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General Information

The purpose of this document is to provide gergualance and identify the responsibilities of the
Team Leader. The Team Leader is not expectedrforpeall of these tasks. Delegation of the
tasks to other team members is appropriate; howelrerTeam Leader is responsible for their
timely completion.

Note: The Travel Coordinator will normally completense of the listed tasks (marked with a TC).
It is up to the Team Leader to ensure that cootidinabccurs between the Team Leader and the
Travel Coordinator.

4 - 6 Months Before Departure

Propose Mission Trip departure and return datélseddoard of Directors. - TC

Have the Honduras Agape Foundation (HAF) Secretang an informational letter to all
prospective team members advising them of datésyaed costs, etc. — TC

Have trip dates publicized through newsletters ramiulletins, and the HAF web site. —
TC and Awareness & Development Chairman

Review the Team Member Orientation Manual.

The maximum number of team members is currentlysis may be waived under certain
circumstances with HAF Board approval.

Determine airfare for the proposed trip dates. — TC

As Occurring

Purchase ticket/s for team members as they cononatdpecific trip. The full name and
birth date of each traveler (as shown on the pagspe well as the emergency contact
information, is required when the ticket is purdadds Tickets are non-refundable and non-
transferable; after this point, a change fee (8lprc$150) is required to change the date of
the ticket. - TC

Team members are expected to pay the total ticdsttas soon as reasonably possible after
the ticket is purchased.

2 Months Before Departure

Schedule at least one team planning and trainireginge
Provide a copy of the Team Member Orientation Matmaach team member.

1 Month Before Departure
From the list of planned projects provided by theegrated Planning Committee (IPC),
designate leaders for each project.
The balance of travel fees (daily fee, insurante) & due one month before the trip date.
Hold pre-trip meeting.
Obtain 2 copies of each traveler’s passport.

Obtain copy of Missionary Application (including engency contact information)
from each traveler or from the TC.
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Review Team Member Orientation Manual with new moisaries. Assign a
Treasurer for the trip. Treasurer duties includediing team funds, securing
passports, logging all expenses, and preparingithénancial report.

Discuss the purchase of Traveler's Medical Insuganc

Assign a local Emergency Contact Lead (typicalpause of a Team Member) to
relay messages to other Emergency Contacts.

Review travel arrangements to/from airport inclgdimeeting time and location.
Coordinate travel to/from the airport. - TC

Determine interest in a possible cultural/histdris@e trip. (Note that this will
involve extra cost for those participating. Seged below.)

Ensure that the HAF treasurer has transferredcserfti funds to Quimistan to cover team
expenses. This would normally be the amount c@teéor Daily Fees. ($6750 for a full
10-day trip with 15 team members) less $100 to #80€over stateside gasoline and pre-
trip purchases.

2 Weeks Before Departure

Notify the HAF Administrator in Quimistan to withalw a portion of the team funds prior
to team arrival (typically $500 for a full 10-da¥5-member trip) for use by the Team
Treasurer for incidental expenses, such as gasofiteam supplies, during the trip. (Note
that Traveler’'s Checks require a holding periothatlocal bank, so we do not normally use
them.) In addition to team cash, the HAF Admimigir may also be requested to withdraw
small amounts of cash in lempira for personal ysedch traveler. These funds will then
be reimbursed to the HAF Administrator by eachdtaw from their personal funds upon
arrival in Quimistan. — TL/TC

Develop a proposed daily schedule of activitiesnfrihe list provided by the IPC (listing
each known activity; the community where the atyiis to be held; the recommended time
of day to conduct the activity--i.e. morning, afteon, evening, etc.; local people that may
need to be present; any special items of intesest) as need to pack lunches, etc.) Submit
the schedule to Maynor so he can begin making ¢ésessary contacts to schedule the team
activities or propose adjustments to the schedeflerb the team arrives.

Purchase team supplies. See list in the Team Me@ibentation Manual and Team Trunk
inventory from previous mission trip.

Purchase Traveler's Medical Insurance for the tesmd, provide copies of the information
to the team members. - TC

Check all passports, passenger lists, and datesraesl of departure.
Verify arrangements to meet other team membessyif not traveling from Aiken.

When you receive your electronic information, werthe proper dates and the correct
names of the passengers are specif#diC
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1 Week Before Departure

Pack the team trunks. Prepare an inventory lise&eh trunk, so that members know what is in
their assigned trunkUse the TSA-accessible combination padlocks filgtadditional locks are
needed, use the red TSA padlocks and carry thedggrately.

Distribute team name tags and travel insurancescard

Verify travel to airport and return arrangement§G

Prepare labels for the luggage / trunks.

Provide emergency contact lists to family membeBee Attachment #3 for Emergency
Phone Numbers.

Register the trip with the US Embassy through tiveb site:

(https:/itravelregistration.state.gov/ibrs/home.asp.  You will need each team member’s
name, birth date, phone number, email address, pasdport number. The Travel
Coordinator has the required login ID and passviomégister the team. - TC

Day of Departure

Make sure all team members have passports andgifkeelectronic tickets) in hand.

Team meets at designated location, typicallsharchin Aiken, at the pre-arranged time,
typically 0400-0430, for transport to the departamport (typically Atlanta, Augusta or
Columbia). Review TSA guidelines regarding contwradbitems. Caution team members to
put any carry-on liquids or gels (less than 3.4containers only) in a 1-quart zip lock bag.

On the afternoon or the evening of your arrivaQuimistan, the team leader will meet with
Maynor to review the team schedule and determinetbaearrange the schedule in case of
inclement weather, poor road conditions, etc.

In-Country Duties
On the first day of the trip, discuss the followitogics with the team:
Encourage team members to witness. Remember thiaprouary goal is to reach
people for Christ.
Heat Stress prevention (see Attachments #1 and #2)
Security (buddy system)
Internet usage and blog assignments
Gifts / Tips

For the duration of the trip, arrange all team\atiéis, such as work projects, side trips, andydail
devotions. Post schedules, sign-up sheets, etc.
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Internet service is available at the ranch, buduigject to occasional “down time”. (See separate
document for instructions on logging in and bloggjnPersonal browsing and emailing is OK, but
should be limited to essentials, and should netriate with our true purpose in being there.

It is recommended that at least some members &f mésion team attend the following ongoing
activities, if at all possible, and observe or stsas opportunities arise:

One or more of the feedings of children at the fejeCommunity. These are currently
done on Sunday mornings, and on Wednesday andyraftexnoons.

Sunday morning worship/Sunday School of Martha Téem's children’s ministry
Agape Promises Bible Study on Sunday afternoon
Worship service at La Cosecha or other local chui€heck on times after arrival.)

A cultural/historical side trip is encouraged ietkeam is interested. (The cost of such a trip is
extra, howeverand is to be entirely borne by the participants) If the team opts to go out to a
local restaurant for a meal, this expense genesaliyld be paid for with personal funds as well.

Local staff members who work with us receive areadrupon “love offering”. We do not pay
hourly wages or salaries. The HAF Administratar QQuimistan) will handle the following
payments from HAF Funds:

The local translators currently receive $25/day.he T'senior” translators (the more
experienced ones) receive $30/day.

The kitchen and laundry staff persons currentlgirecapproximately $14.50 per day.

Our hostess, Martha Thomsen, currently receiveseadf $10 per person per day for
lodging, as well as $4.00 per day (for the whotertgfor Internet service.

Small gifts may be given to the staff, but tips wdonot be provided. Team members should not
be asked to provide funds for special gifts or.tig$e Foundation pays for all food. If in doubt,

pay it.

Handling Requests for Assistance

Our mission team members are often asked by las@ops with whom we come in contact to
provide funding or materials for a local projedther for their family or their community. All
such requests must be submitted in writing to Mayaoad will be forwarded to the Board of
Directors for consideration. No commitments shdutdmade at this point, as the project may be
outside of our present scope of activities or beyaur capabilities. Replies (positive and
negative) to written requests will be forwardedhe contact person shown on the request as soon
as practicable. Maynor may assist in writing up iibquest for those who are not literate.

Revision 4 December 2011



Prior to Departure from Honduras

Prepare an inventory of the storage location ferrtéxt team including an inventory of the
Team Supply Trunk and any other supply containat ktias been accessed, such as those
containing Evangelism and Nurture or Constructigppies.

Obtain mileage record from the logbook for use h# Expedition truck during the trip.
This information is required to properly compengatowners of the vehicle.

Allow 1 % hours for travel to the airport and pkan arrival at the airport 1 %2 hours prior to
departure time (i.e., leave Quimistan 3 hours leefloght time.)

Upon Your Return from Honduras

Return all trunks and locks to the storage location

Return unused funds to the HAF Treasurer, if nairned to the HAF Administrator and
deposited into the HAF account in Quimistan.

Request a financial report from the Trip Treasur@ee Att. #4) An Excel file template is
available for use by the Trip Treasurer from thavet Coordinator.

Prepare a trip report for the Board of Directorgluding a current Team Trunk inventory
(for use by the next team) and the number of niilesExpedition truck was driven

Encourage the team to tell their stories! Sharing experiences with family members,
friends, church groups and other local organizatigressential. Your financial supporters
and prayer warriors especially will want to knowve tlesults of their efforts. Also, increased
awareness of HAF in the community will help us tow and to raise needed funds to
support future projects.

Attachments:
Attachment #1 - Heat Exhaustion Chart

Attachment #2 - Heat Exhaustion Information
Attachment #3 - Emergency Contact List Template

Attachment #4 — Example Trip Treasurer Report
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Attachment #1 - Heat Exhaustion Chart

THE HEAT EQUATION

HIGH TEMPERATURE + HIGH HUMIDITY + PHYSICAL WORK

= HEAT ILLNESS

When the body
is unable to Relative Temperature
cool itself Flamigiey
through 20% 100° F
sweating, o SBE
serious heat
illnesses may .
occur. The most 60% 359G
severe heat-
induced
ilinesses are 50% — a0 F
heat exhaus- : 32.2°C
tion and heat
stroke. If —_
- actions are not 45— 59.4° C
taken to treat
heat exhaus-
tion, the illness 30%— 80°F
could progress e
to heat stroke o= (D)anger
i = Caution
gggt%?ssmle = Less Hazardous
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Attachment #2 - Heat Exhaustion Information

DECREASED and DARK COLORED URINE, FAINTING/PASSING
OUT, and PALE CLAMMY SKIN.

» Move the person to a cool shaded area to rest. Don’t leave the
person alone. If the person is dizzy or light headed, lay them on
their back and raise their legs about 6-8 inches. If the person is
sick to their stomach lay them on their side.

e Loosen and remove any heavy clothing.

* Have the person drink some cool water (a small cup every 15
minutes) if they are not feeling sick to their stomach.

* Try to cool the person by fanning them. Cool the skin with a
cool spray mist of water or wet cloth.

« |f the person does not feel better in a few minutes call for
emergency help (Ambulance or Call 911).

(If heat exhaustion is not treated, the illness may advance to
heat stroke.)
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Attachment #3 - Emergency Contact List

Name as on Passport

ER contact name

Relationship | Primary No. Secondary No. Email address

Translators (bilingual):
Daniel Reyes: 011-504-9-967-6960
Arturo Antelo: 011-504-9-787-4195

Contact Numbers in Quimistan:
Celia Delfina Village — Missionary Home
011-504-659-8361

Maynor Castillo, HAF Administrator
011-504-659-8071

Embassy in Tegupmalll-(504) 238-5114

www.honduras.usembassy.gov

Stateside Emergency Contacts:
Primary: Tommy Thompson 808-8826 (H)
Allen Blancett 803-649-5094 (H)
Karen Livingston 8632-6508 (H)
Note: The cquride for the USA is “001”.

Potential statedranslator: Bill Bengtson 803-648-4937
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Attachment #4 — Example Trip Treasurer Report
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