UnityReach Global Government and Institutional Relations Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Government and Institutional Relations Coordinator manages UnityReach Global’s authorized relationships with government offices, public institutions, regulatory bodies, diplomatic or consular representatives, municipal authorities, and other formal institutions connected to the 2028–2029 Cap-Haïtien Mission.
The Coordinator helps UnityReach Global identify, obtain, document, and maintain appropriate:
· Government contacts. 
· Institutional approvals. 
· Program permissions. 
· Customs and import coordination. 
· Professional practice requirements. 
· Public-health coordination. 
· School and community permissions. 
· Water-project approvals. 
· Travel and emergency contacts. 
· Official correspondence. 
· Protocol and courtesy meetings. 
· Regulatory and institutional reporting. 
The Coordinator facilitates official relationships but does not provide legal advice or make government commitments without authorization.

2. Reporting Structure
The Coordinator:
· Reports to the Partnerships Director. 
· Coordinates executive-level relationships with the Executive Director. 
· Coordinates field requirements with the Mission Director. 
· Coordinates legal and regulatory questions with qualified counsel or approved professionals. 
· Coordinates government-facing documents with the Administrative Coordinator. 
· Coordinates customs matters with the Cargo and Customs Coordinator. 
· Coordinates professional practice requirements with the Medical Director. 
· Coordinates education permissions with the Education Director. 
· Coordinates water-project requirements with the Water and Sanitation Director. 
· Coordinates safety and emergency contacts with the Safety and Security Department. 
· Coordinates official public statements with the Communications Director. 
· Coordinates financial compliance with the Finance Director and Compliance and Audit Coordinator. 
· Works closely with approved Haitian institutional partners. 

3. Required Qualifications
The Coordinator should demonstrate:
· Experience in government relations, public administration, diplomacy, institutional partnerships, nonprofit leadership, international affairs, compliance, public policy, or a related field. 
· Strong professional communication and protocol skills. 
· Ability to prepare official correspondence and briefing documents. 
· Ability to maintain accurate regulatory and approval records. 
· Understanding of anti-bribery and conflict-of-interest principles. 
· Ability to work respectfully across political and institutional differences. 
· Understanding of nonprofit and humanitarian operational needs. 
· Strong confidentiality and judgment. 
· Haitian Creole or French proficiency is strongly preferred. 
· Commitment to political neutrality and UnityReach Global’s Code of Conduct. 

4. Guiding Principles
All government and institutional relationships must follow:
· Legal compliance. 
· Political neutrality. 
· Transparency. 
· Respect for Haitian sovereignty. 
· Institutional protocol. 
· Anti-bribery. 
· Accurate representation. 
· Documented authority. 
· Cultural respect. 
· Confidentiality. 
· Non-discrimination. 
· Humanitarian independence. 
· Safeguarding. 
· Accountability. 
UnityReach Global must not use gifts, personal payments, political support, religious pressure, or unofficial promises to obtain government action.

5. Relationship Categories
The Coordinator may work with:
· National government offices. 
· Departmental or regional authorities. 
· Municipal government. 
· Public-health authorities. 
· Education authorities. 
· Water and sanitation authorities. 
· Customs and border authorities. 
· Immigration authorities. 
· Aviation and airport authorities. 
· Police, fire, and emergency services. 
· Public hospitals and clinics. 
· Public schools and universities. 
· Embassies or consulates. 
· International and multilateral institutions. 
· Professional licensing bodies. 
· Regulatory agencies. 
· Disaster-management authorities. 
· Other institutions relevant to mission operations. 
The current identity, authority, and requirements of each office must be verified before reliance.

6. Institutional Stakeholder Map
The Coordinator will maintain a controlled register containing:
· Institution. 
· Office or department. 
· Responsibility. 
· Contact person. 
· Official title. 
· Telephone and email. 
· Preferred language. 
· Physical address. 
· Relationship owner. 
· Purpose of contact. 
· Authority. 
· Required submission. 
· Approval status. 
· Last verification date. 
· Next action. 
· Confidentiality level. 
· Backup contact. 
Unofficial introductions must not be presented as formal government approval.

7. Regulatory Requirements Register
The Coordinator will maintain a register identifying potential requirements for:
· Organizational operations. 
· Volunteer entry. 
· Professional practice. 
· Medical outreach. 
· Medicines and supplies. 
· Dental and vision services. 
· Public gatherings. 
· Evangelistic crusade. 
· School programs. 
· Children’s programs. 
· Humanitarian distributions. 
· Food service. 
· Water drilling and construction. 
· Environmental protection. 
· Vehicles and drivers. 
· Cargo and customs. 
· Radio or communication equipment. 
· Photography and media. 
· Data handling. 
· Employment and contracting. 
· Insurance. 
· Emergency response. 
Every requirement must have a responsible owner, deadline, status, evidence, and renewal date.

8. Verification of Requirements
Because rules, offices, officials, and procedures may change, the Coordinator will:
· Use official sources where available. 
· Confirm requirements with authorized Haitian professionals. 
· Obtain written guidance when feasible. 
· Record the date and source. 
· distinguish legal requirements from recommendations. 
· Confirm fees through official schedules. 
· preserve receipts. 
· avoid relying solely on informal assurances. 
· seek qualified legal or regulatory advice when necessary. 
· reverify material requirements before deployment. 
The Coordinator must not invent certainty where government guidance is incomplete or inconsistent.

9. Official Correspondence
The Coordinator will prepare and track:
· Introduction letters. 
· Requests for meetings. 
· Mission notification letters. 
· Permission requests. 
· Program descriptions. 
· Volunteer and leadership summaries. 
· Equipment and supply lists. 
· Customs-support letters. 
· Invitations. 
· Responses to official inquiries. 
· Emergency correspondence. 
· Thank-you letters. 
· Post-mission reports. 
Correspondence must be approved by the proper organizational authority before release.

10. Government Meeting Preparation
Before an official meeting, the Coordinator will prepare:
· Meeting purpose. 
· Participants. 
· Titles. 
· Institutional background. 
· Mission summary. 
· Requested decision or support. 
· Key messages. 
· Questions. 
· Documents. 
· Translation. 
· Protocol considerations. 
· Conflicts or sensitivities. 
· Speaking roles. 
· Follow-up responsibilities. 
Afterward, the Coordinator will document:
· Attendance. 
· Discussion. 
· Commitments. 
· Conditions. 
· Required submissions. 
· Deadlines. 
· Outstanding issues. 
· Next steps. 

11. Authority to Represent UnityReach Global
Only designated representatives may make official commitments.
The Coordinator will maintain a list identifying:
· Authorized spokesperson. 
· Authorized signatory. 
· Subject area. 
· Financial limit. 
· Duration. 
· Restrictions. 
· Backup representative. 
The Coordinator must not imply authority merely because they arranged the meeting.

12. Medical and Clinical Coordination
Working with the Medical Director, the Coordinator will help identify requirements involving:
· Professional credentials. 
· Clinical practice. 
· Temporary or mission-based authorization. 
· Medical-site operations. 
· Medicines. 
· Pharmacy and dispensing. 
· Medical devices. 
· Clinical waste. 
· Patient privacy. 
· Laboratory services. 
· Public-health reporting. 
· Emergency referral. 
· Importation of medical supplies. 
Clinical programs must not begin until required approvals and professional controls are satisfied.

13. Medicines and Medical Supplies
The Coordinator will support official communication regarding:
· Approved medicine list. 
· Quantities. 
· Source. 
· Batch and expiration information. 
· Storage. 
· Customs. 
· Controlled items. 
· Donation documentation. 
· Receiving organization. 
· Disposal. 
· Regulatory review. 
No medicine should be described as approved for entry or distribution based solely on a verbal statement from an unofficial contact.

14. Education and Child Program Coordination
Working with Education and Safeguarding leadership, the Coordinator may help obtain:
· School participation approval. 
· Facility-use permission. 
· Institutional agreements. 
· Child-program authorization. 
· Local education contacts. 
· Tuition-payment documentation. 
· Program schedules. 
· Media or data permissions. 
· Emergency contacts. 
Government or institutional approval does not replace parent or guardian consent, child assent, screening, supervision, or safeguarding requirements.

15. Water and Sanitation Coordination
Working with Water and Sanitation leadership, the Coordinator may help identify requirements for:
· Land use. 
· Water access. 
· Well drilling. 
· Boreholes. 
· Construction. 
· Environmental review. 
· Water testing. 
· Public operation. 
· Electrical or solar installation. 
· Community ownership. 
· Operator responsibility. 
· Wastewater or drainage. 
The Coordinator must ensure that technical professionals and community representatives participate in official discussions.

16. Crusade and Public-Gathering Coordination
For the December 15–23, 2028 crusade and other gatherings, the Coordinator may help coordinate:
· Venue authorization. 
· Public-event notification. 
· Crowd and fire requirements. 
· Sound and noise requirements. 
· Traffic. 
· Security. 
· Emergency medical support. 
· Temporary structures. 
· Electrical equipment. 
· Public sanitation. 
· Schedule restrictions. 
· Official points of contact. 
Government permission does not authorize unsafe crowd conditions or coercive religious conduct.

17. Customs and Import Coordination
Working with the Cargo and Customs Coordinator, the role will support:
· Itemized packing lists. 
· Donor documentation. 
· Pro forma or commercial invoices. 
· Commodity descriptions. 
· Quantities. 
· Values. 
· Country of origin. 
· Medical and regulated items. 
· Temporary imports. 
· Donated-goods documentation. 
· Receiving institution. 
· Broker or agent communication. 
· Official fees. 
· Release records. 
· Inspection coordination. 
· Delays or holds. 
All customs payments must follow approved Finance procedures and receive official documentation wherever available.

18. Travel and Immigration Coordination
The Coordinator will help leadership verify:
· Entry-document requirements. 
· Passport validity requirements. 
· Visa or authorization requirements. 
· Professional or mission classifications. 
· Minor-travel requirements. 
· Customs declarations. 
· Airport procedures. 
· Group-travel documentation. 
· Emergency extensions or departure processes. 
· Requirements for Haitian and non-Haitian participants. 
Volunteers remain responsible for providing valid personal travel documents by required deadlines.

19. Diplomatic and Consular Relations
When appropriate, the Coordinator will maintain authorized contact with relevant diplomatic or consular offices concerning:
· Mission notification. 
· General travel guidance. 
· Emergency contact procedures. 
· Lost passports. 
· Arrest or detention. 
· Death or serious injury. 
· Major security incident. 
· Evacuation information. 
· Family communication support. 
· Repatriation procedures. 
Consular support must not be represented as guaranteed evacuation, legal representation, medical care, or payment of expenses.

20. Emergency Services Coordination
The Coordinator will help verify contacts for:
· Police. 
· Fire services. 
· Ambulance or emergency transport. 
· Hospitals. 
· Public-health authorities. 
· Disaster-management agencies. 
· Airport authorities. 
· Road or transportation authorities. 
· Relevant local government offices. 
Contacts should be tested and incorporated into the Emergency Operations Plan.

21. Political Neutrality
UnityReach Global must not:
· Endorse candidates. 
· Campaign for political parties. 
· Use mission resources for political activity. 
· condition services on political support. 
· allow officials to use beneficiaries as campaign props. 
· display campaign materials at mission sites. 
· permit political speeches during humanitarian services without appropriate authorization and safeguards. 
· exchange aid for government or political favors. 
The Coordinator must disclose political requests or pressure immediately.

22. Anti-Bribery and Improper Payments
Prohibited conduct includes:
· Cash payments to influence decisions. 
· Personal gifts intended to secure approval. 
· Undocumented “facilitation” payments. 
· Kickbacks. 
· Employment promises. 
· Personal travel. 
· Political contributions. 
· Donations to an official’s private organization in exchange for action. 
· Payments through an unofficial intermediary. 
· False invoices. 
· Inflated official fees. 
When an unexpected payment is requested, the Coordinator will:
1. Ask for the legal basis. 
2. Request an official fee schedule. 
3. Request an invoice or receipt. 
4. Pause the transaction when safe. 
5. Notify Finance and executive leadership. 
6. Seek qualified advice. 
7. Document the event. 

23. Gifts, Hospitality and Protocol
Reasonable institutional courtesy may sometimes be appropriate, but it must follow policy.
The Coordinator will document:
· Recipient. 
· Purpose. 
· Item or hospitality. 
· Value. 
· Funding source. 
· Approval. 
· Date. 
· Cultural context. 
· Conflict assessment. 
Cash gifts and benefits intended to influence an official action are prohibited.

24. Government Requests for Beneficiary or Volunteer Data
Before responding to a request, the Coordinator will verify:
· Requesting authority. 
· Legal basis. 
· Purpose. 
· Scope. 
· Required fields. 
· Deadline. 
· Privacy impact. 
· Safeguarding impact. 
· Security risk. 
· Availability of legal review. 
· Minimum necessary disclosure. 
· Secure transmission method. 
The Coordinator may not independently release medical, screening, financial, safeguarding, child, or incident information.

25. Institutional Agreements
Agreements may address:
· Purpose. 
· Scope. 
· Roles. 
· Costs. 
· Facilities. 
· Personnel. 
· Permits. 
· Data. 
· Safeguarding. 
· Media. 
· Security. 
· Emergency response. 
· Insurance. 
· Reporting. 
· Dispute resolution. 
· Termination. 
· Applicable requirements. 
· Authorized signatures. 
The Coordinator must preserve the final signed version and all amendments.

26. Institutional Reporting
Government or institutional reports may require:
· Activities completed. 
· Locations. 
· Dates. 
· Personnel. 
· People served. 
· Supplies distributed. 
· Clinical activity at an appropriately authorized level. 
· Incidents. 
· Financial or customs information. 
· Environmental information. 
· Water-project progress. 
· Program closeout. 
All figures must be verified. Confidential information must be minimized.

27. Public Officials at Mission Events
When officials attend a mission activity, the Coordinator will coordinate:
· Invitation. 
· Confirmation. 
· Title and protocol. 
· Security. 
· Arrival. 
· Speaking role. 
· Time limits. 
· Media. 
· Political-neutrality rules. 
· Beneficiary privacy. 
· Departure. 
· Documentation. 
An official visit must not disrupt clinical care, create unsafe crowds, or become a political campaign event.

28. Institutional Conflict and Dispute Management
Potential disputes may involve:
· Permit delays. 
· Customs holds. 
· Conflicting instructions. 
· Land use. 
· Professional authorization. 
· Fees. 
· Program-site access. 
· Government claims over supplies. 
· Data requests. 
· Public statements. 
· Political pressure. 
· Partner authority. 
The Coordinator will:
1. Document the issue. 
2. Verify each party’s authority. 
3. Preserve written communications. 
4. Avoid confrontation. 
5. Notify leadership. 
6. Seek qualified advice. 
7. Identify lawful options. 
8. Record the resolution. 
9. Update plans. 
10. Escalate unresolved critical issues. 

29. Government and Institutional Contact Security
The Coordinator must protect:
· Private contact information. 
· Sensitive correspondence. 
· Security contacts. 
· Emergency procedures. 
· Unpublished approvals. 
· Government identification. 
· Official documents. 
· Investigation information. 
· Political or conflict-sensitive discussions. 
Contacts should not be shared broadly with volunteers or published online without authorization.

30. Partnership Monitoring
The Coordinator will track:
· Institution. 
· Contact. 
· Relationship purpose. 
· Request. 
· Required documents. 
· Submission date. 
· Approval status. 
· Conditions. 
· Expiration. 
· Renewal. 
· Fees. 
· Official receipts. 
· Outstanding actions. 
· Risks. 
· Meetings. 
· Reports. 
· Closeout. 
No approval should be marked complete without supporting evidence.

31. Suspension or Modification of Activities
The Coordinator will notify leadership when:
· Required authorization is denied. 
· Approval has expired. 
· A government instruction changes. 
· Professional practice cannot be authorized. 
· Customs prevents delivery. 
· A public event cannot lawfully proceed. 
· Political interference creates unacceptable risk. 
· Data demands violate policy. 
· A partner institution breaches an agreement. 
· Officials request improper payments. 
· Security conditions change. 
Leadership may need to delay, reduce, relocate, or cancel the affected activity.

32. Emergency and Crisis Responsibilities
During an emergency, the Coordinator will:
· Activate verified institutional contacts. 
· Support communication with appropriate authorities. 
· Provide incident command with confirmed information. 
· Coordinate approved requests for assistance. 
· Document official instructions. 
· Support hospital, airport, public-health, fire, police, or consular coordination. 
· Protect personal information. 
· Avoid unauthorized public statements. 
· Preserve correspondence and decisions. 
· Report improper demands. 
· Track outstanding institutional actions. 
The Coordinator must not place volunteers at risk by sending them to government offices or incident locations without authorization.

33. Authority
The Coordinator may:
· Research government and institutional requirements. 
· Contact authorized offices. 
· Schedule official meetings. 
· Prepare correspondence and briefing documents. 
· Maintain approval and requirement registers. 
· Submit documents after proper authorization. 
· Request written clarification. 
· Coordinate protocol. 
· Escalate regulatory or institutional risks. 
· Recommend delay or modification when authorization is incomplete. 
· Refuse undocumented or suspicious payment requests. 
· Coordinate official reporting and closeout. 

34. Limitations
The Coordinator may not:
· Provide legal advice beyond qualifications. 
· Sign agreements without authorization. 
· promise payments, contracts, employment, or aid. 
· make political endorsements. 
· offer bribes or facilitation payments. 
· represent informal contact as official approval. 
· disclose protected data. 
· guarantee government or consular assistance. 
· direct law enforcement. 
· approve clinical practice. 
· bypass customs or immigration requirements. 
· publicly criticize officials on UnityReach Global’s behalf without authorization. 
· condition humanitarian assistance on political or religious participation. 
· conceal official restrictions to protect schedules. 
· continue an activity known to require an approval that has not been obtained. 

35. Timeline of Responsibilities
August–September 2026: Foundation
· Meet with the Partnerships, Executive, Mission, and Administrative leadership. 
· Develop the Government and Institutional Relations Plan. 
· Build the institutional stakeholder map. 
· Create the regulatory requirements register. 
· Establish official correspondence standards. 
· Define authorization and signatory procedures. 
· Establish anti-bribery controls. 
· Identify qualified Haitian legal and regulatory advisers. 
October–December 2026: Preliminary Outreach
· Introduce UnityReach Global to relevant institutions. 
· Verify preliminary mission requirements. 
· Identify government contacts. 
· Review medical, education, water, event, customs, and travel needs. 
· Develop official mission summaries. 
· Begin tracking submission timelines. 
· Avoid requesting unnecessary political endorsement. 
January–June 2027: Regulatory Development
· Conduct official meetings. 
· Verify application and approval procedures. 
· Develop institution-specific document lists. 
· Coordinate initial letters and agreements. 
· Identify professional-practice requirements. 
· Review customs and import procedures. 
· Build emergency and consular contacts. 
· Report material compliance risks. 
July–December 2027: Formal Coordination
· Submit authorized preliminary documents. 
· Develop public-institution partnerships. 
· Coordinate Haitian government and municipal communication. 
· Review public venue and crusade requirements. 
· Track approvals and expiration dates. 
· Develop contingency plans. 
· Monitor changes in officials and procedures. 
January–June 2028: Application and Approval Period
· Coordinate program-specific submissions. 
· Verify medical and professional requirements. 
· Support customs preparation. 
· coordinate education and water-project authorization. 
· Confirm institutional contacts. 
· Track application status. 
· Resolve official questions. 
· Escalate delays threatening mission feasibility. 
July–September 2028: Operational Verification
· Confirm approvals. 
· Review conditions. 
· Verify public-event and site requirements. 
· Test emergency contacts. 
· Review institutional reporting. 
· Confirm official fees. 
· Revalidate government contacts. 
· Identify unresolved high-risk matters. 
October–November 2028: Final Readiness
· Complete remaining authorized submissions. 
· Verify professional, customs, event, water, school, and institutional requirements. 
· Confirm expiration dates. 
· Prepare official contact packets. 
· Conduct protocol briefings. 
· Review political-neutrality and anti-bribery requirements. 
· Escalate incomplete critical approvals. 
December 1–13, 2028: Pre-Departure Verification
· Reconfirm all critical requirements. 
· Verify current offices and contacts. 
· Confirm customs and cargo status. 
· Confirm emergency and consular contacts. 
· Prepare official letters and document copies. 
· Brief mission leadership. 
· Document unresolved restrictions. 
· Recommend modification or delay where necessary. 
December 14, 2028: Departure and Arrival
· Maintain approved institutional communication. 
· Coordinate airport or customs issues. 
· Confirm arrival notification when required. 
· Verify local contacts. 
· Document official instructions. 
· Escalate entry, cargo, or authorization problems. 
· Avoid public sharing of sensitive government communications. 
December 15–23, 2028: Active Mission Period
· Maintain institutional relationships. 
· Support official site visits. 
· coordinate government or public-institution requests. 
· Monitor compliance with approval conditions. 
· support public-health and emergency coordination. 
· Document meetings and directives. 
· Prevent political use of mission activities. 
· Escalate improper demands or material restrictions. 
December 24, 2028–January 2, 2029: Closeout Coordination
· Gather required institutional reporting information. 
· Complete preliminary closeout communications. 
· Confirm remaining customs, equipment, or regulatory matters. 
· Document government and institutional feedback. 
· Prepare appreciation correspondence. 
· Confirm future reporting deadlines. 
· Organize official records. 
· Reverify departure and emergency contacts. 
January 3, 2029: Final Day and Return
· Support airport and institutional coordination. 
· Confirm custody of official documents. 
· Record unresolved regulatory or customs matters. 
· Submit the preliminary Government and Institutional Relations report. 
· Send authorized appreciation and closeout communications. 
· Transfer post-mission obligations. 
· Establish follow-up and renewal schedules. 

36. Required Records
The Coordinator must maintain:
· Institutional stakeholder map. 
· Regulatory requirements register. 
· Contact-verification records. 
· Official correspondence. 
· Meeting briefs. 
· Meeting records. 
· Applications. 
· Submission confirmations. 
· Permissions and approvals. 
· Permits. 
· Professional-practice records at the authorized level. 
· Customs coordination records. 
· Official fee and receipt records. 
· Agreements. 
· Data requests. 
· Protocol records. 
· Conflict and dispute records. 
· Emergency contact verification. 
· Institutional reports. 
· Closeout records. 
· Post-mission follow-up schedule. 

37. Key Performance Indicators
Performance should be measured through:
· Required institutions identified. 
· Current contacts verified. 
· Regulatory requirements documented. 
· Required submissions completed on time. 
· Critical approvals obtained. 
· Expiration dates monitored. 
· Official fees supported by documentation. 
· Institutional meetings completed. 
· Emergency contacts tested. 
· Number of improper-payment requests escalated. 
· Political-neutrality compliance. 
· Data requests handled appropriately. 
· Institutional reporting completed. 
· Unresolved regulatory risks. 
· Post-mission obligations assigned. 

38. Major Risks to Manage
The Coordinator must actively manage:
· Outdated government information. 
· Informal assurances presented as approval. 
· Missed permits. 
· Expired authorization. 
· Customs delays. 
· Unapproved professional practice. 
· Bribery and facilitation payments. 
· Political exploitation. 
· Inappropriate data requests. 
· Conflicting government instructions. 
· Loss of official documents. 
· Misrepresentation of titles or authority. 
· Officials disrupting clinical care or beneficiary privacy. 
· Incomplete public-event approval. 
· Sensitive contacts publicly exposed. 
· Mission schedules prioritized over compliance. 
· Government relationships developed without Haitian partner involvement. 

39. First 30-Day Action Plan
Within the first 30 days, the Coordinator should:
1. Meet with the Partnerships and Executive Directors. 
2. Identify qualified Haitian advisers. 
3. Build the institutional stakeholder map. 
4. Create the regulatory requirements register. 
5. Identify requirements by mission program. 
6. Establish official correspondence procedures. 
7. Define representation and signatory authority. 
8. Establish anti-bribery procedures. 
9. Identify customs, immigration, clinical, education, water, and event requirements. 
10. Develop meeting and protocol standards. 
11. Establish government data-request procedures. 
12. Create approval and expiration tracking. 
13. Define performance indicators. 
14. Submit the Government and Institutional Relations Plan for approval. 

40. Closing Responsibility
The Government and Institutional Relations Coordinator ensures that UnityReach Global enters official relationships respectfully, lawfully, transparently, and with clear authority.
Successful institutional relations are not measured by photographs with officials or verbal expressions of support. They are measured by verified requirements, documented approvals, political neutrality, respectful Haitian coordination, proper protocol, protected information, and mission activities that can lawfully and ethically proceed.

