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THE FRIENDSHIP FORCE OF EDMONTON AND AREA

INBOUND EXCHANGE MANUAL

ROLE OF THE INBOUND EXCHANGE DIRECTOR

The Exchange Director [ED] has overall responsibility for planning and conducting a Friendship Force exchange assigned by Friendship Force International to The Friendship Force of Edmonton and Area, hereinafter referred to as the Club or our Club. To do this, the ED must be familiar with the objectives, ideals and exchange policies of the Friendship Force. Orientation is provided by the Vice-President [Exchanges]

Once the ED is appointed, he is responsible for managing the exchange and sits on the Board of Directors and Executive Committee of the club for communication purposes but reports directly to FFI on exchange matters. He is the only committee member who should be in direct contact with FFI.

As the ED, you undertake responsibilities that will provide an enriching cross-cultural experience to members of the club and our guests. The task will require considerable time, leadership skills, tact, diplomacy and patience. However, the rewards from meeting new friends from around the world can be very high.

The main role of the ED is to provide the cohesive force to lead, train and supervise a group of volunteers in the planning and conducting the exchange. The careful selection of your committee members is most important. Select members to work with you whose ability inspires confidence and teamwork. Remember, your job is to manage the exchange through leadership and training of your committee members.  It is recommended that new club members be recruited to your committee. Our club benefits through the development of future exchange directors and members who gain experience and commitment through their committee involvement.

Exchange planning involves bringing together two cultures whose priorities, attitudes, concepts of time and problem solving methods may vary considerably. The organization of a workshop on hosting and culture for all hosts is extremely important and participation by all hosts [home, day and dinner] is mandatory. The objectives of the workshop on hosting and culture are to clarify the host’s responsibilities, review the planned program and to sensitize people to cultural differences. It is particularly important to review host responsibilities with first-time hosts. We cannot over-stress the importance of cultural awareness. 

As ED, your role is to recognize problems that might arise and serve as a liaison between hosts and ambassadors, making sure that each understands the other. The goal is to resolve problems in a manner so that no one is embarrassed or “loses face”.

Retain copies of any planning documents or any other useful information to be transferred to the Vice-president – exchanges to pass to the next exchange director.

Rely on flexibility and good humour to get the co-operation and support you need. Be patient and remember that your way is not the way, but one way.
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RESPONSIBILITIES OF THE INBOUND EXCHANGE DIRECTOR

· Familiarize yourself with FFI policies and procedures

This package contains most of the information you will require to plan and organize the exchange. If you require further information or clarification, contact the president and/or the program coordinator at FFI. 
· Communication with the Ambassador Exchange Director [Ambassador ED]
As soon as you are notified that the exchange is a “go”, communicate with the Ambassador ED. Introduce yourself, provide a personal description of yourself and your family, extend a friendly welcome, provide information about our club and establish the means of future communication.

      Offer to send the video of Edmonton to assist in their recruitment of ambassadors and ask them to 

      return it when they come. Refer them to www.edmonton,ca for information about our city.

Remember that the Ambassador ED may not speak or understand English fluently, so communication may be difficult. People with a limited knowledge of English may say that they understand you but, in fact, they do not. Therefore, always phrase your questions and answers in clear, simple phrases. For example, ask questions in point form.  Always confirm oral agreements in writing. This will allow a second opportunity for clarification and confirmation of vital information. Communicate with the Ambassador ED on a regular basis, even if there is nothing pertinent to report. It reinforces the message that we are excited about their upcoming visit.

If the Ambassador ED is not fluent in English and you are able to understand/translate in the language of the Ambassador ED, advise that it is OK to send communication in their native language. This process will likely result in less confusion and be appreciated by the 

Ambassador ED.

Confirm the mutually agreeable exchange date as soon as possible. Also establish the maximum number of ambassadors our club is able to host. If a club asks to send more ambassadors than the established number, contact the president to determine if it will be possible to provide more hosts than the established number.  Determine if there are any ambassadors with special needs and/or requirements.

Provide the Ambassador ED with an outline of the program being planned and ask if their ambassadors have any special requests.  Inform the Ambassador ED of the activities that are included in the program. If there are additional options that may be requested by the 

Ambassador ED or that the Club may wish to offer, but for which there are additional costs, confirm with the Ambassador ED whether or not they wish such attraction to be included at the ambassadors’ own cost. An example might be a special program at the Winspear Centre, Jubilee Auditorium, Art Gallery or the Provincial Museum. Arrange to have a package of general tourist information and maps of our region sent to the Ambassador ED in advance of the exchange [as soon as possible]. Advise of expected weather conditions and any special dress requirements for the program. 

Discuss any plans to meet with government officials and ascertain if gifts are to be exchanged. This is customary practice with some international clubs. Exchange the correct names and position titles of all such dignitaries so that official letters can be prepared by both clubs.

     Discuss the protocol for the exchange of gifts between clubs and between ED’s. It is the preference       

       of our club not to exchange gifts but we must be cognizant of established practice in other clubs 

       and not offend if it is a sensitive issue. Discuss with the club president any change to the gift 

       protocol prior to any decision being made. 

Request the Ambassador ED to bring his/her country’s flag with them, if convenient, to be displayed alongside our Canadian flag. Alternately a flag may be purchased from club funds.

· Keep in regular contact with the FFI Program Coordinator [PC]
If you are having difficulties communicating with or getting replies from the Ambassador ED, the FFI Program Coordinator [PC] is there to help you. Be careful to present the issue in such a way as to avoid embarrassment and/or “loss of face” to the Ambassador ED.

In your communication with the PC, advise that we request the funds for the incoming ambassadors be sent to our bank by electronic transfer of funds as soon as the final number of ambassadors is confirmed [usually 60 days in advance of the ambassadors’ departure date]. You will be required to advise FFI of the name and account number of our bank. 

If there is an insufficient number of ambassadors, the ambassador club may have to cancel an exchange. This will usually occur approximately 65 days in advance of departure, as this is the date that FFI requires the program fees to be submitted.

· Planning the Inbound Exchange
Appoint the members of your Inbound Exchange Committee. Select committee members whose ability inspires confidence and involve new members as helpers as much as possible.  Usual positions are as follows:

· Deputy ED – Record the decisions of the committee

· Hosting Coordinator [day, dinner and home hosts]*

· Activities Coordinator [itinerary]

· Communications/Publicity Coordinator

· Finance Coordinator

· Workshop Coordinator

      *The Hosting Coordinator is appointed for all the inbound exchanges for that given year.

      The Club president is an ex-officio member of the Inbound Exchange committee. All 

      communication between the club Exchange Director, the Ambassador Exchange Director and the 

      Program Coordinator is to be cc’d to the club president.

      Hold regular meetings of the inbound exchange committee to monitor the progress and keep all 

      members informed.

      Attend regular board and executive committee meetings to report progress of the exchange    

      committee.

      Prepare the exchange budget with the Finance Coordinator. Each incoming exchange should   

      break even financially or return a small surplus that can be transferred to general

      revenue after the exchange. At present the club receives $75US per ambassador, hosting fee, for             

      the group program. These funds are to be placed by the ED in a bank or credit union with no or 

      minimum charges. All disbursements from this fund are to be made by the ED.

      Non-refundable deposits cannot be made for hall rentals, attractions or events until the          

      exchange is confirmed to avoid loss of the deposit.

· All costs associated with the exchange are to be charged to the Host Fee account.

· It is recommended that a Treasury Branch or a Toronto Dominion Bank be used if a new account is opened for the Host Fees, as they do not charge fees for not-for-profit organizations.

· During the Exchange

      The ED is responsible for the leadership and coordination of all planned activities during the  

      exchange. Any questions or concerns with ambassadors arising during the exchange should be  

      addressed to the Ambassador ED. Ambassadors are expected to attend all planned group activities.

Check with the airline to confirm arrival time and advise hosts of any changes.

Provide a copy of the exchange planning budget to the Ambassador ED at the end of the exchange. 

· After the Exchange

Collect all Host Handbooks and evaluation forms.

Arrange a meeting with your committee to review the evaluation forms and summarize the results for use in your final report and for the benefit of future inbound exchange committees.

Submit the financial statement, including income and disbursements, with receipts, to the Board Treasurer.

Prepare the Exchange Director’s Final Report for presentation to the board and FFI. 

Provide the names of the home, day and dinner hosts to the club secretary for record keeping

If you have any comments or recommendations to improve this manual, please pass them on to the club president.

Hand in to the Vice-President [Exchanges] the file of Host Application Forms, the Host Handbooks, the Inbound Exchange Committee Manual and the Activities Catalogue for use by the club’s next ED. 
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ROLE OF THE HOSTING COORDINATOR

The Hosting Coordinator is appointed by the Exchange Director of the first inbound exchange in the year to be responsible for all inbound exchanges for that year. 

The role of the Hosting Coordinator is to:

· Select committee members whose ability inspires confidence and involve new members as helpers as much as possible. 

· Delegate responsibility to your committee members and provide training so that there are people ready to assume these responsibilities for future exchanges.

· Recruit hosts for the exchange. 

· Appoint a Dinner Host Coordinator to arrange for the group dinners.

· Arrange a meeting with the ED and club president to match the home hosts with the incoming ambassadors. 

· Arrange for the day hosts to assist the home hosts during the exchange.

· Ensure that the home, day and dinner hosts understand their role and responsibilities. Train an assistant on host coordination. If you do not have one person designated as your assistant, involve committee members so more club members have experience in host coordination.

Delegate responsibility to your committee members and provide training so that there are people ready to assume these responsibilities for future exchanges.

Pay special attention to ambassadors and hosts with allergies [be sure they are aware of any pets], special needs and disabilities. It is important that the prospective hosts are aware of any of these special requirements and are willing and able to accommodate them if possible.

Remind the home hosts that hosting is a wonderful opportunity to meet new friends and learn about another culture. The secret of a warm and wonderful Friendship Force experience is to be friendly, considerate, flexible, tolerant and understanding. Advise the home hosts to bring [with discretion] any problems which may arise to the attention of the ED for resolution. The ED may consult with the Ambassador ED to resolve a problem if it is deemed appropriate to share such information. Problems can arise due to cultural differences or incomplete information on the Host or Ambassador Matching Forms. Early identification of a problem can ensure an early and satisfactory resolution.

RESPONSIBILITIES OF THE HOSTING COORDINATOR

· Contact all club members in advance of the first exchange to recruit volunteers to be home, day and dinner hosts for all the exchanges during that year. If there are insufficient home hosts, other methods of host recruitment should be undertaken as early as possible. Hosts can be recruited at general meetings, through the newsletter and by the phone committee. Potential hosts need not be members of the club, but must be familiar with and in agreement with the mission and goals of the Friendship Force. 

· Arrange a meeting with the ED and club president as soon as the Ambassador Matching Forms are received to match the visiting ambassadors with the home hosts for each exchange. Notify all hosts and forward the Ambassador Matching Form for their assigned ambassador[s]. If there are more hosts than required, it is recommended that new members or members who have not hosted previously, be assigned to host. Advise extra hosts that they will be on a wait list in the event that an assigned host must withdraw.    

· Arrange for day hosts to assist the home hosts and arrange for dinner hosts to entertain the home hosts and their ambassadors during each exchange. 

· Promote the concept of teamwork among the hosts to provide the best possible experience for the ambassadors. Encourage home hosts to share hosting responsibilities with a day host, thus giving club members who are not home hosting, an opportunity to get to know some of the ambassadors. 

· Arrange for all the potential home hosts to complete the appropriate Host Application Forms. These forms must be completed and signed by all potential hosts. Hosting is an important role and all applicants must accept their responsibilities and release the Friendship Force of any liabilities by signing these forms. If situations change, members who have hosted on a previous occasion should be asked to complete a new form for this exchange.

· It is the policy of our club to visit potential club members in their home to get the forms completed and discuss hosting responsibilities. It is important to verify the information on house pets, smoking habits, allergies and disabilities. It is also important to ensure that all home hosts have adequate bedroom and bathroom facilities, adequate space, a high standard of cleanliness and a welcoming attitude.

· Advise all hosts that they are required to attend a workshop at a later date which will cover detailed information about their hosting responsibilities, the planned program [itinerary] and the cultural background of the visiting ambassadors. This is also an opportunity for experienced hosts to share their experiences with the first-time hosts.

· As soon as the personal information about the ambassadors is received, arrange for the exchange director and club president to assist in matching the ambassadors with the home hosts using the information provided. Try to match people with similar interests as much as possible. It is usual, but not mandatory, that the ambassador president is hosted by the club president. Likewise it is recommended, but not mandatory, that the Ambassador ED is hosted by the club ED to facilitate communication during the exchange. Provide a copy of the list of hosts and ambassadors [with the name, address, phone # and email address] to the ED as soon as it is available for forwarding to the Ambassador ED. Forward the Ambassador Matching Form to the respective hosts for their information.

· Double check to make sure that those with special needs are placed in homes that are able to accommodate their needs. Advise the activities [itinerary] coordinator of any ambassadors with food allergies or special dietary requirements so special arrangements can be made for the welcome and farewell dinners. Special needs include ability to use stairs, tolerance for pets in the home, need for bathtub, tolerance for smoking in the home. See the club Policy and Procedure Manual 1.16 for Limitation and Participation Requirements. 

· Notify those who have been selected to be home hosts and get a firm commitment from them that they will participate in the planned activities for the exchange. Provide them with the name, address and other contact information of their ambassador[s]. Advise the home hosts to contact their incoming ambassadors as soon as possible by sending a message of welcome, information about themselves and other family members and a picture if possible. Notify those home host applicants not selected to be available as back-up hosts.

· Consult with the home hosts to determine the number of day hosts required. In some cases the home hosts may prefer to make their own arrangements for day hosts. Home hosts who are working may require more assistance. It is a good idea to have a few extra day hosts on stand-by. It has been our experience that first time hosts are unaware how tiring it is to be completely responsible for their ambassadors and definite arrangements should be made for day host relief. This also allows members who are not is a position to home host to be fully involved and share in the development of friendships with the Ambassadors.

· Notify those who have been selected as day and/or dinner hosts, discuss with them what is expected of them and get a commitment for their participation in the exchange. All day hosts are required to attend the Host Workshop[s].

· Select dinner hosts from the list of volunteer dinner hosts. It is a good idea to have extra dinner hosts on stand-by. Notify them and discuss what is expected of them and get a commitment for their participation in the exchange. Ideally, each home host and their ambassadors should be invited to a dinner party in another member’s home at least once during the exchange. 

· Provide a suitable memento to be given to each ambassador by their host shortly after their arrival [e.g. a bag containing the program booklet, pins, maps etc.]
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ROLE OF THE ACTIVITIES CORDINATOR  [ITINERARY]

Your role is to plan, organize and supervise all the planned group activities for the weeklong exchange. You will require leaders for each of the following:

· Arrivals and departures

· Welcome party

· Planned group activities – usually for 3 – 4 days

· Farewell  party

Select activity leaders carefully and assist with getting people to help them. Select members whose ability inspires confidence. Show savoir-faire in planning the program. Delegate responsibility to your assistants and provide training so there are experienced members trained to take on responsibility for future exchanges.

All club members are encouraged to attend the welcome and farewell functions and the planned group activities.

When planning the group activities, consider the ambassadors’ fluency with English. It may be possible to obtain the services of a translator [club member, embassy or consulate staff] as a guide to attractions.  Allow time for the visiting ambassadors to meet and discuss things among themselves – it helps to relieve tensions and improve overall enjoyment of events. 

Out of respect for the religious affiliation of both ambassadors and hosts, if possible, group activities should not be arranged for Sunday morning.

The general rule is that all ambassadors are expected to attend all planned group functions unless alternate arrangements are made. If an ambassador does not wish to attend a group function, the host should advise the ED who, in turn, will advise the Ambassadors ED prior to the event.

When the program has been finalized, it is to be emailed to the Ambassador Exchange Director.

RESPONSIBILITIES OF THE ACTIVITIES COORDINATOR

· Arrivals and departures
Include specific instructions re the arrival and departure time in the Program Booklet. Have a Club banner or placards available when meeting a group at the airport or bus station. Each home host should have a sign with their ambassador’s names on it to facilitate easy introductions on arrival. All Club members are to wear their name badges. Appoint a member to check on the airport arrival time and phone hosts if there is a delay in the scheduled arrival of the ambassadors.

· Welcome Party 
Arrange for an appropriately sized room for the expected number of people. Ensure that a microphone is available. Keep a non-refundable deposit to a minimum. Provide the address and a map for the program booklet if the location is difficult to access.

Plan a program for the event. The ED will have discussed with the Ambassador ED if the ambassadors wish to provide any entertainment for the welcome event. The program should be relatively short to allow time for people to get to know one another. Provide for local cultural entertainment. It is usual for the ED to be MC and for the president to extend words of welcome to the ambassadors.

Assign a member to be responsible for planning the food and wine [if appropriate] for the event. Members and hosts should be reminded to bring food for 10 – 12 people to ensure there is adequate food for all. Tables should be called to visit the buffet table. Guests and members are to be served at the same time.

Assign a member to be responsible for flowers, candles or other suitable table decorations. Do not use the club’s plastic tablecloths for the buffet table as heat can damage them. The club banner should be displayed as well as a Canadian flag and a flag from the visitor’s country. Arrange to have the Chair, History & Archives Committee [or designate] take pictures of the event. Separate pictures of the ambassadors with their hosts should be taken at this time and a copy should be provided to each ambassador at the farewell event, if possible.

Ensure that any ambassador [or club member] with a food allergy has been accommodated at the supper.   

· Activities [itinerary]

Normally, activities are planned for 3 ½ - 4 days. The objective is to create a program that is enjoyable, interesting and educational in cultural elements but not too long or intense to be tiring. Hosts should have sufficient time to get to know their ambassadors and involve them in some of their usual family activities.

In planning the itinerary, take into consideration any free sights or events [use the Attractions Catalogue]. The club is provided with a host fee for each ambassador that must cover all the costs associated with the exchange. Consider any special factors such as a frail or handicapped ambassador. Take advantage of group rates and discounts on special days [i.e. Tuesday at the museum]. Club members pay their own way when accompanying ambassadors to events. If possible, do not schedule any activities for Sunday morning to accommodate those who wish to attend their church service. 

If professional guides are employed at museums or other places, impress upon them the need to refrain from going into too great detail, particularly with non-English speaking ambassadors, rather a general appreciation of the material should be presented, leaving time for questions from the ambassadors.

If any formal meetings are planned with any level of government, correspondence to set these arrangements should normally be assigned to the president or ED. 

Arrange for ambassadors to visit a bank to change currency on the first day if necessary.

In order to prevent disruptions when scheduling a group function, keep in mind the following points:

· Stress punctuality

· Provide clear directions to the marshaling area in the program booklet: 

- correct street address

            -  map, if necessary

            -  instructions for parking

· Assign a person to be in charge of each activity.

· Assign an extra person at each activity meeting place. In the event that anyone is detained, the extra person connect the late people with the rest of the group.

Prepare the program booklet to include all the details about the program. Provide copies to the ambassadors [one per couple] and club members [one per couple] who are involved in the exchange, plus 3 extra copies – 1 for the board, 1 for the Archives and 1 for the report to FFI. If it is possible, consider translating at least the president’s welcome into the ambassadors’ language. Double proofread the booklet before printing to ensure there are no errors in names, phone numbers, etc. 

· Farewell Party 

This is the last group function and will set the tone for the lasting impression the ambassadors take home with them. Make it fun and special!

Plan the farewell party using the same guidelines as for the welcome party.

Keep formalities to a minimum. Try and provide entertainment that represents Edmonton and Alberta culture.

· After the Exchange

Update the Attractions Catalogue with additional or new information and make available to the ED at the conclusion of the exchange. This catalogue will be given to the club’s next inbound exchange director. 

Provide a copy of the exchange program booklet, pictures and any other memorabilia for the Archives and History Chair of the Board to be entered into the club’s Photo/Scrapbook album.
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ROLE OF THE COMMUNICATIONS/PUBLICITY COORDINATOR

The role of the communications/publicity coordinator is to coordinate all internal and external communication for the exchange. An exchange is a good opportunity to get coverage for The Friendship Force in the local media.

The communications director may also be the club Communication or Publicity Chair so that communication from the exchange is coordinated with other club activities.

Look for opportunities to get an exceptional story and photo published in the Friendship magazine.

RESPONSILITIES OF THE COMMUNICATIONS/PUBLICITY COORDINATOR

· Make a list of local newspapers that may be interested in reporting FFI events. Write and submit a suitable publicity [human-interest] story for publication. Attempt to get a reporter out to a major group event.

· Prepare a summary of the exchange for publication in the next issue of Friendship Links.

· Ensure that timely articles are published in Friendship Links prior to each exchange. Consult with the activities coordinator to arrange for information to go out to members prior to the exchange. Extend an invitation to all members to those events that are open to all the members.

· Prepare the exchange program booklet with input from the ED and the activities coordinator.

· Assist the inbound exchange committee by phoning members, as needed, to advise them of details of the exchange, e.g. meetings, workshops, planned activities.
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ROLE OF THE FINANCE COORDINATOR

The Finance Coordinator’s role is to assist the Exchange Director and Activities Coordinator in planning the budget for the exchange. The role also includes keeping a running record of expenses and  preparing the final exchange financial report.

RESPONSIBILITIES OF THE FINANCE COORDINATOR

Prepare the budget for the exchange with the ED and the Activities Coordinator. Each inbound exchange budget should break even [or have a small surplus that is transferred to the club operating account].

Record receipts and expenses associated with the exchange program. 

Prepare the Exchange Financial Report and submit to the ED for submission to the Ambassador ED and inclusion with the Final Exchange Report to the board and FFI. 
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ROLE OF THE WORKSHOP COORDINATOR

The role of the workshop coordinator is to organize the workshop[s] to:

· Prepare all the participants in the exchange [home hosts, day hosts and dinner hosts] to undertake their responsibilities in accordance with the standards that have been set for Friendship Force exchanges. All members are encouraged to attend exchange workshops.

· Sensitize the club members to the language and cultural differences that they may encounter.

· Provide a copy of the Host Handbook for each Host 
RESPONSIBILITY OF THE WORKSHOP COORDINATOR

Revise the Host Handbook if necessary to include current information. Include a Culturgram for the ambassadors’ country. 

Prepare the agenda for the workshop [s] to include:

· Overview of the exchange – Exchange Director

· Itinerary for the exchange – Activities Coordinator

· Review the Host Handbook

· Cultural presentation – 

             -    History, geography, main industries

             -    Religion and politics [can be sensitive issues], customs, taboos

     Language – If there is a language barrier, some hints to ease the situation include having           

     picture albums available for browsing, invite a friend who is fluent in the language and 

     include this friend on your excursions and review the ambassador’s file to accommodate any 

     special interests such as art, music etc.

            -     Provide a province/country map to show the location of the ambassador club.

            -     Include a Culturgram for the ambassador’s country

· Check with the airline to determine if meals have been served. If not, hosts should offer a lunch upon arrival.

· Include the airline phone number, flight number and departure point and arrival time. 
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HOST EXCHANGE EVALUATION FORM                                            Appendix I 

Please provide the following information to gauge the success of the exchange.

Exchange from__________________________________________Date_______________

Were you a: Home host_____Day host_____Dinner host_____

Age[s] of your ambassador: Under 40___40 – 60___Over 60___ Sex: Male___Female___

Please rate the following:

Arrival preparations:              Excellent____Good____Fair____Poor____

Welcome party:                      Excellent____Good____Fair____Poor____

Farewell party:                       Excellent____Good____Fair____Poor____

Activities program:                 Excellent____Good____Fair____Poor____

Availability of day hosts:       Excellent____Good____Fair____Poor____

Availability of dinner hosts:   Excellent____Good____Fair____Poor____

Was your ambassador a member of the Friendship Force:  Yes_____No_____

Rate this exchange overall:  Excellent_____Good_____Fair_____Poor_____

Please describe your activities during the free time. Did your ambassadors have any special requests or special interests? What free time activities were most enjoyed?________________                                        

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________                                                                                                                                             con’t

HOST EXCHANGE EVALUATION FORM         CON’T
Have your expectations or views of your ambassador[s]’ country changed in any way as a result of this exchange? [describe]

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Please give any comments you may have about the official activities program.

1. Welcome event_____________________________________________________________

2. Farewell event______________________________________________________________

3. Other_____________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Will you participate as a host in another Friendship Force exchange in the future?

Yes____No____Undecided_____. If “no” or “undecided”, please explain why.

____________________________________________________________________________

____________________________________________________________________________

_________________________________________________________________

____________________________________________________________________________

Please complete and return to the exchange director at the end of the exchange.

Name [optional]_______________________________________________________________
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​INBOUND EXCHANGE DIRECTOR’S FINAL REPORT     Appendix II

It is the responsibility of the exchange director to keep careful records of the planning and conduct of the exchange and to prepare the final report of the exchange for the board and FFI within 45 days of the completion of the exchange.

The basic report should be 3 – 5 pages and follow the outline provided below. Additional information/materials should be provided in appendix form.

1. Exchange overview
Name & date of the exchange, number of hosts and ambassadors. Brief summary of the exchange [1 – 2 paragraphs]. Include the main recommendations of the exchange director here.

2.   Recruitment phase

      Describe the recruitment initiative, both successful and unsuccessful. How many 

      hosts, day hosts and dinner hosts were recruited and accepted? Describe the 

      interview/acceptance process. What recommendations do you have for recruiting?

3.   Workshop and cultural preparation

      Describe briefly the workshop[s] agenda and the special guests [if any]

      What recommendations do you have for workshops?

4.   Itinerary

      Describe the highlights. 

5.   Evaluation

      Provide a summary of the ambassador/host evaluations

6.   Financial report

      To be prepared by the Finance Coordinator. Copy attached.

7.   Appendix 

      Include any special items/information that might be of special interest or helpful to 

      future exchange directors.

Name of the exchange director & date of completion of the report
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FINAL FINANCE REPORT *                Appendix III

Planning Time Table for Inbound Exchanges                     AppendixIV

	
	
	ED
	Host     
	Activity
	Comm/
	Financ
	Workshop

	1. 
	6 Months before arrival
	
	
	
	
	
	

	2. 
	Establish contact with AED & method of communication
	
	
	
	
	
	

	3. 
	Confirm exchange dates
	
	
	
	
	
	

	4. 
	Confirm maximum ambassadors we can accept
	
	
	
	
	
	

	5. 
	Appoint committee chairpersons
	
	
	
	
	
	

	6. 
	Distribute handbook to each chairperson
	
	
	
	
	
	

	7. 
	Send tourist information to the AED
	
	
	
	
	
	

	8. 
	Set first committee meeting date & meeting schedule
	
	
	
	
	
	

	9. 
	
	
	
	
	
	
	

	10. 
	
	
	
	
	
	
	

	11. 
	
	
	
	
	
	
	

	12. 
	
	
	
	
	
	
	

	13. 
	5 Months before arrival
	
	
	
	
	
	

	14. 
	Prepare preliminary program of activities
	
	
	
	
	
	

	15. 
	Prepare preliminary exchange budget
	
	
	
	
	
	

	16. 
	Canvas for and appoint committee members 
	
	
	
	
	
	

	17. 
	Canvas for hosts
	
	
	
	
	
	

	18. 
	
	
	
	
	
	
	

	19. 
	
	
	
	
	
	
	

	20. 
	
	
	
	
	
	
	

	21. 
	
	
	
	
	
	
	

	22. 
	
	
	
	
	
	
	

	23. 
	
	
	
	
	
	
	

	24. 
	
	
	
	
	
	
	

	25. 
	
	
	
	
	
	
	

	26. 
	
	
	
	
	
	
	

	27. 
	4 Months before arrival
	
	
	
	
	
	

	28. 
	Get estimate of number of ambassadors
	
	
	
	
	
	

	29. 
	Select and confirm home hosts
	
	
	
	
	
	

	30. 
	Arrange for all hosts to complete Application forms
	
	
	
	
	
	

	31. 
	
	
	
	
	
	
	

	32. 
	
	
	
	
	
	
	

	33. 
	
	
	
	
	
	
	

	34. 
	
	
	
	
	
	
	

	35. 
	
	
	
	
	
	
	

	36. 
	
	
	
	
	
	
	

	37. 
	
	
	
	
	
	
	

	38. 
	3 Months before arrival 
	
	
	
	
	
	

	39. 
	Confirm availability of hosting fees
	
	
	
	
	
	

	40. 
	Obtain Ambassador Application Forms
	
	
	
	
	
	

	41. 
	Prepare host matching forms
	
	
	
	
	
	

	42. 
	Confirm day and dinner hosts
	
	
	
	
	
	

	43. 
	Reserve location for Welcome Dinner
	
	
	
	
	
	

	44. 
	Reserve location for Farewell Dinner
	
	
	
	
	
	

	45. 
	Finalize activity program
	
	
	
	
	
	

	46. 
	Finalize budget
	
	
	
	
	
	

	47. 
	Discuss activity program with IED 
	
	
	
	
	
	

	48. 
	Establish date for workshop[s]
	
	
	
	
	
	

	49. 
	Reserve venue for the workshop[s]
	
	
	
	
	
	

	 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Advise all hosts re date of the workshop[s]
	
	
	
	
	
	

	50. 
	Reserve facilities, guides and tickets for events
	
	
	
	
	
	

	51. 
	Reserve entertainment for Farewell party
	
	
	
	
	
	

	52. 
	
	
	
	
	
	
	

	53. 
	
	
	
	
	
	
	

	54. 
	
	
	
	
	
	
	

	55. 
	
	
	
	
	
	
	

	56. 
	
	
	
	
	
	
	

	57. 
	
	
	
	
	
	
	

	58. 
	
	
	
	
	
	
	

	59. 
	2 Months before arrival
	
	
	
	
	
	

	60. 
	Finalize host/ambassador matching and advise IED
	
	
	
	
	
	

	61. 
	Notify home hosts re ambassadors name & address
	
	
	
	
	
	

	62. 
	Prepare Workshop agenda
	
	
	
	
	
	

	63. 
	Prepare Host handbook
	
	
	
	
	
	

	64. 
	Confirm arrangements for meeting officials [if any]
	
	
	
	
	
	

	65. 
	Finalize plans for the welcome at the airport
	
	
	
	
	
	

	66. 
	Finalize plans for the Welcome Dinner
	
	
	
	
	
	

	67. 
	Finalize plans for the Farewell Dinner
	
	
	
	
	
	

	68. 
	Prepare “goody” bags for ambassadors
	
	
	
	
	
	

	69. 
	Prepare agenda for Welcome and Farewell Dinners
	
	
	
	
	
	

	70. 
	Prepare Exchange Program Booklet
	
	
	
	
	
	

	71. 
	Reconfirm program & entertainment bookings 
	
	
	
	
	
	

	72. 
	
	
	
	
	
	
	

	73. 
	
	
	
	
	
	
	

	74. 
	
	
	
	
	
	
	

	75. 
	
	
	
	
	
	
	

	76. 
	
	
	
	
	
	
	

	77. 
	
	
	
	
	
	
	

	78. 
	
	
	
	
	
	
	

	79. 
	During last month before arrival
	
	
	
	
	
	

	80. 
	Purchase gifts [if any]
	
	
	
	
	
	

	81. 
	Finalize details of welcome at the airport
	
	
	
	
	
	

	82. 
	Finalize details for departure
	
	
	
	
	
	

	83. 
	Verify arrangements with officials [if any] 
	
	
	
	
	
	

	84. 
	Verify arrival information with the IED
	
	
	
	
	
	

	85. 
	
	
	
	
	
	
	

	86. 
	
	
	
	
	
	
	

	87. 
	
	
	
	
	
	
	

	88. 
	
	
	
	
	
	
	

	89. 
	
	
	
	
	
	
	

	90. 
	
	
	
	
	
	
	

	91. 
	
	
	
	
	
	
	

	92. 
	Post exchange
	
	
	
	
	
	

	93. 
	Hold final committee meeting
	
	
	
	
	
	

	94. 
	Collect evaluation forms and Host Handbooks
	
	
	
	
	
	

	95. 
	Prepare ED’s Final Report
	
	
	
	
	
	

	96. 
	Prepare Financial Report
	
	
	
	
	
	

	97. 
	Prepare recommendations for future exchanges  
	
	
	
	
	
	

	98. 
	
	
	
	
	
	
	

	99. 
	Aug/06
	
	
	
	
	
	


INBOUND EXCHANGE CONTACT INFORMATION  Appendix V

Exchange from ______________________________________________________________ 

Date ____________________________________________________________

Exchange ID number _______________________________________________

FFI Program Coordinator – Name_____________________________________




         Phone______________________________________

                                             Fax_______________________________________

                                             Email_____________________________________

Ambassador Club_________________________________________________

Ambassador Club President – Name__________________________________





Phone_____________________________________





Fax_______________________________________





Email_____________________________________

Ambassador Exchange Director – Name______________________________

                                                       Phone______________________________



                                 Fax________________________________





           Email_______________________________

Aug/06
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1

