UnityReach Global Accounts Payable Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Accounts Payable Coordinator manages UnityReach Global’s authorized payments to vendors, contractors, service providers, partners, volunteers receiving approved reimbursements, and other approved payees.
The Coordinator ensures that every outgoing payment for the 2028–2029 Cap-Haïtien Mission is:
· Legitimate and properly authorized. 
· Supported by complete documentation. 
· Charged to the correct department, program, grant, or restricted fund. 
· Paid accurately and on time. 
· Protected against fraud, duplication, conflicts of interest, and unauthorized use. 
· Recorded in a complete audit trail. 

2. Reporting Structure
The Accounts Payable Coordinator:
· Reports to the Finance Director. 
· Coordinates grant-funded payments with the Grants Finance Coordinator. 
· Coordinates refunds with the Volunteer Payments Coordinator. 
· Coordinates donor-restricted expenditures with the Donations and Sponsorships Finance Coordinator. 
· Coordinates Haiti-based transactions with the Field Finance Coordinator. 
· Coordinates controls and reviews with the Compliance and Audit Coordinator. 
· Coordinates purchase documentation with the Logistics Director. 
· Coordinates contracts and administrative files with the Administrative Coordinator. 
· Works with department directors to resolve incomplete or disputed payment requests. 
· Supervises authorized accounts-payable assistants. 

3. Required Qualifications
The Coordinator should demonstrate:
· Experience in accounts payable, bookkeeping, accounting, procurement finance, or nonprofit financial administration. 
· Ability to review invoices, contracts, receipts, and purchase orders. 
· Strong mathematical and reconciliation skills. 
· Experience with accounting or payment-management systems. 
· Understanding of approval limits and segregation of duties. 
· Ability to detect duplicate, altered, or suspicious invoices. 
· Strong organizational and deadline-management skills. 
· Ability to protect banking, vendor, and financial information. 
· Familiarity with contractor documentation and tax-reporting support. 
· Commitment to UnityReach Global’s financial policies and Code of Conduct. 

4. Guiding Principles
All outgoing payments must follow these standards:
· No payment without a valid organizational purpose. 
· No payment without required authorization. 
· No payment without adequate supporting documentation. 
· No payment merely because a requester says it is urgent. 
· No person may approve a payment to themselves. 
· Bank-information changes require independent verification. 
· Restricted funds must be used only for their approved purposes. 
· Duplicate payment prevention must be built into the workflow. 
· Personal and organizational expenses must remain separate. 
· Cash payments must be minimized. 
· Every correction must preserve its audit history. 
· Emergencies may use accelerated procedures, but documentation and review are still required. 
· Test transactions must never affect production ledger totals. 

5. Types of Payments Managed
The Coordinator may process authorized payments for:
· Airline and travel services. 
· Lodging and housing. 
· Transportation and vehicle rental. 
· Fuel. 
· Cargo and customs services. 
· Medical, dental, vision, and pharmacy supplies. 
· Community-meal supplies. 
· School tuition and education materials. 
· Hygiene-kit supplies. 
· Clothing and shoe distribution. 
· Water-project materials and contractors. 
· Equipment and technology. 
· Printing and communications. 
· Security and insurance. 
· Professional services. 
· Approved partner agreements. 
· Volunteer reimbursements. 
· Contractor invoices. 
· Approved refunds. 
· Approved advances. 
· Utilities and administrative costs. 
· Other documented mission expenses. 

6. Vendor Setup and Verification
Before paying a new vendor, the Coordinator will obtain and verify:
· Legal business or individual name. 
· Contact person. 
· Physical and mailing address. 
· Telephone number. 
· Email address. 
· Tax-identification documentation when required. 
· Banking or payment instructions. 
· Description of goods or services. 
· Contract or agreement. 
· Conflict-of-interest disclosure. 
· Vendor approval. 
· Currency and country. 
· Required insurance or licensing. 
· Sanctions or restricted-party screening when applicable. 
Vendor records must be protected from unauthorized changes.
Bank-Information Changes
Any request to change payment instructions must be independently verified using a trusted contact method already on file—not solely the email or message requesting the change.

7. Purchase-to-Payment Workflow
The standard process is:
Approved Request → Purchase Order or Agreement → Goods/Services Received → Invoice Reviewed → Three-Way Match → Coding → Approval → Payment → Recording → Reconciliation → Archive
The three-way match compares:
1. Purchase order or approved request. 
2. Receiving report or confirmation of service. 
3. Vendor invoice. 
A discrepancy must be resolved before payment unless an authorized exception is documented.

8. Invoice Requirements
A valid invoice should normally include:
· Vendor’s legal name. 
· Invoice number. 
· Invoice date. 
· Billing address. 
· Description of goods or services. 
· Quantity. 
· Unit price. 
· Total amount. 
· Currency. 
· Taxes or fees. 
· Payment terms. 
· Purchase-order or contract reference. 
· Banking or payment instructions where appropriate. 
The Coordinator must investigate invoices that are:
· Handwritten without explanation. 
· Missing identifying information. 
· Mathematically incorrect. 
· Altered. 
· Duplicated. 
· Submitted from an unfamiliar address. 
· Inconsistent with the contract. 
· Split into smaller amounts. 
· Unsupported by evidence of delivery. 
· Issued by a related party. 
· Urgently redirected to a different bank account. 

9. Payment Request Review
Before processing payment, the Coordinator will verify:
· The expense serves an approved organizational purpose. 
· The department has budget availability. 
· The correct authorization was obtained. 
· Goods or services were received. 
· Pricing agrees with the agreement. 
· Quantities are accurate. 
· Taxes, fees, discounts, and credits are correct. 
· The payment has not already been made. 
· The vendor record is valid. 
· The accounting classification is correct. 
· Grant and donor restrictions are satisfied. 
· Procurement requirements were followed. 
· Conflict-of-interest concerns were addressed. 
· Supporting documents are complete. 

10. Accounting Coding
Every payment must be assigned to the correct:
· Legal entity. 
· Fiscal period. 
· Department. 
· Program. 
· Mission. 
· Expense category. 
· Grant. 
· Restricted fund. 
· Project. 
· Location. 
· Currency. 
· Vendor. 
· Equipment or inventory record, when applicable. 
The Coordinator may not charge an expense to an unrelated program simply because the correct budget is exhausted.

11. Approval Levels
Payment approval requirements should be based on:
· Dollar amount. 
· Expense category. 
· Department. 
· Grant or donor restrictions. 
· Contractual obligation. 
· Related-party status. 
· Emergency status. 
· Capital-equipment status. 
· International-transfer risk. 
At minimum:
· The requesting department confirms the operational need. 
· The receiving party confirms delivery. 
· Finance confirms documentation and funding. 
· An authorized approver approves the payment. 
· A separate authorized person releases the payment whenever practical. 
No person may approve their own reimbursement or a payment that directly benefits them.

12. Payment Methods
Approved methods may include:
· Bank transfer. 
· ACH. 
· Check. 
· Payment card. 
· Approved digital payment service. 
· International transfer. 
· Approved mobile-money service. 
· Petty cash in limited circumstances. 
The Coordinator must use the safest, most traceable, and most cost-effective approved method.
Personal bank accounts, personal payment applications, and undocumented cash transfers must not be used merely for convenience.

13. Payment Scheduling
The Coordinator will maintain a payment calendar based on:
· Invoice due dates. 
· Contract terms. 
· Early-payment discounts. 
· Available cash. 
· Program deadlines. 
· Grant periods. 
· Travel and shipment schedules. 
· Approved priorities. 
· Disputed invoice status. 
The Coordinator must avoid unnecessary late fees while protecting cash flow and approval controls.

14. Duplicate Payment Prevention
Before release, the Coordinator will compare:
· Vendor. 
· Invoice number. 
· Invoice date. 
· Amount. 
· Purchase order. 
· Description. 
· Payment reference. 
· Prior credits. 
· Previously submitted document images. 
If duplicate payment occurs, the Coordinator will:
1. Notify the Finance Director. 
2. Contact the vendor through an approved method. 
3. Request refund or credit. 
4. Record the receivable. 
5. Correct the ledger. 
6. Document recovery. 
7. Identify the control failure. 
8. Implement corrective action. 

15. Volunteer and Staff Reimbursements
An approved reimbursement request should include:
· Requester’s name. 
· Business purpose. 
· Date. 
· Location. 
· Department and program. 
· Original itemized receipt. 
· Amount and currency. 
· Payment method originally used. 
· Required approvals. 
· Explanation of any exception. 
· Confirmation that reimbursement has not been requested elsewhere. 
The Coordinator will not reimburse:
· Personal expenses. 
· Alcohol. 
· Entertainment without authorization. 
· Traffic or parking fines. 
· Unapproved upgrades. 
· Missing-receipt expenses without an approved exception. 
· Expenses outside policy. 
· Expenses already paid directly by UnityReach Global. 
· Costs charged to another organization. 
Reimbursement Workflow
Expense Incurred → Request Submitted → Supervisor Review → Finance Review → Approval → Payment → Ledger Entry → Archive

16. Travel Expenses
The Coordinator will verify:
· Traveler authorization. 
· Approved itinerary. 
· Allowed travel class. 
· Fare and baggage charges. 
· Lodging rate. 
· Approved ground transportation. 
· Meal or per-diem rules. 
· Personal travel separation. 
· Companion or family expenses. 
· Travel credits. 
· Cancellations and refunds. 
· Currency conversions. 
· Missing-receipt explanations. 
UnityReach Global must not pay personal vacation expenses unless specifically authorized as an approved program benefit and properly classified.
Mission expenses and volunteer fellowship/vacation expenses must remain clearly distinguishable.

17. Advances
When an advance is approved, the Coordinator will record:
· Recipient. 
· Purpose. 
· Amount. 
· Currency. 
· Funding source. 
· Approval. 
· Date issued. 
· Required reconciliation date. 
· Receipts submitted. 
· Unused funds returned. 
· Remaining amount owed. 
A new advance should not normally be issued to someone with an overdue, unreconciled advance.
Advances are organizational funds—not personal loans or compensation.

18. Refund Processing
The Coordinator will process approved refunds for:
· Volunteer cancellations. 
· Duplicate payments. 
· Overpayments. 
· Vendor credits. 
· Rejected or returned donations when authorized. 
· Program cancellations. 
· Other approved corrections. 
Before issuing a refund, the Coordinator will verify:
· Original transaction. 
· Refund eligibility. 
· Correct amount. 
· Required approvals. 
· Original payment method. 
· Chargeback status. 
· Sponsor or donor restrictions. 
· Identity of the recipient. 
· Accounting treatment. 
Refunds should not be redirected to an unrelated person or account without verified authorization.

19. Credit Cards and Purchasing Cards
If organizational cards are used, the Coordinator will ensure that:
· Cards are assigned only to authorized users. 
· Spending limits are established. 
· Receipts are submitted promptly. 
· Business purposes are documented. 
· Personal charges are prohibited. 
· Transactions are reconciled monthly. 
· Card numbers are protected. 
· Lost or stolen cards are reported immediately. 
· Departing users return or deactivate cards. 
· Cash advances follow separate authorization. 
· Repeated missing documentation is escalated. 
An organizational card does not eliminate procurement or approval requirements.

20. Cash and Petty Cash
Cash should be limited to circumstances where electronic or bank payment is impractical.
Petty-cash controls must include:
· Fixed authorized balance. 
· Designated custodian. 
· Secure storage. 
· Numbered vouchers. 
· Original receipts. 
· Expense limits. 
· Prohibited purchases. 
· Regular counts. 
· Independent reconciliation. 
· Documented replenishment. 
· Surprise reviews. 
· Final closeout. 
Cash must never be taken from incoming donations or volunteer payments and used directly for expenses without first being recorded through the approved financial process.

21. International and Haiti-Based Payments
For international payments, the Coordinator will verify:
· Payee identity. 
· Contract or invoice. 
· Currency. 
· Exchange rate. 
· Transfer fees. 
· Banking information. 
· Legal and compliance requirements. 
· Procurement approval. 
· Receiving confirmation. 
· Documentation available from the destination country. 
· Restrictions on medical, communications, or water equipment. 
· Customs and tax obligations. 
· Whether the payment belongs in field-finance procedures. 
The Coordinator will coordinate closely with the Field Finance Coordinator to avoid duplicate payment.

22. Vendor Credits, Returns and Deposits
The Coordinator will track:
· Vendor deposits. 
· Prepayments. 
· Security deposits. 
· Travel credits. 
· Returned goods. 
· Credit memos. 
· Refunds due. 
· Unused balances. 
· Canceled reservations. 
· Recoverable customs or service charges. 
A vendor credit must not disappear from the records when leadership or staff changes.

23. Contractor Payments
Before paying a contractor, the Coordinator will verify:
· Signed agreement. 
· Scope of work. 
· Deliverables or milestone completion. 
· Approved rate. 
· Invoice. 
· Required tax documentation. 
· Insurance or licensing where applicable. 
· Conflict-of-interest disclosure. 
· Supervisor approval. 
· Final acceptance of services. 
The title “volunteer” must not be used to avoid legitimate contractor or employment obligations.

24. Conflict-of-Interest Controls
The Coordinator must flag payments involving:
· Board members. 
· Directors. 
· Employees. 
· Volunteers. 
· Family members. 
· Businesses owned by insiders. 
· Haitian partners with personal relationships to decision-makers. 
· Vendors selected without competition. 
· Gifts or benefits offered to procurement personnel. 
Related-party transactions require disclosure, independent review, fair pricing, and appropriate approval.

25. Fraud Prevention
Warning signs include:
· Urgent payment requests bypassing policy. 
· Email requests to change bank information. 
· Invoices with altered details. 
· Duplicate invoices. 
· Round-dollar payments. 
· Sequential invoices from unknown vendors. 
· Split purchases. 
· Payments just below approval thresholds. 
· Vendor addresses matching staff addresses. 
· Missing receiving documentation. 
· Overpayments followed by refund requests. 
· Invoices for undelivered goods. 
· Pressure to keep a transaction confidential. 
· Requests to pay a personal account. 
· Unusual international transfers. 
· Backdated approvals. 
The Coordinator must pause questionable payments and immediately notify the Finance Director.

26. Payment Corrections and Voids
Corrections must preserve:
· Original transaction. 
· Reason for correction. 
· Person requesting correction. 
· Approver. 
· Date. 
· Corrected accounting treatment. 
· Related payment or refund. 
· Audit history. 
Checks and electronic payments must be voided through the authorized procedure. Records must not be deleted to hide errors.

27. Month-End and Period-End Close
The Coordinator will:
· Confirm that approved invoices are recorded. 
· Review unpaid invoices. 
· Reconcile vendor statements. 
· Record valid accrued expenses where required. 
· Review advances and deposits. 
· Verify refunds and credits. 
· Reconcile payment-system activity. 
· Investigate unusual transactions. 
· Provide accounts-payable aging. 
· Confirm proper period and fund coding. 
· Secure supporting documents. 

28. Authority
The Accounts Payable Coordinator may:
· Review payment requests. 
· Return incomplete requests. 
· Require supporting documentation. 
· Verify vendor information. 
· Schedule approved payments. 
· Place suspicious or disputed payments on hold. 
· Correct documented coding errors with an audit trail. 
· Request vendor credits. 
· Reconcile accounts-payable activity. 
· Escalate suspected fraud or conflicts of interest. 
· Refuse to process payments through unapproved methods. 

29. Limitations
The Coordinator may not:
· Approve their own payment or reimbursement. 
· Create and independently approve the same vendor. 
· Change bank information without verification. 
· Pay unsupported invoices. 
· Split payments to avoid approval requirements. 
· Create false receipts. 
· Backdate approvals. 
· Use organizational funds personally. 
· Pay invoices outside the grant or donor restriction. 
· Release funds simply because someone claims an emergency. 
· Delete payment history. 
· Hide duplicate or incorrect payments. 
· Pay personal bank accounts without documented justification and authorization. 
· Sign contracts unless separately authorized. 
· Count test payments in production totals. 

30. Timeline of Responsibilities
August–September 2026: Foundation
· Review financial and procurement policies. 
· Design the accounts-payable workflow. 
· Establish vendor onboarding requirements. 
· Create invoice and reimbursement standards. 
· Define payment approval levels. 
· Establish fraud-prevention controls. 
· Develop payment calendars and reports. 
· Coordinate accounting codes with Finance. 
October–December 2026: System Setup
· Configure vendor and payment records. 
· Test invoice approval workflows. 
· Establish digital document storage. 
· Create duplicate-payment controls. 
· Develop reimbursement forms. 
· Establish test transactions excluded from production totals. 
· Train initial authorized users. 
January–December 2027: Early Operations
· Process approved planning expenses. 
· Maintain vendor records. 
· Reconcile payments. 
· Track deposits and travel credits. 
· Monitor contracts and due dates. 
· Resolve vendor discrepancies. 
· Support grant and sponsorship spending. 
· Conduct periodic vendor-file reviews. 
January–June 2028: Procurement Expansion
· Process approved airfare, lodging, supply, and program payments. 
· Monitor installment-related refunds. 
· Review increasing purchase volume. 
· Track advances and deposits. 
· Reconcile restricted-fund expenses. 
· Verify receiving documentation. 
· Produce accounts-payable aging reports. 
· Resolve duplicate and disputed invoices. 
July–September 2028: Major Purchasing Period
· Support medical, humanitarian, educational, water, and logistics procurement. 
· Verify competitive quotations. 
· Track equipment and cargo payments. 
· Monitor vendor delivery. 
· Reconcile high-volume transactions. 
· Review partner and contractor documentation. 
· Prepare field-finance payment controls. 
October–November 2028: Pre-Deployment Closeout
· Confirm major vendors are paid according to contract. 
· Review outstanding invoices. 
· Track travel and lodging balances. 
· Resolve credits and deposits. 
· Prepare international-payment schedules. 
· Reconcile grant-funded purchases. 
· identify documentation gaps. 
· Coordinate field advances. 
December 1–13, 2028: Final Preparation
· Pay approved pre-departure obligations. 
· Verify all field advances. 
· Confirm emergency payment procedures. 
· Secure bank and payment access. 
· Prepare pending-payment reports. 
· Confirm approval coverage during travel. 
· Reconcile vendor deposits and open commitments. 
December 14–23, 2028: Travel and Active Mission
· Process urgent approved payments. 
· Monitor field-payment requests. 
· Reconcile advances. 
· Verify delivery before final vendor payment. 
· Review foreign-currency documentation. 
· Prevent duplicate home-office and field payments. 
· Track emergency expenditures. 
· Preserve digital copies of receipts and approvals. 
December 24, 2028–January 2, 2029: Fellowship and Reconciliation
· Separate mission-program expenses from fellowship expenses. 
· Collect missing invoices and receipts. 
· Reconcile vendor and field records. 
· Resolve travel credits and refunds. 
· Review outstanding advances. 
· Prepare preliminary accounts-payable closeout. 
· Document unresolved vendor disputes. 
January 3, 2029: Final Day and Return
· Secure payment systems and records during return travel. 
· Confirm receipt of all field-payment documentation. 
· Record outstanding obligations. 
· Document unreconciled advances and deposits. 
· Update accounts-payable aging. 
· Submit the preliminary closeout report to the Finance Director. 
· Preserve records for final reconciliation and audit. 

31. Emergency Responsibilities
During an emergency, the Coordinator will:
· Activate accelerated payment procedures when authorized. 
· Confirm the requester and approver. 
· Document the emergency purpose. 
· Use traceable payment methods whenever possible. 
· Prevent delay of urgent medical care, evacuation, or safety action. 
· Record supporting documentation as soon as conditions permit. 
· Track emergency advances separately. 
· Preserve all communications and receipts. 
· Report suspected exploitation or price gouging. 
· Complete post-emergency reconciliation. 
Emergency procedures do not authorize personal use, concealed transactions, or bypassing all financial oversight.

32. Required Records
The Coordinator must maintain:
· Vendor master file. 
· Vendor verification records. 
· Tax documentation. 
· Contracts. 
· Purchase orders. 
· Invoices. 
· Receiving records. 
· Payment approvals. 
· Payment register. 
· Check and transfer records. 
· Reimbursement requests. 
· Advance records. 
· Refund records. 
· Credit memos. 
· Vendor deposit records. 
· Accounts-payable aging. 
· Reconciliations. 
· Bank-information change confirmations. 
· Conflict-of-interest records. 
· Exception approvals. 
· Fraud alerts and corrective actions. 
· Closeout reports. 

33. Key Performance Indicators
Performance should be measured through:
· Percentage of payments made accurately. 
· Percentage paid by approved due date. 
· Duplicate-payment rate. 
· Number of unsupported payments. 
· Average invoice-processing time. 
· Vendor-information verification rate. 
· Outstanding advance balance. 
· Reimbursement-processing time. 
· Vendor-credit recovery rate. 
· Number of late fees. 
· Percentage of transactions properly coded. 
· Number of unauthorized bank changes. 
· Fraud attempts detected before payment. 
· Reconciliation completion rate. 
· Completeness of supporting documentation. 
· Audit findings related to accounts payable. 

34. Major Risks to Manage
The Coordinator must actively manage:
· Fake or altered invoices. 
· Unauthorized bank changes. 
· Duplicate payments. 
· Personal expenses. 
· Unsupported reimbursements. 
· Conflicts of interest. 
· Split purchases. 
· Payments for undelivered goods. 
· Incorrect grant or restricted-fund coding. 
· Missing receipts. 
· Excessive cash use. 
· Unreconciled advances. 
· Vendor overpayments. 
· Exchange-rate errors. 
· Personal vacation expenses charged to the mission. 
· Late payments disrupting travel or programs. 
· Unauthorized access to financial systems. 

35. First 30-Day Action Plan
Within the first 30 days, the Accounts Payable Coordinator should:
1. Meet with the Finance and Logistics Directors. 
2. Review procurement and payment policies. 
3. Design the purchase-to-payment workflow. 
4. Establish vendor-onboarding requirements. 
5. Create invoice-review standards. 
6. Define approval levels. 
7. Create reimbursement and advance procedures. 
8. Establish bank-change verification. 
9. Configure duplicate-payment checks. 
10. Develop payment and aging reports. 
11. Establish international-payment controls. 
12. Create emergency payment procedures. 
13. Define performance indicators. 
14. Submit the accounts-payable operating plan for approval. 

36. Closing Responsibility
The Accounts Payable Coordinator ensures that UnityReach Global pays the correct party, the correct amount, at the correct time, from the correct funding source, and only after receiving proper authorization and documentation.
Speed and convenience must never replace accountability. At the same time, financial procedures must support—not unnecessarily obstruct—urgent medical care, humanitarian response, safety, and lawful mission operations.

