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Congratulations!    
  

If you are reading this book, it means that you are serious about 
helping your church fulfil the Great Commission. It is estimated 
that annually two to four million short-term missionaries join 
God’s global harvest. More than ever, churches are taking an 
active role in training and equipping their congregation for 
cross-cultural ministry.   
 

 
How To Plan A Short-Term Mission Team 
was designed as a quick resource for 
pastors and church leaders who want to 
mobilise their church for missions. This is 
not meant to be an exhaustive list of all the 
issues you will encounter, but should give 
a basic overview of the planning process.  
 
 
International Teams has over 45 years of 
experience in mobilising and sending 

teams.  Our desire is for your church to have a, “Good Training, 
Good Experience and Good Debrief” 
 
Missions requires Big Vision not a Big Church! Regardless 
of the size and budget of your church, you can play an active 
role in missions. Whether your church has sent short-term 
teams before or is preparing to do so, iTeams can help. 
 
We hope this resource is a helpful tool that will enable your 
church to maximize your missions efforts for His glory! 

Equipping The Local Church For Short-Term Mission    
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SHORT-TERM MISSIONS  
PLANNING TIMELINE 

 

Step 1: Trip Determination Phase  
          (12 to 10 months prior to departure) 
· Answer Preliminary Questions 
· Missions Agency vs. Going Independently 
· Select Ministry & Location 
· Establishing a Budget 
· Church Buy-In 
 
Step 2: Trip Publicity Phase  
          (9 to 7 months prior to departure) 
· Publicity Content 
· Publicity Ideas 
 
Step 3: Team Selection Phase  
          (6 to 5 months prior to departure) 
· Application Process 
· Selecting the Team 
· Interview by the missions board or church leadership 
 
Step 4: Team Training Phase  
          (4 months prior to departure) 
· Team Building & Training 
· Support Discovery 
 
Step 5: Church Involvement Phase  
          (2 months prior to departure) 
· Commissioning Service  
 
Step 6: Missions Project Phase  
         (on the field) 
 
Step 7: Re-Entry & Follow Through Phase  
         (post-trip to 6 months later) 
· Follow-Through not Follow-Up  

Equipping The Local Church For Short-Term Mission    
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Twelve to ten months prior to departure: 

�
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1. Who will lead the missions team?   
 
 

2. What age group will participate?   
 
 
3. What type of ministry is your church interested in?    
 Evangelism, 
 Construction, 
 English as a  
 Second Language, 
 Medical Clinic,  
 Vacation Bible 
 School, etc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. What missionaries does your church support?    
    Would they be willing to host a STM team? 
 
5. What people groups does your church have a        
    burden for? 
 
 6. What ethnic groups are represented within your  
     local community and church body? 
 
 7. What time of year should the short-term ministry   
     opportunity be offered? 

 

PRELIMINARY QUESTIONS 

STEP 1: Trip Determination  
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It is all about relationship 

 #1 Rule:  
 

Go Only Where 
You are Invited!  
 

 

How to get invited... 
Contact a missionary supported by your church or denomination  
or contact a short-term missions agency, like iTeams, about their 
current list of Field Opportunities.  Remember to be “field-driven.”  

 

Don’t approach the field demanding to do your ministry. You are 
there to support and assist their ministry. Find out their needs and 
recruit a team to meet those needs.  

 

      

Where in the world do we go? 

STEP 1: Trip Determination  
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When considering working with a missions agency, it is important to 
ask how they partner with the local church.  
 
      
At iTeams, we are convinced that missions should be initiated by the 
local church. Our philosophy called Church-Based Mobilisation  is 
about helping the church discover and fulfil God’s programme, not 
ours!  We work directly with each Team Leader to help them become 
more effective. 

 

THE BENEFITS  

OF GOING WITH  

A SHORT-TERM  

MISSIONS AGENCY 
 

 

· Quality training resources = better prepared teams 
 
· Experience in international travel & security issues 
 
· Support for smaller churches & busy ministers 
 
· Assistance with logistics and ministry planning 
 
· Coaching and mentoring for team leaders 
 
· Follow-through resources for continued involvement�

STEP 1: Trip Determination 

Missions Agency vs. Going Independently 
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Ministry Type & Location Selection  
 
Remember to be field driven in ministry type and ti me 
 

 

  Exposure Team:   
  prayer walking, vision trip...  
 

  Evangelism Team:  
  ESL, music, drama... 
 

  Service Team:  
  construction, medical clinic... 

 
 

Target Dates 
 

What would be the ideal time of year for you to embark on this 
mission? Summers are good for school teachers and students, 
school holidays are feasible for working professionals. Secondly, 
how many days should the trip encompass?  
 
 

Establishing a Budget 
 

When planning a trip, consider the following expenses:  
· Airfare 
· Meals & Lodging 
· In-country Transportation 
· Overseas Insurance 
· Immunizations 
· Team Training Expenses 
· Ministry Materials  
· Agency Administration Fee 
· Project Set-Up Fee 

STEP 1: Trip Determination  
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Nine to seven months prior to departure: 
 

Give people time to arrange their schedules and plan ahead. If 
you want to do a summer project, then promotion should start no 
later than the prior April or May. Starting late will only create 
frustration and may eliminate some of your greatest potential 
candidates. 
 

Publicity Content   
 

Before you advertise, know the following information:  
 

1. Trip Description (ministry type and location) 
2. Cost (estimate) 
3. Time Frame of Project 
4. Target Group (age range) 
5. Training Schedule 
6. Team Selection Process (Application deadlines and the 

contact person’s phone number to call for questions) 
 

Publicity Ideas   
 

Church Publications - bulletin inserts, flyer, posters 
 

Brochure - distribute throughout the church or mail directly to the 
group of individuals you are challenging to become involved. 
 

Informational Meeting - provide promotional material  and 
applications. Have short-term veterans share about their 
experiences.   
 

Testimonies/Videos - brief clips from a previous trip or host can 
be a great motivator during a worship service. Promote your 
project during a missions  month or missions conference. 

STEP 2: Trip Publicity  
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Six to five months prior to departure: 
 

Properly selecting a team takes time, but it's worth it. An  application 
is highly recommended because it helps you prayerfully evaluate the 
motivation and maturity of each   potential member. Whether you are 
a small or large church, this is an important tool for developing a 
healthy, well-balanced team. 
 

Application Process  
 

When writing your application, include the following: 
  

1. Full name and date of birth 
2. Mailing address, phone, e-mail address, etc. 
3. Birthday, employment & marital status 
4. Passport valid for six months past the return date 
5. Special medical needs and health history 
6. Health insurance & emergency contact info 
7. Personal testimony 
8. Ministry & missions experience 
9. Reason you want to go on this trip? 
10. References (2-3) 

 
 

Be sure to set an application deadline.  
Setting the application deadline four to six weeks before your first 
team meeting will give you time to review all the applications and 
contact the accepted applicants. 
 

  References  
   Screening applicants is crucial    
   to a successful project. Please  
   do not overlook this process no  
   matter how difficult it is. Have   
   written forms mailed back to  
   you. Contact each reference by  
   phone.  

STEP 3: Team Selection  
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Selecting the Team  
After you have received a completed application and checked   
references, if you are still uncertain about an applicant, set up an 
interview. It is better to get to know someone and confirm if they 
are qualified to serve than take an unprepared person. 
 

Potential Warnings 
· Medical Problems  
· Emotional Difficulties 
· Wrong Motives 
· Spiritual Immaturity 
· Abrasive Personalities 

 

Recruit a few church leaders to help in the 
team selection process (pastoral staff,  
deacon, missions committee member). 
Their added input decreases the likelihood 
of selecting someone unqualified to       
participate. This also avoids the perception 
of playing favourites or personal agendas when you notify those 
who were not selected.  
 

Notify Applicants 
 

Contact all applicants  selected to 
participate.   
Don’t be afraid to turn down an       
applicant. If you do, be sure to tell 
those who were not selected the    
reason why. Also, provide alternatives 
to help them grow and find a place of  
service and apply again in the future 
for another short-term ministry opportunity. 

STEP 3: Team Selection  
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Four months prior to departure: 
    

   Utilize Training Curriculum  
 

Research has confirmed what we have known for many years,   
effective pre-field training significantly increases the impact of the 
trip in the lives of both those who go and those who receive the 
team. 
 

Training should include a minimum of six to ten sessions. Meet 
every other week to give team members a chance to complete   
assignments. It is also helpful to    
schedule an overnight team retreat, all 
day training,  and/or a few extended 
meetings to cover topics in greater      
detail. 
 

Missions Agencies, such as iTeams,  
provide short-term team leaders         
curriculum for training a church team. 
Our iTeams Staff can provide an iTeams 
Training Weekend for your church team. 
 

Important Issues for Team Training  
· Team Building 
·  Raising Support  
·  Cross-Cultural Adaptations 
·  Expectations, Attitudes & Policies 
·  Language Learning (songs, basic greetings) 
·  Ministry Preparation (testimonies) 
·  Evangelism Training 
·  Spiritual Development (prayer, journaling) 
·  Packing & Travel (passports, procedures, etc.) 
·  Health & Safety (team policy) 

 

STEP 4: Team Training  
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Two months prior to departure: 
 

    Organize a Group of Committed Senders  
 

There are many ways, beyond raising support, to get your church 
involved in the short-term mission: 
 

· Sunday school classes adopt a team member   
 
· Materials and gifts can be donated 
 
· Special prayer meetings 
 
· Commissioning service Sunday morning 
 
· Gift bag for team members (notes, sweets, film) 
 
· Missions night or special dinner �

����

STEP 5: Church Involvement  
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Plan for On-the-Field Training: 
 

Team Devotions  
Challenge the team daily with the Word of God. The short-term 
missions project is an accelerated time of spiritual growth. Select 
scriptures that deal with a variety of issues (humility, purity, fear, 
spirit-filled life, armour of God, forgiveness). 
 

Ministry Training 
 

Determine the practical tools necessary for greater effectiveness 
(cultural clues, evangelism, drama).  Often the missionary or      
national host can provide insight in this area. Be sure to contact 
them and allow them time to prepare before addressing the team. 
Also, it is good to give time each day for teams to plan their day of 
ministry, decide what materials are needed and address needs 
and issues.  

 

Evening Debriefing 
 

     After each day of ministry reflect on the what God did through the 
team. This is also a great opportunity for praise,  worship and    
encouraging the group.  

 

     Be sure to listen as team members 
share so you can identify potential 
problems or issues and work to        
address them. 

STEP 6: Missions Project  
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Return to six months after trip: 
 

Debriefing the Team 
Plan to use the last day on the field to 
prepare team members for adjusting 
into their own culture and processing 
their experiences. Team members may 
be thinking seriously about missions 
and will need direction about how to 
take the next step. Challenge each 
team member to incorporate what they 
have seen and learned into their daily 
lives at home. Have each team member complete an evaluation 
form describing the impact of the trip on their lives. Also,          
remember to write thank you letters to supporters.  

 

Church Reporting  
In advance, plan a special service for the team to share          
testimonies and explain how God worked. Capture the project 
(through video, photos, PowerPoint) for a presentation to the  
entire church body.  
 

Local Cross-Cultural Projects 
Challenge your team members to become actively involved in 
missions at home by organizing a Missions Fellowship, plan a  
local evangelism project, get involved with International Students 
or other local ministries.  
 

Final Accounting & Summary   
Be sure to provide an expense report to the elders, deacons/
missions committee and pastoral staff.  Evaluate the overall     
impact of the project and determine how to improve your next 
short-term project. 

STEP 7: Re-Entry & Follow-Through 
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www.iteams.org.nz 

 

 

 
 
 

For further information, please contact: 
 PO Box 35, Palmerston North 4440 
 Email: nzchurches@iteams.org  
  Phone: 0211 347 394 
 or 503.669.8  


