UnityReach Global Equipment and Asset Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Equipment and Asset Coordinator is responsible for identifying, registering, tagging, assigning, tracking, maintaining, recovering, transferring, and reconciling UnityReach Global’s equipment and durable assets for the 2028–2029 Cap-Haïtien Mission.
The Coordinator must ensure that every organizational asset has:
· A verified owner or source. 
· An approved mission purpose. 
· A unique asset or equipment identifier. 
· A recorded condition. 
· A responsible custodian. 
· An approved location. 
· A checkout and return history. 
· Maintenance and repair documentation. 
· A final disposition. 
The position applies to owned, purchased, donated, rented, loaned, borrowed, or temporarily imported equipment.

2. Equipment and Asset Scope
Assets may include:
Medical equipment
· Examination equipment. 
· Diagnostic devices. 
· Patient monitors. 
· Portable clinical furniture. 
· Refrigeration equipment. 
· Dental equipment. 
· Vision-screening equipment. 
· Approved emergency equipment. 
Clinical authorization and use remain under qualified Medical Department leadership.
Technology and communications
· Laptops. 
· Tablets. 
· Mobile phones. 
· Radios. 
· Wi-Fi equipment. 
· Printers. 
· Scanners. 
· Projectors. 
· Cameras. 
· Video equipment. 
· Audio recorders. 
· Storage drives. 
· Chargers. 
· Power banks. 
Crusade and audiovisual equipment
· Speakers. 
· Mixers. 
· Microphones. 
· Stands. 
· Monitors. 
· Musical instruments. 
· Lighting. 
· Projection equipment. 
· Cables. 
· Stage equipment. 
Logistics equipment
· Generators. 
· Extension cables. 
· Voltage protection. 
· Tents. 
· Tables. 
· Chairs. 
· Carts. 
· Hand trucks. 
· Shelving. 
· Tools. 
· Ladders. 
· Flashlights. 
· Barriers. 
· Signs. 
Water and sanitation equipment
· Pumps. 
· Water tanks. 
· Testing equipment. 
· Filtration equipment. 
· Treatment systems. 
· Handwashing stations. 
· Specialized tools. 
Administrative and program equipment
· Badge printers. 
· Registration devices. 
· Portable office equipment. 
· Children’s and youth program equipment. 
· Sports equipment. 
· Education devices. 
· Locked cases. 
· Cash boxes under Finance control. 

3. Reporting Relationship
The Equipment and Asset Coordinator:
· Reports directly to the Logistics Director. 
· Works under the operational authority of the Mission Director. 
· Coordinates receiving and storage with the Logistics Warehouse Coordinator. 
· Coordinates shipment and customs documentation with the Cargo and Customs Coordinator. 
· Coordinates equipment transportation with the Transportation Coordinator. 
· Coordinates asset-loading vehicles with the Fleet and Driver Coordinator. 
· Coordinates housing-based equipment storage with the Housing Coordinator. 
· Coordinates financial asset records with the Finance Director. 
· Coordinates clinical equipment with the Medical Director. 
· Coordinates water equipment with the Water and Sanitation Director. 
· Coordinates communications and audiovisual equipment with the Communications Director. 
· Coordinates crusade and worship equipment with the Evangelism Department. 
· Coordinates volunteer assignments with the Volunteer Director. 
· Coordinates security for high-value assets with the Safety Officer. 
· Works with the Administrative Coordinator on records, agreements, and documentation. 
The Coordinator may supervise asset clerks, checkout-desk personnel, equipment custodians, maintenance assistants, technicians, charging-station personnel, inventory assistants, and return teams.

4. Required Qualifications
The Coordinator should demonstrate:
· Experience in fixed assets, equipment management, inventory, information technology, audiovisual operations, logistics, warehousing, facilities, or event production. 
· Ability to maintain detailed asset records. 
· Strong understanding of custody and checkout procedures. 
· Ability to assess visible condition and identify maintenance needs. 
· Ability to coordinate qualified technicians. 
· Strong attention to serial numbers, accessories, and component sets. 
· Experience managing rented, loaned, and donated property. 
· Ability to protect high-value and sensitive equipment. 
· Ability to investigate discrepancies without altering records. 
· Strong communication and volunteer-supervision skills. 
· Integrity and accountability. 
Specialized medical, electrical, mechanical, water, communications, and audiovisual equipment must be assessed and operated by qualified personnel.

5. Asset Management Principles
The asset-management system must follow these principles:
· Every durable asset must be registered. 
· Every registered asset must have a responsible custodian. 
· Every custody transfer must be recorded. 
· Assets must be used only for approved purposes. 
· High-value equipment must receive enhanced controls. 
· Personal equipment and organizational assets must remain distinguishable. 
· No asset may be donated, sold, abandoned, or discarded informally. 
· Rented and borrowed equipment must be returned according to the agreement. 
· Damaged equipment must be reported. 
· Lost equipment must not be removed from records without authorized resolution. 
· Data-bearing devices must be secured. 
· Asset records must reconcile with Finance and warehouse records. 
· Test assets must not be included in actual financial or deployment totals. 

6. Asset Classification
The Coordinator will classify equipment as:
· UnityReach Global-owned. 
· Newly purchased. 
· Donated to UnityReach Global. 
· Restricted donation. 
· Rented. 
· Leased. 
· Borrowed. 
· Partner-owned. 
· Volunteer personal property approved for mission use. 
· Temporarily imported. 
· Consumable accessory. 
· Repairable asset. 
· High-value asset. 
· Data-bearing asset. 
· Clinical asset. 
· Safety-critical asset. 
· Intended for formal donation in Haiti. 
Ownership must be documented before final disposition.

7. Asset Registration
Each asset record should include:
· Unique asset number. 
· Description. 
· Category. 
· Brand. 
· Model. 
· Serial number. 
· Barcode or QR code where used. 
· Owner. 
· Source. 
· Vendor or donor. 
· Purchase or donation date. 
· Cost or reasonable value. 
· Currency. 
· Funding restriction. 
· Condition. 
· Accessories. 
· Department. 
· Primary custodian. 
· Storage location. 
· Warranty. 
· Maintenance requirement. 
· Calibration requirement where applicable. 
· Import or customs status. 
· Intended final disposition. 
· Photograph where appropriate and authorized. 
· Supporting documents. 
Items that function as a set should be registered in a way that tracks critical components.

8. Asset Tagging
The Coordinator will establish durable labels displaying:
· UnityReach Global. 
· Asset number. 
· Barcode or QR code where appropriate. 
· Department where helpful. 
· “Do Not Remove” or equivalent language. 
· Contact or return information where appropriate. 
Tags must not:
· Cover serial numbers. 
· Obstruct ventilation. 
· Interfere with controls. 
· Compromise sterile or clinical surfaces. 
· Damage borrowed property. 
· Create an electrical or mechanical hazard. 
Very small or sensitive equipment may require bag-level, case-level, or digital identification instead.

9. Personal Equipment Used for the Mission
When a volunteer brings personal equipment for organizational use, the Coordinator will document:
· Owner. 
· Description. 
· Serial number. 
· Condition. 
· Accessories. 
· Approved mission use. 
· Custodian. 
· Insurance responsibility. 
· Repair and loss responsibility. 
· Storage plan. 
· Return confirmation. 
UnityReach Global should not imply that it will reimburse loss or damage unless that responsibility is expressly approved in writing.
Volunteers must not place personal equipment into general mission custody without registration.

10. Donated Equipment
Before accepting donated equipment, the Coordinator will verify:
· Donor authority. 
· Ownership. 
· Condition. 
· Functionality. 
· Safety. 
· Accessories. 
· Manuals. 
· Power and voltage compatibility. 
· Consumable availability. 
· Maintenance requirements. 
· Software licenses. 
· Data removal. 
· Import requirements. 
· Warranty status. 
· Repair capacity in Haiti. 
· Intended owner after the mission. 
· Restrictions. 
The program should reject equipment that is:
· Unsafe. 
· Obsolete. 
· Nonfunctional. 
· Missing essential components. 
· Prohibitively expensive to maintain. 
· Unsupported by local infrastructure. 
· Locked to an unavailable account. 
· Contaminated. 
· Recalled. 
· Incompatible with voltage or frequency. 
· Donated merely to avoid disposal costs. 

11. Equipment Procurement Review
Before purchase, the Coordinator will work with the requesting department to confirm:
· Verified program need. 
· Product specifications. 
· Quantity. 
· Compatibility. 
· Voltage and frequency. 
· Local availability. 
· Replacement parts. 
· Consumables. 
· Warranty. 
· Service requirements. 
· Training. 
· Transport requirements. 
· Customs requirements. 
· Storage. 
· Security. 
· Expected useful life. 
· Final disposition. 
· Total ownership cost. 
The Coordinator may recommend equipment but may not approve purchasing funds independently.

12. Condition Assessment
Suggested condition statuses include:
· New. 
· Excellent. 
· Good. 
· Fair. 
· Repair required. 
· Unsafe. 
· Parts only. 
· Missing component. 
· Calibration required. 
· Quarantined. 
· Retired. 
The condition record should note:
· Physical damage. 
· Functional test. 
· Missing accessories. 
· Battery condition. 
· Cable condition. 
· Safety concern. 
· Cleaning status. 
· Calibration status. 
· Repair estimate. 
· Reviewer. 
· Date. 
Technical testing must be performed by qualified personnel.

13. Asset Custodians
Each asset must have a named custodian responsible for:
· Receiving it. 
· Inspecting it. 
· Keeping it secure. 
· Using it only as authorized. 
· Preventing unauthorized users. 
· Reporting damage or loss. 
· Maintaining accessories. 
· Returning it on time. 
· Protecting stored data. 
· Completing custody records. 
A department name alone is not sufficient for high-value equipment; a specific accountable person must be identified.

14. Checkout Procedures
Before equipment is released, the Coordinator will verify:
· Request is authorized. 
· User is trained where required. 
· Asset is functional. 
· Asset number matches the record. 
· Accessories are complete. 
· Condition is documented. 
· Destination is approved. 
· Expected return is established. 
· Custodian acknowledges responsibility. 
· Transportation and storage are suitable. 
The checkout record should include:
· Asset. 
· Custodian. 
· Department. 
· Destination. 
· Purpose. 
· Checkout date and time. 
· Expected return. 
· Accessories. 
· Condition. 
· Approval. 

15. Return Procedures
When an asset is returned, the Coordinator will:
1. Confirm the asset number. 
2. Confirm all accessories. 
3. Inspect condition. 
4. Test functionality where qualified. 
5. Record damage or missing components. 
6. Confirm data handling. 
7. Clean or refer for cleaning. 
8. Charge or store batteries appropriately. 
9. Return the asset to storage. 
10. Update custody status. 
11. Initiate repair or incident procedures where required. 
A return should not be marked complete until all essential components are accounted for.

16. Asset Statuses
Suggested statuses include:
· Requested. 
· Approved for procurement. 
· Ordered. 
· Received. 
· Pending inspection. 
· Registered. 
· Available. 
· Reserved. 
· Checked out. 
· In use. 
· In transit. 
· Returned. 
· Inspection pending. 
· Maintenance due. 
· Under repair. 
· Calibration due. 
· Quarantined. 
· Missing. 
· Lost. 
· Stolen. 
· Damaged. 
· Transfer pending. 
· Donated. 
· Returned to owner. 
· Retired. 
· Disposed. 
· Closed. 
Every material status change should preserve an audit history.

17. Equipment Kits and Component Sets
Equipment issued as a kit should have a checklist.
Examples include:
Camera kit
· Camera body. 
· Lens. 
· Battery. 
· Charger. 
· Memory card. 
· Microphone. 
· Tripod. 
· Cables. 
· Case. 
Sound kit
· Mixer. 
· Microphones. 
· Stands. 
· Cables. 
· Power supplies. 
· Direct boxes. 
· Monitors. 
· Cases. 
Registration kit
· Tablet or laptop. 
· Charger. 
· Battery bank. 
· Scanner. 
· Printer. 
· Paper. 
· Hotspot. 
· Locked case. 
Water-testing kit
· Meter or test device. 
· Probes. 
· Reagents. 
· Calibration materials. 
· Batteries. 
· Instructions. 
· Protective case. 
The complete set must be checked at release and return.

18. High-Value Asset Controls
High-value equipment may require:
· Locked storage. 
· Limited authorized users. 
· Two-person release. 
· Daily verification. 
· Serial-number checks. 
· Tamper-evident seals. 
· GPS tracking where lawful and practical. 
· No overnight vehicle storage. 
· Restricted transport. 
· Insurance. 
· Immediate loss reporting. 
· Separate financial reconciliation. 
· Signed handoffs at every transition. 
High-value assets should not be displayed publicly when doing so creates unnecessary theft risk.

19. Data-Bearing Devices
For computers, tablets, phones, cameras, drives, and similar devices, the Coordinator will ensure:
· Approved user accounts. 
· Screen locks. 
· Strong authentication. 
· Encryption where available. 
· Restricted application access. 
· No shared passwords. 
· Secure storage. 
· Controlled charging. 
· Data backup. 
· Lost-device reporting. 
· Remote lock or wipe capability where available. 
· Removal of test or sensitive data before reassignment. 
· Secure data deletion before donation or disposal. 
· Return of accessories. 
· Privacy-incident escalation. 
Beneficiary, patient, financial, passport, safeguarding, or complaint data must not remain on a transferred device unless formally authorized and protected.

20. Software and Licensing
The Coordinator will work with authorized technical personnel to ensure:
· Software is properly licensed. 
· Required accounts are created. 
· Access is role based. 
· Offline capability is configured. 
· Updates are completed before deployment. 
· Backup credentials are controlled. 
· Personal subscriptions are not assumed to cover organizational use. 
· License transfer is considered before donation. 
· Unlicensed media or software is not installed. 
· Accounts are deactivated after use. 

21. Electrical and Power Compatibility
Before equipment travels to Haiti, the Coordinator will verify:
· Required voltage. 
· Frequency. 
· Plug type. 
· Power consumption. 
· Surge protection. 
· Extension-cord rating. 
· Generator compatibility. 
· Uninterruptible power requirements. 
· Battery and charging requirements. 
· Safe power source. 
· Backup-power strategy. 
Adapters do not convert voltage unless specifically designed to do so.
Only qualified personnel may modify wiring, plugs, generators, or power systems.

22. Battery Management
The Coordinator will:
· Identify lithium batteries. 
· Confirm airline and cargo restrictions. 
· Mark batteries appropriately. 
· Protect battery terminals. 
· Avoid damaged or swollen batteries. 
· Establish safe charging locations. 
· Prevent overheating. 
· Maintain spare batteries. 
· Track high-value battery packs. 
· Keep batteries away from moisture and excessive heat. 
· Establish damaged-battery procedures. 
· Follow approved disposal requirements. 
Power banks and spare lithium batteries generally require specific airline handling and must be reviewed before travel.

23. Maintenance
The Coordinator will create maintenance schedules for:
· Cleaning. 
· Battery charging. 
· Inspection. 
· Lubrication where applicable. 
· Software updates. 
· Cable testing. 
· Generator service. 
· Filter replacement. 
· Calibration. 
· Safety checks. 
· Consumable replacement. 
· Preventive maintenance. 
The asset record should show:
· Maintenance date. 
· Work performed. 
· Technician. 
· Parts used. 
· Cost. 
· Next service due. 
· Return-to-service approval. 

24. Calibration and Technical Certification
Equipment requiring calibration may include:
· Medical diagnostic devices. 
· Water-testing equipment. 
· Scales. 
· Temperature monitors. 
· Specialized measuring equipment. 
The Coordinator will:
· Identify calibration requirements. 
· Record certificates. 
· Track expiration. 
· Prevent use when calibration is overdue. 
· Coordinate qualified servicing. 
· Protect settings during transport. 
· Verify functionality after arrival. 
· Maintain documentation. 
The Coordinator does not personally certify equipment unless professionally qualified.

25. Repair Procedures
When equipment fails, the Coordinator will:
· Stop use when continued operation may be unsafe. 
· Label the asset. 
· Record the problem. 
· Secure the equipment. 
· Identify qualified repair support. 
· Estimate cost and timing. 
· Obtain approval. 
· Document parts and work. 
· Test the equipment after repair. 
· Record return-to-service authorization. 
· Update the asset record. 
· Activate backup equipment where available. 
Volunteers may not attempt repairs outside their qualifications.

26. Lost or Missing Equipment
If an asset cannot be located, the Coordinator will:
1. Confirm the assigned custodian. 
2. Review the last known location. 
3. Contact the user and department. 
4. Review checkout and transfer records. 
5. Check vehicles, warehouse zones, program sites, and housing storage. 
6. Restrict compromised accounts when applicable. 
7. Notify the Logistics Director and Safety Officer. 
8. Preserve available evidence. 
9. File required police, insurance, or internal reports when authorized. 
10. Mark the asset missing—not disposed. 
11. Document recovery or final authorized resolution. 
The record must not be deleted simply because the item is missing.

27. Stolen Equipment
If theft is suspected, the Coordinator will:
· Protect personnel. 
· Avoid confrontation. 
· Notify authorized leadership. 
· Secure related assets. 
· Restrict access where appropriate. 
· Preserve access and custody logs. 
· Activate device lock or wipe where authorized. 
· File required reports. 
· Notify insurers. 
· Avoid public accusations. 
· Prevent retaliation. 
· Document recovery, replacement, or authorized write-off. 

28. Damaged Equipment
When damage occurs, the Coordinator will record:
· Asset. 
· Date and location. 
· Custodian. 
· Description. 
· Photographs where appropriate. 
· Whether anyone was injured. 
· Immediate action. 
· Cause where known. 
· Repair recommendation. 
· Cost. 
· Insurance or vendor claim. 
· Return-to-service or retirement decision. 
Normal wear must be distinguished from negligence or deliberate damage through an authorized review.

29. Rental and Borrowed Equipment
The Coordinator will maintain:
· Agreement. 
· Owner. 
· Rental dates. 
· Deposit. 
· Daily or total rate. 
· Equipment list. 
· Initial condition. 
· Accessories. 
· Insurance responsibility. 
· Maintenance responsibility. 
· Return location. 
· Late fees. 
· Damage terms. 
· Final return acknowledgment. 
· Deposit refund. 
Rented or borrowed equipment must be prioritized for timely inspection and return.

30. Equipment Use at Program Sites
Before equipment leaves for a site, the Coordinator will confirm:
· Site conditions are suitable. 
· Power is compatible. 
· Weather protection is available. 
· Transportation is appropriate. 
· Security is adequate. 
· A qualified operator is assigned. 
· Setup and breakdown time is scheduled. 
· Accessories are complete. 
· Backup equipment is available where critical. 
· Return arrangements are established. 
Equipment must not block exits, create trip hazards, expose unsafe wiring, or interfere with clinical or crowd safety.

31. Daily Deployment Operations — December 15–23
Morning responsibilities
The Coordinator will:
· Review equipment requests. 
· Confirm asset availability. 
· Verify condition. 
· Confirm custodians. 
· Prepare equipment kits. 
· Issue assets. 
· Coordinate loading. 
· Record checkout. 
· Confirm backup items. 
During operations
The Coordinator will:
· Monitor high-value assets. 
· Respond to failures. 
· Coordinate replacements. 
· Track location changes. 
· Support qualified technicians. 
· Document loss or damage. 
· Coordinate charging and maintenance. 
· Prevent unauthorized reassignment. 
Evening responsibilities
The Coordinator will:
· Receive returned assets. 
· Inspect equipment. 
· Reconcile accessories. 
· Charge batteries. 
· Clean or refer for cleaning. 
· Record damage. 
· Arrange repairs. 
· Secure high-value items. 
· Confirm next-day readiness. 
· Submit the equipment status report. 

32. Crusade Equipment
For December 15–23, the Coordinator will coordinate control over:
· Sound equipment. 
· Instruments. 
· Microphones. 
· Stands. 
· Projection equipment. 
· Lighting. 
· Cameras. 
· Recording equipment. 
· Radios. 
· Generators. 
· Cables. 
· Extension systems. 
· Stage equipment. 
The Coordinator will ensure:
· Assets are assigned. 
· Setup and breakdown personnel are authorized. 
· Cables are protected. 
· Equipment is secured overnight. 
· Weather plans exist. 
· Power requirements are verified. 
· Daily inventories occur. 
· Missing components are reported immediately. 
· Copyright and media issues remain under the responsible departments. 

33. Fellowship Period — December 24, 2028–January 2, 2029
The Coordinator will:
· Reduce equipment checkout to approved activities. 
· Prevent personal recreational use without authorization. 
· Complete physical asset counts. 
· Reconcile department custody. 
· Repair or clean returning equipment. 
· Prepare rented and borrowed assets for return. 
· Identify return, donation, transfer, retirement, or disposal status. 
· Verify ownership. 
· Prepare formal transfer documents. 
· Remove sensitive data from devices approved for transfer. 
· Package return equipment. 
· Reconcile serial numbers and accessories. 
· Confirm January 3 baggage custodians. 
· Prepare the final asset disposition report. 

34. Final Day — January 3, 2029
The Coordinator will:
· Confirm all expected assets have been returned or formally transferred. 
· Complete the final physical asset count. 
· Reconcile serial numbers. 
· Verify accessories. 
· Inspect condition. 
· Release return cargo to authorized custodians. 
· Return rented and borrowed equipment. 
· Obtain signed acknowledgments. 
· Complete formal Haitian partner transfers. 
· Confirm secure data removal from transferred devices. 
· Document missing, damaged, or unresolved assets. 
· Transfer continuing assets to an authorized local custodian. 
· Submit outstanding insurance, repair, or investigation matters. 
· Submit the preliminary final asset report. 

35. Asset Donation and Transfer
Before donating equipment in Haiti, the Coordinator will verify:
· UnityReach Global owns the asset or has authority to transfer it. 
· Donor restrictions allow the transfer. 
· Customs and import status permits it. 
· The receiving organization is approved. 
· The recipient can use and maintain the asset. 
· Required consumables are available. 
· Training has been provided. 
· Data has been securely removed. 
· Warranty implications are understood. 
· Value and condition are documented. 
· Authorized representatives sign. 
· Financial and asset records are updated. 
Equipment must not be given directly to individuals because of personal relationships without formal approval.

36. Retirement and Disposal
Equipment may be retired when it is:
· Unsafe. 
· Beyond economic repair. 
· Obsolete. 
· Incompatible. 
· Contaminated. 
· Missing essential support. 
· No longer legally usable. 
Disposal requires:
· Technical assessment where appropriate. 
· Approval. 
· Removal of sensitive data. 
· Removal of organizational identifiers where appropriate. 
· Environmentally responsible handling. 
· Witness or confirmation. 
· Disposal record. 
· Financial asset adjustment. 
· Prohibition against volunteer removal unless formally authorized. 
Medical and electronic equipment may require specialized disposal.

37. Authority
Within approved plans, the Coordinator may:
· Register and tag assets. 
· Assign custodians. 
· Approve routine checkout. 
· Refuse release to an unauthorized or untrained user. 
· Require asset return. 
· Place equipment out of service. 
· Require maintenance, repair, calibration, or data security controls. 
· Restrict access to high-value assets. 
· Initiate lost-asset procedures. 
· Stop unsafe equipment use. 
· Recommend purchase, replacement, transfer, donation, retirement, or disposal. 
· Request security or technical assistance. 
Major purchases, write-offs, donations, sales, and disposals require proper approval.

38. Limitations
The Coordinator may not:
· Purchase equipment without authorization. 
· Dispose of or donate assets informally. 
· Delete missing assets from records. 
· Allow unqualified operation. 
· Return unsafe equipment to service. 
· Ignore damaged batteries or electrical hazards. 
· Modify clinical or technical equipment without qualification. 
· Share device passwords. 
· Leave data-bearing devices unsecured. 
· Permit mission equipment to be used for private commercial activity. 
· Accept vendor kickbacks. 
· Falsify condition or value. 
· Promise reimbursement for personal property. 
· Allow unrestricted access to high-value assets. 
· Transfer devices containing confidential data. 
· Conceal loss, theft, or damage. 

39. Equipment and Asset Workflow
The standard workflow should be:
Need Identified → Ownership and Funding Confirmed → Product Reviewed → Purchase, Donation, Rental, or Loan Approved → Equipment Received → Condition Inspected → Asset Registered and Tagged → Custodian Assigned → Storage Location Recorded → Checkout Requested → User Qualification Verified → Asset Released → Location and Use Monitored → Asset Returned → Condition and Components Verified → Maintenance or Repair Completed → Final Return, Transfer, Donation, Retirement, or Disposal Approved → Records Reconciled and Closed

40. Timeline and Deliverables
Phase 1: August–December 2026
The Coordinator will:
· Meet with the Logistics Director and Mission Director. 
· Identify anticipated equipment categories. 
· Draft the Equipment and Asset Management Plan. 
· Establish asset-classification standards. 
· Develop the asset-record structure. 
· Create tagging requirements. 
· Establish custodian and checkout procedures. 
· Identify high-value and data-bearing controls. 
· Develop donation and procurement review standards. 
· Create the preliminary maintenance framework. 
· Estimate equipment-management costs. 
· Develop the asset risk register. 
Required deliverables
· Equipment and Asset Management Plan. 
· Asset classification framework. 
· Asset registration fields. 
· Tagging standard. 
· Checkout and custody procedure. 
· High-value control framework. 
· Preliminary budget. 
· Asset risk register. 

Phase 2: January–December 2027
The Coordinator will build the asset system.
Responsibilities include:
· Create the asset register. 
· Develop asset tags, barcodes, or QR codes. 
· Create condition-assessment forms. 
· Develop checkout and return forms. 
· Develop equipment-kit checklists. 
· Establish maintenance and calibration records. 
· Develop personal-equipment procedures. 
· Create rented and borrowed equipment controls. 
· Establish data-bearing device requirements. 
· Develop loss, theft, damage, repair, and disposal procedures. 
· Test the system with fictional assets. 
· Conduct sample custody transfers. 
· Correct system weaknesses. 
· Update budget and staffing estimates. 
By December 2027
The Coordinator should have:
· A functioning asset register. 
· Tagging system. 
· Checkout and return process. 
· Condition and maintenance records. 
· High-value controls. 
· Data-device standards. 
· Personal and borrowed equipment procedures. 
· Incident workflows. 
· Updated cost estimates. 

Phase 3: January–June 2028
The Coordinator will begin active asset registration.
Responsibilities include:
· Collect department equipment forecasts. 
· Review requested assets. 
· Identify local procurement and rental options. 
· Register early purchases and donations. 
· Inspect and tag received equipment. 
· Establish custodian assignments. 
· Identify voltage, software, battery, and maintenance needs. 
· Identify equipment requiring permits or calibration. 
· Develop equipment training requirements. 
· Establish repair and technical-support contacts. 
· Coordinate shipping requirements with Cargo and Customs. 
· Provide monthly asset readiness reports. 

Phase 4: July–September 2028
The Coordinator will finalize primary assets.
Responsibilities include:
· Complete major equipment registration. 
· Inspect donated equipment. 
· Reject unsuitable assets. 
· Finalize equipment kits. 
· Assign preliminary custodians. 
· Complete software and data configurations. 
· Confirm accessories and consumables. 
· Complete maintenance and calibration. 
· Conduct checkout training. 
· Test asset tracking. 
· Confirm high-value storage. 
· Develop site-specific equipment plans. 
· Establish backups for mission-critical assets. 
Deliverables
· Updated asset register. 
· Condition records. 
· Custodian roster. 
· Equipment kit lists. 
· Maintenance and calibration records. 
· High-value storage plan. 
· Backup equipment plan. 
· Training records. 
· Site equipment assignments. 

Phase 5: October–November 2028
The Coordinator will:
· Complete equipment procurement, rental, and loan records. 
· Reverify condition. 
· Complete asset tagging. 
· Finalize custodians. 
· Confirm Haiti power compatibility. 
· Complete software updates and offline configuration. 
· Test communications and audiovisual equipment. 
· Confirm medical and water equipment qualification. 
· Prepare shipping and baggage allocations. 
· Finalize rental and return deadlines. 
· Conduct equipment loss and failure exercises. 
· Prepare printed and offline asset records. 

Phase 6: December 1–13, 2028
The Coordinator will:
· Conduct final physical verification. 
· Confirm every asset’s location and custodian. 
· Verify accessories and cases. 
· Charge batteries. 
· Complete maintenance and calibration. 
· Pack equipment. 
· Confirm cargo and baggage custodians. 
· Prepare checkout and return schedules. 
· Confirm Haiti storage. 
· Test critical backup equipment. 
· Brief department custodians. 
· Submit final asset readiness certification to the Logistics Director. 

41. Departure and Arrival — December 14, 2028
The Coordinator will:
· Verify all equipment bags and custodians. 
· Maintain role-appropriate asset manifests. 
· Support airport baggage processing. 
· Track gate-checked or oversize equipment. 
· Reconcile equipment upon Haiti arrival. 
· Document missing or damaged assets. 
· Transfer cargo to approved vehicles. 
· Verify warehouse or department receipt. 
· Test critical equipment after transport. 
· Quarantine damaged equipment. 
· Confirm equipment required for December 15 is ready. 
· Submit the arrival asset-status report. 

42. Emergency Responsibilities
During an equipment-related emergency, the Coordinator will:
· Stop use of unsafe equipment. 
· Disconnect power only when safe and qualified. 
· Follow the Mission Director and Safety Officer. 
· Keep people away from electrical, battery, fuel, mechanical, or structural hazards. 
· Request qualified technical, medical, fire, or hazardous-material assistance. 
· Account for safety-critical assets. 
· Activate backup equipment. 
· Protect data-bearing devices. 
· Secure high-value equipment only when it does not endanger people. 
· Document the incident. 
· Prevent unauthorized public communication. 
· Preserve equipment for investigation where necessary. 

43. Records and Documentation
The Coordinator must maintain:
· Equipment and asset plan. 
· Asset register. 
· Purchase records. 
· Donation records. 
· Rental and loan agreements. 
· Ownership records. 
· Asset tags. 
· Serial numbers. 
· Condition assessments. 
· Photographs where authorized. 
· Custodian records. 
· Checkout and return logs. 
· Equipment-kit checklists. 
· Maintenance and repair. 
· Calibration certificates. 
· Software and license records. 
· Personal-equipment records. 
· Shipping and customs references. 
· High-value count records. 
· Loss, theft, and damage reports. 
· Insurance claims. 
· Donation and transfer records. 
· Retirement and disposal records. 
· Final physical count. 
· Financial reconciliation. 
· Final report and lessons learned. 

44. Performance Indicators
Performance may be evaluated using:
· Percentage of assets registered and tagged. 
· Percentage with assigned custodians. 
· Checkout and return accuracy. 
· Asset return rate. 
· Accessory completion rate. 
· Loss and theft rate. 
· Damage rate. 
· Maintenance completion. 
· Calibration compliance. 
· Mission-critical equipment uptime. 
· Backup equipment availability. 
· High-value daily count accuracy. 
· Data-bearing device security compliance. 
· Rental and borrowed equipment returned on time. 
· Percentage of transfers properly authorized. 
· Final physical count accuracy. 
· Financial register reconciliation. 
· Timeliness and accuracy of reports. 

45. Key Risks to Manage
The Coordinator must actively manage:
· Unregistered equipment. 
· Unclear ownership. 
· Missing serial numbers. 
· Loss or theft. 
· Informal reassignment. 
· Incomplete equipment kits. 
· Battery failure. 
· Electrical incompatibility. 
· Unsafe generators or cables. 
· Missing consumables. 
· Unlicensed software. 
· Data breaches. 
· Missed calibration. 
· Unqualified operation. 
· Customs problems. 
· Water or impact damage. 
· Rental late fees. 
· Informal donations. 
· Unapproved disposal. 
· Equipment left in Haiti without a custodian. 
· Personal property confused with organizational assets. 
· Assets removed from records without resolution. 

46. Immediate First 30-Day Action Plan
Within the first 30 days, the Equipment and Asset Coordinator should:
1. Meet with the Logistics Director and Mission Director. 
2. Identify anticipated equipment from every department. 
3. Draft the Equipment and Asset Management Plan. 
4. Establish asset classifications. 
5. Develop the asset-register data structure. 
6. Create the asset-tagging standard. 
7. Draft custodian and checkout procedures. 
8. Develop return and condition-assessment procedures. 
9. Create equipment-kit checklists. 
10. Establish personal, donated, rented, and borrowed equipment rules. 
11. Develop high-value asset controls. 
12. Develop data-bearing device controls. 
13. Identify maintenance, calibration, software, and power requirements. 
14. Draft loss, theft, damage, repair, and disposal procedures. 
15. Establish final disposition requirements. 
16. Prepare the preliminary budget. 
17. Create the asset risk register. 
18. Submit the initial plan to the Logistics Director. 

47. Closing Responsibility Statement
The Equipment and Asset Coordinator is responsible for ensuring that UnityReach Global knows what equipment it owns or controls, where every asset is located, who is responsible for it, whether it is safe and functional, and what happens to it when the mission ends.

