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Group Leader Planning Overview

TIME Ministries is excited to partner with you in ministry!  This overview is to serve as a guide for you, as the Group Leader, to follow and to help you understand your responsibilities, what you can expect from TIME Ministries and a few other special instructions and helpful ideas. 

Please be sure to read through carefully.  
	Timeline 
	Your Responsibility
	TIME Ministries’ Responsibility
	Key Things to Remember

	At least
 6 months 
prior to trip 
Date:   /  /    
	In order to reserve location, date, and space for your team: 

SEND INTO TIME:
· Group Information Form (either via email or mail)
· $250 non-refundable deposit either via online giving page or mail (this is not part of your trip money)
	Upon receipt of your Group Information Form and $250 non-refundable group deposit: 
TIME sends:

· Confirmation Letter

· Preliminary information regarding transportation logistics, ministry projects, etc. 
· Individual Application Packets and Handbooks
· Preliminary Count Sheet
	Your request for a particular field, date and space is not reserved until TIME receives:
· $250 non-refundable deposit
· Group Information Form
AND you receive:

       A confirmation email  – stating the dates of your trip, location, and number of spaces reserved


	By December 31 or at least 4 months prior to trip
Date:  /  /    

	SEND INTO TIME:

· Your group Preliminary Count Sheet

· $50 deposit for each participant 

	Upon receipt of your Preliminary Count Sheet and $50 non-refundable deposits,
TIME sends:

· Confirmation
· Final Count Sheet

	Individual Applications:

· Must be completed in their entirety (with parent signatures if applicable)
· Must have notary verified signatures

· Must be mailed or emailed to TIME Ministries’ office

· Copies must be brought to the field to hand to Site Director
· Must include copies of the Consent to Travel forms (if needed) and each passport

	At least

6 weeks
prior to trip
Date:   /  /    

	SEND INTO TIME:

· Individual Application for each participant 

· Final payments of $450 per person
· Any Special Project funds (optional based on your group’s project)  
· Final Count Sheet
· Consent to Travel Form (if needed) and copy of passport 
· Your travel itinerary

	It is your responsibility to get to the site

 TIME will provide your travel itinerary to the Site Director

	There is a late fee of $100 if your final payment is not received in the TIME Ministries’ office at least three weeks prior to departure for the mission field




                                            OTHER IDEAS and SUGGESTIONS




         PAYMENTS AND APPLICATIONS
	At least

6 months

prior to trip arrival on field


	· Create a leadership team which will help plan & facilitate meetings needed to:

· Develop transportation logistics

· Ministry projects

· Prayer and support partnership development

· Pray

· Invite parents and others in the church to help prepare the team for the mission trip


	PLEASE SEND TO TIME MINISTRIES AT:

a. groups@timeministries.org   or
b. Fax (214)432.5845  or
c. PO Box 36, Meridian, ID  83680  or
d. Online payment at: www.timeministries.org – click on “GIVE” tab and fill in the “Category” that applies to your payment.  Add in “COMMENTS” section a description of your payment with Group Name and Tour Dates (i.e. Individual Deposits for New Life Church 6/12/09-6/19/09).

	At least

 3 months 

prior to trip arrival on field


	· Begin meeting every 1-2 weeks

· Pray together

· Study God’s Word together

· Plan ministry projects

· Prepare personal testimonies to share on the mission trip

· Complete TIME Individual Applications

· Collect legal documents necessary for boarder crossings

· Complete transportation logistics
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