	WHO
	WHAT

(required in bold)

	Team Leader


	· Coordinates the entire trip as the primary leader.

· Delegates the responsibilities listed below and serves as an encourager and motivator.

· Schedules and runs regular team meetings.

· Communicates SL&CM needs to team and vice versa.

· Serves as liaison between team members, SL&CM, advisor and agency.

· Reminds team of upcoming deadlines and holds them accountable for completing their tasks.
· Consults with advisor as needed pre-trip, and daily during trip.

	Faculty or Staff Advisor


	· Assists, encourages and advises team leader as needed.

· Promotes the leadership development of the team leader.

· Attends as many pre-trip team meetings and gatherings as possible.

· Acts as the official representative of Eastern in an emergency medical or disciplinary situation.
· Carries emergency contact information on the trip.
· Meets daily with team leader while on trip.

	Protégé
	· Assists team leader as needed, preferably as a committee chair.

· Will lead trip the following year.

	Chaplain/Spiritual Life 


	· Oversees spiritual life of the team.

· Leads or assigns devotions and worship for pre-trip team meetings.

· Works with SL&CM to plan commissioning service.
· Coordinates pre-trip prayer support with Communications and Watchmen Prayer Ministry.

· Ensures that devotions/worship/reflection sessions are planned for the trip.

· Develops a devotional guide or journal for team members during trip.
· Sets up prayer partners among team members.

	Communications

Chair:
	· Raise awareness about the trip and its purpose.

· Create plan for educating donors and campus (see ‘Do You Not Know’ handout) about the trip.

· Create publicity materials to be used for education and fundraising.

· Prepare pre-trip newsletter with prayer concerns for donors and Eastern community.
· Document trip by camera or video for chapel presentation.

· Develop chapel presentation (Powerpoint, video) and coordinate with SL&CM.

· Write post-trip newsletter for donors and Eastern.

· Create a Web site for the trip, or uses SL&CM Web site.
· Invite donors and others to chapel.

· Create a trip scrapbook or compilation of journal entries for future trips.


	Fundraising 

Chair(s):
	· Oversee fundraising efforts and ensure that fundraising goals are being met.

· Develop plan for reaching fundraising goal and submit to SL&CM four months before trip (see grid).

· Plan and coordinate fundraising projects, including at least one group fundraiser.

· Collect and count individual support letters before mailing.

· Ensure that funds reach the agency at the appropriate time.

· Acknowledge and thank all donors (e.g. prayer newsletter from Communications).

· Give regular progress reports to team and individuals.
· Request from SL&CM any cash needed at least three weeks in advance.
· Provide a treasurer who will handle cash expenses on trip. Meet with SL&CM for accounting information.

	On Site (optional)

Chair:
	· Prepares on site work and activities (work projects, VBS).

· Communicate with missionary/agency about needs at site.

· Prepares for any teaching or service ministry on site. 

· Identifies and collects any items needed (e.g. clothes, shampoo, tools)

	Social/Team Building (optional)

Chair:
	· Responsible for building team unity and relationships.

· Organize group outings (service project, movie night, weekly meals).

· Design team building exercises for team meetings.

· Provide snacks for team meetings.
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