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Who completes?

When?

How?

Volunteer Release and Insurance 

Statement

All Volunteers

Before Departure

Fill out online, print a copy while still online, get signatures, submit 

to Workgroup Leader, who submits original to C.U.P.S. Business 

Office, and keeps a copy, which he takes to Mexico

90 Day Workgroup Form

Workgroup Leader

90 days before trip

Fill out online, print a copy while still online, then submit online.

60 Day Workgroup Form

Workgroup Leader

60 days before trip

Fill out online, print a copy while still online, then submit online.

30 Day Workgroup Form

Workgroup Leader

30 days before trip

Fill out online, print a copy while still online, then submit online.

Parental Permission for Sponsor 

of a Minor

Parents not 

accompanying minors

Before Departure

Print out form from web site, fill in by hand.  Signed by both 

parents, witnessed & notarized.  Original given to Sponsor of 

minor.

Designated Driver Form

Designated Drivers

(in Mexico)

Before Departure

Print out form from web site, fill in by hand.  Attach photocopy of 

driver's license, give to workgroup leader who takes form to 

Mexico.

Group Leader Pre-Trip Checklist

Workgroup Leader

As soon as work 

week is reserved

Print out form from web site, keep for personal use.

Authorization for Vehicles to Enter 

Mexico

Owner of Vehicle

Before Departure

Print out form from web site, fill in by hand (Spanish version), have 

notarized.  This form must accompany vehicle to Mexico.

Mexican Tourist Visa

All Volunteers

Before Departure

Print out form from web site.  Use it as a guide to filling out the 

Mexican Tourist Visa form when crossing border
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March, 2009
Dear C.U.P.S. Volunteer:

We are delighted that you have decided to travel to border Mexico and work together with a local community on a project that will improve life for that particular community.

This Handbook contains information you will need to plan your mission trip and we hope it answers your questions.  However, feel free to contact the McAllen office and we will do our best to assist you and your mission group.

Mexican communities are enriched by your mission visit, both spiritually and physically.  We pray that your mission team will be enriched as well by the fellowship with other mission team members and with the new friends from the Mexican community where your project is located.

We, the C.U.P.S. staff, and the Board thank you for your willingness to give your time and your heart in Christ’s service.

We can’t wait for you to join us in this important work.

Gracias y Bienvenidos a México,

Louise Flippin                 Laura Garza

          Mission Director
          Administrative Assistant

CUPS7456@cupsmission.org      Laurag@cupsmission.org
1701 8th Street, B-26

McAllen, TX 78501

956-686-7456

Comunidades Unidas Pro Salud means Communities United for Health.  C.U.P.S. is a non-profit, charitable corporation chartered in the state of Texas and registered as a tax-exempt organization under the 501(c)(3) provision of the Federal Tax Code.  Founded in 1989, C.U.P.S. and its volunteers have worked alongside Mexican community volunteers to construct houses, potable water systems, school classrooms, health clinics, churches, and community centers.  Over 3,000 volunteers - men, women, young adults and children - have participated in our projects.  Our belief is that the cooperation, fellowship, and services that we promote will be a lasting testament of our faith in action.  With your support we are able to positively affect thousands of individuals in unique and varied ways, demonstrating our love through Christ and our commitment to service.

INTRODUCTION

The only requirement for being a C.U.P.S. volunteer is a willingness to serve and demonstrate love for other volunteers and for the Mexican people.  Volunteers range in age from children and youth to retired adults.

Common characteristics of C.U.P.S. volunteers are patience, flexibility, and a spirit of adventure.  Despite the best planning, changes may occur at the last minute.  It rains.  A delivery does not arrive.  The community has kindly prepared a meal for the group when you had other plans.  This is part of the daily joy of working in another country and in another culture.

Groups benefit from members experienced in construction, but there are plenty of opportunities for unskilled volunteers- hammering, shoveling, painting, sweeping, etc.  If you speak Spanish, a little or fluently, you can help your fellow volunteers to communicate.  If you have a medical background you may be valuable to your fellow volunteers by helping to ensure they remain healthy.

No one volunteer should feel that he/she should participate in every job and cannot rest or take a break.  Each person should have the opportunity to work and each person should have the opportunity to rest.  There are innumerable opportunities for enriching experiences such as walking to a nearby store, going to market to buy fruit for lunch, or visiting a local class.  These experiences, though not directly related to our construction efforts, are valuable for both your group and the community in which you will work. 

Special words to youth groups, the sponsors of minors (18 years and under), and to the minors themselves:  To be a sponsor is a big responsibility and the sponsor and the minor must maintain excellent communication.  It is expected that sponsors and/or workgroup leaders set an established time for going to bed or at least being in the room.  Minors do not leave the worksite or hotel without seeking the permission of their sponsor.  C.U.P.S. recognizes and adheres to Mexican laws and government restrictions, but with regard to controlled substances such as alcohol and cigarettes, US laws are recognized and upheld.  C.U.P.S. asks each group to abide by these restrictions and to establish their own specific policies.  Sponsors of minors are responsible for ensuring that the minor is aware that the US law applies to him or her in Mexico; furthermore, the sponsor is responsible for the conduct of the minor at all times.
GROUP MEMBERSHIP RESPONSIBILITIES

An ideal work group size is 18-25 members.  Larger groups, especially those with families, can be accommodated up to a maximum of 36 members.  Each workgroup is unique.  Experienced workgroup leaders have found methods and that work well for their own group.  C.U.P.S.’ staff are available by email to help workgroup leaders plan the best methods for directing their group; there is no one way of organization that works uniformly well.  Groups are encouraged to develop their own methods.  Below are suggestions for what has worked for many groups over the years.

The Workgroup Leader:  The workgroup leader handles all the logistics for your trip, plans the travel schedule, makes reservations, organizes Mexican shopping, etc.  The Workgroup Leader also is responsible for overseeing the accurate completion of all forms by each volunteer and sending them to C.U.P.S. by the required deadlines (see Forms section of this Handbook for details).  He or she is the central figure in facilitating the call to service of each member of the group, smoothing the way, organizing events such as daily devotions, designating tasks, and working closely with the C.U.P.S. staff.

Designated Drivers:  Two drivers should be designated for each vehicle used while working in Mexico.  Not only do the designated drivers get their fellow volunteers to and from the work site, they are also responsible for checking their vehicle each day (for gas, oil, etc.) and ensuring that all necessary paperwork is in the vehicle.  Designated drivers need to be at least 26 years of age.  If the work group will be traveling beyond the 30 mile limit, each driver must have a driver’s license, a personal credit card (Master Card, Visa, or Amex only – NO Discover Card) to use to pay a vehicle fee when crossing the border and the original title to the vehicle and/or letter of permission from the vehicle owner to take the vehicle across the border for a designated period of time.  A designated driver form should be filled out for each driver (see Forms section of this Handbook for details).

Banker:  This person is responsible for paying for meals when your group dines out, for water and ice, and for all other group supplies. 

Also a good idea:

Supply Manager:  This person (may be two) is in charge of coordinating food purchases for lunches and ensuring that the necessary site supplies are always on hand.  
In addition, your workgroup may have devotion leaders, activity leaders if you are bringing children, and other roles to suit the special needs of your group.

Dress

Volunteers work hard and need clothing and shoes that are suitable for the work environment and are “expendable”.  Work boots or athletic shoes are fine. During the spring, it may turn cold and in the summer it is very hot, so you need to bring clothing suitable for the month you will be working in Mexico.  Jeans, overalls, scrub suits, or modest shorts and tee shirts should be worn.  Please remember that abbreviated forms of dress may be misunderstood in the communities where we work.  Women dress modestly in Mexico, so short-shorts, bare mid-drifts, and suggestive clothing may be offensive and send the wrong message. Pack as lightly as possible.  Plan to wear the same work clothing more than once and choose articles that travel well.  
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Who completes?

When?
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Volunteer Release and Insurance 

Statement

All Volunteers

Before Departure

Fill out online, print a copy while still online, get signatures, submit 

to Workgroup Leader, who submits original to C.U.P.S. Business 

Office, and keeps a copy, which he takes to Mexico

90 Day Workgroup Form

Workgroup Leader

90 days before trip

Fill out online, print a copy while still online, then submit online.

60 Day Workgroup Form

Workgroup Leader

60 days before trip

Fill out online, print a copy while still online, then submit online.

30 Day Workgroup Form

Workgroup Leader

30 days before trip

Fill out online, print a copy while still online, then submit online.

Parental Permission for Sponsor 

of a Minor

Parents not 

accompanying minors

Before Departure

Print out form from web site, fill in by hand.  Signed by both 

parents, witnessed & notarized.  Original given to Sponsor of 

minor.

Designated Driver Form

Designated Drivers

(in Mexico)

Before Departure

Print out form from web site, fill in by hand.  Attach photocopy of 

driver's license, give to workgroup leader who takes form to 

Mexico.

Group Leader Pre-Trip Checklist

Workgroup Leader

As soon as work 

week is reserved

Print out form from web site, keep for personal use.

Authorization for Vehicles to Enter 

Mexico

Owner of Vehicle

Before Departure

Print out form from web site, fill in by hand (Spanish version), have 

notarized.  This form must accompany vehicle to Mexico.

Mexican Tourist Visa

All Volunteers

Before Departure

Print out form from web site.  Use it as a guide to filling out the 

Mexican Tourist Visa form when crossing border


Valuables:  Leave them at home.  Cameras, cash, and valuable paperwork should be kept with you (or in a locked vehicle) at all times.

Tools:  C.U.P.S. has all the tools necessary to carry out our construction projects.  If there is a particular need, C.U.P.S. will let you know about any tools you might bring with you.  We strongly urge volunteers NOT to bring personal tools across the border.  
Immunizations

C.U.P.S. requires that all volunteers be current on their tetanus shots and recommends that the time since the last tetanus shot be 5 years rather than the usual 10 years.  Please consult with your personal physician about any other recommended immunizations; some physicians and health departments recommend that volunteers have current typhoid and/or Hepatitis A immunizations.

ABOUT MEXICO

Climate:  The climate in northeast Mexico changes dramatically with little warning.  In the spring, fronts from the north can bring chilly weather, often accompanied by rain.  Spring groups have found the area to be consistently windy.  The summer months can be hot and humid with relief coming only from the southeasterly breezes.  Because this is a semi-arid region, there is often dust in the air.  

Infrastructure:  Streets and highways in Mexico are often in poor condition.  When it rains, the dirt roads become bogs of impassable mud.  Water, electricity and sewage services may or may not exist, and even when they are present, it is a far cry from what you are used to.  Power outages are common, as are plumbing problems.  In fact, plumbing systems cannot handle toilet paper, and so there are convenient baskets in each restroom for used toilet paper.  Some work sites may not have any utility services.

Lodging:  C.U.P.S. volunteers stay at the Quintal Condel hotel in Valle Hermoso, Mexico.  It has parking, a swimming pool, swing set, and play area, a covered outdoor grill area and ample grounds with a tennis court, track and green lawn.  The Quinta Condel price for 2009 will be a flat fee per room of $ 36.00 a night, regardless of occupancy.  Most rooms have 2 double beds; rooms with twin and queen size beds are also available.  Group Leaders assign rooms at the hotel.

Groups needing space for meetings may use the covered patio dining area or make advance arrangements to use the hotel meeting room (El Privado). There is hot water for showers but groups are advised to limit shower times so there is enough hot water available for all of the rooms at times of high demand.  Group leaders are required to submit “The C.U.P.S. Workgroup 30 day Form” to the McAllen office a month before the arrival of their group. This form includes a section for noting hotel room selections.  CUPS staff make the reservations for each group. (see Forms section of this Handbook for details).
Food: Most groups eat breakfast at the hotel, prepare their own lunch - either at the hotel or at the work site, and eat dinner at a local restaurant.  One or two groups, however, prepare all of their meals by using the outdoor facilities at the Quinta Condel.  

Breakfast:  The Quinta Condel prepares this 7 AM meal.  The cost is $ 4.50 for cereal and fruit or $ 5.50 for a full breakfast (eggs or pancakes with fruit and cereal).

Lunch:  Most groups buy their lunch supplies as a group, prior to crossing into Mexico.  C.U.P.S. staff or volunteers will meet your group prior to your crossing and have 2 coolers and 2 storage containers available for your use.  Basic grocery items are also available in grocery stores in Valle Hermoso.  CUPS also has numerous coolers and water containers for use at the job site(s).

Dinner:  C.U.P.S. makes arrangements with local restaurants for the evening meal at 7 PM.  Beef, chicken, or fish are served either family style or as selections from the restaurant menu.   Any volunteer with special dietary requirements needs to communicate that information to their group leader.  Dinners vary in price, but for budgeting purposes, assume approximately $10.00 per person for adults, $5 for children. Group size and composition information is to be submitted on “The C.U.P.S. Workgroup 30 day Form.”  (see Forms section of this Handbook for details).  Evening meals at the Quinta Condel are $7.50

*Note:  Room and food costs are handled differently by various workgroups.  Consult with your group leader if you need assistance in figuring out lodging and meal costs.

Water:  In Mexico, you will drink only purified bottled water and use ice made from purified water which can be purchased at local water purification plant or store.  You should not drink water that comes out of the water faucets in your hotel, nor should you use this water to brush your teeth. Your group should buy one-gallon water containers so that each room has at least one gallon of purified water per room for the occupants’ personal use.  Water in the restaurants that C.U.P.S. frequents is also safe to drink.  C.U.P.S. has five-gallon water containers to bring to the work site.  Each day the workgroup will need to buy water locally for the following day’s use.  Workgroups may choose to bring Gatorade, lemonade, or other powdered drink mixes to put in one of the coolers. Gatorade in powdered form is not available in Mexico.
Workgroup Safety Guidelines
An important part of planning a successful workgroup trip is being sure that all volunteers are aware of general safety guidelines that will help prevent accidents or injuries at the work site, and while in transit to or from the work site.  Depending on the work that the workgroup will be performing in Mexico, a workgroup may also need to bring some safety gear with them.  Check the C.U.P.S. web site for more information. (http://www.cupsmission.org/Handbooks&Forms/Workgroup Safety Guidelines.doc).

Workgroup leaders should contact the C.U.P.S. Projects Director prior to departure to determine the types of work planned for their workgroups so they can plan accordingly.  

CUPS has two First Aid Kits available for volunteers to use during the week.  They are available for pickup on Sunday evening.

Illness or Injury
C.U.P.S. has an excellent safety record.  Accidents can be prevented by working carefully.  Illnesses can be prevented by you getting enough rest, by eating carefully, by drinking plenty of water, by washing your hands before eating, and by taking breaks while working in the hot sun.  The climate and dust are difficult, but these other factors are under your control.  

C.U.P.S. asks that you look after each other and help to keep the work site a safe environment.  There are doctors and dentists in Mexico, but if any volunteer requires serious medical attention, US medical treatment will be obtained if at all possible.  There are excellent medical facilities on the US side of the border.  Each volunteer should have appropriate health insurance identification with him or her.  If someone must be taken back to the US for medical attention, the Volunteer Release and Insurance Statement form will go with him/her.  It is, therefore, crucial that this form is filled out clearly and completely and that the Group Leader has a copy of it at all times.  
Emergencies

Each workgroup needs to make arrangements for handling emergencies that may arise at home while family members are in Mexico.  In the case of an emergency while a member of a CUPS volunteer group is in Mexico, please call the CUPS office at (956) 686-7456 and leave a message with Laura Garza.  She will contact Louise and/or the Quinta Condel hotel and your message will be delivered.  Office hours are Monday – Friday 8:00 a.m. – 5:00 p.m.  After working hours, call Laura Garza’s mobile phone number at 956-802-2821. 

The telephone number at the Quinta Condel is 011-52-894-842-1537 when dialed from the US.  Spanish only is spoken. If the C.U.P.S. group is on site, the staff will usually find someone to answer the call or take a message.  Call the hotel in case of emergency only!
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Telephones

Do not count on calling home while in Mexico.  Calling the US from Mexico is possible but to do so you will need to use a telephone calling card and have the access number for the US.  The local stores have public phones outside that operate with a LADETAL phone card. The 20, 30, 50, and 100 peso cards can be purchased at a variety of locations: the Benavides Pharmacies and various convenience stores.  They run about $1.00 per minute and show you how much time you have left to talk. Some volunteers bring their cellular telephones but the results have been mixed.  If you have purchased international calling plans, they may or may not work.  Some cellular telephone models work in Mexico; others do not. Include 001 as the cell phone access number to be dialed before the area code and telephone number when calling the US from Mexico.  Check your rates before you leave home; you may be surprised with how much is costs you to answer or make phone calls while in Mexico.  Keep in mind that some remote work sites in Mexico do not have cell phone service at all. 

Money

· You do not need to convert your dollars to pesos prior to entering Mexico. Traveler’s checks are not accepted in most stores; credit cards are generally useless.  PEMEX does not accept credit cards for gasoline in Mexico – cash only.  Since worksites may be far from Valle Hermoso, buying gasoline in Mexico may be essential. US dollars are widely accepted. The Quinta Condel requires payment in dollars or traveler’s checks in US dollars.

· If volunteers or workgroups want a letter of acknowledgement for expenses incurred for the group, or individual members of the group, for tax purposes, expenses with receipts must be submitted to the C.U.P.S office no later than 30 days after completion of their trip.  The deadline for all submissions is Nov. 15. 

Schedule - A number of factors, especially weather, can influence the schedule.  



Sunday
         12-2:00 PM 
Arrival in Valley, lunch and grocery shopping



 
 2:00 PM
Meet C.U.P.S. staff, load vehicles & depart for Mexico


 
  
 5:00 PM
Arrival at hotel in Valle Hermoso

 


                        
 
 7:00 PM
Dinner & Orientation


Mon. -Thurs.
 7:00 AM
Breakfast & Group meeting for devotions, daily planning




 8:00 AM
Leave for work site



            12:00 PM
Lunch


 

 3:30 PM
Clean work site & load supplies




 5:00 PM
Return to hotel**




 5:00 PM
Designated group members go for ice, gas, etc. 



           **Distance to work site varies.  Our objective is to be “home” by 5:00 pm.




 7:00 PM
Dinner at local restaurant

            


 8:30 PM
Some groups have daily meetings, devotions, and/or make lunches for 




the following day.


Friday
Most groups head back to the US by noon on Friday, continuing home that evening or spending the night in a local US motel.  Some groups may choose to go shopping or to the beach.  However, C.U.P.S. staff will not be working with your group on this day in order to prepare for the next group.  

Batteries

If you bring walkie-talkies or other battery-driven devices, bring extra batteries with you.  Batteries of the same size may not be available in Mexico.

Church Attendance

There are usually Wednesday or Thursday evening church services at local churches. If your group chooses, CUPS staff will guide your group to the church. If appropriate, translation of the service may be provided and your group may present a song or recite a bible verse in Spanish. We would like for our presence to be participatory as much as possible.  Decisions on church attendance need to be made by Monday evening so that we can notify the pastor of our attendance. 
Devotions
Many groups do their own devotions daily at the motel, after breakfast or at the end of the day.  In addition, the C.U.P.S. Board of Trustees suggests that each group gather at the worksite with all workers, both American and Mexican, to offer prayer for the day’s work ahead, and for the safety of all those present.  Gathering again to give thanks at the end of the workday is encouraged. If a closing ceremony occurs at the conclusion of your workweek, the Board asks that the mission volunteers convey their presence was to glorify God, to demonstrate the love of Christ to all and to and be His hands and feet in the world. The Board hopes that these prayers will serve as a witness to Jesus Christ, who directs our lives and our work here.  
[image: image3.wmf]
Departure from the US and Arrival in Mexico

At 2PM on your arrival Sunday, everyone should meet at a designated location (hotel, airport, or Tourist Center) that has been prearranged with the C.U.P.S. staff, with all items to be loaded and transported to Mexico.  A C.U.P.S. staff member or volunteer will meet you in a C.U.P.S. vehicle.  There will be time to purchase luncheon and site supplies prior to leaving for Mexico.  There may be a short group meeting at this point so that final details for the border crossing can be covered. 

Passports and Visas

Mexico: CUPS volunteers should plan on obtaining a personal visa for Mexico and drivers of rented or personal vehicles should plan on obtaining vehicle permission for traveling through the customs revision point.   The costs of the permits are approximately $23 for the individual permit and $30 for the vehicle permit.  (A visa is needed for a stay in Mexico of more than 3 days or less than 180 days.  Should there be any changes in these requirements; CUPS will let the group leaders know.  Duration of stay and location of stay are important in obtaining a personal visa and the permit to drive your vehicle in Mexico.) 

If the group is driving to and from Valle Hermoso a permit for your vehicle will not be needed.  The current Mexican customs and immigration check point south of Matamoros will be replaced by a new location 10 miles further down the highway.  Until that happens, vehicle permits will be needed. According to Mexican law, a visa is needed if the stay will be more than 3 days in Mexico (as stated above). As a practical matter, however, immigration officials have often refused to give visas when they learn that the group is staying in Valle Hermoso because is it relatively close to the border. This places CUPS in the uncomfortable position of either following the directions of the official or following Mexican law as we understand it. Depending upon the work assignment location for each group, CUPS will direct volunteers to 1) not obtain a personal visa or 2) state in each visa application that the group is traveling to San Fernando, a city about 2 hours south of the border that definitely needs personal and vehicle permits for US citizens.  

US:  All US citizens traveling to and from Mexico by ground or by air will need a valid US passport. Homeland Security requirements for returning from Mexico by a land port as of this date (October 2007) are:

January 2009
Either 1) a valid U.S. Passport OR 2) government issued photo ID, such as a driver’s license, PLUS proof of citizenship such as a valid birth certificate.

Summer 2009
On a date not yet identified, all US citizens entering the U.S. by a must have a valid U.S. passport.  This will include minor children as well.  

CUPS volunteers have complied with the need for photo ID and a valid U.S. birth certificate for the last several years.  These documents may be used during the first 6 months of 2009 but a valid U.S. passport will be required for the last half of the year and into the future. 

In addition, if you are bringing a child without one or both parents:

· Parental Permission for Sponsor of a Minor form* (a notarized letter signed by both parents).  If a parent is deceased, bring a certified copy of the death certificate (raised seal) with you.  

· (see Forms section of this handbook for details)

If your group intends to take anything into Mexico other than groceries and their own personal possessions, please be sure the C.U.P.S. staff person or volunteer who is helping you cross is aware of these things.  Misleading customs about the group’s possessions can mean a hold-up of HOURS at the border.  

C.U.P.S. asks the work group leader to help by sending in advance of list of items to be donated in Mexico along with an estimate of their value.  

C.U.P.S. staff will tell you which border crossing to use, depending upon the location where your group will be working.  Often, we cross into Mexico at the Nuevo Progreso Bridge. The drive from our usual meeting places to the bridge is approximately 30 minutes.  The toll to cross into Mexico is about $2.25.  There is a similar toll when leaving Mexico.

All vehicles will be stopped when they cross into Mexico and Mexican customs officials may inspect the luggage. Mexico has a “red light/green light” system for selecting vehicles to inspect. There are reviewing lanes to the right and each vehicle, unless signaled to proceed ahead, should pull into a space. C.U.P.S. staff will help in this process by translating and explaining where the group is staying, etc.  No vehicle is to leave the area until all have been cleared. Please reinforce to your group members to stay in or near the vehicles, quietly, unless told differently.

Crossing vehicles into Mexico
Each vehicle driver needs:

Driver’s license 

Permission letter from the person or organization which owns the vehicle giving permission to take it across the border for a specified period of time.
If you are bringing a church vehicle, bring a letter on church letterhead from an officer in your church (office manager, etc.) giving a specific driver permission to take the vehicle – include the VIN number – into Mexico from the date of entry to the date of exit.

If your group is using rental vans, it is imperative that the group leader and the designated driver check the rental agreement and vehicle registration papers to be sure they match the VIN number on the vehicle.  

A PERSONAL* bank card – MasterCard, Visa or American Express card will be needed to purchase a vehicle permit.  Credit cards with church names on them cannot be used for purchasing the vehicle permit unless the driver’s name is on the card.

Bringing vehicles into Mexico can extend both the entry and exit times into and out of Mexico by a significant amount of time.  Be prepared to wait for several hours at the border crossing.  If your paperwork is in order, the time involved can be reduced significantly. 

You will be charged about $400.00 if you do not turn in your vehicle permit upon leaving Mexico (do NOT take off the sticker from the car window; an officer will do that.) 

Note for college students

If your vehicle is titled in your parents’ name/s, your last name must be the same as your parents’.  You must also bring a birth certificate.  Mexican officials may compare your name to your parents’ names on your birth certificate and the vehicle’s title.  You will also need a letter from your parents stating that you have permission to take the vehicle into Mexico.

Driving in Mexico

Most of the time, you will be following C.U.P.S. staff.  If you feel they are driving too fast or need them to stop, flash your lights. Remember that most rules of driving and regulations of the road in the US also apply in Mexico.  There are some customs, however, that may be different.  For instance, large trucks will use their left-hand turn signal to indicate that it is safe to pass. It is customary for slow moving vehicles in Mexico to pull over to the side of the road to let you pass on a one-lane highway.

Accidents

If you have an accident in Mexico, you will need to call a local insurance adjuster who handles claims for your Mexican insurance and notify the rental agency of your vehicle (if applicable) while you are still in Mexico. Be aware that calling the police should be avoided if possible; this is a foreign country and the rules for police behavior can differ from what is expected in the United States.  If you are involved in an accident or see an accident with an injury, be aware that that Mexican law has NO Good Samaritan statutes and you could be held responsible for injury or death if you choose to give first aid.  Also, traffic accidents, however minor, are considered criminal acts in Mexico and those involved can be incarcerated until fault and insurance issues are determined.  

At the hotel

The reservation will have been made, but there may be room changes due to problems with a particular room. The group leader should have all occupants look over their room before taking their luggage inside.  If problems are found, the group leader, with the help of C.U.P.S. staff, will report the problems to the hotel management.  If the deficiencies are minor, such as lack of towels or burned out light bulbs, volunteers may begin placing luggage in their rooms.  If there are major problems such as a toilet that does not flush or an air conditioner that does not work, don’t occupy your room. 
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CODE OF ETHICS FOR TRAVELERS[image: image4.wmf]
As members of a volunteer workgroup, you are not tourists in the classic sense of the word; however, you are visitors or travelers to another country - Mexico - when you are part of a C.U.P.S. work project.  In your journey as a traveler during your week in Mexico, reflect upon this message.

1. Travel in a spirit of humility and with a genuine desire to learn more about the people of your host country.

2. Be sensitively aware of the feelings of other people, thus preventing what might be offensive behavior on your part.  This applies very much to photography.

3. Cultivate the habit of listening and observing rather than merely hearing and seeing.

4. Realize that often the people of the country you visit have time concepts and thought patterns different from your own; this does not make them inferior, only different.

5. Discover the enrichment of seeing a different way of life, through other eyes.

6. Acquaint yourself with local customs; people will be happy to help you.

7. Instead of the Western practice of knowing all the answers, cultivate the habit of asking questions.  Practice listening and observing.

8. Remember you are only one of the thousands of tourists visiting this country and do not expect special privileges.

9. If you really want your experience to be a “home away from home”, it is foolish to waste money on traveling.

10. When you are shopping, remember that the “bargain” you obtained was only possible because of the low wages paid to the maker.

11. Do not make promises to people in your host country unless you are certain you can carry them through.

12. Spend time reflecting on your daily experiences in an attempt to deepen your understanding.  

Adapted from Ron O’Grady’s, Tourism in the Third World: Christian Reflection, New York: Orbis Books, 1982, pp. 64-65

Information for Workgroup Leaders

Workgroup Composition

C.U.P.S. welcomes groups of all ages, abilities, and levels of experience.  Based upon your group’s size, experience, and composition, C.U.P.S. will do its best to assign work that will give your volunteers a great sense of satisfaction and accomplishment.  Your group may be involved in the beginning of a project, pouring cement floors or cutting up lumber components for a building, or finishing off the building installing doors and windows. 

C.U.P.S.’ welcomes youth groups but there must be one adult for every two minors (18 years old and under). The sponsor is responsible for the minor should she or he become ill or hurt.  They are also responsible for ensuring that the minor understands that they are representatives of our country, your group and our Christian beliefs.  The sponsor needs to be aware of the minor’s whereabouts and activities at all times, and takes responsibility for any and all of the minor’s activities.  Appropriate behavior is expected; the sponsor and/or group leader is responsible for discipline.
Workgroup Fee

The 2009 workgroup fee will be $4600. These funds are used to purchase materials for the projects.  A portion also goes towards support and operating costs such as pick-ups, staff, tools, insurance, etc. The project fee your group pays is only about a third of the total project cost.  C.U.P.S. depends upon the support of individuals, churches and foundations to continue to operate and we hope that you will support and expand our fundraising efforts with your own connections. C.U.P.S. group leaders act as our ambassadors in presenting our mission to their communities.  For churches and individuals wishing to support C.U.P.S. with donations, there is ample information on the C.U.P.S. web site (www.cupsmission.org).  Donations may be made by check, or online by credit card through NetworkForGood.org (see online donations link on the C.U.P.S. web site).

Workgroup Registration Process

( Please reserve your workgroup’s week with us as soon as possible.  This can be done by calling the McAllen office at 956-686-7456. A temporary workweek reservation will be made at the time of the call, but to hold this reservation, a $200 non-refundable reservation fee must be paid.

( A Workgroup Application and a $1,000 nonrefundable deposit are due ninety (90) days prior to your group’s arrival.  The 90 Day Workgroup form* is available on the C.U.P.S. web site.  This form may be filled out and submitted online (preferred method).  If you have trouble with the online submission process, a copy of the blank form is also available on the web site to print out and mail in.

( The remaining balance of the workgroup fee ($3,400) and the 60 Day Workgroup form* is due sixty (60) days prior to your arrival.  This form may be filled out and submitted online (preferred method).  If you have trouble with the online submission process, a copy of the blank form is also available on the web site to print out and mail in.

( Information about your workgroup’s arrival and departure plans is due thirty (30) days prior to your arrival.  The 30 Day Workgroup form* is also available on the C.U.P.S. web site.  This form may be filled out and submitted online (preferred method).  If you have trouble with the online submission process, a copy of the blank form is also available on the web site to print out and mail in.  
Travel Arrangements

1. Air Transportation: There are two major airports in The Valley, one in Harlingen and the other in McAllen.  Continental and Southwest fly into Harlingen.  American Airlines and Continental fly to McAllen.  It is important that airline reservations be made early, particularly in the spring due to Spring Breaks. Group Leaders will need to organize airline travel and purchase the tickets. If your group is arriving by plane, we can meet you at the airport.  We need to have your airline reservations with your application form and deposit, 90 days in advance of your trip.

Driving:  If you intend to drive to The Valley and go to Mexico on the same day, plan to take your group to the Texas Tourist Center in Harlingen (956-428-4477). It is a convenient place to meet with ample parking, rest rooms, waiting areas and access to local grocery stores in the city.  This well-marked location is at the intersection of U.S. 77 and U.S. 83 in Harlingen.  Some groups choose to spend a night in a hotel on the US side of the border; in this case, we can meet you at your hotel. At least one C.U.P.S. vehicle will meet you before crossing into Mexico and may be used to carry groceries and coolers.   C.U.P.S. recommends that groups traveling in multiple vehicles have walkie-talkies and/or cell phones to facilitate communication.  
Housing in the US   

Make reservations early!  The following hotel has worked well for volunteers in the past:

Palm Air Best Western Motel, Weslaco, TX. 415 South International Blvd. 78596-9204.  Telephone 956‑969‑2411.  Fax:  956‑969‑2211.  Toll Free 1-800-248-6511.  Rates are double with queen size beds for about $69.00 for two people; an additional person is $10.00. Small suites are $79.00 plus $10.00 for each additional person.  Small suites have king-size bed and sofa bed.  This price includes breakfast. 

A list of hotels in the Harlingen area is available online from the Harlingen Area Chamber of Commerce (www.harlingen.com). Hotels for other cities can be found at the McAllen Chamber of Commerce (www.mcallen.org) and Weslaco Chamber of Commerce (www.weslaco.com).

Vehicle Rental and Insurance

Van rental must be done early. As you calculate your van rental needs, keep in mind that a fifteen-passenger van may only hold about 10 people and their luggage.  Some groups restrict the number of passengers in vans due to past concerns about vehicle rollovers. If the last seat is removed, there is often ample storage space for passengers’ luggage and equipment storage.  

National and local rental agencies are located at or near the airports. You should compare rates when you make your reservation.  Be sure you indicate the van/s will be taken into Mexico when you make your reservation. There will be an additional charge for Mexican insurance.  Keep detailed records of your confirmation numbers and other important information and double check your reservations 24 hours in advance to verify all information.

Vans should be rented in the name of your church or organization.  Don’t forget to bring a tax-exempt form from your church. Only the designated drivers may drive these vehicles at any time and to avoid inflated insurance costs, they must be 26 years of age or older.

When renting a vehicle for use in Mexico, please include the following information when making reservation with the rental agency,

· Mexican insurance is required

· An Authorization Letter from the rental company is required

· You will be staying in Valle Hermoso and may have to go through a second check point in Mexico each day to get to and from your work site.

If you ask only for Mexican insurance, this does not mean that an authorization letter permitting the rented vehicle south of the Matamoras-Valle Hermoso Customs and Migration checkpoint will be issued.

Car Rentals-Harlingen, Texas

Avis Rent-A-Car
Valley International Airport
956-430-8690 or 800-331-1212

Budget Rent A Car
2715 Rebel Drive, Suite 5
800-460-3399 

Budget Rent A Car
1406 N. 28th Street, Suite 105
800-460-3399

Dollar Rent A Car Systems
3410 E. Grimes
956-430-8916 or 800-800-4000

Enterprise Rent A Car Airport location

956 430-8643  (NEW)

Thrifty Car Rental
602 W. Jackson
956-423-0000 or 800-847-4389

All vehicles – personal, rental, or church – must have Mexican Insurance.  

Sources are:

Sanborns: www.sanbornsinsurance.com or 1-800-222-0158.  

Nelson’s:  www.nelsontravelinsurance.com or 1-800-638-9424

Mexican insurance is also available from AAA and other insurers.
Mexican insurance can be purchased over the telephone or Internet; check with the insurer about any other requirements.  They will fax or email you a form to fill out regarding the age and condition of the vehicle you are insuring.

The Work Site Supplies and Daily Needs

Food, Water and Ice: Your group should purchase food for your lunches and site supplies while still in the US, and preferably before the 2PM meeting on your arrival Sunday.  Your group will need to buy one gallon water jugs in the US, for the personal use of volunteers in the hotel rooms.  Daily trips for ice and water need to be done by members of the workgroup each afternoon. 

Meals:  C.U.P.S. makes reservations at local restaurants for the evening meal, served family style or you may choose from selection from the menu. These reservations are made in advance so that they will have sufficient supplies on hand. Any member of the group who decides not to go to dinner needs to inform us before 4 PM or the group will still be charged for that person. C.U.P.S. highly recommends that a “meal bank” be set up with contributions from all members of the group for meals.   The Banker can then pay for each meal. 

Site Supplies: Your group will need to purchase site supplies in the U.S. and then make sure that these supplies are loaded in the vans each day.


A word about toilet paper:  Bring more with you than you think you’ll need.  Toilet paper is not provided on many job sites; it may disappear from day to day and need to be replenished each morning.

Securing vans at work site:  Your group’s vans should be locked when parked at the job site.  

End of the workday:  Tools and supplies need to be secured and put in their proper place. The work site should be cleaned up every afternoon, showing respect for the local community and setting a good example.  Plan to gather and take your group’s trash with you unless there is a reasonable plan for disposal on site.

End of the week tasks: 

1. Clean and organize the work site and any storage area being used by C.U.P.S.  It is a true gift to the next workgroup if tools are back in the correct toolbox and the work site is orderly. 

2. Clean all the water coolers and ice chests used during the week and dry them out thoroughly.  
Returning to the United States

On Friday, the group will usually leave the hotel soon after breakfast.  In order to facilitate preparations for the next volunteer group, C.U.P.S. staff will not be available to help you cross the border.  Some groups save Friday afternoon for shopping in the “famous” border town of Nuevo Progreso.  During the spring, groups are advised to return to the US via the Los Indios Bridge and then drive to Progreso, park, and walk across the bridge to Nuevo Progreso. Traffic lines returning to the US from Nuevo Progresso can be endless in the spring when Spring Breakers and “Winter Texans” are crossing over for the day.  
At the Border: 

      Each group member must stop at the immigration facility to turn in his/her visa at the Mexican Immigration Facility.  

On the US side, an employee of the US Immigration and Naturalization Service will inspect your vehicles.  It is this person’s job to ascertain that everyone is a US citizen.  Each member of the group will need to show a valid U.S. passport or documents required by the U.S. Government.  (Please review discussion on page 10 of this Handbook). Officials are primarily interested in drugs, illegal immigrants, and weapons.

This can be a very intense crossing and needs to be treated seriously.  Remove your sunglasses. Customs officials may ask “Is everyone a US citizen?”  If asked, “What were you doing in Mexico?” the driver should respond that the group was volunteering (not working) for C.U.P.S. You should also be prepared to answer the question, “What did you buy in Mexico?”   You may be asked, “Do you have any fresh fruit or vegetables?”  The answer should be “no” because all fruits and vegetables have been eaten or given away. Trained dogs are frequently used by US border guards. Your van may be pulled into an inspection lane for a more thorough inspection.  Respond briefly and concisely to any questions.  Please no joking, engaging officials in conversations, or taking pictures or videos.


Questions frequently asked by travelers                  

What items can or cannot be brought across from Mexico? 

· All articles acquired in Mexico must be declared.

· There is a $400 exemption for gifts and personal articles.

· One liter of alcoholic beverage per person over 21 per 30 days can be brought across the border (consult your own group’s policies about alcoholic beverages).

· Check with Customs about any medicine.  Certain medicines are allowed.  Steroids are prohibited.  Prescription medicines can be brought back across the border.

· No illegal drugs are allowed.  Attempts to bring illegal substances across the border may result in serious fines, loss of vehicle and/or imprisonment

· No weapons are allowed, including switchblade knives.  

· No articles made of endangered species (i.e. crocodile, elephant, sea turtle, jaguar, black coral, etc.) may be taken across.

What food/agricultural products can or cannot be brought across from Mexico?

· Most fruits are prohibited.

· Dispose of excess groceries in Mexico before you return.

FORMS[image: image5.png]



C.U.P.S. forms are available on the C.U.P.S. website. 

· Four (4) of the forms can be filled out online: a) Volunteer Release and Insurance Statement (VRIS), b) 90 Day Workgroup Form, c) 60 Day Workgroup Form, and d) 30 Day Workgroup Form.  Only the VRIS must be printed out, signatures obtained, and the original given to the workgroup leader. (The 4 online forms are in Adobe Acrobat format, which may be printed out while online, but the filled in forms cannot be saved without losing the data on them.)

· C.U.P.S. encourages participants to complete the appropriate form/s online if possible.  If this is not possible, there are blank copies available on the forms page that can be printed out, filled in, and submitted by mail.

· Some forms are for the benefit of the workgroup; others must be submitted to C.U.P.S.  Instructions for submitting forms are printed on the forms themselves.

· A single parent or a sponsor bringing a minor into Mexico must have proper paperwork to convince the authorities that this is not a case of child kidnapping.  BOTH parents, regardless of marital status, must sign the Parental Permission for Sponsor of a Minor form and it must be notarized.
· In addition to this form, any single parent or a sponsor who brings a minor across the border must also have a NOTARIZED LETTER FROM THE OTHER PARENT (in the case of divorce) or from BOTH parents (in the case of a sponsor) which gives permission for the child to go to Mexico for a specific purpose and for specified dates.  You must provide a copy of this letter to your group leader; the parent or sponsor keeps the original.
CUPS realizes that to complete both of these forms can be cumbersome; however, both Mexican and American authorities can require these documents and it is better to have more documentation than not enough.

· Group leaders must keep copies of all forms for their groups for 3 years.


SUMMARY OF C.U.P.S. FORMS AND HOW TO USE THEM

TECHNICAL SUPPORT

Those needing assistance with the Online Registration System can contact one of the following people for technical support:

	Name
	Phone
	Email

	Chris Friedersdorf
	281-961-7363
	webmaster@cupsmission.org

	Laura Garza
	956-686-7456
	laurag@cupsmission.org

	Louise Flippin
	956-686-7456
	CUPS7456@cupsmission.org
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                           Suggestions for handbook additions or corrections may be       emailed to Laura Garza (laurag@cupsmission.org)

                                              November, 2008

DIRECTOR’S OFFICE


1701 N. 8th, Ste. B-26


McAllen, TX 78501


Phone: (956) 686-7456


Fax: (775) 258-0527


� HYPERLINK "mailto:CUPS7456@CUPSMission.org" ��CUPS7456@CUPSMission.org�








BUSINESS OFFICE


P.O. Box 6933


Kingwood, TX 77325


Phone: (281) 361-4439


Fax:  (281) 361-4439


� HYPERLINK "mailto:CUPSHOU@CUPSMission.org" ��CUPSHOU@CUPSMission.org�





Mission Statement


CUPS is an ecumenical ministry that assists northeastern Mexican communities improve health and education and foster a sense of community, while providing volunteers an opportunity to serve and be served.





What to Bring:


Flashlight	   Bug Repellent	Work Shoes	        Toiletries	   Light-weight Jacket


Hat		   Sunglasses	Sunscreen	        Bandana	   Work gloves


Swimsuit	   Bible                      Safety Goggles     Dust Mask          Safety Goggles


3-4 sets of casual clothes for dinner/church               Medications - in original containers


3-4 sets of work clothes


Extra towels for your motel room (do NOT bring white towels or pillow cases!)











It is a good idea to post a room occupancy form on the door of the group leader or occupant’s names on each door or in the window so folks can find other members of your group.  Sheet protectors will ensure that rain and humidity don’t ruin the signs.





Recommended Site Supplies


First aid supplies	(    Dish soap


Hand soap and an antibacterial liquid	(    Paper towels, sponge


Masking tape	(    Toilet paper


String	(    Garbage bags


Permanent markers	(    Clothes pins


Baby wipes	(    Cups or water bottles


Insect repellent	(    Water for dishes, etc.





ANY VOLUNTEER WHO FAILS TO PROVIDE CORRECT FORMS AND CREDENTIALS AT THE BORDER MAY BE ASKED TO REMAIN IN THE UNITED STATES!
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		C.U.P.S. Forms Summary

				Form Name		Who completes?		When?		How?

				Volunteer Release and Insurance Statement		All Volunteers		Before Departure		Fill out online, print a copy while still online, get signatures, submit to Workgroup Leader, who submits original to C.U.P.S. Business Office, and keeps a copy, which he takes to Mexico

				90 Day Workgroup Form		Workgroup Leader		90 days before trip		Fill out online, print a copy while still online, then submit online.

				60 Day Workgroup Form		Workgroup Leader		60 days before trip		Fill out online, print a copy while still online, then submit online.

				30 Day Workgroup Form		Workgroup Leader		30 days before trip		Fill out online, print a copy while still online, then submit online.

				Parental Permission for Sponsor of a Minor		Parents not accompanying minors		Before Departure		Print out form from web site, fill in by hand.  Signed by both parents, witnessed & notarized.  Original given to Sponsor of minor.

				Designated Driver Form		Designated Drivers
(in Mexico)		Before Departure		Print out form from web site, fill in by hand.  Attach photocopy of driver's license, give to workgroup leader who takes form to Mexico.

				Group Leader Pre-Trip Checklist		Workgroup Leader		As soon as work week is reserved		Print out form from web site, keep for personal use.

				Authorization for Vehicles to Enter Mexico		Owner of Vehicle		Before Departure		Print out form from web site, fill in by hand (Spanish version), have notarized.  This form must accompany vehicle to Mexico.

				Mexican Tourist Visa		All Volunteers		Before Departure		Print out form from web site.  Use it as a guide to filling out the Mexican Tourist Visa form when crossing border
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