HOW TO DEVELOP AND USE A PROSPECT FILE
Bob Wood, Church Growth Ministries, Baptist State Convention of Michigan
To determine your growth potential, you must know not only how many and who are enrolled in each of your Sunday School units (departments and classes), but how many and what individuals are prospects for them.  A prospect file is your tool for doing these things.
HOW TO PREPARE A PROSPECT FILE

· Master Prospect File

Keep a Master File of prospects in the church office.  Limit access to prevent losing any prospect information.  The Master File can be manual or computerized (a commercial program or a simple database).  Following are instructions for a manual Master File.

1. Use a Prospect File Card (LifeWay form 5) or a People Search Family Card  to record the following: 

1) Full name, 

2) Address, 

3) Phone number, 

4) Age or school grade, 

5) Marital status,
6) Sunday School class assigned to, 

7) Source of information (e.g., church guest, referred by a member, new resident), 
8) Current date.
2.  Record all family members on one card if possible.
· Working Prospect File
The Working File is used to make and track contact / visitation assignments.

1. Use a Sunday School Visitation and Assignment Pocket and Card.  (These are available from LifeWay Christian Resources.  Some may wish to use another form.)
2. Copy information on each prospect from the Master List on the Prospect Pocket.

3. Copy identical information on the Prospect Card.

4. Place the completed Prospect Pockets (with Cards) in a class prospect file notebook.

5. Contact / visitation assignments can be made at any time.  Any class may make assignments at Sunday School planning meetings.  Youth and Adult classes may make assignments on Sunday morning.  Make the prospect file notebooks available at organized visitation times as well at any other time persons may want to take a name to contact.

6. Record on the pocket the name of the person assigned to make the contact / visit to the prospect.  

7. After a contact / visit is made, record the results of the contact / visit on the Prospect 
Card and return it to the person making the assignment.  He or she will return it to the corresponding Prospect Pocket.
8. The Prospect Pockets are the control factor.  They must not be removed from the prospect file notebooks.  By checking through the books the pastor, outreach leader, or others can determine at any time which prospects have been contacted, which are currently assigned to be contacted, and which yet need to be contacted.
HOW TO BUILD A PROSPECT FILE
Prospects can be discovered.  Constantly search for prospects.  Consider the following ideas for building your prospect file.

1. Start with the Sunday Morning Worship Service

Pass out blank cards and ask each person to write the name of one person whom he or she knows who needs to be in Sunday School.  Request an address and phone number if known.  Ask each person to also write his or her name on the card.  Take time to pray for the persons who need to be reached.  Collect the cards and add these names to your prospect list.
2. Work through the Current Prospect Information
Update your prospect file with the information you currently have on known prospects.
3. List All Church Members not Enrolled in Sunday School.

Compare your church membership roll to your Sunday School roll.  Every member not enrolled in Sunday School is a prospect.  Add them to your prospect list.
4. List Unenrolled Parents of Children Enrolled in Sunday School

In addition to unenrolled church members, you will find unchurched parents of children and preschoolers enrolled in your Sunday School.  
5. Get the Name of Every Church Guest

Find a way that works for you to gather information on every guest that visits your church.  This includes worship services, VBS, and special events.  These are some of your best prospects.
6. Use a “New Name” Resource

Get a listing of new residents in your community.  They are in transition and often open to spiritual things.  You can subscribe to a prospect service (such as LifeWay).  In some places, you can get these names from a Welcome Wagon or utility companies.

7. Get Name from Referrals
Every new person coming into your church has a circle of friends and influence.  Ask him or her to indentify prospects they know.  (This is the same concept as #1.)
8. Visit Door-to-door

Door-to-door visitation is still an effective way to find prospects.  You are often best received if you have something to deliver to each home (such as a New Testament or a Jesus video).  Some churches go door-to-door asking if they can pray for persons and discover persons with spiritual and other needs who are prospects. 
