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BTTN Procedures  

 

 

The 5 process flows designed to help facilitate sending individuals, families and teams to the nations.  Below is 

a detailed procedure description for each of the 5 processes.  The procedures, like the process flows, are a 

guide rather than a rule of order; they are options that may or may not be needed depending on the mission 

partner, the individual going and the circumstances on the ground in the nation at the time. 

 

Request Procedure: 

 

1. A request comes from an individual or an organization to send a team to help them.  Whoever receives 

the request sends the contact information of the individual to administration along with the specifics 

about the request.   

2. Administration will contact the requestor to ascertain the following information: 

a. More information about the requestor if they are unknown to Heartland. 

b. Specifics about why they want a team to come, including their ideas on what the goals of this 

trip would be.  This will be used to develop a Statement of Work (SOW) and the trip schedule. 

c. Country entry requirements and anticipated length of time required to meet requirements, if 

known. 

d. Rough idea of team size they would like to have and whether they have accommodations for 

that size of team. 

e. Ground conditions – type of accommodations, water and food available, climate issues, etc.  

This will be used in evaluating who team members will be. 

f. Dates that will work for the requestor – a range or multiple separate weeks that will allow BTTN 

to work with Team Leader schedules. 

g. Estimate the cost per person for the trip. 

h. Dress requirements 

i. This process could take multiple calls to facilitate the needed answers prior to a board review. 

3. Administration will schedule a board review of the request, unless this is for a MASH request.  In that 

event a special meeting may be called of the board if the need is urgent. 

4. Administration will create a SOW based on the collected information and have it ready for the board 

meeting.  It will also prepare draft of the SWOT.  

5. The board will discuss and decide whether to: 

a. Move forward on this request.    

i. They will revise the SOW and SWOT  

ii. Select a Team Leader for the assignment. 

iii. Whether this is an open or closed trip 

iv. If a closed trip, who would they like to see included as team members. (actual selection 

will be based on the decision of the individuals) 
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b. Table the request for now putting it in a hold state.    

6. Administration will document a hold decision and why, filing the decision.    

7. A decision to move forward will send the SOW to the Short Term Team Process and Procedure. 

 

 

 

Team Procedure: 

 

In the detail below, the team leader may represent two individuals; a ministry leader and a trip administrator.  

This will depend on the skill sets of the ministry leader, the size of the trip, country requirements, if there is a 

partner organization involved, and other factors. 

 

1. The board approval for the SOW triggers the beginning of this process.   Administration is responsible 

to transition the approved request into the planning and preparation stage. 

2. Administration will notify the team leader and KHOP of the upcoming trip to begin prayer covering.  

Dates will be set up for team prayer meetings to begin as soon as possible, with the team leader and 

KHOP to coordinate leadership. 

3. Administration will call the requestor and notify them of the board approval and finalize the dates and 

other trip details.   This may take multiple calls. 

a. Entry and exit dates 

b. Itinerary – to include all events and a brief description of the type of ministry 

c. Address of where the team will be staying for entry visas 

d.  

4. Administration will determine the dates required for funding, visa applications, the end of team member 

acceptance and the day that airline tickets should be purchased by.   

5. The team leader will be provided the SOW, SWOT, list of requested team members if it is a closed trip, 

estimated costs, requirements, what to bring and the dates for funding requirements. 

6. Team leader will be responsible to contact team members for closed trips. 

7. Administration will be responsible to promote open trips through the appropriate channels and to set the 

close date for the application process. 

8. Team members will fill out team member profile and application (if this is their first trip), and submit 

passports if visas are required.  Administration may require updates on prior applications if information 

on prior team member profiles has changed. 

9. Application reviews and approvals.   In rare cases, the team leader may request an applicant for an 

open trip be denied.  This will be managed in a joint effort by the team leader and administration or a 

pastoral staff member. 
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10. Administration will verify passports are valid for this trip, checking to make sure they will have a 

minimum of 6 months left on the end date of the trip. 

11. Visa applications will be submitted by administration. 

12. Strategic information from prayer meetings for the trip will be recorded by the meeting leader and given 

to the team leader if he was not present, and copies provided to administration to follow up on when the 

team returns for testimonies. 

13. Administration will work with each team member and accounting for funding assessments to ensure 

each member has the required funding in place and is meeting the target dates set. 

14. Air, hotel (if required), ground transport (if required), trip insurance and special needs will be set up for 

the team. 

15. Administration will prepare a logistics package for the team leader to use when meeting with the team 

members.   

a. Visas 
b. Insurance 
c. Waivers 
d. Air 
e. Lodging 
f. Transport in country 
g. Registration at the American Embassy 
h. Cultural protocol and country information 
i. Exit fees 
j. Emergency procedures 
k. Other as required 

16. Administration will register team members with the US embassy if the country of entry is a high risk 

nation. 

17. Team leader will brief team members on SOW, SWOT, logistics and other information needed. 

18. Administration will schedule the Team Sending for the church service immediately preceding their 

departure. 

19. Regular Team Leaders, those going for longer trips and more frequently, may request special 

assistance for family support.  The board will approve, if required, and administration will coordinate 

meeting the need.  

20. Administration will coordinate final details with team on departure. 

21. Prior to returning the team leader will hold a team debriefing. 

22. The team leader will complete a trip report form and receipts for financial accountability when they 

return and give to administration. 

23. Finance will review the receipts, reconcile discrepancies if required and file the appropriate 

accountability reports. 

24. The need for follow up with the team members, the hosting organization or other parties will be 

determined and arranged for by administration. 
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25. Administration will schedule the Testimony date for the church. 

26. All documents and follow up for the trip will be filed and completed by administration. 

 

Short Term Procedure for Individual - without an external request for assistance: 

 

This is for an individual who feels called specifically to a nation and has not been received a formal invitation 

from a trusted partner to come and assist.   This process will be different due to it being short term and the 

necessity of finding a host in country to partner with in most cases.  It will be a rare case where an individual 

will be sent alone representing Heartland to another nation without an established partner on the ground.   

1. Interview with a ministry leader or administration for understanding of the call and guidance on how to 

facilitate call. 

a. Individual may be asked to write a vision statement to help them clarify with the Lord what they 

are being called to. 

b. SOW and SWOT will be worked through if the vision is clear enough. 

c. Assessment of their preparedness to fulfill the mission will be considered by the ministry leader 

and recommendations for education or experience or other training, if needed, will be made. 

2. Board will be notified of the individual’s call and the need for assistance.   Decision on whether BTTN 

can help or not will be determined. 

a. Approval will start the logistics process for the individual. 

b. If a decision to not assist is made by the board, then this will be communicated along with why 

to the individual by administration and what their options are: 

i. Not pursue this at this time 

ii. Continue to pursue the call, but as an independent missionary, not sent by Heartland 

through BTTN.   This options means they could say I attend Heartland, but they would 

not say I’ve been sent by Heartland/BTTN, or I represent Heartland/ BTTN. 

3. If approved, then administration will notify KHOP of the need for prayer covering and to connect the 

individual with KHOP for this assignment.  Individual is responsible to log strategic information from 

prayer meetings and provide a copy to administration for use in documenting testimonies later. 

4. Administration will assist the individual in preparing to go, including any or all of the following: 

a. Connecting them with a mission’s partner,  

b. Education or additional training 

c. Funding 

d. Meeting country entry requirements and providing country specific cultural information. 

e. Arranging transportation, housing, trip insurance. 

5. Administration will schedule the Sending prayer for the church service. 

6. Administration will provide final logistics package if this was not done by mission’s partner. 

7. Administration will follow up with the individual during and after their trip. 
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8. Individual will provide a trip report to administration. 

9. Administration will schedule a Testimony Sunday. 

10. Administration will file the trip report and coordinate any follow up needed. 

 

Long Term Procedure: 

 

This is when an individual or family is called to a nation to release the Kingdom of God through ministry or 

prayer.   

1. Expression of the call to ministry leader or BTTN staff 

2. Interview with a ministry leader or administration for understanding of the call and guidance on how to 

facilitate call. 

a. Individual may be asked to write a vision statement to help them clarify with the Lord what they 

are being called to. 

b. SOW and SWOT will be worked through if the vision is clear enough.  If not, then this will be 

completed following the assessment trip. 

c. Assessment of their preparedness to fulfill the mission will be considered by the ministry leader 

and recommendations for education or experience or other training, if needed, will be made. 

3. Board will be notified of the individual’s call and the need for assistance.   Decision on whether BTTN 

can help or not will be determined. 

a. Approval will start the process of equipping the individual and helping them go. 

b. If a decision to not assist is made by the board, then this will be communicated along with why 

to the individual by administration and what their options are: 

i. Not pursue this at this time 

ii. Continue to pursue the call, but as an independent missionary, not sent through BTTN.   

This options means they could say I attend Heartland, but they would not say I’ve been 

sent by Heartland/BTTN, or I represent Heartland/ BTTN. 

iii. Continue to pursue the call going through another organization not associated with 

Heartland or BTTN. 

4. If approved, then administration will notify KHOP of the need for prayer covering and to connect the 

individual with KHOP for this assignment.  Individual is responsible to log strategic information from 

prayer meetings and provide a copy to administration for use in documenting testimonies later. 

5. Administration will assist the individual in preparing to go, but in this case the individual or family has 

primary responsibility.  BTTN administration may include any or all of the following.  : 

a. Connecting them with a mission’s partner, if there is already a partner on the ground and this fits 

with their call to that particular nation 

b. Applying for and meeting country entry requirements for both a visit and for a long term 

admission 
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c. Helping arrange an assessment trip if this has not been previously done 

d. Development of SOW and SWOT if this has not been previously completed 

e. Education or additional training, which may include: 

i. Leadership skills and experience 

ii. Ministry training and experience 

iii. Business training and experience – if that is the primary tool to facilitate the Kingdom 

expansion. 

iv. Research on this nation, culture and location they are going to 

f. Funding  

i. Raising support 

1. Developing a list of supporters and their contact information for newsletters and 

funding drives. 

2. Providing opportunities to raise support through sister or daughter churches. 

ii. Setting up the necessary accounting for their funding – this may be through a partner 

who has the appropriate 501c3 

iii. Arrangements for withdrawals 

iv. Education and arrangements for submission of required receipts and other 

documentation for financial accountability. 

v. Plans for tax filings 

vi. Discuss plans for financial accountability reviews and make introductions for who will be 

managing this effort for them. 

g. If children are going, assisting in assessing education requirements and opportunities to meet 

those requirements 

h. Provision for wills, power of attorney, living will, tax filings, 1099, etc. 

i. Initial hotel until housing can be arranged 

j. Housing rental opportunities 

k. Immediate transportation on arrival 

l. Vehicle rental, if needed, until more permanent transportation can be obtained 

m. Registration with the US embassy 

n. If needed, assistance in registering as an NGO when the time is right. 

o. Other support as requested and approved by the board. 

6. Administration will schedule the Sending prayer for the church service. 

7. Administration will follow up with the individual after their arrival and pass prayer request to ensure 

continued prayer and administrative assistance is provided when needed. 

8. Contact with the missionary will be on a regular basis – a minimum of monthly for first year.   This does 

not need to be formal, but should include situational awareness and accountability.  

9. Administration will monitor the need for a MASH team. 
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10. Administration will help facilitate stateside news letters to supporters.   

11. Administration will schedule financial reviews based on the parameters worked out with their stateside 

financial (or BTTN financial) representative.  Admin will also keep a copy of their financials in case 

BTTN needs to defend their expenditures. 

12. Administration will help facilitate tax filings and other legal activities as required and at the appropriate 

time. 

 

MASH Procedure: 

 

For our long term teams and partners we will from time to time send a MASH team to minister to the 

missionaries on the field.  

1. Request for help can be in the following forms: 

a. Missionary or partner request 

b. Strategic direction or prompting from the Lord through KHOP or individual 

c. Urgent need becomes known through another trusted source. 

d. Request would follow the request process, unless there is a crisis or urgent need that would 

require an expedited response. 

2. In the event of approval and if the team or partner did not originate the request, administration will 

contact them to offer a MASH team.  If they accept the offer, administration will proceed to facilitate 

sending a team. 

3. Administration and the team leader will follow the closed team trip process to complete the logistics 

requirements and facilitate the sending of the team.   

4. Team members and size will depend on the gifting required, country restrictions and timing.  Short 

notice may limit size due to funding.   

5. Since this is sending to a known in country team or mission partner, an single individual can be sent if 

that is all that is available and their gifting will meet the need. 

 

 

 


