


PRE-ARRIVAL CHECKLIST 
Should be completed prior to Orientation Aug. 17th  

 
 

□ Complete Online Application (Steps 1,2,3 & 4) 

□ Turn in Standard of Excellence (form located online) 

□ Turn in Parental Consent Form (form located online) 

□ Turn in Pastoral Recommendation (form located online) 

□ IBI parental consent form (UNDER 18 ONLY) 

□ IBI liability release form (located in this packet) 

□ IBI financial agreement (located in this packet) 

□ Pay Registration Fee (See tuition breakdown) 

 

COMPLETE EACH ITEM ON THE CHECKLIST AND 
TURN IN ALL FORMS  

 
 YOUR REGISTRATION FEE IS DUE 
NO LATER THAN AUGUST 1, 2015. 

 
 
 

 
If you have any questions please call  

Pastor Jonathan (504)246-5121 ext. 114



Pre-arrival Info 
 

Welcome!!!! 
Congratulations on your acceptance into IBI!  The next nine months are going to be 
absolutely unforgettable.  You are now a part of an internship program like no other in the 
world.  How much you get out of your time here is really up to you.  If you press in and take 
advantage of every opportunity laid in front of you, you will receive all that you hoped for 
and many things you never thought possible.  We have been praying for you…get ready, this 
is going to be unlike anything you have ever experienced before! We have compiled a packet 
of things to keep in mind while you prepare for your internship.   
 

Fundraising 
It is never too early to begin fundraising!  Whether you are flipping hamburgers, 
washing cars, or sending out support letters, there are plenty of ways to get started on 
your fundraising.  We have included some helpful fundraising tips that you can use 
before and after you get here.  Your initial tuition deposit is due no later than 
August 1, 2014. 
 

Stay in Touch 
We want to hear from you!  We are committed to helping your transition into IBI go as 
smoothly as possible.  We also want to ensure that you are spiritually prepared for this 
year of non-stop intensity so that you can get the most out of IBI.  Feel free to call the 
office anytime or speak to Elder Johnny in person with any questions, comments, or 
concerns  
 

Begin Preparation 
We encourage you to begin preparing spiritually and physically for this year.  Rise to a 
new level of intensity in your times of prayer and the Word of God.  We also strongly 
encourage you to prepare yourself physically by eating healthy, getting plenty of rest, 
and starting a light exercise program. 
 

Communicate with Your Parents 
Please have your parents read through this packet.  We want them to be as prepared as 
you are for this next step in your life.  If there are any questions, please give us a call. 
 

Registration & Release Forms 
Please be sure to fill out all the registration forms that we have included in this packet 
and return them to Orientation. 
 

Passport 
This is a very important part in your pre-arrival process.  Please DO NOT 
procrastinate in getting your passport application sent in, as this process could take 
several weeks.   

 



Dress Code 
 

Men 
Hair should be clean, well-groomed, and neat.  Exotic haircuts, pony tails, braiding, and 
beads may not be worn on or off campus.  You will be expected to be clean shaven which 
means no beards, goatees, or mustaches.  No earrings or visible body piercing and no 
“Goth” dress on or off campus.  Tattoos, piercings, or branding cannot be acquired while 
in IBI. 
 
 

Women 
No hair dying unless it is a natural color.  No body piercings other than earrings can be 
shown or acquired during IBI. Skirts & shorts must be as long as your fingertips with 
your arms extended at your sides.  Shoulder straps on sleeveless dresses, shirts, and 
sweaters must be at least 3 fingers wide and the armhole can be no more than 2 fingers 
below the arm.  No “Goth” dress on or off campus.  Tattoos or brandings cannot be 
acquired while in IBI. 
 
Office dress code (Men & Women) 
Long-sleeve, button-down dress shirt (ties are optional) or sweater.  Dress pants or nice 
corduroy pants (no jeans).  Dress shoes (no sneakers or sandals).  Clothes must match, 
and shirts must be ironed and tucked in. 
 
 

 

Services 
When serving in Sunday services, you will need to dress appropriately for the tasks to 
which you have been assigned. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



IBI Parental Consent Form (18 & Under Only) 
 

Name: ______________________________ Age: ______ Birth date: ___/___/___ 

Address: ______________________________ Phone #: (_____) _____-________ 

City: ____________________________ State: ________ Zip code: ___________ 

Parent(s) business phone #(s): (_____) ______-________ 

(_____) ______-________ 

 
To whom it may concern: 

 

The undersigned does hereby give permission for our (my) child, __________________________, to attend and 

participate in activities sponsored by City Church of New Orleans in the IBI Internship Program. 

We (I) authorize an adult, in whose care the minor has been entrusted, to consent to any X-ray examination, anesthetic, 

medical, surgical, or dental diagnosis or treatment, and hospital care, to be rendered to the minor under the general or 

special supervision and on the advice of any physician or dentist licensed under the provisions of the Medical Practice 

Act on the medical staff of a licensed hospital, whether such diagnosis or treatment is rendered at the office of said 

physician or at said hospital. 

The undersigned shall be liable and agree(s) to pay all costs and expenses incurred in connection with such medical 

and dental services rendered to the aforementioned child pursuant to this authorization. 

Should it be necessary for our (my) child to return home due to medical reasons or otherwise, the undersigned shall 

assume all transportation costs. 

The undersigned does also hereby give permission for our (my) child to ride in any vehicle designated by the adult in 

whose care the minor has been entrusted while attending and participating in activities sponsored by City Church of 

New Orleans. 

 

Known Medical Problems (including allergies) and Medications: This information is included to provide 

information to emergency personnel of medical problems and medications in an emergency situation. 

 
Existing Medical Problem 

(Example: Ashthma) 

Medication Taken 

(Example: Combivent) 
Dosage Taken 

(Example: 2 puffs) 
Dosage Frequency 

(Example: “Twice Dailty) 

    

    

    

    

 

 

 

Hospital insurance:  yes  no        Signatures: 

Insurance company: ____________________________  ____________________________________ 

Policy number: ________________________________  Participant 

Emergency phone numbers:      ____________________________________ 

(_______) _______-_________   Father 

(_______) _______-_________   ____________________________________ 
(_______) _______-_________   Mother 
____________________________________ 
Legal Guardian 

 

 



IBI Liability Release Form 
 
In consideration for being accepted by City Church of New Orleans for participation in the IBI Internship Program, we (I), 

being 18 years of age or older, do for ourselves (myself) (and for and on behalf of my child-participant if said child is not 18 

years of age or older) do hereby release, forever discharge and agree to hold harmless City Church of New Orleans and the 

directors thereof from any and all liability, claims or demands for personal injury, sickness or death, as well as property 

damage and expenses, of any nature whatsoever which may be incurred by the child-participant while said child is 

participating in the above described program. 

Furthermore, we (I) [ and on behalf of our (my) child-participant if under the age of 18 years] do hereby assume all risk of 

personal injury, sickness, death, damage, and expense as a result of participation in recreation and work activities involved 

therein. 

Furthermore, we (I) [and on behalf of our (my) child-participant if said child is under the age of 18 years] do hereby authorize 

appropriate medical services to be administered on said participant’s behalf, including but not limited to emergency surgery, 

treatment by emergency medical technicians, emergency room physician and other emergency room personnel such as nurses 

and laboratory technicians. The undersigned further agrees to accept financial responsibility for the costs related to this 

medical treatment. 

Further, authorization and permission are hereby given to said church to furnish any necessary transportation, food, and 

lodging for this participant. 

Further, should it be necessary for the participant to return home due to medical reasons, disciplinary action or otherwise, we 

(I) hereby assume all transportation costs. 

The undersigned further hereby agree(s) to hold harmless and indemnity said church, its directors, employees, and agents, 

for any liability sustained by said church as a result of the negligent, willful, or intentional acts of said participant, including 

expenses incurred attendant thereto. 

 

 

 

___________________________________________   (Only participant need sign if 18 years of age or  

(Type or print name of participant)     older. If under 18, both parents must sign unless  

Parents are separated or divorced in which case  

(______) ______-________; (______) ______-________  the custodian parent must sign.) 

[Parent(s) telephone number(s)]     

           Signatures: 

Hospital insurance:        yes          no   _______________________________________ 

Insurance company: (_______) _______-_______________  Father     Date 

Insurance company phone # :(_______) _______-_________  _______________________________________ 

Policy or member #: _______________________________  Mother     Date 

Group #:_________________________________________  _______________________________________ 

Physician: _______________________________________              Legal Guardian   Date 

Physician's phone #: (_______) _______-_________   _______________________________________ 

Emergency phone numbers:      Participant, if 18 or older  Date 

(_______) _______-_________    _______________________________________ 

(_______) _______-_________    Participant, if 18 or older  Date 

Immunizations: 

Date of last Tetanus shot: _____/_____/_____ 

 

 

In case of emergency, contact: 

 

__________________________              __________________________                 ______________________ 

Name                                                         Phone (include area code)                           Relation 

 

 

_________________________               __________________________                 ______________________ 

Name                                                        Phone (include area code)                           Relation



 IBI Financial Agreement 
This form is not complete until signed and approved by the IBI Office 

 
         I, ___________________________________________, agree to the following: 

 
 

1. I understand that  I may pay the entire year’s tuition in full by August 1or I may pay my initial 
payment of $______ to City Church of New Orleans and secure financing for the remaining 
balance through First Bank & Trust, said financing to be established on or before August 1, 
2012; 
 

2. I understand that while I am a member of the IBI Internship Program, I will make monthly 
payments of $_______ from September until April that, combined with my initial payment, 
will comprise my total tuition cost of $_____________;  
 

3. I agree to pay the initial payment on or no later than August 1, 2011.  I understand that this 
deposit is non- refundable.  I also understand that failure to submit this payment may forfeit my 
enrollment in the program. 
 

4. I understand that any mission trip, or encounters that I take while in IBI will not be covered in 
its entirety by my tuition payments.  I also understand that I will need to be involved in ongoing 
fundraising to cover the costs of these various trips. 
 

5. I understand that if  I fail to make my payments on time, I will be dismissed from all IBI classes, 
activities and ministry until my payments are brought up to date;  
 

6. I understand that, if I am an on-campus resident, non-payment of tuition will further result in 
my being evicted from the IBI dormitories; 
 

7. If I choose to withdraw or am dismissed from IBI, I understand that I am fully responsible for 
all remaining tuition payments; &  
 

8. I understand that under no circumstances will tuition refunds be given, should I be dismissed or 
choose to withdraw from IBI.  

 
The signature(s) below signifies that the participant and parent/guardian have read the above material and 
agree to the conditions stated therein.  Parent/guardian signature is required if the participant is under the 
age of eighteen. 
____________________________________________________ Date:  ________ 

Parent/guardian signature (if participant is 18 or younger) 

____________________________________________________ Date:  _______ 

Signature of participant 

 

 

 

 

APPROVED BY _______________________________ 

 

DATE________________________________________ 

 

 

COMMENTS: _______________________________________________________________________ 

 

____________________________________________________________________________________ 



  

IBI Fundraising Info 
 

The most important thing to remember about fundraising is not to wait until the last 
minute.  We wanted to provide you with some practical information on how you can 
successfully raise all the money you will need to complete this internship program.   
 

1. Don’t Forget! 
Memorize the payment schedule.  Do not let payments, deposits, expenses, 
etc. sneak up on you.  Write down important due dates and deadlines.   

 
2. Goals 

You know how much money you need and when you need it by.  Start setting 
some small goals.  Plan some quick and easy fundraising events just to get the 
ball rolling. 

 
3. Target Groups 

There are main groups of people that the majority of your support will come 
from: family and friends, former pastors and former youth pastors, and those 
people to whom you send support letters.   

 
Family and Friends –Share the story of what is driving you to 
come to IBI.  Be sure to share as many details as possible, and let 
them know how they can be a part of what God wants to do in and 
through you. 

 
Writing Support Letters –This is where you will give your 
extended family and friends an opportunity to share in what God is 
going to do through your time here at IBI.  You need to make a list 
of as many family members, friends, teachers, neighbors, coaches, 
local business owners, etc. that you can think of.  Be sure to ask 
your family about people they would put on the list also.  We have 
included an example of a support letter to help point you in the 
right direction. 

 
4. Keep Track! 

Be sure to keep track of who gives what and when.  It is very important to 
keep good records and stay in touch with your supporters to let them know 
how much you appreciate the gifts that have been given.  

 
5. It’s All About Faith 

You have to believe that the work that God has begun in you will be 
completed.  If God has called you to do this internship, He will provide for 
your every need during your time here.  Take your needs to the Lord in prayer 
and ask Him to increase your faith in this area.  

 
 
 
 
 
 



 
 
 
Sample Letter: 
 
 
 
[Date] 
 
 
 
Dear [potential supporter’s name], 
 
I will be taking part in a life-changing program next year, and I would like to invite you to help 
support me in this adventure. 
 
Beginning on  [date and year], I will be participating in IBI, the internship program of City Church 
of New Orleans in New Orleans, LA. This 9-month internship will cultivate a desire and ability to 
lead with honor and integrity and will continue to build a framework of righteous character in me. 
The main purpose of this internship is to discover what it takes to be a leader of excellence who 
has been called by God to truly change our world. I will be taking daily bible classes as well as 
receiving practical ministry training in every aspect of the local church. I am very excited at the 
ministry opportunities that will be given to me during my time in New Orleans.  
 
During my time at IBI, I will not only be serving here at the church but also traveling to other 
nations of the world to serve as a missionary and aid in global church planting. The cost of the 
internship is $_____ plus the cost of the mission trip(s) that I take. This amount will include the 
cost of my books, housing, training, utilities, and other events related to the program. I will also 
need finances for food and other personal expenses.  
 
I would greatly appreciate it if you would consider supporting me in prayer and finances as I begin 
my year at IBI. Your support, especially in prayer, is a key part of seeing lives changed during my 
time at IBI. If you decide to become a member of my support team, please indicate this on the 
enclosed card and return it to me. I will be sure to keep in touch throughout the year to inform 
you of the fruit of your investment. If you wish to receive these updates, please indicate this on 

the enclosed card as well. If you are including a check, please make it out to City Church of New 

Orleans.  Your contributions are, of course, tax-deductible. 
 
If you have any questions, please feel free to contact me at (your phone number) or (your email 
address), and I would be glad to answer your questions. Thank you so much for your consideration 
in supporting me in the IBI Internship Program. 
 
May God bless you richly! 
 
 
Sincerely Yours, 
 
 
 
(Your Name) 
(Your mailing address) 
 

 

 

 

 

 



 

 

 

 
BASIC TIPS 
 
 

1. Use proper English and correct spelling. 

2. Keep your message brief, but communicate your plans and needs clearly. 

3. Compile a list of at least 50 people who have supported you in the past and/or 

have taken an interest in your life.  Your church directory, the yellow pages, 

and your family’s Christmas letter list are great resources. 

4. Personalize the letter with the prospective supporter’s name. 

5. Include a 3x5 card with space for them to indicate whether they would like to 

support you monthly, give a one-time gift, pray for you, or receive your 

updates. 

6. Include a self-addressed stamped envelope with your address so they can 

easily send support to you. 

7. Send your supporters a thank you note after receiving their donation. 

 

 

Fundraising Ideas 

 
In addition to the steps listed on the previous page, we have included an extensive list of 
fundraising ideas for you to use to make your fundraising successful. For our first idea, 
we will expound on steps for you to approach that idea, and then we’ll list a brief summary 
of other successful ideas. 
 

1. Get a job!!! 
Find a good part- or full-time job. Collect applications, fill them out, call 
businesses a few days later to make sure they have your applications, and see if 
you can set up interviews. Work diligently as unto the Lord. Amount expected: 
$500-$1000 
 

2. Support party 
A support party is a great way to inform those in your area about your plans for 
the future. The best place to hold this party is in your home. 
1. Invite people who have supported you in the past, prayed for you, or have taken 
an interest in your life to the support party. 
2. Serve coffee or punch and cookies. 
3. Lead praise and worship, or have someone else do it for you. 
4. Share with them how much they mean to you and possibly the support they 
have given you on past mission trips. Share with them your involvement as an ibi 
participant, and ask them to sponsor you. 



5. Provide them with 3x5 index cards that have a place for them to check if they 
will support you monthly, give a one-time gift, pray for you, or would like to 
receive a monthly support letter.  
6. Place a basket on the table or near the door, and tell them that you need to 
bring four months of expenses when you come to the internship; and that if they 
could possibly leave a gift that night, it would be greatly appreciated. Be sure to 
tell them that their gifts are tax-deductible if they are made out to City Church of 
New Orleans. 

 

3. Envelope fundraiser (step-by-step) 
Distribute 50 envelopes individually numbered from 1 to 50 and ask that 
participants fill the envelope with the amount of money written on the outside. 
Give them an appropriate amount of time to fill the envelopes – even $50 
becomes easy over 4-5 weeks – and then collect them from each 
donor/friend/family member. It may not look like much, which is why it works so 
well for fundraising, but $1+2+3+4+5+…+50 add up to $1275! 
 
Items needed: 

 Envelopes (any size) 

 Paper for instructions 

 Large bowl (to place envelopes in) 
Time required: 

 2-5 weeks (varies – you will need time for the supporters to gather the 
money) 

 Short meeting (approx. 10-15 minutes) after a church service or party. 
Amount expected: 

 $1275, depending on how many envelopes you use, you can gain nearly 
any amount needed. 

 
How to make it happen 
1. Begin by getting your church leadership’s approval to conduct a fundraiser 

after a church service. 
2. After that, take the envelopes and number them, starting from 1 and number 

up to 50 (or how many you will use). 
3. Then on the selected week, have someone make a special announcement that 

you will be meeting in the back to talk about your trip. 
4. Be sure to share with them your passion to change the world by investing a 

year at the IBI internship. 
5. Then share your need for support in prayer and finances. Pray with them. 
6. Explain to them how the fundraiser will work: if they take an envelope, they 

will then donate the dollar amount that corresponds to the number on the 
envelope towards your trip. 

7. Next, invite them to take an envelope at random. You will have previously 
taken the envelopes and placed them in the bowl and shaken them up. 

8. They should place the finances in the envelope and return to you (or they can 
just send it directly to City Church of New Orleans) by the date you give them 
(typically 2-5 weeks later). 

 

 


