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 THE FRIENDSHIP FORCE OF EDMONTON AND AREA

OUTBOUND EXCHANGE MANUAL

Role of the Outbound Exchange Director

As the Exchange Director [ED], you have overall responsibility for planning and leading a Friendship Force exchange assigned to The Friendship Force of Edmonton and Area, hereinafter referred to as the Club or our Club. To do this, you must be familiar with the objectives, ideals and exchange policies of the Friendship Force, have a desire to lead the exchange, be able to organize and meet planned deadlines and be flexible, patient and understanding of other points of view.

As the ED you are responsible for organizing the exchange, and you sit on the Board of Directors and Executive Committee of the Club for communication purposes during the planning stage but you report directly to FFI on exchange matters. You are the only committee or club member who should be in direct contact with FFI about the exchange.

As the ED, you undertake responsibilities that will provide an enriching cross-cultural experience to members of the Club travelling on the exchange. The task will require considerable time, leadership skills, tact, diplomacy, patience and perseverance to go beyond the club membership to get sufficient ambassadors for the exchange. As ED, you must be willing to conduct interviews and have the ability to be firm in your commitment to accept only those applicants having the required qualities of an ambassador. Despite the work involved, the rewards from meeting new friends around the world can be very high.

Your main role is to provide the cohesive force to lead, train and supervise a group of volunteers in the planning and implementation of the exchange. To help you with your job, carefully select assistants whose ability inspires confidence and teamwork. Remember, your job is to organize the exchange through leadership and training of your committee members. Our Club benefits through the development of future exchange directors and exchange committee members. Rely on flexibility and good humor to get the cooperation and support you need. Be patient and remember that your way is not the only way, but one way.

Exchange planning involves bringing together two cultures whose priorities, attitudes, concepts of time and problem solving methods may vary considerably. The importance of cultural awareness cannot be overstressed. One of your tasks will be to organize one or two workshops to clarify the ambassadors’ responsibilities, review the planned itinerary and sensitize people to cultural differences. Attendance at  workshops is mandatory. Special attention should be given to first-time ambassadors to be sure they understand their responsibilities.

During the exchange, should problems arise, your role is to define the problem and serve as liaison between hosts and ambassadors, making sure that each understands the other and resolving the difficulty in such a manner that no one is embarrassed or loses face.

Retain copies of any planning documents or any other useful information to be placed in the club files and made available to future exchange directors.

Responsibilities of the Outbound 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 Host Exchange Director [Host ED]
As soon as you are notified that the exchange is going ahead, communicate with the Host ED. Introduce yourself, provide a personal description of yourself and your family, provide information about our Club and establish the means of future communication.

Remember that the Host ED may not speak fluently or understand English, so communication may be difficult. A person may say that he understands you when, in fact, he does not. Therefore, always phrase your questions and answers in clear, simple words. Ask questions in point form. Confirm oral agreements in writing, to allow a second opportunity for clarification and confirmation of vital information. Communicate with the Host ED on a regular basis, even if there is nothing pertinent to report, to reinforce the message that we are excited about our upcoming visit.

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

Confirm the mutually agreeable exchange dates as soon as possible, and establish the maximum number of ambassadors their club is able to host. The objective of FFI is to have 20–25 ambassadors on every exchange. However, some FF clubs are too small to host this large a group and will stipulate the number they can handle. Do not exert pressure on the host club to host more than they can handle.

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

Ascertain from the Host ED if there will be any additional costs such as for transportation, attractions, entrance fees or meals.

Discuss the protocol for the exchange of gifts between clubs and between EDs. It is the preference of our Club not to exchange club 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. 

Ask the Host ED if we should bring a Canadian flag for use at the social events.

Keep in regular contact with the FFI Program Coordinator [PC]

It is important to keep the PC informed of the status of plans for the exchange and the recruitment of ambassadors. The PC should be advised early in the planning process if a shortage of ambassadors is anticipated. The PC may recommend that the club join with another club to ensure that the exchange is full. Every effort needs to be made to recruit the maximum number of ambassadors that the host club can accommodate.

If you are having difficulties communicating with or getting replies from the Host 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 on the part of the Host ED. 

If there is an insufficient number of ambassadors, it would be necessary to cancel the exchange, which we want to avoid if at all possible. Therefore it is imperative that recruitment starts as soon as possible after we are advised by FFI that the exchange is confirmed [It’s a Go] and every possible means to recruit ambassadors is explored. Cancellation will be necessary if we do not have the quota of ambassadors 65 days in advance of departure as this is the date that FFI requires the program fees to be submitted.

Planning the Outbound Exchange
Appoint the members of your outbound exchange committee. Usual positions are as follows:

· Deputy ED – Record the decisions of the committee

· Ambassador Recruitment Coordinator

· Communications/Publicity Coordinator

· Finance Coordinator

· Workshop Coordinator

The Club president is an ex-officio member of the Outbound Exchange committee. Send a cc to the club president on all email communications with the Host ED and the FFI Program Coordinator and forward to the president all responses by email.

Provide a copy of the Outbound Exchange Manual to each committee coordinator. Meet with the ambassadors and travel agent during the planning stage to establish a good rapport among the ambassadors, get the necessary forms filled out, arrange for the payment of fees, and other similar matters.

Communicate regularly with committee coordinators, by meetings and/or email, in order to monitor progress and ensure that adequate recruitment methods are in place. 

Keep the ambassadors informed of details during the planning process [by email, if possible]. 

Attend regular board and executive committee meetings to report progress of the Exchange Planning Committee.

Prepare the exchange budget with the Finance Coordinator. The budget is based on $25 per ambassador paid to our club to cover administrative costs associated with planning the exchange, club and exchange director gifts and incidental expenses occurring during the exchange. Each outbound exchange should break even financially.

Arrange for the payment of the ambassadors’ program fee to FFI. This fee is due 65 days in advance of the departure date. Ambassadors may pay by credit card [Visa or Master Card only] using a form provided by FFI or by cheque payable in US funds to FFI.

Making the Travel Arrangements

Schedule a meeting with prospective ambassadors as soon as possible to determine if there is interest for a pre or post-exchange tour. Based upon the input from this group, plan an itinerary for the group tour.

Obtain quotes from at least three travel agencies for airfare to the host city and the pre or post-exchange tour [if any]. Select an agency, using the Guidelines for the Outbound Exchange Committee in Selecting a Travel Agent, and provide it with all the necessary information [departure date, return date and optional tours]. In consultation with the travel agent, establish the dates for the receipt of deposits and final fees. Any free seat earned as a result of a group discount shall be prorated among those persons whose tickets earned the group discount. Arrange a meeting of the ambassadors with the travel agent in the early stages of planning.

In the case of a double [or a triple] homestay, it will be necessary to provide transportation between homestay locations. The Host ED may be able to assist you in making these arrangements. Determine from the Host ED if there are any airport transfer fees or additional costs for transportation or activities not covered by the program fee sent to FFI. The ambassador group must approve any additional activity costs prior to departure.

Once travel plans are complete, prepare a brochure giving details of the exchange including the itinerary, cost, items included in the cost, additional items of a personal nature not included in the cost, medical and trip cancellation insurance requirements, registration deadline, an Exchange Registration Form, Ambassador Application Form, Ambassador Agreement and Charge Card Form to be used for payment of the Administrative fees to Friendship Force Inc. The application deadline is usually 65 days prior to departure or when the exchange is full, whichever comes first. The brochure is used for the recruitment of ambassadors. The Exchange Application Forms and deposits are to be forwarded to the travel agent for processing. The travel agent will issue a receipt for the deposit, confirm the date the balance of payment is due and process the insurance requests. The Ambassador Application Forms, Ambassador Agreements and the club fee are to be forwarded to the exchange director. 

During the Exchange

Homestay

During the exchange, you will act as the official representative of our club and will be expected to deal with any problems or emergencies, in consultation with other members of the committee and the HostED. You are responsible for the leadership and coordination of all planned activities during the exchange. Advise ambassadors that any questions or concerns arising during the exchange should be addressed to you as the ED. Ambassadors are expected to attend all planned group activities.

It is suggested that a trip diary be kept during the exchange. Assign one ambassador per day to record the day’s activities. Arrange for the diary to be typed up at the end of the exchange and a copy provided to each ambassador for a nominal fee or the diary may be forwarded to all ambassadors by email, therefor eliminating any direct cost of reproduction.

Confirm flight reservations for the group prior to each flight [usual requirement is 48 hours].

Group Tour

You [or your designate] are the group tour leader for the duration of the group tour.  Your responsibilities are similar to those for the homestay portion of the exchange. You will communicate with local guides to ensure that all services are provided as per the itinerary and troubleshoot any problems that may arise. Travel vouchers for the prearranged tours and services [hotels] are provided by the travel agent in advance of departure.    

After the Exchange

Write or email the Host EDs to thank them for their efforts in making each exchange a success.

Collect all the ambassador evaluation forms during the return trip to ensure completion.

Collect all Ambassador Handbooks and return to the club president.

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 outbound exchange committees.

Arrange for the trip diary to be typed and a copy provided to each ambassador or ambassador couple.

Prepare the Exchange Director’s Final Report and include the Finance Coordinator’s final report for presentation to the board and FFI. 

Provide a list of the ambassadors to the History/Archives Committee for record keeping.

If you have any comments or recommendations to improve this handbook, please pass them on to the Club President.
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Role of the Ambassador Recruitment Coordinator

As the Recruitment Coordinator, with the assistance of the ED, you are responsible for the recruitment of ambassadors for the exchange. 

If there are insufficient club members to fill the quota for the exchange [recommended 20 – 25 or maximum number that the host club can accommodate], it is important to recruit additional ambassadors from other Canadian clubs or from the community, thereby promoting growth of club members. Every effort must be made to ensure that the maximum numbers of ambassadors are recruited for the exchange. You must determine, as early as possible in the planning phase, if a sufficient number of our club members have registered for the exchange in order to have sufficient time to recruit from other sources if necessary.

Each ambassador will complete an Exchange Registration Form, the club Ambassador Application Form and Ambassador Agreement and a personal letter [including a picture] of introduction to be forwarded to the Host ED for the purpose of matching ambassadors to hosts. 

Responsibilities of the Ambassador Recruitment Coordinator
Once the exchange details have been completed and the exchange brochure is available, hold an initial sign-up meeting for members and prospective members, giving information about the exchange and any post-exchange tour being planned. Completed Exchange Registration Forms and deposits are turned over to the travel agent. Later Exchange Registration Forms are sent directly to the travel agent. 

Ideally ambassadors are to travel outbound together. In some cases this is a requirement of the airline in order to obtain a reduced group fare. Most airlines will allow optional return dates. Some ambassadors will prefer to use travel points that may be on another airline. If permitted, it is the ambassador’s responsibility to meet the group when it arrives at the host destination. In no case should an ambassador be allowed to join the group at a later time. 

The ED and the Recruitment Coordinator will review all ambassador applications. Interviews and/or reference checks for non-club member are to be conducted before ambassadors are accepted.  A reference is required for a member from another club to verify that the applicant is a suitable candidate for the exchange and is physically fit for the living conditions in the host country. Notify the applicants that their applications have been received and they have been accepted or not accepted for the exchange once the selection process is completed.

Arrange for and collect a letter of introduction [including a picture] to be sent to the Host ED. Advise the ambassadors the name of their hosts when this information is provided by the Host ED.

Advise ambassadors to undertake personal research to find out as much as possible about the host country, its culture and its customs.

FFI requires each ambassador to have adequate medical insurance to cover medical emergencies during the exchange. The ED will collect from each person the name of his insurance company, policy number and telephone contact number and the personal emergency contact telephone number at home, and carry this list during the exchange. 

Trip cancellation insurance is optional but is highly recommended. Trip cancellation insurance can be obtained, at time of purchase, to cover reimbursement of FFI Administrative Fees. A copy of the  Cancellation Policy for Exchanges [Friendship Force Policy/Procedure/Forms Manual] must be provided to the travel agent when purchasing the insurance.

Maintain a waiting list of ambassador applicants if the exchange is full.

Notify the Publicity/Communication Coordinator as soon as possible if recruitment has not met expectations to discuss options for additional promotions.

Prepare a list of all the ambassadors and hosts with their addresses and phone numbers for distribution at the workshop.
Role of the Finance Coordinator

The role of the finance coordinator is to manage the finances associated with the exchange. This includes preparing a budget, collecting the money, paying the bills and preparing the financial statement for the exchange

Responsibilities of the Finance Coordinator

Prepare a budget for the exchange committee in consultation with the ED. Normally you have $25 in Canadian funds per ambassador to cover the club cost of organizing the exchange. Ambassadors from other Canadian clubs are charged for the additional courier costs to deliver tickets. Each outbound exchange must break even financially. Any surplus funds after the exchange is over are to be returned to the ambassadors or the ambassadors as a group could vote to transfer the amount remaining to the club account or to make a donation to the charity of their choice.

Complete the finance report for inclusion with the ED’s final report to the board and FFI.
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Role of the Communications/Publicity Coordinator

The role of the Communications/Publicity Coordinator is to arrange for publicity of the exchange to assist in the recruitment of ambassadors. An exchange is a good opportunity to get coverage in the local media for the purpose of recruiting new members.

Responsibilities of the Communication/Publicity Coordinator

Announce the outbound exchange in the club newsletter as soon as possible. 

If recruitment of ambassadors is not meeting the club requirements, consider other avenues for the publicity of the exchange, such as speaking at meetings of professional groups, putting notices in local newspapers and church bulletins and any other strategy that the group thinks might help recruit ambassadors for the exchange.

Obtain pins, flags and other items representing the community, province and country from government officials. Ambassadors will find these useful to distribute to their hosts and new friends during the exchange.

Sep/06

Role of the Workshop Coordinator

The purpose of the workshop is to provide details about the travel arrangements, information about the customs and culture of the host country and city and to convey the concepts and ideals of FFI to the ambassadors prior to departure. It also provides an important opportunity for the ambassadors to meet and get to know each other prior to the exchange.

We want the ambassadors selected for the exchange to be committed to making new friends and learning about a new culture.

Responsibilities of the Workshop Coordinator

Review and revise the Ambassador Handbook if necessary. Handbooks are to be returned to the exchange director following the exchange. Include a Culturgram of the hosts’ country.

Select and book a location for the workshop[s].

Prepare the agenda for the workshop in consultation with the ED. Usual agenda items include the following:

· Culture/History of the host country

· Role and Responsibility of an ambassador [Ambassador Handbook]

· Travel details

· Entertainment in host country and practice for same

· Program in host destination 

· Currency – amount needed, in what currencies, where and when to obtain

· Small handouts for certain occasions, such as bookmarks/fridge magnets/dual flag pins

· Clothing to take and packing suggestions. Because Canadian travelers are welcomed internationally, suggest ambassadors attach Canadian flags/Canada stickers to their luggage.

· Host/courtesy gifts

Arrange for a guest speaker who is familiar with the culture and customs of the host country. Cover cultural differences affecting hygiene and health, attitudes on punctuality, food differences and eating habits, etc.

Provide a large wall map of the destination country/city.

Encourage ambassadors to carry a dictionary or simple phrase book.
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Planning Time Table for Outbound Exchanges                                                                       Appendix I 

	No.
	Activity
	E.D.
	Coordin-ator

Recruit-ment
	Coordin-

ator

Commu-

Nication


	Coordin-

Ator

Finance
	Coordin-

ator 

Work-shop
	Deputy

Exchange

Director

	1. 
	6 months before departure
	
	
	
	
	
	

	2. 
	Appoint a committee
	
	
	
	
	
	

	3. 
	Contact Host Exchange Director
	
	
	
	
	
	

	4. 
	Meet to assign coordinators and review plans
	
	
	
	
	
	

	5. 
	Set exchange dates and Max # of ambassadors
	
	
	
	
	
	

	6. 
	Confirm if government officials will be involved
	
	
	
	
	
	

	7. 
	Decide on protocol for exchange of gifts
	
	
	
	
	
	

	8. 
	Select a travel agent
	
	
	
	
	
	

	9. 
	Prepare tour brochure
	
	
	
	
	
	

	10. 
	Plan meeting schedule
	
	
	
	
	
	

	11. 
	Communicate with FFI program coordinator
	
	
	
	
	
	

	12. 
	Prepare forms – tour and ambassador registration 
	
	
	
	
	
	

	13. 
	Plan and initiate the recruitment campaign
	
	
	
	
	
	

	14. 
	Set budget – Establish accounting procedures
	
	
	
	
	
	

	15. 
	
	
	
	
	
	
	

	16. 
	
	
	
	
	
	
	

	17. 
	
	
	
	
	
	
	

	18. 
	
	
	
	
	
	
	

	19. 
	
	
	
	
	
	
	

	20. 
	5 Months before departure
	
	
	
	
	
	

	21. 
	Proceed with ambassador recruitment
	
	
	
	
	
	

	22. 
	Communicate with HED
	
	
	
	
	
	

	23. 
	Communicate with FFI program coordinator
	
	
	
	
	
	

	24. 
	Sign-up meeting – ambassadors and travel agent.
	
	
	
	
	
	

	25. 
	
	
	
	
	
	
	

	26. 
	
	
	
	
	
	
	

	27. 
	4 Months before departure
	
	
	
	
	
	

	28. 
	Confirm maximum number of ambassadors
	
	
	
	
	
	

	29. 
	Communicate with HED
	
	
	
	
	
	

	30. 
	Establish protocol for gift exchange & need to take flag
	
	
	
	
	
	

	31. 
	Set deadline for reservation for members
	
	
	
	
	
	

	32. 
	Maintain list of ambassador applications
	
	
	
	
	
	

	33. 
	Communicate with FFI program coordinator
	
	
	
	
	
	

	34. 
	Recruit ambassadors from other sources if necessary
	
	
	
	
	
	

	35. 
	
	
	
	
	
	
	

	36. 
	
	
	
	
	
	
	

	37. 
	
	
	
	
	
	
	

	38. 
	3 Months before departure 
	
	
	
	
	
	

	39. 
	Arrange for receipt of ambassador letters for host club
	
	
	
	
	
	

	40. 
	Get emergency contact information from ambassadors
	
	
	
	
	
	

	41. 
	Send program fees to FFI [due 65 days in advance]
	
	
	
	
	
	

	42. 
	
	
	
	
	
	
	

	43. 
	
	
	
	
	
	
	

	44. 
	
	
	
	
	
	
	

	45. 
	
	
	
	
	
	
	

	46. 
	2 Months before departure
	
	
	
	
	
	

	47. 
	Verify final ambassador list 
	
	
	
	
	
	

	48. 
	Prepare a list of hosts and their ambassadors
	
	
	
	
	
	

	49. 
	Advise ambassadors of host names
	
	
	
	
	
	

	50. 
	Gather emergency information from ambassadors
	
	
	
	
	
	

	51. 
	Verify ambassador’s insurance  coverage
	
	
	
	
	
	

	52. 
	Ascertain from HED if there are any additional costs
	
	
	
	
	
	

	53. 
	
	
	
	
	
	
	

	54. 
	
	
	
	
	
	
	

	55. 
	
	
	
	
	
	
	

	56. 
	
	
	
	
	
	
	

	57. 
	
	
	
	
	
	
	

	58. 
	
	
	
	
	
	
	

	59. 
	
	
	
	
	
	
	

	60. 
	During last month before departure
	
	
	
	
	
	

	61. 
	Purchase gifts [if any]
	
	
	
	
	
	

	62. 
	Plan/practice entertainment
	
	
	
	
	
	

	63. 
	Confirm departure flight time
	
	
	
	
	
	

	64. 
	Review itinerary details with ambassadors 
	
	
	
	
	
	

	65. 
	
	
	
	
	
	
	

	66. 
	
	
	
	
	
	
	

	67. 
	
	
	
	
	
	
	

	68. 
	
	
	
	
	
	
	

	69. 
	
	
	
	
	
	
	

	70. 
	During the exchange
	
	
	
	
	
	

	71. 
	Assign ambassadors for daily trip diary 
	
	
	
	
	
	

	72. 
	Oversee activities & trouble shoot as necessary
	
	
	
	
	
	

	73. 
	Confirm flight reservations 48 hours in advance
	
	
	
	
	
	

	74. 
	
	
	
	
	
	
	

	75. 
	
	
	
	
	
	
	

	76. 
	
	
	
	
	
	
	

	77. 
	
	
	
	
	
	
	

	78. 
	
	
	
	
	
	
	

	79. 
	
	
	
	
	
	
	

	80. 
	
	
	
	
	
	
	

	81. 
	Post exchange
	
	
	
	
	
	

	82. 
	Hold final committee meeting
	
	
	
	
	
	

	83. 
	Collect evaluation forms and Ambassador Handbooks
	
	
	
	
	
	

	84. 
	Prepare ED’s Final Report
	
	
	
	
	
	

	85. 
	Prepare Financial Report
	
	
	
	
	
	

	86. 
	Compile information & pictures for the scrapbook
	
	
	
	
	
	

	87. 
	Thank host EDs for the exchange
	
	
	
	
	
	

	88. 
	
	
	
	
	
	
	

	89. 
	
	
	
	
	
	
	

	90. 
	
	
	
	
	
	
	

	91. 
	
	
	
	
	
	
	

	92. 
	
	
	
	
	
	
	

	93. 
	
	
	
	
	
	
	

	94. 
	
	
	
	
	
	
	

	95. 
	
	
	
	
	
	
	

	96. 
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Ambassador Application Form                                                                                                      Appendix II
The 2 page Ambassador Application Form includes the Ambassador Pledge and should be completed by all ambassadors to register for the exchange.
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THE FRIENDSHIP FORCE OF EDMONTON AND AREA

AMBASSADOR APPLICATION FORM

The following information is needed to help select Ambassadors who are representative of our community/region/country. Detailed information also helps to match Ambassadors with host families. Each applicant must complete and sign the application and agreement form. PLEASE PRINT

1. Name [as shown on passport]____________________________________________________________________________________

2. Do you have a Friendship Force name badge  Yes____ No___

3. If no, how would you like your name on your name badge __________________________________________________

4. Address ______________________________________________________________________________________

   __________________________________________________________________Postal code_______________________

5. Phone [home] _____________________________________[Bus_____]_______________________________________

    Fax __________________________________Email ______________________________________________________

6. Date of birth [day]_______[month] ____________ [year]_______    Do you have a valid passport?  Yes_____ No_____

7. Passport number __________________________________________Expiry date ________________________________

8. Note any language, other than English, that you speak and indicate your proficiency in that language

    Language ___________________________________________________ Excellent____Good____Fair____Poor____

    Language ___________________________________________________ Excellent ____Good ___Fair ____Poor____

9. Current job title and employer [previous job if retired]______________________________________________________

    _________________________________________________________________________________________________

10 Interests and hobbies – Circle 

    Outdoor activities   Antiques    Sports [spectator]__________________Sports   [participant]_______________________

    Theatre/Movies    Cooking   Animals   Music [spectator] _______________Music [Participant]____________________

    Entertaining    Crafts    Volunteer work    Dancing    Gardeing/farming    Family activities    Photography    Reading    

    Traveling    Art    Collecting ___________________Other ________________________________________________

11 Do you smoke  Yes___No ___ If yes, will you accept a non-smoking home Yes ____ No ____

12. Have you participated in a homestay [or similar] program before?       Yes, as a host____Yes as a guest ____ No ____

13.Do you have any allergies Yes ___ No ___ If yes, describe__________________________________________________

     Do you need a special diet Yes ___ No ___ If yes, describe _________________________________________________

     Are you restricted in walking Yes___ No ___ If yes, describe _______________________________________________

     Do you have a medical condition that can affect your participation in certain activities Yes ___ No ___ If yes, describe _

     ________________________________________________________________________________________________

14. If traveling with someone else, please complete below. Each applicant must complete an application form.

     Name_______________________________________________Relationship ________________________Age_______

15. Person to contact at home in case of emergency     Name __________________________________________________

      Address _____________________________________________________________Phone_______________________

      Relationship _______________________________Phone [H] ___________________ [W] _______________________

AMBASSADOR PLEDGE

The Friendship Force considers each Ambassador to be a “citizen diplomat”, a person committed to improving international relations through people-to-people diplomacy, during and after the exchange.

As an Ambassador with The Friendship Force of Edmonton and Area, I agree with the objective of the organization: to create an environment where personal friendships are established across barriers that separate people. My main objective as I join this exchange is for cultural understanding and friendship.

As an Ambassador, I am aware that my actions reflect on the club and my country. I promise to conduct myself in an exemplary manner. I understand that the exchange director for this exchange has been given authority by Friendship Force International to lead and conduct this exchange in the best interest of all parties and has the authority to remove any person from a host home who is not in compliance with the goals of The Friendship Force.

I have read the Ambassador Agreement provided with this Application and accept its terms. I hereby agree to obtain adequate travel and medical insurance for the duration of the exchange.

Signature___________________________________________________Date____________________
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THE FRIENDSHIP FORCE OF EDMONTON AND AREA

AMBASSADOR INTERVIEW QUESTIONNAIRE   Appendix III      

The Interview Form is to be used as a guideline for interviewing those ambassadors who are not members of the club.
1.
What do you believe the goals of Friendship Force to be?

2.
What are your reasons for wanting to be an Ambassador?

3.
How will you prepare for your Friendship Force experience, if selected?

4.
How do you feel about being part of a group travel situation?

5.
Last minute changes in travel plans are sometimes unavoidable. How will you cope with any changes in travel arrangements?

6.
Your local Exchange Director and/or Club has no control over your Host assignment. It is possible you will not know the name and composition of your Host family until you meet them at the airport. How would you react to this situation?

7.
It is possible that your Host will speak or understand very little of our language. How do you plan to communicate in this situation?

8.
You may be placed with Hosts whose religion or socioeconomic level is different from yours. How do you feel about this?

9.
How do you feel about living in a home where the standards of cleanliness in bathrooms and kitchens may be radically different from your own? How would you handle this?

10.
Do you enjoy trying new foods?

11.
Are you willing to sleep on the floor, if necessary?

12.
How would you react if, during your hosting you were assigned a roommate of a different racial or religious background?
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THE EVALUATION FORM*                                                                                                              Appendix IV 

The Evaluation form is to be used if it is necessary to interview applicants for the exchange.

Applicant Interview Evaluation

Instructions to the Interviewer:  Please evaluate the applicant in each of the following areas by putting a number from 0 to 10 before each item.  A higher score indicates the applicant has a greater strength in that area.

1. ____ Enthusiasm.

2. ____Sensitivity to others.

3. ____Altruistic and/or unselfish motivation for applying.

4. ____Tolerance of religious differences.

5. ____Tolerance of racial differences.

6. ____Tolerance of political differences.

7. ____General flexibility.

8. ____General health, stamina and physical condition.

9. ____Understanding and commitment to Friendship Force ideals.

10. ___Attitude about his or her city, state, and country.

11. ___General friendliness.

12. ___General acceptability of him/her as a guest in your home.

General Comments: __________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

______________________________________​​​​____________________________________________________________________  
_________________________________________________________________________________________

_________________________________________________________________________________________
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Charge Card Form*                                                                                                                        Appendix V
Payment for the Administration Fee for an Outbound Exchange Fee may be made by cheque or credit card. VISA, MASTERCARD and AMERICAN EXPRESS only are accepted by FFI 

\
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CHARGE CARD FORM  
PROGRAM COORDINATOR:_______________________________EXCHANGE CHANGE NUMBER:_________   
EXCHANGE NAME:_____________________________________
Date :__________________________________                                                        
NAME OF AMBASSADOR(S):_____________________________________________________________________

NAME OF CARD HOLDER: _______________________________________________________________________

STREET ADDRESS: ______________________________________________________________________________

CITY, STATE, ZIP: _______________________________________________________________________________

DAYTIME PHONE: ________________________________________________

TYPE OF CREDIT CARD:   VISA _____   MASTERCARD _____ AMERICAN EXPRESS_____

CREDIT CARD NUMBER: _______________________________________________________________________________

CREDIT CARD EXPIRATION DATE: _____________________________

THIS IS (CIRCLE ONE):    DEPOSIT PAYMENT
AMOUNT OF DEPOSIT PAYMENT  ___________________   



            FINAL PAYMENT

AMOUNT OF FINAL PAYMENT
____________________

IF THIS IS A DEPOSIT, DO YOU AUTHORIZE FRIENDSHIP FORCE INTERNATIONAL TO AUTOMATICALLY CHARGE THE BALANCE DUE TO THIS CREDIT CARD 65 DAYS PRIOR TO YOUR DEPARTURE?  YES ___  NO ___

Any request for cancellation of this agreement must be made in writing to the local Exchange Committee and forwarded to Friendship Force International.  Ambassadors who cancel 91 days or more prior to departure will be refunded the full Program Fee except for the $25 non-refundable application fee paid to the local committee.  Ambassadors who cancel between 90 and 66 days prior to departure will be refunded the full Program Fee except for the US$25 non-refundable application fee paid to the local committee and any applicable airline cancellation penalties if a replacement Ambassador cannot be found. Ambassadors who cancel less than 65 days prior to departure will be refunded the Program Fee, less the following: the $25 non-refundable application fee paid to the local committee; a $75 hosting fee per week of hosting where applicable; any applicable airline or other such cancellation fees levied by travel suppliers and a $50 cancellation fee.  For Ambassadors who cancel less than 31 days prior to departure, the cancellation fee will be increased to $100. In case of cancellation due to illness or death of an Ambassador or an immediate family member, Friendship Force International may require a medical doctor's certificate and airline ticket to process the refund.

AUTHORIZED SIGNATURE:  _______________________________________________        DATE: _______________________

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------
FOR FFI OFFICE USE ONLY

METHOD OF ORDER:  PHONE ______  MAIL ______  FAX ______  


AUTHORIZATION NUMBER (deposit): _________________________ 
 DATE APPROVED: __________________

AUTHORIZATION NUMBER (balance): _________________________ 
 DATE APPROVED: _____________________

DECLINED: _______________________________________ 
 DATE DECLINED: _____________________

DECLINED: _______________________________________  
DATE DECLINED: _____________________

CREDIT
DATE: ____________________                        APPROVED BY: ___________________________________

AMOUNT OF CREDIT ___________________________________________________________________

REASON FOR CREDIT:   CANCELLATION: _____   OVERPAYMENT: _____   OTHER:  _______________________

AUTHORIZATION NUMBER: ______________________     DATE CREDIT PROCESSED : _____________________     

FRIENDSHIP FORCE INTERNATIONAL

34 PEACHTREE  ST., SUITE 900, ATLANTA, GA 30303

TELEPHONE: 404-522-9490     FAX: 404-688-6148     E-MAIL: ffi@friendshipforce.org  Rev. 02/03

THE FRIENDSHIP FORCE

Emergency Information Procedure and Incident Report Form*        AppendixVI

The Emergency Information Form is to be completed for any emergency that occurs during the exchange. 

An emergency is defined as:

1
Anytime an Ambassador or Host is hospitalized or has to seek medical treatment for more than a common illness during an exchange.

2.
Anytime an Ambassador leaves a homestay during an exchange, either voluntarily or involuntarily.

3.
Anytime an Ambassador or Host has engaged in inappropriate behavior.

4.
Anytime an Ambassador or Host is an alleged victim, perpetrator, or witness to a crime during an exchange. This includes any instances when the Ambassador or Host is questioned by the police, put in jail, or cited for an infraction of the law.

5.
Anything else unusual that you feel should be brought to the attention of Friendship Force staff.

When in doubt, consider it an emergency situation. Take appropriate action first to provide immediate assistance, then notify Friendship Force staff within 24 hours if possible.
Incident Report Form

To be completed in all cases of emergency as defined above.

Participant’s first and last name________________________________________________

Name of Exchange__________________________________________________________

Date, Time and Place of Incident_______________________________________________

_________________________________________________________________________

Please list the name, address and telephone number of at least one person who was a direct witness to the incident, if possible______________________________________________

_________________________________________________________________________

Please describe the incident. Include information about hospitalization, encounters with legal authorities, etc. as well as information on what action was taken by local club leaders. Continue on the hack of this form or on a separate sheet of paper as needed._____________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

Completed by________________________________________________Date__________

The Friendship Force, 34 Peachtree St., Suite 900, Atlanta, GA 30303 USA

Telephone: 404-522-9490 Fax: 404-688-6148 E-mail; ffi@friendship-force.org
Parental Authorization to Consent to Medical Treatment* [under age 18]  Appendix VII   

If an ambassador under the age of 18 is travelling on an exchange unaccompanied by a parent or guardian, the Parent Authorization to Consent to Medical Treatment form is to be completed prior to departure.

Aug/06
Release and Indemnity Agreement* [under age 18]                             Appendix VIII

If an ambassador under the age of 18 is travelling on an exchange unaccompanied by a parent or guardian, a Release and Indemnity Agreement is to be completed prior to departure, 

Aug/06

Ambassador Evaluation Form*                                                                           Appendix IX

Each ambassador on an exchange is to complete an Ambassador Evaluation Form at the conclusion of the exchange.

We would appreciate your comments about the organization of the exchange. We constantly strive to improve our ability to organize our outbound exchanges to ensure that our ambassadors are well prepared and receive the necessary information to make the exchange an enjoyable and rewarding experience. We depend on your comments and suggestions in order to do so.

1. Please comment on the pre-departure arrangements___________________________

________________________________________________________________________ 

________________________________________________________________________

2.  Please comment on the services provided by the travel agent_____________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

3.  What were the most positive aspects of the exchange?__________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

4.  What [if anything] would you plan differently in the future?_____________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Signature [optional]_______________________________________________________

Aug/06
THE FRIENDSHIP FORCE OF EDMONTON AND AREA               Appendix X 
​OUTBOUND EXCHANGE DIRECTOR’S FINAL REPORT GUIDELINES  
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
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 

      ambassadors were recruited and accepted? Describe the interview/acceptance

      process. What recommendations do you have for recruiting ambassadors?

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. Travel and tour arrangements for the exchange

Describe the travel plans, evaluation of the travel agent. What recommendations do you have for future outbound exchanges?

5. The exchange program provided by the host club

Describe the highlights. What recommendations would you offer the hosts club?

6.   Evaluation

      Provide a tabulation of the ambassador evaluations.

7.   Financial report

      To be prepared by the treasurer. Copy attached.

8.   Appendix 

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

      future outbound exchange directors.

Signature___________________________________________________Date_________________

Aug/06   
THE FRIENDSHIP FORCE OF EDMONTON AND AREA

FINANCE COORDINATORS FINAL REPORT                                              Appendix XI 
The Final Finance Report is to be completed by the Finance Coordinator for submission to the ED to be included with the ED Final Report to the Board.

                                The Friendship Force of Edmonton and Area
Financial Report
Exchange Name________________________________________________

Date of Departure_______________________________________________

Exchange Director______________________________________________

Finance Chairperson_____________________________________________

_______Host Club     ______Ambassador Club    (check one)

Operating Account Report

Receipts

FFI Administration Fee                                                                                         $____________

Ambassador allowance - $25 Cdn per Ambassador     


              ___________

Host allowance - $75US per Ambassador per week


             ___________

Merchandise Sales                                                                                                     ___________

Other fund raising                                                                                                      ___________

Donations                                                                                                                  ___________

                                                                                                            TOTAL        ___________________

Expenses

General committee expenses


Postage                            $______________


Telephone                          ______________

Office supplies                   ______________

Printing                              ______________

Travel                                 ______________

Miscellaneous                    ______________

                                                                                                  TOTAL    ___________

Applications Subcommittee____________________ 

Communications Subcommittee_ _______________

Workshops Subcommittee_____________________





 

Activities Subcommittee______________________

Arrivals and Departures Subcommittee___________

Other______________________ _______________

                                                                                                                TOTAL_____________

Exchange Funds remaining for transfer to local club                            TOTAL_____________
Signature__________________________________________Date________________

Aug/06

Exchange Registration Form                                                                       Appendix  XIII

The Exchange Registration Form is designed for Ambassadors to register with the travel agent responsible for the travel arrangements for the exchange.
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