Appendix - Exchange Forms - E

Exchange Planning Timeline
For a short-term (4-10 days) international exchange program between disability organizations

Drafted from a document originally created by Carole Patterson

	Months prior
	Sending Organization
	Hosting Organization
	Other items

	15-24
	Develop contacts and explore funding options


	Develop contacts and explore funding options
	

	12-18
	Discuss and write agreement/goals with the other partner organization

Both organizations apply for grants and funding 

Decide on participants/staff to be involved
	Discuss and write agreement/goals with the other partner organization

Both organizations apply for grants and funding 

Decide on participants/staff to be involved 

Discuss/explore possible homestays, if needed


	

	12-15
	Discuss tentative dates, the length of the program, meetings to be planned

Start publicizing the program if it will be open to the public

Decide on staff time for planning the program and recruit an intern to help if needed 

Draft forms as needed 

Arrange for the staff time needed to plan, prepare and travel
Draft a press release about program

Sign up for language classes if needed


	Discuss tentative dates, the length of the program, meetings to be planned

Decide on staff time for planning the program and recruit an intern to help if needed 

Draft forms as needed 

Arrange staff time needed to plan meetings, homestays, transportation, food, etc.

Draft a press release and other waiver, health and accommodation forms (legal counsel might be sought for the liability waiver)
	

	5-10
	Confirm the level of safety for travel by reviewing travel advisory information online, if applicable. 
Check CDC for health immunization requirements and other recommended medications
Apply for passports/visas

Arrange airline tickets — communicate any disability needs to airlines

Locate personal assistant(s) (PCA, note taker, mobility guide, etc.) at home or abroad, if needed

Arrange travel-medical insurance
	Contact outside consultants to meet with the delegation, if desired
Contact possible homestays and complete homestay visits
	

	2-5
	Complete and submit any forms sent by the host organization 
	Book meeting room space, if needed

Arrange ground transportation/rental car, if needed

Arrange for language or sign interpreters, if needed

Send forms to the group coming (ask them to complete and return them at least one month prior to program)
Explore options for a group dinner at a family home, if needed

	Communicate with each other at least every 2 weeks 

	1-3
	Prepare alternative formats of any materials or brochures you are bringing to share

Contact your insurance company to ensure that the liability coverage is appropriate for the exchange
Ask all of the participants to have a doctor’s check up — ensure no health problems prior to the exchange
Communicate flight arrival and departure information with the host


	Complete homestay background checks for liability

Finalize consultants and homestays

Finalize the daily schedule of meetings and tours

Prepare workshop outlines or meeting agendas

Recruit volunteers to help drive guests around if needed

Prepare alternative formats of any materials or brochures you are planning to share, if needed (Braille, large print, audio cassette or diskette)

Contact your insurance company to ensure liability coverage

Arrange for disabled parking permit if needed

Request donations of tickets for community cultural events or food, equipment and supplies for the program

	Communicate with each other at least every week 

	1
	Prepare a first aid kit to bring based on country and group needs

Coordinate with participants for any disability-related equipment they need while abroad (wheelchair repair kit, extra catheters, allergy medicine, hearing aid batteries, laptop computer)

Fax passport copies to host organization


	Make any reservations needed (hotel or group dinners)
Draft an evaluation form

Arrange for a camera to use during the program

Send out invitations if a community event is planned
	

	1-2 weeks
	Arrange for travelers checks if needed

Hold a meeting with other staff to confirm program expectations and what to bring back

Gather gifts and materials to pack
	Confirm rooms, interpreters, homestays, etc.

Fax out press releases for media coverage 
Set up a schedule for back-up staff if expected

Make copies of health information/passports for office

Make a folder to keep original forms in and keep with group at all times

Hold a homestay orientation 
Arrange for any disability accommodation needs for guest at homestay (portable ramp, toilet seat riser, shower bench, TTY)


	Communicate daily as needed

	3-5 days
	Arrange for airport transportation
	Arrange for airport pick up, meeting


	

	Flight day
	Confirm the airline departure time
	Confirm the airline arrival time, meet group at airport
	

	1-2 weeks post program
	Send thank you letters

Complete the expense report

Prepare any financial or narrative reports requested

Share information with other staff

Complete an internal program evaluation

Submit receipts for reimbursement of any out of pocket expenses
	Send thank you letters

Prepare any financial or narrative reports requested

Share information with other staff

Complete an internal evaluation

Develop film and make collage for office

Reimburse any consultants once invoiced
	Mutually decide if program was successful and discuss the desire to plan another in the future.
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