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OVERVIEW 

Welcome to Assemblies of God World Missions (AGWM) as a missionary associate! Our prayer is that 
this handbook will not only inform you, but inspire and bless you. The Assemblies of God missionary 
program is a worldwide venture founded on the belief that all believers can become missionaries and 
share the gospel with the lost in their neighborhoods and around the world. We trust that God will bless 
and strengthen you as you pursue your missionary call through the missionary associate program. 
 
This handbook has been compiled to prepare and inform you concerning the role and responsibility of 
the missionary associate. Even though you might be overwhelmed with all you have to learn, do not be 
discouraged—this road is well-traveled. Many have come before you, and many more will come after 
you. 
 
The handbook is organized into four sections outlined below. 

General Information …………………………………………………………… Page 4 

The Role of a Missionary Associate 
Understanding Your Missionary 
Culture Shock 
Spiritual Attacks 
Relationship Issues 
Points to Remember 

Travel, Visa, and Medical Procedures ……………………………………… Page 9 

Travel Policies and Information 
Passports 
Visas 
Vaccinations 
Medical Insurance 

Financial Information …………………………………………………………. Page 28 

Ownership of Missions Funds 
Your Budget 
Your AGWM Account 
AGWM Statements 
Disbursement Statement 
Cash Receipts Statement 
Special Disbursement Report (SDR) 
Requesting Reimbursement for Work Expenses 
Travel Expenses 
Tithes 
Transportation During Assignment 
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Policies and Procedures ………………………………………………………. Page 48 

Pre-Field Orientation 
Photos, Newsletters, and Prayer Cards 
Clearance for Departure to the Field 
Personal Checklist for Missionary Associates 
Secure E-mail for Missionary Associates 
Missionary Database 
Personal Property Insurance Coverage 
Wills and Trusts 
Vacations 
Conduct in Foreign Cultures 
Personal Leave 
Extending Your Assignment 
Returning to the States 
Career Missionary Associates 

Appendices ………………………………………………………………………. Page 55 
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GENERAL INFORMATION 

THE ROLE OF A MISSIONARY ASSOCIATE 

The missionary associate program provides a challenging opportunity to serve Christ in other lands by 
serving in support roles to missionaries. Missionary associates have one- to two-year assignments and 
work under the direction of a career missionary and the area director of the country in which they serve.  
 
There is no real substitute for the career missionary who lives on the field, identifies with the culture, 
and learns the language. This is the first line of our missions program. However, we believe the Lord has 
many other types of involvement in addition to full-time missionary service. One such avenue for 
supplemental involvement in Assemblies of God World Missions is as a missionary associate. 
 
All missionary associates must be approved for service by the World Missions Executive Committee. 
Once approved, they will attend Pre-Field Orientation in Springfield, Missouri, prior to going to the 
field. 

Chain of Command on the Field 
Once missionary associates are approved and arrive on the field, they become administratively 
responsible according to the following chain of command:  
 

1. The local missionary to whom they are assigned 
2. The missionary fellowship chairperson 
3. The area director 
4. The regional director 

 
Missionary associates are directly responsible to the missionary to whom they are assigned. That 
missionary serves as the missionary associate’s mentor.  
 
A missionary fellowship is an organization of Assemblies of God missionaries on each field. A missionary 
fellowship is an administrative extension of AGWM overseas. The missionary fellowship must exist 
where two or three missionaries are assigned (although most Eurasian countries do not have such 
fellowships). Foreign fields are administered largely through missionary fellowships. Administrative 
details are covered by policies outlined in the AGWM Missionary Manual. Career missionaries are aware 
of what is expected of them, and they are also apprised of new policies as they are adopted. 
 
An area director serves over a group of countries and serves as a pastor for the missionaries and 
missionary associates in that area as well as a liaison to the regional director.  
 
All regional directors work out of the Assemblies of God national office in Springfield, Missouri. They 
represent Africa, Asia Pacific, Eurasia, Europe, Latin America and the Caribbean, Northern Asia, 

Regional 
Director

Area 
Director

Missionary 
Fellowship

Missionary
Missionary 
Associate
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International Ministries, and AGWM General. Each is responsible for the missionaries and missionary 
associates in his or her region.  
 
Appendix A contains a complete listing of AGWM’s regional directors and the area directors who serve 
under them. 
 
Missionary associates do not work under other missionary associates on the field unless there is direct 
missionary supervision, and they do not request missionary associate personnel to be placed with or 
under them. Requests for additional personnel must be filed by the missionary fellowship, area director, 
or missionary. 

UNDERSTANDING YOUR MISSIONARY 

The Missionary’s Ministerial Credentials 
Since 1914 our bylaws have stated that appointed missionaries must be ordained ministers with The 
General Council of the Assemblies of God. One exception is that a spouse does not have to be ordained. 
Also, lesser credentials such as a license to preach are sufficient for certain specialized ministries, such 
as printers, radio technicians, nurses, schoolteachers, and administrators of overseas children’s 
hospitals; these specialists must be endorsed by their home church and district.  

The Missionary Image 
Sometimes the missionary image in America is that all missionaries are pioneers and martyrs and are 
holier than other Christians. In actuality, missionaries are human beings and will make mistakes like 

God’s servants anywhere, so don’t expect a special category of saints 
when you meet missionaries.  
 
Few missionaries live in primitive bush-like areas doing missions 
work. Although in some poorer countries the contrast in living 
conditions is noticeable, whenever possible, missionaries are asked 
to raise their families in homes equivalent to those in the United 
States. Most missionaries serve in leadership and teaching roles in 
association with national ministers, Bible schools, and special 
evangelistic outreaches. 
 
Missionaries do quickly find that their work is demanding, that the 
problems of the mission field are often more intense and complex 
than in the States, and that they must exercise great patience, 
diplomacy, and spiritual maturity in order to succeed on the mission 
field. 

Communication 
It is important that you communicate with the missionary with whom you work. Many have lived 
abroad for a long time and are accustomed to communicating with another culture and in another 
language. Do not judge them when you arrive. They would not be good missionaries if they still had all 
the “Americanisms” you have. 
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Be supportive of the missionary’s position with the national church. In many countries, the national 
church has not been motivated to evangelistic outreach. Consequently, the missionary is the one who is 
promoting evangelism. When this is the case, be prepared to back up the missionary. Whether you 
agree or disagree with persons on the field, respect their positions. Do not interfere in the workings of 
the local church. Insight into this type of work is gained only through experience. 

CULTURE SHOCK 

Culture is the sum of what an individual acquires from his society: beliefs, customs, artistic forms, food 
habits, crafts, etc. We all have patterns resulting from the communities in which we live, the families we 
grew up in, and the culture in which we were raised. We accept these patterns. They are automatic to 
us, and we seldom stop to define or question them. 
 
Because these cultural patterns are so natural to us, we are prone to think the rest of the world will also 
understand and appreciate these cultural habits. When people do not understand our cultural 
patterns—when they do not carry out life habits like we do—all kinds of secondary experiences come to 
us. We call this culture shock. 
 
When confronting another culture, something happens to you mentally, emotionally, physically, and 
spiritually. You may experience a sense of insecurity or not belonging. All attempts to communicate 

may not be understood. Culture shock can 
manifest itself in periods of deep depression. You 
may feel that you have been a failure and should 
not have left home in the first place. Should you 
experience this depression, remind yourself that 
you are in another country for a purpose, and Jesus 
Christ is with you. He will see you through this and 
the rest of your time overseas. 
 
What you see in other people’s lives may seem 
peculiar and may not make sense to you. It is 
important to be open-minded about these things. 
Recognize that these people, like you, have 
adopted customs and life patterns to meet their 

needs. 
 
Leave your American pride at home in the States. Just because another culture does things differently 
does not mean their way is not good. Probably the greatest fault of Americans who travel overseas is 
that they close their minds to everything except that which has an American label on it. This attitude 
does not endear Americans to people of other cultures. 
 
On the other hand, reverse culture shock occurs when Americans reject their own culture. There are 
expatriates who have rejected their home culture and have become totally dependent on the culture of 
their host country. A happy medium is needed between superior American pride and rejection of 
American ideals and culture. Americans sometimes experience culture shock when returning to the 
States after living abroad, especially if they are overseas for a two-year term. Physically you will 
experience jet lag and will find many changes that will seem strange to you after living in another 
culture. Give yourself time to rest physically and emotionally. This, too, shall pass! 

Main Entry: culture shock 
Function: noun 
: a sense of confusion and 
uncertainty sometimes with 
feelings of anxiety that may 
affect people exposed to an 
alien culture or environment 
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SPIRITUAL ATTACKS 

Spiritual attacks in our mind and emotions often accompany culture shock. You have invaded the 
enemy’s territory, and he is not going to give up without a fight. The enemy may attack with severe 
despondency or fear. Little things may creep into your mind and become a constant irritation, 
hindering your ministry.  
 
Communication lines between you and God must remain open, because we must combat the enemy 
through prayer. Set aside time daily for prayer and Bible study and become a prayer warrior. Recognize 
problems for what they are, and deal with them in the power of the Holy Spirit. Allow the Lord to direct 
every phase of your life. As the Holy Spirit controls your life, He can work in and through you to make 
you a witness. Remember there is One who has suffered much more than you ever will and is 
sympathetic to your needs. He who lives in you is far greater than the enemy, and He will help you 
emerge victorious over spiritual attacks. 
 
Spiritual attacks may come in the form of health problems. In the excitement of being in a new place 
with new responsibilities, many people drive themselves far beyond their physical endurance. Guard 
carefully against overtaxing your strength. Use good judgment—don’t overdo it! Fatigue may lead to 
illness. Besides experiencing the unpleasantness of illness, your usefulness in accomplishing the task 
God called you to will be hindered. You may experience illnesses as your body adjusts due to changes in 
water and food, but such ailments do not ordinarily last long. Ask local missionaries for help if you 
experience health problems. Do not be afraid that you are going to die if you get a stomachache.  

RELATIONSHIP ISSUES 

Personality conflicts may arise with coworkers or nationals. Only heaven is without such conflicts. 
Guard against letting such problems become crises. Keep lines of communication open with the 
missionaries. Remember, they have much more experience than you and know the field. Their 
judgment must be respected. 
  
Going overseas, you will find yourself in sensitive situations. Your mission is to represent Christ and 
America. Your loyalty to both is important. Let it be known you are there to manifest Christ and His 
gospel. Ask God for wisdom and diplomacy. If you meet people who want to discuss world affairs and 
political matters, ask God to help you give answers that will satisfy them and at the same time allow 
you to turn the discussion to a witness for the Lord. 
 
Self-discipline is necessary to maintain right relationships. Don’t make fun of people’s beliefs. You are 
there to tell them Jesus is the Savior of their land as well as yours. If you use the approach of changing 
their culture, nothing will be accomplished. Strive to introduce Jesus Christ into their lives, and trust the 
Holy Spirit to make any necessary changes. 
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It may come as a shock when nationals do not automatically 
love you at first sight. You will have to earn their confidence. 
Remember, the image many cultures have about Americans 
comes from movies and literature. Pray that God will help you 
break through stereotypes to let people see you as His child. Do 
not be afraid or apologetic for being an American. On the other 
hand, do not go with the idea that you are there solely to 
represent the United States. You are there to represent Jesus 
Christ. 
 
Remind yourself often that you are in this country at this time 
because God wants you there. You have a job to do. You are an 
ambassador for Christ! When you are convinced in your heart 
Jesus wants you to witness for Him in this land, relationship 
problems will seem small in comparison to the God-given 
mandate to spread the gospel.  
  

Reserve judgment. While first 
impressions are important and you may be 
tempted to judge the food, the people, or 
their homes, guard against hasty 
judgments. Learn to love people instead. 
This will make your term much easier 
among nationals as well as missionaries 
and other coworkers. 

Be courteous and gracious. Don't 
make fun of anybody or anything at any 
time. Keep in mind that you are the guest 
in that country. 

Don’t discuss finances with 
nationals, such as how much it cost you 
to come, how much you had to raise, how 
much we make at home in comparison to 
what they make, or how much things cost 
at home compared to their country. 

Don’t discuss problems with 
nationals. They will remember the 
problems rather than you. 

Love people; don’t pity them. You 
may encounter poverty, hunger, poor 
dress, and deplorable sanitary conditions. 
Try to ignore these and love people. Love is 
the switch to turn them on. Accept people 
as they are, and let Christ be seen in you. 

Learn some of the language. Even a 
few words will help, and people will 
appreciate your attempt to communicate 
with them.  

Be prepared to testify. Your primary 
purpose is to give witness to the fact that 
Jesus saves, and language need not be a 
barrier if an interpreter is present. Keep 
these tips in mind: be brief, smile, look at 
the audience and not the interpreter, 
speak loudly enough, gesture naturally, 
pause for the interpreter, tell what Christ 
has done for you and what He can do for 
them, and close with a verse of Scripture. 

Above all, remember that this time 
is designed to reach the lost. All 
other activities are secondary. Keep your 
primary objective forefront—winning the 
lost to Jesus Christ! 
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TRAVEL, VISA, AND MEDICAL PROCEDURES 

*Information is subject to change. Please contact Missionary Services for more information. 

TRAVEL POLICIES AND INFORMATION 

Making Travel Plans 
Missionary Services is the department responsible for processing your travel documents for your 
approved assignment. It is your responsibility to contact Missionary Services regarding the documents 
you will need, such as a passport, visa, tourist card, etc. You may contact the Missionary Services 
specialist at 417-862-2781, Extension 3114. 
 
As you plan your overseas air travel, please keep in mind the following policies: 
 

 You must receive final clearance from Mobilization before traveling to the field. No travel 
can be ticketed prior to financial, visa, and mentor clearances. 

 Travel will be by the most economical route with reasonable consideration for comfort, health, 
and reliable service. 

 Travel will be by the most direct route to the country of assignment. 

 Travel will be by coach or economy class. Business class is not acceptable except in certain 
circumstances which have been pre-approved. 

 An overnight stop is normal on long flights en route to the field; two nights for distant, interior 
destinations. No stops are necessary for countries closer to the States. 

 An airline ticket, valid passport with valid visa, and frequently, the International Certificate of 
Vaccination must be presented for inspection at the time you board the plane for your overseas 
flight. (These items are covered in detail later in this section.) 

People to Keep Informed 
Mail, e-mail, or fax a copy of your travel itinerary to the Missionary Services visa specialist.  
 
Notify the missionary of the date, time of arrival, airline, and flight number so someone can meet you 
at the airport. If you have never traveled overseas, your missionary can give you helpful information on 
the local requirements for clearing customs. Be sure to obtain your missionary’s telephone number 
before you leave the States in case you need to call upon arrival. 
 
Also keep in touch with your travel service. You will want to keep them updated on your mailing 
address and where to send your travel tickets. Be certain they know how to reach you at all times.  

Quick Travel Tips 
Reconfirm your flight with the airline in advance of your 
return home. Many airlines also require a reconfirmation 
within 72 hours of the actual departure time. 
 
If you purchased a round-trip budget fare before leaving the 
States, you must book your return at least 21 days in 
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advance of the week you wish to travel. If you purchased a round-trip ticket and then are approved to 
remain longer than a year, you must exchange the return portion of your ticket before the year has 
expired. In most instances, you will have to pay the current fare at the time you make the change and 
perhaps an administrative fee. Check with your regional office for additional information about 
extending your assignment. 
 
Be sure a name tag is on each piece of baggage. 
 
Retain your baggage claim receipts for each piece of luggage you initially checked through as you will 
need to verify that all of your luggage has arrived with you.  
 
Check baggage through to your final destination unless you have an overnight layover, but place all 
carry-on bags under the seat or in overhead storage when you board. Make a final check for items when 
leaving airplanes, cars, taxis, buses, or trains. 
 
When changing to a different airline, immediately check in at the corresponding ticket desk to 
determine the gate number, loading time, and to reconfirm your reservation. When changing planes on 
the same airline, ask any airline agent in the terminal for the correct gate number, then proceed 
immediately to that gate. For international flights, report to the airport two to three hours earlier than 
the flight is scheduled to leave.  
 
Travel with the following documents: 
 
Passport and/or visa. 
 
U.S. driver’s license. If yours will expire while you are gone, find out how to renew it before you go or 
while overseas.  
 
U.S. insurance information. 
 
Money. It is wise to exchange some U.S. currency at 
the bank or airport exchange office before leaving the 
country. Carry some small bills in case of a layover en 
route; you may need to rent a car, get a taxi, etc., and 
food and gift purchases will be easier. You can always 
tip in U.S. dollars. Most international airports readily 
accept U.S. currency in exchange for foreign currency, 
but avoid acquiring large amounts of foreign currency; 
some percentage is often lost in exchanging.  
 
Names, addresses, and telephone numbers of people 
to contact on your arrival, plus emergency contacts in 
case of flight delays or emergency en route. Have these 
on the plane with you. Emergency contacts should 
include people back home in the States as well as those 
who plan to meet you on arrival.  
 

Passport/Visa
U.S. Driver's 

License

U.S. Insurance 
Information

Money

Emergency 
Contacts

Vaccination 
Card

Photos/ID
Letter of 

Guarantee
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If needed: yellow vaccination card, extra photos and identification for tourist card, letter of 
guarantee from AGWM dated within the past three months, marriage and birth certificates, police or 
medical clearance letters, and any documents that might be required after you arrive in the country. 
Missionary Services or your missionary will tell you what you should bring with you. 
 
When you get off the plane at your destination, have the following information in hand: International 
Certificate of Vaccination booklet (if shots are required), your birth certificate or passport, and 
immigration card. Sometimes you may be asked to show your return ticket (know the exact date of 
your departure and the number of days you will be in the country).  
 
Keep all papers given to you. You will need them when leaving the country. 

Tickets 

Saving Money on Tickets 
A travel agent can sometimes obtain fares at a discounted price at 
considerable savings to the person traveling; however, there may be 
restrictions. Another possible way to save money is to plan travel off-
season for lower rates. Your travel agency can give you information 
about when the season changes and when rates increase or decrease. 
Normally, flying during peak tourist season is more expensive. Your 
travel agency can also give you information about excursion rates. 
 
Agents may purchase tickets through wholesalers at lower prices. 
However, care is needed to be sure the wholesaler and travel agent 
will follow through on all that is promised. These tickets must be 
finalized within a certain time to get the fare at that time.  
 
Exercise caution before telling a travel agent to purchase the 

wholesale ticket for you. Take into consideration if there is any possibility you may not be able to travel 
at the time of the ticket. 

Restricted Tickets 
Any ticket that cannot be refunded or carries a penalty for changing travel time or the like is referred to 
as “restricted.” Be sure you know what restrictions are on any tickets you discuss with your travel agent. 

Return Tickets 
An open ticket is one where the dates of travel to your destination are confirmed, but the dates to 
return to the States are left open so you can finalize them later. Open tickets are not valid for more than 
one calendar year. Those going overseas for more than one year must purchase a one-way ticket to the 
destination, then purchase a ticket back to the States when they are ready to return.  
 
If you enter a country on just your passport, with a tourist card, or with a tourist visa, you will almost 
always need to buy a ticket either back to the States or on to a third country. An open return to the 
States will be acceptable. If you are not purchasing a ticket back to the States with either firm or open 
dates, and if an onward ticket is required for the country to which you are going, you may need to 
arrange for a ticket with your travel agent that: 



12 | P a g e  

 

 You can use later (a ticket on to a nearby country, for example), 

 Is not too costly so you will not lose much if you cannot use it. 

 You can return to the travel service you purchased it from and receive a refund because you 
could not use it. 

Overnight En Route 
Overnight en route is not allowed unless your destination would require otherwise exhausting travel. 
The Missionary Services specialist must approve all overnight stays. If you are traveling so far that an 
overnight is approved during your travel overseas, and you will not be staying with acquaintances, you 
may ask your travel agency to make hotel reservations for you. 

Lost or Unused Tickets 
Be sure to find out up front what the refund policy of your travel agency is in case tickets are lost, 
canceled, or a portion is not used. 
 
Do not lose your tickets. If they are lost, it can take a full year or longer before you can get a refund. You 
will need to get new tickets, pay for them again, and then wait until the refund comes (and sometimes 
there is none) on the lost tickets. Be very careful not to lose them or you will be responsible for the 
expense to replace them. Only the issuing agency can get the refund for lost tickets. 
 
If a ticket is not used at all, or if some segment is not used for any reason, do not destroy the ticket or 
tear off the covers. Return them intact to the travel agency that originally issued them to seek a refund. 
Only the issuing agency can get the refund for unused tickets.  
 
Be aware that tickets are not always refundable or you may not get a full refund price on them. Care is 
needed not to get tickets you will have to change or will not use for some reason. If for some reason a 
refund is needed, be aware: the ticket must be complete when you turn it back in for refund.  

Flight Changes/Connecting Flights 

Two Categories 
1. Change from one plane to another but with the same airline. When you must change planes 

on the same airline, you may either check the connecting flight time and information yourself, 
or ask any agent of that airline at the terminal to assist you in finding the correct gate to board 
the next plane. Proceed immediately to that gate so you do not miss the check-in for the flight. 
If you have a long layover, pay close attention to announcements to be sure that your gate has 
not changed. If time is tight between your landing and the connecting flight, you may miss the 
flight if you do not hurry. 

2. Change to a different airline. This can be more complicated and make it more likely to miss 
your flight. Find the gate number and boarding time, then report to that airline’s desk when it 
opens to reconfirm your flight.  

Missed Connection 
If you miss a connecting flight on the same airline because of flight delays, mechanical failure, or 
weather, the airline is responsible for getting you to your destination, for paying food and housing costs 
en route, and for notifying those waiting for you at your destination. However, you will have to take the 
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initiative to accomplish this. Your check-through baggage will probably remain with the airline and 
should get to your destination with you or soon thereafter. 
 
If you were at the terminal on time yet still miss a connecting flight due to failure to report to the proper 
gate to board, it will be your responsibility to get another flight, pay any costs (including those required 
for staying overnight if needed), and notify those who were to meet you. 

Making the Reservation 
When you find a travel service, a schedule, and price 
that are right for you, you may go ahead and get a 
tentative reservation (booking) so as to hold space 
on the plane. However, do not ticket the 
reservation without receiving the proper  
clearances from the Mobilization Department. You 
must also contact Missionary Services prior to 
ticketing any travel. Failure to receive necessary 
clearance could result in costly adjustments and 
penalty fees that will be charged to you personally. 
 
All travel plans should be made through the Missionary Services specialist if you are to be reimbursed or 
receive tax credit for the travel expense.  

Payment of Travel Invoices 
For your convenience, we recommended Adelman Travel Service to ticket your travel. They can directly 
bill your AGWM account for payment of travel expenses. Their contact information is noted below: 
 

Adelman Travel Group 
417-888-5877 or 1-800-500-5006 
Website: greatsoutherntravel.com  
E-Mail: jhayes@adelmantravel.com  
Fax: 417-888-4499 

 
If you provide personal funds for your assignment, you may pay the travel service yourself and consider 
taking an income tax deduction. 
 
If you are not providing personal funds and do not use Adelman Travel Group, you can pay another 
travel agency through your AGWM account in two different ways (note that travel expenses paid 
through your AGWM account are not tax-deductible): 
 

1. Pay up front with personal funds; then submit receipts to AGWM for reimbursement. 
2. Request a travel advance from funds that are already in your AGWM work account (not an 

AGCU personal checking account); then submit receipts to AGWM for documentation of the 
expense being paid. The AGWM Financial Services regional accountant can help you with a 
travel advance if you have funds in your account. 

http://greatsoutherntravel.com/
mailto:jhayes@adelmantravel.com
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Baggage 
Be sure to find out from the travel agency exactly what size and how much baggage you will be 
allowed, both carry-on and overhead. What is allowed will depend on the airline and the time of year 
you travel. Sometimes on overseas flights, baggage controls are stricter than at other times when there 
are not as many people traveling. 
 
Missionary associates are not allowed to make a shipment to their overseas destination using work 
funds. They are allowed to take their personal belongings, with the following excess baggage allowance 
maximums: 
 

$600 (singles) 
$1000 (married without children) 
$1500 (married with children) 

 
The same maximum applies for your return to the States if the funds are in your AGWM account. 

Baggage Check-In for the Flight 
It is usually best when preparing to board the plane to check your baggage all the way through to your 
final destination. The exception is for planned overnight stops: claim baggage and recheck it the next 
day at check-in. 
 
If the plane has some emergency en route that requires you to overnight at the expense of the airline, 
follow the instructions of the airline personnel carefully. You and your checked baggage may be 
separated, but it should arrive at your destination when you do or otherwise catch up with you.  
 
Discuss baggage check-through with your travel agent ahead of time so you know exactly what is 
permitted during stopovers. The disadvantages of stopping over are often so great it is better not to. 
For example, if you are allowed 70 pounds for a piece of luggage, and you stop off and take luggage off 
the plane with you, when you reboard, you may be allowed only 44 pounds and be charged overweight 
for the difference. Overweight can run into hundreds of dollars.  
 
When the attendant gives you your baggage stubs, place them with your tickets, keeping them all 
easily accessible as you board, change planes, or leave the airplane. 

In Case of Lost Baggage 
Make sure all baggage is tagged for its correct destination. Keep all stubs. If a piece of checked baggage 
does not arrive by the time you do, go immediately to the airline ticket counter and fill out a claim. Be 
sure to give instructions as to what to do with the baggage when it is found. Get the name and 
telephone number of the agent you talked to in case further communication is necessary. (It is a good 
idea to have your name and address inside as well as outside each piece of baggage.) 

Immigration (Landing) Card/Tourist Card 
As you are nearing the country to which you are traveling, you may be given a card or paper to fill out. 
In order to fill this out properly, you must know with what visa status you are entering the country. 
What you put on the card needs to match your visa status if you were required to have a visa. Following 
are some guidelines: 
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 If you are entering as a tourist and the card asks the purpose of entering the country, enter 
“tourist, tourism.” 

 If you are on a visitor’s visa, then the purpose will be “to visit churches of my denomination, the 
Assemblies of God.” If you are entering a sensitive country, contact Missionary Services or your 
regional office for the purpose you should list. 

 If you are on an entry visa, the purpose will be “short-term volunteer missionary.” Give the 
missionary’s name and address if the card asks for it. If you are entering a sensitive country, 
contact Missionary Services or your regional office for the purpose you should list. 

 
Helpful definitions for completing the card: 
 

 Port of disembarkation—the city of your destination. If you are traveling from Los Angeles to 
Manila to Baguio, the port of disembarkation is Baguio. 

 Port of embarkation—the last city on your departure from the United States. If you are 
traveling Chicago to New York to Dakar, the port of embarkation is New York. 

 Proof of citizenship—if you have a passport, fill in the passport information such as passport 
number, issue date, expiration date, and city shown inside the passport where it was issued, or 
a U.S. consulate or embassy if the passport was obtained outside the States. If your proof of 
citizenship is a birth certificate, voter’s registration card, or the like, fill in accordingly. B.C. 
means birth certificate. 

 Issuing agency—for a tourist card, this is the airline. For a visa, it is the consulate or embassy. 
This information is on the visa. 

Arrival at Destination 
Have the documents you need for arrival ready: 
 

Baggage claim checks (or stubs) 
Passport (birth certificate or whatever ID you are using)  
Landing card properly filled out 
Tourist card, visa or work permit (if separate from the passport) 
Yellow vaccination certificate if country requires it 
Return ticket, if necessary 

 
You will also be required, at some point, before you are allowed to leave the terminal, to show your 
passport and other documents as required by the country. Your passport will get stamped, showing the 
date you entered the country. Also, you need to have a written prescription for any drugs you are 
bringing into the country. 

Customs 
After you leave the plane, go at once to claim your checked baggage, and take all of it to the customs 
area. (For some countries, notably in Europe and others, there are no customs formalities. Simply go 
through the gate marked “nothing to declare.”) Place all luggage (including handbags, briefcases, and 
purses) on the customs counter. Unlock luggage to make customs checking easier and quicker. Follow 
the instructions of the customs officials and answer all questions. Patience is a great virtue when 
clearing customs in another country! 
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Returning to the States 
If you purchased a round-trip budget ticket in the States, you must book your return to the States at 
least 21 days in advance of the week you wish to travel. If you return by international flight, reconfirm 
your flight 72 hours prior to departure , checking the exact times. Make plans to be at the airport two to 
three hours before departure (ask your host missionary when will be an appropriate time to arrive at the 
airport).  
 
Most international airports charge a nominal tax when you leave the country. This is in addition to the 
price of your ticket. Some countries now charge what is usually called a customs fee, to help provide 
additional airport security. 
 
When you return to the States, a customs declaration will be given to you by the airline before you land. 
List all items (and their costs) returning with you that you purchased abroad. Each person is allowed 
$400 duty-free purchases. 

PASSPORTS 

A passport is a formal document issued by a government to its citizens officially establishing the 
bearer’s identity and nationality, and authorizing the bearer to travel outside and to return to his own 
country. U.S. citizens need a U.S. passport to depart or to enter the States as well as to enter most 
foreign countries.  
 
Passports are needed even for travel to Mexico and 
Canada. For many Caribbean countries, some Pacific 
islands, etc., a birth certificate or voter registration card 
is acceptable proof of U.S. citizenship and a passport is 
not required. However, a valid U.S. passport is the best 
travel document available, and with appropriate visas, is 
acceptable to all countries. It is much safer to have a 
passport for any travel outside the States because one 
never is able to anticipate what might transpire. 
Everyone who goes overseas to live must have a 
passport.  
 
Some countries will not allow you to clear immigration if 
your passport will expire in the next six months. If your 
passport is nearing expiration, contact your travel agent 
to be sure you will be able to enter your country of 
service. 
 
The passport is not valid until it has been signed by the person to whom it has been issued. 
Consulates may refuse to issue a visa in an unsigned passport. Do not sign someone else’s passport or 
let someone else sign yours. The only exception is for small children unable to sign their own names. 
Parents may sign for small children too young to know how to write yet. If the child can write his own 
name well, let them sign their own passport. Otherwise, a parent may put the child’s name on the blank 
and under it write “by father” or “by mother.” 
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Passports for Children 
A passport is valid for those 16 or older for ten years. The expiration date will be the day before the 
issue date, ten years later. For example, if the passport is issued January 10, 2012, it will expire January 
9, 2022. 
 
For those 15 or younger, a passport is valid for five years.  
 
If a new baby is expected about the time of departure to the field, the baby will need his or her own 
passport, including photos. Departure may be delayed while a passport is procured. The baby must 
have his or her own properly certified birth certificate in order to obtain a passport. Also, if the parents 
need visas, the baby almost certainly will also. The whole visa process may come at a halt until the baby 
has a passport.  

Applying for a Passport 
Passport application forms and information may be obtained from any clerk of federal or state courts of 
record, a judge or clerk of any probate court authorized by the U.S. government to process 
applications, a designated employee at certain post offices, or an agent at a passport agency.  
 
If you do not know where to get a passport in your area, start first with the local post office. They can 
probably tell you where the local passport office is located. Often it will be in the post office itself. Or try 
the following website: www.travel.state.gov.  

Documentation Required to Obtain a U.S. Passport 
1. Application form. Be sure to complete fully and carefully. Read all the instructions on the 

reverse of the form for details about how to apply, items needed, fee, photos, etc. 
2. Two photos. Follow carefully the instructions on the reverse of the form. 
3. Fee. 
4. Proof of U.S. citizenship. 

Documents Not Accepted 

 Social Security card. 

 Learner’s or temporary driver’s license. 

 Any type of credit card. 

 Any temporary or expired identity card or document. 

 Any document that has been altered or changed in any manner. 

Fee 
The ten-year passport for ages 16 or older is $100. The fee for the five-year passport for ages 15 or 
younger is $85.  

Two Types of Applications 
1. DS-11 is the form for those who have never had a passport, who have not had one recently, or 

who are under the age of 16. Instructions are on the reverse side of this form. 
2. DS-82 is the form for those who have had a passport issued within the last 12 years, who can 

submit the expired passport with the application, and who were aged 16 or above when the 
passport was received. In these cases the application can be made by mail to the passport 

http://www.travel.state.gov/
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agency. Address and instructions are shown on the reverse side of the application form. The 
passport renewal fee is $55. 

 
If you live near a passport agency, you may use the tan DS-11 and apply directly to the agency in 
person. Otherwise, the local passport office will send your application to the nearest agency by mail. 
The agency will issue the passport and mail it directly to you. If you apply through a local office, you will 
need to allow time for the passport application to be mailed to the agency and for the passport to come 
back to you. The minimum will be three weeks. In rush season, when travel is heavy, it can take much 
longer. It is best to ask your local office if you need to know the length of time it will take. 
 
Both kinds of forms are available from the same places as those which process the applications: the 
local post office, clerk of court, passport agency, or the like. 

Can Others Apply For or Pick Up My Passport? 
No one else can apply for your passport except for you (except parents or legal guardians for those 
under the age of 13). Applying on form DS-11 by mail, messenger, or other representative will not be 
accepted; you must apply in person. 
 
If you desire to authorize someone else to pick up your new passport at the agency, you must, under 
the Privacy Act, submit a letter of authorization to the person you want to receive it. Seal the letter of 
authorization in an inner envelope. Place this in an outside envelope addressed to the person (if you 
must mail it to someone) who is to pick up your newly issued passport. The inner letter must be 
addressed to the passport agency; the outer envelope can be addressed to the person.  

After You Get Your Passport 
Photocopy the important information from your passport and keep this in a different place than your 
passport. This is important, not just in case of loss or theft of the passport, but also because it is 
sometimes required for visa processing. Some consulates want only a photocopy of the passport 
information to begin visa processing. Only when the approval is received to issue the visa do they want 
to have the actual passport.  
 
The needed information is the page that gives your name, place and date of birth, and the date of issue 
and expiration of the passport. This is usually the inside of the first page of the passport, just opposite 
the photo. The photo page should also be photocopied because it will give information about where the 
passport was issued (at what place or by what agency). If the passport was issued in the States, the 
location of the agency will be stamped beside the photo; for example, “New Orleans” or “Houston.” If it 
was issued overseas, the stamp beside the photo will read “Foreign Service, United States of America.” 
Should this be the case, it is also necessary to photocopy the back of that page which shows the 
location of the consulate or embassy overseas that issued the passport. Be sure to copy the amended 
pages if there have been amendments to your passport. 

Rush Passport 
If you apply locally, ask the local office what they can do to rush the application. If you are willing to pay 
extra, they may possibly send the application to the agency by overnight mail and then have the agency 

Passport information online: http://travel.state.gov/passport/passport_1738.html. 

http://travel.state.gov/passport/passport_1738.html
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send the passports to you by overnight mail. This is probably the best that can be done. Be sure to ask 
how to pay for a rush passport. Paying with a personal check will usually slow it down because they may 
decide to wait to see if the check is good before doing the work. A money order is the preferable 
method of payment. 

Expired Passports 
Your expired or expiring passport should accompany your application for a new passport. The agency 
will write “canceled” or similar wording across the old one and return it to you with the new one. It is 
best to keep the old one in a safe, easily accessible location. 
 
If your passport expires while overseas, you will need to apply for it at the nearest United States 
embassy or consulate in the country where you are located. If you have a problem finding the location, 
start with the capital city of the country. The U.S. Embassy will always be in the capital city. The 
embassy can tell you if there is a U.S. consulate nearer to you than the embassy. If you have a problem 
finding the location of a U.S. consulate or the embassy, you may ask Missionary Services to assist you 
with that information. To apply overseas through the embassy or consulate, the process is basically the 
same as applying within the States. Obtain and complete the proper passport application form; and 
provide the photos, the expiring passport, and the fee. There is not a major difficulty in obtaining a 
passport overseas for most countries. 
 
It is not possible to mail your passport or your passport application form and photos to someone in the 
States to obtain a new passport for you unless you can fulfill the requirements on the mail-in 
application form. No one else can obtain a U.S. passport for you unless the application can be made by 
mail. This means that for children, new passports can only be obtained in the States. Be sure you can 
part with your current passport long enough to send it to the States for a new one. This is not to be 
done except in case of great need or emergency. 

Lost or Stolen Passports 
Keep your passport on your person at all times. Your passport is the most valuable document you will 
carry abroad. It confirms that you are a U.S. citizen. Guard it carefully. Its loss may cause you 
unnecessary travel complications as well as significant expense.  
 
If your passport is lost or stolen in the United States, report the loss or theft immediately to Passport 
Services, Correspondence Branch, Suite 510, 1111 19th Street NW, Washington, D.C., 20520, or to the 
nearest passport agency. Should your passport be lost or stolen overseas, report the loss immediately 
to the nearest U.S. embassy or consulate and to the local police authorities. If you can provide the 
authorities with the information contained in the passport, this will facilitate the issuance of a new 
passport. Therefore, keep the data in a separate place. To obtain a new passport you will need a 
certified birth certificate, the old passport number (if possible), two new photos, an application form, 
and a fee. For rush requests, also needed is proof that a rush passport is required such as tickets to 
depart the States right away or the like. 
 
The U.S. government will issue only a temporary passport to replace the one that is lost. The temporary 
one will be valid only a short time from a few months or up to a year. The passport agency will ask you 
(by letter) after a few months where the original passport is. You must return the temporary passport if 
the original passport shows up. If not, the temporary can eventually be extended to the normal ten 
years. 
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The main cause for losing a passport or having it stolen is carelessness. Do not pack your passport in 
your luggage or leave it in an empty hotel room. Carry it with you whenever possible. Do not have one 
family member carry all the passports for the entire family.  
 
Coat pockets, handbags, and hip pockets are particularly susceptible to theft. You can prevent a 
potential theft from occurring by carrying your belongings securely. Women should carry shoulder bags 
tucked under the arm and held securely by the strap. Men should put their wallets in their front trouser 
pockets or use money belts or money socks instead of hip pockets. Be especially cautious in a large 
crowd—in the subway, in a marketplace, at a festival, or in groups of children. Do not make it easy for 
thieves to pick your pocket. 
 
Do not use your passport as collateral for a loan, and do not lend it to anyone.  
 
Your passport is your best form of identification when you pick up mail overseas and check into hotels, 
embassies, and consulates. When you enter some countries or register at some hotels, you may be 
asked to fill out a police card listing your name, passport number, destination, local address, and reason 
for traveling. You may be required to leave your passport at the hotel reception desk overnight so it 
may be checked by local police officials. These are normal procedures required by local laws. Keep the 
number, date, and place of issue in a separate but safe place in case the passport is lost or stolen. If your 
passport is not returned the following morning, immediately report the impoundment to local police 
authorities and the nearest U.S. embassy or consulate. 
 
To illustrate, a passport once was stolen from an Assemblies of God minister who was on a tourist trip 
to Africa. He had to get a new passport and pay a fee. The fee was a deposit until he provided proof that 
the passport had indeed been stolen. This is to discourage persons from losing their passport through 
carelessness and reporting it stolen. In time the passport office returned this man’s check uncashed, 
stating that the actual theft of his passport had been verified. The fact that a passport has been stolen 
must be verified by a police report. 

 
Law enforcement records show that U.S. passports are being 
used for illegal entry into the United States and by criminals 
abroad seeking to establish another identity. This often causes 
embarrassment to innocent citizens whose names have been 
associated with illegal activities. To protect the integrity of the 
U.S. passport and the security of the person bearing it, the 
Bureau of Consular Affairs has found it necessary to take special 
precautions in processing lost passport cases. These precautions 
may involve some delay before a new passport is issued. 
 
If your U.S. passport is mutilated or altered in any way (other 
than changing the address and personal notification data), it may 
become invalid, causing much inconvenience and exposing 
yourself to possible prosecution under the law (section 1543 of 
Title 22 of the U.S. Code). Should you know about a mutilated or 
altered passport, turn the information in to a passport agency, 
authorized postal employees, or U.S. embassy/consulate offices 
abroad. 
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Amending a Passport 
If you have a name change either through marriage or other legal process, or if for any other reason you 
need an amendment to your passport (there will be only a very few people who will need an 
amendment), follow these steps: 
 

 Obtain an amendment form from your local passport office or from a passport agency or 
download the form from http://travel.state.gov. 

 Complete the required form and sign it in the presence of the clerk in the passport office. 

 For a name change or an extension of validity, no additional photos or fee are required. 

 If the amendment is because of marriage, the marriage certificate needs to accompany the 
request for the amendment. 

 If it is a legal change of name, submit proof of the legal change (i.e., a court order). There is no 
charge for this service unless you require expedited service. 

Birth Certificates for Passports 
Persons applying for passports or visas who do not have a proper birth certificate may encounter 
difficulties. There are several reasons the Immigration and Naturalization Service recognizes for the 
lack of a birth certificate: 
 

1. The birth was not recorded at all. It took place before the law was passed requiring all births to 
be recorded. See the back of the passport application form for items that can be submitted if no 
birth certificate is available. 

2. The birth was recorded, but only by the county in which it occurred and not by the state.  
a. If the birth certificate has not yet been recorded by the state, it needs to be sent to the 

Bureau of Vital Statistics at the state capital in which the birth occurred. Ask for a 
“state-certified birth certificate.” The post office may have a list of addresses, or you 
can check online sources. There is a fee, which varies from state to state. 

3. The birth was recorded by the county and by the state, but the parents were not given a copy of 
the actual recorded certificate. Instead they were given only a keepsake certificate, perhaps 
from the hospital. 

a. In this event, send what you do have to the proper office to obtain the proper 
document. To begin obtaining information concerning acquiring proper birth 
certificates, contact the county courthouse, the county department of health, etc.  

Passport Photos 
The instructions on the back of the passport application form DS-11 must be followed carefully when 
passport photos are made. Two photos of each applicant are required. One will remain at the passport 
agency; the other will be attached to the passport to identify you. These two photos must be identical, 
and they must be recent. They must be made on heat-resistant paper. The position of the head must be 
in exact accordance with U.S. government requirements. For these reasons, it is important that you 
choose someone to make the passport photos who knows and follows the rules established by the U.S. 
government. Currently, most photographers who make passport photos use the special Polaroid 
camera setup that will take two photos identically. These photographers will make the two passport 
photos on the correct type of paper, usually for less cost than studio photos. 

http://travel.state.gov/
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VISAS 

A visa received in the United States is usually rubber-stamped into your passport by officials of a foreign 
government. In a few cases it is a separate paper. The visa is what allows you to enter the foreign 
country issuing it. The visa states what is permitted and any restrictions. 
 
Some people who travel overseas will not need a visa. Some will need a tourist card instead of a visa; a 
few countries may require a work permit for those who will stay a year or more. Requirements 
concerning whether visas are needed or not, what kind, how long one can stay, and other regulations 
change constantly. So what is true today may not be true tomorrow. 
 
There are different types of visas and many different ways they work. Whether or not you need a visa 
and what type will depend on: 
 

 Your own country of citizenship (U.S. or other). 

 The country to which you are going and the length of time you will stay. 

 The government in power at the time you go and agreements or treaties with the U.S. 
government, if any. 

 Other varying and often unanticipated factors. 
 
Assemblies of God personnel and missionaries may only need a visitor’s visa or tourist visa. These are 
granted by a number of countries for persons staying only a few weeks or a few months. These do not 
usually take an exceptionally long time to obtain if all the requirements are in order. 
 
Visas are often in a foreign language. If you are required to have a visa and you obtain one but cannot 
read it, then find someone trustworthy who can translate it for you. You are responsible for knowing 
what the visa says and for complying with its provisions and restrictions. Failure to do so may mean 
delay in going to the country or difficulties at the border when you arrive. 

Tourist Card 
Some countries of Latin America permit entry on a tourist card. These are usually obtained at the 
airport when you board the plane that takes you into that Latin American country or at the airport 
when you arrive in the country. It is best to find out from your travel agent where you will get the tourist 
card and what is required, such as the number of photos to provide (if any), the fee, and what kind of 
identification may be needed. This way you will be prepared in advance if the country to which you are 
going does require a tourist card. 

Entry Visa 
Some countries require an entry visa. This visa usually requires the person to provide more documents 
and information. It may take longer to obtain and it may be referred to the country to which you are 
going. This means that the officials of that government in the States send a request to the officials of 
that country in its capital city and ask for approval before they will grant a visa for you. This can take 
weeks or months, depending on the country. 
 
For example, if you apply for a visa for Taiwan, the Taiwan office in the States requests an approval 
from Taipei. Our missionaries in Taiwan must go to the government office in Taipei and fill out forms. 
The Taipei office sends the approval to the office in the States, and they stamp the visa in your 
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passport. Then your passport is sent back to you. This process takes about two months from the time 
the office here gets all the items and has everything in order. This is called a referral for an entry visa. 
 
The above visa and tourist card for most countries only permits you to enter the country. They do not 
permit you to live there. After you arrive in the country you may be required to get a visa or a permit to 
enable you to live in that country. 

Residence Visa 
The visa that authorizes you to live in a country is called a residence visa. There are two basic types: 
 

 Temporary Residence—most countries grant this visa to persons staying one year or more or 
who are engaged in missionary or other service that does not fit the tourist or visitor category. 
The temporary residence visa for most countries is valid for one year and must be renewed each 
year for the following year. 

 Permanent Residence—this visa is usually valid for 5, 10, or 15 years or life, depending on the 
country. This means that you do not have to renew it during that period of time, and it gives 
more privileges of leaving the country, returning, etc., than the temporary residence visa. 
Missionaries who stay many years in a country may have a permanent residence visa, but 
missionary associates will have temporary residence visas or permits. 

Work Permit 
Very few countries require people to have work permits. These usually take a very long time and require 
many documents. 

Required Documents 
A number of countries require the person to bring or send in advance certain documents to apply for an 
entry permit, a residence visa, or a work permit. It is important to contact the missionary on the field far 
enough in advance to find out whether you need to bring photos and documents along, and if so, 
exactly what items are needed. The Missionary Services specialist can assist with the types of 
documents described below. 

Letter of Guarantee 
These letters provide evidence that the person is a member of the Assemblies of God, that the U.S. 
Assemblies of God is sponsoring them overseas, and that all their finances will come from the States. 
These letters are sometimes required for accompanying visa applications. Both those applied for in the 
States and overseas may require a letter of financial guarantee. Some countries require such a letter 
before the person can rent an apartment, turn on the utilities, or transact important business in the 
country. 

Letter of Donation 
This letter is similar in format to the letter of guarantee, but is used especially for customs clearance. 
Missionary associates usually do not need to be concerned about customs. Be aware that it exists, 
however, and that the Missionary Services office can provide them. One is sometimes necessary to take 
a computer, a video camera, or like object into a country. 
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Bank Letter 
Sometimes a person requests a letter stating they have sufficient finances. This letter may be best 
coming from a bank or the Assemblies of God Credit Union rather than from AGWM. Let the Missionary 
Services office know should you need one of these. 

Personal Documents 
Some countries require you to show personal documents such as marriage certificate, birth certificate, 
letter showing you have never had a police record, letter showing you are medically in good health, and 
other like documents. You may be required to show these either in the States or overseas, in both 
locations, or not at all. It all depends on the country to which you are going. 

Legal Documents 
Missionary Services in the AGWM provides powers-of-attorney and other legal documents for certain 
missionaries for purchase and sale of property, function of Bible school, etc., overseas. Missionary 
associates usually do not need these. 

VACCINATIONS 

For some overseas countries, vaccinations and medications are not needed any more than they would 
be for travel in the United States. This is true, for example, of many countries in Europe. 
 
Some countries have health problems where medications are required for good health. Among these 
are areas that have malaria, hepatitis, typhoid, etc. Be sure to ask missionaries on or from the field for 
information and recommendations as to medication. AGWM HealthCare Ministries can give 
information concerning medications needed for the different countries, if any. Their phone number is 
(417) 866-6311. 

Required Vaccinations for Visas 
Requirements are established by various countries’ 
governments. They are subject to change without notice and are 
mandatory for entry into the country. Many countries do not 
have any vaccination or medication requirements. Brazil in 
certain instances may require polio vaccination. Some countries 
require proof that you are not HIV-positive. Some want a 
doctor’s report of good health for the visa application. Some 
require a medical examination as part of the visa process.  
 
Requirements for entering a country or for a visa may be 
different from International Health Organization information 
given out at the local health office or from your doctor. However, 
if it is a required vaccination or medication, then you must have 
it regardless of what your doctor recommends. You cannot get 
into the country without it. 

Yellow Fever Vaccination 
1. Some countries require proof of up-to-date yellow fever vaccinations in the United States 

before one leaves in order to obtain a visa. 
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2. Some countries do not require yellow fever vaccinations for a visa, but do require them to enter 
the country. This means that when you arrive at the airport in the country of your assignment, if 
that country requires a vaccination before you can enter and you cannot show proof that you 
have an up-to-date vaccination, the country can: 
a. Refuse to let you enter. You have to go to some other country that does not require 

vaccination to enter or return to the States. 
b. Give you a shot at the airport (with possible increased risk of hepatitis from the needle) and 

let you enter. 
c. Keep you in quarantine at the airport until they can give you a shot and be sure it takes. 

3. Some countries’ governments do not require yellow fever vaccinations to enter or for a visa but 
do recommend or even highly recommend one.  

4. Only a very few countries in the world today require any vaccination besides yellow fever. There 
are countries that do not require yellow fever and or vaccinations if you enter directly from the 
United States. But if you enter via some other country, then you may have to show proof of 
yellow fever vaccination before you will be allowed to enter the country. 

Proof of Vaccination 
Vaccinations that are required either to obtain a visa or to enter the country must be entered in a 
booklet that is approved by the United States and other governments. The one issued by the World 
Health Organization (WHO), printed in the United States by the Government Printing Office in 
Washington, D.C., is accepted by all members of the United Nations. It is available from county health 
departments or the equivalent thereof. Some travel services may have them. It is a yellow booklet 
entitled International Certificate of Vaccination, but more commonly called “the yellow shot book” or 
the shot card. 
 
Required vaccinations must be entered in this yellow booklet by the doctor or medical authority giving 
the shots. The yellow booklet must then be taken to the County Health Department to be validated (to 
prove that the medical authority giving the vaccinations is legally authorized to do so). Only after this is 
done is the yellow booklet ready either to be sent along with application forms for the visa, ready to be 
taken overseas to show on arrival at the country, or both. 
 
If you must have a vaccination recorded in the yellow shot book in order to obtain a visa in the States or 
to enter the country, or both, you will be asked to provide both the passport and yellow shot book and 
to sign application forms and provide other items for the visa. You will also need to take the passport 
and the shot book on the plane with you to show when you leave the airplane overseas to enter the 
country of your assignment. Do not pack it in your luggage. 
 
Whether or not the yellow shot book must be sent with the passports and visa application forms in the 
States, it must always be taken overseas to show when one arrives at the country if that country 
requires vaccinations for entry. Sometimes the country officials only spot check, but if the shot or shots 
are required, one must always take the shot booklet overseas in case it should be asked for. 
 
Be sure to read the instructions inside the yellow shot booklet before you proceed to get the 
inoculations. 
 
The only vaccinations you are required to enter into the yellow shot booklet are those required either 
for visa or to enter the country or both (probably only yellow fever), depending on the country. 
However, a place is provided inside the booklet for recording other vaccinations and medications if you 
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desire, such as typhoid, hepatitis, etc. It is handy to have all the medical information together in this 
one little booklet so you remember when you had each vaccination, what kind of medication you 
obtained, etc. You may always ask for one of the little booklets just to record your medications and 
vaccinations in for reference, even though nothing is required by the government of the destination 
country. There is also a place to list your eyeglass prescription and a place to list your physician’s name, 
address, and phone number. This is especially helpful should you become ill en route. 

More Information 
Please note that neither AGWM Missionary Services nor Personnel and Member Care are qualified to 
assist in family medical matters on what might be preferable, though not required, for travel to your 
destination country. For information of this nature, including malaria and typhoid medication 
information and the countries where this vaccination is needed, plus other general information, please 
contact the missionary in the country of your assignment or the following AGWM office: 
 

Medical Processing  
HealthCare Ministries 
521 West Lynn Street 
Springfield, MO 65802 
Phone: (417) 862-2781, Ext. 3453 

 
Contact your county health office. There are times when the health department has the better 
information regarding current medical conditions in a country. 

MEDICAL INSURANCE 

Missionary Services is responsible for assisting missionary associates with medical insurance. The 
missionary associate insurance specialist will make certain you are insured and set up a transfer from 
your (00) to pay your premiums monthly. The medical insurance premium is accumulated to taxable 
income each month.  
 
All missionary associates going on an assignment are required to have medical insurance through 
AGWM in order to be released for their field of assignment. Funds to cover insurance costs will be 
withheld from your AGWM account each month. 
 
You will receive a packet of insurance information prior to your departure. It will include an enrollment 
form, claimant statement, beneficiary forms, and basic information necessary to process your 
insurance. Once you receive this packet, please review the information and return the necessary 
documents to the missionary associate insurance specialist as soon as possible. 

 
Missionary associate insurance can begin the first day of your departure. Your sign-up sheet and 
enrollment form must be received by the 24th day of the previous month to add you to the policy on 
the first day of your departure. It is important that you contact the missionary associate insurance 
specialist when your travel plans are finalized. At that point, your insurance coverage will be confirmed. 

Missionary associates will not receive insurance clearance  

until the enrollment form is completed. 



27 | P a g e  

 
The premium for medical insurance coverage for a given month will be paid to International Medical 
Group (IMG) from AGWM the previous month and show on that month’s statement. For example, the 
premium for medical insurance coverage January 1–31 will be paid to IMG in the month of December 
and show on the December 31 statement, which is sent out in January. 

Claims 
AGWM is not responsible for processing and paying claims. Claims should be filled out within 90 days of 
the date of service and sent directly to the insurance company’s claim department. Keep a copy of the 
claim/receipts for your records.  
 
If you have questions regarding your claim, contact the insurance claims office directly, allowing 
sufficient time for claims to be processed before making inquiries. To check the status of a claim in 
question, have the following information available: 
 

Name of doctor/hospital where services were performed 
Date of service 
Amount of claim 
Your ID number, which is your AGWM account number 
Date claim was filed 
Group number MPI0000045873 

 
If you still need information after you have spoken to the IMG insurance agent, please feel free to 
contact the missionary associate insurance specialist. 

Claims Department 
International Medical Group 
2960 North Meridian Street 
Indianapolis, IN 46208 
1-800-628-4664 (in U.S.) 
1-317-655-4500 (outside U.S.) 
Fax: 1-317-655-4505 
E-Mail: insurance@imglobal.com  
Website: www.imglobal.com  

Specialty Assist 
ID: 7422 
Policy Number: PUSNA0800947 
London: +44 20 7902 7149 
Londan Fax: +44 20 7928 4748 
U.S.: 215-489-3785 
U.S. Fax: 215-489-8525 
Email: operations@specialty-assist.com 
 
  

mailto:insurance@imglobal.com
http://www.imglobal.com/
mailto:operations@specialty-assist.com
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FINANCIAL INFORMATION 

OWNERSHIP OF MISSIONS FUNDS 

Assemblies of God World Missions realizes that all money given for missions has come as God has 
prospered His people and enabled and instructed them to give to His work. This knowledge places a 
great responsibility upon AGWM and each missionary to maintain proper and conscientious 
stewardship both to the Lord and also to the donor for the use of contributed funds. 
 
The Internal Revenue Service (IRS), under whose tax-exempt status AGWM operates, sets forth specific 
laws regarding the ownership of funds donated to any charitable organization. These laws state that 
when a donor makes a donation of personal funds or goods-in-kind and receives a tax-deductible 
receipt from AGWM, the ownership of funds transfers from the donor to AGWM rather than to the 
missionary or project designated by the donor. If ownership of the funds passed to the individual 
missionary, the donor would not be entitled to a tax-deductible receipt.  
 
While donors may suggest a designated use for funds, the organization must accept accountability for 
their proper use. AGWM must maintain administrative control over contributed funds and be able to 
give account to the IRS for the use of said funds in achieving the objectives of the mission. In practice, 
AGWM honors the designations of the donor if the missionary or project has organizational relationship 
and administrative accountability with AGWM. Otherwise, offerings are returned to the donor. 
 
A missionary is appointed under the auspices of AGWM for the purpose of doing missionary work as 
directed by AGWM. Therefore, as an agent for AGWM, all funds received by a missionary as a direct or 
indirect result of missions activities become the property of the sending organization. Any failure to 
report these funds or any unauthorized use of these funds would constitute criminal embezzlement. 
 
Exceptions to the above policy on ownership of funds are personal gifts from family members for 
Christmas, birthdays, anniversaries, etc., called special-personal offerings, which may be designated by 
the donor and received by the missionary as part of the personal allowance structure up to reasonable 
maximums set by AGWM. These offerings are taxable and must also be reported to AGWM. All 
donations from churches are taxable and are to be reported to AGWM. 
 
It is important to recognize that a church that issues tax receipts to its donors cannot legally contribute 
to a missionary or his or her work unless one of three conditions is met: 
 

 The church passes responsibility for administrative control to AGWM. This is done by our 
receipting process. 

 The church maintains administrative control of the funds if it does not receive an official 
General Council receipt. Most churches are not able to do this. 

 The church considers the contributions as taxable income to the missionary and reports to the 
IRS as required. 

 
AGWM policies and procedures in this area have been carefully established to conform to all the laws 
that affect the missionary, AGWM, and the local church. Any divergence from these policies and 
procedures can compromise our position or that of our supporting churches. 
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YOUR BUDGET 

Missionary associates are responsible for the finances needed to cover travel and living expenses during 
their assignment. These funds come from your home church, relatives, friends, or personal funds. 
Missionary associates are only allowed to itinerate from church to church in accordance with district 
policy. Documentation of this permission from your district office must be on file at AGWM. You may, 
upon invitation, present your needs in churches of friends and relatives. 
 
Missionary associates should not have any large financial obligations (such as school debts). If you have 
such an obligation, be sure to discuss it with your MA/MAPS application specialist. 
 
A budget will be prepared for you by the AGWM budget coordinator. Budgets are based on information 
received from your supervising missionary, your marital status, and other expenses related to your 
assignment.  
 
The amount of funds you need to raise before you will be cleared to go to your field of assignment will 
be in two parts:  
 

1. A monthly budget. 
2. A cash budget.  

Monthly Expense Budget (Commitments) 
The monthly budget comes from obtaining monthly commitments (such as faith promises) from your 
friends, family, and local church. You are allotted  12 months if you are single or 24 months if you are a 
married couple to raise your monthly support. This budget will be established for you by the missionary 
to whom you are assigned and will be based on expenses related to the country of assignment. The 
monthly budget includes a monthly living allowance, housing allowance, transportation allowance, 
health insurance, personal property insurance, and a 5-percent contribution to the General Emergency 
Fund.  
 
Specific monthly commitment budget items are detailed here: 

A. Personal Allowance Monthly (taxable) 
This is a standard amount from which you will purchase your personal items such as food, 
clothing, phone bill, entertainment, other personal expenses, and tithes; 15.3% will be deducted 
from this amount for self-employment tax liability, if you elect that option. 

B. Cost-of-Living Adjustment (taxable) 
This is an adjustment to give missionaries living in high-cost areas buying power comparable to 
the States. Missionaries with the same or less than the U.S. median of 100 will not receive any 
COL adjustment because most things cost the same or less in their country. AGWM does not go 
lower than 100 on the index. 

C. Housing Allowance (taxable) 
This amount determined by your supervising missionary includes actual rent expenses and 
estimated utilities expenses. This amount is increased by 15.3% so that after taxes there will be 
sufficient funds to cover actual costs. 
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D. Transportation Allowance (taxable) 
This amount is suggested by your supervising missionary 
to cover your monthly work-related traveling expenses, 
whether by car, bus, train, taxi, or other mode of travel. 

E. Internet Service Provider Fees (taxable) 
This is a standard amount of $25. 

F. Total Monthly Check 
The total of A through E above.  

G. Foreign Tax Fund 
This is a standard amount of $2. This standard amount is 
to assist those serving in countries that require foreign 
tax payments. 

H. Medical Insurance/Health Premium 
This standard amount is based on the enrollment form you completed and sent to the AGWM 
insurance representative. Social Security assistance will be 15% (rounded, taxable). 

I. Insurance of Household Equipment (Personal Property Insurance) 
Standard amount with Adams & Associates Insurance—required. 

J. Contingency for Future Inflation 
This is 6% of your total budget and is placed only on terms exceeding one year. This amount is 
built into your budget as a cushion for inflation and unexpected costs. 

K. Administration Fund 
This 5% administrative cost is taken from all cash receipts/offerings. All missionary personnel 
are affected by the 5% administrative fee. 

Cash Budget (Once-a-Term Expenses) 
A cash budget will also be established to include your travel to and from the field, excess baggage, Pre-
Field Orientation, newsletters, and any additional expenses for which you have been approved. Such 
expenses should be approved by the missionary to whom you are assigned and the area director. 
 

Travel To and From Field—The amount raised for travel home will be transferred from class 
(00) to class (73) to be held for that purpose. 
 
Excess Baggage—If the funds are in your account, excess baggage allowances can be applied 
to your return to the United States: 
 

$600—Single 
$1,000—Couple with no children 
$1,500—Couple with children 
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The following policies cover expenses that may be included in your cash budget if approved. 
 

Children’s Schooling—Children’s schooling materials may be paid from class (00) if the 
missionary associate will be on the field for one year or more and has raised the funds. Payment 
of these expenses is taxable income to the parent. 
 
Equipment—All equipment must have the approval of the missionary to whom you are 
assigned and the area director. Equipment purchases are ADP (As Designations Permit).  
 
Shipping Charges—Missionary associates are not allowed shipping charges. Any exception to 
this rule will need prior AGWM approval. Do not plan to ship until you have communicated with 
the Missionary Services manager. 
 
Travel to Area Retreats—Missionary associates will be allowed to attend area retreats with 
expenses reimbursed on an ADP basis. All travel advances will need prior approval from the 
missionary to whom you are assigned and the area director. 
 
Luggage/Wardrobe—The purchase of luggage/suitcases or wardrobe is not covered in the 
budget. 
 

At the top of your budget sheet is some general information. The only items that might not be self-
explanatory are the family weight and cost-of-living numbers: 
 

FAM. WT. (family weight) is a percentage used by AGWM, based on the number of people in 
your family, to determine the cost-of-living adjustment. 
 
COL (Cost of Living) is the cost-of-living index for the country in which you will be residing. The 
index is referenced at the time your budget is prepared. Your salary will include this COL 
adjustment for your entire assignment. 

 
You’ll note that several budget items are taxable. As a self-employed person you can choose to have 
AGWM deduct estimated self-employment tax from your allowance, or you can choose to make your 
own estimated tax payments. The approval packet will have a required form for you to indicate your 
choice. 
 
Specific cash budget items are noted here: 

A. Rent and Utilities Deposits (taxable) 
This amount is usually two months of your housing allowance unless specified otherwise by 
your missionary. This amount is increased by 15.3% so that after taxes there will be sufficient 
funds to cover actual costs. 

B. Fares To the Field 
This is an educated guess as to how much your tickets will cost. The estimate made per ticket is 
usually high. 
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C. Fares From the Field 
The amount of your fares from the field will be transferred to class (73) in your account to cover 
your return to the States.  

D. Visas, Physicals, Immunization and Traveling Misc. 
This is an estimated amount of $1,000 per adult and $500 per child (under 12) to cover expenses 
for visa applications, shots, physicals, and other requirements and documents necessary to 
obtain a visa. 

E. Excess Baggage 
This is to cover your extra baggage to the field. These are maximum amounts set by policy. The 
amounts are $600 for singles, $1,000 for couples, and $1,500 for families. Note: the same 
maximum applies for your return to the States if the funds are in your AGWM account. 

F. Pre-Field Orientation 
This amount is an estimate of orientation expenses including travel to Springfield, registration, 
lodging, and meals. 

G. Promotions 
This $500 allowance covers newsletters, postage, prayer cards, and other promotional 
expenses.  

H. 1st Month’s Field Allowance (taxable) 
A one-month allowance advance is given to you when you leave for the field to assist with your 
initial arrival until monthly disbursements begin. This amount includes personal allowance, 
housing allowance, transportation, cost of living and internet. 

YOUR AGWM ACCOUNT 

When the World Missions Executive Committee gives final approval, each missionary associate unit 
(couple or single) is assigned an individual account number. This account number must be used on all 
offerings and support moneys coming into AGWM for you. Your account number is set up on the same 
system used for missionaries. Computer printouts of your account and related disbursement checks are 
processed on a monthly basis. 
 
After the account number is assigned, offerings and contributions may be sent in for your support. 
Those who send offerings to AGWM will receive tax-deductible receipts from the General Council. A 
letter will be sent after receiving the first commitment form from an individual or church. With the first 
receipt, each contributor will receive a return-addressed envelope and remittance form to be used with 
the next contribution. Churches will receive world ministries credit for their contributions. 
 
Checks and money orders should be made payable to AGWM. Your name and account number should 
appear on each check. Checks you receive direct, that are payable to you, can still be processed through 
your AGWM account. You can send the check in to AGWM. Please do not endorse the back of the 
check; AGWM will deposit your check on your behalf. 
 
If you send a personal check, please be sure to attach a list of all donors, their current address and the 
amount of their offering. This will ensure that the donor receives proper credit. 
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Monthly Commitment Form 
The missionary associate monthly commitment form supplies information for us to enter monthly 
commitments or one-time-only cash offerings into your account.  
 
We will supply as many of these forms as you need to use in your fund-raising, or you can download it 
from http://www.worldmissions.ag.org/downloads/PDF/commit_form_ma.pdf. Please do not create 
your own; several people handle this form, so it is important to maintain consistency. Donors may 
complete an online form at http://www.worldmissions.ag.org/agwm_commit_form.cfm.  
 
Proper completion of the form will speed up the recording process. Please help us by checking the 
following items (explained on the next page): 
 
 
 
  

2

 

1

 

3

 

5

 

4

 

9

 

8

 

6

 

7

 

http://www.worldmissions.ag.org/downloads/PDF/commit_form_ma.pdf
http://www.worldmissions.ag.org/agwm_commit_form.cfm
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1. The 6 or 7-digit account number for the church or individual, if known. This will expedite our 
posting of your commitment. 

2. Indicate the nature of the donation by checking the appropriate box. For a commitment, check 
“New Monthly Commitment” and enter the amount on section 4 of the form. When making a 
one-time-only donation, include the amount on the line provided. 

3. Name and mailing address of the contributing organization or person. We must have complete 
names and addresses of your donors. 

4. Per-month amount noted here if it is a monthly commitment. 
5. You, the missionary associate, should fill out your name, field, and account number prior to 

distribution. 
6. If the donor is a church, please include the district name. 
7. Make sure donors check this box if they do not want to receive promotional mail from the 

Assemblies of God. 
8. Enter the phone number of donor or church. 
9. Signature of the person authorizing commitment. Please include the date. 

 

Administrative Deduction 
Assemblies of God World Missions deducts 5 percent from all offerings and contributions that come 
through your account with the exception of Christmas and special-personal offerings. This is applied 
against administrative costs. This percentage is also deducted from direct offerings. 

Special-Personal Offerings 
A special-personal offering is a contribution (class 09) made specifically designated for a personal 
reason, such as a Christmas or birthday gift. Special-personal offerings may not be solicited.   
Once a missionary associate has departed for the field, they may receive special-personal 
offerings. While they are itinerating, they will be applied toward their (00). 
 
A single missionary associate can receive a maximum of $10,200 during the year in special-personal 
offerings. A couple may receive up to $12,000. This maximum figure will appear at the bottom of your 
statement each month (see #20 on the sample AGWM Disbursement Statement). Please do not 
interpret this as actual moneys in your account! 

Information for Monthly Supporters

They can mail, fax, e-mail, submit online, or phone in their monthly 
commitment information to AGWM. 

For online contributions and payments by credit card, go to 
http://ag.org/top/contributions/. 

Sending the first offering with the commitment form is preferred.

http://ag.org/top/contributions/
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These offerings accumulate as taxable income; however, estimated self-employment tax is not 
deducted by the computer-generated deduction. Also, the 5 percent administrative cost is not 
deducted. 

Given-Direct Offerings 
Offerings given directly to you by a church or an individual are given-direct offerings. If churches or 
individuals want Assemblies of God Total Giving credit for their offering given directly to you, send a 
letter or itineration receipt to AGWM to the attention of your Financial Services regional accountant. 
(Assemblies of God Total Giving involves the General Council of the Assemblies of God and the church.) 
Include the following information: 
 

 The name of the church or individual. 

 Full mailing address. 

 The amount given to you. 

 An explanation of how you spent the funds. Attach receipts related to travel and/or shipping. 
 
When you receive money by given-direct and want to send the check to be deposited to your AGWM 
account, do not endorse the check with your signature.  Instead, write  your account number on the 
memo line of the check.  
 
All offerings should be channeled through your AGWM account unless: 
 

 You are ready to leave for the field and need some funds to take with you. 

 You are buying your own travel ticket. 

 You are paying personally for shipping charges. 
 
All given-direct offerings must be reported to AGWM no later than December 24 of each year in order 
for the donor to receive credit in that year. No exceptions can be made. 
 
Since these offerings are processed through your AGWM account in the same way as other offerings 
received for you, the 5 percent administrative cost is still deducted from your account. The tax-
deductible receipts involve the IRS. Please read “Ownership of Missions Funds” at the beginning of this 
section. This will explain the policy set forth by IRS relative to offerings receipted by The General 
Council of the Assemblies of God. 
 
You should be aware that offerings sent to World Missions to be deposited to your AGWM account do 
not actually come to the desk of your Financial Services regional accountant. All mail is received, 
opened, and deposited by the Assemblies of God national office department of Central Mail. Another 
department then codes your offering to your AGWM account. It takes five to ten days for this 
information to be available on computer. The first knowledge of an offering coming in for you is on the 
monthly printout of cash receipts. 

Monthly Disbursement Checks 

Assemblies of God Credit Union 
Each missionary associate is asked to open an account at the Assemblies of God Credit Union (AGCU) in 
Springfield, Missouri. When you have been given final clearance for the field by the Mobilization 



36 | P a g e  

Department, you will begin receiving a monthly disbursement from your AGWM account that will be 
direct-deposited to your credit union account. The credit union is a full-service financial institution and 
offers online banking and BillPay as well as other services to make your banking convenient. It also 
offers an overdraft protection plan (line of credit) upon request.  
 
Please understand that your AGWM account and your Assemblies of God Credit Union account are two 
different accounts. All contributions should be sent to your AGWM account. Consequently, your 
AGWM account number is what you give to your contributors. The AGCU account is your own personal 
account. You may put your own funds into this credit union account, if you would like, but do not send 
personal funds to your AGWM account. Because your AGCU account is separate, it is your responsibility 
to give the credit union your change of address when you leave for assignment and when you return 
home. 
 
To open your account, visit www.AGCU.org and follow the steps to open the account online. The credit 
union will notify you when the account is open. They will also send temporary checks, if ordered, for 
you to use until your official checks have been printed. Direct any questions related to opening your 
account or other services offered by AGCU to world@agcu.org or 866-508-AGCU (2428). 

Your Monthly Disbursement 
The amount established as your monthly budget includes the amount of your monthly disbursement. 
This amount is identified as the “Total Check per Month” on your budget. Regular month-end 
disbursements are processed by your Financial Services regional accountant. It would be a good idea 
for you to contact that person prior to your departure to be sure your monthly disbursement has been 
set up.  
 
The deposit to your credit union account will be made around the 10th or 12th day of each month. At 
the end of the calendar year, your disbursement in January may not be deposited until the 15th or later 
due to year-end closing processes. You will need to prepare to have enough funds on hand to cover 
expenses until the deposit is made. 
 
If you receive contributions in excess of your monthly disbursement checks, the funds will be held in 
your AGWM account for future disbursements. It is always good to build up extra funds in your AGWM 
account in case contributors fail to send in their support some month. This will help ensure adequate 
funds for your monthly disbursement. If funds are short one month, AGWM does not automatically 
make up the difference the next month. It must be requested. 
 
Disbursement amounts for living expenses are accumulated each month toward your taxable income 
for the year, and this amount is always shown on the statement (No. 29 on the sample AGWM 
Disbursement Statement). 

ADP Basis for Disbursements 
All disbursements from the missionary associate’s AGWM account are made on an ADP (as 
designations permit) basis. Don’t take it for granted that a certain amount will be put into your 
account—wait and see! If circumstances are such that you cannot wait to receive your statement before 
knowing the amount deposited, you may call the AGCU at 866-508-AGCU (2428). 
 
A missionary associate is not authorized to spend beyond the funds in his or her AGWM account and 
should consider curtailing or discontinuing expenses that continue to create an overdraft. Any 

http://www.agcu.org/
mailto:world@agcu.org
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exception will require approval of the World Missions Executive Committee as an exception to normal 
policy.  
 
Do not ask for a special check to be processed unless it is an unavoidable emergency. A special check 
requires special handling by at least ten AGWM and General Council employees. The special handling 
required for special checks takes time away from processing your normal requests—disbursements, 
given-direct credit reports, etc. Special checks are written only on Wednesdays. 

Monthly Closing Date for Disbursements 
Mail and/or telephone requests received in AGWM Financial Services by the 24th day of the month will 
be processed for the month-end disbursement (check to be deposited on the 10th day of the next 
month). For example, funds requested by January 24 will be included in the February 10 check. Funds 
requested January 25 and after will be included in the March 10 check. 

 

ABOUT YOUR MONTHLY STATEMENTS 

Each month a summary of your AGWM disbursement statement and cash receipts will be prepared. 
Your monthly statement should reach you by the 10th of each month by e-mail and will update you on 
your financial status. It will explain the transactions in your AGWM account during the previous month 
and the cash receipts received.  
 
Information included on the statement is for the previous month. Therefore, it is important to have 
your monthly commitments and offerings come into AGWM the month before your departure to the 
field. 
 
Monthly statements are sent to your secure e-mail address after disbursements have been made each 
month. E-mail access instructions are provided in the final section of this handbook.  
 
A sample of both printouts, with explanation, is included later in this section. (See “How To Read Your 
AGWM Disbursement Statement” and “How To Read Your Cash Receipts Printout.”) A list of 
classification codes and list of abbreviations used on your printouts are also included for your 
convenience in reading your monthly statement.  
 
All support, whether one-time cash offerings or monthly commitments, take approximately ten days to 
process from the time of receipt. Due to this, AGWM records may be different from your records. 
 
NOTE: The “Cash Receipts” portion of your statement does not differentiate cash offerings from 
monthly commitments. However, the commitment amounts will be repeated month after month. New 
commitments received for the month will be listed under “new and renewed commitments received 
this month.” However, this category is only for commitments received for that particular month. This is 
not a complete list. 
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Codes Used On Your Statements 

Classes Used on Statements 
(00) Work support/living allowance 
(05) Social Security taxes 
(08) Non-receiptable 
(09) Special personal and/or Christmas 
(42) Medical insurance holding 
(48) Excess cash holding to be converted to monthly support 
(73) Travel home from field 

Accumulation Codes 
(80) Taxable income 
(81) Children’s schooling 
(92) Special personal offerings 
(88) Other taxable income 

Abbreviation Codes 
ACCT Account 
INS Insurance 
ALLOW Allowance 
JE Journal Entry 
ADJ Adjustment 
LTR Letter 
ADP As Designations Permit 
OD Overdraft 
BAL Balance 
OFF Offering 
BLDG Building 
OTO One Time Only 
BS Bible School 
PYMT Payment 
CK Check 
PERS Personal 
CONF Conference 

QTR Quarter 
CONV Convention 
REC Receive 
DED Deduction 
REF Reference 
DISB Disburse 
REQ Request 
DIST District 
STD Standard 
EQ Equipment 
STMT Statement 
EXP Expense 
TBC To Be Canceled 
FDS Funds 
TRANS Transfer 
FLD Field 
WK Work 



AGWM DISBURSEMENT STATEMENT 

Sample 
 
AGWM DISBURSEMENT STATEMENT 
09/08/2011 [1]      BROWN, SNOOPY [2]     MP 293500 5 [3] AUG 31, 2011 [4]  PAGE   624 
59-NORTHERN ASIA SW 402 W MT VERNON 381      001416004001000 FIELD ALLOW EFF 10-31-10 
  -                 NIXA, MO 65714                           DUE HOME 7-31-12    [5] 
  -                                                          ASSIGNED TO J BOOK 
  -                                                          1 YR NO ASIA/9 MOS EXT 
 
         DESCRIPTION                   CL FOR    INFO   EXPENSE   INCOME   BALANCE 
------------------------------------------------------------------------------------ 
00-BEGINNING BALANCE WORK SUPPORT                                         26013.69 [6] 
00             CASH RECEIPTS                                      2990.00 [7] 
00 TRANS IN  BROWN< CHARLIE         00 
   S BROWN PLEDGE        25.00 
00 TRANS OUT TO EMERGENCY FUND          00              149.50  [8] 
00 TRANS OUT PERSONAL PROPERTY INS US35 20               10.00  [9] (80) 
00 TRANS OUT FOREIGN TAX FUND      US69 48                2.00 [10] 
00 TRANS OUT AGWM ADMIN MEDICAL IN US74 00              635.00 [11] (80) 
00 TRANS OUT PERS EXP SS ASSISTANC AS37 00               95.00 [12] (80) 
00 TRANS OUT (42) HOLD 1 MO MEDICAL     42 
   INSURANCE PER POLICY            UO77                 635.00 [13] 
00 DISBUR TO MISSIONARY LIVING ALLOW    00     2365.00         [14](80) 
             9-$2365.00             AS01 
   DEDUCT TO PERS EXP SS TAX PAYMENT    00              361.85 [15] 
   DEDUCT TO AGWM OFFICE EXPENSE  00              118.00 [16] 
             DISBURSEMENT               **             1885.15 [17] 
                                                     ---------- -------------------- 
00-CLASS ENDING BALANCE WORK SUPPORT                   3256.50    3015.00 25672.19 [18] 
                                                     ---------- -------------------- 
.................................................................................... 
 
05_BEGINNING BALANCE PERSONAL                                              1370.55 
05 TRANS IN  BROWN, SNOOPY              00                         361.85 
             PERS EXP SS TAX PAYMENT 
05 TRANS IN BROWN, SNOOPY   00    95.00 
             Pers EXP SS ASSISTANC AS37 
05-CLASS ENDING BALANCE PERSONAL                                           1827.40 [19] 
.................................................................................... 
 
09               CASH RECEIPT                                      25.00 
09 DISBUR TO MISSIONARY SPECIAL         09   25.00 
             PERSONAL OFFERING    7US40 
             DISBURSEMENT               **               25.00 
09 CLASS ENDING BALANCE CHRISTMAS/SPECIAL                                      .00 [20] 
.................................................................................... 
 
42-BEGINNING BALANCE BIBLE SCHOOL                                              .00 
   HOLD 1 MO MEDICAL PREMIUM 
   TRANS IN BROWN SNOOPY                00                        635.00 
42-CLASS ENDING BALANCE BIBLE SCHOOL                                        635.00 [21] 
.................................................................................... 
 
73-BEGINNING BALANCE FURLOUGH FARE                                          727.27 
73-CLASS ENDING BALANCE FURLOUGH FARE                                       727.27 [22] 
.................................................................................... 
   PAYEE     CREDIT UNION [23]         U             BANK ACCT NO XXXXXXXXX        [24] 
                                                         ** TOTAL CHECK     241.39 [25] 
   ADP TRANSACTIONS NOT MADE 
 
   ACCUMULATIONS                                        TO DATE   MAXIMUM  OVER MAX 
   92     SPECIAL OFFERINGS                  YEAR        200.00         10200 [26]        
   80     NET PER ALLOW BEFORE DED           YEAR       2360.00           [27] 
   96     PRINTED DEPUTATIONAL MATERIALS     FURLO                 500.00 [28] 
 
   INFORMATION 
**  TWO STARS INDICATE AMOUNTS INCLUDED IN DISBURSEMENT CHECK. 
TOTAL TAXABLE INCOME FOR CALENDAR YEAR               2360.00 [29] 
COMMITMENT GOAL                                       478.00 [30] 
COMMITMENTS RAISED                                    395.00 [31] 
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How to Read Your AGWM Disbursement Statement 
[1] Date the statement was printed. 
[2] Missionary associate’s name and address. 
[3] Missionary associate’s account number. 
[4] Closing date for the statement. 
[5] Personal information relevant to the financial specialist in processing your finances. 
[6] Beginning balance in your AGWM work account. Remember that your work account is entirely 

separate from your credit union bank account. 
[7] Total of cash receipts received into your AGWM work account class (00) during the month. This 

amount corresponds with #7 on the cash receipt printout. (Remember that a cash receipt and a 
monthly commitment are not the same thing. A cash receipt may have been received as part of a 
monthly promised commitment, but it doesn’t have to be. You may receive cash receipts from 
individuals who have not signed a commitment form for you.) 

[8] Transfer from your work account to the general emergency fund for 5 percent of total cash 
receipts in class (00). 

[9] Transfer from your work account for Personal Property Insurance, $10 (taxable). 
[10] Transfer from your work account for Foreign Tax Fund, $2. 
[11] Transfer from your work account to the Insurance Fund for personal insurance (taxable). 
[12] Transfer from your work account to class (05) Social Security, to be sent to IRS quarterly. 
[13] Transfer from your work account to class (42) to be held in reserve for the last month’s insurance 

premium payment. 
[14] Disbursement for your personal living allowance before any personal deductions are taken out. 

The (80) indicates this is accumulated to your taxable income. 
[15] Personal deduct from your personal salary for your Social Security self-employment tax. This is 

held in class (05) until you request it by disbursement or it is paid to the IRS. You may also opt not 
to have this deducted and make your own estimated tax payments. You will receive a form to 
complete with your preference. 

[16] Personal deduct from your personal salary for 50 percent of your tithe (5 percent of your salary). 
[17] Disbursement after personal deductions. This is the actual amount of your check written for your 

personal living allowance. 
[18] The ending balance for your AGWM work account class (00). 
[19] Funds held for estimated self-employment taxes. 
[20] Special personal offerings received for the month. 
[21] Medical insurance account to hold for last month. 
[22] Funds held for your return airfare to the States at end of term. 
[23] Name of the banking institution.  
[24] Bank account number. 
[25] Total amount of check. Disbursements with ** beside them will add up to this amount. This 

amount has actually been placed into your bank account. 
[26] Special-personal offerings received to date are shown here. 
[27] Your net allowance before deductions to date is shown here. 
[28] Maximum allowed for printed promotional material. 
[29] Total taxable income for the calendar year. This is reported to the IRS on a 1099-MISC. 
[30] Missionary associate’s commitment goal. This must be raised before you may go to the field, 

unless you are paying a portion of your trip and monthly allowance personally. 
[31] Missionary associate’s commitments raised to date.  
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AGWM CASH RECEIPTS STATEMENT 

Sample 
 
AGWM CASH RECEIPTS  IFA120                                        08/31/2003  [1]  PAGE   1 

 

   MP   2935005       BROWN, SNOOPY          TO 001416004001000 

      59 NORTHERN ASIA OFFERING RECEIVED FROM               RECEIPT CL IND   AMOUNT 

 

   DONOR 3065877  [2] 

         CURTIS & JOLEEN S BROWN    435 PEANUTS WAY         [3]  011379 00  [4]  300.00CUR  [5] 

         DORRIS CA  96023                                       [6]   0822        2400.00YTD  [7] 

  CHURCH 1081603                  RICH,G CHARLES       REV 

         ASSEMBLY OF GOD          MACDOEL         CA 96058 

 

       * 7754757 

         JOSEPH& ROMA J BROWN    SPC 25                                          010365 00          500.00CUR 

         19667 AMERICAN AVE       HILMAR CA  95324                        0815        3000.00YTD 

 

       * 1081504                  JOHNSON,HAROLD L     REV 

         TWIN VIEW CHURCH         621 TWIN VIEW BLVD                 010629 00          800.00CUR 

         REDDING CA  96003                                                                     2 REC       2400.00YTD 

 

       * 1081181                  RORIE,JESSE D        REV 

         ARENA CHRISTIAN CENTER   4027 N FREEWAY BLVD      010524 00          500.00CUR 

         SACRAMENTO CA  95834                                                            0801        2000.00YTD 

 

       * 1069228                  NEELY,PHILLIP S      REV 

         FIRST ASSEMBLY OF GOD    402 GRAND AVE                     011097 00          890.00CUR 

         GRAND JUNCTION CO  81501                                                   0805        890.00YTD 

 

                                                          AUG - CLASS 00       2990.00CUR [8] 

              MONTHLY COMMITMENTS REQUIRED            .00 

                                                                    28180.22YTD [9] 

* 4352878     

         DIANNA  BROWN          1730 SCHULTZ RD                            011183 09             25.00CUR 

         CASTLE ROCK WA  98611                                                          0815        200.00YTD 

 

  CHRISTMAS/SPECIAL                                                        , AUG ï CLASS 09        25.00CUR  [10] 

 

                TOTAL CONTRIBUTIONS FOR AUG     275.00CUR 

     YEAR-TO-DATE CONTRIBUTIONS FOR CLASSES 00, 20, AND 40 THRU 60    28,180.22YTD [11] 

 

****************************************************************************************  

 

 NEW & RENEWED COMMITMENTS RECEIVED THIS MONTH  [12] 

 

 DONOR  NAME & ADDRESS    PRIOR COMMITMENT  CURRENT COMMITMENT 

 

1069228  FIRST ASSEMBLY OF GOD       402 GRAND AVE.                                                               40.00 

                 GRAND JUNCTION CO  81501 

                                           TOTALS                    .00                40.00  
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How to Read Your Cash Receipts Printout 
[1] Closing date for cash receipt. 
[2] Donor information such as name, address, and donor account number. 

a. An asterisk (*) will appear before the donor’s name (whether individual or church) when 
church credit is not requested. If the offering is from a church, the church will automatically 
receive credit.  

b. If an individual donor wants to be receipted for their offering, but also give their church 
credit, the cash receipt will appear in the following manner: 

i. DONOR—Name of donor. 
ii. CHURCH—Name of church receiving credit. 

c. Should an individual send in monthly offerings and does not request church credit be given, 
an asterisk (*) will appear by the donor information. However, if he has requested church 
credit be given (even if only once), the donor information will appear twice—once with the 
DONOR and CHURCH information, and one with only an asterisk (*). Just add the two YTD 
(year-to-date) totals for the amount given. 

[3] Donor’s receipt number. 
[4] Class funds were deposited into the missionary associate’s AGWM account. 
[5] Total of funds received for the current month. 
[6] Date funds were deposited to missionary associate’s AGWM account. This particular offering 

was deposited August 22. 
[7] Total offerings received from this donor year-to-date. 
[8] Total of current offerings received in (00) during current month. 
[9] Total of offerings received in (00) year-to-date. 

[10] Total offerings received for special personal offerings. 
[11] Total contributions in every class year-to-date. 
[12] New and/or renewed commitments received for the current month. 
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SPECIAL DISBURSEMENT REPORT (SDR) 

Sample 
 

FUNDS YOU RECEIVED 
Field: Northern Asia SDR No: 7419 

Person Receiving Fund: Snoopy Brown  [1] Date: 6-30-11  [2] 

Person Funds Designated For:  Date of Disbursement 6-30-11  [3] 
Reference: SB LTR 6-24-03  [4] Date of Special Check  

Purpose Account Charged Class   Source Amount 

TRAVEL EXPENSES  [5] Snoopy Brown  [6] (00) (71) [7]  US $400.00 
     
     
     
     
   TOTAL US $400.00  [8] 

ITEMS REQUIRED WITH SDRS 
¶ Receipts must be translated into English and money amount must be converted into US $ listing currency exchange rate used. 
¶ Original receipts required for individual items over $75. 

¶ Original receipts, regardless of amount, are required for all travel, freight, and Light for the Lost expenses. 

¶ Equipment of $500 or more must have brand name, model, serial #, and year. 

¶ Itemized list for all expenses. 

¶ Signed acknowledgment is required for funds turned over to a national worker. 
¶ SDR MUST BE REPORTED WITHIN 90 DAYS. 

FUNDS YOU SPENT 

Purpose (List in English) Payee of Major Expenditures U.S. Dollar Amount 

   

   
   

   

   

   

   

   
 

TOTAL SPENT US $ 

Exchange rate used in above conversions  
per $1 US = ________ Balance (or Deficit) US $ 

  
Surplus: Deficit: 

 Check enclosed  Do not reimburse 

 Holding for future expenses (Explain)  Reimburse 
  
Date:     

 Signature of Person Completing Report 
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How to Read the Special Disbursement Report (SDR) 
[1] Name of missionary associate who is receiving funds. 
[2] Date the financial specialist is processing the SDR. 
[3] Date of disbursement.  

a. This will be the month-end date if money is being disbursed with your normal month-end 
disbursement to your bank account. 

b. If a special check was processed for an emergency situation, the date shown would be the 
date the funds were sent to your Credit Union account. 

[4] Source document as to why these funds are being issued. 
[5] Purpose for which the money is needed. 
[6] Name of missionary associate.   
[7] What class the funds were disbursed from and the purpose. (Example: (00)(71) indicates that 

the funds were taken from your (00) and were disbursed for travel (71). 
[8] The total amount disbursed. 

How to Complete the SDR 
1. Complete the “Funds You Spent” section by giving AGWM an itemized list of how you spent the 

funds. Attach original receipts for each item.  
a. Receipts must be translated into English. 
b. Be sure all dollar amounts have been converted to U.S. dollars. If you are overseas and do 

not know the local exchange rate, ask your missionary or call one of your local banks.  
c. Note the exchange rate at the bottom of the “Funds You Spent” section. 

2. If you did not spend all the funds, you may do one of the following: 
a. Include your personal check for the difference in the amount you spent and the amount 

that was disbursed (see No. 8). Mark the appropriate box under “Surplus.” 
b. Retain funds for future expenses.  

i. Mark the appropriate box under “Surplus,” and be sure to include an explanation of how 
the funds will be used so your Financial Services regional accountant will have the 
information they need to process your SDR.  

3. If you actually spent more than what was disbursed to you, you will have a deficit. Check the 
appropriate box under “Deficit.” If you wish to be reimbursed, the funds will be included with 
your next month-end disbursement. 

4. Date and sign SDR and send to your Financial Services regional accountant for processing. 
 
NOTE: All SDRs must be completed within 90 days from the date the funds were disbursed. If a 
missionary associate is stateside, SDRs must be completed within 60 days. If your report is not 
received, the funds will automatically become taxable income to you and will be added to your 1099-
MISC. 

REQUESTING REIMBURSEMENT ON WORK EXPENSES 

If you have incurred approved work expenses during the time of raising your budget or after you have 
gone to the field, please obtain receipts for all expenditures. Request reimbursement by attaching the 
original receipts to an itemized list of expenses and send to your Financial Services regional accountant 
to request reimbursement. You will receive the reimbursement with that month’s disbursement 
providing you have sufficient funds in your account. 
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If you would like to report electronically, please follow these specific instructions: 
 

1. Mark each original receipt with the name of the report; then scan it.  
a. The name of the report in most cases will be the date you’re putting the report together 

and the words expense report or AER (for associate expense report). An example is “8-
11-11 AER.” 

b. If you received an SDR to report funds advanced to you, mark the original receipt with 
the SDR number. 

2. The only receipts needed are for expenses over $75, any hotel receipts, and city-to-city ticketed 
travel (plane, train, etc.). 

3. For other expenses less than $75, please include an itemized list of expense with dates, business 
purpose and amount. 

4. Sign the report.  
5. Double-check to make sure there is a brief translation of foreign receipts into English and the 

U.S. dollar amount with the exchange rate noted. 
6. You must e-mail the report from your agmd.org e-mail address to reports@agmd.org, or in 

sensitive countries, from your Gmail to reports-sensitive@agmd.org.  
a. You may copy your Financial Services regional accountant; however, that person 

cannot process it unless it is sent directly to the reports e-mail address. 
 
Do everything you can to obtain receipts for amounts over $75 and the hotels/ticketed travel. Even a 
scrap of paper works as long as it has a brief description, amount, and the signature of the person 
receiving the funds. When no receipt is available, the AGWM administrator must sign to approve the 
expense, which places the responsibility on AGWM in case of an audit.  

TRAVEL EXPENSES 

If you know you will need additional funds from your account for a retreat or conference, let your 
Financial Services regional accountant know two months ahead of time. Save all your receipts, and 
AGWM will send you an SDR form to complete for reporting (AGWM/IRS requirements). The receipts 
are attached to the SDR when the report is returned to AGWM. 
 
As noted above, when reporting your expenses on the SDR, send an itemized list of expenses along 
with all original receipts of $75 or more. All hotel receipts, no matter the amount, must be included. All 
receipts must be translated to English and converted to U.S. dollars. See the sample SDR and 
explanation in this section. 
 
All travel to and from the field needs to be channeled through Missionary Services. The only exception 
to this policy is for individuals who will be paying for this personally and will not be requesting tax credit 
for the expense. Airfare cost to and from the field, as well as any excess baggage expenses, may be paid 
by one of the following methods. 
 

1. Personal Funds. If you use your own personal funds for ministry expenses, you should keep your 
receipts for these expenses to be used to document any deduction when filing your federal 
income tax. 

2. Funds Received From a Church. If a church gives you money to pay for your travel and excess 
baggage expenses, send the name and mailing address of the church along with a copy of the 

mailto:reports@agmd.org
mailto:reports-sensitive@agmd.org
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travel bill to your Financial Services regional accountant. The church will receive Assemblies of 
God Total Giving credit for this amount. 

TITHES 

Many missionary associates have asked where they should pay their tithes while on assignment. Per 
policy all associates will contribute 50 percent of their tithe to AGWM. This greatly assists with 
operational expenses.  The other 50 percent may be given to your home church or district. 

TRANSPORTATION DURING ASSIGNMENT 

As a rule, missionary associates do not qualify for vehicles while on an assignment. Therefore, you must 
use public transportation when it is available. Exceptions are made only when absolutely necessary; the 
missionary with whom the missionary associate is assigned must contact the area director stating that 
a vehicle is needed. 
 
The first preference is the use of a Speed the Light 
vehicle. This must be a vehicle already assigned to the 
field or the missionary and available to use. The 
missionary responsible for the vehicle must request 
permission from his or her area director and the STL 
projects coordinator to allow someone else to use the 
vehicle. The missionary would continue to pay 
insurance coverage, but the associate would cover 
the $500 monthly collision insurance charge.  
 
The missionary and associate should have a written 
agreement that outlines the use of the vehicle. Items 
addressed should include who will pay for routine 
maintenance, repairs, tires, local liability insurance, 
and registration cost. The missionary associate using 
the vehicle would be responsible for all costs related 
to the vehicle during the time they are using the 
vehicle. The vehicle should be driven primarily for 
ministry use, and a limit should be set on the number 
of miles the vehicle is to be driven. 
 
AGWM collision insurance does not include liability 
insurance. The missionary should already have local 
liability insurance in force. The associate must make 
sure they can be added as an additional driver. The 
cost for the liability insurance can also be added to the transfer that will be set up to cover the AGWM 
collision insurance. Insurance would need to be purchased on the field, and proof of insurance should be 
sent to your Financial Services regional accountant and AGWM Divisional Accounting—Kirk Metzger 
(kdmetzger@ag.org). 
 
If a Speed the Light vehicle is not available, then one can be purchased with funds in the missionary 
associate’s account if a vehicle purchase has been approved and is written into the budget. 

mailto:kdmetzger@ag.org
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A log of all miles/kilometers driven in an approved STL vehicle or missions-owned vehicle is taxable 
income to the user of the vehicle. If approved for a missions-owned vehicle, you will be required to 
complete an Associate Vehicle Agreement form which identifies the responsibility related to using a 
missions-owned vehicle. This form will be submitted to Divisional Accounting. A quarterly usage report 
of mileage driven must be reported to Kirk Metzger in AGWM Divisional Accounting within 10 days 
after the end of each quarter. 
 
When the missionary associate returns home, the vehicle must be sold or turned over to the missionary 
on the field. If sold, the money would be returned to the missionary associate’s AGWM account. 
 
It is not our desire to say that missionary associates cannot purchase a vehicle with their own personal 
funds while on the field. However, the above criteria must be followed for moneys requested from the 
missionary associate’s AGWM account. The same approval process exists, though, for a vehicle 
purchased with personal funds: You must have area director approval and you must provide proof of 
liability insurance to AGWM. 
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POLICIES AND PROCEDURES 

PRE-FIELD ORIENTATION 

Missionary associates who have been accepted for a one- to two-year assignment are required to 
attend a one-week orientation in Springfield, Missouri, prior to leaving for the field. These are held 
three times a year: March, June, and October. Couples with children must attend in June in order for 
their children to receive orientation as well through the Missionary Kids office.  

PHOTOS, NEWSLETTERS, AND PRAYER CARDS 

Promotional Photos 
The Mobilization Department maintains a file of associate photos. Photos are used for various 
publications and your associate monthly commitment certificates to your supporting churches. The 
required photo is a 3x5 color photo or a high-resolution electronic color photo. We cannot accept signed 
or copyrighted photos. 
 
Please observe the following: 
 

 Use a plain, light-colored background (no trees, bookcases, etc.). 

 Do not use special effects (such as filters or fog). 

 Coordinate your family’s wardrobe so that colors and designs are visually pleasing. 

 Keep a good contrast between background, hair, and clothing. 

 Center your family with ample spacing around the edges in case cropping is necessary. 

Newsletters 
Newsletters and the postage to mail them are part of your promotional budget. Stay in touch with your 
supporters by newsletter at least quarterly, and include your MA itineration specialist and your district 
leaders on your newsletter distribution list. Remember that U.S. postage stamps are not usable outside 
the United States; purchase stamps in the country from which letters are mailed. 

Prayer Cards 
Prayer cards can be part of your promotional budget. It is best, though, not to use your entire 
promotional budget for this expense. You must indicate on your prayer card that you are a missionary 
associate, and the AG logo should be included somewhere on the card. 

CLEARANCE FOR DEPARTURE TO THE FIELD 

Before you can be cleared to leave for the field, you must have certain clearances: 
 

 Financial Clearance 

 Visa Clearance 

 Mentor Clearance 

 Travel Itinerary Clearance 
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 Insurance Clearance 

 Final Clearance 

Financial Clearance 
The Budget Coordinator will verify financial clearance by comparing the amount of monthly 
commitments and cash to raise, designated on your budget, against what has actually been recorded 
for you. Your Financial Services regional accountant must have your AGCU account number, and any 
outstanding personal debts must be taken care of. You must also supply your MA/MAPS application 
specialist with a copy of your Social Security card(s) and a completed self-employment/Social Security 
tax election form before financial clearance will be granted. 

Visa Clearance 
The Missionary Services specialist will verify that your visa has been received before granting visa 
clearance. 

Mentor Clearance 
The regional director will be notified that you have received financial and visa clearance and confirm 
that the missionary is ready to receive you. Travel plans and purchase of tickets can then be obtained. 
 

Do not purchase your airline tickets without the above clearances! 

Insurance Clearance 
The Missionary Services insurance representative will grant insurance clearance when your enrollment 
form and date of departure have been received. 

Final Clearance 
Your clearance to leave for the field will be given by the Mobilization Department. 
 

PERSONAL CHECKLIST FOR MISSIONARY ASSOCIATES 

Before Leaving for the Field 

I Have Sent to AGWM: 

 Commitment forms and cash support to cover my budget requirements. 

 Self-Employment/Social Security Tax Election Form and copy of Social Security card(s). 

 Insurance enrollment form. 

 Copy of passport(s), visa(s), and travel itinerary. 

I Have Notified: 

 My Financial Services regional accountant for funds to take to the field with me and for deposit 
of my first month’s support into my AGCU account if I do not have personal funds. 
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 The MA itineration specialist of my departure date for the field. 

 The Missionary Services specialist of my departure date and overseas address. 

 The Assemblies of God Credit Union of my overseas address. 

 My missionary with detailed information on my arrival plans. 

I Have With Me: 

 My visa and/or valid passport. 

 My missionary’s telephone number. 

 Yellow shot book, if needed. 

 Letter of guarantee, if needed. 

 Extra photos, if needed. 

Before Returning Home From the Field 

I Have Notified my Missionary Mentor and Area Director of: 

 My departure date for returning to the States. 

 My home address in the States. 

I Have Notified: 

 My contributors that I am coming home. 

 The Assemblies of God Credit Union of my address change. 
 
Departure from the Field 
Departure from the field at the end of a term/assignment is to be coordinated with the missionary 
mentor and respective area director. Begin communicating with them no less than two months before 
the end of the term/assignment. 
 
Extending an Assignment 
Associate assignments may be extended with the approval of the missionary mentor and area director. 

SECURE E-MAIL ADDRESS FOR MISSIONARY ASSOCIATES 

Missionary associates are given a secure e-mail account not only for general communication but to  
receive and send financial reports. Please follow these instructions to access your assigned agmd.org e-
mail account. 

Determine Your Log-In Name 
Your log-in name is also your e-mail address. It will 
be of one of the following forms, using either your 
name or your six-digit account number plus two-
digit sub-account number: 
 

firstname.lastname@ma.agmd.org  
OR 123456@ma.agmd.org  

 

mailto:firstname.lastname@ma.agmd.org
mailto:123456@ma.agmd.org
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The first form makes for a friendly e-mail address. However, if your name can have variations, use your 
AGWM account number instead the first time. For example, a name such as Frederick Flintstone III 
could take several tries to determine if it was set up as Fred or Frederick, FlintstoneIII or Flintstone. Once 
you log in, a welcome message displays your firstname.lastname form.  
 
For married couples, husband and wife have separate accounts. For both, the first six digits are the 
head of household’s six-digit AGWM account number followed by 99 for head of house or 98 for spouse.  

Determine Your Password 
Your password is nine characters long and was composed from information in our database that is 
unique to you:  
 

 The fourth, fifth, and sixth characters of the head of household’s account number.  

 The two-letter (uppercase) abbreviation of your state of birth.  

 The last four digits of your Social Security number. 
 
These are all run together with no spaces. For example, if my account number is 123456, I was born in 
Texas, and my Social Security number is 456-78-1234, my password would be 456TX1234. (If you were 
born outside the United States, use TX.) You can change your password after you successfully log in. 

Log In Online 
Go to https://hqmail.agmd.org. (If you forget the s in https, you will get a “bad password” error even if 
you use the right ID and password.) After you log in, click SETTINGS. On the next screen click 
PASSWORD and change your password. From there, click on Mailboxes and then Inbox to see any 
messages. When finished, click LOG OUT and close your browser. 
 
Although you may want to use HQMail in an offline mode most of the time, we have you log in the first 
time via the Web for the following reasons: 
 

 To make sure you have the right log-in name and password. 

 To change your password. 

 To know how to use the Web interface in case you ever need it while traveling. 

Optional: Configure Your E-Mail Software 
You can set up your own e-mail software (such as Microsoft Outlook or Outlook Express) to receive 
your agmd.org e-mails, but specific steps depend on what software you choose. AGWM Technical 
Services offers instructions for many different e-mail programs. Request instructions for the particular 
e-mail clients you would like to use. 
 
For help or instructions on this or any aspect of your secure e-mail, you can reach Technical Services at 
help@agmd.org.  

MISSIONARY DATABASE 

The Missionary Information Application (MIA) is a database maintained by Missionary Services. The 
Missionary Services specialist is responsible for keeping your personal data up-to-date in this 

https://hqmail.agmd.org/
mailto:help@agmd.org
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application. MIA houses personal information such as Social Security numbers, birth dates, licensing 
information, language skills, educational experience, travel assignments, addresses, and much more. 
Please keep the Missionary Services specialist informed of any changes to this information while you 
are on active assignment. 
  
You must keep the Missionary Services specialist informed as to all changes of addresses and 
emergency contact information, including appropriate phone numbers. Without this information, 
AGWM cannot contact you, send you mailings, etc. If you are living in a sensitive country where a 
physical address cannot be listed, it is imperative that you supply a stateside address where all your 
mail will be sent. This could be a relative or friend who would be willing to process and forward your 
personal mail while you are overseas. Do not have your mail forwarded to AGWM. 

PERSONAL PROPERTY INSURANCE COVERAGE 

More and more associates are taking computers, printers, and other electronic equipment to the field 
for use during their assignments. In order to better provide for this, a personal property insurance 
expense must be placed into each budget. This is not optional! All budgets will include the premium cost 
of $10 per month. This $10-per-month payment from your AGWM account is taxable income. If you 
have questions regarding the personal property policy, you may contact the Missionary Services 
insurance specialist at (417) 862-2781, Extension 3126. 
 
The personal property insurance is carried by this company: 
 

Gallagher Charitable International Insurance Services 
(formerly Adams and Associates International) 
Policy number: PUSNA0800947-68000000 
P.O. Box 5845 
Columbia, SC 29250-5845 
Phone: (803) 758-1400 or 1-800-922-8438 
Fax: (803) 252-1988 
E-Mail: gcclaims@ajg.com 
Website: http://www.travelwithgallagher.com  

 
If you have a claim, contact Gallagher directly. You must identify yourself as a missionary associate to 
get the proper policy information.  
 
This insurance provides coverage for $5000 of personal property taken to the field by the missionary 
associate. If you are taking more valuable personal property, you can contact Gallagher to contract 
personally for additional insurance. Any additional insurance is a personal expense to the missionary 
associate and will not be taken from the AGWM account. 

WILLS AND TRUSTS 

AGWM asks all missionary associates to have a will and/or trust. Although this is not required, we do 
encourage all to have one prior to beginning the assignment. 

mailto:gcclaims@ajg.com
http://www.travelwithgallagher.com/
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VACATIONS 

Missionary associates serving a one- or two-year assignment are 
eligible for a two-week vacation. All vacation and work hours must 
be agreed upon between the supervising missionary and the 
missionary associate. Expenses related to your vacation are 
considered personal. Note: All travel (personal- or work-related) 
requires area director approval prior to travel. 

PERSONAL LEAVE 

If you need to return to the States for medical reasons or other 
emergencies, please contact your regional office for the current 
policy. 

EXTENDING YOUR ASSIGNMENT 

A few months prior to the end of your assignment you will receive 
via your secure e-mail an assignment status form. This form will 
help you notify AGWM of your intentions. Please fill it out and 
return it to our office. If you are planning on extending your 
assignment, approval must be received from your supervising 
missionary and area director.  
 
Any trips to the States must also have the approval of your 
supervising missionary and area director. Missionary associates with 
two-year assignments who need to return to the States to raise 
funds may return for three months with a possible one-time 
extension. 
 
Returning to the States after serving a one-year assignment and 
before an extension is granted is an exception and requires approval 
by the area director. 
 
Schoolteachers can be approved to return to the United States 
during the summer break if the missionary does not need them on 
the field for ministry during that time. 

 

RETURNING TO THE STATES 

Notifications 
Please notify AGWM when you are ready to return to the States. It is 
important that we know at least 30 days prior to your return. We 
also need your stateside address so your mail will not be sent to a 

In most foreign cultures, Christian views and 
standards of dress, behavior, and conduct 
are more conservative than in the States. Do 
not insist on people changing to accept your 
views. Be willing to discipline yourself and 
conform to their standards. Discuss and 
have your missionary amplify these 
differences upon your arrival.  

Show utmost respect and cooperation 
toward all missionaries, missionary 
associates, and national Christians. Even 
minor misunderstandings left unresolved 
can poison your attitude and hinder your 
work. A spirit of concern and love will enable 
you to labor in harmony with your 
missionary and will present an image of 
unity to be followed by the nationals. 

Tattoos and Piercings. It is against policy for 
missionary associates to get any type of 
tattoo or body piercing while on assignment. 
There could be health risks and possible 
cultural implications. 

Nationals in Your Home. Do not invite 
nationals to live in your home without 
permission from your missionary, area 
director, and regional director. Doing so 
without express permission will put you and 
the ministry in jeopardy if injury, conflict, or 
other situations arise. 

Dating. During the first year on the field, 
missionary associates are expected not to 
date a national or an American. Your 
purpose for being overseas is to serve 
alongside the missionary family, not to find 
your spouse. If you feel romantically 
attracted to someone, you should discuss 
your feelings with your supervising 
missionary and seek his or her counsel. Be 
friendly with everyone, but romantically 
involved with no one. Your missionary, the 
area director, and the regional director are 
each authorized to recommend a 
reassignment or return home based on the 
best interests of the individual’s life and 
ministry and those of the field. 

After the first year, if you are considering 
dating or a relationship is developing, you 
should consult with your assigned 
missionary regarding the formal policy 
developed in that region. Avoid serious 
displays of affection. Your missionary can 
further clarify this matter in your place of 
service. Remember, the spouse you choose 
will directly impact your missions career, so 
guard your heart and your emotions as if 
your future depended on it. 

Adoption of Children. Missionary associates 
must not begin any adoption process 
without first receiving the approval of the 
World Missions Executive Committee. 
Please notify your area director at the first 
indication of interest in adoption. Single 
missionary associates shall neither adopt 
children nor take them as their own. 
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foreign address.  
 
Notify the Assemblies of God Credit Union separately of your change of address. You are free to 
continue with your credit union checking account if you desire. 
 
Contact your donors, thanking them for their support and telling them when you will be home. AGWM 
will also contact them with this information and give them an opportunity to add AGWM to their 
monthly missions giving. 

Disbursement Checks 
Consult with your Financial Services regional accountant to determine the date of your final 
disbursement.  
 
Policy includes provisions to hold your final disbursement in the event that you have any outstanding 
SDRs. Please contact your Financial Services regional accountant if you have any questions on this 
issue. 
 
Before closing your AGWM account, all expenses, overdrafts, and self-employment tax payments to 
IRS (if applicable) must be covered. If there is a balance in your AGWM account at that time, it will be 
transferred into a general fund to be used where most needed. 

Evaluation 
You will receive a form to evaluate your missionary associate experience. Please complete and return 
this form as soon as possible. An evaluation form will also be sent to your missionary. 

CAREER MISSIONARY ASSOCIATES 

The World Missions Executive Committee approved a policy of retirement benefits for career 
missionary associates. The benefits below shall be considered on a case-by-case basis in cooperation 
with the regional director and other members of the World Missions Executive Committee. To qualify 
for consideration for retirement benefits you must: 
 

 Have successfully completed at least one three-year term as a missionary associate on the 
same field. 

 Be recommended to the World Missions Executive Committee by your area director and 
regional director. 

 Have successfully raised your entire budget, including the retirement benefits, as it will not be 
underwritten. 

 
The monthly benefits include: 
 

 Minister’s Benefit Association: $250/month. 

 Social Security Assistance: $85 for singles and $100 for married (taxable). 
 
Other benefits/changes include: 
 

 Eligibility to apply for a Speed the Light vehicle. 
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 Eligibility to follow the same cycle as appointed missionaries: four-year term on the field with 
one year in the States to raise funds.  

 Eligibility to attend Missionary Renewal in June during your fund-raising year.  



Appendix A: Recommended Reading List 

In addition to the reading list provided below, read everything you can about the country you are going 
to visit. The book Survival Kit for Overseas Living is also recommended and is distributed during Pre-
Field Orientation in Springfield. 

Communication 
 
Hesselgrave, David. Communicating Christ Cross-Culturally. Zondervan, 1991. 
 
Lingenfelter, Sherwood G. and Mayers, Marvin K. Ministering Cross-Culturally. Baker, 1987. 

Culture 
 
Hodges, Melvin L. A Theology of the Church and Its Mission. Gospel Publishing House, 1976. 
 
Johnstone, Patrick. Operation World. Send the Light, 1986. 
 
McGee, Gary B. This Gospel Shall Be Preached: A History and Theology of Assemblies of God Foreign 
Missions. Volume l. Gospel Publishing House, 1986. 
 
------. This Gospel Shall Be Preached: A History and Theology of Assemblies of God Foreign Missions. 
Volume 2. Gospel Publishing House, 1989. 
 
York, John V. Missions in the Age of the Spirit. Gospel Publishing House, 2000. 

Coping With Challenge and Change 
 
Aldrich, Joseph C. Lifestyle Evangelism. Multnomah Press, 1981. 
 
Augsburger, David. Caring Enough to Confront. Herald Press, 1973. 
 
Barnett, Betty. Friend Raising. YWAM Publishing, 1991. 
 
Exley, Richard. The Rhythm of Life. Honor Books, 1987. 
 
Foyle, Marjorie F. Overcoming Missionary Stress. Evangelical Information Service, 1987. 
 
Hughes, Kent and Barbara. Liberating Ministry From Success Syndrome. Tyndale House, 1984. 
 
Jones, Marge, and E. Grant Jones. Psychology of Missionary Adjustment. Logion Press, 1995. 
 
Minirth and Meier. Happiness is a Choice. Baker, 2007. 
 
Smalley, Gary, and John Trent, Ph. D. The Blessing. Pocket Books, 1986. 
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Stoop, David, and Stephen Arterburn. The Angry Man. Word, 1991. 
 
Wangerin, Walker. As For Me and My House. Nelson, 2001. 
 
Ward, Ted. Living Overseas. The Free Press, 1984. 
 
Welch, Reuben. We Really Do Need Each Other. Zondervan, 1982. 

Ministry Overseas 
 
Hodges, Melvin L. The Indigenous Church. Gospel Publishing House, 1976. 
 
Ogilvie, Lloyd J. You Can Pray With Power. Regal, 1983. 
 
Yancey, Philip. Disappointment With God. Zondervan, 1988. 

Theology 
 
McQuilkin, Robertson. The Great Omission. Baker, 1984. 
 
Warner, Timothy M. Spiritual Warfare. Crossway, 1991. 
 
Wilson, Everett A. Strategy of the Spirit: J. P. Hogan and the Assemblies of God Division of Foreign 
Missions (1960-1990). Regnum, 1997. 

Spirituality 
 
Augsburger, David. The Freedom of Forgiveness. Moody, 2000. 
 
Billheimer, Paul E. Destined for the Throne. Christian Literature Crusade, 1975. 
 
Bridges, Jerry. Pursuit of Holiness. NavPress, 1996. 
 
Duewel, Wesley L. Touch the World Through Prayer. Life Springs, 1990. 
 
Green, Michael and Paul Stevens. New Testament Spirituality. Eagle, 1994. 
 
Henry, Rodney L. Filipino Spirit World. Metro Manila: OMF Literature, 1986. 
 
Howard, J. Grant. Balancing Life’s Demands. Multnomah Press, 1983. 
 
Mylander, Charles. Running the Red Lights. Regal, 1986. 
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