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"United by the Same Blood"

Team Leader’s Manual

The purpose of this document is to provide guidance and identify the responsibilities of the Team
Leader. The Team Leader is not expected to perform all of these tasks. Delegation of the tasks to
the Travel Coordinator or other team members is appropriate; however, the Team Leader is
responsible for the intent.

Note: The Travel Coordinator will normally complete some of these tasks (marked withaTC). It
is up to the Team Leader to ensure that coordination occurs between the Team Leader and the
Travel Coordinator.

4 - 6 Months Before Departure

Confirm departure and return dates through the Board of Directors. - TC

Have the Foundation Secretary send an informational |etter to all prospective team
members advising them of date, costs, etc.

Review the Team Member Orientation Manual.

Reserve airfare for group. - TC

3 Months Before Departure

The deposit to the airline is due 3 months prior to the trip date. This deposit istypically
covered by the Foundation. Ten tickets are required in order to receive the group rates
(origination/return locations do not have to be the same). - TC

A $100 deposit isrequired in order to officially reserve a spot on atrip. - TC

The maximum number of team membersis currently 16. The maximum number of men or
women on atrip is 8 without Board approval.

2 Months Before Departure

The balance of flight costs is due to the Foundation two months before the trip date. The
final payment to the airline is due one month prior to the trip date. The month cushion is
allowed to ensure that al funds are paid. - TC

Develop alist of planned projects and coordinate |eaders for each project.

Schedule at least one team planning and training meeting.
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1 Month Before Departure

The balance (travel fee, etc) is due one month before the trip date. - TC
The final payment to the airline is due one month prior to thetrip date. -TC
The full name of each traveler (as shown on the passport) is required when the payment is
made to the airline. After this point, a change fee (typically $50) is required to change a
name. - TC
Hold pre-trip meeting.
Provide copies of the Team Member Orientation Manual.
Obtain 2 copies of passport .
Obtain Missionary Application (including emergency contact information) from
each traveler.
Review Team Member Orientation Manual with new missionaries.
Assign a Treasurer for thetrip.
o Dutiesinclude: Handle team funds. Secure passports. Log all expenses for
the eventua financial report.
Discuss the purchase of Traveler’s Medical Insurance.
Assign alocal Emergency Contact Lead (typically a spouse of a Team Member).
Coordinate travel to/from the airport. —=TC

Arrange for the trip treasurer to obtain cash (typically $1000 for afull 10 day, 16 member
trip) from the Foundation Treasurer. These funds are used for incidentals during the trip.
Traveler's checks require a holding period at the local bank, so we do not usually use them.

Ensure that additional funds have been transferred to Quimistan to cover team expenses
(usually about $1500 for afull 10 day, 16 member trip).

2 Weeks Before Departure

Purchase the team supplies. Seelist in the Team Member Orientation Manual.

Purchase Traveler’s Medical Insurance for the team and provide copies of the information
to the team members.

Check all passports, passenger lists, and dates and times of departure. - TC

When you receive your tickets or your electronic information, verify the proper dates and
the correct names of the passengers are specified. -TC

1 Week Before Departure

Pack the team trunks. Prepare an inventory list, so that members know what isin their
assigned trunk.

Verify travel to airport and return arrangements. - TC

Prepare |abels for the luggage / trunks.

Provide emergency contact lists to family members. See Attachment #2 for Emergency
Phone Numbers.

Register the trip with the US Embassy
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(https://travelr egistration.state.gov/ibrs’/home.asp). Y ou need names/passport #,
emergency contact. Michael Norton has the required login ID and password.

Day of Departure
Make sure all team members have passports and tickets (or electronic tickets) in hand.
Arrive at the airport at least 1 1/2 hours before your flight. Depending on the size of the
airport and the time of the flight, more time may need to be alotted. Remember TSA
guidelines and to caution team membersto put their film in the carry-on.

In-Country Duties

Day 1:
Discuss the following topics:
Encourage team members to witness. Remember that our primary goal isto reach
people for Christ.
Heat Stress prevention (see Attachment)

Security (buddy system)
Internet / Phone usage (available, but do not use excessively)
Gifts/ Tips

Arrange al team activities (side trip, daily devotions, etc.). Post a schedule.

A cultura/historical sidetrip is encouraged. Plan to include church members, if possible. The
church leadership should coordinate/approve the attendees from the local church. Integrate the
church membersin the activities and pay for al entrance fees and meals.

Meet with the Church leadership and conduct Foundation business as assigned by the Board.

The local trandators are paid $25/day. The Administrative Assistant (in Quimistan) should handle
this payment from the Foundation Funds.

The kitchen and laundry staff persons are paid approximately $8/day (same as alaborer). The
Administrative Assistant (in Quimistan) should handle these payments from the Foundation Funds.

Small gifts may be given to the staff, but tips should not be provided. Team members should not
be asked to provide funds for special gifts or tips.

The Foundation pays for all food and activities. If in doubt, pay it.
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Departurefrom Honduras

Prepare an inventory of the storage location for the next team.
Allow 1 %2 hours for travel to the airport and plan for arrival at the airport 1 ¥z hours prior to
departure time (e.g. leave 3 hours before flight time).

Upon Your Return From Honduras

Return all trunks and locks to the storage location.

Return unused funds to the Foundation Treasurer, if not deposited in the Agape account.
Request afinancial report from the Trip Treasurer.

Prepare atrip report for the Board of Directors.

Attachments:

Attachment #1 - Heat Stress | nformation
Attachment #2 - Emergency Contact List
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Attachment #1 - Heat Stress | nformation

THE HEAT EQUATION
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Name

Emergency Contact

Primary:
Alternate:

Primary:
Alternate:

Primary:
Alternate:

Primary:
Alternate:

Primary:
Alternate:

Primary:
Alternate:

Primary:
Alternate:

Primary:
Alternate:

Contact Numbers in Quimistan:
Agape Church phone number:
011-504-659-8549

Brother Rene's cell phone
011-504-996-8164-2 (cell)

Goyita& Mgjia

011-504-659-8228

Mgjia s (cell phone) 011-504-99-25-8535.
They live down the street and are leadersin the

church.

Embassy in Tegucigalpa 011-(504) 238-5114

Emergency Contact for Local Folks:

Primary: Michael Norton 648-9740 (H)

Jerry Taylor 641-2173 (H)

Roxanne Turnipseed 649-6915 (H)

Note: The country code for the USA is“001”".
Potential trandlator: Bill Bengston 648-4937

REV.1 February 22, 2008




