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TERMINOLOGY 

Ambassador Coordinator (AC): the person appointed by the FFMV Executive to organize and lead an 

outbound journey including recruiting and orienting ambassadors, collecting fees, and communicating with 

the host coordinator at the destination (in other words, YOU!). 

Host Coordinator (HC): the person at the destination in charge of planning and organizing an activity 

program for our inbound club, matching ambassadors with local hosts, and communicating with you. 

Education Journey Director (EDJ):  the member of the FFMV Executive who oversees all FFMV outbound 

and inbound journeys, communicates with FFI and our members, supports our ACs and HCs, and manages 

journey documentation and reports.  
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Friendship Force Metro Vancouver 

Ambassador Coordinator Manual 
Thank you for accepting the important role of FFMV Ambassador Coordinator (AC) for 

the upcoming outbound journey. You are responsible for planning and coordinating the 

journey with the host coordinator at our destination, recruiting ambassadors and leading 

the experience. We appreciate the work you will be doing on our behalf and will provide 

our full support to ensure your experience is rewarding and positive.  

1. PURPOSE OF MANUAL 

The purpose of this Manual is to: 

 Outline your role and responsibilities as AC. 

 Identify useful resources. 

 Explain the steps in the outbound journey planning and delivery. 

 Explain budget items and financial reporting. 

 Describe the journey reporting and evaluation method. 

 Offer tips for dealing with emergencies and inappropriate behaviour.  

 

2. RESOURCES 

2.1 People: The FFMV Education Journey Director will be the major contact for your questions 

and concerns. If you are new to being an AC, you will be provided with a mentor.  

Also, you will form an outbound journey ad hoc committee to assist you in 

planning so you don’t have to do all the work yourself. Another person who 

can help you with questions about Friendship Force International (FFI) policies 

and guidelines is the FFI Regional Support Manager. 

 

2.2 Documentation: In addition to this Manual, see the following journey documents on the 

Friendship Force International website at https://www.thefriendshipforce.org/resources/. Under 

the tab Journey Documents, you will find: 

 Journey Guidelines for Ambassador and Host Coordinators  

 Ambassador Selection Packet 

 Health and Mobility Checklist for Friendship Force Journey 

 Ambassador Application and Agreement 

 Ambassador and Host Matching Form 

 Host Application Agreement 

 Incident Report Form 

 Friendship Force Global Journey Evaluation (for globally recruited or themed Journeys) 

 Friendship Force Journey Evaluation (for international or domestic club-to-club 

Journeys)   

Under the tab Policies and Club Documents, you will find: 

 Policies and Guidelines for Clubs and Programs 

https://www.thefriendshipforce.org/resources/
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3. PLANNING THE OUTBOUND JOURNEY 

FFMV must submit the Outbound Exchange Request Form to FFI 

by November 1st each year. Typically, we find out in mid-

February which of our journey requests have been granted and 

the suggested timing. You can see the form at 
https://www.thefriendshipforce.org/wp-content/uploads/2016/12/SAMPLE-

2018-Outbound-Exchange-Request-Form.pdf  

 

 

Now it’s time to get this Journey up and running. Note that sometimes you’ll be 

running straight ahead, occasionally in a circle and sometimes in a zigzag – it’s all part of the 

fun!  

3.1 Review the resources on the FFI website and discuss any questions with the Education 

Journey Director (EJD)and/or your mentor. 

3.2 Obtain the FFI It’s A Match Form from the EDJ which includes contact information for the 

host coordinator (HC) and for the FFI Regional Support Manager.  

3.3 Confirm the exact journey dates and hosting capacity as soon as possible through 

discussions with the above people. 

3.3 Use the FFI checklist in Appendix A: Ambassador Coordinator Checklist and Timeline as 

the basis for your planning. 

3.4 Establish a working committee so you can delegate some of the tasks. This could include 

an assistant coordinator and a financial assistant. 

3.5 At the next membership meeting, enthusiastically present the outbound journey 

to members. Remember that you are the journey cheerleader!  

 Make sure there is sufficient time on the agenda for your presentation. 

 Use visuals as much as possible to stimulate interest and build enthusiasm 

for the journey.  

 If applicable, explain the difference between journey (5-7 nights) and stopover (1-4 

nights) 

3.6 Ask those who are interested in applying for the outbound journey to sign up. Follow 

through with an email via the Communications Director to all members so they can also 

apply. 

3.7 Send applicants a copy of the Ambassador Application and Agreement form to be 

returned by a specific date with the FFMV local fee (currently $25). 
https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Ambassador-Application-and-

Agreement.pdf  

3.8 Select ambassadors giving consideration to:  

 Review the FFI Ambassador Selection Packet at https://www.thefriendshipforce.org/wp-

content/uploads/2016/12/Ambassador-Packet-.pdf  

 Avoid a first come, first served policy. 

 

https://www.thefriendshipforce.org/wp-content/uploads/2016/12/SAMPLE-2018-Outbound-Exchange-Request-Form.pdf
https://www.thefriendshipforce.org/wp-content/uploads/2016/12/SAMPLE-2018-Outbound-Exchange-Request-Form.pdf
https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Ambassador-Application-and-Agreement.pdf
https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Ambassador-Application-and-Agreement.pdf
https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Ambassador-Packet-.pdf
https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Ambassador-Packet-.pdf
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 Our club preference is that outbound journey members are expected, if possible, to 

participate each year in at least one inbound journey, either by hosting ambassadors, 

acting as a day host, driving ambassadors during the inbound journey or acting as a 

dinner host.  

 Look for members who have an open mind and sense of humour, are flexible and 

adaptable and who can comply with the physical requirements of the journey 

according to Appendix B: FFI Health and Mobility Checklist. 

3.9 FFI has a “Fill-the-Seat” policy. A full journey is one in which the number of ambassadors 

matches the hosting capacity of the host club. See also 

https://friendshipforce.azurewebsites.net/wp-content/uploads/2017/10/Policies-and-

Guidelines-for-Clubs-and-Programs-Update.pdf   

 If a journey is not full at 120 days prior to departure, arrange to list the journey on the Canffex 

website “Under Subscribed Journeys” page so that members of other Canadian Friendship 

Force clubs have the first opportunity to join us.  

 If a journey is not full at 100 days prior to departure, arrange to list the journey on the FFI 

online journey catalog.  

3.10 After selection of ambassadors, gather and manage the following information from all of 

them: 

 Collect information on medical limitations, allergies, travel and medical insurance, and 

emergency contact information from all ambassadors on their ambassador application form. 

Return this information to the applicant following the journey.    

 Obtain, for yourself as AC and for their travel room-mate, their doctor's name and their medical 

plan information (in a sealed envelope if they prefer). Return this information unopened at the 

end of the journey if not required. 

 Get flight details – airlines, flight numbers, arrival date/time/city, departure date/time; keep 

notes of unique circumstances. 

 Record dates/amounts/method of payments, fees paid and dispersed, etc. The FFI Regional 

Support Representative will want a list of all the ambassadors’ names and exactly how they 

have paid their FFI fees (credit card, bank draft, $U.S. cheque or bank transfer). 

 Don’t panic! There are 3 examples of very helpful spreadsheets in the aptly 

named Appendix C: Outbound Journey Tracking – Flights, Payments and 

Information, FFI Fees Breakdown. 

 Periodically, send the updated spreadsheets to the assistant coordinator to 

ensure continuity. 

3.11 Discuss the program, fees and other information (e.g. visa, immunization, insurance, 

mobility requirements) with the ambassadors and keep them updated through ongoing 

meetings (usually after a club general meeting) and by email. Examples of other topics 

include: 

 Cultural orientation and dress code for the country. 

 Suggestions for gifts for homestay, day and dinner hosts. 

 Common language phrases. 

https://friendshipforce.azurewebsites.net/wp-content/uploads/2017/10/Policies-and-Guidelines-for-Clubs-and-Programs-Update.pdf
https://friendshipforce.azurewebsites.net/wp-content/uploads/2017/10/Policies-and-Guidelines-for-Clubs-and-Programs-Update.pdf
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 Planning songs and/or presentations for welcome and farewell parties. 

 Journey tipping policy which will vary according to cultural expectations and standards, prepaid 

tipping for services and decisions about group versus individual tips. 

3.12 Use the following tips to manage the inevitable flurry of email communications for a journey: 

 Set up a group distribution list for your committee members.  

 Set up a separate folder under the journey title rather than having emails interspersed in 

your general inbox.  

 Start a new subject line for each new topic; don't let frequent back and forth replies result 

in losing information that you know you've seen ''somewhere''.  

 Use ''reply all'' only when all really need the information.  

 Know how to sort your emails by date and by sender.   

 Know how to search for a particular name of topic.   

 Know how to open, attach and print documents. 

 Provide a reasonable due date if you will be awaiting responses that affect 

future decisions and actions. 

 

3.13 Advise ambassadors that they should wear the FFMV red club shirts on arrival and for 

certain events in order to identify themselves easily to the Host Club. If they are unable 

to purchase a shirt, they could arrange to borrow from other members or, as a last 

option, wear a bright red shirt with Canada and/or the Canadian flag printed on it. 

3.14 Notify ambassadors about any changes to the program; note that there are generally no 

fee refunds due to changes in itinerary. 

3.15 Ask 2-3 ambassadors to share their best photos with you throughout the 

journey so you have a good collection ready for your final report and for posting 

by the FFMV Communications Director on Facebook and on our website. 

3.16 Ensure ambassadors are familiar with the FFI Ambassador Pledge:  

 

My main objective as I join this journey is for cultural understanding and friendship. My 

health is good enough to keep up with the group activities planned and I know I will be 

responsible for carrying my own baggage. As an ambassador, I am aware that my 

actions reflect on the club and the country from which I travel. I promise to conduct 

myself in an exemplary manner.  

 

I understand the Ambassador/Host Coordinator of this journey has been given 

authority by the Friendship Force headquarters to lead and conduct this journey for the 

best interests of all parties concerned. The Ambassador/Host Coordinator has the 

authority to remove any person from a host home who is not in compliance with the 

goals of Friendship Force International. In case there is need to use hotels as auxiliary 

housing, or a need for a single room on the add-on part of the journey, I will bear the 

expense. 
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3.17 One month before the journey departure date, prepare a summary of all the information 

you have received from the ambassadors using the form in Appendix D: Emergency 

Information Form. It is much easier to have all this information on just 2 or 3 pages that 

you can easily carry in a secure purse, pocket or smart phone while out walking around on 

an excursion. Couples can be listed together on one row. 

 

Simultaneously…… 

 

 Contact the host coordinator (HC) as soon as possible via email, texting, 

telephone or Skype – whichever works best for timeliness of communications and establishing 

personal rapport. 

 Connect with your Regional Support Manager to facilitate support for you and the Host 

Coordinator as needed, for example with coordinating dates or translation. 

 Request the host coordinator to provide a proposed program and host fee for the outbound 

journey; at the same time, share our suggestions about what we’d like to see and do. 

 Obtain information about visa requirements, recommended immunizations and mobility 

constraints; share with our ambassadors. 

 After receiving applications forms and the FFMV fee from the selected ambassadors, provide 

the HC with the Appendix E: Ambassador and Host Matching Form; also send photos of all 

ambassadors. 

 Discuss the host club preferences with the HC concerning gifts, donation or skipping this 

practice. Ensure any resulting expenses are included in the FFMV outbound fee. 

 Remember that if the journey is undersubscribed 120 days prior to the start date, list it on the 

Canffex website. If the journey is undersubscribed 100 days prior to the start date, it must be 

listed on the FFI online journey catalogue via your FFI Regional Support Manager. 

 

4. BUDGET AND FINANCIAL REPORT 

4.1 Keep track of income and expenses in order to prepare the final financial report. 

Remember to use the helpful spreadsheets in Appendix C. 

4.2 Manage monies with the assistance of the club Treasurer.  

4.3 Collect a $25 CDN FFMV fee from ambassadors with their application to cover organizing 

expenses for the Journey.   

 This fee is non-refundable 120 days or less before the outbound journey date unless the 

journey is cancelled, in which case the fee will be refunded less costs.   

 Any unspent monies from this fee will be given to the Treasurer for deposit to the club’s 

bank account. 

4.4 Ensure required fees are submitted to FFI in USD by the due date as specified in their 

policy (usually 60 days before the journey date).  

 This fee is non-refundable 60 days or less before the outbound journey date unless the 

journey is cancelled.   
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 If ambassadors choose to pay the FFI fee online, they should submit the FFI confirmation 

to you by email. 

4.5 You will receive a prorated FFI Ambassador Coordinator Discount based on the FFI Fill-the-

Seat policy which applies once 75% or more of the hosting capacity is reached according to 

the following schedule: 

 

% of 

Hosting Capacity 

% Credit for 

Ambassador Coordinator 

100 100 

95 95 

90 90 

85 85 

80 80 

75 75 

 

4.6 Collect host club fees from ambassadors and submit them to the host club in the form 

preferred by the HC by the requested due date.  

 This fee is usually a minimum of $150 USD (for a 5-7 day journey) and is non-refundable 

60 days or less before the outbound journey date unless the journey is cancelled. 

 Options include local currency, US dollars, through FFI, or (preferred) bank draft. Consider 

how you will handle currency fluctuations. 

4.7 Provide the FFMV Treasurer with a financial report of the Journey no later than two 

months after the end date. There is an example in Appendix F: FFMV Outbound Journey 

Financial Report. 

 

5. JOURNEY REPORT AND EVALUATION 

5.1 Ask the HC to share the journey evaluation results collected by the host club. 

5.2 Submit a written report of the journey highlights to the FFMV Education Journey Director 

no later than two months following the journey.  

5.3 As soon as possible, complete the FFI online evaluation form for your FFI Regional Support 

Manager describing how things went, both the good and the not so good. The survey is 

confidential and only FFI staff will see the results. 
https://docs.google.com/forms/d/e/1FAIpQLScJ4I7KKhZRuc32K-

uaiKN1j214NPNp0K__RwjiaLVL8OzMDA/viewform  

 It is very important to provide a candid and accurate report on the 

journey so that FFI can work with all clubs to correct any difficult 

situations which may have arisen, and future Coordinators can 

have the benefit of your experience. 

https://docs.google.com/forms/d/e/1FAIpQLScJ4I7KKhZRuc32K-uaiKN1j214NPNp0K__RwjiaLVL8OzMDA/viewform
https://docs.google.com/forms/d/e/1FAIpQLScJ4I7KKhZRuc32K-uaiKN1j214NPNp0K__RwjiaLVL8OzMDA/viewform
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5.4 Present an oral report to the FFMV membership at the general meeting next using the 

following guidelines: 

 Keep it short – aim for 10 to 12 minutes in total. 

 Report key facts including: name and date of journey, number of ambassadors, unique 

program activities and social events – do not provide a day-by-day recital of the program. 

 Share one or two anecdotes that give a flavour of the journey experience. 

 (Optional) Show ~ 10-15 journey photos (e.g. special activities, entertaining performances at 

social events, unique cultural or geographic landmarks), avoiding too many group shots. 

 Summarize ambassador feedback, particularly if significant or reflective of unique experiences, 

travel tips or pre/post journey travel planning. 

5.5 Send photos to the FFMV Communications Director for posting on the FFMV Website and 

Facebook page.  

    

6. EMERGENCIES AND INAPPROPRIATE BEHAVIOUR  

6.1 Given that prevention is the best strategy, ensure that ambassadors are aware they are 

expected to participate fully in the host club program and that their behaviour should 

reflect positively on our Club throughout the journey as per the FFI Ambassador Pledge. 

6.2. Should any problems arise, help define the situation, serve as liaison between those 

involved and facilitate resolving the difficulty. Individual emergencies during the journey 

for ambassadors (or hosts) could include: 

 Requiring hospitalization or treatment for more than a minor illness.  

 Leaving a homestay during the journey either voluntarily or involuntarily. 

 Engaging in inappropriate behavior. In this case, work with the host coordinator.  Use 

the Ambassador Pledge or other FFI documentation to clarify misunderstandings. 

 Being an alleged victim, perpetrator or witness to a crime. 

 Losing his/her passport or other vital document, particularly if this results in the 

need for separate travel arrangements.  

6.3 Assist in contingency planning for group emergencies such as travel delays, political 

unrest or natural disasters.  

6.4 Advise ambassadors to report problems to you rather than ignoring or trying to resolve 

them on their own. Occasionally, even with careful recruiting and workshop preparation, 

an ambassador or host who appeared to understand the goals of the Friendship Force 

prior to the journey subsequently behaves to the contrary. When this happens, you and 

the Host Coordinator have the authority to handle the situation in the best interest of 

everyone. 

6.5 Work with the Host Coordinator to first try to resolve the situation with tact as 

well as firmness. Behaviors such as abuse of alcohol, illegal drugs, verbal or 

physical abuse are unacceptable at any time. 

 Sometimes a private conversation between the host and the Host Coordinator or 

between you and the ambassador will be sufficient to solve the problem. 
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 You have the authority to remove an ambassador from a home and place them in a 

nearby hotel at the ambassador’s expense if they are the offender.  

  If the problem appears to be related to the hosting situation, you should work with 

the Host Coordinator to change hosts and handle the problem with discretion.  

6.6 If the problem is sufficiently serious, complete the form in Appendix D: FFI Emergency 

Procedures and Journey Incident Report Form.  

6.7 Remember that these situations are rare and typically… 

 A GOOD TIME WAS HAD BY ALL!  

 

 

 

 

 

 

A successful outbound journey relies on an enthusiastic  

Ambassador Coordinator who really believes that Friendship Force 

provides great opportunities for people to experience the world  

while making new friends. 

 

 

 

 

 

 

 

 

 

On behalf of the Executive and the members of FFMV, 

thank you for a job well done! 
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APPENDIX A: Ambassador Coordinator Checklist and Timeline 
 https://www.thefriendshipforce.org/wp-content/uploads/2016/12/JourneyGuidelinesforAmbassadorandHostCoordinators-

FINAL.pdf) 

9 – 12 Months before Journey Date 

 Confirm journey assignment  

 Contact FFI Regional Support Manager  

 Contact the Host Coordinator(s) to establish dates, maximum 

number of ambassadors; and any extra host fees  

 Informal discussion and information gathering with club  

 Plan itinerary and tour options.  

 Select travel agent or airline if traveling as a group  

 Provide itinerary and pricing to FFI  

 Establish Journey budget and financial procedures 

 Develop recruiting flyer or brochure 

 Plan recruiting strategy  

 Hold first introduction/informational workshop  

 Let FFI know if you would like any additional weeks 

6 – 9 Months before Journey Date 

 Begin recruiting ambassadors  

 Implement promotional plan for Journey  

 Hold additional informational workshop(s)  

 Begin receiving Ambassador Application and Agreement forms with deposits  

 Delegate certain jobs or committee responsibilities  

 Select an assistant Coordinator from guests  

 Establish cultural and pre-departure workshop dates, locations and content  

 Continue communications with Host Coordinator  

 Continue communications with FFI Regional Support Manager  

 Use FFI Resources to help with recruitment if needed (contact your Regional Support 

Manager)  

 Check on visa and health requirements for host country 

3 – 6 Months before Journey Date 

 Finalize recruitment and selection of ambassadors  

 Report final dates and ambassador numbers to FFI  

 Confirm final details and payment schedule with the Host Coordinator  

 Provide updated information to travel/airline agent to meet deadlines  

 Finalize journey program itinerary and payments with the Host Coordinator  

 Confirm from the Host Coordinator what (if anything) you need to take to club in host 

city (gift, donation)  

 Hold cultural workshop(s) for ambassadors 

 

https://www.thefriendshipforce.org/wp-content/uploads/2016/12/JourneyGuidelinesforAmbassadorandHostCoordinators-FINAL.pdf
https://www.thefriendshipforce.org/wp-content/uploads/2016/12/JourneyGuidelinesforAmbassadorandHostCoordinators-FINAL.pdf
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1 - 3 Months before Journey Date 

 Fill any unused positions from waiting list or final recruiting push; list with Canffex at 

day 120 before journey departure and with FFI at day 100. 

 Send ambassador matching information to HC and FFI 

 Finalize travel/tour arrangements with travel suppliers 

 Pay FFI fees due 60 days prior to departure 

 Obtain travel itineraries from ambassadors who are making their own travel 

arrangements 

 Report to FFI Regional Support Manager on final status of exchange plans 

 Hold pre-departure workshop(s) 

 Prepare the Emergency Information Form found in Appendix C. 

 Prepare detailed journey itinerary and contact information for local club contact and 

FFI 

 

Post Journey 

 Submit online evaluation form 

 Submit participant evaluation to FFI 

 Submit journey and finance report to club 

 Remind ambassadors re thank you notes 

 Enjoy your memories and keep in touch with your new friends from afar 

 (Optional) Get together again as an outbound group to celebrate and reminisce about 

the journey you have shared  

 

 

 



12 
 

APPENDIX B: FFI Health and Mobility Checklist 
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APPENDIX C: Outbound Tracking Spreadsheets – Flights, Payments and Information, FFI Fees Breakdown 
Flights 

Ambassador Name Arr. Flight No. Arr.Time/Date  Arrival City Dep. From Journey 2 Dep.Time/Date Notes 

Doe, Jane 
AC9233 (LH) 13.30 May 19 Dusseldorf IB 8243 (Madrid) 17.40 Jn11 travelling in Europe before 

the first journey. 

Etc. 
AC9233 (LH) 13.30 May 19 Dusseldorf IB 8243 (Madrid) 17.40 Jn11 travelling in Europe before 

the first journey. 

 
Air Transat 334 11.15 May 23 AMS AF 7655 (Paris) 10.40 Jn11  

 
Air Transat 334 11.15 May 23 AMS AF 7655 (Paris) 10.40 Jn11  

 
Aegean 3618 11.10 May 24 AMS train to Paris Jn11  

 
Aegean 3618 11.10 May 24 AMS train to Paris Jn11  

 
Air Transat 334 11.15 May 23 AMS n/a n/a  

 
Air Transat 334 11.15 May 23 AMS n/a n/a  

 
KLM 682 10.10 May 23 AMS Airlinair 463 (Lyon) 13.15 Jn11  

 
KLM 682 10.10 May 23 AMS Airlinair 463 (Lyon) 13.15 Jn11  

 

AC9321 (LH) 16.25 May 4 AMS A55481 (Paris) 7.50  Jn11 travelling in Europe before 
the first journey. 

 

AF 379 8.15 May 13 CDG (Paris) AF 7665 (Paris) 10.40 Jn10 travelling in Europe before 
the first journey. Going 
home one day early. 

 
Air Transat 334 11.15 May 23 AMS AF 7655 (Paris) 10.40 Jn11  

 
Air Transat 334 11.15 May 23 AMS Ryanair 373 (Stansted) 17.30 Jn11  

 

KLM 682 10.10 May 22 AMS train to Bordeaux Jn11 Will travel to Journey 1 
from Giethoorn 

 

KLM 682 10.10 May 22 AMS train to Bordeaux Jn11 Will travel to Journey 1 
from Giethoorn 

 
Air Transat 334 11.15 May 23 AMS IB 8243 (Madrid) 17:40 Jn11  

 
Air Transat 334 11.15 May 23 AMS BA (London) 20:50 Jn11  

 

Air Transat 414 10.05 May 22 Marseilles train to Toulouse abt. 10.00 Jn11 arriving  June 4, at 3:45PM 
on AF 6009/7490 from 
Marseille/Paris. 

 

Air Transat 414 10.05 May 22 Marseilles train to Toulouse abt. 10.00 Jn11 arriving  June 4, at 3:45PM 
on AF 6009/7490 from 
Marseille/Paris. 
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Payments & Information 
 

Ambassador Name Applictn 
Date 

$25 Date  FFI Fees 
Paid 

Train Cost Journey1 
Fees Paid 

Short Stay 
Fees Paid 

Journey2 
Fees Paid 

Insurance  
Received 

Flights 
Received 

Doe, Jane 1-Nov-16 26-Nov-16 n/a credit card 26-May-17 2-Jun-17 5-Jun-17 4-Nov-16 4-Nov-16 

Etc. 1-Nov-16 26-Nov-16 31-Jan-17 credit card 26-May-17 2-Jun-17 5-Jun-17 4-Nov-16 4-Nov-16 

 
23-Oct-16 23-Oct-16 3-Feb-17 11-Mar-17 26-May-17 2-Jun-17 5-Jun-17 21-Jan-17 27-Nov-16 

 
23-Oct-16 23-Oct-16 3-Feb-17 11-Mar-17 26-May-17 2-Jun-17 5-Jun-17 21-Jan-17 27-Nov-16 

 
23-Oct-16 23-Oct-16 11-Mar-17 11-Mar-17 26-May-17 2-Jun-17 5-Jun-17 26-Nov-16 26-Nov-16 

 
23-Oct-16 23-Oct-16 11-Mar-17 11-Mar-17 26-May-17 2-Jun-17 5-Jun-17 26-Nov-16 26-Nov-16 

 
23-Oct-16 23-Oct-16 1-Feb-17 n/a 26-May-17 2-Jun-17 n/a 21-Jan-17 21-Jan-17 

 
23-Oct-16 23-Oct-16 1-Feb-17 n/a 26-May-17 2-Jun-17 n/a 21-Jan-17 21-Jan-17 

 

17-Dec-
16 30-Dec-16 11-Mar-17 15-Mar-17 26-May-17 

2-Jun-17 
5-Jun-17 31-Jan-17 17-Feb-17 

 

17-Dec-
16 30-Dec-16 11-Mar-17 15-Mar-17 26-May-17 

2-Jun-17 
5-Jun-17 31-Jan-17 17-Feb-17 

 
23-Oct-16 23-Oct-16 11-Mar-17 22-Mar-17 26-May-17 2-Jun-17 5-Jun-17 22-Jan-17 26-Nov-16 

 
23-Oct-16 25-Oct-16 11-Mar-17 22-Mar-17 26-May-17 2-Jun-17 5-Jun-17 26-Jan-17 21-Jan-17 

 
31-Oct-16 23-Oct-16 3-Feb-17 11-Mar-17 26-May-17 2-Jun-17 5-Jun-17 3-Feb-17 21-Jan-17 

 
28-Oct-16 10-Dec-16 11-Mar-17 11-Mar-17 26-May-17 2-Jun-17 5-Jun-17 24-Apr-17 27-Jan-17 

 
6-Nov-16 6-Nov-16 16-Feb-17 15-Mar-17 27-May-17 2-Jun-17 5-Jun-17 12-Feb-17 30-Jan-17 

 
6-Nov-16 6-Nov-16 11-Mar-17 11-Mar-17 26-May-17 2-Jun-17 5-Jun-17 1-Feb-17 30-Jan-17 

 
23-Oct-16 23-Oct-16 4-Feb-17 11-Mar-17 26-May-17 2-Jun-17 5-Jun-17 30-Jan-17 28-Jan-17 

 
23-Oct-16 23-Oct-16 17-Feb-17 11-Mar-17 26-May-17 2-Jun-17 5-Jun-17 21-Jan-17 17-Feb-17 

 
2-Feb-17 24-Feb-17 13-Feb-17 n/a n/a n/a 6-Jun-17 1-Mar-17 1-Mar-17 

 
2-Feb-17 24-Feb-17 13-Feb-17 n/a n/a n/a 6-Jun-17 1-Mar-17 1-Mar-17 

      

 

   Person cancelled 23-Oct-16 23-Oct-16 this was refunded 
 

 

   Ambassador 17 needs 2 Euros change 
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FFI Fee Breakdown 

 

Name FFI Fees Paid Credit Card Bank Drafts Notes 

Doe, Jane n/a $0.00 $0.00 Ambassador Coordinator 

Etc. 31-Jan-17 $340.00 
  

 
3-Feb-17 $340.00 

  

 
3-Feb-17 $340.00 

  

 
11-Mar-17 

 
$340.00 Separate bank draft 

 
11-Mar-17 

 
$340.00 together with spouse 

 
1-Feb-17 $200.00 

 
Journey 13102 only 

 
1-Feb-17 $200.00 

 
Journey 13102 only 

 
11-Mar-17 

 
$340.00 

 

 
11-Mar-17 

 
$340.00 

 

 
11-Mar-17 

 
$340.00 

 

 
11-Mar-17 

 
$340.00 

 

 
3-Feb-17 $340.00 

  

 
11-Mar-17 

 
$340.00 

 

 
16-Feb-17 $340.00 

  

 
11-Mar-17 

 
$340.00 

 

 
4-Feb-17 $340.00 

  

 
17-Feb-17 $340.00 

  

 
13-Feb-17 $140.00 

 
Journey 13103 only 

 
13-Feb-17 $140.00 

 
Journey 13103 only 

     

  
$3,060.00 $2,720.00 

 

     Two bank drafts couriered to FFI on Mar.14th; one for $680.00, and one for $2040.00 
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APPENDIX D: FRIENDSHIP FORCE INTERNATIONAL – EMERGENCY INFORMATION FORM  
 

 
 
 

  

  

 
# 

 
Ambassador 

Name(s) 
1st Week 2nd Week Emergency Contact Information Passport Number(s) 

  Host Information Host info/Plans Name, Address, Telephone Number 
Insurance Co., 
Policy #, Phone 

Number 
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APPENDIX E:  AMBASSADOR AND HOST MATCHING FORM  
 

Journey Number           
 

 

Ambassador(s) Information Host(s) Information 

Name       
Special Needs (diet, smoker/ non-smoker, 
physical limitations, allergies) 

Name       

Address             Address       

Phone       Phone       

Email       Interests Email       

Gender             Interests       

Age       

Preferred 
roommate  

      

Languages 
Spoken 

      

 

Ambassador(s) Information Host(s) Information 

Name       
Special Needs (diet, smoker/ non-smoker, 
physical limitations, allergies) 

Name       

Address             Address       

Phone       Phone       

Email       Interests Email       

Gender             Interests       

Age       

Preferred 
roommate  

      

Languages 
Spoken 

      

 

 
 

 

 



19 
 

APPENDIX F:  FFMV OUTBOUND JOURNEY FINANCIAL REPORT 

 

 

FFMV Outbound Journey Financial Report Date 

Journey Name and Number 

CDN $ 

Income FFI fees including AC fee (Ambassadors x $140 USD )  

 Host Club fee (# Ambassadors  x $150 USD)  

 FFMV Club fee (# Ambassadors X $25 CDN)      

 Prepayment for train or bus tickets  

   

   

Expenses FFI fees   

 AC FFI fee reduction  

 Host Club Program fee  

 Host Club gifts or donation (optional)  

 Transportation tickets  

   

   

   

BALANCE  
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APPENDIX G:  FFI EMERGENCY PROCEDURE AND JOURNEY INCIDENT REPORT FORM   
https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Incident-Report-Form-.pdf 

 

 
  

 

https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Incident-Report-Form-.pdf

