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Strategic Worksheet 
	TRIP LOCATION:
	     
	
	TRIP LEADER:
	     

	TRIP DATES:
	     
	
	TRIP ID#:
	     


	
	
	Action
	Person Responsible
	Comments
	Date Completed

	9 Months before Departure
	1
	Complete Strategic Missions Trip Proposal Form and meet with Missions Pastor
	     
	     
	     

	
	2
	Trip budget form submitted to Missions Office
	     
	     
	     

	
	3
	Contact Missions Office to schedule all team meetings
	     
	     
	     

	
	4
	Trip purpose and description sheet prepared for distribution
	     
	     
	     

	
	5
	1st Information meeting
	     
	     
	     

	
	6
	Prepare participant e-mail / address list
	     
	     
	     

	
	7
	Create trip ministry needs list
	     
	     
	     

	
	8
	After Jan. 1, 2006, all participants must complete the discipleship course, On Missions Light, before departure
	     
	     
	     


	Departure Date from US:
	     
	
	Arrival Date in US:
	     


	
	
	Action
	Person Responsible
	Comments
	Date Completed

	
	9
	After Jan. 1, 2006, team leader must complete a team leader orientation workshop
	     
	     
	     

	6 Months before Departure
	10
	2nd Information meeting
	     
	     
	     

	
	11
	1st Deposit due
	     
	     
	     

	
	12
	Distribute visa applications


	     
	     
	     

	
	13
	Check with Missions Office for price on tickets 
	     
	     
	     

	
	14
	Distribute application, release, and medical forms
	     
	     
	     

	
	15
	Distribute medical forms
	     
	     
	     

	
	16
	Distribute application forms
	     
	     
	     

	
	17
	Team treasurer selected


	     
	     
	     

	
	18
	Select home prayer coordinator and list of prayer partners
	     
	     
	     

	
	19
	Select field prayer coordinator and develop prayer list of preparation needs
	     
	     
	     

	
	20
	Field emergency contact information submitted to Missions Office


	     
	     
	     

	
	21
	Commissioning service date confirmed with Missions Office
	     
	     
	     


	Departure Date from US:
	     
	
	Arrival Date in US:
	     


	
	
	Action
	Person Responsible
	Comments
	Date Completed

	
	22
	Team members should receive all necessary immunizations
	     
	     
	     

	
	23
	Team members needing financial assistance should complete financial assistance form
	     
	     
	     

	
	24
	Schedule commissioning service
	     
	     
	     

	3 Months before Departure
	25
	Confirm application, visa, medical, and release forms are completed and returned
	     
	     
	     

	
	26
	Missions Office contacted to purchase tickets.  Note, only the Missions Office may purchase tickets and visas.
	     
	     
	     

	
	27
	Training conducted for team projects


	     
	     
	     

	
	28
	Team treasurer training completed


	     
	     
	     

	
	29
	Transportation to and from airport confirmed
	     
====
	     
	     

	
	30
	Select post-trip fellowship coordinator 


	     
	     
	     

	
	31
	Schedule team fellowship/debriefing (within 2 weeks of return)
	     
	     
	     

	
	32
	Select team photographer / videographer
	     
	     
	     

	
	33
	Team leader meets with Missions Pastor
	     
	     
	     


	Departure Date from US:
	     
	
	Arrival Date in US:
	     


	
	
	Action
	Person Responsible
	Comments
	Date Completed

	2 Months before Departure
	34
	Secure emergency medical insurance through Missions Office
	     
	     
	     

	
	35
	Final budget adjustments made

	     
	     
	     

	
	36
	Deadline to request financial assistance (requests for financial assistance must be received no later than 45 days before departure) 
	     
	     
	     

	
	37
	Order Team t-shirts
	     
	     
	     

	
	38
	Submit to the Missions Office three copies of the team list with names, address, phone numbers, passport numbers, and shirt size.
	     
	     
	     

	1 Month before Departure
	39
	Final disbursement of team funds and advances
	     
	     
	     

	
	40
	Schedule post-trip debriefing with Missions Pastor and team leader
	     
	     
	     

	
	41
	Confirm luggage restrictions with airline
	     
	     
	     

	
	42
	Missionary gifts collected
	     
	     
	     

	
	43
	Gifts for translators and assistants collected
	     
	     
	     

	
	44
	First aid kit picked up for packing
	     
	     
	     

	
	45
	Team leader meets with Missions Pastor
	     
	     
	     


	Departure Date from US:
	     
=

=
	
	Arrival Date in US:
	     


	
	
	Action
	Person Responsible
	Comments
	Date Completed

	2 Weeks before Departure
	46
	Two-week team meeting

	     
	     
	     

	
	47
	Pre-trip team photo submitted to Missions Office
	     
	     
	     

	
	48
	Thank you letters written for individual and team support.
	     
	     
	     

	
	49
	Final confirmation of customs and immigration procedures.
	     
	     
	     

	
	50
	Article requesting prayer submitted to Missions Office for Worship Guide and Wednesday Reminder
	     
	     
	     

	1 Week before Departure
	51
	All trip supplies packed and weighed

	     
	     
	     

	
	52
	Pick up tickets/visas from Missions Office


	     
	     
	     

	
	53
	Team meetings completed


	     
	     
	     

	
	54
	Pick up digital camera(s) from the Missions Office
	     
	     
	     

	On the Field
	55
	Field orientation upon arrival
	     
	     
	     

	
	56
	Daily team devotions
	     
	     
	     

	
	57
	Field debrief on last full day on field
	     
	     
	     


	Departure Date from US:
	     
	
	Arrival Date in US:
	     

	
	
	Action
	Person Responsible
	Comments
	Date Completed

	2 Weeks after Return
	58
	Team fellowship/debriefing


	     
	     
	     

	
	59
	Evaluation forms collected, compiled, and returned to Missions Office
	     
	     
	     

	
	60
	Leader debrief with Missions Pastor


	     
	     
	     

	
	61
	Team Expense/Advance Reconciliation completed and turned into the Missions Office.
	     
	     
	     

	
	62
	Trip summary letter to Missions Office from each person that received financial assistance
	     
	     
	     

	
	63
	Team summary and pictures/videos given to Missions Office
	     
	     
	     

	
	64
	Thank you letters from all team members who received financial assistance to everyone who supported them
	     
	     
	     


	Departure Date from US:
	     
	
	Arrival Date in US:
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