MissionExcellence Team Leader Assignment Checklist

PRE-FIELD
4-6 MONTHS BEFORE DEPARTURE

Date Due Completed
__ Prepare trip proposal fOr @PProVal ...........ooeoioieeee et ee s O
_ Determing trip rEQUITEIMENTS ......oiiiiieiii ettt sttt ettt e ee e e ese e e e eeaeeaeeeseeeesaeeseeneeneeneeneeneeaneaeees O

Publicize trip and SCreen apPliCANTS .........cciiiiiiiiiice et e O
__ Collect necessary paperwork (make separate checklist) ...........cocooiiiiiiiis i O
__ Track accomplishment of trip reQUIrEMENTS ........couiiiiiiiiie et et O
__ Distribute fundraiSing iNfOrMation .............ooi i et O
S I = Tod G =TT 0 g TR0 o o Yo o o] o T | =TT USSR O
__ Schedule team mMeetingS/TraiNINg .......ccoeeiieereee ettt e e e eeeseeeeeeeeseeeneeseeneeneeneeaeeaeeneees O

PUICNASE @IFTATE ...ttt ettt e et et en feteseeeseeteeneeseeneeneeneeaeeaeeneeaean O
— Communicate With hoSt @S NEEAEM ...t et O

1-2 MONTHS BEFORE DEPARTURE

_ Conduct team MeEetiNGS/TraiNING .. ..c.ooiiiie ettt e eres seeeteeeeasesaeeseaseaneeneeneeaeeaeeaeees O
— Send fuNdS t0 the fIEld ...t e te et et et ee e e O
__ Register team on State Department WEDSITE ..........ooiiiiiiieee e O

Purchase iNSUranCe fOr TEAM ..ottt ene eeteste et re e ere e e e e e e e eeeeeeaeeeeas O

1-2 WEEKS BEFORE DEPARTURE
— Begin SPIritual JOUMNQAL ...ttt et e e et ee e n e e et e e e e e e e O
__ Church COMMISSIONING SEIVICE ....c..iiuiiiiiiiieieeeieee ettt ettt e e e e e £eeeeeeeeeeeeeaeeseeneaneeneeneeneeaeeaeees O
__ Update prayer team by phone and/or @mail ............ccocoiiiiiii s e O
__ Arrange transportation t0/frOM @IFPOIT .........c.ooiiiiieie ettt et ettt s e e e e e e seeeeenee s O
__ Emergency Contact Information diStributed ..o e O
ON-FIELD
Date Due Completed
— Communicate daily With ROST .........oii s et O
B I = To G {0 1o o3 A= o T=T 1 T SR O
_ Daily team debriefing MEETING .......coioiieie ettt ettt re e e e ne e e e O
__ Conduct trip debriefing/individual evaluation forms ...........ccccoiiiiiiiiiiis e O
POST-FIELD
2-4 WEEKS AFTER RETURN
Date Due Completed
__ Complete post-trip evaluation fOMM .........ooiiie e ceeeeee e eee e e ete e e e e e e neeseenee s O
— Follow-through With ROST ..ot ettt e e enes O
S O3 10 (ot 0 T T (o T =T g T =Y o Yo o AR O
__ Conduct post-trip follow through Meetings .......cc.ooi i e O
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