UnityReach Global Volunteer Payments Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Volunteer Payments Coordinator manages the financial records associated with volunteer participation in the 2028–2029 Cap-Haïtien Mission.
The Coordinator ensures that volunteer contributions, family pricing, deposits, installment payments, refunds, approved adjustments, payment plans, receipts, balances, and readiness milestones are recorded accurately and handled confidentially.
Approved participation contributions are:
· Single Volunteer: $3,995 
· Married Couple: $5,995 
· Each Child Added: +$1,995 
Payment schedule:
· Deposit: December 2027 
· 25% installment: February 2028 
· 25% installment: April 2028 
· Final payment: June 2028 
The Coordinator supports a system scalable for approximately 100–200 volunteers.

2. Reporting Structure
The Volunteer Payments Coordinator:
· Reports to the Finance Director. 
· Coordinates with the Volunteer Director. 
· Works with the Application and Screening Coordinator. 
· Works with the Volunteer Readiness Coordinator. 
· Coordinates system requirements with authorized website administrators. 
· Coordinates approved refunds with Accounts Payable. 
· Coordinates field-payment matters with the Field Finance Coordinator. 
· Coordinates financial controls with the Compliance and Audit Coordinator. 
· Coordinates family accounts with the Family and Child Participant Coordinator. 
· Provides approved payment-status milestones to the Each One, Reach One referral system. 
· Supervises assigned payment-support volunteers. 

3. Required Qualifications
The Coordinator should demonstrate:
· Experience with bookkeeping, payment administration, accounts receivable, customer accounts, or nonprofit finance. 
· Strong mathematical and reconciliation skills. 
· Ability to manage confidential financial information. 
· Experience using secure online payment systems. 
· Strong attention to dates, amounts, account ownership, and documentation. 
· Ability to communicate respectfully with volunteers about overdue balances. 
· Understanding of refunds, disputes, chargebacks, credits, and payment plans. 
· Ability to recognize suspicious transactions or financial irregularities. 
· Commitment to UnityReach Global’s Code of Conduct and financial-control policies. 

4. Guiding Principles
The Coordinator must operate according to these principles:
· Every payment must be traceable. 
· Every balance must be supported by a documented transaction history. 
· Volunteers must receive clear and accurate information. 
· Financial information is private. 
· No volunteer should receive unauthorized preferential treatment. 
· Adjustments, waivers, refunds, and credits require proper approval. 
· Payment collection must never be coercive or misleading. 
· Payment status must not be confused with tax-deductible donation status. 
· Financial duties must be separated where practical. 
· System access must follow least-privilege controls. 
· Test accounts and test transactions must remain excluded from production totals. 
· Payment processing must comply with applicable payment-security requirements. 

5. Core Responsibilities
A. Volunteer Account Setup
The Coordinator will ensure that each accepted volunteer has an accurate payment account containing:
· Volunteer identification number. 
· Legal or registered name. 
· Contact information. 
· Participation category. 
· Individual, married-couple, or family account status. 
· Spouse or household connections. 
· Number of children included. 
· Total participation contribution. 
· Deposit amount. 
· Installment schedule. 
· Payments received. 
· Credits and approved adjustments. 
· Refunds. 
· Outstanding balance. 
· Overdue status. 
· Payment-plan status. 
· Financial hold status. 
· Readiness integration status. 
· Relevant notes and approval records. 
Sensitive payment details must not be visible to recruiters or unauthorized volunteers.
B. Household and Family Pricing
The Coordinator will verify contribution calculations.
Examples:
	Participation Type
	Contribution

	Single volunteer
	$3,995

	Married couple
	$5,995

	Married couple with one child
	$7,990

	Married couple with two children
	$9,985

	Single parent with one child
	$5,990

	Single parent with two children
	$7,985


Unless formally changed by approved policy, a single parent is charged the single-volunteer contribution plus $1,995 for each participating child.
The Coordinator must confirm:
· Which participants belong to the household. 
· Whether each child is traveling. 
· Whether a spouse is participating. 
· Whether pricing was calculated correctly. 
· Whether any adjustment has written authorization. 
· Which adult is financially responsible for the family account. 
· How payments should be allocated among family members. 
C. Payment Schedule Management
The Coordinator will configure and monitor:
· December 2027 deposit. 
· February 2028 installment. 
· April 2028 installment. 
· June 2028 final payment. 
· Approved alternate payment arrangements. 
· Grace periods authorized by policy. 
· Late or missed-payment follow-up. 
· Final financial-clearance deadlines. 
The exact deposit amount and installment calculations must be approved by the Finance Director before they are published or collected.
If the deposit is applied toward the total contribution, the remaining percentages and final balance must be clearly explained so that the volunteer is not overcharged.
D. Payment Processing
The Coordinator will:
1. Confirm the correct volunteer or household account. 
2. Direct the payer to an approved payment method. 
3. Verify the completed transaction. 
4. Record the payment date, amount, method, and transaction reference. 
5. Apply the payment to the correct obligation. 
6. Issue or verify the receipt. 
7. Update the outstanding balance. 
8. Synchronize the payment milestone with readiness records. 
9. Reconcile the transaction with processor or bank records. 
10. Escalate discrepancies. 
Accepted payment methods must be determined by the Finance Director. Cash should be discouraged and may be accepted only through an approved, documented process.
E. Receipts and Statements
The Coordinator will provide:
· Payment confirmations. 
· Account statements. 
· Balance reminders. 
· Installment notices. 
· Past-due notices. 
· Approved payment-plan confirmations. 
· Refund confirmations. 
· Financial-clearance confirmations. 
· Final account summaries when requested. 
Receipts must clearly identify whether funds represent a volunteer participation contribution, donation, sponsorship, credit, or another approved category.
A participation payment must not be described as tax-deductible unless the organization has determined that it legally qualifies.
F. Volunteer Portal Integration
The volunteer portal should display, according to authorized access:
· Total contribution. 
· Payment schedule. 
· Payments received. 
· Credits. 
· Remaining balance. 
· Next due date. 
· Payment status. 
· Receipt history. 
· Approved payment-plan information. 
· Financial-readiness status. 
· Clear contact information for account questions. 
Volunteers should see only their own account or an authorized household account.
G. Readiness Integration
The Coordinator will ensure payment milestones correctly support the readiness engine.
Possible statuses include:
· No payment recorded. 
· Deposit pending. 
· Deposit paid. 
· Installment due. 
· Installment overdue. 
· Payment plan current. 
· Payment plan overdue. 
· Fully paid. 
· Credit balance. 
· Refund pending. 
· Financial hold. 
· Financially cleared. 
· Account under review. 
Payment completion alone does not make a person deployment-ready. Application, training, documents, screening, department requirements, and certification must also be completed.
H. Referral-System Integration
For Each One, Reach One, the Coordinator will ensure that only the required milestone is shared:
· Deposit paid or not paid. 
· Active mission participant status when officially confirmed. 
Recruiters must not see:
· Amounts paid. 
· Outstanding balances. 
· Payment methods. 
· Family-account details. 
· Refunds. 
· Financial hardship information. 
· Financial holds. 
· Private notes. 
Test registrations and test transactions must not count toward referral totals or financial totals.

6. Payment Reminders and Collections
The Coordinator will maintain a professional reminder process.
Before a Due Date
· Send approved advance reminders. 
· State the amount due. 
· State the due date. 
· Provide the approved payment method. 
· Explain how to request assistance. 
· Provide the account-contact channel. 
After a Missed Payment
· Verify that the payment was not misapplied. 
· Contact the volunteer privately. 
· Provide an updated statement. 
· Ask whether there is a payment issue. 
· Explain approved options. 
· Document the communication. 
· Escalate unresolved accounts according to policy. 
Prohibited Collection Practices
The Coordinator may not:
· Shame volunteers publicly. 
· Discuss balances with recruiters or unrelated team members. 
· Threaten volunteers. 
· Make unauthorized promises. 
· Add unauthorized fees. 
· Alter deadlines independently. 
· Guarantee that a payment plan will be approved. 
· Use spiritual pressure to collect money. 

7. Payment Plans and Financial Assistance
When a volunteer requests special arrangements, the Coordinator will:
1. Receive the request confidentially. 
2. Record the reason without collecting unnecessary sensitive information. 
3. Explain available options. 
4. Submit the request to the authorized approver. 
5. Record the decision. 
6. Configure the approved schedule. 
7. Provide written confirmation. 
8. Monitor compliance. 
9. Escalate missed arrangements. 
10. preserve the approval history. 
The Coordinator does not independently approve scholarships, sponsorships, waivers, contribution reductions, or extensions unless formally delegated in writing.

8. Sponsorships Applied to Volunteer Accounts
When a donor or sponsor assists a volunteer, the Coordinator will verify:
· Whether the payment is restricted to a particular participant. 
· Whether donor restrictions are legally and organizationally acceptable. 
· Whether the payment is a charitable donation or direct participant payment. 
· Whether the organization retains required control over donated funds. 
· How the credit should appear on the volunteer account. 
· Whether a tax acknowledgment is appropriate. 
· Whether excess funds may be transferred or refunded. 
· Whether the sponsor expects recognition. 
The Donations and Sponsorships Finance Coordinator should classify the incoming funds before they are applied to a volunteer account.

9. Refunds and Cancellations
The Coordinator will follow the approved cancellation and refund policy.
The refund workflow is:
Cancellation Request → Account Review → Policy Calculation → Approval → Refund Processing → Ledger Update → Volunteer Notification → Readiness Update → Archive
The Coordinator will verify:
· Cancellation date. 
· Amount paid. 
· Nonrefundable amounts. 
· Expenses already committed. 
· Sponsor or donor restrictions. 
· Refund eligibility. 
· Required approvals. 
· Original payment method. 
· Chargeback or dispute status. 
· Final account balance. 
Refunds should normally be returned through the original payment method when feasible and lawful.
No refund should be processed solely from a verbal request.

10. Chargebacks, Failed Payments and Disputes
The Coordinator will:
· Monitor failed or reversed transactions. 
· Notify the Finance Director promptly. 
· Suspend the affected payment credit during review. 
· Preserve receipts and transaction records. 
· Respond through the approved processor workflow. 
· Avoid contacting the bank while pretending to be the cardholder. 
· Update the volunteer account after the outcome. 
· Assess whether the account requires a financial hold. 
· Document corrective action. 
· Report suspected fraud. 
A reversed deposit must not remain recorded as “deposit paid.”

11. Payment Security
The Coordinator must follow payment-security controls.
The Coordinator must never:
· Store full card numbers. 
· Store card security codes. 
· Request card details by ordinary email, text message, or messaging application. 
· Write payment-card information on paper. 
· Enter payment information into an unapproved system. 
· Share payment-system passwords. 
· Disable multi-factor authentication. 
· Export unnecessary financial data. 
· Leave payment information visible on unattended devices. 
· Process a payment without payer authorization. 
Approved third-party payment processors should handle sensitive card information.

12. Reconciliation Responsibilities
The Coordinator will reconcile:
· Volunteer portal transactions. 
· Payment-processor settlements. 
· Bank deposits. 
· Receipts. 
· Refunds. 
· Chargebacks. 
· Credits. 
· Household balances. 
· General-ledger totals. 
· Financial-readiness statuses. 
Reconciliation should occur on a schedule established by the Finance Director and more frequently during high-volume payment periods.
Any difference must be documented and investigated.

13. Segregation of Duties
Whenever practical:
· One person receives or initiates a transaction. 
· Another person verifies it. 
· Authorized leadership approves adjustments and refunds. 
· Accounts Payable processes approved outgoing refunds. 
· The Finance Director reviews reconciliation. 
· Compliance and Audit independently tests selected records. 
No person should independently collect, record, approve, reconcile, and refund the same transaction.

14. Financial Holds
A financial hold may be applied for:
· Required deposit not paid. 
· Missed installment. 
· Reversed payment. 
· Unresolved chargeback. 
· Unverified transaction. 
· Unapproved account discrepancy. 
· Payment plan default. 
· Suspected fraud. 
· Outstanding balance after the final deadline. 
The hold must:
· Have a documented reason. 
· Identify who authorized it. 
· State what action is required. 
· Notify the volunteer privately. 
· Be reviewed when the issue is resolved. 
· Preserve the complete history after removal. 
A financial hold does not authorize public disclosure or punitive treatment.

15. Authority
The Volunteer Payments Coordinator may:
· Record verified payments. 
· Issue approved receipts and statements. 
· Correct documented clerical errors with an audit trail. 
· Send approved reminders. 
· Request missing payment information. 
· Place a temporary review flag on a disputed account. 
· Recommend financial holds. 
· Submit refund and adjustment requests. 
· Reconcile volunteer-payment records. 
· Escalate suspected fraud or unauthorized system access. 
· Refuse to process a transaction through an unapproved method. 

16. Limitations
The Coordinator may not:
· Change participation prices. 
· Approve unauthorized discounts or waivers. 
· Forgive balances independently. 
· Promise tax deductibility. 
· Modify payment deadlines without authorization. 
· Use volunteer payments for personal purposes. 
· Process undocumented refunds. 
· Conceal shortages or errors. 
· Delete financial history. 
· Share financial information with recruiters. 
· Count test transactions in production totals. 
· Store full payment-card information. 
· Withdraw funds from organizational accounts unless separately authorized. 
· Certify a volunteer as fully ready solely because payment is complete. 

17. Timeline of Responsibilities
August–September 2026: Foundation
· Review the mission financial model. 
· Confirm participation categories. 
· Design the volunteer account structure. 
· Establish access controls. 
· Draft payment, receipt, refund, and reconciliation procedures. 
· Define family-account rules. 
· Coordinate portal requirements. 
· Establish audit and reporting formats. 
October–December 2026: Registration Launch
· Support registration opening. 
· Verify that pricing appears consistently. 
· Test individual, couple, and child calculations. 
· Establish test accounts clearly excluded from production totals. 
· Confirm payment information is private. 
· Prepare volunteer financial FAQs. 
· Establish issue-escalation procedures. 
January–November 2027: Pre-Deposit Administration
· Maintain accurate participant categories. 
· Resolve duplicate and family-linked accounts. 
· Communicate the December deposit requirement. 
· Test payment reminders and receipts. 
· Review cancellation and refund language. 
· Train assigned finance volunteers. 
· Confirm reconciliation and chargeback procedures. 
December 2027: Deposit Period
· Issue deposit reminders. 
· Monitor daily transactions. 
· Apply deposits to correct accounts. 
· Resolve failed or misapplied payments. 
· Issue receipts. 
· Update deposit-paid readiness milestones. 
· Reconcile processor and bank activity. 
· Report deposit progress to the Finance Director. 
· Follow up privately with unpaid volunteers. 
January–February 2028: First Installment
· Issue February payment notices. 
· Confirm updated balances. 
· Process approved payment arrangements. 
· Reconcile payments. 
· Identify overdue accounts. 
· Update readiness records. 
· Report collection progress. 
March–April 2028: Second Installment
· Verify all account histories. 
· Issue April reminders. 
· Resolve outstanding deposit discrepancies. 
· Process and reconcile payments. 
· Apply authorized sponsorship credits. 
· Update account and readiness statuses. 
· Escalate unresolved balances. 
May–June 2028: Final Payment
· Issue final-payment notices. 
· Confirm June balances. 
· Process final contributions. 
· Prepare financial-clearance reports. 
· Apply approved holds. 
· Resolve credits and discrepancies. 
· Reconcile all volunteer-payment totals. 
· Identify accounts requiring authorized exceptions. 
July–September 2028: Account Resolution
· Follow up on outstanding accounts. 
· Monitor approved payment plans. 
· Resolve chargebacks and disputed transactions. 
· Verify family-account allocations. 
· Prepare leadership exception reports. 
· Audit financially cleared accounts. 
· Confirm no test data appears in production totals. 
October–November 2028: Deployment Clearance
· Coordinate payment clearance with readiness certification. 
· Resolve final discrepancies. 
· Confirm refunds or replacements resulting from cancellations. 
· Review volunteer roster against financial records. 
· Produce authorized financial-readiness reports. 
· Restrict reports to necessary information. 
· Complete pre-deployment reconciliation. 
December 1–13, 2028: Final Review
· Confirm final deployment roster. 
· Lock or restrict unauthorized account changes. 
· Prepare secure exception records. 
· Verify emergency finance contacts. 
· Ensure volunteers can access final statements. 
· Transfer necessary field matters to the Field Finance Coordinator. 
· Back up payment and reconciliation records. 
December 14–23, 2028: Travel and Active Mission
· Monitor urgent payment issues affecting approved participants. 
· Record authorized last-minute changes. 
· Assist with travel-related account corrections. 
· Coordinate approved cancellation or replacement records. 
· Maintain secure access. 
· Avoid collecting unnecessary payments in the field. 
· Continue reconciliation and fraud monitoring. 
December 24, 2028–January 2, 2029: Fellowship Period
· Resolve authorized account questions. 
· Prepare preliminary closeout. 
· Reconcile refunds, credits, and mission-related account changes. 
· Review outstanding balances. 
· Organize records for audit. 
· Prepare volunteer-payment performance results. 
January 3, 2029: Final Day and Return
· Confirm all field-related account records have been transferred. 
· Secure payment-system access during travel. 
· Record authorized final adjustments. 
· Document unresolved refunds, disputes, or balances. 
· Submit the preliminary financial closeout report. 
· Preserve all records for formal post-mission reconciliation and audit. 

18. Emergency Responsibilities
During an emergency, the Coordinator may be required to:
· Confirm whether an emergency expense is already covered elsewhere. 
· Help verify the correct participant account. 
· Suspend routine collections. 
· Preserve payment records during system disruption. 
· Document emergency transactions. 
· Assist with authorized cancellation or evacuation accounting. 
· Report suspected fraud or account compromise. 
· Follow the Finance Director’s emergency authorization procedures. 
The Coordinator may not delay urgent medical care, evacuation, or protective action while attempting to resolve a volunteer’s balance.

19. Required Records
The Coordinator must maintain:
· Volunteer account register. 
· Household-account records. 
· Participation-category records. 
· Payment schedules. 
· Transaction history. 
· Receipts. 
· Processor references. 
· Reconciliation records. 
· Credits and adjustments. 
· Sponsorship allocations. 
· Refund requests and approvals. 
· Chargeback records. 
· Payment-plan agreements. 
· Reminder and communication history. 
· Financial-hold history. 
· Readiness-sync records. 
· Access and audit logs. 
· Financial closeout reports. 

20. Key Performance Indicators
Performance should be measured through:
· Percentage of payments correctly applied. 
· Reconciliation completion rate. 
· Number of unresolved discrepancies. 
· Deposit completion rate. 
· Installment completion rate. 
· Fully paid rate. 
· Average time to issue receipts. 
· Average time to resolve payment questions. 
· Number of unauthorized adjustments. 
· Refund-processing time. 
· Chargeback rate. 
· Number of privacy or security incidents. 
· Accuracy of family-account calculations. 
· Accuracy of financial-readiness statuses. 
· Exclusion of test transactions from production totals. 
· Completeness of audit documentation. 

21. Major Risks to Manage
The Coordinator must actively manage:
· Payments applied to the wrong volunteer. 
· Incorrect family pricing. 
· Duplicate charges. 
· Unrecorded payments. 
· Unauthorized discounts. 
· Improper refund calculations. 
· Chargebacks. 
· Payment-card exposure. 
· Financial information disclosed to recruiters. 
· Test data included in mission totals. 
· Donation and participation-payment misclassification. 
· Unapproved account changes. 
· False fully-paid status. 
· Missing audit records. 
· Fraud or misuse of funds. 
· Payment delays that affect deployment readiness. 

22. First 30-Day Action Plan
Within the first 30 days, the Volunteer Payments Coordinator should:
1. Meet with the Finance and Volunteer Directors. 
2. Confirm the approved contribution structure. 
3. Establish individual and household-account rules. 
4. Map the payment schedule. 
5. Define receipt and statement standards. 
6. Draft payment-reminder procedures. 
7. Establish refund and chargeback workflows. 
8. Confirm payment security requirements. 
9. Define portal access controls. 
10. Configure readiness and referral milestone rules. 
11. Establish reconciliation procedures. 
12. Create financial-hold and exception workflows. 
13. Define audit reports and performance indicators. 
14. Submit the payment-administration plan for approval. 

23. Closing Responsibility
The Volunteer Payments Coordinator ensures that every volunteer contribution is handled accurately, securely, respectfully, and transparently from registration through the final mission day.
The Coordinator must protect volunteers’ financial privacy while ensuring that leadership receives reliable payment and readiness information. No financial target, collection deadline, or administrative convenience may justify unauthorized charges, misleading statements, public embarrassment, concealed errors, or weakened financial controls.

