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MAKING AND CONDUCTING A ONE-ON—ONE APPOINTMENT
INTRODUCTION

One of the responsibilities and privileges of being part of the leadership in an Executive Ministries movement is follow-up.  The following are time tested guidelines for successfully setting up and conducting appointments with those guests who either indicated they received Christ or requested more information about knowing Christ at an Outreach

It can’t be said too often:
“Effective sharing is simply taking the initiative to share the Gospel in the power of the Holy Spirit and leaving the results to God.”  What we need to offer God is our availability to be His “link”, and then we will become part of the thrilling process of introducing another person to our Savior.  We recognize, because of time constraints, the difficulty those not involved in full-time Christian service have in adequately doing one-on— one follow-up.  However, we encourage you to be as involved in this exciting part of the process as is practical for you.

1.
How to prepare for the telephone call
a.
Plan on calling both groups of guests in the same way:

1)
Those who indicated a decision to receive Christ.

2)
Those who requested more information.

b.
Plan to contact the person as soon after they receive the follow-up letter as possible.

c.
Set aside a solid block of time (one hour minimum) for calling. This allows for call-backs and helps you maintain concentration and a prayerful attitude.

d.
Before you call, be certain of telephone numbers, proper spelling and pronunciation of names.

e.
If necessary, call a businessman’s home to get his office phone number.

1)
Simply ask for the office phone number and avoid getting into the why’s, etc.  If necessary, identify yourself. But this is rarely required.

2)
Be especially careful not to get into spiritual matters, since your objective is simply to obtain the office phone number.

f.
Briefly review the Comment Card, or information on the Decision List.

1)
It gives you some background so you do not come across as a complete stranger.



2)
It also gives you an opportunity to pray for each person or couple before you call.

g.
Determine beforehand the times when you are available to meet with people.  Hesitancy can adversely affect the number of appointments you secure.  Have your calendar open and the times marked when you are available.

h.
Women have tried sending a personal note before they to "pave the way” and it seems to have increased the appointments made, while also easing their telephone conversation.  Two examples follow:
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Follcw-Up - TInitial Contact

Outheach Dinner Party

Deat ’

Recently we attended a dinner party together, but 1 don't think we had
the oppontunity of meeting. 1'm a friend 04 Nancy De Moss and she asked me
44 T would give you a caklk.

THE NEXT SENTENCE OR TWO, SHOULD BE PERSONAL STATEMENTS ABOUT YOURSELF.

1'd fove to have you fen Lunch on cofgee and talk further about what the
speakern shared and how 1've found it meaningful in my own Life. Perhaps the
week of would be good. T'LE give you a call to 4ee 4§ you would Like

to do that, and also to confinm a time.
Sincerely,

NOTE: IF YOU DID NOT ATTEND THE DINNER PARTY, YOU MIGHT JUST SAY, '"Recently
you attended a dinner party."

SAMPLE LETTER

Follow-Up - Initial Contact

CLBS Function

Dean ’

A few weeks ago we attended a Luncheon together, but 1 don't think we had
the oppontuwiity to meet. 1 attend Creative Livina Bibfe Study which put on
the Luncheon featwring Evelyn Sempien (on whoever spoke). With the hotidays
behind us, 1 wanted to contact you just to more personally discuss your thoughts
about the time.

THE NEXT SENTENCE OR TWO, SHOULD BE PERSONAL STATEMENTS ABOUT YOURSELF.

(Example: My husband and 1 just netwwned from Texas for the holidays, and
I'm just now getting back into a routine.)

1'd fove to have you fon Lunch on coffee in the next week on s0 and .talk
further about what the speaker shared and how 1've found it meaningful in my
own Life. Perhaps the week of would be good. T'EL give you a call fo
see if you would Like to do that, and confinm a time.

Sincenely,




2.
How to conduct the telephone conversation
a.
Have a prayerful attitude as you call.

b.
Smile when you speak.  One can “hear” a smile.  Be friendly and casual, but keep your objective in mind--which is to set up an appointment.  Don’t get side—tracked.

c.
Develop a telephone technique that works well without sounding mechanical.  Keep moving with a fluid, effortless style. Confidence will come with preparation and experience.

d.
Have a relaxed attitude.  Assume that the person wants to meet with you.

e.
Identify yourself and your relationship to the Host/Group. (“I’m a friend of ________ who hosted the dinner where we heard speak”).

f.

State that you are the “friend” referred to in the letter they received from the Host of the event.

g.
Have an alternate date ready if the suggested date is not convenient.

h.
If the person does not wish to meet with you, don’t press him. Don’t “bruise the fruit.”  Remember, not all the fruit on a tree ripens at the same time.

i. 
Remember not to get into a spiritual discussion over the phone:

Your objective is to meet him in person to discuss his relationship with Christ.

j.

Close the conversation.  Review the meeting place, (Pick an environment on “neutral ground” that is free from distractions.) date and time.  Then say, “I’m looking forward to meeting with you, (his name).”

k.
Repeat your name and number in case they have to cancel.

l.

Sample Phone Call:  “Hi, this is Fred Follow—up, and I’m a friend of Harry Host.  You and I attended the same dinner party the other night when Tom Testimony spoke.  I understand that Harry sent you a letter indicating that someone would be in touch, and I’m that someone.

I was wondering if we could get together for lunch on Friday, the 13th at 12:30 and talk about what you heard that evening. (Pause)

Great, why don’t I come by your office and pick you up.  We can go from there.”  (Or, ask him to meet you at the restaurant or place you have selected.)

m.
Handling Objections:

1)
OBJECTION:  I’m a member of XYZ Church, Sunday School teacher.  I’m a Catholic, Baptist, Presbyterian, etc.



ANSWER:  That’s great.  It sounds like you’re quite active!  I think everyone should belong to a church!  It sure would be good to get together and discuss what we heard about our relationship with God.  Are you free on (repeat the date) or would another time suit you better?

2)
OBJECTION:  I’m too busy.



ANSWER:
Aren’t we all!  I don’t know a person in this area, including myself, who isn’t awfully busy.  But if we could meet briefly for lunch, I think we could have a meaningful time discussing what we heard, unless you re not interested.  If you’re not, I don’t want to push you.

n.
For those women who do not send a note prior to the call, letter follow—up improves rapport once you have scheduled an appointment.  It may also increase your chances for meeting at another time with women who were hesitant to meet and declined your invitation.

o.
Appointment Scheduled - It would not hurt at all to send a short note confirming the appointment (social courtesy).

  Content:
(Basic Outline)

Thank you for your time on the phone yesterday.. As agreed, I shall see you on... I am looking forward to meeting with you then.  Sincerely...

p.
No Appointment Scheduled — Many times you will not get an appointment at that time for various reasons — person “under the pile” (too busy), just too hesitant to talk with a stranger about spiritual things, etc.  But, if they are not turned off or antagonistic, send them a note, perhaps enclosing a booklet relevant to your conversation (“How to Be Sure You are a Christian”, “The Reason Why”, “My Heart Christ’s Home”, “Seven Minutes with God”, etc.).  Be sure to check with the person who mailed the follow-up letter, to be sure you’re not duplicating the materials sent.

Content:

As I mentioned on the phone, I am a friend of ___________ (or leader in Bible Study).  I appreciated very much how busy you are.  Thank you for the time you were able to spend on the phone yesterday... I thought you might be interested in this little booklet that was such a help to me.

If you ever do want to get together, please call me

at
.  I would enjoy spending some time with you.  In the meantime, I hope you will have an opportunity to attend another one of our events.  Sincerely,

e.
Invite them to the Bible Study to further investigate the claims of Christ or to begin to grow in their new relationship with Him.

7.
Procedure for those who have attended an outreach or follow-up function where the Four Spiritual Laws were presented
a.
Ask questions to help clarify where they stand Spiritually.

b.
Ask where they would say Christ is in relationship to them, based on what is presented in the Four Spiritual Laws.

  c.
If they are not confident that Christ is in their life, suggest you review each of the Four Laws to help determine what might be keeping them from making that commitment.

d.
If they know that Christ has come into their life, review the Four Spiritual Laws beginning on page 11.  These pages emphasize assurance and growth.  Also, see The Christian’s Assurance (SEND/LTC) for further information on helping a person know Christ indwells them.
3.
How to prepare for the evangelistic appointment.
a.
Although these techniques will help you be effective in sharing the Gospel, do not lose sight of the absolute necessity of being filled with the Holy spirit (Philippians 2:13; Ephesians 5:18; Acts 1:8).

b.
Relax.  It is not up to you to make this person receive Christ. Your responsibility is simply to take the initiative to share the Gospel in the power of the Holy Spirit and leave the results to God (I Thess. 1:5).

c.
Keep in mind that personal evangelism is more than merely a mechanical process of imparting facts to another person.  You are introducing this person to the greatest person who ever lived, Jesus Christ.

d.
Take two Four Spiritual Laws booklets since you will probably be seated across from each other.

e.
Be sensitive to the time limitations of business and professional people, as well as homemakers.  These people are busy!  They probably cannot spare more than an hour to meet with you.

f.
Establish a relationship with the personnel of a certain restaurant or club that you frequent for these appointments.

1)
Tell them you would prefer a minimal number of interruptions.  Usually, they will gladly cooperate.

2)
Suggest that the waiter or waitress leave you a pot of coffee instead of constantly stopping by.

4. How to establish rapport.

a.
Smile.  Be friendly and warm.

b.
If you are not already well acquainted, ask the person about himself.  Use some “open-ended” questions that do not require a mere ‘1yes” or “no” or a one-word answer, such as:

1)
What do you do?

2)
What kind of responsibilities does your job entail?

3)
How long have you lived here?

4)
How do you like (Middletown)?

5)
How about your family?

6)
Where did you grow up?

c.
Avoid asking questions that are too personal, especially at the first meeting.

5. How to make the transition to a discussion of spiritual matters.

a.
Use open-ended questions again to begin talking about spiritual things.  Following is a sample progression of questions:

1)
How did you happen to come to the dinner?

2)
What did you think of what you heard?

3)
Did it make sense to you?

4)
Where are you on “the spiritual pilgrimage”?

5)
How would you describe your relationship to God right now?

b.
Listen carefully to the person’s answers to these questions to gain insight into his attitudes and spiritual condition.  This knowledge will help you plan what parts of the upcoming Gospel presentation to emphasize and to ascertain his readiness for commitment.

c.
Share your brief personal testimony (see Testimony Training).

1)
A good way to introduce your testimony is to say, “Let me tell you what happened to me...

2)
The personal testimony is declarative and, therefore, non-threatening since your hearer simply listens without necessarily having to respond.
3)
Your listener will relax, listen to you tell your story and get to know you better, thereby improving rapport.

d.
Share the Four Spiritual Laws.  Using the Four Spiritual Laws Effectively is in the Guide under SEND/LTC.

6.  How to close the one-on-one appointment
a.
If the person prayed and received Christ as his Savior and Lord, invite him to Bible Study.

b.
If the person did not receive Christ, invite him to the Bible Study anyway.  Oftentimes after more exposure to God’s Word they will decide to trust in Christ.

c.
If you have scheduled a short term Bible Study, specifically for follow-up to a recent outreach, encourage them to begin there with the goal of seeing them transition to the larger Bible Study when the series is completed.

d.
Suggest that they read the Gospel of John.  Encourage them to call you with any questions, assuring them that you’d like to get to know them better.
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