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Notebook Plan

	TRIP LOCATION:
	     
	
	TRIP LEADER:
	     

	TRIP DATES:
	     
	
	TRIP ID#:
	     


Team leaders are expected to build a notebook for themselves that will make missions information readily available before, during, and after travel.  The following is a list of items that should be included in the notebook.

	1.
	 FORMCHECKBOX 

	Contact Information

	
	a.
	 FORMCHECKBOX 

	Missions Office

	
	b.
	 FORMCHECKBOX 

	Contact information for Home Prayer Captain

	
	c.
	 FORMCHECKBOX 

	Field contact numbers

	
	d.
	 FORMCHECKBOX 

	Emergency contact numbers (incl. State Department numbers and location on field)

	
	e.
	 FORMCHECKBOX 

	Transportation phone numbers for travel to and from airport

	
	f.
	 FORMCHECKBOX 

	Travel agent contact numbers

	
	g.
	 FORMCHECKBOX 

	Field contact numbers for alternate airlines servicing the cities of travel

	2.
	 FORMCHECKBOX 

	Team information packet

	3.
	 FORMCHECKBOX 

	Team budget information

	4.
	 FORMCHECKBOX 

	Airline Itinerary

	5.
	 FORMCHECKBOX 

	Hotel reservations

	6.
	 FORMCHECKBOX 

	Insurance information

	7.
	 FORMCHECKBOX 

	Field orientation information

	8.
	 FORMCHECKBOX 

	Expense check/vouchers for travel or for partners

	9.
	 FORMCHECKBOX 

	List of equipment

	10.
	 FORMCHECKBOX 

	Team roster with passport numbers

	11.
	 FORMCHECKBOX 

	Location of first aid kit

	12.
	 FORMCHECKBOX 

	Daily project schedule

	13.
	 FORMCHECKBOX 

	Daily devotion schedule/plan

	14.
	 FORMCHECKBOX 

	Team debrief-evaluation forms

	15.
	 FORMCHECKBOX 

	Location of photo/video equipment

	16.
	 FORMCHECKBOX 

	Parental Permission Affidavit for any minors

	17.
	 FORMCHECKBOX 

	Copies of following for each team member

	
	a.
	    
	Ticket

	
	b.
	 FORMCHECKBOX 

	Passport

	
	c.
	 FORMCHECKBOX 

	Visa

	
	d.
	 FORMCHECKBOX 

	Participation form

	
	e.
	 FORMCHECKBOX 

	Medical questionnaire

	18.
	 FORMCHECKBOX 

	Other materials as appropriate
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