[image: ]        	APPLICATION PACKAGE
	APPLICANT INFORMATION	



	Name:
	

	Trip Dates:
	 
	
	Destination(s):
	 

	
	 
	
	
	 

	 

	Phone #:
	 
	
	Email:
	 

	ADDRESS:
	 

	
	 

	
	 

	EMERGENCY CONTACT INFO

	1) Name:
	 
	
	Phone # (H):
	 

	  Relationship:
	 
	
	Phone # (C):
	 

	2) Name:
	 
	
	Phone # (H):
	 

	Relationship:
	 
	
	Phone # (C):
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CHECKLIST (FOR TTNF USE)

STAGE 1: TRIP APPROVAL STAGE 4: CONTRACTOR PACKAGE

О

Trip Proposal

О

Banking Info/Financial Plan Established

О

Applicant Information

О

Monthly Donation Spreadsheet set up

О

Trip Approval

О

Expense Report Templates sent to Applicant

О

Expense Report Instructions sent to Applicant

STAGE 2: PERSONNEL APPROVAL

О

Expense Guidelines sent to Applicant

О

Personal Biography

О

Statement of Senders

STAGE 5: POST TRIP

О

Leadership Reference Letter

О

End of Trip/Quarterly Reports approved by Trustee

О

Personnel Approval

О

Final Ministry Report

О

Final Financial/Expense Report

О

Expense Reports reimbursed

STAGE 3: CONTRACT

О

Expense Reports entered into TTNF Spreadsheets

О

Contract drafted and sent to Applicant

О

Trip Reports filed

О

Contract signed by Applicant and Trustee

О 

FILE COMPLETED
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