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Structuring & Scheduling  
the Interview & Selection Process

How should you go about structuring and scheduling inter-
views with prospective church capital campaign consulting 

firms and the final selection process in a way that allows you to 
make the most informed and best decision possible about who 
is best to guide and serve you in your church capital campaign? 
That’s the subject of this tip sheet and it’s important to follow all 
of these suggestions precisely if that’s what you hope to do. 

Initial Scheduling Suggestions
1. Contact the firms you’d like to meet with first with to share with them who 

else, if anyone, you’ve chosen to interview and to find out when, within a rea-
sonably generous timeframe, they’re available to meet with you. 

2. Then, bring these dates back to your interview committee and decide on an 
interview date that’s mutually convenient to everyone. 

3. Finally, call the firms back and schedule the actual interviews and to share 
with them again who else you plan to meet with and when you’re planning to 
interview them.

These initial scheduling suggestions are important because you really want to meet 
with all the firms you’re considering on the same day, and if you’re planning to 
interview more than two firms, over consecutive days. This will assure the greatest 
recall of all of the information presented. 

Keep in mind too, that the best church capital campaign consulting groups are 
often really busy and most churches and their representatives are only available to 
meet on a limited number of weekday nights, which severely limits when most are 
able to interview. 

It’s important to also keep in mind, be sensitive to and appreciative of the fact that 
most church capital campaign firms’ representatives, will have to travel many miles 
to the church at great expense to see you, many more in fact than most selection 
committee members will have to. 

So, it’s smart of your church to check with the firms’ availability first before bring-
ing these dates back to the selection committee to set a mutually convenient time 
when everyone is available to meet.

It’s also smart to share with everyone who else you are planning to interview. That’s 
because you want firms to compare and contrast their services against others you’re 
interviewing versus all other consultants in the consulting universe because this will 
make deciphering critical differences between firms much easier for you.
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Other Important 
Scheduling Suggestions

Interview Only Two Firms Per Day

Plan to interview no more than two 
firms per day.  Interviewing only two 
firms a day assures that no one inter-
viewed is in the dreaded “middle posi-
tion” which tends to be the one people 
remember the least about. This will help 
to avoid missing out on someone that 
might otherwise be a standout. 

If Interviewing More Firms,  
Do So Over Consecutive Days

If you’re planning to interview more 
than two firms, do so over consecutive 
days. Keeping all of your interviews 
close together will allow for the greatest 
recall of all the information presented. 

Allow 1½ Hours for Each Interview

Plan to allow at least an hour and a half 
for each interview.  It takes a minimum 
of an hour and fifteen minutes for the 
best firms to thoroughly explain their 
background, their proposed approach 
to your campaign, the services they 
will provide, campaign costs and to 
adequately answer your questions.  And 
an extra 15 minute “cushion” between 
interviews will provide some additional 
flexibility for interviews that run a little 
long, to provide for a brief “debriefing 
session” after the interviews and/or to 
allow for a restroom and refreshment 
break, which will keep your people fresh 
and aid their recall of the important 
information presented.

Continued on next page.
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One Final Suggestion
And a final suggestion… don’t insist on 
meeting with a prospective consultant, 
at least initially. 

Here’s why:

• Consultants who work for companies 
that get the best results are more “ser-
vice people” than “sales people” and 
have less flexible schedules as a result. 

• So, you should be wary of consultants 
who are too available. This may mean 
that they’re either not in demand or 
not as client service oriented as you’ll 
want and need them to be if you 
select them to serve you. 

You can always request to meet with the 
proposed consultant later, if you want to. 

But always look to “process” first and 
“people” second because even the best 
people will fail or fall short of their 
potential if they don’t have a proven to 
be most productive process that they 
consistently follow. 

4
Make Your Final Decision Within 48 Hours

Finally, plan to reconvene within 48 hours (two days) of your initial interviews to 
make your decision. It’s usually best not to make an immediate decision about the 
firm you’ll use at the conclusion of the interviews. Rather, you should evaluate all of 
the firms interviewed against how they stack up to the “best results” requirements 
for successful church capital campaigns and responses to each of the key interview 
questions you’ll ask and the ideal responses you should hope to get that we’ll cover 
in our next tip sheet and video. 

This will also give you time to check with a few churches who have used the firm(s) 
you are considering that have done campaigns similar to yours to ask, among other 
things, what they raised and what their annual gift income was at the time of the 
campaign, the latter which will be critical to assessing your fundraising and return 
on investment potential with each firm. Finally, it will also give you time to call the 
firms interviewed back to let them know which way you’re leaning and why, and to 
ask any clarifying questions you feel are needed. This will give everyone the chance 
to fill in missing information and to clear up any misconceptions. 

These follow up actions and this timing is critical because studies have shown that 
most people forget a majority of what they have learned within 48 hours (two days) 
of learning it. So, more immediate decisions tend to lead to more informed and 
better decisions too.

“Time spent on hiring is time well spent.”

Robert Half

This is part 7 of 11 in our tip sheet and video series that 
is based on our special report, How to Choose a Capital 
Campaign Firm that’s Right for You, and How to Avoid 
the Many Common Mistakes that Churches Make. To 
request a copy of this special report and all of the tip 
sheets and videos in the series, please contact Walsh & 
Associates, Church Capital Campaign Specialists® at 
800-894-3863.




