UnityReach Global Travel and Airline Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Travel and Airline Coordinator is responsible for planning, organizing, documenting, and supervising airline travel for UnityReach Global’s 2028–2029 Cap-Haïtien Mission.
The Coordinator will manage the travel needs of approximately 100–200 participants traveling primarily from Fort Lauderdale International Airport to Haiti on December 14, 2028, and returning on January 3, 2029.
The Coordinator must ensure that:
· Every traveler is properly registered and authorized. 
· Names match travel documents. 
· Passport and entry requirements are monitored. 
· Group airline arrangements are accurate. 
· Travelers receive clear instructions. 
· Baggage and special-assistance needs are documented. 
· Minors and families are properly managed. 
· Cancellations and travel disruptions are addressed. 
· Sensitive personal information is protected. 
· All reservations, payments, credits, refunds, and changes are documented. 
The Coordinator does not guarantee entry into Haiti or reentry into the United States. Each traveler remains responsible for maintaining valid travel documents and complying with immigration, customs, security, health, and airline requirements.

2. Mission Travel Schedule
The operating schedule is:
· Departure airport: Fort Lauderdale-Hollywood International Airport 
· Departure date: December 14, 2028 
· Destination: Cap-Haïtien, Haiti 
· Evangelistic Crusade: December 15–23, 2028 
· Volunteer Fellowship/Vacation: December 24, 2028–January 3, 2029 
· Return date: January 3, 2029 
Any overnight connection, charter flight, ground transfer, alternate airport, or schedule change must be formally reviewed and approved.

3. Reporting Relationship
The Travel and Airline Coordinator:
· Reports directly to the Logistics Director. 
· Works under the operational authority of the Mission Director. 
· Collaborates with the Airport Operations Coordinator on check-in, baggage, staging, and passenger movement. 
· Coordinates in-country transportation with the Transportation Coordinator. 
· Coordinates vehicles and drivers with the Fleet and Driver Coordinator. 
· Coordinates baggage, freight, and customs matters with the Cargo and Customs Coordinator. 
· Coordinates housing arrival and departure times with the Housing Coordinator. 
· Coordinates volunteer rosters with the Volunteer Director. 
· Coordinates traveler payments with the Finance Director. 
· Coordinates medical travel needs with the Medical Director. 
· Coordinates safety and travel-risk requirements with the Safety Officer. 
· Coordinates family, document, and traveler records with the Administrative Coordinator. 
· Coordinates urgent public travel communication with the Communications Director. 
· Coordinates airline and travel-vendor relationships with the Partnerships Director where applicable. 
The Coordinator may supervise travel assistants, airline group-desk liaisons, document-review personnel, family travel liaisons, traveler-support personnel, and data-entry assistants.

4. Required Qualifications
The Coordinator should demonstrate:
· Experience with airline reservations, group travel, travel agencies, mission travel, corporate travel, tourism, or event transportation. 
· Understanding of international airline travel. 
· Strong attention to passenger names, dates, and documentation. 
· Ability to manage group manifests. 
· Ability to communicate with airlines and travel vendors. 
· Experience handling schedule changes, cancellations, credits, and refunds. 
· Strong financial and recordkeeping discipline. 
· Ability to protect passport and personal information. 
· Ability to support families, minors, older adults, and travelers with disabilities. 
· Calm decision-making during delays or disruptions. 
· Ability to provide clear written instructions to a large group. 
Professional travel-industry credentials are helpful but not mandatory when the individual has equivalent experience.

5. Primary Responsibilities
Group travel planning
The Coordinator will:
· Research available airline routes between South Florida and Haiti. 
· Request group proposals from American Airlines and other approved carriers where necessary. 
· Compare direct and connecting flights. 
· Evaluate flight schedules, baggage allowances, group terms, cancellation policies, and change rules. 
· Determine whether all participants can travel on one flight. 
· Develop an approved split-group plan if multiple flights are required. 
· Identify backup travel options. 
· Monitor seat availability. 
· Track deposit and ticketing deadlines. 
· Present recommendations to the Logistics Director and Mission Director. 
· Avoid committing UnityReach Global to an airline contract without authorization. 
Airline group reservation management
The Coordinator will manage:
· Group block requests. 
· Seat allocations. 
· Passenger-name deadlines. 
· Group deposits. 
· Final payment deadlines. 
· Ticket issuance. 
· Name-correction procedures. 
· Seat assignments. 
· Baggage arrangements. 
· Special-service requests. 
· Group check-in requirements. 
· Schedule-change notices. 
· Cancellation and replacement procedures. 
· Airline credits and refunds. 
· Final passenger manifests. 
Every airline commitment must be supported by written terms.
Traveler roster
The Coordinator will maintain an authoritative travel roster showing:
· Legal name exactly as shown on passport. 
· Preferred name. 
· Date of birth. 
· Gender marker when required for ticketing. 
· Passport nationality. 
· Passport number. 
· Passport expiration date. 
· Passport status. 
· Departure flight. 
· Return flight. 
· Ticket number. 
· Reservation reference. 
· Seat assignment. 
· Baggage allocation. 
· Special-assistance request. 
· Emergency contact. 
· Family or household grouping. 
· Minor status. 
· Rooming and transportation group where necessary. 
· Travel readiness status. 
· Notes requiring restricted access. 
Only authorized personnel may access full passport and travel records.
Name verification
Before ticketing, the Coordinator must:
· Compare the registration name with the passport. 
· Verify spelling. 
· Verify middle names where required. 
· Verify suffixes. 
· Verify date of birth. 
· Verify nationality. 
· Obtain written traveler confirmation. 
· Record who completed the review. 
· Resolve discrepancies before the airline deadline. 
· Warn travelers that name corrections may carry fees or may not be permitted after ticketing. 
Nicknames must not be used in place of legal ticketing names.
Passport readiness
The Coordinator will:
· Inform travelers of passport requirements. 
· Track whether each traveler has submitted required passport information. 
· Monitor expiration dates against applicable entry requirements. 
· Identify participants needing to apply for or renew a passport. 
· Send reminders. 
· Provide links or instructions from official authorities. 
· Avoid acting as a legal or immigration advisor. 
· Escalate unresolved passport issues before ticketing deadlines. 
· Prevent unready travelers from being represented as fully cleared. 
Original passports should generally remain with the traveler except during an approved temporary verification process.
Entry and reentry requirements
The Coordinator will monitor official requirements concerning:
· Passport validity. 
· Visas where applicable. 
· Haitian entry requirements. 
· U.S. reentry requirements. 
· Requirements for non-U.S. citizens. 
· Permanent resident documentation. 
· Minor travel documentation. 
· Customs declarations. 
· Health-related entry rules. 
· Transit-country requirements if connecting flights are used. 
Because requirements can change, official government and airline sources must be checked before major travel milestones and immediately before departure.
Each traveler should be advised to obtain individualized legal guidance if their citizenship or immigration status creates uncertainty.
Minors and family travel
For travelers under 18, the Coordinator will ensure:
· Parent or guardian information is verified. 
· The minor’s travel documents are complete. 
· Required consent letters are obtained when applicable. 
· Custody concerns are escalated. 
· The minor is linked to an approved responsible adult. 
· Airline unaccompanied-minor rules are reviewed. 
· Emergency contacts are available. 
· Family members are grouped appropriately where possible. 
· The minor’s information is protected. 
· Check-in and release procedures are coordinated with Airport Operations. 
UnityReach Global should not assume responsibility for an unaccompanied minor without explicit authorization, required documentation, and a written supervision plan.
Travelers with disabilities or medical needs
The Coordinator will:
· Provide a confidential process for requesting travel assistance. 
· Coordinate wheelchair or mobility assistance. 
· Request aisle chairs, boarding assistance, seating support, or other airline services as needed. 
· Coordinate medical-device travel requirements. 
· Confirm battery restrictions for powered mobility devices. 
· Coordinate service-animal requirements where applicable. 
· Confirm oxygen or medical-equipment policies. 
· Coordinate medication guidance with the Medical Department. 
· Avoid publicly disclosing a traveler’s condition. 
· Confirm assistance before departure. 
· Provide contingency plans if airline assistance is delayed. 
The Coordinator may arrange services but must not determine medical fitness for travel.
Seat assignments
The Coordinator will:
· Understand the airline’s group-seating rules. 
· Prioritize children sitting with responsible adults. 
· Address disability-related seating. 
· Consider medical needs. 
· Keep essential leaders and emergency personnel strategically assigned where practical. 
· Document requested and confirmed seats. 
· Explain that airlines may change assignments. 
· Avoid promising specific seats before confirmation. 
Baggage planning
The Coordinator will:
· Confirm included checked, carry-on, and personal-item allowances. 
· Identify oversize, overweight, fragile, medical, and group equipment. 
· Publish baggage limits. 
· Coordinate group-supply baggage with Cargo and Customs. 
· Identify bag ownership. 
· Develop standardized luggage tags. 
· Separate personal baggage from organizational cargo. 
· Establish excess-baggage approval procedures. 
· Inform travelers that unauthorized excess charges may become their responsibility. 
· Track baggage-fee commitments. 
· Coordinate missing or damaged baggage procedures. 
Personal bags must not be used to carry undeclared, prohibited, or unapproved materials.
Restricted and prohibited items
The Coordinator will communicate airline and security requirements involving:
· Liquids. 
· Aerosols. 
· Batteries. 
· Power banks. 
· Medical sharps. 
· Medicines. 
· Tools. 
· Food. 
· Flammable materials. 
· Compressed gas. 
· Weapons. 
· Chemicals. 
· Electronic equipment. 
· Checked versus carry-on placement. 
The Coordinator should rely on current official airline, airport, customs, and transportation-security requirements.

6. Travel Financial Management
Working with Finance, the Coordinator will maintain:
· Airline proposal. 
· Group contract. 
· Deposit schedule. 
· Final ticketing amount. 
· Individual traveler allocation. 
· Baggage fees. 
· Change fees. 
· Cancellation fees. 
· Refunds. 
· Credits. 
· Travel insurance payments where applicable. 
· Approved travel-agent charges. 
· Reconciliation records. 
The Coordinator must not:
· Collect travel funds through personal accounts. 
· Make undocumented cash payments. 
· Promise a refund before eligibility is confirmed. 
· Use one traveler’s credit for another without authorization. 
· Conceal airline penalties or lost deposits. 
· Change a participant’s financial ledger without authorization. 

7. Cancellation, Replacement, and Refund Procedures
The Coordinator will develop written procedures for:
· Volunteer cancellation. 
· Mission removal or suspension. 
· Medical inability to travel. 
· Passport failure. 
· Missed payment deadline. 
· Name replacement. 
· Airline cancellation. 
· Schedule change. 
· Travel credit. 
· Refund eligibility. 
· Nonrefundable amounts. 
· Travel insurance claims. 
· Waitlisted participant promotion. 
Travelers must receive clear notice that UnityReach Global’s program refund rules and the airline’s refund rules may be different.
The Coordinator may document available options but cannot guarantee approval by the airline, insurer, or UnityReach Global.

8. Travel Insurance
The Coordinator will assist leadership in evaluating:
· Trip cancellation. 
· Trip interruption. 
· Medical evacuation. 
· Emergency medical coverage. 
· Baggage loss. 
· Travel delay. 
· Political or security evacuation where available. 
· Preexisting-condition provisions. 
· Coverage exclusions. 
· Age restrictions. 
· Haiti-related exclusions. 
· Group versus individual policies. 
Travelers must receive the actual policy terms and should not rely only on promotional summaries.
The Coordinator must not provide insurance advice beyond their qualifications.

9. Traveler Communication
The Coordinator will issue structured travel communications covering:
· Flight dates and times. 
· Airport terminal. 
· Arrival time at FLL. 
· Check-in process. 
· Baggage limits. 
· Passport requirements. 
· Clothing and packing guidance. 
· Prohibited items. 
· Emergency contacts. 
· Group assignments. 
· Family and minor procedures. 
· Special-assistance confirmation. 
· Delay and cancellation procedures. 
· Haiti arrival procedures. 
· Return-day instructions. 
Critical information should be available in English and, where appropriate, Haitian Creole, French, and Spanish.
Travelers should acknowledge receiving final instructions.

10. Travel Readiness Status
Suggested statuses include:
· Not started. 
· Passport required. 
· Passport renewal required. 
· Passport submitted. 
· Passport verified. 
· Entry requirement review pending. 
· Financially pending. 
· Approved for ticketing. 
· Name submitted. 
· Ticketed. 
· Seat pending. 
· Special assistance pending. 
· Travel ready. 
· On hold. 
· Canceled. 
· Replaced. 
· Departed. 
· Arrived. 
· Return checked in. 
· Returned. 
· Travel incident follow-up. 
No participant should be marked travel ready solely because a ticket was issued.

11. Travel Document Security
The Coordinator will ensure:
· Passport copies are stored only when necessary. 
· Full passport numbers are masked where possible. 
· Access is role based. 
· Files are not sent through unsecured group chats. 
· Printed manifests containing sensitive information are limited. 
· Documents are not left at airport counters, hotels, vehicles, or meeting rooms. 
· Personal devices do not retain unauthorized copies. 
· Lost documents are reported. 
· Access ends when duties conclude. 
· Records are retained or destroyed according to policy. 
General volunteer rosters should not display passport numbers or dates of birth.

12. Authority
Within approved plans, the Coordinator may:
· Communicate with airlines and approved travel vendors. 
· Request group proposals. 
· Maintain traveler rosters. 
· Verify passenger information. 
· Submit names after required approval. 
· Request special assistance. 
· Coordinate routine seat and reservation changes. 
· Issue travel instructions. 
· Place a traveler’s readiness status on hold for missing information. 
· Escalate passport, payment, immigration, safeguarding, or medical concerns. 
· Recommend cancellation, replacement, or itinerary changes. 
The Coordinator may not sign contracts, issue refunds, remove a participant, change mission dates, or approve major travel expenses without proper authority.

13. Limitations
The Coordinator may not:
· Guarantee entry into Haiti or reentry into another country. 
· Provide legal or immigration advice outside their qualifications. 
· Alter passport information. 
· Ticket a traveler under a nickname. 
· Share passport information unnecessarily. 
· Collect payments in a personal account. 
· Promise airline refunds or credits. 
· Ignore a document mismatch. 
· Transport prohibited or undeclared goods. 
· Make unauthorized flight changes. 
· Conceal penalties, cancellations, or schedule changes. 
· Determine medical fitness to travel. 
· Retain original passports without an approved reason. 
· Leave a traveler behind without immediately following escalation procedures. 
· Use test-account information in the actual travel manifest. 

14. Travel and Airline Workflow
The standard workflow should be:
Volunteer Accepted → Participation and Payment Status Confirmed → Passport Information Submitted → Passport and Name Verified → Entry Requirements Reviewed → Special Needs Recorded → Travel Approval Issued → Name Submitted to Airline → Ticket Issued → Seat and Baggage Assigned → Final Instructions Acknowledged → Airport Check-In Completed → Departed FLL → Arrived in Haiti → Return Readiness Confirmed → Return Check-In Completed → Departed Haiti → Arrived in Florida → Travel Case Closed
Every material status change should be audit logged.

15. Timeline and Deliverables
Phase 1: August–December 2026
The Coordinator will establish the travel framework.
Responsibilities include:
· Meet with the Logistics Director and Mission Director. 
· Confirm travel dates and anticipated group size. 
· Research routes from Fort Lauderdale to Cap-Haïtien or approved alternate airports. 
· Contact airline group departments for preliminary information. 
· Identify group booking timelines. 
· Draft the Travel and Airline Management Plan. 
· Define preliminary passport requirements. 
· Develop traveler-data requirements. 
· Establish initial privacy controls. 
· Estimate airfare and baggage costs. 
· Identify travel-insurance considerations. 
· Create the preliminary travel risk register. 
· Develop options for 100 and 200 travelers. 
Required deliverables
· Travel and Airline Management Plan. 
· Preliminary route analysis. 
· Group airline contact list. 
· Traveler data framework. 
· Passport readiness process. 
· Preliminary budget. 
· Baggage-planning assumptions. 
· Travel risk register. 
· 100- and 200-person travel scenarios. 

Phase 2: January–November 2027
The Coordinator will develop airline and traveler systems.
Responsibilities include:
· Monitor schedules and airline service. 
· Maintain airline group-desk relationships. 
· Request updated estimates. 
· Develop the travel database. 
· Create passport submission and verification procedures. 
· Develop minor-travel procedures. 
· Establish special-assistance forms. 
· Develop cancellation, replacement, and refund workflows. 
· Create traveler communication templates. 
· Develop baggage policy. 
· Establish travel-readiness statuses. 
· Evaluate travel-insurance options. 
· Coordinate airline payment assumptions with Finance. 
· Test the system using fictional traveler records. 
· Correct privacy and data weaknesses. 
By November 2027
The Coordinator should have:
· An operational travel-management system. 
· Airline comparison. 
· Preliminary group travel terms. 
· Passport tracking. 
· Traveler forms. 
· Minor and special-assistance procedures. 
· Cancellation and refund procedures. 
· Communication templates. 
· Updated travel budget. 

Phase 3: December 2027–June 2028
This phase includes the mission deposit and major payment milestones.
The Coordinator will:
· Confirm the approved airline strategy. 
· Request or negotiate the group block at the appropriate time. 
· Coordinate the group deposit with Finance. 
· Communicate airline deadlines to volunteers. 
· Begin passport collection and verification. 
· Identify volunteers requiring passport renewal. 
· Track traveler payment readiness. 
· Maintain the preliminary passenger list. 
· Monitor available seats. 
· Develop a waitlist and replacement process. 
· Confirm baggage allowances. 
· Obtain preliminary special-assistance requests. 
· Review travel-insurance enrollment. 
· Provide monthly readiness reports. 
· Reconcile travel commitments with the February, April, and June payment milestones. 
· Prevent ticketing beyond authorized capacity. 
By June 30, 2028
The Coordinator should have:
· A secured or approved airline arrangement. 
· A verified preliminary traveler roster. 
· Group payment records. 
· Passport readiness report. 
· Cancellation and waitlist procedures. 
· Preliminary seating and baggage plans. 
· Special-assistance list. 
· Updated contingency plan. 

Phase 4: July–September 2028
The Coordinator will move toward final passenger submission and ticketing.
Responsibilities include:
· Reconfirm every traveler’s participation. 
· Reverify passport information. 
· Resolve name discrepancies. 
· Confirm final payment status through Finance. 
· Finalize approved passenger names. 
· Submit names according to airline deadlines. 
· Process authorized replacements. 
· Confirm ticket issuance. 
· Record ticket numbers and reservation references. 
· Request family and accessibility seating. 
· Confirm baggage allocations. 
· Coordinate group-equipment baggage. 
· Publish preliminary travel instructions. 
· Conduct traveler-information meetings. 
· Confirm minor consent documentation. 
· Identify unresolved entry or reentry concerns. 
Deliverables
· Final or near-final passenger manifest. 
· Ticketing report. 
· Passport exception report. 
· Seating and family groupings. 
· Baggage allocation. 
· Minor traveler file. 
· Special-assistance confirmations. 
· Traveler communication package. 

Phase 5: October–November 2028
The Coordinator will finalize travel readiness.
Responsibilities include:
· Recheck official entry and airline requirements. 
· Reverify flight schedules. 
· Reconfirm ticket status. 
· Resolve outstanding passport and document concerns. 
· Finalize special-service requests. 
· Confirm airline group check-in procedures. 
· Coordinate airport staffing with the Airport Operations Coordinator. 
· Assign travelers to travel groups. 
· Prepare emergency communication trees. 
· Conduct final travel orientation. 
· Issue baggage tags and packing guidance. 
· Confirm travel-insurance documentation. 
· Prepare manifests with role-appropriate data. 
· Develop missed-flight and irregular-operations procedures. 
· Confirm Haiti arrival transportation and housing timing. 

Phase 6: December 1–13, 2028
During the final two weeks, the Coordinator will:
· Review official travel requirements again. 
· Check for schedule changes daily or at an approved frequency. 
· Confirm every traveler’s readiness. 
· Remove or hold unresolved cases through authorized procedures. 
· Issue final itinerary and airport arrival instructions. 
· Confirm all travelers acknowledge the instructions. 
· Reconfirm special assistance. 
· Reconfirm minor and family documentation. 
· Finalize emergency contacts. 
· Prepare airport and leadership manifests. 
· Verify group baggage plans. 
· Coordinate final payments or baggage arrangements with Finance. 
· Confirm airline contacts for departure day. 
· Brief Airport Operations personnel. 
· Submit final travel readiness certification to the Logistics Director and Mission Director. 

16. Departure Day — December 14, 2028
The Coordinator will:
· Arrive at FLL before the general volunteer arrival time. 
· Establish direct contact with the airline group desk. 
· Confirm that the flight is operating. 
· Verify the check-in location. 
· Support Airport Operations with the authoritative passenger list. 
· Address reservation, name, seat, and baggage problems. 
· Confirm special assistance. 
· Monitor ticketed passengers who have not arrived. 
· Activate the missing or late traveler communication process. 
· Coordinate approved name or reservation changes. 
· Document denied boarding, missed flights, baggage problems, or travel incidents. 
· Confirm the final boarded count. 
· Provide the passenger count to mission leadership. 
· Maintain communication during delays or cancellations. 
· Carry only the minimum necessary sensitive documents. 
· Confirm the group’s departure. 
· Begin monitoring arrival operations. 
If a traveler misses the flight
The Coordinator will:
· Confirm whether the traveler is still at the airport. 
· Notify the Logistics Director and Mission Director. 
· Contact the airline. 
· Determine available rebooking options. 
· Coordinate costs with Finance. 
· Assess whether solo later travel is safe and authorized. 
· Confirm Haiti transportation and housing implications. 
· Avoid promising that UnityReach Global will pay all costs. 
· Document the decision. 
· Ensure minors are never rebooked without an approved supervision plan. 

17. Haiti Arrival Responsibilities
Upon arrival, the Coordinator will:
· Confirm all travelers have deplaned. 
· Coordinate with Airport Operations on immigration and customs flow. 
· Identify any traveler delayed by authorities. 
· Confirm baggage-reclaim status. 
· Record missing or damaged bags. 
· Support special-assistance travelers. 
· Reconcile the arrival count. 
· Coordinate handoff to Transportation and Housing. 
· Report separated or missing travelers immediately. 
· Ensure sensitive manifests remain controlled. 
· Confirm completion of the airline travel segment. 

18. Mission Period — December 15, 2028–January 2, 2029
During the mission and fellowship periods, the Coordinator will:
· Monitor the return itinerary. 
· Monitor airline schedule changes. 
· Process approved emergency-return travel. 
· Maintain updated traveler location and departure records. 
· Coordinate any participant withdrawal, medical evacuation, suspension, or early departure. 
· Maintain airline and insurer communications. 
· Track travel credits, claims, or disrupted baggage. 
· Reconfirm passport custody expectations. 
· Prepare the return passenger list. 
· Reconfirm special assistance. 
· Reconfirm airport transportation. 
· Issue return packing and baggage reminders. 
· Provide leadership with regular updates about any material travel changes. 

19. Early Return or Emergency Travel
An early return may be required because of:
· Medical emergency. 
· Family emergency. 
· Safety concern. 
· Disciplinary removal. 
· Immigration issue. 
· Mission-wide evacuation. 
· Other authorized reason. 
The Coordinator will:
· Receive authorization. 
· Contact the airline or travel provider. 
· Identify safe itinerary options. 
· Coordinate medical travel requirements. 
· Confirm who will accompany the traveler. 
· Coordinate costs with Finance. 
· Notify Housing and Transportation. 
· Protect the reason for travel. 
· Update the roster. 
· Confirm the traveler’s arrival at the destination. 
· Document the event. 
The Coordinator must not arrange an unaccompanied return for a minor without full authorization and an approved guardian handoff.

20. Return Preparation — December 28, 2028–January 2, 2029
The Coordinator will:
· Reconfirm the January 3 flight. 
· Verify the final return manifest. 
· Reconfirm each traveler’s passport and readiness. 
· Confirm early departures or authorized extensions. 
· Confirm special assistance. 
· Issue return airport instructions. 
· Reconfirm baggage allowances. 
· Coordinate group cargo with Cargo and Customs. 
· Confirm airport departure times with Transportation. 
· Coordinate room checkout with Housing. 
· Confirm return airport staffing. 
· Review customs and declaration requirements. 
· Prepare delay and cancellation contingencies. 
· Submit the return-readiness report to mission leadership. 

21. Final Day and Return — January 3, 2029
The Coordinator will:
· Confirm the airline’s operational status. 
· Verify the final passenger manifest. 
· Coordinate group movement to the airport. 
· Support check-in. 
· Resolve ticket, baggage, seat, or reservation problems. 
· Confirm special-assistance services. 
· Account for every traveler. 
· Escalate missing or late travelers. 
· Confirm the final boarded count. 
· Maintain communication during any disruption. 
· Support arrival operations at FLL. 
· Confirm all travelers have returned or entered an approved alternate status. 
· Document missing or damaged baggage. 
· Record travel incidents. 
· Confirm responsible-adult handoff for minors. 
· Close the active travel movement only after final reconciliation. 

22. Flight Delay or Cancellation
If a flight is delayed or canceled, the Coordinator will:
1. Confirm information directly with the airline. 
2. Notify mission leadership. 
3. Protect the group from conflicting rumors. 
4. Determine rebooking options. 
5. Confirm whether the group should remain together. 
6. Coordinate meals, transportation, or lodging when authorized. 
7. Support travelers with disabilities, medical needs, children, and older adults. 
8. Coordinate costs with Finance. 
9. Update Haiti or Florida transportation and housing. 
10. Issue clear written instructions. 
11. Maintain updated passenger counts. 
12. Document airline promises, expenses, credits, and rebooking. 
13. Continue monitoring until the group reaches its destination. 

23. Missing Passport Procedure
If a traveler cannot locate a passport, the Coordinator will:
· Verify when and where it was last seen. 
· Notify the Logistics Director and Safety Officer. 
· Search appropriate controlled locations. 
· Contact the airline or airport lost-and-found where appropriate. 
· Assist the traveler in contacting the appropriate embassy, consulate, or authorities. 
· Protect copies and personal information. 
· Determine the impact on travel. 
· Coordinate authorized accommodation and transportation changes. 
· Avoid making legal guarantees. 
· Document the incident and resolution. 

24. Emergency Responsibilities
During a travel emergency, the Coordinator will:
· Follow the Mission Director and Safety Officer. 
· Maintain the authoritative traveler count. 
· Confirm who is safe, delayed, missing, hospitalized, or separated. 
· Communicate verified information only. 
· Protect passenger records. 
· Coordinate airline, airport, transportation, housing, medical, and leadership responses. 
· Prioritize minors, vulnerable travelers, and people requiring assistance. 
· Document material decisions and expenses. 
· Avoid unauthorized media statements. 
· Maintain operations until every traveler has an assigned status and responsible contact. 

25. Records and Documentation
The Coordinator must maintain:
· Airline proposals. 
· Group contracts. 
· Itineraries. 
· Passenger rosters. 
· Passport-verification status. 
· Ticket numbers and reservation references. 
· Seat assignments. 
· Special-service requests. 
· Minor travel documentation. 
· Baggage allocations. 
· Travel payment records. 
· Airline invoices. 
· Credits and refunds. 
· Cancellation and replacement records. 
· Travel insurance records. 
· Traveler communications. 
· Instruction acknowledgments. 
· Departure and arrival counts. 
· Irregular-operation records. 
· Missing or damaged baggage reports. 
· Early-return records. 
· Travel incidents. 
· Final reconciliation and lessons learned. 
Sensitive documents must be stored with restricted access.

26. Performance Indicators
Performance may be evaluated using:
· Percentage of travelers ticketed accurately. 
· Number of preventable ticket-name errors. 
· Passport-verification completion rate. 
· Percentage of travelers receiving final instructions. 
· Traveler instruction acknowledgment rate. 
· Special-assistance confirmation rate. 
· On-time airport arrival rate. 
· Successful departure and return rates. 
· Number of preventable missed flights. 
· Baggage-policy compliance. 
· Airline deadline compliance. 
· Accuracy of passenger manifests. 
· Resolution time for travel disruptions. 
· Refund and credit reconciliation. 
· Traveler satisfaction. 
· Privacy compliance. 
· Timeliness and accuracy of final reporting. 
Success means that every authorized traveler is accurately documented, properly informed, and accounted for from initial ticketing through final return.

27. Key Risks to Manage
The Coordinator must actively manage:
· Incorrect passenger names. 
· Expired passports. 
· Entry or reentry problems. 
· Missed ticketing deadlines. 
· Seat shortages. 
· Airline schedule changes. 
· Flight cancellation. 
· Missed flights. 
· Group separation. 
· Minor travel-document problems. 
· Unconfirmed special assistance. 
· Excess baggage. 
· Prohibited items. 
· Missing or damaged baggage. 
· Unauthorized travel changes. 
· Payment and refund discrepancies. 
· Disclosure of passport data. 
· Travelers using unapproved itineraries. 
· Medical inability to travel. 
· Emergency return. 
· Inadequate alternate-flight capacity. 
· Travelers left without an assigned status. 

28. Immediate First 30-Day Action Plan
Within the first 30 days, the Travel and Airline Coordinator should:
1. Meet with the Logistics Director and Mission Director. 
2. Confirm the mission travel dates and projected group size. 
3. Research airline routes from FLL to Cap-Haïtien. 
4. Contact airline group departments. 
5. Develop options for 100 and 200 travelers. 
6. Draft the Travel and Airline Management Plan. 
7. Create the preliminary traveler-data framework. 
8. Draft passport-verification procedures. 
9. Develop minor and family travel requirements. 
10. Establish special-assistance procedures. 
11. Draft baggage standards. 
12. Develop cancellation, replacement, credit, and refund procedures. 
13. Estimate airfare and baggage expenses. 
14. Identify travel-insurance considerations. 
15. Establish privacy and document-security requirements. 
16. Create the travel-readiness status system. 
17. Develop the travel risk register. 
18. Submit the initial plan to the Logistics Director. 

29. Closing Responsibility Statement
The Travel and Airline Coordinator is responsible for moving UnityReach Global’s mission participants across international borders accurately, safely, and accountably.
The Coordinator must ensure that airline reservations, legal names, passports, passenger manifests, special-assistance needs, baggage arrangements, deadlines, payments, changes, and emergencies are managed through one controlled travel system.

