UnityReach Global Clothing and Shoe Distribution Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Clothing and Shoe Distribution Coordinator is responsible for planning, sourcing, inspecting, sorting, transporting, storing, distributing, documenting, and evaluating UnityReach Global’s clothing and shoe assistance program in Cap-Haïtien, Haiti.
The Coordinator must ensure that all items are:
· Based on verified community needs. 
· Clean, safe, wearable, and culturally appropriate. 
· Sorted by type and size before distribution. 
· Stored and transported responsibly. 
· Distributed fairly and with dignity. 
· Tracked from donation or purchase through final distribution. 
· Protected from theft, diversion, unauthorized resale, or personal use. 
No recipient may be required to attend worship, participate in prayer, join a church, provide a testimony, consent to photography, or support a political group to receive clothing or shoes.

2. Reporting Relationship
The Clothing and Shoe Distribution Coordinator:
· Reports directly to the Humanitarian Relief Director. 
· Works under the operational authority of the Mission Director. 
· Coordinates beneficiary eligibility with the Beneficiary Registration Coordinator. 
· Coordinates storage, inventory, and stock movement with the Warehouse and Inventory Coordinator. 
· Coordinates procurement and financial records with the Finance Director. 
· Coordinates freight, baggage, customs, vehicles, deliveries, and equipment with the Logistics Director. 
· Coordinates donors, retailers, manufacturers, churches, and corporate partners with the Partnerships Director. 
· Coordinates volunteers with the Volunteer Director. 
· Coordinates distribution-site safety and crowd management with the Safety Officer. 
· Coordinates approved photography and public communications with the Communications Director. 
· Coordinates complaints with the Community Feedback and Complaints Coordinator. 
· Works with the Administrative Coordinator on inventory, beneficiary, incident, consent, and distribution records. 
· Consults Haitian community leaders and representatives on clothing needs, sizes, cultural preferences, and distribution methods. 
The Coordinator may supervise donation-receiving teams, inspectors, sorters, laundry or cleaning teams, inventory volunteers, warehouse assistants, distribution-team leaders, fitting-area attendants, interpreters, and data-entry personnel.

3. Required Qualifications
The Coordinator should demonstrate:
· Experience in humanitarian distribution, retail, apparel, inventory, warehousing, logistics, community services, or donation management. 
· Strong organization and inventory-control skills. 
· Ability to evaluate donated clothing and footwear. 
· Sensitivity to privacy, body size, disability, gender, age, and cultural concerns. 
· Experience coordinating large groups of volunteers. 
· Ability to organize controlled and dignified distributions. 
· Ability to prevent favoritism, theft, diversion, and unauthorized resale. 
· Strong communication and conflict-resolution skills. 
· Cultural humility and respect for Haitian communities. 
· Ability to work safely around boxes, shelving, loading areas, and crowds. 
Haitian Creole or French proficiency is strongly preferred.

4. Program Objectives
The Clothing and Shoe Distribution Program should:
· Provide safe and appropriate clothing and footwear to verified recipients. 
· Protect recipient choice and dignity. 
· Serve children, adults, older adults, and persons with disabilities. 
· Support school, work, worship, daily living, and emergency needs where appropriate. 
· Obtain accurate size and category information. 
· Reduce unusable or inappropriate donations. 
· Purchase locally when practical and beneficial. 
· Avoid disrupting local markets unnecessarily. 
· Maintain complete inventory and distribution controls. 
· Prevent recipients from being publicly labeled as poor. 
· Establish fair procedures when available stock does not match demand. 

5. Community Needs Assessment
The Coordinator will:
· Consult Haitian families, schools, churches, community organizations, disability advocates, and humanitarian partners. 
· Identify priority clothing and footwear needs. 
· Estimate recipient numbers by age group. 
· Estimate size ranges. 
· Identify school-uniform needs where applicable. 
· Identify workwear or protective-clothing needs where approved. 
· Determine seasonal and weather requirements. 
· Identify culturally preferred styles. 
· Identify items that may be considered inappropriate or impractical. 
· Determine the need for undergarments, infant clothing, maternity clothing, or specialized footwear. 
· Review existing assistance to prevent duplication. 
· Identify whether local purchasing is more appropriate than transporting donations. 
· Document the assessment and quantity assumptions. 

6. Approved Clothing Categories
Subject to verified need, the program may include:
· Shirts and blouses. 
· Pants and trousers. 
· Skirts and dresses. 
· Children’s clothing. 
· School clothing or uniforms. 
· Sweaters or light jackets. 
· Sleepwear where appropriate. 
· Infant clothing. 
· Maternity clothing. 
· Undergarments, only when new and packaged. 
· Socks, preferably new. 
· Work clothing where approved. 
· Rain protection where practical. 
· Clothing adapted for persons with disabilities. 
All categories must reflect local climate, customs, school expectations, and recipient preferences.

7. Approved Footwear Categories
The program may include:
· School shoes. 
· Athletic shoes. 
· Everyday walking shoes. 
· Sandals. 
· Work shoes where approved. 
· Children’s shoes. 
· Shoes appropriate for older adults. 
· Adaptive footwear where available and properly assessed. 
· New socks. 
Footwear must:
· Be paired. 
· Match in size. 
· Be structurally sound. 
· Have usable soles. 
· Be clean. 
· Be free from dangerous objects. 
· Be appropriate for the recipient. 
· Be clearly marked by size. 
The program should avoid footwear with severely worn soles, broken fasteners, mold, strong odor, or unsafe damage.

8. Donation Standards
Acceptable clothing
Donated clothing should be:
· New or gently used. 
· Clean. 
· Free from mold. 
· Free from strong odor. 
· Free from significant stains. 
· Free from tears or unsafe damage. 
· Complete and wearable. 
· Appropriate for Haiti’s climate. 
· Respectful of local cultural expectations. 
· Sorted according to the program’s instructions when possible. 
Unacceptable clothing
The program should reject:
· Wet or moldy items. 
· Soiled or unsanitary clothing. 
· Severely stained clothing. 
· Torn or unusable items. 
· Clothing with broken zippers or missing essential fasteners. 
· Used underwear. 
· Offensive, sexually explicit, violent, hateful, or politically inflammatory designs. 
· Heavy winter clothing not supported by a verified need. 
· Costumes or novelty clothing with no practical use. 
· Items requiring expensive repair. 
· Clothing treated with unsafe chemicals. 
· Unsorted bulk donations that the program lacks capacity to process. 
Unacceptable footwear
The program should reject:
· Unmatched shoes. 
· Shoes with detached or severely worn soles. 
· Moldy or contaminated shoes. 
· Shoes containing sharp objects. 
· Unsafe high heels for general humanitarian distribution. 
· Footwear with major structural damage. 
· Shoes that cannot be cleaned safely. 
· Items without a readable or measurable size when they cannot be categorized. 
Donors should be informed that the program is not a disposal service for unusable clothing.

9. Donation Collection and Receiving
The Coordinator will:
· Publish clear donation guidelines. 
· Establish collection dates and locations. 
· Train receiving volunteers. 
· Count incoming containers or bags. 
· Record donors where required. 
· Separate acceptable items from rejected items. 
· Prevent donations from entering distribution inventory before inspection. 
· Provide appropriate donor acknowledgments through authorized channels. 
· Avoid assigning unsupported financial values to donated goods. 
· Ensure cash donations go through official financial channels. 
· Communicate that accepted donations are distributed according to verified need, not donor-selected recipients unless formally approved. 
· Maintain a record of rejected or redirected goods. 
Volunteers may not take rejected or excess items without authorization.

10. Inspection, Cleaning, and Quality Control
The Coordinator will establish inspection stations to check:
· Cleanliness. 
· Odor. 
· Moisture. 
· Mold. 
· Stains. 
· Tears. 
· Closures and fasteners. 
· Cultural appropriateness. 
· Size. 
· Category. 
· Footwear pairing. 
· Sole condition. 
· Foreign objects. 
· General usability. 
Where used clothing is accepted, the Coordinator will determine whether washing, drying, or other safe cleaning is required before packing.
Items must be completely dry before storage.
Repairs should only be made when:
· The repair is practical. 
· The completed item will be safe. 
· Qualified volunteers are available. 
· The cost and time are reasonable. 
· The repaired item passes quality control. 

11. Sorting and Sizing
Clothing should be sorted by:
· Item type. 
· Infant, child, youth, or adult. 
· Gender or style category only where useful and respectful. 
· Size. 
· Condition. 
· Distribution site. 
· Special program category. 
Footwear should be sorted by:
· Child or adult. 
· Size. 
· Style. 
· Intended use. 
· Condition. 
The Coordinator should use both labeled sizes and physical measurements where manufacturer sizing varies.
Size labels should be easy for Haitian distribution teams to understand.

12. Procurement
When purchased clothing or footwear is required, the Coordinator will:
· Develop product and size specifications. 
· Obtain quotations where required. 
· Evaluate Haitian vendors. 
· Compare price, quality, size availability, durability, delivery time, and total cost. 
· Prioritize local purchasing when appropriate. 
· Verify vendor identity and payment information. 
· Disclose conflicts of interest. 
· Use approved purchasing procedures. 
· Obtain invoices and receipts. 
· Inspect delivered goods. 
· Document substitutions. 
· Avoid purchasing large quantities without verified size information. 
· Monitor vendor performance. 
The Coordinator may recommend purchases but may not independently authorize expenditures without delegated authority.

13. Inventory Management
The inventory system should record:
· Item category. 
· Size. 
· Age group. 
· Gender or style category where applicable. 
· New or gently used status. 
· Vendor or donor. 
· Quantity received. 
· Quantity rejected. 
· Quantity accepted. 
· Storage location. 
· Quantity allocated. 
· Quantity packed. 
· Quantity shipped. 
· Quantity received in Haiti. 
· Quantity released. 
· Quantity distributed. 
· Quantity damaged or lost. 
· Remaining balance. 
· Final disposition. 
Material inventory movements should be verified by two authorized people whenever possible.
High-value items and specialized footwear should receive additional control.

14. Packing, Shipping, and Customs
In partnership with Logistics, the Coordinator will:
· Determine what should be procured locally. 
· Pack clothing and shoes by category, size, and distribution site. 
· Use moisture-resistant protection where appropriate. 
· Label cartons clearly. 
· Record carton numbers, contents, quantities, weights, dimensions, and values. 
· Prepare accurate shipping and customs records. 
· Avoid false declarations. 
· Confirm import requirements. 
· Maintain invoices and donation records. 
· Develop a plan for delayed, damaged, wet, lost, or detained shipments. 
· Prevent boxes from being overloaded. 
· Ensure loading and unloading are conducted safely. 
· Confirm secure storage upon arrival. 
Beneficiary names should not appear on external shipping cartons.

15. Storage
Storage areas must be:
· Clean. 
· Dry. 
· Secure. 
· Protected from pests. 
· Protected from roof or flood damage. 
· Ventilated where necessary. 
· Organized by category and size. 
· Accessible only to authorized personnel. 
· Suitable for safe stacking. 
· Equipped with inventory and access logs. 
· Free from blocked exits and walkways. 
Wet, moldy, or contaminated goods must be isolated immediately.

16. Beneficiary Registration and Sizing
Working with the Beneficiary Registration Coordinator, the Coordinator will establish a respectful process to record:
· Household or participant identifier. 
· Age group. 
· General clothing size. 
· Shoe size. 
· Approved clothing category. 
· Special mobility or adaptive needs. 
· Distribution site. 
· Status of receipt. 
The program must collect only necessary information.
Sizing should:
· Be handled discreetly. 
· Avoid public comments about a person’s body. 
· Allow reasonable recipient choice. 
· Include private fitting support where necessary. 
· Use appropriately assigned attendants. 
· Protect children and vulnerable adults. 
· Avoid unnecessary physical contact. 
· Allow recipients to state their size without being challenged publicly. 

17. Distribution Models
Controlled selection model
Recipients enter an organized area and select from approved categories and quantities.
This model provides choice but requires:
· Controlled admission. 
· Size-labeled sections. 
· Item limits. 
· Volunteer assistance. 
· Fitting privacy. 
· Inventory controls. 
· Crowd management. 
· Exit verification. 
Prepacked model
Recipients receive packages prepared using verified size information.
This model requires:
· Accurate registration. 
· Clear package identifiers. 
· A controlled exchange process for incorrect sizes. 
· Privacy protections. 
· Reconciliation of unclaimed packages. 
Voucher or token model
Recipients receive a controlled voucher or token corresponding to approved items.
This requires:
· Fraud-resistant identifiers. 
· A replacement process. 
· One-time redemption control. 
· No public disclosure of vulnerability. 
· Secure reconciliation. 
The final model may combine these approaches.

18. Dignified Distribution Standards
The Coordinator must ensure:
· Recipients are treated as customers and community members, not objects of charity. 
· People have reasonable choice where inventory permits. 
· Clothing is displayed or organized neatly. 
· Items are not thrown into crowds. 
· No public competition occurs. 
· Children remain supervised. 
· Fitting areas protect privacy. 
· Volunteers avoid negative comments about size, appearance, religion, or economic condition. 
· No recipient must pose for a photograph. 
· Religious participation is not required. 
· No unauthorized fees are charged. 
· Older adults and persons with disabilities receive accommodations. 
· Disputes are handled privately. 
· Volunteers do not reserve preferred items for personal contacts. 

19. Exchanges and Size Problems
The Coordinator will establish a controlled exchange process that:
· Allows reasonable exchanges when an item does not fit. 
· Requires the original item to be returned in distributable condition. 
· Records the replacement. 
· Prevents repeated unauthorized exchanges. 
· Offers an alternative size or waitlist when available. 
· Documents when no replacement is available. 
· Protects recipients from embarrassment. 
· Updates inventory immediately. 
The Coordinator must not guarantee that every preferred style, color, or size will be available.

20. Shortage Procedures
If demand exceeds inventory, the Coordinator will:
· Confirm the shortage. 
· Inform the Humanitarian Relief Director. 
· Follow approved eligibility and priority criteria. 
· Use a documented waitlist where appropriate. 
· Apply item limits consistently. 
· Avoid personal selection. 
· Offer approved alternative items when practical. 
· Record partial distributions. 
· Communicate honestly. 
· Avoid issuing promises for future supplies without authorization. 

21. Authority
Within approved plans, the Coordinator may:
· Develop donation and quality standards. 
· Accept or reject items according to those standards. 
· Recommend purchases and vendors. 
· Organize sorting, packing, and distribution. 
· Assign volunteer duties. 
· Restrict inventory access. 
· Stop work because of unsafe lifting, stacking, contamination, or conduct. 
· Pause a distribution because of safety, privacy, safeguarding, or inventory concerns. 
· Request an inventory recount. 
· Approve routine exchanges. 
· Report suspected theft, resale, diversion, fraud, or exploitation. 
· Recommend corrective actions. 
Financial commitments, beneficiary criteria, and major inventory transfers require proper authorization.

22. Limitations
The Coordinator may not:
· Purchase goods without authorization. 
· Distribute unsafe, moldy, soiled, or unusable items. 
· Conceal losses, shortages, or damage. 
· Allow volunteers to take items for personal use. 
· Select recipients through favoritism. 
· Charge unauthorized fees. 
· Require religious participation. 
· Require photography or testimony. 
· Permit donated goods to be sold. 
· Accept personal benefits from vendors. 
· Falsify inventory or distribution records. 
· Publicly reveal beneficiary sizes or special needs. 
· Permit inappropriate fitting or physical contact. 
· Promise continued clothing assistance without approved resources. 
· Dispose of material quantities without documentation and authorization. 

23. Clothing and Shoe Distribution Workflow
The standard workflow should be:
Community Need Assessed → Clothing and Size Requirements Estimated → Donation and Purchase Standards Approved → Goods Donated or Purchased → Items Received → Quality Inspected → Unacceptable Items Separated → Accepted Items Cleaned if Required → Items Sorted and Sized → Inventory Recorded → Goods Packed → Shipment or Local Delivery Completed → Haiti Inventory Confirmed → Beneficiaries Registered → Distribution Conducted → Exchanges Processed → Remaining Inventory Reconciled → Approved Transfers Completed → Feedback Collected → Final Report Completed
Suggested inventory statuses include:
· Received. 
· Pending inspection. 
· Accepted. 
· Cleaning required. 
· Repair required. 
· Rejected. 
· Sorted. 
· Allocated. 
· Packed. 
· Shipped. 
· Customs hold. 
· Received in Haiti. 
· Staged. 
· Released. 
· Distributed. 
· Exchanged. 
· Damaged. 
· Missing. 
· Remaining. 
· Transferred. 
· Closed. 

24. Timeline and Deliverables
Phase 1: Appointment–December 2026
The Coordinator will:
· Meet with the Humanitarian Relief Director and Mission Director. 
· Review procurement, donation, inventory, logistics, privacy, safeguarding, and distribution policies. 
· Consult Haitian community representatives. 
· Conduct a preliminary clothing and footwear needs assessment. 
· Identify proposed categories. 
· Estimate age and size ranges. 
· Research local availability and pricing. 
· Compare local procurement and donated-goods transportation. 
· Draft donation and quality standards. 
· Develop an inventory framework. 
· Draft the distribution model. 
· Estimate storage and transportation needs. 
· Prepare a preliminary budget. 
· Create a program risk register. 
Required deliverables
· Clothing and Shoe Distribution Program Plan. 
· Preliminary needs assessment. 
· Clothing and footwear standards. 
· Donation acceptance guide. 
· Preliminary procurement strategy. 
· Inventory-control framework. 
· Distribution model. 
· Preliminary budget. 
· Program risk register. 

Phase 2: January–December 2027
The Coordinator will build the operational system.
Responsibilities include:
· Finalize requested categories and size ranges. 
· Identify Haitian vendors. 
· Obtain preliminary quotations. 
· Develop donor instructions. 
· Establish receiving and inspection procedures. 
· Build the inventory system. 
· Create sorting and sizing guides. 
· Identify collection, sorting, and storage locations. 
· Develop volunteer training. 
· Create distribution and exchange forms. 
· Identify potential distribution partners. 
· Test the sorting and distribution process. 
· Review sample items with Haitian partners. 
· Revise standards and projections. 
· Update the budget and risk register. 
By December 2027
The Coordinator should have:
· Approved item categories. 
· Potential vendors and donors. 
· Donation and quality standards. 
· A functioning inventory system. 
· Sorting and sizing guides. 
· Preliminary facilities. 
· Distribution records. 
· Preliminary partner sites. 
· Updated budget and transportation estimates. 

Phase 3: January–June 2028
The Coordinator will begin collection and procurement.
Responsibilities include:
· Confirm funded distribution targets. 
· Update beneficiary and size estimates. 
· Launch approved clothing and shoe campaigns. 
· Begin receiving and inspecting donations. 
· Begin authorized purchasing. 
· Maintain inventory. 
· Reject unsuitable items promptly. 
· Secure sorting and storage facilities. 
· Recruit volunteers. 
· Schedule inspection and sorting events. 
· Confirm freight and customs requirements. 
· Finalize local procurement plans. 
· Identify shortages in essential size ranges. 
· Train lead volunteers. 
· Provide regular budget and inventory reports. 

Phase 4: July–September 2028
The Coordinator will complete major sorting and purchasing.
Responsibilities include:
· Reconfirm beneficiary numbers and sizes. 
· Complete major purchases. 
· Resolve size and category shortages. 
· Conduct sorting and packing events. 
· Reconcile inventory after every event. 
· Label cartons. 
· Prepare shipping records. 
· Coordinate freight or baggage arrangements. 
· Confirm Haiti storage. 
· Identify distribution-team leaders. 
· Develop site-specific distribution plans. 
· Design fitting and exchange procedures. 
· Train volunteers on dignity, privacy, safeguarding, and inventory control. 
· Confirm accessibility and crowd-management procedures. 
Deliverables
· Updated inventory. 
· Sorted and packed goods. 
· Quality-control records. 
· Carton-level packing lists. 
· Shipping documentation. 
· Site allocation plan. 
· Distribution schedule. 
· Volunteer assignments. 
· Exchange procedures. 

Phase 5: October–December 13, 2028
The Coordinator will complete final readiness.
Responsibilities include:
· Complete final inspection and sorting. 
· Reconcile purchased, donated, packed, and remaining inventory. 
· Finalize beneficiary and size estimates. 
· Finalize site allocations. 
· Ship goods by required deadlines. 
· Monitor shipment status. 
· Complete approved Haiti-based purchases. 
· Verify receipt and condition in Haiti. 
· Confirm secure storage. 
· Reconfirm transportation and distribution schedules. 
· Complete volunteer training. 
· Prepare printed and offline distribution records. 
· Confirm privacy, media, complaints, and exchange procedures. 
· Submit final readiness certification to the Humanitarian Relief Director. 

25. Departure and Arrival — December 14, 2028
The Coordinator will:
· Account for assigned personnel. 
· Verify any transported clothing or footwear. 
· Maintain copies of packing lists and invoices. 
· Report missing or delayed baggage. 
· Attend the mission arrival briefing. 
· Inspect goods received in Haiti. 
· Document shortages, moisture, mold, or damage. 
· Reconcile the initial Haiti inventory. 
· Confirm secure storage. 
· Reconfirm the first distribution. 
· Brief volunteers on inventory, dignity, privacy, fitting, and safeguarding. 

26. Active Mission Operations — December 15–23, 2028
Daily responsibilities
The Coordinator will:
· Attend the Humanitarian Relief briefing. 
· Review the day’s beneficiary and inventory plan. 
· Confirm transportation and security. 
· Release goods using approved forms. 
· Verify quantities loaded. 
· Confirm volunteers, interpreters, and fitting-area personnel. 
· Inspect the distribution site. 
· Confirm item arrangement by type and size. 
· Supervise beneficiary verification. 
· Monitor selection or package distribution. 
· Protect recipient privacy and dignity. 
· Process approved exchanges. 
· Address shortages or duplicate claims. 
· Reconcile remaining inventory. 
· Return undistributed goods to secure storage. 
· Record complaints and incidents. 
· Update the master inventory. 
· Prepare the next distribution. 
Before each distribution
The Coordinator must confirm:
· Beneficiary criteria are approved. 
· Correct items and sizes are available. 
· Inventory has been counted. 
· The site is safe and accessible. 
· Fitting and privacy arrangements are ready. 
· Volunteers understand their duties. 
· Crowd-control procedures are in place. 
· Children will be supervised. 
· Media restrictions are understood. 
· Complaints and exchanges can be handled. 
· Emergency routes remain clear. 
During distribution
The Coordinator will:
· Maintain controlled entry and exit. 
· Prevent unauthorized inventory access. 
· Ensure recipients receive approved quantities. 
· Support reasonable choice. 
· Protect confidential size and special-needs information. 
· Stop inappropriate comments or photography. 
· Ensure religious participation is not required. 
· Document approved exceptions and exchanges. 
· Pause operations if conditions become unsafe. 
· Address disputes respectfully. 
After distribution
The Coordinator will:
· Reconcile released, distributed, exchanged, damaged, and remaining items. 
· Obtain required acknowledgments. 
· Document discrepancies. 
· Secure remaining inventory. 
· Record beneficiary feedback. 
· Report suspected theft, diversion, or resale. 
· Update distribution records. 
· Confirm whether follow-up is required. 
· Prepare the next allocation. 

27. Fellowship Period — December 24, 2028–January 2, 2029
The Coordinator will:
· Secure remaining clothing and footwear. 
· Complete distribution reconciliations. 
· Investigate shortages and discrepancies. 
· Conduct only authorized follow-up distributions. 
· Collect feedback from recipients and partners. 
· Determine the approved disposition of remaining inventory. 
· Prepare signed transfer records. 
· Prevent informal giveaways. 
· Reconcile storage and transportation obligations. 
· Prepare the final inventory report. 
· Document lessons learned. 
· Recommend future improvements. 
· Confirm post-mission monitoring responsibilities. 
Humanitarian inventory may not be used for volunteer fellowship or personal purposes.

28. Final Day — January 3, 2029
The Coordinator will:
· Complete the final physical inventory. 
· Confirm the authorized disposition of all remaining goods. 
· Obtain signed transfer records. 
· Return borrowed or rented equipment. 
· Secure procurement, inventory, beneficiary, exchange, and complaint records. 
· Confirm no goods remain in lodging rooms, vehicles, or unauthorized locations. 
· Submit unresolved loss, damage, exchange, or complaint matters. 
· Transfer ongoing responsibilities to an authorized partner. 
· Attend the final leadership briefing. 
· Account for assigned volunteers. 
· Support an orderly departure. 
· Submit the preliminary final report within the required period. 

29. Emergency Responsibilities
During an emergency, the Coordinator will:
· Stop sorting or distribution. 
· Follow the Mission Director and Safety Officer. 
· Account for team members. 
· Keep exits and emergency routes clear. 
· Prevent dangerous crowding. 
· Protect children and vulnerable recipients. 
· Secure goods only when it is safe. 
· Request medical assistance where needed. 
· Report fire, theft, flooding, structural concerns, or missing persons. 
· Preserve relevant inventory and incident records. 
· Avoid unauthorized public statements. 
· Support evacuation or sheltering. 
Human safety takes priority over goods, equipment, or distribution targets.

30. Records and Documentation
The Coordinator must maintain:
· Needs assessments. 
· Approved clothing and shoe standards. 
· Vendor quotations. 
· Procurement approvals. 
· Invoices and receipts. 
· Donation records. 
· Inspection and rejection records. 
· Cleaning and repair records. 
· Inventory ledgers. 
· Storage access logs. 
· Sorting and sizing records. 
· Packing lists. 
· Shipping and customs records. 
· Haiti receiving reports. 
· Beneficiary size and allocation records. 
· Distribution and exchange records. 
· Damage, shortage, and loss reports. 
· Transfer records. 
· Complaints and incidents. 
· Final reconciliation. 
· Program evaluation and lessons learned. 
Sensitive size, disability, household, and beneficiary information must remain restricted.

31. Performance Indicators
Performance may be evaluated using:
· Number of verified recipients served. 
· Percentage of items meeting quality standards. 
· Percentage of recipients receiving an appropriate size. 
· Cost per purchased item. 
· Percentage of procurement within budget. 
· Local procurement rate where appropriate. 
· Inventory accuracy. 
· Loss and damage rate. 
· On-time delivery. 
· Percentage of distributions with complete records. 
· Exchange-resolution rate. 
· Number of unsafe or inappropriate items prevented from distribution. 
· Beneficiary satisfaction. 
· Accessibility for vulnerable recipients. 
· Volunteer training completion. 
· Number of privacy, safeguarding, or aid-conditioning violations. 
· Final reconciliation rate. 
· Timeliness and accuracy of reports. 
Success is measured by safety, usefulness, fit, recipient choice, dignity, and accountability—not simply by the number or weight of donated items.

32. Key Risks to Manage
The Coordinator must actively manage:
· Moldy, dirty, or damaged donations. 
· Unsafe footwear. 
· Incorrect sizes. 
· Lack of recipient choice. 
· Inappropriate clothing. 
· Vendor failure. 
· Customs or shipping delays. 
· Moisture or pest damage. 
· Theft or diversion. 
· Unauthorized resale. 
· Duplicate distribution. 
· Favoritism. 
· Public exposure of body-size or disability information. 
· Inappropriate fitting practices. 
· Religious or political conditioning. 
· Unauthorized fees. 
· Unsafe crowds. 
· Excessive unusable donations. 
· Harm to local markets. 
· Incomplete inventory records. 
· Informal giveaways. 
· Poor post-mission transfer controls. 

33. Immediate First 30-Day Action Plan
Within the first 30 days, the Clothing and Shoe Distribution Coordinator should:
1. Meet with the Humanitarian Relief Director and Mission Director. 
2. Review procurement, donation, logistics, safeguarding, privacy, and inventory policies. 
3. Consult Haitian community representatives. 
4. Conduct a preliminary clothing and footwear needs assessment. 
5. Identify priority item categories. 
6. Estimate preliminary size ranges. 
7. Research local availability and prices. 
8. Compare local procurement with transported donations. 
9. Draft quality and donation standards. 
10. Create receiving and inspection procedures. 
11. Develop the sorting and sizing framework. 
12. Create the preliminary inventory system. 
13. Draft the distribution and exchange models. 
14. Identify storage and transportation requirements. 
15. Develop the preliminary budget. 
16. Create the program risk register. 
17. Establish performance indicators. 
18. Submit the initial program plan to the Humanitarian Relief Director. 

34. Closing Responsibility Statement
The Clothing and Shoe Distribution Coordinator is responsible for ensuring that every item offered through UnityReach Global is something the organization could distribute with confidence and respect.
Recipients must be given clean, safe, appropriate, and usable items through a process that protects choice, privacy, fairness, and dignity. Unusable donations, inaccurate records, favoritism, religious coercion, and informal distribution are incompatible with the mission.

