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Admin Team
Checklist

Step By Step:
The main focus for this team on a Sunday is collecting the first time guess cards and 
uploading them to the 4 step workflow through Planning Center. 

Once the first time guest fills out the card for the first time they will put it into a few 
different areas.  
 
1) Guest cards can be found in the offering buckets (connect with the lead usher of the 
day) 
 
2)New Here, Start Here Tent (connect with the Host Team) 

3)The white box that is located in the lobby under the TV. (connect with the Host Team) 

 
Once all card are collected you will take a picture of the card and text it to the person 
that will enter it in the First Time Guest Planning Center Workflow.  Here is an overview of 
what that will look like. 

Monday - Follow Up Text 

Example:  
I want to thank you for joining us at Glory Bell! We believe the best is yet to come and 
would love for you to get connected and take your next steps. More info is at https://
www.glorybell.com/connect and please let me know if you have any questions!! 

Tuesday - Follow Up Email 

Example:  
Thank you for joining us at Glory Bell Church! We are excited for all that God is doing in 
Waco and look forward to making your story part of the Glory Bell story. We believe 
everyone has a seat at the table and invite you to find your seat at Glory Bell. 

Please let us know if you have any questions or would like further information on your 
next steps. We look forward to seeing you this Sunday! 



Wednesday - Follow Up Phone Call 

This is one of the new visitor's first impression with Glory Bell Church! 

	 - Make it enjoyable and personalized 
	 - Have a quiet place to make the call 
	 - Place calls between 3pm - 7pm 
	 - If no pick up, send a brief text message. 

Example:  

“Hey there! This is ______ with Glory Bell Church! May I speak with ______? I wanted to 
call and say thanks for visiting with us this weekend! Is now a good time to talk?" 

Text (if no pick up) 
Hey there! This is ______ with Glory Bell Church! I wanted to say thanks for visiting with 
us this weekend! If you're free to talk this week, I would love to touch base with you!” 

Friday - Follow Up Text 

Example: 

Hi there! We look forward to encountering God & experiencing life with you this 
weekend! We hope you'll join us Sunday! You can learn more about Glory Bell Church on 
our website GloryBell.com See you soon!


