VFBT Short-term Missions Trip Guidelines for Trip Leaders – Updated March 2015
Announce the Trip

The announcement should be exciting and mention that everyone going on the trip will enjoy the benefits of:

· Being a blessing to the missionary.

· Encouraging the local believers.

· Witnessing to the lost in that part of the world.

· Getting to know the other members of the missions trip team.

· Finding that missions will become closer to their hearts.

Meet First Before Sign-up Begins
Hold an informational meeting to review all the details of the upcoming missions trip. Personally invite people to the meeting. This is very important, because the personal invitation is key! Mention at the meeting the number of people who are needed to go on the trip. Do not place a sign-up sheet in the church lobby before the meeting, because people may sign up for the trip before they know anything about it. When it comes to who actually will go on the trip, the list will be small after attendees at the meeting learn what the trip is about. 

Determine Trip Expenses

Make sure that you have determined all costs associated with the trip, and then add $500. It’s good to have a little extra money with you that you can leave with the missionary, if it’s left over at the end of the trip. Be sure to include the cost of taking the missionary and his family out to dinner on the last night, if that can be worked into the schedule. Include all food, transportation, airport taxes and any other miscellaneous items in the cost of the trip. Tell the people who are going on the trip that they will need spending money for any gifts they want to buy and for food they want while in the airport. Everything else should be included in the cost of the trip. Some people may not have enough money to go on the trip. If this is the case, ask them how much they can afford and then mention the need in a general announcement from the pulpit; perhaps someone who can’t go on the trip will want to help others financially. Check with Pastor Wendal; perhaps there are funds to draw from to help someone who can’t afford the full cost of the trip.  
Act Early If It Is a Construction Work Trip

For this type of trip, send money to the missionary four months before the trip begins so he can purchase materials. This gives the missionary plenty of time to buy the materials and have them on hand well before you and the team arrive. Remind the missionary once a month after the initial contact to make sure the materials are on order. This is key. You and the team should arrive after the materials are available so that no one will be standing around doing nothing because of a shortage of materials. 

Designate a Construction Coordinator

For a construction work trip, someone within the team needs to serve as the main construction coordinator. Have the coordinator review what the job is and perhaps even call the missionary to discuss the job. Have the coordinator help make a list of tools to take along on the trip. The money for the materials should come from a source other than those who are going on the trip. The funds can come from the church budget or from a special offering. It’s good to encourage the missionary and send more money than is needed for the materials. 
Hold Planning Meetings

Review various details about the trip at two or three planning meetings prior to departure. Perhaps more meetings will be needed, depending on the nature of the trip. Communicate to team members what to bring on the trip, the need for shots (if any), when to meet at the church for departure, what the flight schedule is, if a passport is needed, and who is going on the trip. This also is a good time to remind everyone about the payment schedule. Some folks will be very prompt; however, some people need reminders. ( Instruct them to write their checks to VFBT and give them to you, the trip leader, for accounting purposes. 

Communicate with Team Members
Before the trip, get everyone’s email address and send out a group email with anything that you want to remind team members about, such as upcoming planning meetings, payment due dates, etc. While on the trip, keep everyone well informed about departure times, meeting times, etc. Meal times are good times to review the schedule or let everyone know of a schedule change. Communication is key to everyone enjoying the trip. People like to know what is happing when. Stress the importance of everyone being on time. It’s frustrating for the group to wait for one person.  

Follow a Daily Schedule

It’s best to coordinate and work with the missionary on a planned daily schedule. Make sure that you and the team are following the schedule the way the missionary would like the day’s activities to flow. The schedule can be reviewed in general before you and the team arrive, and then on the first day you can work with the missionary to see what he has in mind. Remember, you and the team are there to help the missionary; he should have 90% input as to the team’s daily schedule. The missionary should not think for a minute that you and the team are planning without his input. 

Allow for Down Time

Plan on a little down time for the team members to relax a bit. As an example, if dinner is set to begin at 6 p.m., finish the work session at 4:30 p.m. and let the team members know to meet at 6 p.m. to eat. This gives them a little time to themselves.   
Plan for Daily Devotions

Have devotions once a day with the group while on the trip. Perhaps have a different man lead devotions each day. The best time usually is in the morning. If that doesn’t work with the schedule, however, ask the missionary what time of day will work best.

Invite Team Members to Give Testimonies

It’s good to have everyone on the trip prepared to give his or her testimony, either in a church service or among the team members. At meal times or while everyone is gathered together at night, have one or two people give a testimony to the group. This is an excellent way for everyone to get to know one another, and people never get tired of hearing how the Lord worked to bring someone to himself. As the week goes by, make sure that everyone has an opportunity to give his or her testimony.

Interview the Missionary and His Family
At some point during the week, it’s good to ask the missionary some questions. This is best done during the second half of the week after you and the team members have gotten to know the missionary and his family. For example, ask: 
· When were the missionaries called to that field?

· How long was their deputation?

· How many churches support them?

· What do they like about the work?

· What do they not like about the work?

· Is there an additional tool they wish they had on the field?

· Where do their children go to school?

Ask the team members if they have any questions for the missionary and his family. 

Keep Extra Money Available
Always have extra cash on hand, because you never know what may come up. At least $500 is good. Pay for everything on the trip. Pick up the tab for gas, food, supplies, etc. Don’t let the missionary pay for things.

Prepare a Summary Presentation

After you and the team members return from the missions trip, prepare a summary presentation that can be given during a future VFBT church service. Include suitable photographs and/or video clips and ask a few team members to give a brief testimony about what they experienced. This is a wonderful way to maintain enthusiasm for upcoming missions trips. The presentation glorifies God as team members share what happened on the trip, including the Lord’s blessings and the fruit of the team’s labor.
