIENTAL," specify MOTHER,"

BAPTISM CARD

M. @ BAPTISM DATE: .'_ ..... R
MRS, .
Last First Middle DRAFT STATUS: @ ----------------------------------

MISS

STREET: @ AT #, . ocE """""""""""""" .

IF MARRIED, 15 MATE ALREADY BABTIZED Es

LSLL C U - 7'\ | - NG [l:  GIVE MATE'S FIRST NAME; .|
GIVE OLD ADDR| IF PERSON HAS MOVED iN LAST

ZIP CODE: ..o ) 0 DAYS: . 10 :

TAKING PT: YeEs [ o [ IF RECEIYING PT UMNDER DIFFERENT -

NAME OR ADDRESS THAN ABOVE, PLEAS?%!ICATE:

4
REMARKS: v

MATE'S STATUS: Check "YES" or "NO" if mate is already baptized.
MATE'S FIRST NAME: John, Mary, Mark, Judy, etc.,
OLD ADDRESS: Give if person has moved in last 60 days. TImportant:
Be sure to include ZIP Code of old address.
REMARKS: - Any information that may be helpful to Headquarters or to anyone
: who may later check this card for information, - . .
BAPTIZED BY: Minister's signature. '
CHURCH ATTENDING: Write the name of the Church or Outlying Bible Study
the newly baptized Member will attend. TIf there is no Church
or Bible Study close enough, specify the District Tour Area.

FIGURE #19
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If the Minister ascertains that a Prospective is not growing
toward baptism and decides to eliminate him from his files, he should £ill
out a "Deletion Card”" for the individual, send it to Headquarters, and
destroy his other cards. (See Figure #20.)

At the end of each month, a report should be sent to Headquarters
by each Local Minister stating the number of new Prospectives in his area
that he has not yet been able to visit. This should be done on an "Additional
Information" sheet,

DISFELLOWSHIPS AND REINSTATEMENIS -

A new Disfellowship Card has also been designed to conform to the
IBM card format. (See Figure #21 for imstructions in filling out this
card.) When a Member has been totally disfellowshipped this card is to be
completed by the Local Minister and sent to Headquarters with his Weekly
Ministerial Report. This card is not to be sent in to Headquarters regarding
' Members that the Minister has placed on probation, although these are to be
mentioned on the visit slips he turns in.

: When a disfellowshipped Member is reinstated as a Member of God's
Church, the Minister will £ill out his name, address and ZIP Code, date and
race only, on a Disfellowship Card and write the word "reinstated" in large
letters across the card. This is then to be sent to Headquarters with his
Weekly Ministerial Report.

REPORTING FUNERALS

For deceased persons who were attending Church, the Local Minister
should send in his green Master Card with. "DECEASED" written on it. If the
mate will still be attending, he should type up a new Master Card for his
files with only the living mate's name and address, and on the original
Master Card he sends to Headquarters he should write "DECEASED--mate still
attending,"” and list the mate's status,

if the Minister performs a funeral for a child or other person not
on his records, he should be sure to mark it on his Summary Check List Card
(explained later) for that week, but he does not need to make any further
- report to Headquarters. If any additional information or comments are
necessary regarding a death or funeral, they should be written on an
npdditional Information” sheet and sent to Headquarters.. .
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1)
2)

3)
4)
5)
6)
7)
8)

9

DELETION CARD

TITLE: - Circle the appllcable title distinctly and print full name of
person.

ADDRESS: Fill in full home address, street name and number apartment
number, city, state and ZIP Code. :

DATE DELETED: Month, day and year. '

RACE: Write "WHITE, " "NEGRO," "ORIENTAL," specify “OTHER n

CHURCH AREA: Church area from which person is being deleted.

LAD ANSWER FUTURE LETTERS: Check "YES" or "NG. "

ONLY FORWARD FUTURE LETTERS: Check "YES" or "NO, '

REASON DELETED: Give any additional information on this person that
might be helpful to LAD or to any other department at Headquarters
that may later check this card for information.

DELETED BY: Minister's signature.

DELETION CARD

e Py i e DATE DELETED __....

STREET @ APT. # RACE wcoerere NS

CITY e STATE ool CHURCH AREA @

ZIP CODE ..o

1. SHOULD FUTURE LETTERS FROM THIS PERSCN BE ANSWERED BY LAD: \'Es: a NO. 0

2. SHOULD FUTURE LETTERS JUST BE FORWARDED TO YOU AND ﬁOT HANDLED I!Y LAD. AT ALL: YES 3 . NO 8

REASON DELETED

FIGURE #20
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1)

2)

.3)
4)
5)

DISFELLOWSHIP CARD

NAME Give applicable title and print full name of person. If Mr. and
Mrs. are both disfellowshipped, put on same card.

ADDRESS: Fill in full home address, street name and number, apartment

' number, city, state and ZIP Code.

DATE: When disfellowshipped -- month, day, year.

RACE: Write "WHITE," "NEGRO," "ORIENTAL," specify "OTHER."

LITERATURE: Check the appropriate box:

A. Remove from all Mailing Lists at Headquarters,
B. Can receive PLAIN TRUTH only. :

'C. Can receive CO-WORKER letter and PLAIN TRUTH.

D. Can receive Correspondence Course: "YES," "NO."

(:) ' DISFELLOWSHIP CARD (:)
Name: Date: i

Address: - Race: (4).
7
Zip Code: '
ARemove from all lists [J- C Can receive CW letters and PT [}
- BcCan receive PT only o D Can receive CC Yes [ No [

@ Reason: .

Als mate a Member? . Yes[ ] No [ .
BIf mate is a Member, what is his/her status now? Mem [J Disfellow [
CIf mate is not a Member, can he/she continue 1it? Yes (1] No

Disfellowshipped by:

"6) REASON: Specify reason this person was disfellowshipped: Bitterness,

rebellion, heresy, sex problems, demon problems, racial hatred,
lethargy, never converted, senile, mental illness, etc., and -
explain.

'7) MATE INFORMATION: Check the appropriate box:

A. 1Is mate a Member? 'YES," "NO."

B. If mate is a Member, what is his/her status now?
"Mem" = Member, "Disfellow" = Disfellowshipped.

C. If mate is not a Member, can he/she continue to

" receive our literature? "YES," "NO."

8) ‘DISFELLOWSHIPPED BY: Signature of Minister.

FIGURE #21
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CHANGES OF ADDRESS

The Members and Prospective Members attending God's Church should
periodically be urged to promptly send in their Changes of Address to the
Local Minister in order to keep the new ZIP Visiting System operating smoothly,
It is important to have the correct addresses.on file for visiting, anointing,
etc. The Change of Address Card is for this purpose. (See Figure #22.)

The Deacons will have these Change of Address Cards available each week
before and after services and will turn the completed cards in promptly to
the Local Minister.. The Local Minister should make the Changes of Address .
on his Master Alphabetical Cards, as well as on the cards in his Mobile

File, and should type new cards to keep his file current, when the old cards
become illegible or messy.

Each man who has a Mobile File in a Local Church area should check
with the local area office at least once a week for Changes of Address and
additions or deletions to his file. These files are the backbone of the
Visiting System and must be maintained accurately.

The Minister must send these completed Change of Address Cards to

Headquarters with his Weekly Ministerial Report to assist Headquarters in

maintaining accurate records. If a Member or Prospective Member moves out
of his Local Church area, the Minister must send the green Master Alphabetical
Card, with all Visiting Cards and any other information attached, to Head-
quarters along with the Change of Address Card. Thig enables Headquarters,

~after typing new Master and Mobile Cards, to quickly channel this information

to the Local Minister in the Church area into which the individual is moving.
With this information, the Minister in the new Church area will be able to
better serve this individual.

Each Local Minister should include in his Weekly Ministeridal Report
the names of all the new people who have recently moved into his Local
Church area from another Local Church area and should list their former
address as well as the current address. This should be done on a Change
of Address Card with the word "transfer" written in large letters across
the card., This will insure a continual, efficient flow.of information on
Members and Prospective Members moving from one Church area to another.

REPORTING MARRIAGES

To report a marriage; the Local Minister should fill out Change
of Address Cards listing the old address and new address, and for the woman,

. her former name. Then he should write "MARRIAGE" in large letters across

the cards and send them to Headquarters with his Weekly Report. If either
party is moving out of his area,he should send all vigiting information to
Headquarters and follow the normal Change of Address procedures. .

If any additional information or comments are necessary regarding
a marriage, they should be written on an "Additional Information" sheet
and sent to Headquarters. '
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_ o
| @ OLD ADDRESS
NAME DATE @
STREET BY @

ciTy
" STATE

@ NEW  ADDRESS
NAME _

STREET
civy
STATE FAR PHONE @

GLOBE 24393

1)

2)

3)
4)
5)
6)

CHANGE OF ADDRESS GARD

OLD ADDRESS: Give applicable title and print full name of person.
Fill in full home address, street name and number, apartment
number, city, state and ZIP Code. Even though the place for the
7TP Code is not designated, it is very important that it be
included. o :

NEW ADDRESS: Give applicable title and print full name of person. Fill
in full home address, street name and number, city, state and

ZIP Code.
DATE: The date the change of address becomes effective.
BY: Put in the appropriate Church area.

PHONE: New phone number if known.
STATUS: '"M" = Member, "PM" = Prospective Member. Circle the appropriate
one,

©®

M PM

FIGURE #22
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USE OF STATE ZIP CODE DIRECTORIES

To aid the Local Minister in finding accurate ZIP Code numbers
for persons in his Church areas, State Postal ZIP Code Directories of
his Church areas will be provided for him from Headquarters, 1In these
Directories, every city and town in the state is listed in alphabetical
order with the ZIP Code to the right of it. (See Figure #23.) Any person
living in Andover, New York, would have ZIP Code, 14806. To find the ZIP
Code of a person who lives in Brooklyn, New York, it is necessary to turn
to the Appendix in the back of the Directory for New York State (all street
names and street numbers are listed for large cities). (See Figure #24.)
The first three digits of the ZIP Code for Brooklyn are "112." (See top
right of Figure #24, Circle 1.) 1If a person lives on Bank Street, his
ZIP Code is 11236 (see Circle 2). 1If he lives at 2000 Avenue "Z," his ZIP
Code is 11235 (see Circle 2). TIn Changes of Address or in any case where
there is a question regarding the correct ZIP Code of an individual, the
Minister can readily find the correct ZIP Code in the Postal ZIP Code
Directory of his state if he knows the street address and the name of the
city in which the person lives.

FURTHER MAINTENANCE OF THE OFFICE AND VISITING SYSTEM

Once a year each Local Minister will be sent an up-to-date list
of all the Members and Prospective Members that Headquarters has on file
forhis Church area, for the purpose of checking and updating his files and
to reconcile any differences with Headquarters. When this is received, the
Minister should compare the list with his green Master Alphabetical Cards,
If he doubts the veracity of his files, before beginning on the list he
'should have his congregation fill out letters with their correct addresses
to insure that he has current information. The United States Post Office
occasionally makes some minor changes in ZIP Codes. The Codes on the Head-
quarters 1list will be up-to-date. If the Codes on his file cards differ,
he should change his cards. If a person is a Member, having a mate who is
& Prospective, only the Member will be on the Headquarters list. Be sure
to check carefully the race (N = Negro).

If the Minister does not have someone listed on the Headquarters
list, or if status, race, or address differs, write this information on the
Headquarters list. He should list any that he has in his files that are
not listed on the Headquarters list on the bottom or back of the Headquarters
list, along with their status, race, and baptism information. At this time,
he should send in any old visit information he may have on persons he knows
are no longer in his Church area. He should also list those who for some
reason (such as blind, in old folks' home, etc.) are not receiving The
GOOD NEWS. This would be one reason for him having someone in the local
files not on the Headquarters list. These files are the backbome of the
Office and Visiting System. It is VERY IMPORTANT that they be kept up-to-
date and that the Headquarters records match them as nearly as possible.
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New York

1000

FIGURE #23

Cold Spr
Post Offico Zip Code Post Office Zip Codo Post Offios Zip Cods Poat Office Zip Code Post O
Academy, Ste. Albany....12208  Acbum Birdsall...ooveenvianin 14713 Bulls Head, Sta. Centra! Valley
Accord.oiiinierrnnaann 12404 Main Office Carriers, . *13021 Black Creek ....ovuvvnnn 14714 Rochester ............ 14611 Central White |
ACIO. .. ivieiiiaa ey Main Office Boxes..... 13022  Black River ..vcvvuuvan 13612 Bullville ...ovvivanas - 10915 Sta White Pl
AdOmS v hvirie e Rural Routes.......... 13021 Blasdell, Br. Buffalo ....14219 Burdett ..vvovvianenenn. 14818 (see append
Adoms Basin Avdubon, Sta. New York..T0032  Blauvelt .oo.ivvvinnnis 913 Buke.. ........oiiill 129177 Centuck, $ta.
Adums Center Auriesville ........ ... 12016 Bliss.ovivviiiiiennnns 14024 Burlinghom ............. 12722 Ceres........
Addison. ... eiiiiiiins ABIOPG . . cveeiiieinranns 130%  Blodgett Mills .......... 13738 Buwrlington Flats ........ 13315 Chadwicks ..
Adelphi, Sta, Brooklyn ...11238.  Ausable Chasm ......... 12911 Bloomingburg ........... 12721 Burnt Hills Chafee......
Adirondeck .. ... ool 12808  Av Sable Forks ,...:....12912  Blocmingdale ........... 12913 Burt.oo.oiiiiiiiiiiiinns Champlain.. .
Afon . uviiniai s 13730 Austerlitz...ovviiviins 12017  Blooming Grove ......... 10914 Bush Terminal, 5ta. Chappaqua ..
Air Force, Br. Niagara AVE v ieiiarn e 13303  Bleomington............ 12411 Brooklyn ..........0.. 11232 Charlotte, Sta.
Fells coreiiveinnenss Averili Park ......oouuis 12018 Bicomvilie ............. 13730 Bushwick, Sta, Brooklyn 11221 Cherlottevilla
Akron,..... Avoca Biqssvule .............. 13308 Buskitk ..vcevneciaianns 12028 Chasze Mills ..
Alabama Aven Blue Mountain Lake ..... 12812 Butterfield, Br. Utica . !3502 Chateougay . .
ALBANY (see appendix} . BABYLON {see app.)...*11702 Bloe Point ...........0 715 Byron. veeveiansieiinns 14422 Chathem ....
Albertson ...l 11507 Bainbridge «.voovvronn-. 13733 Blue Ridge, R. Sta. - ‘Cadosia Chaumont ...
Albion Bakers Mills............ 12811 Schroon Lake......... 12870 Cadyville Chautouqua. .
Alcove .. BALDWIN (see app.). ... *11510  Blufi Point............. W47 Cairo ... Chazy ...vvr.
Alden........ooveviien Baldwin Place .......... 10505  Blythebourne, Sta. Calcium.. .. Chooktowage,
Alden Manor, Br. Florel Baldwinsville. .. . Brooklyr couviiiininnn nae Caledonia. . Chelsea......
Park,.o.ovvvieninnnn. 11103 Ballston Lake Bohemia oo .vveuvneannens 1716 Callicoon Chemung .. ..
Alder Creek ..13301  Ballston Spa.. Boiceville.....cooiien 12412 Callicoon Center ........ 12724 Chenonge Brid
Alexander . ..... ....14005  Baolmat,..... - Bolivar ..ooiiiiiiinns 14715 Calverton vovvvavinnen. 11933 .Chenango Fork
Alexandric Bay . 13607 Bangall...oiieiniinn Bolton Landing ..vvu'- .- 12814 Cambria Heights, Sta. Cherokee, Sta.
Alfred ........ ....14802  Banger, Ind. R. §ta. North Bombay .vv..nuus 12914 Jamalca. . .voivin uns 11411 Cherry Croek .
Alfred Station ... ... oen 14803 Banger..o.uiiiaies ven ¥H66 Boonville ..iiiiinnns 13309  Combridge.............. 12816 ° Cherry Grove .
Algenquin, Br. * Bank Plaza, Sta. Merrick .11566  Borough Holl, Sta. Comden .... Cherryplain ...
Newburgh ..12552  Bardonia, Br. Nanvet ....10934 Jamaict .. oieiiiannes 11424 Cameron : Cherry Valley.
Allegany . .. 14706 . Barker....ooiiociiiians 14012 Boston...vveenreieeenss 14025~ Cameron Mills .......... 14820 Chester......
Ablentown .......... ,. 14707  Barnes Corners .. ... 13610 Bontanical, 5ta. Bronx,..10458 . Camillus....... ...l 13031 Chestortown . .
Allerten, Sta. Bronx .....10467 Borneveld....... ... 13304 Bouckwille .......... 1 Compbetl . .. 14821 Chestnut Ridg
Alma ... e Barrytowh. .ovveers . 12507 - Boulevard, Sta. Bronx. ... Campbell Hall ...... .. 10916 Lockport ...
Almopd .....uls Barryville ......... ... 12719 Boviag Center ..vvu..-.- Camp Drom (MOU of . Chichester ...
Alpine ......ooonu Barton coeaverainns ...13734  Bowling Green, Sta, New Watertown} . 13602 Childwold .. ..
Alplaus.....oo.en. BaSOM. v v v vrrrrnnnnsnes 14013 York vursorniiaas Camp Smith, Br Pockskill 1056 Chilson ......
Altomont. .. ....... Batavia Bowmansville Conodn ...ovvvieivinnn. 1202 Chinatown, 5h
Altmar c.oviiiiaan Main Qifice Carriers,, *14020 Bradford ...vovvevneias Canada Lake ... . New York,.
Alton . coioieiiainin fain Office Boxes..... 14021 Broinard ....vin. - Conajoharie .......,.... Chippewa Bay
Alona ....oiiiiiiiane, Rural Routes ..uvvvves 14020  Brainordsville ..., . Canal Street, Sta, New Chittenange ..
Amaganset. ... ..., Bathe v vevvnnnniernns 14818 Branchport vv.covainnns York ... ... . 10013 Chittenange 5t
CAmawalk. .o Bath Beach, Sta. Brandreth .. cvvveerennin Canandaigud. .. cooovn.n. 14424 Chun:h Street,
Amenia ., ..iiiiieiaenn. Broaklyn ...oovvernnn. 1214 Brandywine, Sta. Canarsie, Sta. Brooklyn 11236 York...oaus
Ames, Ind. R. Sta Bay, Ste, Brooklyn ...... 11235 Schenectady .......... 12304  Conaseraga........ Vo0 14822 Churchvtilo
Canajchatie .......... L1337 Baychester, Sta, Brenx ... 10469 Brant.iuovuivienrinins 14027 Canasteta.. Churubusco. ,
Amherst, Br. Buffaie..... 14226 © Bayport..oeeerrnaienn. 117085 Brantinghom . ......va.s 13312 Condor..ovuvvivevreians Cicero .......
Amityviile .............. 11701 Raoy Ridge, Sta. Brocklyn 11220  BrantLoke ....ooveent. 12815 Caneadea Cincinnatus ..
Amsterdam Bay Shore Brasher Falis........... 13653 Canisteo. ..oovenvnnns Circleville ...
Main OFfice Carriers. , *12010 Main Office Carriars,, *11706 Breesport .« vouviinianirns 4316 Comtom. vvecvevicvniiias City island, 51
Main Office Boxes......1201 Main Office Boxes..... 11707 Brentwood.............. N717  Cope Vincent .......... 13618  Claremont Parl
Rural Routes........ ayside, Sta. Flushing Breveort, Sta. Brooklyn ..11216  Capitel, Sta. Albeny ..... 1228 Bronx, .....
Ancram ..ot 12502 {see appendiz) Brewerton «oovoviiiinee- 13029  Carle Place vovvvnrennnt 11514 Clarence ..... :
Ancramdale Tl 12503 Bayville Brewster .......-0. SR 10509 Carliste......coovveins 12031  Clarence Cenk
Andes el 13731 Beacen Brigreliff Maner ... ......10510  Carmel .............0ee Clarendon. . ..
@irndover).........o0 @.14505)  Bear Mounicin _ Bridge, 5ta, Niagara Caroga L.cke. . Clark Mills...
Angelica, . 14709 Bearsville.............. Falls ooevviiininnnns 305  Carthage ...vovveveienss Clarksen . ....
Angola, cuveainiiirrnns Begver Doms ...0vvuiins Bridgehampten.......... 11932 Cass, Br. Buffale ...... 14206 Clarksville ...
Antandale-on-Hudsen ....12504 - Beaver Falls ........... Bridgeport . cnveininians Cassadoga «vevrreernnin 14718 Claryvifle....
Ansenia, Sta, New York ..10023  Beaver Meadow .. Bridgewoter . Cassville .......0000 . 13318 Classon, Sta. |
ARWEED 4 o uievianennn *13608  Beaver River ..., Brier Hill .............. Castile cvevvivnnrannins 14427 Claverack ....
Oxbow ind. Rural Sta ..13671  Bedford ....... Brighton, Sta. Brooklyn .. 13235 Castle, Sta. New Clay...ovven.
Apalachin..... P 13732 Bedford Hills ........... Brighton, $ta. Rochester 14610 Rochelle...o.oovenens 10801 Clayton ......
- Appleton .. .iiieneieinn, 14008.  Beechwood, Sto. Brightwaters.. U718 Castie Croek .ouvvvnnn.s 13744 Clayville.....
Apulia Station . ... 13020 Rochester .o,vveen.... 14609 Brisben ........ Castel Hill, 5ta. Bronx...10462  Clearfiald, Br.
Aquebogue ..... 11931 Belfost ovviinieieeenes 14711 Bristol Center . Castle Point............ 12511 Buffalo....
Ardade....... 14009 Bellerose, Sta. Jamaica ..11426  Broedalbin . .ov.vuuavans Castleton Corners, Sta. Clemons .....
Arden........ 0910 Belleville cvvvnvnvnaents 13611 Broed Channel, $ta. Far Staten leland [........ 10314 Cleveland ....
 Ardonia........ .... 12505 - Bellevue, Sta. Rockaway ....... ... 11693 Castleton-onHudson..... 12033 Cleverdale ...
Ardsley ........ . 10502 Schenectady .. ... veves 12306  Broadway, Sto. Long lsiand Castorland uvnveiriane. 13620 Clifton ......
Ardsley- on—Hudson .. 10503 BELLMORE (see app.).. ¥11710 City ... ...... 11106 Cathedral, Sto. New York 10@5 Clifton Springs
Argyle . ooiiiiie 12809 Bellona.vevverireneeans 14415 Brockport . 420 Coto...ovvirernvrennss Climax.......
Arkport oo iiiii e 14807  Bellport...vviveennnnnnt n713 Brocton oo vvvinenenennns 14716 Catskill...... . Clinton ......
Arkville. . oo oooiiiinnnns 12406 Bellvale voveoeeeininnns 10912  BRONX (see appendix) Cafteraugus . ... Clinton Corner
Arlingtan, Br. Belmont. . .ovvvvarreves Branxville, Ind. Br. Cayuga «..ovvurnn Clintondale. ..
Poughkeepsm ........ 12603  Bemus Point Yonkers . .. ...ooveneen 0708 Cayute........... Clintonville ..
Amonk ..o il 10504 Bergen..oocucveroirans y Brookfield. .......0u0 00t 13314 Cazenovig........ Clockville.... ~
Arverne, Sta. For - Barkshire .. Brookhaven. v oor e enns 1" Cedarhurst . Clyde........
Rockaway ............ 11692 Berdin ... BROOKLYN (see appendix} Celoron vovuiinsnennnnns Clymer.......
Ashland...... P 12407 Berne...vereverenreanns Brooklyn Navel Base, Cemanton ... .... Cobleskill. . ..
Ashekar ..o 12408 Bernhards Boy Sta, Brodklyn ......... 11251 Center Berlin, Ind. R Stq Cochecton. ...
Ashville .. ..ooovnnaun 710 Bethel Joovviiiininnnias Brooktondale ..........0 14817 Berlinee ereerreaeces 12022 Cochecton Cen
Astoria, Ste. Long {sland Bethpage. ..oivien Cvaras 1714 Brookvwiew. ......oo oo 12024 Centereach ,.,..c....... 1720 Coeymans ... .
© City . Bible School Posk .vv. ... 13737 Brownsvitle, Sin, Centar Moriches, . ....... 11934 Coeymans Hall
Athens... e - Bidwell, Sta, Buffalo ....14222 Brooklyn .........oen 11212 Cenferport....ocveurierns 11721  Cohocten. ....
Athol ..ot Big Flats 14814 Brownville .ocooovuoaits 13615 . Centerville ............. 14029  Cohoes ......
Athol Springs ........ens Big Indian, ... 12410 Brushton.....ccovninnns 12916 Central, Sta. Jomaica ....11435  Cold Brook ...
Atlanta . ....... ‘Big Moase. ....13307  Bryant, Sto. New York . 10036 Central Bridge v...vvvus- 12035  Colden.......
Aflantic Beach.. Billings..covvinanrienns 12510 Buychanan .....oeviannnn. 0511 Contral Islip............ 1722 Cold Spring...
ARHCO L oveaia i BlNGHAMTON {see appendix} BUFFALO (soe uppendlx) Central Square.......... 13036 Cold Spring Ha
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FIGURE #24 ‘

Zip Code Zip Codg Zip Cods v &ip Code
2 Brooklyn (Con'r) 12 Brooklyn {Con't) m Brooklyn {Con't} n2 Brocklyn (Con't)
Argyle Rd (Eust 13th 5t) Avenue Q {Quentin Rd) Bay 13, 14, 16, 17, 19, »/Bu-wna ..........
07359 27 .. 18 1 W9 23 20,22,73,25 26,28 Bk .o
531 15%9.. 30 1100 Jo0s.. 29 29,31, 32,:34, 35, 37, Boynton Pl
0-7699 27 1600 B9, B 3009 out,. 3 38, 40, 41, 43, 44, 46 1o Bradford ...........
2400 out,, 35 Avenue R . T R Bragg
07349 27 Arien P _, o 06 H 1199., 23 Bayard 1 .. B
: Atkansas Dr,, . 1200 W64, B 1 0., 1 2400 out 35
0-7299 27 Arlington Ave 3065 out,. M 51 ovt,, 22 BraggCt......iiiiii., 35
107599 . 1 Ho.. 07 Avenus$ o Beach PE,,...... eerrian, 36 Branton 3%
0-8999 %7 241 out,, 08 ] N9, 23 Beach 37, 38, 40, 42 1o 51 24 Brevoort Pl 1%
16 1200 399.. 2 Beach Reservation ...... ., 24 Bridge 01
...... 7 2 3200 out.. 34 PBencan Ct 23 Bridgewater 7]
07 Avenves Tand U . Baadle, ... ... 22 Brigham
1 N99., 2% Bead..... o3 1 .. B
------ z 01. Y 9., B Beaument 35 2400 out,. 3§
17 3360 out.,, 34 Boaver....,......... ... D&  Brighton Beach Ave ....... 5
Aster Ct .......,....... 2 Avenues ¥ ond W Bedell Lane 36  Brighton Ct .
...... 27 Astor Ct andWalk , . 3 1 199.. 22 Bedford Ave 1 0. 2
Atkins Ave ... ...... .. 08 1200 3%9,.. ¥ 1 ’ 0., 22 61 out., 35
0-7899 27 Atlontic Ave 40 out, 34 M~ 579 72- 684, 1% Brighton Courts 1. 310 8
0-789% 77 1 6., 01 Avenue X 681- 723 B6- 730., Os and 10 ..l kU]
47- 733 M8 752,, 17 1 #4923 715-1029  732-10%8.. 05 Brighton Lanes 110 8 and
0-7899 %7 735-1081 754-1130.. . 38 500 5., T35 1031-1535  1060-1546.. ¥ - W 35
1093-1453  112-1518., 3187 399, B 1537205  1548.2004,. 325 Brighton Paths 1, 2 end 10 35
W55-1727  1520-1800.. 13 3400 out,. 3 2008 263.. 2  Brighton Places 1o 6ond8 35
------ 27 1729-2463  1802-2464.. 33 Avenve Y 2640 3663.. 10 Brighton Roads 1, 3and 4., 35
2455-2957  2466-2950., 07 1 ., 14 3665-4443  2664-44d6., 29 Brighton Streets 110 8, 10
2959-2599  2952.3598.. 0B 550.. 23 4445 out 4445~ out.. 35 [E 3 L I, 35
------ 7 N§ 3600 out Jamaica 399, 35 BedfordPl............... 16 Brighton Terraces 1, 3, 4
Atlontic Ave (SeaGote} ..., 24 out,. 34 Beekman Pl ,..,.......... 25 and 0 ..oiisiiinninnns 35
Atlas Terminal ,, ., ., . 27 @lAvenue 7} Batmont Ave Brighton Walks 120 7 ... ... 35
Atwater Ct ... 2 1 4 1 00.. ¥ Brightwater Ava & Ct . ..... 35
------ 27 Aubrey Ave..,,.., 7 283 23 201 6%0.., 07 Bristol
Avburn P11, . .. 05 @754 399,, “35) 699 129, 08 654,., 12
AuweliaCt ..., 10 3400 out,, 34 N5 1300 out Jumaice 655 out,. 3
Autormin Ave ...l 08 AviatienRd ,............. 34 Belmont Ctand Walk, ..., 35 Broadway
------ 7 Avenue A Bainbridge ... 3B Belvidere .o 0 1 506.. N
: 1 9599 . 36 Balfour P} 25 Bennott Ct 2] 507- 945 508-932,. G4
TN 07899 27 9600 out,, T altic Banson Ave . 471857 934.150.. 9)
| 08197 27 AvemeB ,............... 1 29.. 0} 1 1599.. 2 1559 out  1562- out., 07
Avenue C ... ....vuviie. 1 400 out 17 1600 out,, Brooklyn Ave
Avenue D Baneroft PL............... 33 Bergen Ave, ... o34 1- 117 210, 1
X%, 26 @{Bank),....... ... @3] BergenPl....... L2 119- 373 122~ 374.. 13
...... 27 3200 5999, 03 Benker. ...... . 2 Bergen 75 568.. 28
0-8299 27 000 aut,, 36 Bannet Ave..,,.... L0 35 1- 131 2- 13.. 0l 569 400., 03
EETS Avenve F .. ... ... 18 Benner 3rd Rd ond Ter',.... 35 133- 563 138- 558., 17 1401 out.. 10
Avenue G {Glenwood Rd} Borberry Ct.oooviinsas s 07 565 949 560~ 946,. 38 Brooklyn ‘Terminal Market .. 35 .
...... 2 1 B9, Barbey,...... 07 951-1159 948-1158,, 15 Broome ........i.ivsniee, 2
...... 07 200 499, 10 Barlow Drive ,,, M 1160 wH.. 13 Brown
...... 01 4400 4599., 03 Barifett PI ..., e B 173 out.. 33 \ 8, X
4600 5999, M Bortletr , . .., . 06 Borkelay Pl ..,........... 17 2400 out,, 35
336 .. 05 6000 out,, 36  Barwall Ter ,, 09 Berrimon 08 Bryant.......ooviiieee.ns i
out.. 38  Avenyes Hand | Bassett Ave M Berty .. 11 Buckingham Rd {E 16th 58
m 1 1999., X Batchelder Beverly Rd 1 638, %
13 2000 499.. © 1 23, B 1 29 .. 18 639 1%99., 3
...... n 4400 out,, 34 2400 out,, 35 1300 3%, % 1600 w9, N
...... 01 Avenves J and K Bath Ave 3300 out,. 03 2400 ouf,, 35
...... 07 1999., 20 1 199, 28 BewyCt.iveivviiiiveen, 2B Buffclo Ave
2000 9., 1 1600 out,, M Bijou Ave ... ol 1 120.. 3
3., 6 4400 7499.. 34 Batlery Ave Billings P .. 2 131 out 13
469, 13 7500 out,, 36 1 8. B BillsPliaiinn... 18 07
1500... 03 Avenve L B4 out 09 Bloke Ave g
oui,, 10 1 9., 3B Bowghman PI .,........... 34 B | 480,, 12 »
...... 0 2000 999.. 10 Bay Ave 481 958,. 07 an
4000 79, M 0 259 1499., 08  Bushwick Ave
1%9.. 18 7500 out,. 36 10 NS 1500 out Jumaica 1 .. n
out.. 2 Avenue M A BiokeCt.,....., s 35 99. 841 . 98- 638.. 06
...... % - 1 1999.. 30 35 Bleacker ' 6431243 © 5401242, 2
...... 13 2000 9., 10 0 1 182.. 21 1244 out o7
...... b 1500 7499, H Bay Pkwy (Znd Ave) 183 289.. 37 BushwickPl.............. 0&
...... 10 . 7500 out,. 36 1 M%.. W 2300 out,. 27 Butler
Avenue N ) 5500 9. M BhssTer .iuveinien..s, 20 1 132.. 31
&66.. 08 1 1999+, 30 7500 oot.. M Boardwalk E.............. 3 133 out,, 17
out Jamaica 2000 3W9,., W Boy Ridge Ave Boardwalk W.............. U Butlee Ave ............... 37
...... 12 3200 749, M 1 899.. 20  BesrumPl.... eeeen. 01 Butler PI 3B
...... 34 7500 out., 36 - 960 139.. 19 Beorum ... veiienn. 06 California P1 ..,.... M
...... 10 Avenve O 1400 ot.. 04 Bogart...... ciereeas 06 Calyer.,,.......... n
...... 36 1 199.. 04  Bay Ridge Pkwy Bohack Square vervecee I Combridge Pl ... 0. kL]
...... a5 200 1999.. 30 1 699.. 09 BokeeCt..... cireeees 22 Comeren G, ... 04
N e 01 2000 2499, 10 700 199, 28 Bolivar .oovnvrsvvninnnnn. 01 Campus P! , |, 08
| 37 2700 out,, 34 1600 out_.. 04  Bend Compuys Rd ... H
,,,,,, D1 Avenve P i Boy Ridge Pl ............. 09 1 50.. 01 Conal Ave.. u
...... 07 1 P1.. 04 BoyView Ave ...,........ 24 51- 285 52-294,, 17 Canarsie Ave, 03
...... 2 392 1099, 28 Boy ViewPl,............. 3 287- ot 26 ovt,, 3 Canarsie Rd ,, ., T 3%
. 23 1100 2064.. 9 Boy 7,8, Wand 11.,...... 28 Bouek Ct,.. e, 23 Canda Ave .,..,... . B
n 2965 out,, 34 ' ' . 'Boulevard Ct . B Canton T, uivirerninnes 3
: BoWorY «.iiiiiiininnnnaa, 24



NEW CHURCH AREAS

Whenever a new Church is begun, the areas involved will be reappor-
tioned, and new boundaries will be drawn. ZIP Maps and xeroxed road maps
of the new Church area, and lists of all Members and Prospectives who should
attend the new Church will be sent to the appropriate Ministers. A complete
new set of supplies will be sent to the Minister of the new Church area.
The Ministers in other already established Church areas, whose areas will
be altered by the new Church, will receive lists of all those who will be
transferring from their area to the new Church and redesigned maps defining
their area. They should send the green Master Alphabetical Cards, Visiting
Cards, white Mobile Cards and blue Mobile ZIP Cards for all the persons no
longer in their Church area to Headquarters. These cards will be channelled
from Headquarters to the Minister of the new Church area.

THE WALL MAP (QPTIONAL)

Each Minister can obtain locally from the Superintendent of City
of Engineers or a good map company, a large city or street map which covers
the major portion of his Church area. He can have it mounted on cellotex
or some similar backing. He will locate on this map each Member and Pro-
spective Member in his Chutch area. (See Figure #25.) A red map pin will
be used to designate Members, and a blue map pin will be used to designate
Prospective Members. Both the red and the blue map pins will be supplied
by Headquarters, .

Borders should be drawn around cities, towns or even zones in
large cities where that information is available. This will give the
Minister a break-down of important sections within his Church area.

The purpose of the wall map is to enable the Minister to see the
physical locations of Members and Prospective Members at a glance. As
Churches grow, the Minister can see clearly where it is best to establish
meeting halls and can better advise Headquarters in establishing new
Churches and dividing existing Churches. The map will serve to familiarize
the Ministers with roads, highways and the geographical perspective of his
Church area. The wall map is an optional, not a mandatory part of the
Office and Visiting System.
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DISTRICT TOUR AREAS

A District Tour Area is an area outside of an established Church
area, such as Montana. These areas are assigned by the Superintendent of .
Ministers to the Local Field Minister with the closest adjacent Church area,
for the purpose of making District Tours two or three times a year to visit
new Prospectives and Members wheo do not have the opportunity of attending a
Local Church.

All letters and Visit Information Forms from mew Prospectives in
his assigned District Tour Area will be sent to the Local Minister. When
he decides to make a Tour he should be sure to include all of those new
Prospectives and as many Members or formerly visited Prospectives as he can
conveniently work into his schedule, He should use the "Itinerary Letter"
(see Figure #34) to line up his visits by mail ahead of time. Before planning
a Tour, he can write to Headquarters for a current listing of all Members
and Prospectives on file, if such a listing would aid him in planning the
Tour.

The Local Minister should maintain a separate Master File in his
office for his District Tour Area. All letters and Visit Information Forms
" should be kept in the back of this Master File. In addition, the Minister
should maintain a Mobile File that can be taken with him when he makes his
Tour. In case of inclement weather or cancellations, this will enable him to
make changes in his schedule while on the Tour.

While District Tour Areas are not Church areas, all Changes of
Address and transfer information will be handled by Headquarters and the
Local Minister  in the same way a Church area is handled. (See section on
Changes of Address and transfers.)
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REPORTING ORDINATIONS

When a new Deacon, Deaconess, or Elder is ordained, or a Minister isg
raised in rank, the Minister responsible for the ordination should fill out an
Ordination Card and send it to Headquarters. (See Figure #26.) These
should be filled out completely and sent in promptly. Be sure to include
a recent photo (Elders and above) and a background and personal comment write-
up which can be used to introduce the ordained man in The GOOD NEWS.

MINTSTERTAL CHANGES OF ADDRESS

Since it is necessary that Headquarters receive immediate notifica-
tion of any change in the address or phone number of a Minister or full-
time Second Man, as well as any change in the address of a Church or Bible
Study, a Ministerial Change of Address Card has been designed. (See Figure
#27.) 1In the past, Members of the executive team at Headquarters have been
unable to contact men in the Field because changes in phone numbers and addresses
have not been promptly reported. Paychecks, News Reports, Comments, copies
of The PLAIN TRUTH and GOOD NEWS have also been returned or gone astray for
the same reason.

It is vitally important that this card be sent in immediately
following any change.

THE CONFIDENTTIAT, BOOK

The Confidential Book contains the names and addresses of all the
Ministers and the addresses of the Churches of God and Offices around the
world. This information is highly confidential, and every effort must be
made to keep it from falling into the hands of outsiders. Since the over-
whelming majority of the Local Ministers have no more than a rarely occasional
use for this information, the following policy has been adopted:

1. A copy of the Confidential Book will be sent to all ordained
men and all Offices around the world three times each year (February, after
the Ministerial Conference; July, after graduation and summer assignments;
November, after the Feast of Tabernacles). :

2. All District Superintendents and Offices overseas will receive
Xeroxed copies of all changes in the Confidential Book as they are received
here at Headquarters. For information on the latest changes the LOCAL
MINISTERS should check with their District Superintendents.

3. Upon receipt of each new copy of the Confidential Book, the
outdated version must be burned, shredded, or otherwise totally destroyed.
.Strict compliance with this request will aid in avoiding unnecessary problems,
should this information fall into the wrong hands.
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2)

3)

4)

5

6)

7)

8)
9)
10)
11)

12)

ORDINATION CARD

NAME Print full name of person.

ADDRESS: ¥ill im full home address, street name and number, apartment

number, city, state and ZIP Code.
DATE ORDAINED: Month, day and year..
PLACE ORDAINED: Feast, College, Local Church, etc.

'CHURCH AREA ASSIGNMENT: The name of the Church to which this person is

: assigned. _ _
RACE: Write "WHITE,” "NEGRO," "ORIENTAL," specify "OTHER."
FORMER RANK: Tf the person has held a former rank in God's Church,
please specify.

ORDINATION CARD

©
©

NAME..... e e eem e ee s et e m e DATE ORDAINED,
Lost Name First Middie

. ) PLACE ORDAINED. (i)
ADDRESS ... s S FE— CHURCH AREA

. ASSIGNMENT..... (,i) :
.......................................... RACE @
Zip Coda
FORMER RANK.: (Z,) K_/

' OCCUPATION m

COMMENTS.

RANK DEACOMESS
DEACON
LOCAL ELDER
PREACHING ELDER

oogon

OCCUPATION: TFor those who are not employed by the Church, give occupation.

RANK: Check the appropriate rank to which this person has been ordained.

COMMENTS: . Any additional information that may be helpful to Headquarters.

PHONE: Important: List the phone number here since there is no other
designated space for it. ' !

ORDAINED BY: List the names of the Ministers who performed the ordination
service,

FIGURE #26
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1)
2)
3)
&)

5)

- 6)

MINISTERTAL CHANGE OF ADDRESS

Print full name of Minister or Assistant.

NAME:-

RANK: Local Flder, Second Man, etc,

DATE: Date changes will become effective. :

CHECK ONE: Only one address, phone and time change should be sent in on
one card, A home address change and a mailing address change
should not be included on the same card, neither should a Church
hall change and Bible Study hall change be on the same card, etc.
A separate card should be used for each change. : ‘

OLD ADDRESS: Fill 'in all old information coggletelz Lf there is a hall
or address change, did the time or phone number change? ' If so,
specify in New Address Section.

NEW ADDRESS: Fill in all new information completely. Should a change-

of address be made and the new phone number is not yet known, be
sure to send in the new address Iimmediately and under the_"Phone'”
section write "will send in later."

MINISTERIAL CHANGE 2£ ADDRESS

RANK (5)

T

®

NAME ‘1’
~  Last
CHECK ONE:

DATE

First

HOME ADDRESS C/A

B, §. BALL C/A

MAILING ADDRESS C/A

CHURCH TIME CHANGE

CHURCH HALL C/A

B, 5, TIME CHANGE

@ OLD ADDRESS

HOME PHONE CHANGE
CHURCH PHONE CHANGE
OTHER - CHANGE

@ NEW ADDRESS -

Zip Co

Zip Code:

de:
Phone; Phone:
Time: Time:
Church Area: Church Area:

FIGURE #27
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MINISTERTAL REPORT PROCEDURES

All correspondence between the Ministry in the Field and Head-
quarters is channeled through the Superintendent of Ministers and his staff
via the Weekly Ministerial Report. At the beginning of each week, all
information that is to be sent to Headquarters should be prepared for the
yellow airmail Ministerial Envelope. Nothing should be sent directly to
various departments at Headquarters,

. There should be a separate envelope sent in for each Church for
which you are responsible., Each envelope should include the Church Attendance
Card, white visit slips, Summary Check List Card and other cards and informa-
tion for one Church only. The deadline for these to be in the mail is
MONDAY MIDNIGHT. ' ’

CHURCH ATTENDANCE CARD

The Church Attendance Caxd has been designed to conform to the IBM
card format, The information on this card is to be filled out by a Deacon
according to the instructions given in Figure #28 and given to the Local
Minister each time a Church service or Bible Study is conducted. Please be
sure to write in the first initial and last name of the individual giving
the sermon or sermonette, as occasionally a Deacon or leading local man
gives a sermonette, and we have no idea as to his identity if initials only
are given.

Under the Bible Study section of the card, we need the name of
the Study instead of the location of it. Example: Akron, instead of Northern
Building. A copy of this completed Church Attendance Card is to be included

with each Weekly Ministerial Report.
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' "MINISTERIAL SUPPLY REQUEST FORM

A Ministerial Supply Request Form (see Figure #35) has been

édesigned to enable ihelLocal_ﬁipiﬁtersttoﬁeasily_request from Headquarters
~all office and visiting supplies. they need to function effectively in their
éareas. This form is made of NCR paper similar to the Visiting Card.

This forﬁfonlg shguld‘ﬁe:usedﬁtb request supplies from Headquarters.

. The information at the top should be filled out and the name and address of
. the Local Minister requesting the supplies should be clearly printed or
ityped on the attached address label. Since any correspondence with Head-
quarters is the responsibility of the Local Minister, no deacons should be
iordering supplies ahd no supplies will be sent to the address of a Deacon.

After com%léting“the'fbrm, both copies should be sent to Head-

fquarters. The front sheet (white) is for Headquarters records and the NCR
- copy (blue) will be returned to the Local Minister with the supplies he

;has requested. Upon receiving the supplies, the Local Minister should E

. carefully check them against the blue NCR copy of the form to. insure he:
~has received all that he has requested, and should return the blue NCR copy
: to Headquarters’ in his next Ministerial Letter marked "OK" if everything was
. received intact or he should specify any items he did not receive.

. When ordering Visiting Cards, the Local Minister should'beqsuré

%to order the appropriate cards.

Personalized statiomery is only for Preaching Elder rank Ministers

- and above. When requesting this stationery, the Local Minister should

. designate how he would like his name printed; whether he would like first

~initial, middle initial; first name, middle initial; or first name and
"middle name, etc. . '

Holy Day Envelbpes should be requested 3-4 weeks in advance of
the occasion and the Local Minister should carefully estimate the amount

- he needs and specify this amount on the Supply Request Form.

When requesting business cards, attach samples of the old business

: cards to the Supply Request Form with any changes in address or phone numbers.

When requesting Song Books, the amount should be specified,

Anything that.is needed in a local area and is not spedified on.

;.the form should be'clearlyllisted_under;the Migcellaneous section, -
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DATE of this request

NAME_of-Minisper or Assistant Name of CHURCH AREA

MINISTERIAL SUPPLY REQUEST FORM

HERBERT W. ARMSTRONG

The WORLD TOMORROW
A Worldwide Broadcast

P.O. Box 111
Pasadena, California 91109

Pesimastar: This prfcel moy be d for postal inspection If Y.

RETURN POSTAGE GUARANTEED

CHECK TIT

EMS YOU NEED

FITES:

Red Plastic: Clips

Metal Master File.

Yellow Plastic Clips

Metal Mobile File

Blue Plastic Clips

Metal King Size Mobile File

Red Map Pins

CARDS :

Blue Map Pins

Green Master Alphabetical Card

| STATTONERY:

Personalized (Preachinu Elders & Up)

White Mobile ZIP Card

Blue Mobile Alphabetical Card ‘ 7ix10% 8kx11
NCR Visiting Card=-2 Slips for U.S. Plain Letter Head » 73x10% 1 8%x11
NCR Visiting Card--1 Slip for HQ Dist. Plain Paper . - : - .. 7xx10% | | 8Fx17 -
Visiting Card--No Slip for Foreign Tnter-0ffice Memos _ 8hx6k 8}2'):11

- __New Prospective Member Card:

- LETTERS AND FORMS:

Baptism Card

Dear Member Record Completion Letter

Deletion Caxd

Dear Friend Record Completion Letter

Diafellowship Card

TDear Member Appointment Letter

Change" of ‘Address Card .

Dear Friend Appointment Letter

Ordination Card

Itinerary Letter

Ministerial €. of A, Card

Hanky Letter (HWA Signature)

Church Attendance Card

Heal Letter (No Signature)

Summary Check List Caxd

‘Monthly Hell Rental Forms:

Minister's 2ad Tithe Requisition Card

Ministerial Supply Regquest Forﬁs

Minister's 3rd Tithe Recquisition Card

ENVELOPES :

Member's 2nd- Tithe Requisgition Card

Ministerial (Yellow Alrmall) C- 14

Third Tithe Authorization Card

Radic Ch. Return Address #8 [ U #10

Third Tithe Termination Card

Tithe BEavelopes

- OFFICE SUPPLIES:

Holy Day. Envelopes'*How Many

0ffice and Visiting System Manual

Plain Envelopes 48 | | #10

2nd & 3rd Tithe Procedure Manual

BUSINESS CARDS:

2nd & 3rd Tithe Receipts -

Representative-~<HT-& Amb. Col. ~

State Postal ZIP Code Directory

Representative--Radio Ch. of God

State ZIP Maps & Zoned-City Maps

SONG BOOKS:. *How Many:

. Blue, Medium Point Pens
Experise Books ~ )

MISCELLANEOUS REQUESTS: Cd

FIGURE #35
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3)

6)

LITERATURE:-"Occaéioﬁally'é;ﬁife wiilrbe baptizéd and her husband will béuantagdﬁiéti¢

.- BAPTISM AND REINSTATEMENT CARD .

R NAME: Circle thé;éppliééﬁleftiﬁle(s)_distiﬁétlx.éndipriht;the fﬁliﬁnémézof each.

baptized, rebaptized, or reinstated member, Be sure to specify "Jr." or
"Sr." whenever applicable. If both husband and. wife are baptized together,
circle both "Mr." and "Mrs." and give the full name of each.on thé same
card. However, this should not be ‘done if they separate due to a.D & R
- situation, since they will be living at different addresses, In this case.
| . you should,use,separate.cards,: (Many wives are receiving their literature.
under their husbands' name, . and many people write to Headquarters writing
. their name several different ways. This is why we are asking for. the full
.. name of each individual -- to avoid duplications and making errors in
changing the status of the wrong persom.) - = o L '

ADDRESS: . Fill in the. full home address streat nﬁmé'and number,.apartﬁéﬁt, city,

... 8tate, and ZIP code, If‘they.reqeivé.their“literature at an.address different
from their home address, put that address here rather than the home address.
(The computer has only the address where the individual receives his liter-
ature.)  Also, be sure to use separate. cards for divorced or separated mates
baptized together. R RTINS - -

OLD ADDRESS: _If'tﬁe person_has:mbvéd withihrthe last twb'ﬁonfhs,'piease'éiVE ﬁs”hié_:;bn

_ oldradd:ess,.“It;is:egpecially important that we have the correct. address
_ of all members: _ . - _ R .

RACE:  Write "W' for White, "N" for Negro, "L for Latin,,ﬁo"_for;o;iental, ngn

for American Indian or specify any other.

or she might be married to someone stationed overseas who wants to be on the
. mailing list for the PLAIN TRUTH as well as the wife, but at two different

addresses. 1In such cases, please specify any special address in the space’
_provided. . : - . R G

BAPTISM DATE: Give the date the person was baptized, rebaptized, or reinstated here.

™y

k

: @ (GIVE FULL NAME) : o
*Mr, e

B - P i IMPORTANT—-—-CHECK. APPROPRIATE BOXES . .
s S e e M f JBAPTIZED [ . ... ... REBAPTIZED [I] v i REINSTATED 1]
oM. : T ! RELATIONSHIP: If: single; Is: this perton. o séri - or daughter

. t | [ ’ y
s::;:ﬂ o an . :I ddle o living at the same address as their.parents? YES [] NO []
--------- AP # o N MARITAL STATUS: 1f shis porson was RECENTLY divorced or
cry STATE seporated, give RECENT mate’s full name: ‘
Z_iP ........... parnmcteena weerram : RACE @ Last 10 First Middle
" OLD ADDRESS: Give old cddress if yerson has moved in last Is mate o MEMBER?\.M.J. . .. YES [ NG [T DpISF O
i . : S . i1 it mates- were NOT haptized TOGETHER, give full name of olher
2 Mmonths - mate regordless of stolus: ) )
_llTEﬁATURE Should this person receive their lifercture under a Last First Middle
SPECIAL address because of antagonistic relatives, military service, C

sarnizep ey £ 13 — : - ' .. CHURCH AREA@ ' sea

BAPTISM AND REINSTATEMENT CARD _ . '
BAPTISM DATE ...

o? ...... et e tiernnns YES [0 NO [] =REMARKS
If yes, please give that special mailing address if different from above: { 12.




7) BAPTIZED——REBAPTIZED--REINSTATED' Check approprlate one. The ' rebaptlzed" box
should apply to a person who has been rebaptized into God's Church after
having been previously considered a member of God's Church. If a dlsfel- Y
lowshipped person has been rebaptlzed and relnstated check both. : kvf

8) RFLATIONSHIP ' Check the approprlate box. "This is 1mportapt, especially in solving
! literature and donation problems. Sometimes a "Jr." and '"Sr." will be
11v1ng at the same address. o o R ' o

9) MARITAL STATUS: Occa31onally a "husband" and/or "wife” is baptized and at that time
' ‘they separate because of a D & R situation. Occasionally the woman will
change her pame to her maiden name or to that of her former mate.  In this
cdse, her: legitimate name (her maiden name or that of her former mate)
shbuld go in the regular name and address section and circle "™Mrs." or
"Miss" depending on whether or not she was previously married., Just the
' full name of the mate she separated from should go here in the space -
T TﬁVIﬂEﬁ”*”TfL+erﬁriﬂﬂgtrzed“thh “hery—all of hrs*baptism information should
o go on a separate card as well, This will ‘help us find the correct person
in the computer and avoid duplications and errors in changlng the status
of the individuals. Any further comments on’ compllcated 51tuat10ns should be
. put in the remarks sections of the card.

10) MATE A MEMBER' "Yes " "Nb " "Dlsf "= Dlsfellowshlpped Check apprcprlate one.

11) NAME OF MATE: 1If the husband and wrfe were not baptlzed ogether ‘or if one of the
mates is not a member, or was baptlzed some time prevlously, we need the
name. of that mate to avoid dupllcatlons and maklng errors in changlng
‘the status of the wrong personm. -

12) REMARKS: Use this section for further information on special addresses, relatlves Kv;
R 11v1ng at the same address, D & R situations, etc. :

13) BAPTIZED BY: Signeture of the minister responsible for the baptism or reinstatement.

14) CHURCH AREA: " @ive the name of the Church the baptized, rebaptized, or reiﬁstated.
person will attend. ,

SPECIAL NOTE: A person who is baptized or relnstated will automatically be put on
: ‘the GOOD -NEWS. list.. A rebaptized- person w1ll be put back-on the GOOD NEWS .
~list if he had ever: been removed ' :

FINAL INSTRUCTIONS ThlS is not a visit card and should not be counted as a v151t.
Also this card is designed for ‘the minister to fill out. Therefore,: please
do not glve the card to ‘the one belng baptized to complete. .




- -DISFELLOWSHIP CARD -

1) NAME: _'Circleqthe,applicable title distinctly and print the full name"of the one
= - individual being disfellowshipped.  If both husband and wife are disfellow-

shipped, be sure to use separate cards. The reason for this.is that the

-~ information concerning one mate is quite often different from the other.

Do not use this card for suspensions or-those on probation.  Either they
should . be back in God's Church soon or they ‘should be disfellowshipped in

_ a short period of time, -Also, do-'not-use-this card ‘to "disfellowship"
prospective members- or teenagers who. are attending Church:  If they need
to be removed from.the mailing list and/or if they néed. to be "marked,"
Just send -in the information on an Inter-0ffice Memo. ' - R

2) ADDRESS:.-Fill inthe full home address, street name:and number, apar tment, city, state
‘ and ZIP code. If they receive their literature at ‘an address different from

. their home address, put that address here rather . than the -home address. (The
computer has only the address where the individual receives his ‘literature.)

3 ENROLLED'QE.QE:--Occasionally a widow who is enrolled on third tithe will be disfellow-'
. .,,gzshippedh_-If.this,ocgurs; be sure to ¢heck this box. . This will help us, along
- with other means, to-terminate the widow from our 3T ‘roles and help prevent
another check being. sent out when it shouldn't have been.” - :

4) .RACE:__..Write.”WU for'White, "N" for Negro, "L" for Latin, "o" for Orieﬁtal,‘?f" for
. American Indian or specify any other. Lo o

v - DATE : - Give the. date. you visited and disfellowshipped the péerp.,-
6) T : Give the time spent in viéiting with the person (example: 1% hours),

7) NOT A VISITs Occasionally you may decide to disfellowship & person without having to
B : visit him again. Normally he probably should have been disfellowshipped_
at the last visit, but some may require a:little more time to.see if they are
going to bear any fruit. If you are.sure, however, & person should be disfel-
lowshipped without contacting them once again, you should fill out the whole
. card.and check the box. for "Not a Visit.' "And of course this s1ip would not
_be counted'in your . number of visits for the week. - 1_ " : R

N e vae - DISFELLOWSHIP VISIT CARD B @ |
TV (GIVE FULL NAME) :
'Mr_s-'-'__ T S : © " DATE THME . ...... a—— il e
el T : T o LITERATURE {Check box- if opplicable) - '~ '

[ This individual should ‘under no circumsidantes, ‘receive any
of our literatire uvnless-| am conlocted bc{:fore‘hund.

Y e STATE .._,,w. MARRIED — Give mate’s fult namei® o, - " . .7 |
o "NCTE: If wate is being d_i;!_éllowshipped, put on separate card. , o et Lo Feo o Middle )
. [[J CHECK IF PERSON !5'[ED oNaT. N (S MATE A M__!‘;MBER YEs [ - . NO D . pisF[]

.'_'_D_ls_"rEubwsHipPED'B_vl SE—— -1 “PLACE .CONTACTED.  H. O CH PH
-"REASON DISFELLOWSHIPPED

Check only ONE): S N S o L
[J Never Converted, ] lLethargy, T[] Sex Problem, [] Rebellion, [] Drunkenness, [ Bitterness, D_ Heresy, [} Demon Problem, [T] Other
G|V.E ATTITUDE, A_ND FURTHFR EXPLANATION OF REA?_SQN DFSFEI.LOWSHWPED )

fvveeecieeieree CHURCH AREA .. DISTRICT e




8) LITERATURE: When a person is disfellowshipped he is automaticall§ taken off all -

9.

10)
1)
12)

13)

"

,15)?‘.

.- CHURCH AREA: Give the name of -the Church the dlsfellowshlpped person used to * -

our mailing lists. Some will soon begin to realize this and will request
to be put back on, We will put them back on the mailing list for the .o
PLAIN TRUTH, TOMORROW'S WORLD, and the Correspondence Course if and when  \_/
they specifically request them, We will even send them any booklets and
. reprints they may request, but they will not receive .the GOOD NEWS or the -
Co-Worker letters under any c1rcumstances as 1ong as they are dlsfellow-
.shlpped - : :

uHowever, if you know an individual is using our literature to hurt God's

.- Work in any way, be sure to check this bok and briefly ‘explain the:situatiOn_

..in the comments. or remarks section. We will not automdtically put any

- .disfellowshipped person back on the mailing list upon their request if you
‘have checked this box. We will always contact you beforehand and await your
decision. (Note: Those who are only suspended ‘or who are put on probation
for a short time should not be removed from the mailing list. This causes

. complications. Therefore, you should not request that- they be removed “from

the mailing list unless they are finally disfellowshipped. Then you should
.send in a disfellowship card on them, and they w111 automatlcally be removed
from the malllng list.) s

NAME OF MATE; Mﬂny wives are receiving their literature under their husband's name,
and many people write to Headquarters writing their name several different
ways.. This is one of the reasons we are asking for the full name of the
mate~-to avoid making errors in changing the status of the wrong person.

IS MATE A MEMBER?' "Yes," "No," "Disf." = Disfellowshipped. Check apprbpriate-one'

if applicable

DiSFELLOWSHIPPED’gX:. Name of person in charge of visit and responsible for
' disfellowshipping this individual.

ASSTSTANT: Name of Ministerial Assistant. If none or not a Visit, write 'none";
if wife, write "wife. " : . o :

PLACEiCONTAﬁTED: Circle appropriate ome: "H" = Person's home, "0" = Minister's
office, "CH" = Church, “PH'" = Phone contact.: e

REASON DISFELLOWSHIPPED: - Check only one of the 9 categories. This reason should be
_ the main, overall reason why the person was disfellowshipped. We realize
o -gome-being disfellowshipped may have motre than oné problem; but weé only
want the main problem cliecked. If "Other" is checked, explain in the comments
“section of the card. (Note: A member should not be disfellowshipped' for
senllltx - However, if they should be removed from the mailing list, Just 1et
us know by Inter—Offlce Memo and we will do so.) : :

‘GIVE ATTITUDE AND FURTHER EXPLANATION OF REASON DISFELLOWSHIPPED' This information -

is helpful to Headquarters, as well as other Ministers when dlsfellowshlpped

“members move from one church area to another. It is profitable to have the :
former minister's comments to consider future reinstatement p0331bi11t1es,etc
(Note: Reinstatement information is now combined with Baptism 1ntormat10n
‘to make ‘up the new "Baptlsm and Reinstatement Card.™)

" attend. ' : N



17) DISTRICT: Give the'namé of the District'in which this church arEa ts located.

‘)

NCR_COPY: This card has been made NCR. The top slip or copy-shoﬂld_be_sent to
- Headquarters, the middle slip to your District Superintendent, and the bottom
~card is for your files. '

FINAL, INSTRUCTIONS: When preparing your Ministerial Report on Mondays, please separate
these from the rest of your visit slips, and send them in together. They
should, of course, be counted in the number of visits you made during the
week unless you disfellowshipped the person without making another visit or
contact, ' '







