UnityReach Global Grants Finance Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Grants Finance Coordinator manages the financial administration, budgeting, compliance, expenditure tracking, reporting, and closeout of grants received or pursued by UnityReach Global for the 2028–2029 Cap-Haïtien Mission and related programs.
The Coordinator ensures that:
· Grant budgets are realistic and accurate. 
· Expenses remain within approved categories. 
· Restricted funds are used only for authorized purposes. 
· Required financial reports are complete and timely. 
· Supporting documentation is audit-ready. 
· Matching-fund and cost-sharing commitments are tracked. 
· Program and financial records agree. 
· Grant conditions do not compromise UnityReach Global’s mission, independence, safeguarding obligations, or humanitarian principles. 

2. Reporting Structure
The Grants Finance Coordinator:
· Reports to the Finance Director. 
· Coordinates funding opportunities and funder relationships with the Partnerships Director. 
· Works with department directors to build program budgets. 
· Coordinates grant-related donations with the Donations and Sponsorships Finance Coordinator. 
· Coordinates payments with the Accounts Payable Coordinator. 
· Coordinates mission-country expenditures with the Field Finance Coordinator. 
· Coordinates compliance reviews with the Compliance and Audit Coordinator. 
· Coordinates organizational records with the Administrative Coordinator. 
· Provides authorized financial reports to executive leadership and the Board. 
· Supervises assigned grant-accounting or grant-administration volunteers. 

3. Required Qualifications
The Coordinator should demonstrate:
· Experience with grant accounting, nonprofit finance, sponsored-project administration, budgeting, bookkeeping, or financial reporting. 
· Understanding of restricted funds and allowable costs. 
· Ability to interpret grant agreements and financial conditions. 
· Strong spreadsheet and accounting-system skills. 
· Experience preparing budgets, forecasts, variance reports, and financial narratives. 
· Strong attention to deadlines and documentation. 
· Understanding of cost allocation, procurement, matching funds, and subrecipient monitoring. 
· Ability to coordinate with program and finance personnel. 
· Ability to handle confidential financial and organizational information. 
· Commitment to UnityReach Global’s Christian values, Code of Conduct, and financial policies. 

4. Guiding Principles
All grant-finance activities must follow these principles:
· Grant funds must be used only for approved purposes. 
· The approved budget is a control document. 
· Every expense must be allowable, reasonable, necessary, allocable, and documented. 
· No expense should be charged to a grant merely because other funding is unavailable. 
· The same expense may not be charged to more than one funding source. 
· Financial reports must agree with accounting records. 
· Program results must be verified by responsible program leaders. 
· Deadlines and reporting obligations must be monitored from award through closeout. 
· Grant restrictions must not weaken safeguarding, clinical, ethical, or humanitarian standards. 
· Assistance must never be conditioned on religious participation. 
· No grant may improperly control evangelistic content, beneficiary choice, clinical decisions, or political activity. 
· Records must be complete enough for an independent reviewer to understand every material transaction. 

5. Grant Lifecycle Management
The Coordinator will manage the financial portion of the complete grant lifecycle:
The Coordinator must maintain continuity between the proposed budget, awarded budget, actual expenditures, program outputs, and final report.

6. Pre-Application Financial Review
Before UnityReach Global submits a grant application, the Coordinator will review:
· Funding amount. 
· Project period. 
· Eligible applicants. 
· Allowable and unallowable expenses. 
· Required matching funds. 
· Cost-sharing commitments. 
· Reimbursement or advance-payment structure. 
· Indirect-cost limitations. 
· Staffing requirements. 
· Procurement requirements. 
· Insurance requirements. 
· Currency and banking conditions. 
· Audit requirements. 
· Financial reporting schedule. 
· Record-retention period. 
· Subrecipient or partner requirements. 
· Equipment ownership after project completion. 
· Refund requirements for unused funds. 
· Potential financial and operational risks. 
The Coordinator should identify whether UnityReach Global has sufficient systems, cash flow, personnel, and documentation capacity to manage the award.

7. Grant Budget Development
The Coordinator will work with program leaders to prepare detailed grant budgets covering applicable expenses such as:
· Personnel and contracted services. 
· Volunteer training. 
· Travel and airfare. 
· Lodging. 
· Ground transportation. 
· Medical, dental, vision, and pharmacy supplies. 
· Community meals. 
· School tuition assistance. 
· School supply kits. 
· Hygiene kits. 
· Clothing and shoe distribution. 
· Clean-water infrastructure. 
· Children’s and youth programs. 
· Evangelism activities when eligible. 
· Translation and interpretation. 
· Communications. 
· Safety and security. 
· Insurance. 
· Customs and cargo. 
· Equipment. 
· Monitoring and evaluation. 
· Administrative and indirect costs. 
· Contingency, where permitted. 
Each budget line should include:
· Description. 
· Quantity. 
· Unit cost. 
· Calculation. 
· Funding source. 
· Timing. 
· Responsible department. 
· Supporting assumption. 
· Allowability confirmation. 

8. Budget Narrative
The Coordinator will prepare or review a budget narrative explaining:
· Why each cost is necessary. 
· How amounts were calculated. 
· How costs support program objectives. 
· Whether estimates are based on quotations, historical costs, market research, or approved rates. 
· How shared expenses are allocated. 
· How matching contributions will be documented. 
· Whether costs are one-time or recurring. 
· What happens to equipment after the grant. 
· How currency conversions will be handled. 
· Which costs may change because of inflation or travel conditions. 
The narrative must be consistent with the application’s program description.

9. Application Approval Controls
Before submission, the Coordinator will confirm that:
· The budget is mathematically correct. 
· Budget categories match the funder’s template. 
· Narrative and financial figures agree. 
· Required matching funds are authorized and realistically available. 
· Leadership has approved commitments. 
· No prohibited or unsupported costs are included. 
· Proposed salaries and rates are authorized. 
· Indirect-cost treatment is correct. 
· Currency assumptions are documented. 
· Required financial attachments are current. 
· The organization can meet the reporting schedule. 
· The final application version is preserved. 
No employee or volunteer may submit a grant application that financially binds UnityReach Global without authorized approval.

10. Grant Award Review
When a grant is awarded, the Coordinator will review the agreement before funds are accepted.
The review should identify:
· Award amount. 
· Approved budget. 
· Project start and end dates. 
· Payment schedule. 
· Reporting deadlines. 
· Restrictions. 
· Procurement rules. 
· Matching requirements. 
· Branding and recognition requirements. 
· Monitoring requirements. 
· Audit rights. 
· Record-retention period. 
· Data ownership. 
· Confidentiality and safeguarding requirements. 
· Amendment procedures. 
· Suspension and termination clauses. 
· Unused-fund requirements. 
· Currency or banking requirements. 
· Subaward provisions. 
· Prohibited activities. 
· Authorized signatory requirements. 
Any condition inconsistent with organizational policy or mission principles must be escalated before acceptance.

11. Grant Setup
After acceptance, the Coordinator will establish:
· Unique grant identification number. 
· Restricted accounting code. 
· Approved budget by category. 
· Project period. 
· Grant manager and program owner. 
· Reporting calendar. 
· Payment schedule. 
· Funding type: advance, installment, milestone, or reimbursement. 
· Allowable-cost reference. 
· Matching-fund tracker. 
· Procurement requirements. 
· Subrecipient records. 
· Equipment register requirements. 
· Document repository. 
· Approval workflow. 
· Financial dashboard. 
· Risk classification. 
Grant funds must be distinguishable from unrestricted funds and other restricted projects.

12. Allowable-Cost Review
Before a cost is charged to a grant, the Coordinator will verify that it is:
· Within the approved project period. 
· Connected to the funded program. 
· Included in the approved budget or otherwise authorized. 
· Reasonable for the goods or services received. 
· Allocated fairly. 
· Supported by an invoice, receipt, contract, payroll record, or equivalent documentation. 
· Approved by the proper authority. 
· Compliant with procurement requirements. 
· Not charged to another grant or funding source. 
· Free from undisclosed conflicts of interest. 
· Permitted under the grant agreement. 
When allowability is unclear, the charge should remain outside the grant until resolved.

13. Unallowable or High-Risk Costs
Potentially unallowable or high-risk costs may include:
· Expenses outside the grant period. 
· Unsupported cash payments. 
· Personal expenses. 
· Alcohol. 
· Entertainment. 
· Fines and penalties. 
· Political campaign activity. 
· Unauthorized religious expenses under a restricted secular grant. 
· First-class or luxury travel without authorization. 
· Excessive meals or lodging. 
· Gifts to staff or volunteers. 
· Undocumented participant assistance. 
· Costs already charged elsewhere. 
· Expenses lacking required procurement. 
· Unauthorized equipment. 
· Related-party transactions without disclosure and approval. 
· Costs not connected to the grant purpose. 
The Coordinator must consult the actual grant agreement before determining allowability.

14. Budget Monitoring
The Coordinator will maintain budget-to-actual reports showing:
· Approved budget. 
· Expenditures to date. 
· Committed but unpaid costs. 
· Remaining balance. 
· Spending percentage. 
· Project-period percentage completed. 
· Forecasted final expenditure. 
· Variances. 
· Required corrective action. 
· Restricted cash received. 
· Reimbursement claims outstanding. 
· Currency gains or losses. 
Reports should be reviewed regularly with the Finance Director and responsible program director.

15. Budget Variances and Amendments
When spending differs materially from the approved budget, the Coordinator will:
1. Identify the variance. 
2. Confirm the cause. 
3. Determine whether budget flexibility exists. 
4. Assess the program impact. 
5. Obtain internal approval. 
6. Request funder approval when required. 
7. Preserve written authorization. 
8. Update the budget only after approval. 
9. Monitor the revised plan. 
10. Include the explanation in reports. 
The Coordinator may not move funds between categories solely to make reports appear compliant.

16. Cash-Flow and Reimbursement Management
For reimbursement grants, the Coordinator will:
· Forecast when expenses will occur. 
· Determine the amount UnityReach Global must temporarily fund. 
· Prepare reimbursement requests promptly. 
· Verify that submitted expenses are eligible. 
· Track receivables. 
· Follow up on delayed payments. 
· Report cash-flow risks to the Finance Director. 
For advance-funded grants, the Coordinator will:
· Track cash received. 
· Monitor spending against the advance. 
· Avoid excessive idle balances where prohibited. 
· Prepare liquidation reports. 
· Return unused funds when required. 

17. Matching Funds and Cost Sharing
The Coordinator will maintain a separate tracker for:
· Required cash match. 
· Voluntary committed match. 
· In-kind match. 
· Donated services. 
· Donated goods. 
· Shared personnel time. 
· Partner contributions. 
· Other approved cost sharing. 
Match records must be:
· Verifiable. 
· Necessary to the project. 
· Not counted toward another award unless permitted. 
· Properly valued. 
· Supported by documentation. 
· Within the grant period. 
· Approved by the funder’s rules. 
Unverified volunteer time or donated goods must not be included merely to meet a match target.

18. Time and Personnel Cost Documentation
If personnel costs are charged to a grant, the Coordinator will ensure that:
· The person is authorized. 
· Duties support the grant. 
· Compensation is approved. 
· Time records are complete. 
· Allocations reflect actual work. 
· Supervisors approve records. 
· The same hours are not charged twice. 
· Records are completed on schedule. 
· Changes are documented. 
· Payroll or contractor records support the expense. 
Estimated percentages may be used for budgeting but should not replace required actual-time documentation.

19. Procurement and Contract Review
The Coordinator will verify that grant-funded purchases follow:
· UnityReach Global procurement policy. 
· Grant-specific requirements. 
· Competitive quotation requirements. 
· Conflict-of-interest rules. 
· Approval limits. 
· Vendor-screening requirements. 
· Contract documentation. 
· Receipt and inspection procedures. 
· Payment controls. 
· Equipment tracking. 
· Customs and import requirements. 
The Coordinator must flag split purchases intended to avoid approval or bidding thresholds.

20. Subrecipient and Partner Financial Monitoring
When grant funds are transferred to a Haitian partner or another organization, the Coordinator will help ensure that:
· Due diligence is completed. 
· A written agreement is signed. 
· The approved budget is attached. 
· Allowable and prohibited costs are explained. 
· Payment milestones are defined. 
· Reporting requirements are documented. 
· Banking information is verified independently. 
· Receipts and supporting records are required. 
· Monitoring visits or reviews are scheduled. 
· Unused funds are addressed. 
· Fraud and safeguarding reporting requirements are included. 
· Corrective-action and termination rights are documented. 
A partner must not be treated as a vendor merely to avoid subrecipient-monitoring requirements.

21. Foreign Currency Management
For Haiti-related expenses, the Coordinator will document:
· Original transaction currency. 
· Amount in original currency. 
· Approved exchange-rate source. 
· Exchange-rate date. 
· Converted accounting amount. 
· Conversion fees. 
· Currency gain or loss. 
· Supporting receipt. 
· Person responsible for conversion. 
The Coordinator must avoid informal currency conversions without adequate documentation and authorization.

22. Financial Reporting
The Coordinator will prepare financial reports that include:
· Funds awarded. 
· Funds received. 
· Funds spent. 
· Expenditures by category. 
· Remaining balance. 
· Matching funds. 
· Program income, if any. 
· Outstanding commitments. 
· Budget variances. 
· Currency adjustments. 
· Refunds. 
· Corrective actions. 
· Forecast through project completion. 
Every report must reconcile to the accounting ledger before submission.
The report should be reviewed and approved by the Finance Director and authorized organizational signatory.

23. Coordination With Program Reporting
The Coordinator will work with department directors to ensure that financial and program reports agree.
Examples:
· Number of school kits purchased must correspond with invoices, inventory, and distribution records. 
· Community meals reported must correspond reasonably with food purchases and service records. 
· Medicines purchased must correspond with approved pharmacy inventory records. 
· Tuition payments must correspond with approved student and school records. 
· Water-project costs must correspond with contracts, materials, inspections, and milestones. 
· Volunteer training expenses must correspond with approved training activities. 
The Coordinator verifies financial support for reported results but does not independently certify program quality or clinical outcomes.

24. Grant Files and Documentation
Each grant file should contain:
· Funding announcement. 
· Eligibility review. 
· Application. 
· Approved budget. 
· Budget narrative. 
· Internal approvals. 
· Award notice. 
· Signed agreement. 
· Amendments. 
· Reporting calendar. 
· Payment records. 
· Bank and accounting records. 
· Invoices and receipts. 
· Procurement records. 
· Contracts. 
· Time records. 
· Match documentation. 
· Subrecipient files. 
· Equipment records. 
· Program reports. 
· Financial reports. 
· Funder correspondence. 
· Monitoring findings. 
· Corrective actions. 
· Closeout documentation. 
· Audit records. 

25. Grant Closeout
The Coordinator will complete closeout by:
1. Confirming the project period has ended. 
2. Stopping new charges. 
3. Recording final eligible expenses. 
4. Liquidating valid obligations. 
5. Reconciling cash received and spent. 
6. Resolving advances. 
7. Verifying matching funds. 
8. Completing final financial reports. 
9. Confirming final program figures with department leadership. 
10. Disposing of or retaining equipment according to the agreement. 
11. Returning unused funds when required. 
12. Closing subrecipient agreements. 
13. Documenting outstanding obligations. 
14. Preserving records for the required period. 
15. Updating the grant status to closed. 
Closeout does not end audit, retention, repayment, or corrective-action responsibilities.

26. Audit and Monitoring Support
The Coordinator will:
· Prepare requested financial records. 
· Ensure documents are organized and traceable. 
· Explain financial workflows. 
· Reconcile samples to the ledger. 
· Coordinate responses with Finance leadership. 
· Record findings. 
· Develop corrective-action plans. 
· Track corrective actions to completion. 
· Preserve all correspondence. 
· Avoid altering or recreating records in a misleading manner. 
If records are missing, the Coordinator must report the deficiency rather than create false support.

27. Fraud and Misuse Response
Warning signs may include:
· Duplicate invoices. 
· Altered receipts. 
· Fictitious vendors. 
· Inflated prices. 
· Undisclosed related parties. 
· Payments for undelivered goods. 
· Unsupported cash withdrawals. 
· False beneficiary lists. 
· Split purchases. 
· Personal use of grant-funded property. 
· Backdated documents. 
· Expenses outside the project period. 
· Double charging. 
· Pressure to conceal a variance. 
· Partner reports that do not match observed activities. 
The Coordinator must preserve records, stop questionable processing when authorized, and report concerns through the approved escalation process.

28. Authority
The Grants Finance Coordinator may:
· Review grant budgets. 
· Require supporting documentation. 
· Code approved grant expenses. 
· Prepare budget-to-actual reports. 
· Flag questionable or unallowable charges. 
· Hold a charge from being assigned to a grant pending review. 
· Request program explanations. 
· Prepare financial reports and reimbursement requests. 
· Recommend budget revisions. 
· Request corrective action from grant-supported departments. 
· Escalate suspected misuse, conflicts, or reporting risks. 

29. Limitations
The Coordinator may not:
· Submit a grant without authorized approval. 
· Sign grant agreements unless formally authorized. 
· Change grant restrictions. 
· Move funds without approval. 
· Fabricate match documentation. 
· Create false receipts or beneficiary records. 
· Approve personal or unsupported expenses. 
· Promise results or financial commitments to a funder independently. 
· Charge the same expense to multiple funding sources. 
· Hide an overrun or unallowable cost. 
· Direct clinical or program decisions outside the role. 
· Provide donor or funder access to confidential beneficiary information without authorization. 
· Alter final reports after approval without preserving the revision history. 
· Use grant funds for religious activities when prohibited by the award. 

30. Timeline of Responsibilities
August–September 2026: Foundation
· Establish grant-finance policies. 
· Create budget templates. 
· Develop grant review and approval workflows. 
· Create grant file and reporting standards. 
· Establish restricted accounting codes. 
· Develop allowability checklists. 
· Create match and subrecipient trackers. 
· Identify finance capacity gaps. 
· Coordinate with Partnerships on funding priorities. 
October–December 2026: Funding Strategy
· Build standard mission budgets. 
· Prepare program-level cost estimates. 
· Review initial funding opportunities. 
· Develop reusable budget narratives. 
· Gather financial attachments. 
· Establish a grant calendar. 
· Begin proposal financial reviews. 
· Ensure applications reflect the approved mission dates and scale. 
January–December 2027: Application and Award Period
· Review applications. 
· Build funder-specific budgets. 
· Monitor submission deadlines. 
· Set up awarded grants. 
· Maintain reporting calendars. 
· Track matching commitments. 
· Review grant-funded procurement. 
· Prepare financial reports. 
· Monitor restrictions and variances. 
· Support funder reviews. 
January–June 2028: Implementation Preparation
· Update mission costs. 
· Revise forecasts. 
· Track grant receipts. 
· Monitor procurement and deposits. 
· Prepare reimbursement claims. 
· Review subrecipient capacity. 
· Confirm documentation requirements with departments. 
· Identify projected underspending or overspending. 
· Request amendments when necessary. 
July–September 2028: Active Financial Monitoring
· Conduct detailed budget reviews. 
· Finalize field-finance requirements. 
· Verify partner agreements. 
· Track equipment and supply purchases. 
· Confirm matching-fund progress. 
· Prepare department spending limits. 
· Resolve missing documentation. 
· Test grant-reporting readiness. 
October–November 2028: Pre-Deployment Controls
· Finalize approved mission budgets. 
· Confirm grant-funded inventory. 
· Complete required interim reports. 
· Reconcile grant balances. 
· Prepare field expenditure codes and instructions. 
· Train field-finance personnel. 
· Review currency-conversion procedures. 
· Confirm grant restrictions affecting mission operations. 
December 1–13, 2028: Final Preparation
· Confirm available grant cash. 
· Review outstanding commitments. 
· Prepare advance and reimbursement records. 
· Provide field teams with approved budgets. 
· Secure grant files. 
· Verify documentation and approval channels. 
· Identify expenses requiring preapproval. 
· Confirm emergency grant-spending restrictions. 
December 14–23, 2028: Travel and Active Mission
· Monitor grant expenditures. 
· Review field documentation. 
· Track currency conversions. 
· Reconcile advances. 
· Monitor spending against program delivery. 
· Resolve questioned costs promptly. 
· Track grant-funded inventory and equipment. 
· Prepare required funder updates. 
· Prevent restricted funds from being redirected without approval. 
December 24, 2028–January 2, 2029: Fellowship and Closeout Preparation
· Separate mission-program expenses from fellowship or vacation expenses. 
· Reconcile field records. 
· collect outstanding receipts. 
· Compare spending with program results. 
· Identify unused balances. 
· Prepare final projections. 
· Resolve partner advances. 
· Begin closeout schedules and financial reports. 
January 3, 2029: Final Day and Return
· Secure all grant-finance documents. 
· Confirm transfer of field receipts and advance records. 
· Document unresolved transactions. 
· Update budget-to-actual reports. 
· Identify pending reimbursements and reports. 
· Submit a preliminary grant-finance closeout to the Finance Director. 
· Preserve records for final reporting, audit, and formal grant closeout. 

31. Emergency Responsibilities
During an emergency, the Coordinator will:
· Identify grant funds that may legally support the response. 
· Verify whether prior funder approval is required. 
· Track emergency expenses separately. 
· Document deviations from the approved budget. 
· Preserve receipts and authorization records. 
· Help prepare emergency amendment requests. 
· Monitor emergency advances. 
· Ensure urgent response is not delayed by routine paperwork when life or safety is at risk. 
· Complete required documentation as soon as conditions permit. 
· Report misuse or diversion immediately. 

32. Required Records
The Coordinator must maintain:
· Grant opportunity register. 
· Application register. 
· Approved budgets. 
· Budget narratives. 
· Award agreements. 
· Grant restrictions. 
· Reporting calendar. 
· Funds-received records. 
· Budget-to-actual reports. 
· Expenditure documentation. 
· Reimbursement requests. 
· Matching-fund records. 
· Procurement files. 
· Subrecipient records. 
· Currency-conversion records. 
· Equipment register. 
· Funder correspondence. 
· Financial reports. 
· Amendments. 
· Monitoring findings. 
· Corrective-action records. 
· Closeout records. 
· Audit documentation. 

33. Key Performance Indicators
Performance should be measured through:
· Percentage of grant budgets submitted accurately and on time. 
· Percentage of financial reports submitted on time. 
· Number of unsupported expenses. 
· Number and value of questioned costs. 
· Budget variance by grant. 
· Reimbursement collection time. 
· Match-requirement completion rate. 
· Restricted-fund compliance. 
· Subrecipient-reporting completion. 
· Number of late amendment requests. 
· Accuracy of currency conversions. 
· Audit findings. 
· Corrective-action closure rate. 
· Grant closeout completion time. 
· Percentage of grant files containing complete documentation. 

34. Major Risks to Manage
The Coordinator must actively manage:
· Unallowable expenditures. 
· Double charging. 
· Missed reporting deadlines. 
· Inaccurate budgets. 
· Unsupported matching funds. 
· Cash-flow shortages under reimbursement grants. 
· Unauthorized budget changes. 
· Weak subrecipient controls. 
· Inadequate procurement. 
· Currency losses or undocumented conversions. 
· Restricted funds used for fellowship expenses. 
· Missing receipts. 
· False program data. 
· Related-party conflicts. 
· Equipment loss. 
· Repayment obligations. 
· Audit findings and damage to funder confidence. 

35. First 30-Day Action Plan
Within the first 30 days, the Grants Finance Coordinator should:
1. Meet with the Finance and Partnerships Directors. 
2. Review UnityReach Global’s funding priorities. 
3. Create the grant opportunity and reporting calendar. 
4. Develop standard budget templates. 
5. Create an allowable-cost checklist. 
6. Establish grant accounting codes. 
7. Develop budget-monitoring reports. 
8. Create match and cost-sharing trackers. 
9. Establish subrecipient financial-review procedures. 
10. Create grant-documentation standards. 
11. Develop amendment and closeout workflows. 
12. Identify required organizational financial attachments. 
13. Establish performance indicators. 
14. Submit the grants-finance operating plan for approval. 

36. Closing Responsibility
The Grants Finance Coordinator ensures that UnityReach Global can demonstrate exactly how every grant dollar was budgeted, received, spent, monitored, and reported.
The Coordinator must protect the organization from unallowable spending, incomplete records, repayment risks, and inaccurate reporting while helping departments use grant resources effectively for their approved humanitarian and mission purposes.

