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Dear:'B: ow-iM—inister's.::“ cren it

g reetmgs frorn I—Ieewiquarters1 Many of you may have notlced
in, yo r:particular areas.that you have: been receiying fewer new: pros-

. pective wisit:requests.from: Headguarters:in:the:past: few mye months: than..

you might expect. We norrnally receive fewer visit requests in the

‘gix-monthiperiod from-Oectober through: Marchthan in any-other. time

of the!year, but we: actually received:-fewer requests-from: October, e
1968 through March of this year than we: we did in the same: period the

previous:year. . The number of new prospectives -writing in for:a V1SJ.1:
during April and May has also been disappointingly low. - This:means:

‘that we .mugt especially concentrate on.and: g],ve more - attentlon 1o e

these Who are: ertlng in; for a Vlslt

Thls subJect was: dlscussed at the Conference thlS year, and-fm
in: recent menths: I have emphasized inletters the importanee: of
handllng prospectives ona. priority basig, but I need to: ‘give ‘some -
specifie guidelines for the handling-of prospective: visitsy. This
special letter of instruction will also explain certain: changes:in. pro-.--‘ :
cedures that have been made -- both here at Headquarters and in the -

gy Vlslt Requests ]91 New Prospectlves

The flrst change w111 be in the way we. handle spemflc v1s1t
requ_e_sts and: specific requests for baptism whichcome in here at.
Headquarters. . In the past we have sent a. Y Church-Visit. Letter! 'Wlth

a "Vigit Information .Form" onithe back; of it-for the: ‘person-to.com- -’
plete and return to Headquarters. - This caused an-extra delay of at- -
least two . weeks .-- and often longer -- from. the time the initial:.; i,
réqu’e_s-_t was received to the time it was’ forwarded. to the local \mi-_ni-.ster.

- ThlS was never:a great:problem in the past:since.the blggest
delay was often durlng the perlod after the:local rnlnlster ‘received the
request to the- tlme of the flrst v181t. LIt has been very "COMIMON; fer




prospectives to write in months after they completed the "Visit
- Information Form' and ask when they would be visited. Some wrote . -
in several times before they were finally visited. This was due, for
the most part, to an acute shortage of manpower.

Now, however, although we are still short on manpower, the
Field is in the best position by far, in terms of manpower, that it
has ever been in before. The men sent out this June, combined with
the new elders and visiting teams which were trained in the Visiting -
Program Training Class th1s past year, have put us in excellent shape,
on.the Whole. kaer g peallys it - 3

Smee we are now able to ellmlnate the delay in the FlEld in oo
maklng the {first visit, our procédures here at Headquarters will be .-
geared to-get the visit requests to you just as quickly as: 'pc‘issible.. i
We will'no longer:send persons who'specifically request a visit or-
specifically request baptism a ' Church Visit Letter" and a "Visit.
Information: Form.' Instead, we will forward these specific requests
directly to the local ministers. Youshould receive them within one-
week after the requests are received here at I—leadquarters. (This
much time'is required:for us to open-the letters,  microfilm those
with money enclosed, read-them, check our records on the personto
screen-out those that should be handled:in a different manner, deter-:
mine the Church-area,- type file cards, and have them dellvered to
you through the Inall ) S R : Dol

We cannot, however, send the 1nd1rect requests to the local
ministers for you to handle since we constantly tell people that '
one will ever call on you.,'" When the request is vague or merely
asks about Church attendance, keepmg the holydays, or baptism, we
- must.send-the-!Church Visit Letter' to let them:know ‘semeone will
call on them if they request it; Rather than having to complete: the.
long form, however, we have designed a simple card, whichis to "
be encloged with the'letter. These -cards will -be handled in the
same way the 'Visit Information' Forms" :are now handled, "and we
will begin to use them Wlthm a feW Weeks--- Just ‘ag ‘soonh as they
- are printed.’ : ‘ . R . S .

In 11ne with: this chanhge,

i The manual states that you should send these letters to
Headquarters for us to process first, but from few ohy you can-handle.




be changed

Handlmg of Vls1t RecLuests 1n the Fleld

ot @f{g@g Thls W111 show them
that you are 1ntere sted in them and concerned about: thelr problems and
. it is the first step in creating a favorable impression and bringing
- ‘aboutthe receptive’ attitude:that is:so important for: the first visit.

letter could be ‘ertten A word of cautlon, ‘however;. for those of- you
who must write letters occasionally -- we have seen some terrible

o examples of letters written by ministers in the Field.. " Be sure that
‘i the type on‘your typewriter is :clean and that any corrections’ you make

. ‘are neat . Rememiber- that: your’ v letter might be: the. first personal
“contact the prospectlve has had with the Work of- Godl A sloppy 1etter

upives.them asloppy impression of ‘God's Work; : Take the time:to:

v/ Inake any:letters that you must write represéntative of God's Work
- Make them neat, tactful and friendly. ' :

_ After makmg the 11’11t18,1:.(301’1t ot with the prospective by tele hone
. or by letter, 2l

T eha sy which may may
We- w111 be"espec1a11y "cogmzant of

have to Walt longer. From now' on,

o sédond réquests’ by those who' have wrltten in previsusly but who have
- not ‘yet been vigited. "7 Also, we'dre re-designing the "Summary: Check-

1ist Card'in‘ordér to’put on the card a blank for the number of unvisited

i prospectives ifn'each Church area at the end of each week. - ‘Since'it.takes

’.few weeks to get cards printed and digtributed, for the time. being all of
“Fou'should just write in this information in-the blank space on the right-
U Hand side of ‘the ''Summary Checkhst Card” underneath the llne for the date.
: Bor’éxample; "Unvisited p.m.'s 0, el ‘




- Guidelines for First Visits

As a review for all of you, I'll give you some guidelines on
conducting the first visif.. Remember: that the first visit is primarily
a get-acquainted visit. Be warm and friendly., Don't try to solve all
their problems. -:Your goal -should be to leave after the visit with them
- .- eagerly looking forward to your: next visit. . Let them do most of the
... talking, but guide-and lead the conversation so. that questions - about
h Church attendance or - deep doctrlnal pomts are av01ded if possible.

¥ - 11m11:1ng_1t‘ to about an hour: to {wo hours: 50
that you leave. them wantmg more.. s e .

‘Very, very rarel:y-should you inviter a-prospective to Church on
the first visit. After all that has been said and written about inviting
prospectives to. Church. too:soon; we .still see visit slips on prospectives
who have been attending Church for months and are still not-ready for
baptism.: . "We still .see ministers urging lethargic prospectivesito. make
the effort to. attend Church. We:still get letters from invited prespectives
who were offended by the services because they were not ready: for Church
attendance. - : : R

-

We must all be extremely careful in: inviting prospectives to Church --
.especially on the first visit. Ewven though you feel .a prospective is almost
ready for baptism, you usually should not invite him to Church on the first
vigit. They should be given.enough time to prove themselves first! The
only excepiions are prospective Ambassador College students and those who
are obviously ready for baptism and have friends-or relatives in the.Church.

Guldelmes for Followm_g up on Prospect:wes S

s By the end of the flrst VlSlt you W111 have a- falrly good 1dea of how
-far along and how interested the. prOSpectlve ig. You.can usually determine
whether he .is a '""hot". prospective and is definitely interested in further

: -_Vlslts. If so; you could make a.tentative arrangement for your next visit

by saying something like, "I could stop by again in a-couple of weeks if you

. would like. " In order to be sure they get back to an. 1n_terest_ed_plr,osp‘ectlve

e ;'by a certain date; some ministers have found it helpful to write down the

- . _names. of those they plan.to revisit on a pocket datebook or on.an offlce

calendar. Others set the office copy..of the visit. card 351de as a remmder ‘ _
and file it in the Master File only after the next vigit.: Whichever way you N



_Who. won't_,come around later.

feel he ig: st111 somewhat 1nterested, keep contactlng h1m ‘every

month or two until he either comes along and is ready for bapt1sm
or shows by his- fruits that he should no longer be considered a pros-
pective member. L _‘ e -

By follovvmg these guldellnes, the "duds” 'are constantly belng
Weeded out of your flles, the 1ntere sted prOSpectwes are bemg V].Slted

for the answerlng of his’ future questlons. Actually, deletln . prospectlves
who are not growing toward baptism is justa means of keepmg your “file
up to date and a means of keeping our master record accurate. ‘It 'is much
easier to reinstate deleted prospectives later on if they should ever become
more. mtere sted than to mamtam them in your f11e along w1th many others '

S1nce manylwho have been deleted in the pa t'do WI‘J.t ”m for another

._;v1sit some months ‘r_years after they were dele_ted 1t 1s._‘good to keep thelr




master card -and ‘any pertinent visiting information in the back of your
‘Master File as a "Deletion-File:" This would bea "dead storage' file,
but-it-could be referred to later on, if necessary, by you or by 'another
minister who is new in the area if some question ever arose about a
deleted prespective who has written in'for another visit. 'We will forward
those: v131t requests by _deleted prospectlve ’to you ' for you to handle. at

The 1nstruct10ns in. the Offme and V151t1ng System Manual on:
page 30 regardmg deletmns are superseded. by these-new 1nstruct1ons.
The.basic: change is.that you retain the old master card, along with any
pertinent vigiting information, in-a separate section of your file.rather
than destroying it at the time you send in the green "Deletion Card.."

Handling L.A.D. Letters =
from Members and Prospectwes

. _ Smce We now have the best ratlo of manpower to the number
of people served that We have ever had we can expect not. only to keep
up with new prOSpectlves as never before in helping br1ng them along
to conversion, but we can also visit and help the members in a way that
was never before possmle.-- In the past, L. A.D. has answered many .
~questions from members -- and also from prospective members --
which Would have really been, better answered by the local minister, .
Reallzmg that many of you' have Just nof had the time to handle the
questmns 1n letters that come in from members and prOSpectwes, ‘
- L.A, D, has answered many of the questmns which 1deally should have

been handled locally

: Now, however, L. A, D, will be able to* ornlt” == Whlch means
o to—-answer — many of-the letters which they” ‘forward-on’ 6" you.
They will answer certain of the letters, espee1ally from’ prospectlves,
“for the sake of public’ relatlons, and certain letters which have questlons
of a technical nature that are ‘not necessarlly better answered on a personal

. visit.. As in the past, they will forward those letters they answer 1o you

for your 1nformat1on along with a copy of thelr reply. It is not necessary
'that you keep them unless they contain pertinent 1nformat1on on the person
" which you would like to. keep in your. Master File, Otherw1se, after looking -
them over, you can Just dlscard those which L. A D. has answered.




question is a ''picky" one, it may be fairly important to the one who asked |

the questlon. You will want to schedule a visit right away if it is a
"problem" letter, but if it is from a prospective and is only a questlon

to be answered, it could be set aside and handled the next time you vigit him,

: If the unanswered 1e1:ter is from a member, you could give 1t to one
of the local visiting teams to handle. We want to dlscourage members from
writing their Bible questions to Headquarters. Some write in-just because
they like to get letters. A few write in to try to ""get around” the local
minister, They should ask their questions in Bible Study or when they are
vigited rather than writing in to Headquarters. You could just explain that
L.A.D. is kept busy answering the thousands of letters that we receive from
non-members and that it costs quite a bit of money for Headquarters to send
personal answers to questions which could have been answered locally.

Your should not, of course, advise prospectives not to write in to
Headquarters and ask guestions, but if we forward those letters to you which
you can answer better personally rather than answering them here at Head-
quarters, they will soon get the point. L. A, D, will answer those which they
feel should be answered from Headquarters, but they will omit more letters

- from members and Pprospectives as our volume of regular mail gets heavier
and heavier,

Please study these gmdelmes and instructions, and make a special
note of the changes that affect you as a Field minister, With all of you
following these new procedures and guidelines, ['m sure more prospectives
will be brought along more quickly, and when the number of pr prospectives
writing in for a visit increases -~ as we hope it will soon ~- these procedures
should really pay off! : :

Your brother in Christ,

Rodemck C Meredlth '

P.S. We are also sending this letter to all ministerial assistants for their
information. Let me remind you again to save and U'SE__ this letter!
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