Baylor Missions 2018-2019 Proposal Outline

Before you begin:
· Review the Team Leader Manual and Team Leader Covenant (baylor.edu/missions/covenant)  
· Watch the training video: baylor.edu/missions/proposal
· Confirm dates of travel with your partner before submitting them for use by travel agent at this link
· Prepare a general itinerary plan including location addresses and contact information
· Gather Business Office Contact Information for all partners, vendors, etc.
· Have team commitments from and contact information for both Team Leader #1 and #2 
*All International Teams and some Domestic Teams (Domestic teams with more than 20 participants) are required to list two leaders at the time of the proposal.

SECTION ONE: GENERAL TRIP INFORMATION
1. Team Leader #1 Name-- Faculty/Staff Member(s) Making Proposal: 
2. Team Leader Employment Status
Select One:
· Full-Time, Exempt (Exempt from overtime pay) 
· Full-Time, Non-Exempt (May receive overtime pay)
· Part-Time
· Graduate Student

3. Team Leader #2 Name-- Faculty/Staff: 
4. Team Leader #2 Employment Status
· Full-Time, Exempt (Exempt from overtime pay)
· Full-Time, Non-Exempt (May receive overtime pay)
· Part-Time
· Graduate Student

5. Involved Department(s) or Student Organization Name:  

6. Name of Mission Team (City/Country + Department(s) or Student Organization Name or Mission Emphasis) 

7. Course(s) Name	

Departmental Information*Student Organizations will not use Team Leader’s Departmental information. Instead, use: Matt Burchett, Student Learning & Engagement, 254-710-2371

1. Contact Phone:	

2. Academic Chair/Dept. Manager 

3. School/Division

4. Will Academic Credit be earned during this trip? 

SECTION TWO: GENERAL INFO CONTINUED

1. I have read and agree with the Mission Team Leader Manual and the Missions Covenant (Can be found here: (baylor.edu/missions/covenant)  

2. Team Leader #1-- F/S Trip Leader’s Contact Information (Name, Email, Cell Phone number, and Department): 

3. Team Leader #2-- F/S Trip Leader’s Contact Information (Name, Email, Cell Phone number, and Department): 

4. Describe structure of program leadership, roles and responsibilities (to include primary and alternate leadership, and experience of leadership): 

5. Of program leadership, who will be receiving the cash advance on behalf of the team and accepting financial responsibility? (Full-Time, Exempt Employees Only per University policy)

6. Proposed Semester and Year: 

7. Proposed Departure Travel Date: (Day you leave Waco)
8. Proposed Returning Travel Date: (date you return to Waco, not necessarily the day you’ll leave trip destination)

9. All Destination Cities and Countries: 
10. Please indicate the number of times you have personally been to this location and worked with this partner before (whether with a BU Missions team or other group). 

SECTION THREE: INTERNATIONAL TRIP RISK MANAGEMENT (International Trips Only!)
Is this an international mission trip? If yes,
1. Select the Security Rating 
Instructions: https://secure.worldcue.com/UserManagement/plannerLogin/redirect.htm?username=baylorplnr Go to “Location Intel” tab, Search by Country. When on country page, in the right column 1st box “Security Rating”, look at the overall Security Rating (should be 1-5 or NR)	 

2. Select the Medical (HSAR) Rating 
from https://secure.worldcue.com/UserManagement/plannerLogin/redirect.htm?username=baylorplnr Go to “Location Intel” tab, Search by Country. When on country page, in left column 3rd box down “Destination Intelligence” under Health click “Health considerations for individuals in X country”. It will prompt a pop-up window. Look for: “Health Security Assessment Rating (HSAR)” Country name: HSAR # (1-5)

3. A risk assessment meeting is required before proposals will receive approval by the initial reviewer from BU Missions. Will you agree to respond in a timely manner to a follow-up request with the Assistant Director of Emergency Management and Global Preparedness to review security and risk details?  	

SECTION FOUR: LOGISTICS
1. Proposed Number of Students: 
2. Proposed Number of Faculty:
3. Proposed Number of Staff:
4. Proposed Number of Guests (this includes alumni & other non-Baylor participants):
* ALL GUESTS MUST BE PRE-APPROVED BY BUMISSIONS 

5. Proposed Number of Minors (dependents/participants under the age of 18): 
6. An approved budget is required before proposals will receive final BU Missions approval by the Assistant Dean for Spiritual Life and Missions.  Will you agree to respond in a timely manner to a follow-up request from Baylor Missions Budget Coordinator to discuss details of contracts and budget planning?  

7. If you are working with another team/discipline/organization at Baylor, please identify. (ie. Interdisciplinary team of engineering and social work)	

8. Host organization information (Include Baylor or personal connections, address, phone, email, website link, and any other contact information): *

9. Proposed Itinerary (Provide a general daily itinerary with logistic details to include locations and partners/contacts):    

10. Please describe your planned community partnerships and projects in relation to the missional purpose of this trip: * (Ex: Students will be shadowing local doctors and learning from local community leaders about nonprofit medical ministry in the context of rural poverty in Latin America.):

11. Do you anticipate any long-term projects (beyond the time frame of your trip) that will require post-trip funding? (For example, construction or well project; note that this will require additional approval process).

12. List all modes of transportation from Waco to Destination (i.e. chartered bus, etc.): *

13. List all modes of transportation in destination countries/cities (i.e. commercial air, chartered bus, etc.)

14. Describe your trip lodging: *	

15. Meal plans (ie. Continental breakfast at hotel, bagged lunches, partner providing meals, etc.) *	
16. Describe any group excursions (Please provide detailed information as to locations, vendors and activity.)

17. Is this a student organization trip? * If yes, answer the following:	
	
18. What is the name of your organization? 

19. Who is the faculty/staff advisor(s) for your organization? (name, title, email)

20. Are the faculty/staff advisors for the organization involved in planning this trip?
	
21. Will the faculty/staff advisors for the organization go with organization on this trip?
	
22. Who are the student leaders and what is their contact information?	
MARKETING AND RECRUITMENT STRATEGIES 
This information will be used to build your trip website. Please note that in this section, you are both describing and "selling" the trip to students. 

1. Trip Snapshot (1-2 sentences that describe purpose, location and projects): *

2. Trip Outcomes: Describe what you are hoping for your students to gain from this experience (You may also refer to Baylor Missions learning outcomes here): *

3. Trip Promotion: How will you be promoting and recruiting for this trip? *

4. Trip Marketability:  What is your target population of students? Are the projects you intend to offer marketable to multiple majors? (ex. Spanish majors; students interested in hunger relief, etc.) *

SECTION FIVE: FIRST TIME FACULTY/STAFF LEADERS

1. Is this either team leaders first time leading a Baylor mission trip? If yes, please answer:

2. Describe your philosophy of missions: *short response

3. [bookmark: _GoBack]Please provide three references, including names, titles, e-mails, and phone numbers (Preferably people who are familiar with your work at Baylor):
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