UnityReach Global Warehouse and Inventory Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Warehouse and Inventory Coordinator is responsible for receiving, inspecting, recording, storing, safeguarding, releasing, transferring, and reconciling UnityReach Global’s humanitarian supplies in support of the 2028–2029 Cap-Haïtien Mission.
The Coordinator maintains accountable custody of items such as:
· Hygiene kits and personal-care products. 
· Clothing and shoes. 
· School supply kits. 
· Community-meal ingredients and supplies. 
· Humanitarian relief materials. 
· Water and sanitation supplies. 
· Children’s and youth program materials. 
· Medical supplies assigned to general logistics, while clinical medicines remain under Medical Department control. 
· Equipment, tools, signage, tables, tents, and distribution materials. 
· Donated and locally purchased goods. 
The Coordinator must ensure that supplies are protected from theft, diversion, contamination, damage, misuse, unauthorized resale, and undocumented distribution.

2. Reporting Relationship
The Warehouse and Inventory Coordinator:
· Reports directly to the Humanitarian Relief Director. 
· Works under the operational authority of the Mission Director. 
· Coordinates transportation, freight, customs, vehicles, loading, and facility requirements with the Logistics Director. 
· Coordinates purchasing records and asset reconciliation with the Finance Director. 
· Works with the Hygiene Kit Coordinator. 
· Works with the Clothing and Shoe Distribution Coordinator. 
· Works with the Community Meals Coordinator. 
· Coordinates school materials with the Education Department. 
· Coordinates humanitarian supply releases with the appropriate program coordinator. 
· Coordinates medical inventory boundaries with the Medical Director and Pharmacy and Medicines Coordinator. 
· Coordinates water and sanitation inventory with the Water and Sanitation Director. 
· Coordinates warehouse safety and access control with the Safety Officer. 
· Coordinates volunteers with the Volunteer Director. 
· Works with the Administrative Coordinator on inventory records, transfer forms, reports, and document retention. 
· Coordinates complaints or suspected diversion with the Community Feedback and Complaints Coordinator. 
· Works with approved Haitian warehouse managers, drivers, security personnel, and partner representatives. 
The Coordinator may supervise receiving clerks, inventory assistants, warehouse volunteers, loaders, order pickers, packing teams, dispatch personnel, equipment custodians, and data-entry staff.

3. Required Qualifications
The Coordinator should demonstrate:
· Experience in warehousing, inventory control, logistics, procurement, retail operations, distribution, supply-chain management, or humanitarian relief. 
· Ability to maintain accurate stock records. 
· Knowledge of receiving, inspection, storage, picking, dispatch, and reconciliation processes. 
· Ability to supervise loading and material-handling activities safely. 
· Experience with physical counts and inventory audits. 
· Strong attention to detail. 
· Ability to identify damaged, expired, contaminated, or unauthorized goods. 
· Ability to manage multiple programs without mixing inventory improperly. 
· Integrity and willingness to report losses or discrepancies. 
· Strong communication and volunteer-supervision skills. 
· Cultural humility and ability to work with Haitian partners. 
Haitian Creole or French proficiency is strongly preferred.

4. Inventory-Control Principles
The warehouse system must follow these principles:
· Every item received must be inspected and recorded. 
· Every material stock movement must have an authorized record. 
· Goods must be separated by program, category, condition, and ownership. 
· Sensitive goods require restricted access. 
· One individual should not control receiving, record entry, approval, release, and reconciliation alone. 
· Physical stock must be regularly compared with system records. 
· Damaged, expired, recalled, or quarantined goods must not enter active inventory. 
· Humanitarian supplies may not be used for volunteer vacation or personal purposes. 
· Donated goods may not be sold or transferred informally. 
· Inventory records must show the complete chain of custody. 
· Test records must not affect actual inventory totals. 
· Human safety takes priority over property. 

5. Warehouse Planning
The Coordinator will determine:
· Estimated inventory volume. 
· Number and type of storage areas required. 
· Dry, secure, ventilated, refrigerated, or restricted storage needs. 
· Shelving and pallet requirements. 
· Material-handling equipment. 
· Loading and unloading access. 
· Vehicle approach and turnaround. 
· Fire and evacuation requirements. 
· Lighting and electrical requirements. 
· Pest-control needs. 
· Drainage and flood exposure. 
· Roof and moisture condition. 
· Security and access-control needs. 
· Recordkeeping and workspace requirements. 
· Waste and damaged-item holding areas. 
· Backup storage options. 
The Coordinator must plan for 100–200 volunteers and multiple simultaneous programs.

6. Warehouse Site Assessment
Before approving a storage facility, the Coordinator will assess:
· Physical address and ownership or authorized control. 
· Structural condition. 
· Roof condition. 
· Flood risk. 
· Drainage. 
· Doors, windows, locks, and gates. 
· Lighting. 
· Ventilation. 
· Electrical safety. 
· Fire extinguishers. 
· Emergency exits. 
· Safe walking paths. 
· Pest activity. 
· Water intrusion. 
· Sanitation. 
· Loading access. 
· Vehicle security. 
· Available shelving or pallets. 
· Safe stacking height. 
· Separation from fuel, chemicals, waste, and unauthorized activity. 
· Accessibility for authorized workers. 
· Capacity for controlled counting and dispatch. 
The Coordinator must refer structural, fire, electrical, or engineering concerns to qualified personnel.

7. Warehouse Zones
The warehouse should be divided into clearly marked zones where practical:
· Receiving and inspection. 
· Accepted goods. 
· Program-specific inventory. 
· High-value or restricted goods. 
· Food storage. 
· Hygiene products. 
· Clothing and footwear. 
· School supplies. 
· Water and sanitation materials. 
· Equipment and tools. 
· Packed and ready for dispatch. 
· Returned inventory. 
· Damaged or quarantined goods. 
· Waste or disposal pending approval. 
· Empty containers and packing materials. 
· Administrative records. 
Medical medicines and controlled clinical supplies must remain under the Medical Department’s custody and should not be mixed with general humanitarian inventory.

8. Receiving Procedures
When a shipment or local purchase arrives, the Coordinator will ensure:
1. Delivery is matched to an approved order, donation record, transfer, or packing list. 
2. The receiving team confirms the sender and vehicle. 
3. Cartons or containers are counted before opening. 
4. Visible damage is photographed or documented where authorized. 
5. Contents are inspected. 
6. Quantities are verified. 
7. Product condition is recorded. 
8. Lot and expiration information is recorded where applicable. 
9. Discrepancies are documented. 
10. Accepted goods are entered into inventory. 
11. Rejected or questionable goods are quarantined. 
12. The receiver and another authorized person sign the record where practical. 
13. Goods are moved promptly into the correct storage zone. 
The Coordinator must not sign a complete receipt when quantities or conditions have not been verified.

9. Inspection Standards
Inspection may include:
· Correct product. 
· Correct quantity. 
· Correct size or category. 
· Packaging integrity. 
· Expiration date. 
· Moisture. 
· Mold. 
· Pest damage. 
· Odor. 
· Leakage. 
· Broken seals. 
· Contamination. 
· Product recall concerns. 
· Physical damage. 
· Missing pairs or components. 
· Correct labeling. 
· Transportation temperature where applicable. 
· Compliance with donation and program standards. 
Items requiring professional medical, food-safety, water-quality, or technical judgment must be referred to the appropriate qualified department.

10. Inventory Records
Every inventory item or category should include:
· Inventory identification number. 
· Program or department owner. 
· Item description. 
· Category. 
· Unit of measure. 
· Vendor, donor, or source. 
· Purchase order or donation reference. 
· Quantity expected. 
· Quantity received. 
· Quantity accepted. 
· Quantity rejected. 
· Lot or serial number where applicable. 
· Expiration date where applicable. 
· Condition. 
· Storage location. 
· Date received. 
· Custodian. 
· Quantity allocated. 
· Quantity released. 
· Destination. 
· Quantity returned. 
· Quantity damaged or lost. 
· Remaining balance. 
· Final disposition. 
· Supporting documents. 
The system should maintain an audit trail rather than silently overwrite material transactions.

11. Labeling and Location Control
The Coordinator will establish:
· Warehouse zone labels. 
· Shelf, rack, pallet, bin, and floor-location identifiers. 
· Program ownership labels. 
· Item category labels. 
· Carton numbers. 
· Quantity labels. 
· Expiration or first-use priority labels where appropriate. 
· Quarantine labels. 
· Damaged-item labels. 
· Dispatch labels. 
· Restricted-access labels. 
Beneficiary names and sensitive personal information should not appear on general warehouse labels.

12. Stock Rotation
Where applicable, the Coordinator will use:
· First expired, first out for products with expiration dates. 
· First in, first out for suitable non-expiring stock. 
· Condition-based priority for items at risk of deterioration. 
· Program-specific allocation controls. 
The Coordinator will regularly identify:
· Items approaching expiration. 
· Slow-moving goods. 
· Excess inventory. 
· Shortages. 
· Damaged stock. 
· Goods assigned to programs that have changed or been canceled. 

13. Storage Standards
General goods
General supplies must be:
· Stored off the floor. 
· Protected from moisture. 
· Protected from direct weather exposure. 
· Organized by category. 
· Stored within safe weight and height limits. 
· Kept away from exits and electrical panels. 
· Protected from pests. 
· Accessible for counting. 
· Secured against unauthorized removal. 
Food
Food must be:
· Separated from chemicals and non-food contaminants. 
· Kept under appropriate temperature conditions. 
· Protected from pests. 
· Organized by expiration or use date. 
· Stored in intact containers. 
· Managed according to food-safety procedures. 
Hygiene products
Hygiene items must be:
· Protected from heat, leakage, and contamination. 
· Segregated from food when appropriate. 
· Monitored for expiration. 
· Stored upright where product packaging requires it. 
Clothing and shoes
Clothing and footwear must be:
· Clean and dry. 
· Protected from mold and pests. 
· Sorted and labeled. 
· Stored in ventilated conditions where necessary. 
· Isolated if wet or contaminated. 
Tools and equipment
Tools and equipment must:
· Have unique identifiers where practical. 
· Be assigned to authorized custodians. 
· Be checked out and returned. 
· Be inspected for damage. 
· Be stored securely. 
· Be kept away from unauthorized users. 

14. Access Control
The Coordinator will establish a warehouse access list containing:
· Authorized person. 
· Role. 
· Level of access. 
· Date access began. 
· Date access ends. 
· Key, badge, or code issued. 
· Approval. 
· Access revocation. 
Warehouse procedures should include:
· Sign-in and sign-out. 
· Visitor escort. 
· No unauthorized photography. 
· No personal bags in controlled inventory areas where practical. 
· Key and code control. 
· Immediate reporting of lost keys or credentials. 
· Restriction of high-value and sensitive areas. 
· Review of after-hours access. 
· Prompt removal of access when a volunteer’s assignment ends. 
No person should enter the warehouse simply because they hold a leadership title unless their duties require access.

15. Release and Dispatch Procedures
Goods may be released only through an approved request showing:
· Requesting department. 
· Program. 
· Item. 
· Quantity. 
· Destination. 
· Purpose. 
· Date and time. 
· Vehicle and driver where applicable. 
· Requesting person. 
· Approving person. 
· Warehouse personnel releasing the goods. 
· Person receiving custody. 
· Expected return quantity where applicable. 
The Coordinator will:
· Confirm authorization. 
· Pick the correct items. 
· Count quantities. 
· Inspect condition. 
· Record lot or serial information where required. 
· Label goods for the destination. 
· Verify loading. 
· Obtain custody signatures. 
· Update inventory promptly. 
Emergency releases must still be documented as soon as safely possible.

16. Returns
When unused goods return from a program site, the Coordinator will:
· Match the return to the original release. 
· Count the items. 
· Inspect condition. 
· Separate safe, damaged, contaminated, opened, or expired products. 
· Update inventory. 
· Return usable goods to the correct location. 
· Quarantine questionable goods. 
· Document shortages. 
· Notify the relevant program coordinator. 
· Investigate significant discrepancies. 
Opened food or personal-care items should not automatically return to distributable inventory.

17. Physical Counts and Reconciliation
The Coordinator will conduct:
· Routine spot checks. 
· Daily counts of high-movement goods during deployment. 
· Counts before major distributions. 
· Counts after major distributions. 
· Weekly or phase-end counts during preparation. 
· Full opening inventory in Haiti. 
· Full closing inventory before departure. 
· Surprise counts when authorized. 
Reconciliation must compare:
Beginning Inventory + Received + Returned − Released − Approved Damage/Loss/Disposal = Expected Ending Inventory
Expected inventory must then be compared with physical stock.
Every unexplained variance must be documented and investigated.

18. Inventory Variances
When a discrepancy is identified, the Coordinator will:
1. Recount the item. 
2. Review receiving and release records. 
3. Check returns. 
4. Review location transfers. 
5. Confirm units of measure. 
6. Review damaged or quarantined goods. 
7. Interview responsible personnel appropriately. 
8. Preserve relevant records. 
9. Report material or suspicious differences. 
10. Record the authorized adjustment. 
11. Implement corrective action. 
No inventory adjustment may be used simply to force the system balance to match physical stock without explanation.

19. Damaged, Expired, Recalled, or Contaminated Goods
The Coordinator will:
· Remove affected items from active inventory. 
· Label them clearly. 
· Place them in a restricted quarantine area. 
· Record quantity and reason. 
· Notify the relevant program coordinator. 
· Obtain qualified review where needed. 
· Document the authorized disposition. 
· Prevent unauthorized retrieval. 
· Preserve records for vendor claims or investigations. 
· Dispose of items in an environmentally and legally appropriate manner. 
Substantial destruction or disposal must be witnessed and documented.

20. Theft, Diversion, and Unauthorized Use
Possible warning signs include:
· Repeated unexplained shortages. 
· Broken locks or seals. 
· Unrecorded after-hours access. 
· Goods found at unauthorized sites. 
· Staff or volunteers offering donated goods for sale. 
· Altered release forms. 
· Duplicate release records. 
· Beneficiary complaints that supplies were withheld. 
· Personal vehicles loaded without authorization. 
· Inventory adjustments without explanation. 
The Coordinator will:
· Protect people and avoid dangerous confrontation. 
· Secure remaining inventory. 
· Preserve documentation. 
· Notify authorized leadership. 
· Restrict access where appropriate. 
· Support an authorized investigation. 
· Avoid public accusations. 
· Prevent retaliation. 
· Document the final resolution. 

21. Donation and Transfer of Remaining Inventory
Remaining supplies may be transferred only when:
· The receiving organization is approved. 
· The transfer is consistent with donor restrictions. 
· The items are safe and appropriate. 
· Quantities are verified. 
· Leadership authorizes the transfer. 
· The receiving representative is identified. 
· Both parties sign a transfer record. 
· Inventory is updated. 
· Photographs, if used as evidence, avoid exposing beneficiary data. 
· Continuing responsibility is clearly established. 
Volunteers may not divide remaining inventory among themselves.

22. Equipment Check-Out
For reusable equipment, the Coordinator will maintain:
· Equipment identification number. 
· Description. 
· Condition. 
· Assigned person or team. 
· Destination. 
· Checkout date and time. 
· Expected return. 
· Actual return. 
· Condition upon return. 
· Damage or loss report. 
· Replacement or repair action. 
Examples include:
· Radios. 
· Tablets. 
· Scanners. 
· Tents. 
· Tables. 
· Chairs. 
· Carts. 
· Tools. 
· Lighting. 
· Extension cables. 
· Distribution barriers. 
· Portable handwashing equipment. 

23. Warehouse Safety
The Coordinator will ensure:
· Safe lifting procedures. 
· Team lifting for heavy or awkward goods. 
· Appropriate carts or equipment. 
· Stable stacking. 
· Weight limits. 
· Clear aisles. 
· Clear exits. 
· Safe ladders or step stools. 
· Restricted climbing. 
· Adequate lighting. 
· Appropriate protective equipment. 
· Fire extinguisher access. 
· No smoking. 
· Controlled fuel and chemical storage. 
· Prompt cleanup of spills. 
· Daily removal of trip hazards. 
· Incident reporting. 
Children and unauthorized individuals must not enter warehouse work areas.

24. Authority
Within approved plans, the Coordinator may:
· Assign warehouse duties. 
· Control access. 
· Accept, reject, quarantine, or return goods according to standards. 
· Establish storage locations. 
· Require inventory recounts. 
· Stop unsafe lifting, stacking, loading, or warehouse activity. 
· Refuse unauthorized release requests. 
· Pause dispatch because of documentation or safety concerns. 
· Restrict access pending review. 
· Report suspected theft, diversion, fraud, contamination, or misconduct. 
· Recommend disposal, return, transfer, or corrective action. 
The Coordinator may not authorize purchases, beneficiary criteria, or material donations of remaining inventory without appropriate approval.

25. Limitations
The Coordinator may not:
· Release goods without authorization. 
· Conceal shortages, losses, or damage. 
· Permit volunteers to take supplies. 
· Alter inventory records without an audit trail. 
· Accept personal gifts from vendors or recipients. 
· Falsify customs or shipping records. 
· Store medical medicines within uncontrolled general inventory. 
· Return contaminated or unsafe goods to active stock. 
· Dispose of material inventory without approval. 
· Permit donated goods to be sold. 
· Use humanitarian supplies for volunteer fellowship. 
· Allow unauthorized people into restricted areas. 
· Continue warehouse operations under unsafe conditions. 
· Make personal arrangements with local organizations for remaining goods. 

26. Warehouse and Inventory Workflow
The standard workflow should be:
Purchase, Donation, or Transfer Approved → Shipment Scheduled → Goods Received → Quantity Verified → Condition Inspected → Goods Accepted, Rejected, or Quarantined → Inventory Recorded → Location Assigned → Goods Stored → Program Request Submitted → Release Authorized → Items Picked and Counted → Custody Transferred → Items Distributed or Used → Unused Goods Returned → Inventory Reconciled → Variances Investigated → Remaining Goods Transferred or Returned → Final Audit Completed
Suggested statuses include:
· Expected. 
· In transit. 
· Partially received. 
· Received. 
· Pending inspection. 
· Accepted. 
· Rejected. 
· Quarantined. 
· Stored. 
· Allocated. 
· Picked. 
· Ready for dispatch. 
· Released. 
· At program site. 
· Partially returned. 
· Returned. 
· Damaged. 
· Missing. 
· Disposal pending. 
· Transferred. 
· Closed. 

27. Timeline and Deliverables
Phase 1: Appointment–December 2026
The Coordinator will:
· Meet with the Humanitarian Relief Director and Mission Director. 
· Review procurement, logistics, finance, safety, food, medical, donation, and inventory policies. 
· Identify all departments requiring storage. 
· Estimate preliminary storage volume. 
· Draft the Warehouse and Inventory Management Plan. 
· Develop the inventory-data structure. 
· Establish receiving, inspection, storage, release, return, and reconciliation procedures. 
· Draft warehouse site standards. 
· Develop access-control requirements. 
· Identify equipment and staffing needs. 
· Create the preliminary budget. 
· Develop the warehouse and inventory risk register. 
Required deliverables
· Warehouse and Inventory Management Plan. 
· Inventory-control framework. 
· Warehouse site-assessment checklist. 
· Receiving and release procedures. 
· Access-control framework. 
· Preliminary staffing plan. 
· Equipment requirements. 
· Preliminary budget. 
· Risk register. 

Phase 2: January–December 2027
The Coordinator will build and test the system.
Responsibilities include:
· Develop inventory categories and item identifiers. 
· Create receiving, transfer, release, return, damage, and disposal forms. 
· Establish storage-location codes. 
· Develop audit and reconciliation procedures. 
· Create equipment check-out controls. 
· Identify prospective storage facilities in Florida and Haiti. 
· Evaluate basic warehouse equipment. 
· Develop volunteer training. 
· Establish separation-of-duty controls. 
· Create paper and digital backup systems. 
· Test the system with fictional inventory and sample goods. 
· Conduct simulated receiving and dispatch exercises. 
· Correct identified weaknesses. 
· Update the budget and risk register. 
By December 2027
The Coordinator should have:
· A functioning inventory system. 
· Standard warehouse forms. 
· Preliminary warehouse options. 
· Storage-zone designs. 
· Access procedures. 
· Physical-count procedures. 
· Equipment-control system. 
· Training materials. 
· Tested offline records. 
· Updated cost estimates. 

Phase 3: January–June 2028
The Coordinator will begin active inventory operations.
Responsibilities include:
· Confirm preparation-period storage. 
· Establish approved access. 
· Receive early donations and purchases. 
· Inspect and record goods. 
· Assign storage locations. 
· Begin routine physical counts. 
· Recruit warehouse volunteers. 
· Train lead personnel. 
· Identify Haitian warehouse partners. 
· Assess Haiti storage options. 
· Determine shelving, pallets, locks, lighting, pest control, and handling equipment needs. 
· Coordinate shipping assumptions with Logistics. 
· Establish damaged and rejected-item procedures. 
· Report inventory levels and discrepancies regularly. 
· Update capacity projections. 

Phase 4: July–September 2028
The Coordinator will prepare for large-volume operations.
Responsibilities include:
· Expand receiving and storage capacity as needed. 
· Complete Haiti warehouse assessment. 
· Finalize the warehouse layout. 
· Procure or arrange shelves, pallets, locks, carts, lights, fire equipment, and administrative supplies. 
· Assign warehouse leadership and alternates. 
· Conduct practical receiving, dispatch, count, and emergency training. 
· Implement carton-level and program-level controls. 
· Conduct routine inventory audits. 
· Reconcile packed goods with shipping records. 
· Establish Haiti receiving teams. 
· Develop daily deployment-period reporting. 
· Finalize security and emergency procedures. 
Deliverables
· Final warehouse locations. 
· Approved site assessments. 
· Warehouse layout. 
· Staff and volunteer roster. 
· Access list. 
· Inventory records. 
· Shipping reconciliation. 
· Equipment plan. 
· Safety and emergency procedures. 
· Daily reporting package. 

Phase 5: October–December 13, 2028
The Coordinator will complete final readiness.
Responsibilities include:
· Finalize all warehouse staffing. 
· Complete volunteer training. 
· Confirm shipment and receiving schedules. 
· Reconcile all packed and shipped inventory. 
· Reconfirm Haiti warehouse availability. 
· Verify locks, keys, lighting, shelving, pallets, and fire controls. 
· Prepare printed and offline inventory records. 
· Confirm device and scanner readiness where used. 
· Establish opening-count procedures. 
· Confirm driver and vehicle access. 
· Finalize department release schedules. 
· Confirm emergency contacts. 
· Conduct a complete pre-deployment inventory review. 
· Submit readiness certification to the Humanitarian Relief Director. 

28. Departure and Arrival — December 14, 2028
The Coordinator will:
· Account for warehouse and inventory personnel. 
· Maintain copies of shipping and packing records. 
· Track supplies transported as group baggage. 
· Attend the mission arrival briefing. 
· Proceed to the warehouse when authorized and safe. 
· Inspect the facility. 
· Verify locks and access control. 
· Inspect received shipments. 
· Document damage, shortage, or contamination. 
· Conduct the official opening physical inventory. 
· Reconcile Haiti stock against shipping and local purchase records. 
· Assign storage locations. 
· Confirm the first program release schedule. 
· Brief warehouse personnel. 

29. Active Mission Operations — December 15–23, 2028
Daily opening procedures
The Coordinator will:
· Inspect doors, locks, windows, and seals. 
· Check for unauthorized entry. 
· Check for fire, water, pest, or structural concerns. 
· Verify critical inventory. 
· Confirm staff assignments. 
· Review scheduled releases and returns. 
· Conduct a safety briefing. 
· Issue keys, devices, or equipment according to procedure. 
Daily operational responsibilities
The Coordinator will:
· Supervise receiving. 
· Inspect incoming goods. 
· Maintain inventory records. 
· Pick and release authorized program orders. 
· Verify loading. 
· Record custody transfers. 
· Receive and inspect returns. 
· Conduct spot counts. 
· Monitor access. 
· Maintain safe storage and aisles. 
· Quarantine unsafe goods. 
· Investigate discrepancies. 
· Coordinate with program leads. 
· Report shortages early. 
· Prepare the following day’s releases. 
Daily closing procedures
The Coordinator will:
· Complete outstanding transactions. 
· Reconcile high-movement inventory. 
· Return all goods to assigned locations. 
· Account for keys and controlled equipment. 
· Secure paper and digital records. 
· Inspect exits and electrical equipment. 
· Lock controlled zones. 
· Secure the warehouse. 
· Record the closing time and responsible personnel. 
· Report incidents or variances. 

30. Fellowship Period — December 24, 2028–January 2, 2029
The Coordinator will:
· Reduce warehouse access to essential personnel. 
· Complete physical counts. 
· Reconcile outstanding releases and returns. 
· Investigate discrepancies. 
· Separate inventory by return, transfer, continuing program, disposal, or unresolved status. 
· Obtain transfer approvals. 
· Prepare receiving-partner documentation. 
· Return borrowed or rented equipment. 
· Reconcile keys and access credentials. 
· Collect department inventory confirmations. 
· Prepare the closing inventory report. 
· Document lessons learned. 
· Confirm post-mission custodians. 
· Prevent informal distribution during fellowship activities. 

31. Final Day — January 3, 2029
The Coordinator will:
· Conduct the final physical inventory. 
· Reconcile physical stock with all records. 
· Complete approved transfers. 
· Obtain signed receiving documents. 
· Confirm returns and disposals. 
· Secure final warehouse records. 
· Recover keys, badges, devices, and equipment. 
· Close or formally transfer the warehouse. 
· Confirm no UnityReach Global inventory remains in unauthorized locations. 
· Submit unresolved loss, damage, or investigation matters. 
· Attend the final leadership briefing. 
· Account for assigned personnel. 
· Support an orderly departure. 
· Submit the preliminary final inventory report within the required period. 

32. Emergency Responsibilities
During an emergency, the Coordinator will:
· Stop warehouse operations. 
· Follow the Mission Director and Safety Officer. 
· Account for personnel. 
· Keep exits and vehicle routes clear. 
· Support evacuation or sheltering. 
· Call for medical, fire, or security assistance. 
· Isolate spills or hazardous areas only when trained and safe. 
· Disconnect equipment only when safe. 
· Protect people before inventory. 
· Secure the building only when doing so does not delay evacuation. 
· Report injuries, fire, theft, flooding, contamination, or structural damage. 
· Preserve records where possible. 
· Avoid unauthorized public statements. 

33. Records and Documentation
The Coordinator must maintain:
· Warehouse plans. 
· Site assessments. 
· Lease or facility-use records. 
· Access lists. 
· Key and credential logs. 
· Receiving records. 
· Inspection records. 
· Purchase, donation, and transfer references. 
· Inventory ledgers. 
· Location records. 
· Lot, serial, and expiration records. 
· Release and dispatch forms. 
· Vehicle and custody records. 
· Return records. 
· Equipment check-out logs. 
· Physical-count sheets. 
· Variance investigations. 
· Damage, loss, theft, and contamination reports. 
· Quarantine records. 
· Disposal authorizations. 
· Final transfer records. 
· Closing reconciliation. 
· Final report and lessons learned. 

34. Performance Indicators
Performance may be evaluated using:
· Inventory accuracy. 
· Receiving accuracy. 
· Percentage of releases with complete authorization. 
· Percentage of returns properly reconciled. 
· Number and value of unexplained variances. 
· Loss, theft, and damage rates. 
· Percentage of expired or unsafe goods prevented from distribution. 
· Dispatch timeliness. 
· Percentage of high-movement items counted daily. 
· Warehouse safety compliance. 
· Access-control compliance. 
· Equipment return rate. 
· Percentage of inventory with complete chain-of-custody records. 
· Department satisfaction. 
· Timeliness of discrepancy reporting. 
· Final reconciliation rate. 
· Quality and timeliness of reporting. 
A warehouse is not successful merely because it is full. Success requires accurate custody, safe operations, reliable dispatch, and complete accountability.

35. Key Risks to Manage
The Coordinator must actively manage:
· Theft and diversion. 
· Unauthorized warehouse access. 
· Inaccurate receiving. 
· Undocumented releases. 
· Inventory-record manipulation. 
· Water, flood, and roof damage. 
· Mold and pests. 
· Fire and electrical hazards. 
· Unsafe stacking. 
· Lifting injuries. 
· Contamination. 
· Expired goods. 
· Mixing food, chemicals, medicines, or incompatible products. 
· Misplaced cartons. 
· Vehicle-loading errors. 
· Incomplete returns. 
· Informal giveaways. 
· Unauthorized resale. 
· Weak key control. 
· Loss of offline or digital records. 
· Unapproved disposal. 
· Incomplete final transfers. 

36. Immediate First 30-Day Action Plan
Within the first 30 days, the Warehouse and Inventory Coordinator should:
1. Meet with the Humanitarian Relief Director and Mission Director. 
2. Identify every department requiring storage or inventory support. 
3. Review logistics, procurement, finance, safety, food, medical, and donation policies. 
4. Estimate preliminary inventory volume. 
5. Draft the Warehouse and Inventory Management Plan. 
6. Develop inventory categories and identification standards. 
7. Draft receiving and inspection procedures. 
8. Draft storage and location-control procedures. 
9. Develop release, return, and transfer controls. 
10. Establish physical-count and reconciliation procedures. 
11. Develop warehouse access controls. 
12. Create the site-assessment checklist. 
13. Identify equipment and staffing requirements. 
14. Develop damaged, quarantine, and disposal procedures. 
15. Establish separation-of-duty controls. 
16. Prepare the preliminary budget. 
17. Create the warehouse risk register. 
18. Submit the initial plan to the Humanitarian Relief Director. 

37. Closing Responsibility Statement
The Warehouse and Inventory Coordinator is the accountable custodian of UnityReach Global’s humanitarian supplies.
Every item must be traceable from its source to its final authorized use. The Coordinator must protect people, maintain accurate records, prevent unauthorized access, identify discrepancies, and ensure that no humanitarian resource is lost through weak controls, unsafe storage, informal distribution, or personal misuse.

