Tulsa Bible Church
Short term mission/ministry project Information sheet-Rev. 2-16-2006
Project overview
(  Individual/couple/family

(  Group
Name/Group leader ___________________________________________________________________
Phone no.  _____________________________ 
Email address  ______________________________
Provide a brief description of project:  _____________________________________________
_________________________________________________________________________________________

_________________________________________________________________________________________

Departure date  ________________________________
length of project  ______________
Destination  ___________________________________________________________________________
Purpose of project (check all that apply)
(  Teaching

( Construction/maintenance

(  Medical
(  Evangelism
( Children’s ministries

(  Mission support
(  Other _______________________________________________________________________________
Desired goal(s) of project:  ____________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

What support are you requesting of TBC?  (List all that apply)
(  Prayer

(  Financial

(  Planning

( Other
__________________________________________________________________________________________

Will this project be associated with a mission/ministry organization?
(  No

(  Yes - name of organization ________________________________________
Upon return, will a report of the project be shared with TBC?
(  No

(  Yes - name of person responsible for report _____________________
If this is a group project, please attach a preliminary list of participants.
Please attach any additional information that will further explain the project.
Financial overview / procedures
1. Estimated costs of project  _______________________
Total estimated cost per person _________________________

(Complete page 4 for budgeted ministry expense detail)
Method of fund raising ________________________________________________________
___________________________________________________________________________________

What portion of your needed funds do you intend to provide yourself (personal work and/or from savings)?  ____________________________________
2. Fund raising:
Approved TBC projects (trips) allow contributions for your trip to be tax-deductible. As you contact TBC members for support, we recommend that you only contact people you “personally know” rather than everyone in the church directory.
Funds should be raised at least 30 days prior to departure.
It is your responsibility to monitor that adequate funds are raised and received, by contacting TBC accountant (Doris Clatfelter).
Prior to leaving on your trip, it is your responsibility to contact the missions committee and update them on the status of you’re fund raising.
3. If your project is 3 months or less, it is your responsibility to provide a complete list of all actual “ministry” expenses with receipts related to the project when you return home.  If your “ministry” expenditures are, or will be more than the amounts received through personal giving and fund raising, you are personally responsible for paying the difference to TBC.  You will receive a tax deduction for amounts paid toward your project.
If your fund raising receipts are greater than actual “ministry” expenses, any excess funds will be returned to donors or donors will be given an opportunity to designate them elsewhere.
4. If your project is longer than 3 months, it is your responsibility to provide quarterly updates of actual “ministry” expenses on the attached budgeted ministry expense detail form.  

This is helpful in the event that your ministry expenses are greater than anticipated.  
When you return from your project it is your responsibility to provide a complete list of all actual “ministry” expenses with receipts related to the project. If your “ministry” expenditures are or will be more than the amounts received through personal giving and fund raising, you are personally responsible for paying the difference to TBC.  You will receive a tax deduction for amounts paid toward your project. 
Approvals & quarterly financial updates
_______________________________________

__________________________

          Submitted by




date submitted
_______________________________________

__________________________

  Approved by Missions Committee



date approved
_______________________________________

__________________________

Approved by Outreach Director



date approved
$______________________________________

__________________________

Quarterly update estimate of expenses
 

date
$______________________________________

__________________________

Quarterly update estimate of expenses 


date
$______________________________________

__________________________

Quarterly update estimate of expenses 


date
$______________________________________

__________________________

Quarterly update estimate of expenses 


date
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The following expenses are considered to be allowable ministry expenses:

Attach copies of receipts

(Note:  The yellow shaded cells are formulas.  Do not type in these cells.)

**If your ministry expense is one other than those listed below, please specify ministry purpose.

Preliminary

1st qtr.

2nd qtr.

3rd qtr.

4th qtr.

Total

Estimate

update

update

update

update

Actual

1

Travel costs

A

Airfare

B

Bus, Taxi, etc.

C

Personal Auto (gasoline, #miles, tolls)

D

Lodging

E 

Meals

F

Other

2

Medical Expenses

A

Vaccinations

B

Other -

C

Other -

3

Visa

4

Support raising (stamps, envelopes, etc.)

5

Other

6

Other

The following expenses are NOT considered to be allowable ministry expenses:

Passport; Personal items such as vitamins/toiletries; Computer related expenses; 

Tulsa Bible Church

Budgeted Ministry Expense Detail
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The following expenses are considered to be allowable ministry expenses:

Attach copies of receipts

(Note:  The yellow shaded cells are formulas.  Do not type in these cells.)

**If your ministry expense is one other than those listed below, please specify ministry purpose.

Preliminary

1st qtr.

2nd qtr.

3rd qtr.

4th qtr.

Total

Estimate

update

update

update

update

Actual

1

Travel costs

A

Airfare

B

Bus, Taxi, etc.

C

Personal Auto (gasoline, #miles, tolls)

D

Lodging

E 

Meals

F

Other

2

Medical Expenses

A

Vaccinations

B

Other -

C

Other -

3

Visa

4

Support raising (stamps, envelopes, etc.)

5

Other

6

Other

The following expenses are NOT considered to be allowable ministry expenses:

Passport; Personal items such as vitamins/toiletries; Computer related expenses; 

Tulsa Bible Church

Budgeted Ministry Expense Detail
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		Tulsa Bible Church

		Budgeted Ministry Expense Detail

		Your Name

		The following expenses are considered to be allowable ministry expenses:																						Attach copies of receipts

				(Note:  The yellow shaded cells are formulas.  Do not type in these cells.)

				**If your ministry expense is one other than those listed below, please specify ministry purpose.

														Preliminary				1st qtr.				2nd qtr.				3rd qtr.				4th qtr.				Total

														Estimate				update				update				update				update				Actual

		1		Travel costs

				A		Airfare

				B		Bus, Taxi, etc.

				C		Personal Auto (gasoline, #miles, tolls)

				D		Lodging

				E		Meals

				F		Other

		2		Medical Expenses

				A		Vaccinations

				B		Other -

				C		Other -

		3		Visa

		4		Support raising (stamps, envelopes, etc.)

		5				Other

		6				Other

		The following expenses are NOT considered to be allowable ministry expenses:

		Passport; Personal items such as vitamins/toiletries; Computer related expenses;
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