CONNECTIONS
Ttip Proposal Form

Trip Leader:

Country: Arrival City: Departure City:
Departure Datc: Arrival Date:
Contact in Country: Phone Number:

E-Mail Address:

Estimated Number of Students Participating:

I will handle the apptoval process myself®: 1 will prepate the cover letter myself*:

I would like to have checks sent to me for accounting ¥

Will your spouse/family be accompanying you? If yes, how do you plan to budget fot
their expenses?

What class(cs) will this trip connect with?

If this is a language acquisition trip, what language will the students learn?

How many hours will be utilized for instruction on the field?

Please give a brief description of what the trip will entail. Be sure to include ministry op-
portunitics, as well as cducational opportunities. Also, please state why you think this will
be a good leatning experience for the students.

#If mo, these tasks will be handled by the Kingsriter Centre Administrative Assistant.
*#¥][ no, checks will be sent to the Kingsriter Centre Administrative Assistant. ITf ges, all checks must be forwarded to the
Kingsriter Centre Administrative Assistant,

PLEASE NOTE: PROPOSALS FOR SPRING CLASSS/MAY TRIPS MUST BE RECEIVED NO
LATER THAN OCTOBER 15. PROPOSALS FOR CHRISTMAS/JANUARY TRIPS MUST BE
RECEIVED NO LATER THAN MAY 31 OF THE PREVIOUS YEAR.

For Office Use Only:
Date Recerved:
Acadene Affars Commitiee Acnion:

Approved: Yes O No | Dare:

VT Acadermue Affairs: [ate:




A CONNECTION is a unique, college mission-
driven educational opportunity that allows
students and faculty to connect with people and
places outside the walls of academia. Itis often
interdisciplinary, and entails an unusual
educational/ministry opportunity.



INTRODUCTION

Thank you so much fot your interest in leading a CONNLECTIONS crip. We hope that this
manual will give vou the information and tools that you need to plan and execute a
successful trip.

‘The manual is divided into three (3) sections. The first section contains information that
you, the leader, will need to know. Pleasc pay special attention to this section, as organizing
a CONNECTTONS trip can be a complicated process. The second section is information
that 1s given to students. [t mostly contains fundeaising information. This secrion is
primarily for vour information only. The final section holds all the forms you need for a
CONNECITONS trip.

Please take time 1o familiarize yourself with the manual. The answers o many of vour
questtons are contained in it

Thanks again for your interest in leading a CONNECTTONS teip.
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CONNECTIONS
Step-by-Step Overview

Obtain approval from Vice President, Academic Affairs for projected trip. Trip
Leader

Contact travel agent/airlines (o procure rates, give dates/destinations of trips,
reserve flights, and find out what travel documents are required for travel to the
destination country. Trip Leader

Submit anticipated budget, destination, dates, and all other pertinent information to
CONNLECTIONS facilitator by requested due date. Trip Teader

Recruit student participants. Trip Leader

Develop course syllabus, submit to team members and advise students of any
information pertaining to class credit, to which the class trip corresponds, cte.
(Answer any advising questions). Trp Leader

Apptise students of any needed travel documents, Le. visa, passport, international
student identity card, etc. Trip Leader

Compile master list of all students planning to participate tn CON NECTUONS trips
for submission for approval to Registrar, Accounting, and Student Life.

CONNECTIONS Faciliator

Obtain approval form Registrar, Accounting, & Student Development and verity
registration and payment of ICS 257 and I8 258 for cach student participant,
CONNIECTIONS Facilitator

Notify students via memeo of approval/non-approval to participate in a

CONNICTTONS trip. CONNECTTONS Tfactlitaror

Organize and notity students ot mandatory CONNECTIONS mectings, set date,
reserve space, cte, Lrip Leader

Provide information packets to cach trip participant. CONNECTIONS Facilitator

. Bnsure adequate insurance coverage, keep information until trip ends and provide

appropriate insurance forms in CONNECTTONS packets. Also, submit any
insurance claims that arise. CONNIXCTIONS Facilitator

Keep track of all incremental deadline dates and notify leaders and students

accordingly. CONNECTTONS Faciltraror

Receive all student monies for trip, keep ongelng accounting of individual student
records of contributions and general tip records and inform student participants.
Also, send receipts to donors. CONNECTIONS Facilitator
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. Answer student inquities regarding the status of their individual contribution

account. CONNECTIONS JFacilitator

Provide group lcaders updated information pertaining to student participants who
have missed deadlines or who are about to miss a deadline. CONNECTTONS
Facilitator

Fncourage students to meet their wip deadhnes. Trip Teader

Clarify luggage requirements/limitations with group. What should/should not be
brought on trip. Provide a packing list, if necessary. T leadcer

. Make departure plans: wherc to meet, at what time, etc. Communicate with team and

with CONNECTIONS facilicator Trip Leader

. Collect and turn in receipts for all money spent on trip to CONNECTTONS

facititator. Lrip Leader






