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Introduction

Mission Trips are an important part of the church’s mission with reaching out to others in need. This
swim lane document will take you through a process to track necessary requirements for participants
going on a Mission Trip. If this process is not set up in Fellowship One, it definitely is happening
elsewhere in an Excel spreadsheet, in a notebook, or other means. By bringing this process into
Fellowship One, administration will be reduced and tracking of information will be improved.

You will need the use of WebLink Online Activity Registration to take advantage of this process.

Please note that this swim lane will discuss everything for tracking a participant, however, donations
tracking will be discussed in a separate document that is referenced in the swim lane.
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Promote Mission Trip

Promote the Mission Trip via normal methods: church bulletin, message from the pulpit, website,
contact card, informational meeting.

Create Activity

Create the Activity for the Mission Trip in Fellowship One. Create a separate Activity Schedule for each
trip to the same location if it happens each year. Also, make sure to set the Participant Assignments
value to Activity Schedule for proper scheduling. Having the Mission Trip defined as a single Activity will
allow you to easily see everyone that has gone on that specific mission trip; regardless of what year it
occurred.

Create Requirements

Create the Activity Requirements in Fellowship One that are needed before someone can go on the
Mission Trip. Examples include: Application, Immunizations, Passports, Training Classes, Visa, and Paid
in Full. You'll need to create these requirements for the activity first so that they can be tracked for
each participant. Anyone with a participant assignment can have Activity Requirements applied for a
specific Activity.

Remember: Activity Requirements are not the same as Individual Requirements. These are defined in
the Requirements area under the Activity/Room Setup section within the Ministry main tab. Once
defined and bound to a specific Activity, you can apply them to a participant via the Requirements link in
the Activities area.

NOTE: We recommend a requirement called Paid in Full even though we’re tracking the outstanding
balance using WebLink Forms. It’s best to do this so that the Requirements listing is complete. When
someone has reached their goal for funds raised via the Donations Process, we’ll want to show that the
Paid in Full requirement is complete. Thus, the participant’s name will not appear on a report for
individuals missing requirements.

Create Fund for Trip

Working with the Finance Department, individual sub funds should be created to keep track of funds
raised for each Mission Trip. Each trip will require its own fund to track monies separately. Follow these
steps:

1. Create a master fund named Mission Trips if one does not already exist. This master fund is also
referred to as a Parent Fund. The fund type should be set to Contribution which will cause all
monies credited here to show up on the donor’s contribution statement as a tax deductible gift.

2. Create a sub fund for the specific Mission Trip. For example: Mexico 2008. Every time the
church has a new mission trip, create a new sub fund to uniquely identify it. All monies collected
for this trip whether paid directly by the participant or by a donor on behalf of a participant will
be credited to this fund.

NOTE: if your church does not allow for a participant to have their personal donations toward the
Mission Trip to count as a tax deductible donation, then follow these steps:
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1. Create a master fund called Mission Trips — Participants. The fund type should be set to Receipt
so monies credited here will not be considered tax deductible and will not appear on any
contribution statement. Only the participant’s payments toward the trip will be entered here.

2. Create a sub fund for the specific Mission Trip just as before.

3. Create second master fund called Mission Trips — Donations. The fund type should be set to
Contribution. This fund will be used to enter contributions by other donors or supporters
contributing monies on behalf of the participant.

4. Create a sub fund under this master fund with the same name used in step 2 above.

For further information on the deductibility of designated contributions, the church should consult its tax
advisor. Additional sources of further information on this topic are available at National Association of
Church Business Administrators (NACBA.net), ChurchLawToday.com, ChristianLeadershipAlliance.com
among others.

Create Registration WebForm

Create a WebLink form to register the participants for the Mission Trip. The form should be linked to
sub fund for the participant to record the monies paid directly by the participant. The form should allow
a down payment toward the total amount needed for the Mission Trip to take care of administrative
needs and show a person’s commitment to the trip. Each participant will only submit one of these
WebForms for each unique Mission Trip.

Below is an example of the form and possible questions that should be asked:

Registration

Isnecll.ia\ﬁgl?anl Si':ﬁ_tna Questions Checkout Final

[ ] [ ] @ [ ] [ ]

Attendee: Mark Lindsley

Form: Mexico Mission Trip Registration

Schedule: November 21st - 23rd (11/21/2008 - 11/23/2008)
Questions

Please choose which team that you'd ke childrens Ministry =
to be a part of: *

Have you been on a Mission Trip before?  pg, first time -
Do you have a current passport? * ez -

Please list the name of your Emergency Conact and their contact information. It's best
to list more than one phone number.

Emergency Contact Information = Ursula Lindsley =
Cell Phone: 469-555-5555
Home Phone: 972-555-5555
[~ Continue >
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Place Link on Website

Place a link to the created WebForm on the church website for individuals interested in registering for
the Mission Trip. The link can be found under the WebLink main tab on the Form Summary page
underneath the Web User section. Place the link on the Outreach and/or Missions Trip pages. Make
sure to provide information about the event: dates, requirements, ministry volunteer opportunities, etc.

Add Participant to Trip Roster

A participant will sign up for the Mission Trip at an Informational Meeting, online, email, or other
means. However, it’s best to encourage the participants to sign-up on the website using the WebForm
created for that purpose. This way they’ll be able to turn in the down payment needed for the trip and
answer necessary questions.

If the participant turns in paperwork instead of going to the website, add them to the roster by using the
Web Form Submission under the WebLink main tab. This will ensure that they’re added like everyone
else keeping track of their answers. Make sure to add Mission Trip leaders to the Web Form Submission
as well. This will be necessary to keep track of their Activity Requirement items.

Missions Trips: Contributions/Donations

Refer to the Missions Trips: Contributions/Donations document for this process. It describes how to
track donor gifts on behalf of a participant and track the outstanding balance of a participant’s progress
toward the trip cost.

Complete Requirements

Each participant will need to complete all mission trip requirements, such as providing a record of
immunizations, copy of their passport, and any other item that’s required to participate in the mission
trip. If training classes are completed, the Missions Admin Team will need to note this to their record.

Record Completed Requirements

Record each Activity Requirement that each participant has completed. Fellowship One allows one
electronic document to be attached to each Activity Requirement for each participant. If you desire to
do this, scan the supporting document before creating the requirement. Under the Mission Trip activity,
record the completed requirements, date received, any notes, and optionally attach the supporting
electronic document. Attaching supporting documents will allow you to have a backup in case the hard
copy is lost and all of the staff will be able to access those documents via the Internet.

Check for Missing Requirements

Run the M1430 — Participant Assignments and Activity Requirements report to see who has missing
requirements. Then follow up with those individuals to get them in compliance for what’s needed to go
on the Mission Trip.
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Post Attendance

Use the Post Attendance feature to post attendance for participants that actually went on the Mission
Trip for the current Activity Schedule of that trip. Optionally, you can remove the Participant
Assignment once completed as it is no longer needed. The attendance will provide the permanent
record of who attended the Mission Trip; not the assignment.

Be sure that the people that served as Mission Trip leaders be given Staffing Attendance to note their
increased responsibilities.

Provide Donor List

Run report M6023E — Activity Registration By Form with Payment and Form Questions and Answers.
Make sure to choose the following items:

1. The Donation WebForm used for the trip
2. All Form Questions
3. Choose the Name Date Range for Previous Week

The report results can be sorted by the value of the team member question which is the person
receiving the financial support. That person can be emailed the final list of donors and the amounts
given by whom in preparation for sending thank you letter.

Send Thank You Letters

The Mission Trip participant should send a Thank You letter to each person that donated in support of
the person going on the Mission Trip.
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