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Guidelines to Organize an NPC Sponsored Mission Trip 
Approval 
· Submit Application to Lead a Mission Trip to Outreach Committee chair 6 months prior to anticipated date of trip (http://www.nationalpres.org/publications/2011-Application_Lead_Mission_Trip.doc) 
· Outreach Committee evaluates application (OC meets the third Monday of each month) 
· Committee chair communicates Committee’s decision in the week following the meeting
Once approved, assess interest and recruit potential team members

· Publicize information about trip through church systems (bulletin, e-blast, website, etc.) and personal networking
· Organize informational meeting(s); determine interest level
· Inform Outreach Committee once trip is confirmed
· Provide forms: Application to Participate in a Mission Trip (http://www.nationalpres.org/publications/2011-Application_Participate_Mission_Trip.doc) and Application for Financial Assistance (http://www.nationalpres.org/publications/2011-Application_Financial_Assistance_Mission_Trip.doc)
· Review and screen applications; submit to Outreach Committee chair; provide leader assessment of applicants

Preparation and Training
· Make travel arrangements, reserve/purchase tickets
· Confirm in-country lodging and other logistics
· Intensify coordination with host ministry
· Communicate final itinerary and trip schedule to participants and OC
· Hold regular orientation and training meetings with trip participants
· Provide summary, periodic reports and copies of materials to Outreach Committee 
· Distribute and collect Traveler’s Profile forms; file copies with Outreach Assistant two weeks prior to departure
Finances
· Participants submit, if needed, Application for Financial Assistance to Outreach Committee Chair
· Trip leader recruits a trip participant to serve as treasurer 

· Treasurer receives payments from trip participants, records in spreadsheet for submission to Assistant for CC/OR
· Treasurer submits checks and cash regularly to the Assistant for CC/OR with completed NPC Deposit Slip form
· Assistant for CC/OR submits trip monies to Finance office to deposit in Short Term Missions (In/Out) account
· Treasurer prepares NPC Request for Payment forms; submits to Assistant for CC/OR ten days prior to date any check is needed
· Treasurer submits final accounting to Assistant for Congregational Care and Outreach after conclusion of trip; any remaining funds disbursed at direction of Outreach Committee
Administration and Publicity
Assistant for Congregational Care and Outreach provides, as requested:

· Reservations for meetings, registration tables, AV items, etc.
· Website calendaring, posts, etc.
· Bulletin announcements (submit by the Friday 10 days prior to the desired Sunday bulletin)

· Coordination of requests for Pathway Moments or verbal announcement

· Spreadsheet template for tracking finances, NPC financial forms
· Distribution of trip announcement and links to web site through Outreach email
Trip organizers responsibilities:
· Develop plan for promotion, including timetable and registration deadlines; manage promotion process

· Prepare a trip budget that identifies costs common to all participants (unless total trip costs are determined by an outside source)
· Generate text for email or bulletin communications, brochures, and other promotional materials

· Coordinate use of church systems with Assistant for CC/OR
· Make copies of documents

· Maintain spreadsheets for checks/money collection
· Keep in mind Finance office timetables when submitting NPC Request for Payment forms to Assistant for CC/OR (Friday prior to Thursday by which payment needed)
Approved by Outreach Committee 9/19/11


