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PURPOSE 

The purpose of the Outbound Journey and Travel Policy is to guide every Outbound Ambassador 

Coordinator (AC) in the execution of his/her responsibilities, including: 

• arranging the Journey details in cooperation with the Host Coordinator(s); 

• setting the required timelines; 

• determining the Journey fee to be paid by each ambassador; 

• managing the financial requirements in conjunction with the FFD Treasurer; 

• and insuring proper documentation. 

An Outbound Journey is a single Friendship Force Denver (FFD) organized event that consists of 

one or more FFI approved homestays plus any contiguous related travel, whether required or 

optional, as determined by the AC and approved by the FFD Board at least 6 months before the 

start of the exchange. 

This policy also details certain travel-related responsibilities of each Journey Ambassador (JA). 

It is the responsibility of the FFD Vice President to acquaint each AC with this policy at the time 

of the AC’s selection.  The AC, in turn, is responsible for acquainting every ambassador on 

his/her Journey with this policy at the time of Ambassador selection. 

This policy will allow for consistency and continuity in the execution of all outgoing Journeys 

conducted by FFD.  This policy is available on the FFD website. 

This document is subordinate to, and is to be used in conjunction with, the “FFI Policies and 

Guidelines for Clubs and Programs” and the Friendship Force Denver Bylaws in effect 90 days 

prior to the Journey’s start date. 

 

 
ABBREVIATIONS 

AC….…Ambassador Coordinator (formerly called an Outbound Exchange Director) 

FFD…...Friendship Force Denver 

FFI….…Friendship Force International 

HC….…Host Coordinator (formerly called an Inbound or Host Exchange Director) 

JA……..Journey Ambassador or Ambassador (formerly called Exchange Ambassador) 

  



 

Outbound Journey and Travel Policy 7-1-2017  Page 3 of 19 

 

TABLE OF CONTENTS 

                  Section         Page 

I. Method of Travel         4 

II. Travel Arrangements         4 

III. Journey Timetable         6 

IV. Ambassador Selection         7 

V. Financial Management        8 

VI. Travel Insurance         9 

VII. Cancellations         10 

VIII. Ambassador Coordinator Earned Seat     10 

IX. Additional Ambassador Coordinator Responsibilities   11 

X. Documentation        12 

Appendix A Ambassador Coordinator Application    13 

Appendix B Health and Mobility Checklist     14 

Appendix C     Journey Budget and 

Ambassador Coordinator Earned Seat Calculation Examples 15 

  



 

Outbound Journey and Travel Policy 7-1-2017  Page 4 of 19 

 

I.   METHOD OF TRAVEL  

The most common method of travel for Journeys requires each Ambassador to make his/her 

individual travel arrangements to and from the designated Journey starting and ending points, 

respectively.  The AC must determine the Journey starting and ending points prior to final 

Journey Budget approval by the FFD Board.  Ambassadors may make their travel arrangements 

using whatever source they prefer (e.g. internet, travel agent, preferred airline).  The deadline for 

the purchase of travel tickets will be determined by the AC. 

Ambassadors will make and pay for their own airline/travel reservations to the designated 

starting point of the Journey, which will be either the first host city or the starting location of a 

pre-exchange tour.   Ambassadors may be required to arrive at the designated starting point one 

day before the beginning of the Journey or the Pre-Journey tour.  When Ambassadors are 

required to arrive one day early, the first night’s lodging will be arranged by the AC and will be 

included in the Journey fee.  The respective HCs for each host city may designate a specific 

meeting place for the hosts to pick up the Ambassadors so that special/multiple pickup points are 

not required for the host club.  

Ambassadors will make and pay for their own airline/travel reservations from the designated 

ending point of the Journey, which may be either the last host city or the ending location of a 

post-journey tour.  All Ambassadors will depart from their hosts on the same day, unless prior 

arrangements have been made by an ambassador with his/her host and approved by the AC.   

If there are multiple host clubs, the AC, with help from the respective HCs, will determine the 

method and arrange for the transportation between host clubs.  Costs will be included in the 

Journey fee as determined by the AC. 

If there is no post-journey tour, the AC’s responsibility for the group shall terminate at the 

departure point designated by the AC. 

If there is a post-journey tour, the AC’s responsibility for the group shall terminate at the final 

departure point stated in the tour itinerary. 

 

II.   TRAVEL ARRANGEMENTS 

The AC shall select a licensed and bonded tour operator for any organized tour included as either 

an optional or required part of the exchange.  The selection process must include at least two bids 

from competing tour operators.  The AC will make his/her best efforts to obtain free and/or 

complimentary services.  The value of those services will be allocated to all the Ambassadors.  In 

other words, the AC must compute the cost per Ambassador based on the total tour cost net of 

free services.  If requested by the AC, the FFD Treasurer will assist the AC in the financial 

analysis of all bids.  The AC will make the final travel decisions regarding both the Journey and 

any associated tour(s).  All Ambassadors will work through the AC for questions and 

information about the included tour(s).  When possible, the AC will consult with the 

Ambassadors as part of the planning process to get their input on any trip extensions or 

additional activities in which they may participate and for which they will be expected to pay. 

Travel expenses (e.g. hotels, rental cars, transportation) required prior to, between, and/or after 

the Journey homestays, must be included in the Journey Budget and Journey Fee.  Travel 

expenses between homestays are always a required cost of a Journey.  The cost of optional tours 

prior to and/or after the Journey homestays must be shown as an additional line item below the 



 

Outbound Journey and Travel Policy 7-1-2017  Page 5 of 19 

 

Journey fee.  Ambassadors choosing to participate in optional tours will have the cost of the 

selected optional travel added to their Journey fee. 

The AC should include the use of rental cars when rental cars seem to be the best option over 

other forms of transportation that have been considered.  The Ambassadors assigned to drive 

rental cars (including back-up drivers) must be determined prior to the start of the Journey.  Each 

driver must be listed on the rental car agreement and must obtain additional liability insurance of 

at least One Million Dollars ($1,000,000).  The drivers may consider the additional insurance 

option provided by the car rental company, or by the credit card they use to rent the car if 

adequate coverage is available, or by any other insurance product available to them.  The AC 

must approve the insurance choice.  The cost of the additional insurance shall be included in the 

Journey Budget and Journey Fee. 

The AC must inform all Ambassadors of the following travel guidelines:  

1. Booking:  When booking flights, be sure to allow enough time between connecting 

flights, particularly when entering a country and having to go through immigration and 

customs.  Allow a minimum of 4 hours, if possible, when going through customs, 

including connections from international to domestic flights.   Allow 3 hours, if possible, 

when making a connection to another airline, i.e. international to international, domestic 

to international, or domestic to domestic.  More time between flights provides additional 

margin for flight delays and crowded conditions.  Missing a connection may make it 

more difficult to get on a subsequent flight, may require an overnight stay, and may 

complicate the start of the Journey.  Ambassadors should also be aware that booking a 

variety of airlines for flights to a destination could result in a missed flight.  If one airline 

is delayed and the next segment is on a different airline, the first airline will not be held 

responsible.  For that reason, Ambassadors should consider staying with one airline, 

when possible, on a trip that involves more than one flight segment to get to their 

destination. 

2. Boarding Passes:  When obtaining boarding passes, Ambassadors should request 

boarding passes for as many flight segments as possible.  Having a boarding pass may 

increase the likelihood that the Ambassador will be able to fly on a subsequent flight 

segment, especially one that is overbooked. 

3. Baggage:  All Ambassadors should verify that their baggage is checked through to their 

final airport destination.  This is true even when a connection is through a foreign airport.  

Although the Ambassador must claim his/her baggage to clear customs, most airports 

allow the cleared baggage to be handed back to the airlines without rechecking as long as 

it was checked through at the original departure airport. 
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III.  JOURNEY TIMETABLE 

(Times may vary due to the AC’s, HC’s and/or Tour Operator’s requirements) 

Journey Confirmed:   

FFD Board selects the Ambassador Coordinator. 

Select a tour operator if a tour will be included in the Journey. 

Research airline arrangements.     

Contact FFI Program Services Coordinator for advice, if needed. 

6 Months before Departure: 

Confirm dates, host fees, and itinerary. 

Set Journey fee in conjunction with the FFD Treasurer. 

Obtain approval of the Journey Budget from the FFD Executive Committee. 

Begin recruiting and vetting Ambassadors. 

Collect Ambassador Applications, Mobility Forms, and Refundable Application Fees. 

Provide travel insurance requirements to Ambassadors. 

3 Months before departure:  

Estimate final number of Ambassadors. 

Advertise in the FFI Catalog if spaces are available. 

Obtain emergency contact information from all Ambassadors. 

Obtain Passport copy from all Ambassadors. 

Obtain proof of insurance from all Ambassadors. 

2 Months before departure:  

Send final Ambassador List to tour operator, if applicable. 

Notify the FFD Board of the final Journey Budget. 

Conduct Journey Workshop(s) to review the itinerary, expectations of participation in 

group activities, host gifts, Ambassador responsibility for taking hosts to dinner if 

applicable, cultural differences and expectations if applicable, and to address any 

questions or issues prior to the Journey. 

Complete the FFI Emergency Contact Information Form. 

Complete the Ambassador Coordinator Information Checklist. 

Obtain emergency medical information from each Ambassador. 

(The emergency medical information is to be given to the AC by each Ambassador in 

a sealed envelope marked “Confidential” which is only to be opened in the event of a 

medical emergency during the Journey and when there is no other source for the 

required medical information.  At the end of the Journey, each envelope should be 

returned to its respective Ambassador.) 

Send Host fee to host club(s). 

Send Journey fee to FFI.     

1 Month before departure:  

Confirm final arrangements. 

Update FFI on status of Journey. 

Assign days for “Journey Journal” entries and pictures to each Ambassador. 
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1 Month after return, or as soon as possible thereafter:  

Send a report to FFD Board, including a narrative overview and final financial report. 

Send evaluation form to FFI. 

Send Journey Roster, Journal, and Photos to FFD Historian. 

Send Journal to Host Coordinator(s). 

 

IV.   AMBASSADOR SELECTION 

The AC must obtain a completed and signed Ambassador Application and Agreement form, and 

a FFD Health and Mobility Checklist from everyone who wishes to be an Ambassador, including 

the AC.  An Application fee in the amount of $250.00 per applicant must be submitted with each 

Application.  The Application fee will be converted to a Journey fee deposit and deposited in the 

FFD Exchange Bank Account only after the applicant has been accepted as an Ambassador on 

the Journey.  (The semantics of Application fee vs. Journey fee deposit is necessary to determine 

the date of “first travel-related payment” as specified in most travel insurance policies.)  Those 

not selected will have their Application fee returned in its original form.  Those selected as 

Ambassadors who are not already a member of Friendship Force must join a Friendship Force 

Club within 10 days of selection, or forfeit their Ambassadorship.  Cancellation and refund 

information is included in Section VII of this document. 

Ambassador selection is at the discretion of the AC.  The AC should look both within the FFD 

club membership and to the broader community for the most qualified Ambassadors.  Care 

should be taken to review completed Application forms, interview applicants (either in person or 

over the phone) and to solicit/review references.  If the applicant has been on a prior Journey, the 

AC for that Journey should be contacted.   If the applicant is a member of a FF club other than 

FFD, the AC is required to contact that club’s president or other appropriate club officer.  The 

more vetting of each applicant, the better.  It is important to accept only those who understand 

the goals of Friendship Force, can meet the specific physical requirements of the Journey, and 

are the most likely to contribute to a successful and harmonious Journey.  The AC may appoint a 

committee to assist in the review of Ambassador Applications.  If an AC decides to reject an 

applicant, the AC should consult with the Vice President or another member of the board to 

ensure that there would be no perception of bias or prejudice.  At least one Board member (other 

than the AC) should agree with the decision to reject an applicant. 

The AC should evaluate applicants on the following: 

• Sensitivity to others  

• Tolerance of religious, political, racial, dietary, and cultural differences 

• Personal flexibility 

• Health and mobility as detailed in the FFI “2017/18 Policies and Guidelines for Clubs 

and Programs”, Page 12, Section VII. 

• Understanding of and commitment to the FFI mission and ideals 

• General friendliness 

Suggested interview questions: 

• What do you believe the goals of Friendship Force to be? 

• What are your reasons for wanting to be an Ambassador? 

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

• How have you contributed to Friendship Force in the past (e.g. home host, Host or 

Ambassador Coordinator, club officer)? 
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• Have you been an Ambassador before?  Tell me about that experience. 

• Do you have prior experience with group travel? 

• Last minute changes in travel plans and Ambassador assignments are sometimes 

unavoidable – how will you cope with any changes in plans? 

• Have you dealt with language difficulties in the past, and if so, how? 

• You may be assigned a host whose race, religion, politics or socio-economic level is 

different than yours.  How do you feel about this? 

 

V.   FINANCIAL MANAGEMENT 

The AC, with the assistance of the FFD Treasurer, is responsible for creating a Journey Budget 

(see Appendix C for examples), which must be presented to the FFD Board.  The  AC is also 

responsible for collecting all Journey fees and other required funds prior to the start of the 

Journey.   The AC must provide adequate documentation of all Journey expenditures.  All 

collected funds will be delivered to the FFD Treasurer for deposit to the Journey Account.  The 

AC must account for all costs and insure all payments are made in accordance with the Journey 

schedule.  Each Journey will have different costs, depending on its specific itinerary.  All 

payments made to FFD must be cash, check or money order. 

Typical cost elements for an outgoing Journey include: 

• FFI Administrative Fees per current FFI policies 

• FFD Administrative Fee of $25 per Ambassador (to cover postage, printing, etc.) 

• Host Club Fees 

• Ambassador Coordinator Earned Seat (See Section VIII.) 

• Tip Fund.  A fund for the AC to supply necessary tips during a Journey so that collections 

will not have to be taken numerous times during the Journey.  Examples include coach 

drivers, tour guides, and special event personnel.  The AC is to research tipping policies 

and customs by country and follow the accepted norm.  Although a receipt cannot be 

expected for most tips, it is the AC’s responsibility to specifically note in writing the 

date, recipient’s name or function (e.g. bus driver), and the amount given.  Such notes 

will be accepted by the FFD Treasurer in lieu of an original receipt. 

• Tour(s) before, between, and/or after home hosting, if applicable 

• Special Events .  The hosting club may recommend special events at an additional cost.  

Inclusion of such events and their cost is at the discretion of the AC. 

If an individual is approved for a Journey by the Sponsored Ambassador Committee and the AC, 

he/she may be subsidized by FFD for a portion of the Journey, including required tour expenses, 

but not at a cost to the other Ambassadors.  Refer to the current FFD Sponsored Ambassador 

Policy for details. 

When a tour or hotel accommodation is included in the Journey, single supplement charges may 

be incurred.  Single travelers who are unable or unwilling to find a fellow Ambassador with 

whom to share a room will be responsible for any single supplement charged by tour companies 

hotels, or other service providers.  Such travelers will be responsible for any single supplement 

charged for Pre-Journey lodging when Ambassadors are required to arrive at the designated 

starting point one day before the beginning of the Journey or a Pre-Journey tour. 
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It is the responsibility of the AC, with the assistance of the FFD Treasurer, to account to the FFD 

Board for all Journey funds collected and expended.  To receive an expense reimbursement from 

the Journey Fund, the AC must submit proper documentation as follows: 

• Except for minor expenditures (under US $25) and tips as described below, an original 

receipt that includes the payee, the date, a description of the expense, and the amount 

paid. 

• When it is impossible to obtain a receipt for minor expenditures such as highway tolls, 

parking, local transportation, and street vendors, a note written and initialed by the AC 

indicating the date, a description of the expense (e.g. highway toll), and the amount paid. 

• Documentation of tips as described in the “Tip Fund” paragraph above. 

No Proper Documentation = No Reimbursement.  The FFD Treasurer will determine whether or 

not proper documentation has been submitted for each expense.  An expense reimbursement 

request that has been disallowed by the FFD Treasurer may be appealed by the AC to the FFD 

Board for resolution. 

 

If there are excess funds collected from the Ambassadors, the AC shall poll the Ambassadors to 

determine their preference for how those funds should be used: 

1. an exchange reunion party, 

2. a refund to be equitably refunded to each Ambassador, 

3. a contribution to the general fund of FFD, or 

4. any combination of options 1, 2, and 3. 

The AC will make the final determination based on the Ambassador responses received. 

 

VI.   TRAVEL INSURANCE 

It is the policy of FFI and FFD that all Friendship Force Ambassadors are required to secure 

adequate travel and medical insurance to cover emergencies during their Journeys.  Travel, 

health, and accident insurance are not included in Journey fees.  This insurance requirement can 

be fulfilled in one of the following ways: 

1. through the Ambassador’s existing insurance policy, if it covers international travel; 

2. through a policy offered by FFI on its website; or  

3. by the Ambassador purchasing a separate travel insurance policy. 

At the discretion of the AC, an insurance waiver form may be signed by an Ambassador and 

notarized for those who choose not to secure insurance. 

When the AC notifies an applicant of acceptance as an Ambassador, the AC must include 

information about the travel insurance requirement, including the importance of early purchase.  

It is important for Ambassadors to obtain travel insurance as soon as they make their first travel- 

related payment.  For the purposes of this Policy, that is the date upon which an Ambassador is 

accepted and his/her Application fee is converted to a Journey Deposit.  Generally, pre-existing 

conditions and pre-travel medical cancellations are only covered when travel insurance is 

purchased within a very short period after the first travel-related payment is made. 
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Key factors that affect the cost of travel insurance include when the policy is purchased, age of 

insured, number of days between departure and return, total trip cost, and the type of coverage 

purchased.  Each Ambassador must provide a copy of his/her travel insurance policy to the AC 

no later than 60 days prior to departure. 

 

VII.   CANCELLATIONS 

When an applicant is accepted as an Ambassador, his/her $250 Application fee will be converted 

to a Journey fee deposit and deposited in the FFD Exchange Bank Account.  Cancellation 

requests by an accepted Ambassador must be made in writing to the AC.  A refund will be made 

to the extent possible as follows: 

• If the written cancellation request is delivered to the AC at least 60 days prior to the start 

of the Journey, and a substitute Ambassador is accepted, a refund of all monies paid will 

be made. 

• If the written cancellation request is delivered to the AC at least 60 days prior to the start 

of the Journey, and a substitute Ambassador is not accepted, a refund of Journey fees 

paid, less the FFD Administration fee of $25, will be made to the extent possible based 

on vendor cancellation policies and FFD committed expenses. 

• If the written cancellation request is delivered to the AC less than 60 days prior to the 

start of the exchange, a refund of Journey Fees paid, less FFI host club program fee(s) 

and less the FFD Administration fee of $25, will be made to the extent possible based on 

vendor cancellation policies and FFD committed expenses. 

If a Journey is cancelled by FFI or FFD, a refund of Journey fees paid will be made to the extent 

possible based on vendor cancellation policies and FFD committed expenses. 

It is recommended that an Ambassador who cancels apply to his/her travel insurance carrier for a 

reimbursement of Journey Fees not refunded by FFD.  A reimbursement, if any, is solely at the 

discretion of the Ambassador’s insurance carrier.  The AC is required to provide assistance in the 

filing of an Ambassador’s travel insurance loss claim. 

 

VIII.   AMBASSADOR COORDINATOR’S FEE DISCOUNT 

AND EARNED SEAT 

Per the “2017/18 FFI Policies and Guidelines for Clubs and Programs”, an Ambassador 

Coordinator will receive a pro-rated discount of the FFI Journey Fee if 75% or more of the 

hosting capacity is reached.  (Refer to the most current FFI Policy for details.) 

In addition, the FFI Policy states that it is appropriate for an AC to “earn” part or all of the basic 

cost of a Journey (see the cost elements below) in recognition of the responsibilities associated 

with leading a Journey and as a motivation to recruit a full Journey.  This is referred to as an 

“Earned Seat”.  The FFD Treasurer will calculate the Earned Seat amount based on the criteria 

stated in this Section.  The AC may make a written request to the FFD Board for an exception to 

those criteria.  Exceptions will only be made when a specific motion is passed by the FFD Board. 

The cost of the AC Earned Seat will be covered by the fully-paid Ambassadors, and is based on 

an exchange of 20 Ambassadors, including the AC, or the maximum number of Ambassadors 

that can be accommodated by the Host Club, including the AC.  A full Journey is one in which  
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the number of Ambassadors is 20 or more, unless the host club has a lower hosting capacity.  In 

the case of lower hosting capacity, a full exchange is one in which the number of Ambassadors, 

including the AC, equals the hosting capacity.  For multi-club Journeys, the lowest hosting 

capacity will determine the maximum hosting capacity for the entire Journey. 

FFD members who wish to be an AC must submit an application (Appendix A) to the FFD 

Board.  ACs can only be selected by a majority vote of the FFD Board.  The Board may select 

two people to act as Co-ACs for a Journey only if those individuals agree to serve together.  If 

there are Co-ACs, each one will be counted as ½ fully-paid and ½ eligible for the AC Earned 

Seat.  Each Co-AC must pay ½ of the Exchange Fee on the same schedule as required of all 

other Ambassadors, plus any part of the Journey fee not covered by the Earned Seat.  

Single supplements paid by Ambassadors and/or ACs will not be included in any part of the AC 

Earned Seat Calculation. 

The cost of the AC Earned Seat for Club Hosting Fees, Air Fare, and Required Travel and Tour 

Costs will be included in the total Journey cost for each fully-paid Ambassador: 

The Ambassador Coordinator will receive a full Earned Seat for Club Hosting Fees, Air 

Fare, and Required Travel and Tour Costs if there are at least 20 Ambassadors on the 

Journey, including the ED, or if the maximum hosting capacity of the Journey is filled.  If 

the Journey operates with fewer than 20 Ambassadors, the AC will receive a prorated 

portion of each of these expenses as long as there are at least 15 fully-paid Ambassadors.  

However, if the maximum hosting capacity of the Journey is less than 20, the proration 

will be made based on that maximum capacity.  (See Appendix C for examples.) 

The cost of the AC Earned Seat for optional travel and/or tour costs associated with the Journey, 

and in which the AC participates, will be included in the total exchange cost for each fully-paid 

Ambassador participating in those options.  The AC Earned Seat for those costs will be based on 

the number of fully-paid Ambassadors choosing to participate in those options, divided by the 

number of fully-paid Ambassadors on the Journey. 

 

IX. ADDITIONAL AMBASSADOR COORDINATOR RESPONSIBILITIES 

Keeping the FFD Vice President and Treasurer informed of all Journey arrangements. 

Promoting the Journey to all FFD members. 

If the Journey is not filled by FFD members within 90 days of departure, submitting the Journey 

to the FFI Journey Catalog and promoting it to non-members. 

Organizing and conducting organizational meetings. 

Organizing and conducting cultural workshops for all Ambassadors. 

Writing articles for the FFD Newsletter: 

• Monthly articles prior to the Journey describing Journey progress and events 

• Journey summary with photographs after the Journey is completed 

Remembering that only the FFD Board can authorize FFD Journeys: 

• Do not extend a Journey invitation to anyone on behalf of FFD. 

• Do not accept a Journey invitation from anyone on behalf of FFD. 

• It is common for discussions of reciprocal Journeys to take place during a Journey.  The 

FFD members involved in such discussions should mention the FFD policy and offer to 

suggest the Journey to the FFD Board. 
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X.   DOCUMENTATION 

Passports 

When traveling outside the United States, every Ambassador’s passport must be current 

and must have an expiration date that is a minimum of six months after the last date of 

return travel to the United States, or their home country, if not a US passport holder. 

Youth Ambassadors 

A Youth Ambassador is defined as someone who is 18 years of age or younger, or a full-

time student 26 years of age or younger. 

When Ambassadors are traveling with Youth Ambassadors, the AC must receive 

concurrence in writing from the Host Coordinator that youth Ambassadors will be 

acceptable in a hosting arrangement.  This requirement must be met prior to making 

travel arrangements. 

Any person under the age of 18 who is not accompanied by a parent must have a designated 

guardian during any Friendship Force experience.  FFI provides master copies of the appropriate 

legal documents online.  In addition, children under 16 must travel and be hosted in the same 

home with an adult relative or designated guardian. 

 

 

 

Approved at a Special Friendship Force Denver Board Meeting held on June 12, 2017. 

 

FFD President:       Date:    ________   

    Lynn Dawson 

 

FFD Secretary:       Date:    ________   

    Ilene Americus 
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APPENDIX A 

Friendship Force Denver 

Why Not Lead a Friendship Force Journey? 
Be an Ambassador or Host Coordinator 

 
If you are interested in leading any of the inbound or outbound Journeys, please provide the 

information requested below to the FFD Vice President. 
 

Being an Ambassador Coordinator for an Outbound Journey, or a Host Coordinator for an 
Inbound Journey, can be one of the most rewarding experiences of your life. 

Being a Coordinator requires an appreciation for the ideals and values of Friendship Force along 
with enthusiasm, organization skills, and adequate time to prepare. 

 
The FFD Vice President, who is the overall coordinator for all FFD Journeys, and the FFD 

Treasurer, will work with you throughout the process.  Other experienced members of FFD are 
also available to provide guidance and prior Journey information to you. 

 
Name: __________________________________________________  

Address: ________________________________________________  

Phone Numbers:  _____________________  

E-mail Address: _____________________  

Friendship Force Member Since: ________ 

Journey(s) You Are Interested in Coordinating: 

_______________________________    ______________________________ 
 
Please provide answers to the following questions:  

1. Why do you think you will be a successful Ambassador Coordinator? 

2. How would you recruit Club members and others to participate in the Journey?  

3. What ideas do you have regarding workshops prior to the Journey?  

4. What Journeys (Exchanges) have you participated in and what was your role?  

Coordinators are selected by the FFD Board based on information provided in writing 

and, in most cases, a personal interview by members of the Board. 
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APPENDIX B 

Health and Mobility Checklist 
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APPENDIX C 

Journey Budget and Ambassador Coordinator Earned Seat Calculation Examples 

(All examples use the same cost elements.) 

 

Example 1 – Number of Ambassadors = Hosting Capacity         Page 16 

 

Example 2 – Number of Ambassadors Exceed 20, but Less Than Hosting Capacity     Page 17 

 

Example 3 – Fewer Ambassadors Than Hosting Capacity and FFD Full Journey       Page 18 

 

Example 4 – Fewer Ambassadors Than Hosting Capacity          Page 19 
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AMBASSADORS INCLUDING COORDINATOR 20                    FFD Policy Full Journey

HOSTING CAPACITY 20                    FFI Policy Full Journey

JOURNEY BUDGET Total

 Paid 

Ambassador 

 Journey 

Coordinator 

Club 1  Host Fee 3,800.00          190.00             190.00             

Club 2  Host Fee 4,200.00          210.00             210.00             

Club 1  Gift 100.00             5.00                 5.00                 

Club 2  Gift 100.00             5.00                 5.00                 

1st Night Hotel (prior to first home stay) 2,400.00          120.00             120.00             

Transportation Between Home Stays 1,800.00          90.00               90.00               

Tips for Bus Drivers/Guides 400.00             20.00               20.00               

Contingency 2,000.00          100.00             100.00             

Club 1  FFI Fee 3,300.00          165.00             165.00             

Club 2  FFI Fee 3,300.00          165.00             165.00             

FFI Fee Credit for Full Journey (330.00)            n/a (330.00)            

Coordinator Airfare 1,400.00          n/a 1,400.00          

Sub-Total 22,470.00        1,070.00          2,140.00          

COORDINATOR EARNED SEAT 112.63             (2,140.00)         

TOTAL JOURNEY FEE 22,470.00        1,182.63          -                   

Paid Ambassador Airfare

Single Supplements (if applicable)

Travel Insurance

EXAMPLE 1

Ambassadors = Hosting Capacity

Journey  Fee Does 

NOT Include:

Journey Fee per
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AMBASSADORS INCLUDING  COORDINATOR 23                    FFD Policy Full Journey

HOSTING CAPACITY 28                    FFI Policy 82%

JOURNEY BUDGET Total

 Paid 

Ambassador 

 Journey 

Coordinator 

Club 1  Host Fee 4,370.00          190.00             190.00             

Club 2  Host Fee 4,830.00          210.00             210.00             

Club 1  Gift 100.00             4.35                 4.35                 

Club 2  Gift 100.00             4.35                 4.35                 

1st Night Hotel (prior to first home stay) 2,760.00          120.00             120.00             

Transportation Between Home Stays 2,070.00          90.00               90.00               

Tips for Bus Drivers/Guides 460.00             20.00               20.00               

Contingency 2,300.00          100.00             100.00             

Club 1  FFI Fee 3,795.00          165.00             165.00             

Club 2  FFI Fee 3,795.00          165.00             165.00             

FFI Fee Credit (270.60)            n/a (270.60)            

Coordinator Airfare 1,400.00          n/a 1,400.00          

Sub-Total 25,709.40        1,068.70          2,198.10          

COORDINATOR EARNED SEAT 99.91               (2,198.10)         

TOTAL JOURNEY FEE 25,709.50        1,168.61          -                   

Paid Ambassador Airfare

Single Supplements (if applicable)

Travel Insurance

Ambassadors Exceed 20, but Less Than Hosting Capacity

Journey Fee per

Journey  Fee Does 

NOT Include:

EXAMPLE 2
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AMBASSADORS INCLUDING  COORDINATOR 18                    FFD Policy 90%

HOSTING CAPACITY 24                    FFI Policy 75%

JOURNEY BUDGET Total

 Paid 

Ambassador 

 Journey 

Coordinator 

Club 1  Host Fee 3,420.00          190.00             190.00             

Club 2  Host Fee 3,780.00          210.00             210.00             

Club 1  Gift 100.00             5.56                 5.56                 

Club 2  Gift 100.00             5.56                 5.56                 

1st Night Hotel (prior to first home stay) 2,160.00          120.00             120.00             

Transportation Between Home Stays 1,620.00          90.00               90.00               

Tips for Bus Drivers/Guides 360.00             20.00               20.00               

Contingency 1,800.00          100.00             100.00             

Club 1  FFI Fee 2,970.00          165.00             165.00             

Club 2  FFI Fee 2,970.00          165.00             165.00             

FFI Fee Credit (247.50)            n/a (247.50)            

Coordinator Airfare 1,400.00          n/a 1,400.00          

Sub-Total 20,432.50        1,071.12          2,223.62          

COORDINATOR EARNED SEAT % 90%

COORDINATOR EARNED SEAT 117.72             (2,001.26)         

TOTAL JOURNEY FEE 20,432.50        1,188.84          222.36             

Paid Ambassador Airfare

Single Supplements (if applicable)

Travel Insurance

Ambassadors are Less Than Hosting Capacity and Less than FFD Requirement of 20

Journey Fee per

Journey  Fee Does 

NOT Include:

EXAMPLE 3
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AMBASSADORS INCLUDING  COORDINATOR 15                    FFD Policy 83%

HOSTING CAPACITY 18                    FFI Policy 83%

JOURNEY BUDGET Total

 Paid 

Ambassador 

 Journey 

Coordinator 

Club 1  Host Fee 2,850.00          190.00             190.00             

Club 2  Host Fee 3,150.00          210.00             210.00             

Club 1  Gift 100.00             6.67                 6.67                 

Club 2  Gift 100.00             6.67                 6.67                 

1st Night Hotel (prior to first home stay) 1,800.00          120.00             120.00             

Transportation Between Home Stays 1,350.00          90.00               90.00               

Tips for Bus Drivers/Guides 300.00             20.00               20.00               

Contingency 1,500.00          100.00             100.00             

Club 1  FFI Fee 2,475.00          165.00             165.00             

Club 2  FFI Fee 2,475.00          165.00             165.00             

FFI Fee Credit (273.90)            n/a (273.90)            

Coordinator Airfare 1,400.00          n/a 1,400.00          

Sub-Total 17,226.10        1,073.34          2,199.44          

COORDINATOR EARNED SEAT % 83%

COORDINATOR EARNED SEAT 130.40             (1,825.54)         

TOTAL JOURNEY FEE 17,226.10        1,203.74          373.90             

Paid Ambassador Airfare

Single Supplements (if applicable)

Travel Insurance

Ambassadors are Less Than Hosting Capacity

Journey Fee per

Journey Fee Does 

NOT Include:

EXAMPLE 4


