UnityReach Global Field Finance Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Field Finance Coordinator manages UnityReach Global’s approved financial operations in Haiti during the preparation and execution of the 2028–2029 Cap-Haïtien Mission.
The Coordinator ensures that field funds, cash, advances, mobile-money transactions, vendor payments, currency conversions, receipts, emergency purchases, and daily reconciliations are properly authorized, secured, documented, and reported.
The Coordinator serves as the primary financial connection between the mission field and UnityReach Global’s central Finance Department.

2. Reporting Structure
The Field Finance Coordinator:
· Reports to the Finance Director. 
· Works under the operational authority of the Mission Director while deployed. 
· Coordinates payments with the Accounts Payable Coordinator. 
· Coordinates grant restrictions with the Grants Finance Coordinator. 
· Coordinates donor restrictions with the Donations and Sponsorships Finance Coordinator. 
· Coordinates volunteer financial matters with the Volunteer Payments Coordinator. 
· Coordinates controls with the Compliance and Audit Coordinator. 
· Coordinates procurement and receiving with the Logistics Director. 
· Coordinates security for cash movements with the Safety Officer. 
· Coordinates local transactions with approved Haitian partners and vendors. 
· Supervises authorized field cashiers, finance assistants, and advance custodians. 
The Mission Director may establish operational priorities, but only authorized financial personnel may release or account for funds.

3. Required Qualifications
The Coordinator should demonstrate:
· Experience in accounting, bookkeeping, cash management, field operations, humanitarian finance, or international program administration. 
· Strong reconciliation and documentation skills. 
· Ability to manage multiple currencies. 
· Experience with cash, bank transfers, mobile money, advances, and vendor payments. 
· Ability to work accurately in a high-pressure environment. 
· Strong understanding of segregation of duties. 
· Ability to protect confidential financial information. 
· Ability to identify fraud, theft, price manipulation, and conflicts of interest. 
· Familiarity with Haitian financial practices, languages, or local business operations is strongly preferred. 
· Commitment to UnityReach Global’s financial policies, Code of Conduct, and humanitarian principles. 

4. Guiding Principles
Field financial operations must follow these principles:
· Safety comes before protecting cash or property. 
· Every transaction must serve an authorized mission purpose. 
· Every payment must be documented. 
· Cash use must be minimized. 
· Restricted funds must remain restricted. 
· Mission expenses and fellowship or vacation expenses must be separated. 
· Personal and organizational funds must never be mixed. 
· Exchange rates must be documented. 
· No person should request, approve, receive, record, and reconcile the same transaction. 
· Local partners must be treated respectfully without weakening financial controls. 
· Emergencies may require accelerated procedures, but never concealed transactions. 
· Assistance may never be sold, diverted, or conditioned on religious participation. 
· Unexplained shortages must be reported immediately. 

5. Field Finance Planning
Before deployment, the Coordinator will develop a field-finance plan covering:
· Approved field budget. 
· Department spending limits. 
· Expected currencies. 
· Exchange-rate sources. 
· Bank and transfer arrangements. 
· Cash requirements. 
· Mobile-money procedures. 
· Authorized finance personnel. 
· Payment-approval levels. 
· Vendor-payment schedules. 
· Advance limits. 
· Safe-storage arrangements. 
· Daily reconciliation. 
· Emergency-finance procedures. 
· Backup communication methods. 
· Receipt and documentation standards. 
· Cash-transport security. 
· Final closeout procedures. 
The plan must support approximately 100–200 volunteers and multiple simultaneous mission programs.

6. Field Budget Management
The Coordinator will maintain the approved field budget by:
· Department. 
· Program. 
· Funding source. 
· Expense category. 
· Currency. 
· Date. 
· Responsible leader. 
· Amount budgeted. 
· Amount committed. 
· Amount spent. 
· Remaining balance. 
· Variance. 
· Restricted-fund status. 
Programs may include:
· Medical missions. 
· Dental outreach. 
· Vision outreach. 
· Pharmacy and medicines. 
· Community meals. 
· Tuition assistance. 
· School supply kits. 
· Hygiene kits. 
· Clothing and shoe distribution. 
· Clean-water project. 
· Children’s and youth programs. 
· Bible studies. 
· Evangelistic crusade. 
· Transportation. 
· Housing. 
· Safety and emergency response. 
· Administration. 

7. Field Funding Requests
Department leaders requesting field funds must provide:
· Department and program. 
· Business purpose. 
· Amount requested. 
· Currency. 
· Vendor or recipient. 
· Budget category. 
· Funding source. 
· Date needed. 
· Supporting quotation or estimate. 
· Required approval. 
· Whether the request is a payment, advance, reimbursement, or emergency expense. 
The Coordinator will verify budget availability and authorization before releasing funds.

8. Permitted Payment Methods
Approved field-payment methods may include:
· Direct bank transfer. 
· Approved mobile-money service. 
· Organizational payment card. 
· Vendor payment through the central Finance Department. 
· Check, when practical. 
· Controlled cash payment. 
· Approved advance. 
· Emergency payment method authorized by the Finance Director. 
The Coordinator should use the most secure, traceable, and cost-effective approved method.
Personal accounts or payment applications must not be used unless exceptional circumstances are formally authorized and fully documented.

9. Cash Management
Because some Haitian vendors or local activities may require cash, the Coordinator will establish strict controls.
Cash controls must include:
· Maximum cash-on-hand limit. 
· Approved cash custodian. 
· Secure storage. 
· Restricted access. 
· Dual count whenever practical. 
· Numbered cash vouchers. 
· Signed receipt or acknowledgment. 
· Daily cashbook. 
· Daily physical count. 
· Independent verification. 
· Surprise counts. 
· Clear replenishment procedures. 
· Immediate reporting of shortages. 
· Final cash closeout. 
Cash must not be publicly counted, displayed, or discussed.

10. Cash Storage and Physical Security
The Coordinator will work with the Safety Officer to determine:
· Secure storage location. 
· Number of authorized key or code holders. 
· Access log. 
· Cash-counting location. 
· Movement schedule. 
· Escort needs. 
· Maximum amounts transported. 
· Emergency relocation procedure. 
· Response to theft or attempted robbery. 
· Procedures for lost keys or compromised codes. 
No person should risk injury to protect organizational money. In a robbery or violent incident, personnel should prioritize life and safety and report the loss afterward.

11. Currency Management
Potential transaction currencies may include:
· United States dollars. 
· Haitian gourdes. 
· Other approved currency in exceptional situations. 
For each conversion, the Coordinator will record:
· Date and time. 
· Original currency and amount. 
· Currency received. 
· Exchange rate. 
· Rate source. 
· Fees. 
· Exchange provider. 
· Person completing the exchange. 
· Person verifying the transaction. 
· Supporting receipt. 
· Accounting value. 
Informal street exchanges or undocumented currency conversions are prohibited.

12. Exchange-Rate Standard
The Finance Director should approve the exchange-rate policy.
The Coordinator will ensure that:
· A consistent rate source is used. 
· The rate date is recorded. 
· Material differences are investigated. 
· Vendors do not arbitrarily switch currencies after approval. 
· Exchange gains and losses are recorded. 
· Receipts in Haitian gourdes are entered accurately. 
· Reports show both original and reporting currency when required. 
The Coordinator may not invent a convenient exchange rate to force reconciliation.

13. Mobile-Money Transactions
If an approved mobile-money platform is used, the Coordinator will:
· Use only authorized organizational or controlled accounts. 
· Verify the recipient’s registered name and number. 
· Confirm the purpose. 
· Obtain approval. 
· Preserve the transaction reference. 
· Capture official confirmation. 
· Obtain acknowledgment of receipt. 
· Record fees. 
· Reconcile the account daily. 
· Protect PINs and authentication codes. 
· Report incorrect transfers immediately. 
Shared passwords, personal account mixing, and sending funds based solely on an unverified message are prohibited.

14. Vendor Payments
Before paying a field vendor, the Coordinator will verify:
· Vendor identity. 
· Approved quotation or contract. 
· Goods or services ordered. 
· Delivery or milestone completion. 
· Invoice. 
· Quantity and condition received. 
· Correct currency and amount. 
· Required procurement process. 
· Conflict-of-interest disclosure. 
· Payment has not already been made by the central Finance Department. 
· Grant or donor restrictions. 
· Receipt or signed acknowledgment. 
The Coordinator must coordinate with Logistics to prevent payment for missing, damaged, incomplete, or rejected goods.

15. Field Advances
An advance may be issued only to an authorized person for an approved purpose.
The advance record must include:
· Recipient’s name. 
· Department. 
· Purpose. 
· Amount and currency. 
· Funding source. 
· Date issued. 
· Approval. 
· Expected return or reconciliation date. 
· Receipts submitted. 
· Unused funds returned. 
· Outstanding balance. 
Advance Rules
· Advances may not be treated as personal funds. 
· Funds may not be transferred to another person without approval. 
· Original receipts must be submitted. 
· Unused funds must be returned promptly. 
· A new advance should not normally be issued when a previous one is overdue. 
· Lost funds or documents must be reported immediately. 
· The recipient remains accountable until the advance is formally cleared. 

16. Reimbursements
When a volunteer or staff member personally pays an approved field expense, the reimbursement request must include:
· Name of requester. 
· Date. 
· Business purpose. 
· Department and program. 
· Amount and currency. 
· Itemized receipt. 
· Original payment method. 
· Required approval. 
· Exchange-rate support. 
· Explanation for personal payment. 
· Confirmation that reimbursement was not requested elsewhere. 
The Coordinator may not reimburse personal purchases, unauthorized upgrades, alcohol, fines, recreation, or undocumented costs without an approved exception.

17. Receipt Standards
A receipt should show:
· Vendor or recipient. 
· Date. 
· Description. 
· Quantity. 
· Unit price. 
· Total. 
· Currency. 
· Payment method. 
· Signature or official confirmation when appropriate. 
When a formal receipt is unavailable, an approved substitute record should include:
· Written explanation. 
· Vendor or recipient identification. 
· Transaction details. 
· Purchaser certification. 
· Supervisor approval. 
· Independent witness when practical. 
Missing-receipt forms must be exceptions—not routine substitutes for documentation.

18. Daily Field Finance Close
At the end of each operational day, the Coordinator will:
1. Stop routine transactions at the designated cutoff time. 
2. Collect payment documents. 
3. Record all cash, card, bank, and mobile-money transactions. 
4. Count cash. 
5. Reconcile cashbook balances. 
6. Reconcile advances issued and returned. 
7. Review mobile-money balances. 
8. Confirm payments with vendors and departments. 
9. Secure supporting documents. 
10. Upload or transmit records to central Finance. 
11. Report shortages, exceptions, and unusual activity. 
12. Prepare the next day’s expected funding requirements. 
The Coordinator and an independent authorized reviewer should sign the daily closeout.

19. Department Spending Controls
Each department should receive:
· Approved budget. 
· Spending authority. 
· Request procedure. 
· Documentation requirements. 
· Advance limit. 
· Prohibited expenses. 
· Emergency process. 
· Remaining-balance reports. 
Department directors and coordinators may not transfer budget between departments or funding sources without authorization.

20. Program-Specific Controls
Medical, Dental, Vision and Pharmacy
· Purchases require appropriate clinical approval. 
· Medicines must come from approved sources. 
· Expired, counterfeit, or unapproved products may not be purchased. 
· Patient charges are prohibited unless formally authorized by organizational policy. 
· Patient assistance may never be sold or diverted. 
Community Meals and Humanitarian Relief
· Quantities must correspond with receiving and distribution records. 
· Food purchases must meet safety requirements. 
· Beneficiaries may not be charged. 
· Distribution records must not be inflated. 
Education
· Tuition payments must be made to approved schools or through an authorized process. 
· Student and school records must support payment. 
· Cash directly to individuals requires exceptional authorization. 
Water and Sanitation
· Contractor payments should follow verified milestones. 
· Materials must be inspected. 
· Retainage or final payment should follow completion verification when applicable. 
Evangelism
· Religious-program expenses must be separated from restricted humanitarian or government grant funds where required. 
· Humanitarian assistance may not be withheld from those who do not participate. 

21. Mission and Fellowship Expense Separation
The active mission and crusade period is December 15–23, 2028. The fellowship and vacation period is December 24, 2028–January 3, 2029.
The Coordinator must distinguish:
· Humanitarian program expenses. 
· Evangelistic program expenses. 
· Volunteer fellowship expenses. 
· Personal vacation expenses. 
· Organizational administration. 
· Emergency expenses. 
Personal excursions, souvenirs, optional entertainment, personal meals outside approved arrangements, room upgrades, and personal transportation must not be charged to mission funds.

22. Emergency Expenditures
An emergency expense may involve:
· Medical referral. 
· Hospital transport. 
· Evacuation. 
· Security relocation. 
· Emergency lodging. 
· Vehicle recovery. 
· Critical communications. 
· Replacement of essential equipment. 
· Food, water, or shelter during disruption. 
· Emergency travel change. 
The emergency workflow is:
Immediate Need → Authorized Emergency Approval → Payment or Advance → Safety Action → Preliminary Record → Full Documentation → Reconciliation → Review
Saving life and protecting safety should not be delayed solely because normal paperwork is temporarily unavailable. The transaction must still be documented as soon as possible.

23. Lost, Stolen or Missing Funds
If money, a payment device, checkbook, card, or financial record is lost or stolen, the Coordinator will:
1. Prioritize personal safety. 
2. Notify the Safety Officer and Finance Director. 
3. Secure remaining funds. 
4. Block affected accounts, cards, or devices. 
5. Preserve evidence. 
6. Record the amount and circumstances. 
7. Identify witnesses. 
8. File required incident reports. 
9. Cooperate with the authorized investigation. 
10. Reconcile the financial loss. 
11. Implement corrective controls. 
The Coordinator must not conceal a shortage or personally replace missing money to prevent reporting.

24. Financial Fraud and Diversion Warning Signs
Warning signs include:
· Repeated missing receipts. 
· Altered receipts. 
· Duplicate claims. 
· Inflated local prices. 
· Undisclosed commissions. 
· Vendors connected to staff or partners. 
· Payments for goods not received. 
· False beneficiary records. 
· Unauthorized resale of aid. 
· Split purchases. 
· Unexplained exchange-rate differences. 
· Requests to use personal accounts. 
· Payments demanded under threat or pressure. 
· Cash advances not reconciled. 
· Vendor names that change without explanation. 
· Unauthorized mobile-money transfers. 
· Pressure to keep payments secret. 
Questionable activity must be reported immediately.

25. Financial Data Protection
The Coordinator must:
· Use approved systems and devices. 
· Apply multi-factor authentication. 
· Protect passwords and PINs. 
· Avoid public Wi-Fi for financial activity unless approved security protections are used. 
· Lock devices when unattended. 
· Limit exported financial data. 
· Encrypt protected files where required. 
· Maintain secure backups. 
· Report lost devices. 
· Avoid sending sensitive financial information in ordinary group chats. 
· Remove access when an individual’s assignment ends. 

26. Segregation of Duties
Whenever practical:
· One person requests the expenditure. 
· Another approves it. 
· Another receives the goods or services. 
· Finance verifies the documentation. 
· An authorized person releases the payment. 
· Another person reconciles it. 
When staffing makes full separation impossible, compensating controls should include:
· Dual signatures. 
· Independent daily review. 
· Lower transaction limits. 
· More frequent reconciliation. 
· Surprise cash counts. 
· Immediate document transmission to central Finance. 

27. Coordination With Central Finance
The Coordinator will provide central Finance with:
· Daily transaction summaries. 
· Cash counts. 
· Advance register. 
· Mobile-money activity. 
· Bank and card activity. 
· Currency-conversion records. 
· Budget-to-actual reports. 
· Vendor-payment records. 
· Missing-document reports. 
· Incident reports. 
· Forecasted cash needs. 
· Final field closeout. 
The Coordinator must respond promptly to questions and correction requests.

28. Authority
The Field Finance Coordinator may:
· Manage approved field-finance systems. 
· Release properly authorized field funds within assigned limits. 
· Require documentation. 
· Reject incomplete routine payment requests. 
· Place questionable payments on hold. 
· Conduct cash counts. 
· Reconcile advances. 
· Request return of unused funds. 
· Verify vendors and payment instructions. 
· Recommend changes to field spending limits. 
· suspend access to field funds when misuse is suspected. 
· Escalate fraud, theft, coercion, or conflicts of interest. 

29. Limitations
The Coordinator may not:
· Create or increase the mission budget. 
· Approve personal expenses. 
· Approve their own reimbursement. 
· Borrow organizational cash. 
· Exchange currency for personal benefit. 
· Maintain undisclosed cash reserves. 
· Use incoming donations directly without recording them. 
· Transfer restricted funds to unrelated programs. 
· Pay unverified personal accounts. 
· Destroy or alter receipts. 
· Conceal shortages. 
· Sign contracts unless separately authorized. 
· Accept kickbacks, commissions, or gifts from vendors. 
· Place personnel in danger to protect money. 
· Charge fellowship or vacation costs to restricted humanitarian funds. 
· Delay emergency care solely because normal financial paperwork is unavailable. 

30. Timeline of Responsibilities
August–September 2026: Foundation
· Review the mission budget and Finance Manual. 
· Assess Haiti-based payment options. 
· Design field-finance procedures. 
· Establish currency and exchange-rate standards. 
· Create cash, mobile-money, advance, and reconciliation forms. 
· Define field approval levels. 
· Coordinate physical security with the Safety Officer. 
· Develop emergency-finance procedures. 
October–December 2026: System Development
· Establish field budget codes. 
· Identify potential Haitian banking and payment partners. 
· Develop vendor-verification standards. 
· Create daily closeout procedures. 
· Establish field documentation storage. 
· Test currency-conversion records. 
· Coordinate restrictions with Grants and Donations Finance. 
January–December 2027: Vendor and Partner Preparation
· Identify approved local vendors. 
· Review payment capabilities. 
· Verify partner financial procedures. 
· Estimate cash and currency needs. 
· Test international-transfer procedures. 
· Develop local price references. 
· Prepare fraud-risk assessments. 
· Conduct periodic readiness reviews. 
January–June 2028: Budget Refinement
· Update Haiti cost estimates. 
· Confirm payment methods for each department. 
· Establish advance limits. 
· Coordinate major deposits and contracts. 
· Assess cash-flow needs. 
· Review grant and donor restrictions. 
· Identify high-risk transactions. 
· Prepare field-finance staffing requirements. 
July–September 2028: Operational Preparation
· Finalize vendor records. 
· Train field-finance assistants. 
· Develop daily cash requirements. 
· Test mobile-money and transfer methods. 
· Conduct cash-loss and fraud simulations. 
· Prepare secure storage and transport procedures. 
· Confirm documentation requirements with department leaders. 
· Establish backup finance systems. 
October–November 2028: Final Readiness
· Confirm field budget. 
· Issue department spending instructions. 
· Verify authorized signers. 
· Prepare advance registers. 
· Confirm banking, cards, mobile money, and cash access. 
· Test daily reporting to central Finance. 
· Conduct field-finance training. 
· Review emergency-payment scenarios. 
December 1–13, 2028: Pre-Departure
· Prepare approved starting funds. 
· Verify currency and denominations. 
· Complete dual counts. 
· Secure travel documentation. 
· Confirm financial-system access. 
· Activate expense and receipt tracking. 
· Verify vendor-payment schedules. 
· Review cash-movement security. 
· Provide final financial briefing to department directors. 
December 14, 2028: Departure and Arrival
· Secure all funds during travel. 
· Avoid publicly identifying cash custodians. 
· Record travel-related transactions. 
· Complete arrival cash count. 
· Confirm banking and communications access. 
· Verify local exchange rates. 
· Report the opening field-finance position to the Finance Director. 
December 15–23, 2028: Active Mission and Crusade
· Conduct daily finance operations. 
· Process approved payments. 
· Issue and reconcile advances. 
· Maintain daily cash counts. 
· Monitor departmental budgets. 
· Record currency conversions. 
· Verify vendor delivery. 
· Reconcile mobile-money and bank activity. 
· Send daily reports. 
· Investigate discrepancies. 
· Support emergency transactions. 
· Protect restricted funds. 
· Separate humanitarian and evangelistic expenditures when required. 
December 24, 2028–January 2, 2029: Fellowship and Vacation
· Separate fellowship expenses from humanitarian programs. 
· Reconcile active-mission advances. 
· collect missing receipts. 
· Resolve vendor balances. 
· Secure unused funds. 
· Monitor approved fellowship expenses. 
· Prevent personal vacation charges. 
· Prepare final field closeout. 
· Reconcile equipment deposits and travel credits. 
January 3, 2029: Final Day and Return
· Complete the final cash count. 
· Reconcile all possible advances. 
· Secure remaining funds for transfer or return. 
· Collect outstanding documentation. 
· Record unresolved balances. 
· Confirm mobile-money and bank balances. 
· Transfer custody using dual verification. 
· Submit the preliminary field-finance closeout report. 
· Preserve all records for final accounting and audit. 

31. Required Records
The Coordinator must maintain:
· Approved field budget. 
· Daily cashbook. 
· Cash-count sheets. 
· Cash vouchers. 
· Bank-transfer records. 
· Mobile-money records. 
· Currency-conversion register. 
· Vendor records. 
· Invoices and receipts. 
· Receiving confirmations. 
· Advance register. 
· Reimbursement records. 
· Department spending reports. 
· Emergency transaction records. 
· Lost or stolen funds reports. 
· Restricted-fund tracker. 
· Budget-to-actual reports. 
· Daily closeout reports. 
· Access logs. 
· Final field-finance report. 

32. Key Performance Indicators
Performance should be measured through:
· Daily reconciliation completion rate. 
· Number and value of cash shortages. 
· Percentage of expenses with complete documentation. 
· Advance reconciliation time. 
· Budget variance by department. 
· Number of unauthorized transactions. 
· Vendor-payment accuracy. 
· Currency-conversion accuracy. 
· Mobile-money reconciliation rate. 
· Emergency-expense documentation time. 
· Number of duplicate payments. 
· Amount of outstanding advances. 
· Restricted-fund compliance. 
· Number of personal expenses charged to mission funds. 
· Timeliness of reports to central Finance. 
· Completeness of final field closeout. 

33. Major Risks to Manage
The Coordinator must actively manage:
· Cash theft or loss. 
· Armed robbery or coercion. 
· Currency manipulation. 
· Unsupported payments. 
· Duplicate central and field payments. 
· Fraudulent vendors. 
· Undisclosed conflicts of interest. 
· Unreconciled advances. 
· Personal use of funds. 
· Restricted-fund diversion. 
· Unauthorized resale of donated aid. 
· False beneficiary records. 
· Unsafe cash transportation. 
· Mobile-money fraud. 
· Connectivity failures. 
· Missing receipts. 
· Vacation expenses charged as humanitarian costs. 
· Emergency spending without later documentation. 

34. First 30-Day Action Plan
Within the first 30 days, the Field Finance Coordinator should:
1. Meet with the Finance and Mission Directors. 
2. Review the preliminary field budget. 
3. Assess Haiti-based financial risks. 
4. Identify approved payment methods. 
5. Create cash-management procedures. 
6. Establish exchange-rate standards. 
7. Develop advance and reimbursement workflows. 
8. Design daily reconciliation reports. 
9. Establish vendor-verification procedures. 
10. Coordinate cash security with the Safety Officer. 
11. Develop emergency-finance controls. 
12. Establish central-finance reporting procedures. 
13. Define performance indicators. 
14. Submit the complete field-finance plan for approval. 

35. Closing Responsibility
The Field Finance Coordinator ensures that every dollar, gourde, transfer, advance, and field purchase is protected, authorized, documented, reconciled, and connected to an approved mission purpose.
The Coordinator must maintain strong financial controls without obstructing urgent medical care, humanitarian response, or participant safety. No financial loss is more important than a person’s life, and no emergency justifies concealing, falsifying, or misusing organizational funds.

