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Part I: You Always Have to Start Somewhere

I sat at my desk by the window, glancing every so often at the sparkling parking 
lot littered with YWAM vans and cars. I was at the YWAM San Diego office, 
working at my computer in the registrar’s office. The phone rang. I lifted my 
finger to answer the phone on my wireless headset. I felt like a rockstar with that 
headset. I put the rockstar thoughts out of my mind and answered the phone.

Registrar: Youth With A Mission, Amber speaking…

Group Leader: Iʼm interested in taking my group on a mission trip. Can you tell 
me what you offer?

Registrar: Are you familiar with Youth With A Mission?

Group Leader: No, not really. I think I heard the name before.

Registrar: Ok. Well, Youth With A Mission or YWAM is a global mission 
organization. We have YWAM bases in about 145 nations all 
over the world. If you r̓e interested in getting more info, you can 
check out the website at www.ywam.org. One of the ministries 
at various YWAM bases is the short-term mission trip program 
called Mission Adventures. Are you familiar with Mission 
Adventures?

Group Leader: No. Tell me about the program.

Registrar: Mission Adventures is what we call a “full service” mission 
trip, which means we provide food, housing, transportation 
(depending on your location), ministry set-up, and ministry tools, 
such as dramas, puppets, songs, etc. Where is your group from?

Group Leader: We r̓e from a small town in Washington State. Iʼm really looking 
to give my kids an experience that can change their perspective 
on life. 

Registrar: Do you work with high school or middle school?

Group Leader: Mostly high school, and maybe some older middle school 
students. Can we bring middle school students?

Registrar: Yes, that s̓ the perfect age for our Mission Adventures trips. The 
trips we have to offer totally fit your group. Just so you know, 
we also ask that you have a student to leader ratio of 6 students 
to 1 leader. We have two location options for your Mission 
Adventures trip: Los Angeles-Tijuana (LA-TJ) and Ensenada. 
For the LA-TJ trip, the training and camp-like time occurs in 
LA. Then, the teams travel down to TJ for the outreach. For 
Ensenada, both the training and outreach take place in Ensenada. 
There are two options for outreach at both locations: building a 
house or working with a local ministry, like an orphanage, local 
church, rehab center, etc. Weʼll pair you up with the ministry 
that most needs help at the time of your trip. Are you thinking of 
a particular location?

Group Leader: What s̓ the difference between the places?

Here’s my story
Where I come from…
To give you a little background, I’m 
from San Diego, California. After 
graduating from San Diego State 
University in 2001, I went to my 
DTS in Newcastle, Australia, and 
traveled to the north of Brazil for my 
outreach. In May of 2002, I joined 
YWAM San Diego/Baja. Soon after, 
I became the Registrar.

For 2 full years, I was the Mission 
Adventures (MA) Registrar. For a 
year and a half of that time, I was 
also the Registrar for our house-
building program, called Homes of 
Hope (HoH). In 2003 alone, HoH 
and MA hosted approximately 5000 
people in the Baja region of Mexico. I 
was a little busy, needless to say.

In this manual, I will explain the 
ways I went about registering the 
groups, as well as some helpful hints 
on how to maintain the workload 
and the relationships between the 
Registrar and the group leaders.
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Registrar: The program is the same in both locations. The difference is 
really found in the city you choose…

Group Leader: Iʼm thinking the LA-TJ program might be best for my team 
because the training part is in LA and the outreach is in TJ. 
What s̓ the cost of the program?

Registrar: Your program fees are…, which include…(explain what the fees 
include, such as food, housing, ministry setup, ministry tools, 
etc.). Some extra fees are… (extra fees, such as tourist visas).

Group Leader: Are there any other costs I need to know about?

Registrar: Let s̓ see; we talked about the program fees and extra fees. I 
think that s̓ it. Would you like to book your team now or wait?

Group Leader: I think Iʼll book now. 

Registrar: Ok, here s̓ the information I need from you…(name, address, 
etc). There are also some other important pieces of information 
I need to let you know about…(important policies, reminder of 
fee details, fee due dates, etc. Explain all the necessary details 
up front, so the group leader has all the specifics immediately 
and feels fully informed.). Ok, I think that s̓ all the information 
I have for you now. Iʼll send a Quote, Registration Manual, and 
DVD tomorrow. Let me know if you have any questions.

Group Leader: Iʼm totally stoked, thanks!

*   *   *

How many times did I have the same conversation regarding the basics of 
Mission Adventures? I had the conversation so many times that I could repeat 
it in my sleep. The first time I talked with a group leader, though, I remember 
thinking, “Does this make sense?” I wasn’t sure I was explaining Mission 
Adventures and the registration process clearly. I soon found out I was doing 
more than just explaining the trip. I was helping to build a relationship between 
YWAM and the church to see the amazing people in each youth group get a taste 
of missions. Those common conversations proved to be just the beginning of the 
registration process for Mission Adventures. There was a lot more work to do for 
the group before the arrival day. 

Registering groups for Mission Adventures seemed like a huge process. Yet, there 
were many simple and effective ways of registering a group so the group had the 
best experience with YWAM possible. Of course, the experience depended totally 
on God. Still, though, I learned some tips that I’ve put together to hopefully give 
others some insight into effectively registering teams in the Mission Adventures 
program. By no means is this the entire “know-all” to registration but rather 
some suggestions I found helpful while doing registration at YWAM San Diego/
Baja from 2002-2004. Thankfully God made each of us totally different. Please 
understand that these tips worked for me at my particular location. Variations of 
these tips are most likely necessary for each person and his/her specific base. 
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Part II: Registrar Tips, Tricks and Hints!

Detective Work

Establish the Relationship
Whenever I booked a team, I always talked to the group leader by phone because 
it was very important for me to establish a relationship with the group leader. I 
wanted the group leader to know YWAM was a trustworthy organization. Plus, it 
was easier to share the MA program and give an overview of the specific trip by 
phone rather than by email or snail mail. As I began to converse with the group 
leader, I found I was becoming familiar with his/her voice and style of speaking. 
I also had a chance to hear the group leader’s heart for the students, too, which 
was essential because I could see how passionate he/she was about the students. 
Usually, I was able to, in turn, share my heart for MA and YWAM. Altogether I 
strove to build a relationship with the group leader to show that YWAM was here 
to be a support and source of encouragement to his/her ministries. 

What is YWAM? (If needed)
I found that some group leaders were totally unfamiliar with YWAM. In such 
cases, I usually began the conversation (after the formalities) explaining the basics 
of YWAM and offering the website for further information (www.ywam.org). It 
was also really helpful for me to be familiar with the website because I could 
explain to the group leader how it worked and give exact directions on where to 
look for the necessary information. If the group leader had any questions about 
different YWAM bases, I would bring up my favorite part, the “YWAM Sites” 
section, of the www.ywam.org website (formerly called “YWAM links”). I could 
look up any base according to the country, which was organized in alphabetical 
order. 

What is MA? (If needed)
The MA speech! I had a special speech I would give to people each time they 
called inquiring about MA. I never wrote down what I wanted to say, since I 
spoke it so much, but I knew it would be helpful to sit down and decide what 
would actually help the inquirer understand how MA worked. My sample speech 
went something like this:

“Mission Adventures is a full service mission trip program, which means we 
provide your food, transportation, housing, ministry set up, and ministry tools, 
such as dramas, puppets, dance, etc. We want to help you with all of the details 
of your mission trip so you can hang out with your kids and play soccer instead of 
worrying about whose turn it is to make the next meal.”

YWAM Flavor
At YWAM San Diego/Baja, we had two outreach choices for the teams: build 
a house for a family or work with the local ministries. If the group leader were 
looking for a different outreach option, I would offer other information I knew 
about various MA programs or other ministries that fit the group’s needs. There 
were so many outreach opportunities to give the teams! 

Giving a full explanation of the type of outreach opportunities we did in the past 
was important for the group leader to hear. That way, he/she could get an idea of 
what to expect for the trip. I always prefaced the MA explanation, though, with 
words like “tentative” and “sample outreach.” This way, the group leader would 
know not to depend on that example as his/her group’s official schedule. During 
these conversations, I always enjoyed hearing the excitement in the group leader’s 
voice about the outreach.

www.ywam.org web site

www.missionadventures.net site
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Know Group’s Needs
Part of creating a relationship with the team and the group leader, was to find 
out different details about the group, such as where the group was from, the age 
range, how many mission trips the team had been on, etc. It was so important for 
me to know what type of team I was talking with because it helped me effectively 
explain what type of ministries would best fit the group. Plus, the group leaders 
were very excited to talk about their youth group’s activities. Sometimes, within 
the course of the conversation, I found it most beneficial to find out the team’s 
needs before explaining the specific outreach options at my base. If the MA 
program at my base was not going to fit the team’s needs, I would refer the group 
leader to another MA location. Following the flow of the conversation, and being 
flexible within that flow, was so necessary. Instead of trying to quickly explain all 
of the details of my MA program, I had to remember to relax and think about 
what was best for each group with whom I spoke.

Outreach Location Options
Once I explained how YWAM and MA worked, and found out the team’s 
needs, I explained the general information of each location we conducted MA 
at (training and outreach locations). Sometimes the group leaders were more 
interested in learning about the actual cities in which we worked. One of the 
cities I worked with was Ensenada, Mexico. When giving an explanation of our 
Ensenada location, I would say, “Ensenada is a beautiful city in the Baja region 
of Mexico, about two hours south of the California border. Cruise ships frequent 
the port city, so there are quite a few tourists milling around downtown Ensenada. 
It’s a smaller city but still close enough to the border to attract people from other 
parts of Mexico and Central America who are looking to migrate north.” Those 
are the basic facts about Ensenada I shared with the group leaders. I found the 
information on the Internet, in our YWAM San Diego brochures, and by visiting 
our Ensenada base. The most effective way for me to learn about Ensenada, 
though, was by living there for a summer, helping out at the MA program. 
Thankfully, I lived in Ensenada before becoming the Registrar, so it didn’t 
conflict with my registration duties. 

MA Dates
The next important piece of information was the available dates for our program. 
We had 6-day spring trips and 10-day summer trips. I also gave the group leader 
a general, tentative schedule for the trip. The explanation of the schedule usually 
went something like this:

“Our summer schedule basically pairs together training and outreach. The first 
part of the trip has morning and evening worship sessions, guest speaker, creative 
arts training, and other activities. The second half of the trip is the outreach, 
where you’ll either work with a local ministry or build a house.” Yeah, I know, 
that’s a pretty general version of the schedule, but I found it was good to be 
general. I constantly had to remind myself to be specific yet general because I did 
not want to give the group leader the wrong impression about our MA program. 
It was a fine line!

Downtown Ensenada
Photo by Karin Berg
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If the group leader wanted more detailed information about the schedule, I broke 
down the days, while still maintaining a general feel of the schedule. This helped 
give the YWAM base room to change the schedules without confusing the group 
leader too much. An example of the schedule I would give to group leaders for the 
MA program in Los Angeles-Tijuana was:

• Mon—dinner and orientation
• Tues-Thurs—guest speaker, morning and evening worship sessions, 

creative arts training
• Fri—transition day—part training and part travel, with possibly a Bible 

study and short worship session in morning and then travel to outreach 
location.

• Sat-Tues—main outreach days, either build house or work with a local 
ministry (church, orphanage, rehab center, etc.)

• Wed—Departure day—clean up, eat breakfast, and depart around 9 
AM

Basically, I explained the main, fixed details of the program. For instance, we 
knew the teams would leave on Wednesday around 9 AM or we knew the 
transition day was Friday. There was no chance of those days changing. If 
anything on this form changed, though, we still had the tiny, yet very important 
word “tentative” at the top of the page or at the beginning of the conversation to 
warn the group leader.

Registration Manual
What good is a registration manual? The registration manual was one of the 
important components in helping people understand how to register the group 
for MA. The registration manual had accurate dates and prices of the trips, as 
well as updated descriptions of the trips and/or outreach locations and current 
registration forms. The registration manual also showed the group leader, step 
by step, how to register the group, including the policies the group leader should 
remember. 

Confirming the information in the registration manual was up-to-date was a very 
important task because that written material was seen as concrete information for 
the group leader to hold onto. If some information was incorrect, the group leader 
could lose some confidence in the MA program and attempt to ask for items or 
ministry opportunities that were accidentally promised in the registration manual. 
I always tried to think of the long-term implications of what the registration 
manual said.

Tips are My Favorite

Specific yet General
In speaking with group leaders, I tried to thoroughly explain the program, yet 
stay general enough so I didn’t promise something my YWAM base either 
changed to make the program more effective or might not be able to fulfill. That 
way the MA program had the freedom to always update its style. Some of my 
specific yet general explanations included words or phrases like, “In the past 
we…” or “usually, the teams go to…” or “sometimes we have the opportunity 
to….” I often said things like, “These are ministries we’ve worked with in the past, 
to give you an idea of what you’ll be doing” or “This schedule isn’t confirmed, 
but this is what we’ve done in the past. We may change a few things to update 
our program and make it more effective.” Altogether, I left room for change and 
growth at my YWAM base, while inspiring trust in the group leaders. 

YWAM San Diego/Baja 
Registration Manual
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Don’t Promise Something You Can’t Fulfill
Even though I really wanted to please each team, I knew that I had to be careful 
not to promise anything to the groups that I wasn’t completely positive we could 
fulfill. It wasn’t fair to the groups to give them unrealistic expectations, and it 
also wasn’t fair to the YWAM base to put pressure on them to fulfill the promise 
I made. I, of course, failed at times, but I tried to check with my YWAM leaders 
first before making promises to the group leader. 

One time, I promised the group leader I could get the worship songs we were 
going to sing that summer to her. Unfortunately, I was completely wrong! I 
immediately went back to the group leader to tell her I could not provide the 
worship songs beforehand like I promised because we wouldn’t have the songs 
picked out yet. Another time, I promised a group leader that we could drive the 
group to Sea World (theme park in San Diego) after the trip was over. Wow, was 
I mistaken! When I found out it was not possible for us to escort the group to the 
theme park, I had to call the group leader back and tell him the bad news. After 
those mistakes, I realized I could not promise something to the groups I wasn’t 
positive we could fulfill. It was a tough lesson, but God helped me have the right 
words each time.

Necessary Repetition
Let’s say I’m flying to Hawaii in February. I booked the ticket in August. While 
booking, my flight representative explained to me all of the policies, overall 
costs, and possible additional costs that went along with the flight. Usually, I 
had a difficult time remembering the policies the airline representative gave 
me. Thankfully, though, the airline sent me the details by mail or e-mail, and 
was available for me to call if I had any other questions. It’s the same way with 
group leaders. Most of the time the group leaders were unable to grasp all of 
the information as clearly from the first phone conversation. I would frequently 
repeat myself regarding the program during the first conversation, as well as 
whenever I would send out mailings, e-mails, or have other phone conversations 
with the group leaders. Also, I was available to answer phone calls from confused 
group leaders so I could repeat the frequently forgotten, yet ever so important, 
information. 

Random Requests (Group Size)
The group leaders often had random requests. Many of those requests pertained 
to the size of their group (whether more or less than anticipated). The team 
size was an issue for us because we could only accommodate a certain amount 
of people. At times, during the summer especially, we had groups scrambling 
to add people to their groups. This became a problem when all the groups 
during one week would ask for an increase in their team. Uh oh! We didn’t have 
enough beds! When this happened, I put the groups on a waiting list that was for 
increasing the group’s size. Attempting to stay in touch with the group leaders, 
I would contact them every so often (hopefully once a week) on the progress  of 
increasing their group size. 

Other times, though, the group leader wanted to decrease the size of the group. 
Obviously, there was no problem decreasing the group size. The only time it was 
a problem was when the group was just about to come and we already prepared 
for them, such as bought all the food, rented the vans, etc. Then, we would 
enforce our cancellation fee. 

A Handy Reference
Sometimes it’s hard to find just the right 
word that’s somehow both specific and 
general…That’s why I recommend handy 
reference tools like the thesaurus!
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Whether the group’s size increased or decreased, I adjusted the invoice 
accordingly based on the group’s requests. Also, any other extra requests the 
groups had were put on file and taken care of at the appropriate time. Then, the 
group received an adjusted invoice in the mail. Or, when the request called for a 
follow-up email, I would send one to reassure the group I was working on their 
behalf.

I would also keep my base (or the outreach location) informed of the changes 
that were made by the team. I confirmed the changes with the team at least one 
time before telling my YWAM base the official changes. Otherwise, there could 
be multiple changes made that did not apply to my base, and would bring more 
confusion rather than clarity. 

Make Lists
Requests for transportation, food, or other important group needs were put on 
a list for my YWAM base to keep in mind. These requests were fairly common, 
such as needing a refrigerated place to keep medication or being allergic to 
shellfish or needing transportation to a different airport than most teams. If the 
request was not feasible, I asked the YWAM staff how we could help the group 
without pushing our staff too hard.

The next list I had to keep up involved a waiting list and/or alumnae list for the 
following year. Some groups were unable to reserve the spot they wanted, so I 
volunteered to put them on the waiting list for the next year. Also, there were 
many alumnae that returned yearly to our program. Having a list of those names 
was helpful because it reminded me of the groups who really invested in not only 
our MA program, but also our YWAM base. We wanted to continue to cultivate 
the relationship between those particular groups and our YWAM base.

The last list I kept was for Youth Specialties (www.youthspecialties.com). The 
Youth Specialties (YS) conference was a conference put on for youth pastors and 
youth workers in three different locations in the fall. The conference had speakers, 
seminars, and exhibits for the youth pastors to use to enhance the ministries. My 
YWAM base and I went to the YS conference to work at the MA booth. We had 
the interested youth workers and youth pastors sign up for more information from 
our MA program. After the conferences, I followed up with the youth workers by 
phone, email, and/or mailings. It was important for us to keep a list of the youth 
workers who were interested in the program for the future. 

The current YWAM San Diego MA registrar (Karin) did a great job this year 
of contacting the YS youth workers and youth pastors who signed up. She called 
them soon after meeting at YS, and offered to send the registration manual or a 
DVD to help better explain our MA program. She also had great conversations 
by phone with those youth workers not only about MA, but also about other 
YWAM opportunities. She encouraged some youth workers to look into the 
Discipleship Training School! By contacting the youth workers about a month 
after meeting them, Karin was able to continue establishing a relationship 
between the potential group leader and YWAM San Diego. The youth workers 
also did not mistake her for a telemarketer! 

Take Notes
Ok, so I knew I wasn’t in school anymore, but I found myself taking tons of notes 
on conversations with both the group leaders and the YWAM staff. This really 
helped me keep track of all the little details swirling around my brain for each 
team. I took notes on phone conversations, saved emails, saved instant messenger 
conversations, etc. Any little detail for the group was recorded. Otherwise, if I 
did not take notes, I found people often forgot requests, whether they made the 
requests or fulfilled the requests. To avoid possible conflicts, I took notes. 
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Taking notes also helped the group leaders know that I was paying attention 
because when I talked with the group leaders I sometimes referred to the last 
conversation we had. Of course, this was not always necessary, but I wanted the 
group leaders to know that we could be trusted. The group leaders risked a lot by 
taking the youth on trips with us, especially if it was the first mission trip for the 
youth group. So, the group leaders were fairly intense.

Email It!
Email was one of the most effective ways of contacting a group because the 
correspondence was fast and easy. Plus, email tended to be informal, so I felt 
comfortable contacting the group leaders frequently that way. The best part of 
emailing, though, was the fact that I had a copy of what I talked about with the 
group leader, rather than always relying on the scrawly notes I had from phone 
calls.

Troubleshooting
Angry group leaders came along about three times a year. It was inevitable. 
Sometimes the complaints came because our transportation was late or we hadn’t 
contacted the group leader in a timely manner or we overcharged the group. 
There were a number of reasons the group leaders were frustrated. The way I 
dealt with a difficult situation was to:

1. Apologize first to the group leader, regardless of the situation. Although 
it was a challenge at times, I apologized for the difficulties the group 
leader encountered because I wanted to take responsibility for the 
frustration the group leader had.

2. Propose a way to help solve the predicament. I would listen to the 
sequence of events from the group leader, and record it by taking notes. 
After the phone call or email, if I was part of the group leader’s problem, 
I would go over my past notes for the group and try to gain some insight 
into the situation through those notes. I would also go to my leader or 
supervisor and talk about the situation to see how we should respond to 
the group leader’s complaints.

3. Give a gift or compensate the group leader. At my YWAM base, I 
bought some nice, non-YWAM blank cards and some Starbuck’s gift 
cards. The cards would say, “Dear Mr. Isyourname, I would like to 
apologize for the difficulties your group encountered with us. Please 
accept this token of appreciation for your participation with our Mission 
Adventures program. We look forward to working with you in the future. 
Sincerely, Amber.” The main idea behind this was to give the group 
leader some sort of compensation for the difficulties he/she dealt with on 
the trip even if it was unpreventable.

The Forgotten, yet Very Important

Visas and Passports
The group leaders always had a difficult time with the visa issue, probably 
because they didn’t think they needed a visa to get into some countries, such as 
Mexico. It was necessary for me to find out the visa information for my locations. 
We also worked with two other countries, Jamaica and Panama. There, the 
tourist visa and the entry and/or departure tax were important. The airline 
usually charged the fee in the ticket price, but I reminded the group leaders to 
make sure to check on those minor details since the group leader was making the 
flight arrangements. 

Be Sure to Backup!
Make sure to save all your computer files 
that relate to your registraring…Save all 
e-mails, notes, and other correspondence 
between you and the group leader.
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Also, it was so important to encourage the participants to try to obtain passports. 
Some of the countries we visited didn’t require passports, but it was always a 
good idea to encourage the group leaders to talk to their students about passports. 
There was less hassle when group members traveled with passports. Besides 
having the right document with which to travel, was important for the students to 
have.

Steps to obtain a Tourist Visa
“Have you looked at your bright yellow tourist visa information sheet yet?” I often 
asked the group leaders. There were various steps the group leaders needed to 
take in order to obtain a tourist visa (which I used to send out on yellow paper). I 
found it was best to do my detective work on actually obtaining the tourist visa 
before talking with the group leaders and sending the group to their destination. 

The steps to obtain a tourist visa in Mexico were:
• Passport or legal copy of birth certificate with photo ID (student ID ok)—

the biggest difficulty was explaining the legal copy of the birth certificate. 
Each person, without a passport, had to have a legal copy or original 
copy of his/her birth certificate. The best way to obtain a legal copy of 
a person’s birth certificate was to go to the Vital Records Department, 
or check out www.vitalrec.com. This document was necessary for those 
arriving and departing into other countries without passports. The 
officials at the various borders could have asked for the document. 

• Money—I found it best to check the cost of the tourist visa through 
various means: personally buying a tourist visa, surfing websites, asking 
others, etc. The cost of the tourist visa (or FMT) in Mexico was $25 per 
person (approx) in cash. The US-Mexico border would not take credit 
cards or checks. I tried to make a point of telling the group leaders about 
the credit card and check issues, because I did not want it to be a shock 
when they arrived at the border and found they couldn’t pay for every 
team member’s tourist visa fee with a credit card.

• Optional Group List—some said it was best to give the border officials 
a list of the names of the entire group on church letterhead because it 
helped the group go through the border lines faster. Again, I usually told 
the group leaders the list was not required, but it was a good idea to have 
it. 

Notarized Permission Slip
The Tourist Visa was so important to obtain, but just as important was the 
Notarized Permission Slip for minors. I always tried to make sure the group 
leader knew how essential it was to have a permission slip for minors. This 
document was short, but very necessary. It basically said that the legal guardian(s) 
or both parents gave permission to the student to go to the particular country 
with the specific church or group without the parents present. This document 
was required to get in and out of the different countries. Whether the authorities 
requested the document or not, was a different story. Many times, especially 
while driving across the border, the authorities would not ask for the documents. 
On the other hand, most airlines required the document before a minor was 
allowed to fly to another country without his/her parents present. 

One time, I was registering a team to go to Tepic, Mexico. Everything seemed to 
be going well with the general registration process of the team. The day the team 
was to fly out, I received a phone call from the team leader. “What do we do if 
one of our kids doesn’t have a notarized permission slip and the airlines won’t let 
the child on the plane?” the group leader asked me, yelling into the phone with 
an obvious panic in his voice. The team was at the airport on their way to Tepic, 
and the airline representative wouldn’t let the kid fly. 

Don’t Forget Your Visa!
The more places you go, the more stamps 
you get in your passport! 
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What happened was, the airline was potentially liable for every passenger, and 
anything that could go wrong with those passengers while on the flight. So, if a 
minor was taken into another country without a notarized permission slip, the 
airline could be sued for being involved in kidnapping or whatever potentially 
illegal act happened related to that child. Sometimes the airline would help the 
group, and think of another solution such as faxing the permission slip. For my 
Tepic group, the whole group had to delay the trip one day before being able to fly 
out to Tepic. It was quite an ordeal! The child without the notarized permission 
slip had to have his/her parents sign the document. The next day, the group went 
back to the airport and tried to fly to Tepic again. In order to eliminate as much 
potential panic from the group leader on departure day as possible, I always sent 
out the blindingly yellow Tourist Visa and Notarized Permission slip information 
sheet each time I sent out a mailing. I also tried to ask each group leader if he/she 
had any questions about it. I knew it was too much visa information, but it worked 
for the most part. Still, group leaders forgot because they had so much to do and 
think about in regards to the trip. 

Most questions on the Notarized Permission slip dealt with divorced parents. 
Sometimes it was difficult for kids to talk to one of the parents or one of the 
parents did not live in the same country. There were quite a few different 
scenarios, but I told the group leaders that technically both parents’ signatures 
were needed. 

Potential Visa Complications or Troubles
Most of the countries I worked with had a few visa complications, which came 
to my attention before the trip. Group leaders would say, “I have a person on 
my team who is not a citizen of the US. They have a multiple entry visa, but will 
they have any problems at the border?” Usually there were no problems, but if 
the group leader and group participant had any other concerns that I could not 
sufficiently answer, I told the group leader to call the consulate of the specific 
country.

www.vitalrec.com
This web site is a great resource for getting 
legal copies of birth certificates… don’t 
worry it’s legit.
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Phew! There is a Way to Organize the Info

Master Calendar

We had a master calendar to fill out all the necessary information for the MA 
groups. This was used as a quick-reference for our base. I filled out the calendar 
while the team leader and I talked during the first phone conversation. This 
helped me get all of the necessary information during the first phone call, 
which meant I didn’t have to call the group leader back because I forgot some 
small piece of information. The master calendar included necessary contact 
information, outreach dates, group size, arrival and departure information, etc. 
This schedule was available to all our YWAM staff that worked with all aspects 
of the MA program, from the MA coordinator to the transportation staff to the 
cook. It was important for the calendar to be accessible. At the same time, I was 
the only one who changed the calendar and then distributed the calendar to the 
rest of the staff at the beginning of each week.

1st Mailing 
After booking the group, I sent out a mailing to the group leader. The mailing 
included YWAM San Diego/Baja’s registration manual, MA DVD, Quote, 
introductory letter, and tourist visa information. The Quote listed all of the 
charges the group would need to pay YWAM. The introductory letter welcomed 
the group to MA and reiterated the reservation details, including the fee due 
dates. 

The final piece of information we wanted the group leader to remember was in 
regards to our cancellation and addition policy, saying “Please ask the registrar 
first before adding people to your team.” It was important to make sure the 
groups did not increase or decrease without contacting me first. If the team 
increased too much, we had to make sure we had enough beds. If the group 
decreased too much, we needed to make sure we still had time to recruit another 
team to take its place. Overall, the letter was intended to be light but still give the 
basic information the group leader would need to remember. 

The tourist visa was the last piece of information that was necessary for 
the YWAM San Diego/Baja base. It was important for us to send the visa 
information every time we corresponded by mail with the group leader. As a 
whole, I gave the group leader all of the necessary registration details in the first 
packet of mail. Later, I sent more information regarding the outreach.

An Example Master Calendar
is shown here, complete with contact info, 
outreach dates, group size, and fee payments. 
The Master Calendar is set up to show the 
total number of people coming each month 
as well as for the entire year. This master 
calendar is made in Microsoft Excel and is 
chock-full of amazing Excel Formulas. You 
can find it on the companion CD-ROM.
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Info Packets
How did I know group leaders wanted our information? The group leaders 
would sometimes call in, email, or sign up on our website to receive information 
packets. The info packet contained our MA registration manual, promo DVD 
for MA, current newsletter, YWAM base flyer, short-term staff flyer, and any 
other important details. This info helped give the group leader an idea of YWAM 
International, our specific YWAM base, and our MA program. Although difficult 
to accomplish at times, sending out the information packets soon after receiving 
the request was very important. It showed the group leader that we valued his/
her youth group’s participation in our program.
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Part III: Here Comes the Money!

“So how much does this trip cost?” was usually the next question I would get 
after explaining MA and available outreach dates. Sometimes the money 
question came fast and furious, but most of the time the subject was broached 
after the initial explanation of MA. I told the group leader the cost of our trip, 
along with another reminder of what the cost included. “The cost includes food, 
transportation, housing, ministry set-up (we’ll contact the local ministry you’ll 
work with), and ministry tools (like dramas, puppets, etc.).,” I would say.

The money thing was complicated at times, but I found it was easier than I 
anticipated after becoming accustomed to the policies and fees. Ideally, the group 
leaders read and kept the financial information found in the registration manual 
and invoices sent. Then, the financial part was not confusing for the group 
leaders. Unfortunately, this rarely happened. Instead, I frequently reminded the 
group leaders of the costs and fee due dates, as well as the policies. 

Here, I’ll explain the way YWAM San Diego dealt with the financial part to 
registration, such as the policies and fee due dates, in order of payments due. 
Again, this financial part is detailed to help each MA registrar who needs an idea 
of how to organize the payments. Modification is necessary depending on the 
YWAM base’s accounting practices and Registrar’s personal organizational style.

Quote
Once the group leader decided to book, I filled out the master calendar with the 
necessary group information. Then, I went to our accounting system and put 
together a Quotation (aka Quote). The Quote was a tentative agreement saying 
YWAM would hold the group leader’s reservation for a certain amount of time. 
We would have the Quote open or available for 30 days from the day the group 
leader booked. After 30 days, if we did not receive the first installment of the fees 
(eg. $30 per person, non-refundable and non-transferable called the Application 
fee), we would void the group’s reservation. Our accounting system enabled us to 
have the group’s contact information and history, if there was prior involvement 
with YWAM. It was great to talk with the group leader, and know that he/she 
had come to our base in the past on an MA trip. It helped us maintain the 
relationship with the church.

Filling out the Quote while the group leader was on the phone was beneficial. I 
received the current contact information right away. Also, and most importantly, 
I had a chance to tell the group leader about the different fee due dates while 
typing the fees into the Quote. Typing in the Quote while the group leader was 
on the phone prompted me to remember some important pieces of information 
and policies that I may have forgotten otherwise. 

Here are a few Quote policies:

• 30 days from the Quote date, the Application form and Application fee 
were due ($30 per person, non-refundable/non-transferable).

• If the Application fee was not received within 30 days, the reservation 
was voided. Urgent Reminder sent 5-7 days before the Quote expired.

• If the Application fee was received within 30 days, the check was 
processed and the invoice was sent with more registration info. I adjusted 
the calendar, if necessary.
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1st Fee
The first fee required from each group 
was called the Application fee, which 
was basically a down payment for the 
group to reserve a spot on our calendar. 
The Application fee was $30 per person, 
non-refundable and non-transferable. 
The Application fee helped us pay for 
all the MA preparations, such as the 
kid kits, office expenses, transportation 
preparations, etc. The fee also enabled 
us to get a firm commitment from the 
group that they would indeed come 
on the trip. Sometimes we had to turn 
groups away because we could not 
accommodate the amount of groups 
requesting to come within a particular 
week. So we needed the Application fee 
to solidify each group’s attendance. We 
just didn’t want to turn away a group 
requesting to come during a busy week if 
there was a chance another group might 
cancel. Altogether, the Application fee 
helped us prepare thoroughly for the 
groups.

The “non-refundable” part of the 
Application fee meant we would not give 
back the Application fee (or the $30 per 
person) if the group decided to cancel. If 
the group cancelled, the non-refundable 
part helped us not to lose too much 
money in preparations already made. 
The “non-transferable” piece to the 
Application fee policy meant we would 
not transfer the Application fee to any 
other part of the group’s invoice. The 
Application fee was simply gone once the group paid it. The Application fee went 
towards the overall cost per person for the Mission Adventures trip. 

Altogether, I gave the group leader the policies and answered any questions 
during the first phone call, especially concerning something as important as 
not refunding certain fees once the fees were paid. I tried to avoid having a 
disgruntled group leader who felt deceived because I had mistakenly forgotten 
to explain the policies in detail. It was also very beneficial to put the policies in 
writing on the invoice, registration manual, and the letters accompanying the 
Quote and invoices.

Example Quote
Here’s an example Quote. It includes the 
addresses for both YWAM and the church, 
the dates of the trip, the fees, due dates, 
total cost, space for recording payments, and 
a few important policies. Your accounting 
system may be different, but this is one 
example of how to put together a quote. You 
can find this Microsoft Excel file on the 
CD-ROM.
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1st Fee Reminder
The first fee reminder was sent 7 days 
before the Application fee was due, so it 
usually arrived just before the due date. 
The reminder asked the group leader to 
send in the Application fees, along with 
the Application form. It usually went 
something like this.

Your group’s reservation with us will 
soon lapse. The initial Quote sent 
to you allowed 30 days for you to 
respond with an Application fee of 
$30 per person, non-refundable and 
non-transferable. In order to keep 
your reservation, please contact 
our YWAM San Diego/Baja 
registration office immediately and 
send the Application fee. Or, please 
cancel your reservation so we can 
accommodate another group on our 
waiting list. Thank you.

Along with the reminder, I also sent the 
Quote to the group leader to remind 
him/her of the amount of people 
reserved, outreach location, and fees. 
Once the group leaders received this 
reminder, a phone call or payment came 
quickly.

2nd Fee
The second fee was called the Deposit 
fee. For YWAM San Diego, it was $70 
per person non-refundable and non-
transferable, due on a specific date for 
each group (e.g. April 1 for summer 

groups). The Deposit fee was necessary because it gave us another installment of 
cash from the group’s overall Mission Adventures fee to help pay for the set-up 
costs of the program, such as the kid kits, transportation, food, program supplies, 
office supplies, etc. Not only could we cover the cost of the kid kits, but we could 
also begin to make the set design for the MA program that year.

Once the group paid the Deposit fee, I sent an Outreach Training Manual. The 
Outreach Training Manual gave the group information on the culture of the 
outreach location, fundraising ideas, details on the program, a tentative schedule, 
basic YWAM and MA info, instructions for arrivals/departures, tourist visa 
and other entry/exit information for our outreach facilities, evangelism tips to 
practice, packing list, etc. It was about a 50-page booklet describing all of the 
necessary details regarding the training and outreach of Mission Adventures. 
I only sent the Outreach Training Manual after the group leader sent in the 
Deposit fee. I found it was a good incentive to getting the Deposit fee to arrive 
on time. Otherwise, it really hindered our bank account and, therefore, our MA 
preparations.

Example 1st Fee Invoice
Once the Application Fee is received, it is 
recorded in the “Payment/Contributions” 
section. Then the Quote has turned into an 
Invoice. Remember, this is just an example 
Invoice and it may not fit the needs of your 
base’s accounting system…Again, you 
can find this Microsoft Excel file on the 
accompanying CD-ROM.
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2nd Fee Reminder
Unfortunately, group leaders often forgot 
to send the Deposit fee. In order to help 
them remember, I sent out a Deposit fee 
reminder one month before the fee was 
due. This was basically a letter alerting 
the group leader to the Deposit fee. I 
also included an explanation of what 
the Deposit fee covered, an invoice copy, 
and the tourist visa information. 

In the Deposit fee reminder, I sent:
• Reminder letter—overall 

reminder of the fee due dates, 
including the information about 
the cancellation policy. The 
cancellation policy was found 
on multiple MA forms so the 
group leader would be able to 
see the policy in various places 
when looking over the MA 
information.

• List of what was included in the 
fees.

• Checklist of upcoming due 
dates and fees, as well as other 
pertinent information.

• Updated invoice—this invoice 
showed the costs per person, 
as well as the total number 
of participants in the group, 
according to our records.

• Tourist visa info—regular 
information that reminded 
the group of the tourist visa or 
other important information 
related to entering the outreach 
location.

Once the Deposit fee came in, I sent out:
• An updated invoice
• Tourist visa information (yep, again)
• Creative arts training tools
• The Outreach Training Manual 
The creative arts training tools were YWAM drama kits that only the teams 
who came with us during the spring received. The summer teams, on the 
other hand had live training from the YWAM staff at the training location. 

Example 2nd Fee Invoice
Here is an example of an Invoice showing 
the Deposit Fee paid (see the “Payments/
Contributions” section). Also there is a 
change in the “Fees” section. There are 4 
cancellations, so the fees due have changed 
as well as the group size, (now 21 people).
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3rd and Final Fee
The final fee due was called the Balance 
since it included the balance of all the 
rest of the monies due. By the time the 
Balance was due, there were usually 
quite a few changes that had been 
made to the group’s invoice, such as 
the amount of people participating in 
the program. The invoice rarely looked 
clean and tidy, and void of changes.  

The due date for the Balance fee was one 
month before the trip. This meant the 
fees were paid early and any financial 
questions were sorted out before the group 
arrived. Each group was able to come 
and have a great time without having to 
worry about the money. 

At the beginning of my registration 
duties, the Balance was due when 
the group arrived for the trip. That 
turned out to be difficult because there 
were always some groups who did not 
bring the fees, for whatever reason 
(e.g. forgetfulness, lack of funds, etc). 
This caused some problems because 
we needed to pay the bills for the MA 
program, and the lack of funds hurt 
our finances. Plus, it was difficult 
and frustrating to chase the group 
leader after the group attended the 
trip. Having the Balance fee due before 
the group arrived for MA was very 
beneficial.

3rd and Final Fee Reminder
Approximately one month before the due date, I sent a Balance fee reminder. The 
mailing contained:

• Reminder letter—overall reminder of the fee due dates, including the 
information about the cancellation policy. The cancellation policy was 
given quite a few times to the group leader, so it was not a surprise to the 
group leader who read the materials thoroughly.

• List of what was included in the fees.
• Checklist of upcoming due dates and fees, as well as other pertinent 

information.
• Updated invoice—this invoice showed the costs per person, as well as the 

official total number of participants in the group.
• Tourist visa info—regular information that reminded the group of the 

tourist visa or other important information related to entering/exiting 
the outreach location.

This information was sent out to help the group leaders, who were inundated with 
preparations for the trip. The reminders were given in hopes the group leaders 
would have less to worry over, such as remembering fee due dates. That way, they 
could continue concentrating on the youth and how awesome the outreach was 
going to be.

Example 2nd Fee Reminder
This is part of a Deposit Fee Reminder. 
The first part to this reminder is a short, 
light the second page, and functions letter. 
Helpful Reminders List” is as a checklist.
You can find this Microsoft Word document 
on the CD-ROM

Outreach 
Training Manual
This 40-document 
gives basic info on the 
outreach and other 
tips on sharing your 
testimony, preaching, 
and fundraising etc.
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Cancellation Policy
Our Cancellation Policy was put in 
place to cover the cost of the expenses 
that went out on behalf of the team 
in preparation for the trip (all of the 
program expenses). Usually these 
expenses were covered by the non-
refundable and non-transferable nature 
of the application and deposit fees. 
However, later, we found it was hurting 
us financially not to have a cancellation 
fee when the Balance was due. The 
cancellation fee basically said the group 
needed to pay for the full fees of each 
participant one-month before the outreach.

Here’s how YWAM San Diego/Baja did 
the cancellation fee:

• Up to 4 weeks before your 
group’s arrival date, we will 
refund 100% of the balance 
fees per cancellation.

• 2 to 4 weeks before your group’s 
arrival date, we will refund 
50% of the balance fees per 
cancellation.

• Within 2 weeks before your 
group’s arrival date, no refund 
will be issued.

Invoice Details
What did the invoice really say? The 
invoice displayed: 

• The price of the trip 
• Fee due dates
• Date the invoice was created
• Trip reservation dates
• Registrar’s name
• Group’s address
• YWAM address
• Any other important information related to the trip’s cost

The invoice had all of the information the group leader needed to know regarding 
the fee aspect of the trip. 

Example 3rd Fee Invoice
The Balance is shown under the 

“Payments/Contributions” section on this 
Invoice. In the “Fees” section, therea re a 
couple of cancellations, which is typical 
for a group. If the group increases in size, 
there’s room to put the additions in the same 
space as the “Cancellations.” You can find 
this Microsoft Excel file on the CD-ROM.
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Payment Review
Altogether, group leaders were able to 
pay for the trip in three installments: 
Application, Deposit, and Balance. The 
group leaders would usually send a 
check, which was the easiest way for us 
to keep track of the payments. We were 
a little slow in accepting credit cards, 
but I knew credit cards could be a useful 
way of obtaining payments quickly from 
group leaders. 

Since our finances were conducted 
mainly in the US, we asked the 
non-US groups to pay with either an 
international money order, wire transfer, 
or a US bank check. Whether I was 
in the US or another country doing 
registration, I knew it was important to 
stay updated on the international forms 
of payment our accounting department 
could receive. If the group paid in a 
different currency from a foreign bank, 
it could be difficult for us to receive the 
funds in a timely manner from the bank. 

Let’s Write Letters

Group Letters
Each time I sent an invoice or an 
information packet, I sent a letter to the 
group leaders. Every letter was the same, 
which saved me a lot of time. In a file on 
my computer I saved form letters for the 
info packet, the Quote, each fee received 
(1st, 2nd, 3rd), and the final “thank you” 
invoice mailings. These letters were 

intended to provide the little details, such as: 
• The total people registered 
• Date of outreach
• Outreach location
• Fee due dates
• Other quick policy reminders. 

Collection Letters
Sometimes the groups would not pay on time. When that happened, and the 
group leader would not make a prior fee payment arrangement with me, I sent 
collection letters to the group based on how late the fee was. Each letter would 
have the same content: 

• The date 
• Amount of days the payment was overdue
• Group’s contact information
• Amount due

Example Thank You Letter
The final letter for a group can look similar 
to this one. It’s a simple “thank you” to 
the group for coming to MA written on the 
base letterhead. All group letters should 
be on letterhead, it gives your program 
more credibility. Again you can find this 
Microsoft Word file on the CD-ROM.
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I also put in a little note each time, 
which basically said go ahead and pay 
the fees now or thank you for already 
sending in the fees if they crossed in the 
mail with this letter.

If the group leader called ahead of 
time,asked for an extension on the fees, 
and gave awesome heartfelt reasons why 
we needed to give him/her an extension, 
I would give a one-week extension. This 
meant the group leader had to pay the 
full amount one-week later. Then, I 
would write an email to confirm, in 
writing, what we agreed upon. 

If there was no way the group leader 
could pay the entire fee, then another 
agreement was worked out. Usually, 
after receiving permission from my 
supervisor, I asked the group leader to 
pay half in a week, then pay the other 
half one month later. Of course, the 
amount due still depended upon how 
difficult it was for the group leader to 
pay on the due dates we set up. At least 
half of the fees were asked for, though, 
on the first payment in the payment plan 
with the group leader. Altogether, it was 
beneficial to have a plan on how to deal 
with late payments and possible payment 
schedules.

Example Group Letter
Here is an example letter to send to each 
group. I would send a letter like this out 
after a group has registered. You can find 
this Microsft Word file on the CD-ROM.
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Example Collection Letter
No one likes to send collection letters, except 
my friend Craig who will come and break 
your legs with a baseball bat. Unfortunately, 
I still had to send some. Here’s a sample 
letter that I used. Again, you can find 
this Microsoft Word document on the 
accompanying CD-ROM.
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Part IV: Keeping Track of the 
Groups

Team info Sheet
“How can I stay on top of the groups, 
and make sure they send in all the 
information I need?” I asked myself 
one day. Ding! I can put together a 
Team Information Sheet! Now, putting 
together a Team Information Sheet was 
important, but more so after I finally got 
the right information on the sheet and 
started using it. The Team Information 
Sheet contained facts about the team 
name, date of outreach, trip location, 
fees due, mailings sent, etc. It also served 
as a checklist so I knew if the group 
sent in the important registration forms 
(eg. Application, group list, and group 
arrival forms) or paid the fees on time. 
The Team Information Sheet had room 
to write extra comments on, in case I 
wanted to add special requests or write 
down phone calls. 

Outreach Contact
Although I was the main person talking 
with each group leader, I also had 
other people (called the Outreach 
Contact) from my base that gave the 
group more information on the details 
of the training and outreach details, 
such as updated border info, packing 
list changes, arrival/departure details, 
allergies, etc. Once the group leader was 
settled into the registration process, and 
the time drew nearer to the start of the 
outreach, I introduced the group leader to the Outreach YWAM contacts whose 
specialty it was to answer any training or outreach questions. The introduction 
occurred through email, phone, or letters. I wanted the group leader to hear from 
me that there was another person who would call about the training or outreach 
portion of the trip. That way the group leader was not surprised to hear another 
person calling from my base. The Outreach YWAM contact was able to quickly 
answer some of the questions on the MA details that could possibly change, and 
were not pertinent to the overall registration process. I always, though, remained 
the primary contact for the groups. 

Keep up with Groups
After officially registering the group and the first payments were sent in, I tried 
to stay in contact with each group. Often times, though, the group leaders and 
I would naturally keep in touch because there were so many questions from the 
group leaders. A little email or quick phone call to the group leader also helped 
keep the lines of communication open. These phone calls and emails helped me 
find out how the groups were doing, see if I could help with anything, and remind 
the group leader of upcoming due dates for fees and/or forms. Also, I found that 
keeping in contact with the group really helped nourish the relationship between 
the group leaders and YWAM.

Team Info Sheet
This gives a list of all the important items 
a group leader and registrar need from each 
other. The rest of the sheet is left blank to 
use as a call log, or other notes. You can 
finde this Microsoft Excel file on the CD-
ROM.
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Gather Forms
The registration forms were very important to receive because the forms helped 
us have the correct information for the groups, in case the information changed. 
It was best to have the church’s or school’s main address rather than the group 
leader’s personal address. Many times group leaders changed roles before the 
outreach. So, there was no way for me to contact the group leader if I only had 
the personal contact information for the group leader. With the church or school’s 
contact information, I had a chance to find out who the next group leader was. 
Often times the new group leader would call or email introducing his/herself, 
but I never wanted to take the chance that I wouldn’t have the correct contact 
information. 

The forms also gave us good information about the makeup of the group. The 3 
forms we relied on the most were:

• Application form—basic information about the team. An estimate of the 
team size was requested on the form, as well as the church’s address and 
other info.

• Group List—list of the names of each person in the group, including the 
gender and age. This helped our training and outreach locations prepare 
effectively for the groups, whether in housing, food, transportation, etc.

• Group Arrival form—the all-important information about when the 
group arrived and departed. Phew! If we didn’t get this information, 
mayhem broke out at my feet.

• Authorization forms—each person, whether a student or leader, needed 
to have an Authorization form signed. This form released YWAM of all 
liability, should some unforeseen accident occur. These forms were due 
once the group arrived at the program.

Giving this information to my MA coordinators was essential to the preparation 
of the group’s trip. Once I received the information, I gave the forms over to the 
MA Coordinator’s care. 

The Group Arrived
The groups arrived, and the staff was so excited and a little nervous at the sight of 
the groups. The long awaited arrival day of the groups, and the start date of the 
program, finally came! I used to meet up with the group leaders on the day they 
arrived, since I was a familiar voice and name. I also enjoyed meeting the group 
leaders in person and answering any last minute questions they had. Meeting the 
group leaders one at a time was more beneficial than addressing the group in 
front of a meeting because I was able to take time to talk with the group leader 
and find out how the group was doing. When I met the group leaders, it helped to 
nurture the relationship between YWAM and the group, which also assisted in 
making the trip go smoother.

An important piece of information was the official count of the participants in 
each group upon arrival. I asked either the group leader or the YWAM staff 
for the accurate count. Obtaining the precise total for the group was essential 
for accounting purposes, base reports, and future estimations for our MA 
preparations. 
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Last Minute Issues
Transportation problems and tourist visa questions were usually the last minute 
questions that came from both group leaders and YWAM staff. It was important 
for us to be available to give the group leaders last minute information, especially 
if the group was lost or late in arriving. Other situations usually dealt with the 
tourist visa. Some of the group leaders often forgot to prepare for the tourist 
visas, but we could usually work out the details. Some information, like parent 
permission slips or birth certificates, was faxed or emailed or FedEx’d to us. It 
always worked out. I had to continually reassure the group leader that everything 
was fine and not to, in essence, panic.

Don’t Panic!
Part of your job is to soothe the fears of the 
youth worker. Do your best to project calm 
confidence with all those last minute issues.
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Part V: Registrar’s Week/Month Activities

Weekly breakdown—what does your week look like?

• Monday
o Sent emails and caught up on work that was left for the weekend. 

Obtained official group numbers if hadn’t already done so.
• Tues-Thurs

o Phone calls began, since most youth pastors took Monday or 
Friday off

• Every Friday
o Checked to see the balance of the group’s accounts. If the 

groups owed fees, contacted groups through phone, email, or 
letter (whichever was appropriate).

Monthly breakdown of tasks  

• January—More bookings started in the middle of the month, especially 
since churches were trying to put schedules together for the year.

• February—More bookings made because decisions were made by 
churches to come.

• March—Spring teams arrived. Met spring team group leaders. Sent out 
the Deposit Reminder for summer groups. Continued booking groups.

• April—More contact with spring teams. Received Deposits from 
summer groups, and processed the payments. Sent Outreach Training 
Manuals to summer groups, updated invoices, tourist visa info, and 
drama training kits (If necessary). Continued booking groups.

• May—Answered questions about transportation, outreach details, and 
other specifics related to the trip. Sent groups a reminder about their due 
dates and the cancellation policy. Continued booking last minute groups.

• June—Teams came, more last minute questions and invoice changes, 
kept track of group numbers, and reminded groups about tourist visa 
info and the cancellation policy.

• July—More contact with groups, more last minute questions about 
tourist visas and other details. 

• August—Phone calls slowed down, wrapped up invoices and loose ends, 
and collected fees from late teams. A few spring teams booked.

• September—Pretty slow, some spring teams booked.
• October—Inquiries about trips, booked for spring trips and some 

summer trips.
• November—More enquiries (started to pick up), more bookings.
• December—More bookings. The group leaders at this point usually 

wanted to reserve the spot before the Christmas break. So, there were 
some urgent phone calls. 
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Part VI: Be Proactive

Recruiting Groups
I had a couple of ways I tried to recruit teams, as well as some tips from another 
Registrar, Karin Berg. Some tips that could help any Registrar are listed below:

• Registration Manual: This manual included the basics of what MA was, 
what the outreach location was like, the cost of the trip, ways to register, 
and any other important details and policies. We also talked about new 
and innovative ways of putting the manual together, such as creating a 
sweet DVD that clearly and simply explained the MA program  as well 
as the other YWAM San Diego ministries. It was also beneficial to look 
at other creative ways companies put together information regarding 
their products, which would increase the likelihood of group leaders 
looking twice at our manual. Having a manual or other physical form of 
advertising MA was really important for our program’s success. 

• Youth Specialties: Attending the Youth Specialties conferences three 
times a year was a great way for us to get the word out that we had an 
awesome MA program available to the thousands of youth workers and 
youth pastors present at that conference. After the youth workers and 
youth pastors signed up for more information, we connected with them 
through email, phone call, and/or a follow-up mailing promptly. 

• Sending MA info to surrounding churches was another way some 
YWAM bases recruited groups. This helped the churches know the local 
ministry opportunities available through YWAM.

• Past Teams: We sent Registration Manuals to our past teams, including 
a letter with a short greeting. We sent the manuals to each group that 
came the previous two years.

Hope You’re A Pro!
Through this account of my registration duties at YWAM San Diego, I hope you 
were able to find some useful tips on how to register the groups coming through 
your MA program and organize the information you obtain on the groups. 

Thank you for your dedication to Mission Adventures and the youth teams who 
come through your program. Amazing! Please know that your job is essential to 
the Mission Adventures ministry. It’d be impossible to have a Mission Adventures 
program without you. Even if you don’t see or spend time with the teams that 
come through the program, you have a key role in the Mission Adventures 
program each year. Be confident in your role with Mission Adventures.
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