Appendix – Exchange - C

Sample Checklist for the Outbound Exchange Logistics Coordinator

Sturdy notebook with: (one of each to take with you and one to leave in the office.)


Copies of passports


Copies of plane tickets


Travel itinerary


Hotel information


Exchange delegate lists, health information, emergency contacts, original waiver forms

(copies of information for all group leaders)


Home office and host organization contact information

Visa copies (if needed)


Home country embassy info in host country


Emergency evacuation procedures


Medical faculties & English speaking doctors in those cities


Empty weekly reminder pages to fill in actual schedule


Staff home contacts (if need to reach during non-business hours)


Travel insurance claims forms/contact information

Other items (consider those applicable):


Organization stationary (if a receipt on letterhead is needed)


Envelopes big and small (for letters or to keep receipts)


Tally sheet for expenses


Small divided file book for receipts and money

Business cards in that country’s language

Postcards

Small, medium and big gifts for hosts, homestays

Organization brochures in all formats

Any videos in the language of the country if possible

Home country disability information (in the host country language and alternative formats)
Small pad of paper or carbon copy receipt book
Good First Aid Kit (lost of bandages, alcohol swabs, antiseptic wipes)

Pad of paper

Shower chair

Pens 

Orientation outline/information

Delegate/leader final evaluation forms in all the necessary alternative formats

Small calculator

Program press release in the language

Information about future programs

Organizational t-shirts, gifts for hosts and delegates

Water filter (if needed)

Mosquito coils and repellent

Sunscreen and aloe vera gel

Scissors, tape, yarn, paper clips

Small tape recorders, blank tapes and extra batteries

Icebreaker, warm-up games ideas

Extra tie-downs for wheelchairs when riding in the bus

