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Trip Proposal and Planning

Timeline

The JFBC Global Ministries Trip Proposal form (See online form) must be completed approximately 6-9 months in advance of a trip. We understand that there are special circumstances that occur where the form is submitted closer to departure. However, we feel that a team is best prepared when there is ample time to promote the trip and train the team.

Ministry Contact
There must be a ministry contact or host on location before a trip is considered for approval. The contact information must be included in the Trip Proposal Form.  

Ministry Schedule
The purpose and schedule needs to be tentatively planned with as many details as possible included on the Trip Proposal Form.
After the From is Submitted
Once the form is submitted online, a case manager (Brian Fox, Bryan Hanson or Lynda Hunnicutt) will be assigned to your trip to work with you through the trip planning, preparation, deployment and debrief upon return. The case manager will schedule a meeting with the Team Leader to review and discuss the ministry plan.
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Creating the Trip Budget

Below is a list of the basic guidelines that GM follows when creating a trip budget.  The process is as follows:  
1.  The Team Leader submits a trip proposal filling in as many details as possible.
2.  GM staff will review the proposal, create a budget for that trip, and schedule a face-to-face meeting with the Team Leader.
3.  GM will submit the budget to be approved by the Global Ministries Executive Team.  
4.  GM Case Manager will notify the Team Leader of the estimated JF member/regular attender and non-member cost of the trip. The leader may begin enlisting team members. Note the final trip cost will be determined when airlines tickets are purchased.
Participant Expenses:

Airfare and personal baggage fee
Hotel (double occupancy only)

Visas

In-country transportation

Airport exit tax if not included in ticket price

International medical insurance

Mission agency fees

Meals (in-country only and with team)
Ministry Expenses:
Ministry supplies  (VBS, construction materials, Bibles,
Bible study materials, etc.)

Ministry luggage fee

Translators

Renting facility for a ministry event
Host expenses


Touring Expenses:




Costs associated with sight seeing




Team activity (non-ministry related)

Expenses not included in trip budget:

Cell Phone Bills

Shopping

Passports

Immunizations

Pre-trip team meals
Meals in transit (i.e. meals before arriving at destination)
Any airline upgrades

Tips to drivers/ maids/ hosts
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TRIP LEADER GUIDELINES:
IMPORTANT: Any injury (potential claim) must have service initiated outside the US to be eligible.

Notallfacilities are the same. This is a step-by-step guide to help get you in the right direction
should an injury occur. The most important thing is to use good judgment and make the medical
care of the traveler first priority. Claim paperwork is secondary to getting care.

When appropriate and time permits, contact the home office (text, email, call, fax) and update us.

ASSESS

How great is the emergency? Once at the facility should you contact the carrier for assistance
or evaluation if a better facility is available and covered?

LESS SERIOUS OR MORE SERIOUS

¥ Examples: skin abrasions, sprains, sores, v Examples: severe injury, severe abdominal
blisters, animal bites, minor burns pain, uncontrollable bleeding, confusion or loss
¥ Alocal host can help get you to the best of consciousness, serious burns or cuts,
facility, or direct your where to go. seizures, paralysis, broken bones
¥ When time permits, ask the facility to contact ¥ Call the toll free number on the back of your
the carrier to see if they will accept payment insurance card, and ask for assistance.
directly from the insurance company. If not, ¥ When time permits, contact carrier to see if the
then the claim will be reimbursed once you hospital will accept payment from insurance
return to the US and file a claim. company. If not, then the claim will be
reimbursed.

(LA filing

The insured person has (90) ninety days from the date a claim is incurred to

submit a complete proof of claim (Claim form and Itemized billing). liemized billing must

contain the following:

STEP ONE: When back in the US, the insured will need to complete the IMG ¥ Provider's Name
claim form (example attached — available when the traveler returns home). j ?"“‘:E:S ﬁ,‘"”“‘"
STEP TWO: Insured will need to include a copy of the icemized billng. 7 Dateotsorie
STEP THREE: Complete a Wire Transfer form, if you prefer to receive claim v Patient Name
reimbursement on eligible medical expenses. (available when you return) ¥ Details of Services
STEP FOUR: Submit the claim form and itemized billing to IMG via email, v ;::.::: of
facsimile or postal services at the addresses or phone numbers listed below. Condition Being
Should you have any additional questions, please contact either IMG or our Treated
Insurance advisor (www.MissionSafe.com).

(The paperwork that dhe resting

(IME) International Medical Group, : ’
P.0. Box 88500, Indianapolis, IN 46208-0500 faciy wil give you)
Toll Free 1.800.628.4664 | Local 1.317.655.4500 | Fax 1.317.655.4505

Email: customercare@imelobal.com

Website: http://www.imglobal.com/clients




Participant Fee Calculation

GM sets the participant fee.

JF Member/Regular Attender: 

50% of Participant Expenses 
100% of Touring Expenses
Non-JFBC Member: 

100% of Participant Expenses 

100% of Touring Expenses

Participant costs are given as an estimated cost prior to ticketing.  Costs are finalized once airline tickets have been purchased.  If there is a major increase in airline cost at time of ticketing, Team Leader will be notified by GM staff prior to purchasing.
Love Offerings/ Gifts
As a general practice, we discourage leaving monetary gifts for host or local individuals.  Any exceptions need to be approved by GM prior to trip departure.
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Expense Reimbursement and Reconciliation

Pre-Trip Expenses

For approved ministry expenses prior to the trip departure, please do the following:

1. Collect all receipts for ministry supplies purchased by Team Leader and by team members.
2. Label receipts with general categories (ex. VBS supplies, Construction Supplies, Conference Supplies, etc).
3. Turn in receipts to GM office along with the total reimbursement amount, name and address of the person to be reimbursed.
We ask that the Team Leader gather receipts for ministry supplies from the team in order to be aware of the expenses compared to what is budgeted for the trip.

GM office will contact Team Leader with any questions regarding purchase of ministry supplies. 

Cash Advance

Approximately two to three weeks prior to trip departure, GM office will work with the Team Leader to determine the appropriate cash advance amount based on the approved budget. Cash advance requests completed by Monday afternoon will be available to cash at the Bank of North Georgia branch located at the intersection of Johnson Ferry Road and Woodlawn on Friday of that week. Exceptions to this timing apply during weeks with holidays. For international trips, Global Ministries will request new/unblemished bills to be available when cashing the Cash Advance check.
Bank of North Georgia that is prepared to cash your check is located at Woodlawn and Johnson Ferry Rd: 

1200 Johnson Ferry Road, Marietta, GA 30068

Open Mon-Fri 9am – 5pm; Sat 9am – 12pm.

GM expects the Team Leader to pay for all trip expenses for the entire team that were approved in the budget (ex. lodging, food, in-country transportation, pre-budgeted group activities). When paying for meals for the team, please indicate on the receipt for the meal the number of team members plus the names of any hosts included in the meal.

Cash Advance Reconciliation

Within two weeks of returning from the trip, please turn in to the GM office the Cash Advance Reconciliation Form (See Forms and Instructions), receipts labeled and in corresponding order to the Reconciliation Form, and any unused cash or foreign currency. Instructions for completing the Cash Advance Reconciliation Form are at the bottom of the form. Please note this form is for mission trip expenses paid by cash only. For reimbursement of trip expenses paid by credit card, please see “Credit Card Expense Reimbursement” section.



A receipt for every expense on the trip must be provided. In situations where a receipt is not available for small purchases (<$25), please document the date and purpose of the expense on a sheet of paper and include with receipts. If a portion of the cash advance is given directly to the in-country host, please have the host sign the Receipt For Funds Received Form (See Forms and Instructions) provided by GM office. 

Wired Money Reconciliation

If funds are wired to a Ministry Host in advance for trip expenses, Team Leader should obtain receipts and/or supporting documentation of how wired funds were spent for the trip. All receipts and documentation related to the funds wired should be given to Global Ministries office.
Credit Card Expense Reimbursement
Separate from cash reconciliation, please label and order receipts paid for via credit card and complete the “Trip Expense Reimbursement Form” (See Forms and Instructions). Instructions for completing this form are found at the bottom of the form. Turn in itemized receipts and the form to GM office within two weeks of returning from your trip. 



Travel Policies

Flight Policies
Booking Airline Tickets 

Once dates are confirmed by Team Leader, GM, and ministry host, GM will arrange travel plans (i.e. airfare, car rental, etc.).  Team Leaders are NOT allowed to contact the travel agency or make independent decisions regarding airfare.  GM office will work with our travel agent to identify a reasonable cost airfare with a schedule that meets the needs of the team.  Prior to confirming and purchasing tickets, an itinerary will be presented to the Team Leader for approval.  All registrations, copies of passports, release forms and deposits must be received by GM office before tickets will be purchased.  The paperwork gives GM the correct spelling of names and allows GM office to register all team members with the US Embassy/ Consulate in that country.  Team Leaders must also communicate with the GM staff of any special needs, seat requests, etc. before tickets are purchased.
No One Travels Alone

GM does not allow any person to travel alone on a mission trip.  This is for the safety and protection of the individual.

Earning Frequent Flyer Mile Credit

It is each team member’s responsibility to add his/her frequent flyer number during registration of the mission trip.  Those numbers are submitted at the time of ticketing to the travel agent. 

Frequent Flyer Miles Used to Obtain Airline Ticket

The use of frequent flyer miles is allowed if the itinerary matches the team’s itinerary.  The trip participant fee will be recalculated based on the value of the ticket JFBC would have purchased.  Any fees or taxes associated with FF tickets are the participant’s responsibility.  The team member must provide an email stating they are using miles for travel.  The cost of the trip will be calculated once the email is received.  
If 50% of the cost of the airline ticket purchased by JFBC is greater than the 50% of remaining participant expenses, the trip participant fee is $0.

For example: 

JFBC Airfare Cost 




$1000 

Participant Expenses  (hotel, food, insurance, etc)  
$600

50% of Airfare




$500

50% of Participant Expenses


$300

$500 is greater than $300  =  Participant fee is $0



If 50% of the cost of the airline ticket purchased by JFBC is less than the 50% of remaining participant expenses, the trip participant fee is the difference of 50% of participant expenses and 50% of airfare.

For example: 

JFBC Airfare Cost 




$700

Participant Expenses  (hotel, food, insurance, etc)  
$800

50% of Airfare




$350

50% of Participant Expenses


$400

$350 is less than $400 = Participant fee is $50

*Participant is always responsible for 100% of touring expenses.

Upgrades on Flights

JFBC discourages the use of any upgrades on flights.  We consider the travel portion to be a meaningful team building experience for each team member.

Extended Travel Time

Anyone going on a JFBC sponsored mission trip is required to travel with the team to the destination.  It is important for the team to build community in order for the mission trip to be successful.  Travel is a very important part of this process.  If trip participant needs to extend travel time for any reason, approval is required and GM prefers that it be on the back end of the trip.  The trip participant needs to work directly with the GM office early in the planning process and PRIOR TO tickets being purchased.  Any fees associated with this addition to the trip will be charged in full to the individual.
Cancellation Policy

Trip deposits are non-refundable after purchase of airfare or payment of agency fees!  If a participant cancels after airline tickets have been purchased, the cost of the airline ticket will be charged to the individual as agreed upon in the trip registration.  Various airlines have different policies regarding cancellation.  The worst-case scenario is that the participant will lose the entire cost of the ticket.  Another scenario is that the participant will receive a credit with the airline equivalent to the cost of the ticket.  If cancellation is due to medical illness or death of a family member, GM will work with participant to send proper documentation to the airlines to request a refund.  There are no guarantees the airfare will be refunded.  If travel restrictions issued by the State Department arise after ticket purchase, most airlines will issue a refund or credit.


Lodging Policies


Hotel Arrangements
GM and in some cases the Team Leader will contact the ministry host to plan for team lodging.  It is best if the ministry host makes the hotel arrangements for the group.  The local person usually gets a much better rate than having someone from the USA make a reservation or find something on the internet.
Double Occupancy Policy
GM requires double occupancy in each hotel room.  This policy is for the protection of each team member: safety protection, spiritual protection, and integrity protection.  The Team Leader is included in this policy of double occupancy.  If the number of males/ females or couples is not even, we understand there will be someone in a single room.  If for some reason a person on the team is requesting a single room, that participant’s fee will be increased (GM will pay 25% of room and participant pays 75% of room).
Lodging Due to Flight Delays

If a flight delay occurs where an overnight stay is necessary, it is the Team Leader’s responsibility to work with the airline to obtain a hotel voucher.  If the airline does not provide a voucher, the Team Leader can use discretion and obtain lodging (double occupancy) for the entire team and GM will reimburse the Team Leader once the team returns.

Team Travel Policies

Transportation to and from Atlanta Airport

GM recommends that the Team Leader coordinate airport transportation so that all team members know when and where to meet prior to check-in. It is acceptable to have individuals meet at the airport in a designated location then check-in all together with the airline. When you return, have each team member make personal arrangements for pick-up at the airport.

GM can reserve a JFBC van upon request.  An approved driver form must be turned in as well as the name of a transportation coordinator if for some reason the JF vans become out of service during the trip.  

GM does not cover the cost of van or bus rental or airport parking.  

If vehicles are left in the JF parking lot during a trip, the owner’s information (name, phone number, car make, tag number, and emergency contact) needs to be emailed kim.land@jfbc.org


Checking in at Airport
The team must check-in all at one time with the airline. All bags must be checked to the final destination.
Tipping

Any tipping for personal baggage handling, maid service, ministry host, etc. is not covered by GM.  This issue is one to be discussed in the team meetings prior to departure.  If there is a known tip fee for the trip, it will be included in the participant fee in the budget and individuals will have pre-paid for that tip.  The Team Leader will be given that money in their cash advance. For example, if there is a driver assigned to the team for the duration of the trip, GM will anticipate the tip and include this in the cash advance.
Rental Car

When renting a car in the United States or in a foreign country, you must add the insurance option for the vehicle before checking out.  This policy is for the protection of the driver as well as the church.
Alcohol

We ask all participants on JFBC mission trips to abstain from drinking alcoholic beverages. Our intention is not to be legalistic with this decision but rather to be sensitive to individuals both inside and outside JFBC.

Cell Phone Usage
JFBC does not reimburse for cell phone usage on trips.  We recommend that the Team Leader make arrangements with his/her personal cell phone company to let them know about their upcoming trip so that it is available for use in the case of an emergency. In the case of an emergency, GM will reimburse Team Leader for cell phone use and other expenses related to the emergency.

GM has a few cell phones available for international use, but they do require purchase of a SIM card upon arrival in-country. These cell phones are for in-country communication with host, drivers, etc.  If you would like to borrow one of these phones please notify the GM office at least one week prior to departure.
Cell phones should not be a distraction during daily ministry activities.
Loss of Personal Belongings on Trip

JFBC is not responsible for the loss of personal belongings on mission trips.  It is up to each individual to file claims with his/her personal insurance company to recover any cost associated with the loss.


Registering with State Department (International Trip Only)
GM registers each trip participant with the US State Department so that in the case of a national emergency, the team is located and kept up to date with information as well as evacuated if necessary.  Accurate lodging and in-country contact phone number needs to be provided to the GM office for this registration one month prior to departure.
International Medical Insurance (International Trip Only)

GM purchases International Medical Insurance for each participant for the full length of the trip. If an injury occurs during the trip, follow the instructions on the “What to Do in Case of Injury” guide in the Forms and Instructions. Insurance cards will be provided by GM office for each individual team member. Team members are encouraged to keep these cards with them at all times during the trip. Team members are responsible for all expenses related to the injury during the trip and for following up with the claim upon their return in order to receive reimbursement. 


Preparing Your Team

Promotion of Trip
Bulletin –Team Leader can write a short 2-3 sentence explanation of the trip with your contact information included for the bulletin. It must be emailed to Alisa.Glover@jfbc.org by Friday for the Sunday bulletin the next week. Bulletin blurbs can run a maximum of 3 consecutive weeks.

Online at www.johnsonferry.org – Each trip that is open for registration has a brief explanation online located on the Missions section of www.johnsonferry.org.   Team Leader should prepare the text for trip description and email it to Alisa.Glover@jfbc.org.
Posters – Team Leader can create regular or legal size posters for the bulletin boards located in the JF hallways. GM staff will print, copy and hang posters.
Sunday Bible Study Classes – Team Leader can target his/her SBS class or a specific class where there could be trip interest. Request permission to advertise or share information with class from class mission rep or director.
Personal Invitation – GM has found the best way to form a team is by personally calling individuals, explaining the opportunity and inviting them to participate.  This tends to generate the most excitement and has the best track record for forming a strong team.  Additionally, a list can be provided in the GM office of those people who have expressed an interest in going on a mission trip.
Trip Planning Meetings

Work with Case Manager in the GM office to plan for an appropriate trip training strategy. Note: meals, materials or other expenses related to trip training meetings will not be reimbursed by GM.

Registration and Deposit
Once a budget is complete, the trip is available for registration at www.johnsonferry.org.  Online registration allows for the Team Leader to receive a copy of each person’s registration via email.  If someone does not have internet access, they can make an appointment with the GM office for assistance in getting registered online. GM will determine the deposit amount which is typically 50% of the cost of airline ticket. A deposit, registration, and copy of valid passport must be received before any ticket will be purchased.

Fundraising 
Personal fundraising is allowed for people going on mission trips.  We ask that people send letters to their family, friends and co-workers.  JFBC prohibits solicitation of funds through visitation of SBS classes or obtaining lists of JF members. A sample fundraising letter can be found under the Resources Tab.

Any gifts designated by individuals or SBS class members for specific trip participants MUST be collected by the trip participant and turned in to the GM office for processing.  All checks must be made payable to JFBC with a separate note stating trip name/participant name. Donors will receive contribution credit. If a trip participant raises funds greater than the participant fee, the trip participant can receive a refund up to the amount of their personal deposit; otherwise, funds will go toward ministry expenses for that trip.
Passport Information
A copy of each trip participant’s passport is due with the deposit and online registration. GM will provide Team Leader with a copy of each participant’s passport to take with them on the trip.
Each trip participant is responsible to ensure that the passport expiration date is at least six months past the trip departure date and that there are 2 blank VISA pages in the passport.  Airlines and immigration control may refuse entry into the country if the passport does not meet these requirements. The trip participant is asked to verify this information with the online registration.
Obtaining a Passport
Trip participants are responsible for obtaining a valid passport. For new or expired passports, allow at least eight weeks for processing.  Some mission trip locations require a VISA and will require additional processing time. To apply for a passport, the following is required:

· Completed passport application.  Applications can be obtained from most US Post Office locations or from the website at www.travel.state.gov. You may also schedule an Appointment at the Atlanta Passport Agency by calling 1-877-487-2778.
· Certified copy of your birth certificate (with the state or county seal), an American passport, or naturalization papers (no copies will be accepted).
Note:  Certified birth certificates are available by writing or calling the county health department in the county where you were born. By writing “Request for Copy of a Birth Certificate” on the outside of your envelope, you may speed up the process.

· Two identical passport photographs (special passport film used) with white background only.  Photos can be taken at any CVS, Walgreens or Rite-Aid. 
· A check or money order for the current cost of passports.  An execution fee is required.


· Valid driver’s license from any state in the US.  Parents must accompany minors.    

· Certified proof of name change, if applicable.
· To expedite the application process, an additional fee is required.

Note:  An adult passport is valid for 10 years. All children, regardless of age, are required to have a U.S. passport for any country requiring a passport for entry.
Visa Information
· Some countries require a Visa for entrance.  This may include transit Visa when a layover is required for travel.  GM will notify the Team Leader if Visa is required, provide applications for all trip participants, instructions on how to complete applications and deadline for processing. (Typically 6 weeks prior to departure)
· Visa Application, 2 passport photos and the participant’s passport must be submitted to the GM office.  Passport size photos can be taken at any CVS, Walgreens or Rite-Aid.

· It is the Team Leader’s responsibility to collect all paperwork and turn it in all at once.
Immunization Information

The following immunizations are required for all JFBC sponsored international mission trips at the participant’s personal expense.
Hepatitis A


Adult Polio Booster


Updated Tetanus


Others required by specific countries (instructed by GM)
Where do I go to get shots?



1. Passport Health – 770-649-1675

990 Holcomb Bridge Road
Suite 4
Roswell, GA 30076 

Phone: 770-649-1675
http://www.passporthealthatlanta.com
2. Marietta Travel Health Services
1650 County Services Pkwy
Marietta, GA 30008
Phone: 770-514-2485
http://www.cobbcountypublichealth.org


Clinics recommend that you need to be immunized for everything. GM will work directly with the host to determine immunization needs for the specific area in which you will be conducting ministry. Any additional immunization beyond GM’s recommendation is optional.
Required Evangelism Training

Each year, every mission trip participant (including Team Leaders) is required to complete evangelism training via a live training session. GM office will provide schedule of live training sessions. 

Trip Commissioning
One or two weeks prior to trip departure, each team will be mentioned during the welcome in all six Sunday Morning Worship services. The names of team members will be listed on the screens and each team is prayed for at that time. Your team will not need to come forward during the worship services. 
Trip Policies/Tips for Travel

Review all policies in the Trip Policies section with your team.
Reminders to Team Members:

Notify credit card companies of international travel

Notify cell phone companies of international travel

Pack clothes in a carry-on in case of airline delays/lost luggage
Get immunization shots at least 8 weeks in advance of trip

Discuss appropriate dress attire with team

Crisis Management

The following document contains the steps GM has taken and will take in the event of a crisis while a team is on a JF mission trip.
GM Crisis Management Document

Prior to trip departure, JFBC Global Ministries prepares teams going to an international destination with the following:

1. Register each team member with the US State Department and provide a location where the team will be staying while in-country.

2. Collect pertinent information for each team member including emergency contact and copy of passport. Ensure Team Leader takes copy of each team member’s passport on the trip.

3. Provide the Team Leader with a direct consulate or embassy phone number for the destination country and any country scheduled for a layover as well as cell phone numbers for in-country host and Ricky Wheeler, Kyle Collins and Brian Fox.

4. Obtain VISAs for each team member, if required, with appropriate language for the trip’s purpose. Coach the team on how to accurately fill out the immigration form (ie. Tourist, humanitarian, education, etc).

5. Ensure in-country host has applied for and received appropriate approvals and documentation for the work the team will do while in-country

6. Ensure in-country host has crisis/emergency plan.

7. Require host or Team Leader traveling internationally to update GM staff via email or phone calls while in-country.

8. Each team member is required to attend a security training session.

9. Train the team on key procedures if a crisis occurs:
a. Contact US Embassy/Consulate, if appropriate

b. Team Leader or host only should contact GM staff

c. Inform team of what to say and what not to say regarding the purpose for their trip

During a Crisis:

1. GM staff receives a call from Team Leader or host, obtains all necessary information, and determines appropriate 1st steps.

2. GM staff will inform Bryant Wright and Jerry Maxfield of the situation and advise how to address media and others for the safety of the team and in-country host.

3. Implement contingency plan:
1. Alert travel agent and engage to help as appropriate.

2. Notify team members’ emergency contacts when appropriate.

3. Notify necessary government officials

4. In-country host will support team as appropriate during the crisis.


Spiritual Leadership

JFBC Key Core Values
Like everything else in JFBC church life, we believe that the Key Core Values should guide the way we conduct our short-term teams.  We go on mission for a week or two in order to live out our calling to the Great Commission, yet much of that calling happens back home in our everyday lives.  It is imperative, therefore, that we view these trips as a vital discipleship tool in the lives of our people.   

With this in mind, consider how the Key Core Values might better permeate your teams:  

· We desire for JFBC to be more and more like Jesus.  We should maximize opportunities for participants to become more like Jesus before, during and after the trip.  

· We consider worship to be our number one ministry priority.  Leaders should incorporate worship into daily activities on the mission field, regardless of whether a worship leader is present.
· We want to reach as many people for Christ as possible, both locally and globally.  We must make sharing the Gospel a high priority for our teams and train them to do so in a biblical, succinct and culturally relevant manner. 
· We believe preaching and teaching God's Word is central to discipling believers.  We should have daily team time in the Word and look for ways to use the Word as part of ministry outreach.     

· We believe in an unchanging message and are committed to ever-changing methodologies.  Leaders should connect with the in-country host in order to best train teams in the area of culture.  How do we minister differently in Africa versus the Middle East or downtown Atlanta?
· We want to have a "kingdom vision" for ministry.  We partner with Southern Baptists as well as other Great Commission Christians.  
· We want to be faithful stewards.  Leaders should handle trip finances as the Lord’s money by staying within the approved trip budget and reconciling expenses promptly upon return.  
· We believe prayer is our power source.  Leaders must give corporate and individual prayer a priority both before and during the trip.  Leaders should consider guiding teams through a time of consecration (prayer and fasting) prior to departure.  
· We want to do ministry with excellence.  Preparation is vital to the success of a mission and will maximize the ministry opportunities while on the trip.
· We believe in "Extra Mile" servant ministry.  It should be every leader’s goal to prepare teams to be ready to serve and not expect to be served.  
Non-Negotiables

As you make preparations for your team, consider the following “non-negotiables” that GM staff believes should be incorporated into every trip:  

· Team training.  It is imperative that every short-term team hold several team meetings prior to departure. The purpose of these meetings varies based on the trip.  There are, however, some vital components that should be a part of all, including team building, corporate prayer, cultural training, and trip planning.  

· Prayer team.  Each team is expected to assemble a group of friends and/or family who will commit to pray daily for the trip.  The prayer team should be informed of team member names, trip dates, details, and prayer requests.  If at all possible, the prayer team should be sent several prayer updates during the trip itself.  Team Leader can assign a team member to collect prayer team email addresses and oversee email updates from the field.  

· Spiritual Warfare.  Teams should be trained in the types of spiritual attacks they will face and how to combat them.  The document “Primer on Spiritual Warfare” can be found at www.johnsonferry.org/missions.aspx under the “Global Ministries Links” section.
· Daily prayer/devotions/debrief.  During the trip, at a minimum the team should meet daily for corporate prayer.  Ideally, the team should meet each morning for worship, prayer and a brief devotion, followed by an evening team debrief time in which members share about the day’s experiences.  

· Share the Gospel!  Evangelism is at the core of JFBC mission trips. GM expects each team to find ways to share the Gospel that are culturally appropriate and include an invitation for others to follow Christ. Evantell Evangelism training is required for all trip participants (See Resources). In addition, there are a variety of methods teams can employ, including personal testimony, Evangecube, Steps to Peace with God, “The Romans Road,” and one-verse evangelism, among others.  
· Final debrief.  At the end of the trip (prior to arriving in Atlanta), each team should have a time to share what the Lord has done in their lives that week.  The Team Leader should take the opportunity to challenge them to apply to their daily lives spiritual lessons learned on the trip. 

· Trip reporting.  It is important for the success of future trips that each Team Leader complete the Trip Results Form in a timely fashion and also submit 4 or 5 quality ministry-in-action photos from the trip.  Some leaders will be asked to shoot video with a GM-provided camera.

It is our hope that these trips will be a powerful discipleship tool for our people—so that we will be transformed into Great Commission Christians at all times and in all places.  


Resources
Luggage / Luggage Tags
There are extra pieces of luggage at the GM office that can be checked out for use in carrying supplies on mission trips.  Contact globaltrips@jfbc.org to reserve a certain number of duffle bags or suitcases.

Upon request, GM will provide luggage tags for each team member.  Contact globaltrips@jfbc.org 
VBS Materials

Global Ministries will provide the following VBS:

Puppets


Stacking Cup Game


Evangecubes


Chemical Cross


Recommendations on crafts through Oriental Trading



Sample Fundraising Letter

Date 

Dear   XXX ,

                <Short intro paragraph with a general greeting and life update>              

               This summer, I have the exciting opportunity to go to COUNTRY on a mission trip DATES, with the high school ministry at Johnson Ferry Baptist Church.  We will participate in a variety of ministry opportunities in COUNTRY such as………..  Our goal while we’re in COUNTRY is to serve the people and to share the hope that is found in the Gospel of Jesus Christ.  

While I am confident the Lord has called me on this trip, I am also stepping out in faith and trusting the funds needed for this trip will be provided even during this tough economic time.  The total cost is $DOLLAR AMOUNT.   Would you consider contributing to this mission trip through a gift of $50 or $100?  Any amount is welcome.  I hope to have the support raised by DATE.  

Any contribution you make will be tax deductible.  Checks should be made payable to Johnson Ferry Baptist Church and should include a separate note that it is for Your Name/ Trip. Please return your check to my home address at: 

Your Name

Street address

City, ST ZIP

Phone

Blessings, <include some form of thanks>
Name

                 

                
         

 Sample Receipt for Funds Received Form 






Cash Receipt

This certifies that I, ___________________, received $____________ for the following:  

________________________________________________________________________________________________________________________________________________

This money was provided by ________________________________________________


________________________________________

Recipient

________________________________________

Team Leader
________________________________________

Date






	Sample Cash Advance Reconciliation Form
CASH ADVANCE RECONCILIATION 



	Global Ministries

	678-718-1390

	
	
	
	
	
	
	
	

	 
	
	
	
	 
	
	
	

	TEAM LEADER:  _______________________
	Destination:  _________________________

	Phone number:  ______________________
	Dates:  ______________________________

	Email:  ______________________________
	
	
	
	

	
	
	
	
	
	
	
	

	Section 1: Total Cash Advance

	Date
	 
	 
	 
	 
	 
	 
	Amount in USD ($)

	 
	Cash Advance
	 

	 
	 
	 

	 
	 
	Cash Advance Total
	$0.00 

	Section 2: Receipt Reconciliation

	Date
	#
	Description
	Budget 
Category
	Receipt Amount
	Currency
	Exchange Rate = $1
	Amount in USD ($)

	 
	 
	 
	
	 
	 
	1
	$0.00 

	 
	 
	 
	
	 
	 
	1
	$0.00 

	 
	 
	 
	
	 
	 
	1
	$0.00 

	 
	 
	 
	
	
	 
	1
	$0.00 

	 
	 
	 
	
	 
	 
	1
	$0.00 

	 
	 
	Receipt Reconciliation Total
	$0.00 

	Section 3: Cash Returned

	Date
	 
	 
	 
	Amount
	Currency
	Exchange Rate
	Amount in USD ($)

	 
	Cash Returned to GM
	 

	 
	Foreign Currency Returned to GM Office
	 
	 
	1
	$0.00 

	 
	 
	Cash Returned Total
	$0.00 

	AMOUNT DUE LEADER(-) or JFBC(+)
	$0.00 

	This form is for cash only and should be submitted to the Global Ministries Office within two weeks of your  

	return from your trip. Attach all receipts to this form labeled with a corresponding number, category of expense    

	and names of people for meals (for teams > 3 people, write "team" plus the names of the hosts included in the meal.)

	ALL CREDIT CARD CHARGES MUST BE SUBMITTED AND RECONCILED SEPARATELY.
	

	
	
	
	
	
	
	
	


Sample Trip Expense Reimbursement Form
	EXPENSE RECONCILIATION 



	Global Ministries

	678-718-1390

	
	
	
	
	
	
	
	

	 
	
	
	
	 
	
	
	

	TEAM LEADER:  ______________________
	Destination:  _______________________

	Phone number:  ____________________
	Dates:  ______________________________

	Email:  ______________________________
	
	
	
	

	
	
	
	
	
	
	
	

	Section 1: Receipt Reconciliation

	Date
	#
	Description
	Budget Category
	Receipt Amount
	Currency
	Exchange Rate = $1
	Amount in USD ($)

	 
	 
	 
	
	 
	 
	1
	$0.00 

	 
	 
	 
	
	 
	 
	1
	$0.00 

	 
	 
	 
	
	 
	 
	1
	$0.00 

	 
	 
	 
	
	 
	 
	1
	$0.00 

	 
	 
	 
	
	 
	 
	1
	$0.00 

	 
	 
	 
	
	 
	 
	1
	$0.00 

	 
	 
	Receipt Reconciliation Total
	$0.00 

	Attach all receipts to this form labeled with a corresponding number, category of expense and names of people

	for meals for teams > 3 people, write "team" plus the names of the hosts included in the meal.)
	

	Section 1:  
	
	List each individual expense in the blank lines provided above and copy any additional lines 

	Date
	
	- enter the date reflected on the receipt
	
	
	
	

	#
	
	- please order receipts and hand write the sequential number in the top right corner of the receipt

	Description
	
	- enter the vendor name from the receipt
	
	
	
	

	Category
	
	- please select one of the following in the drop down box:
	
	

	
	
	Hotel/lodging
	
	
	
	
	

	
	
	Banquet
	
	
	
	
	

	
	
	Conference/Ministry Exp
	
	
	
	

	
	
	Missionary Gifts
	
	
	
	
	

	
	
	Other, Etc.
	
	
	
	
	

	Receipt Amount
	
	- enter the amount as it appears on the receipt
	
	
	

	Currency
	
	- enter the type of currency (ex. Peso, Euro, Pula, etc. )
	
	

	Exchange Rate
	
	- enter exchange rate of currency to dollar (ex. 10.843 pesos = $1)
	

	Amount in USD
	
	- this field will be calculated for you 
	
	
	
	

	
	
	
	
	
	
	
	

	When reconciliation is complete, please attach this spreadsheet in an email to Lynda.Hunnicutt@jfbc.org
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