UnityReach Global Cargo and Customs Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Cargo and Customs Coordinator is responsible for planning, documenting, packing, shipping, tracking, clearing, receiving, and reconciling all UnityReach Global cargo transported to and from Haiti for the 2028–2029 Cap-Haïtien Mission.
The Coordinator must ensure that:
· Every item shipped has an approved mission purpose. 
· Cargo is accurately inventoried and valued. 
· Donations and purchases are supported by records. 
· Restricted or prohibited goods are not shipped improperly. 
· Customs declarations are truthful. 
· Required permits and approvals are secured. 
· Medicines and clinical supplies remain under qualified Medical Department control. 
· Shipments are packed, labeled, and transported safely. 
· Duties, fees, brokerage, and storage charges are documented. 
· Cargo is tracked through final receipt. 
· Losses, damage, delays, seizures, and discrepancies are reported. 
· No bribe, false declaration, or unofficial payment is authorized. 
· Complete chain-of-custody records are maintained. 

2. Operational Scope
Cargo may include:
· Medical equipment and approved clinical supplies. 
· Dental equipment and supplies. 
· Vision equipment and materials. 
· Medicines approved and controlled through the Medical Department. 
· School supply kits. 
· Hygiene kits. 
· Clothing and shoes. 
· Water and sanitation equipment. 
· Program materials. 
· Audio and audiovisual equipment. 
· Communications equipment. 
· Tents, tables, signs, and distribution equipment. 
· Warehouse materials. 
· Volunteer training or administrative supplies. 
· Other approved humanitarian goods. 
Cargo may move through:
· Commercial freight. 
· Air cargo. 
· Ocean freight. 
· Airline checked baggage. 
· Oversize or excess baggage. 
· Courier service. 
· Approved local procurement. 
· Authorized hand-carried professional equipment. 
· Return shipment or formal donation transfer. 

3. Reporting Relationship
The Cargo and Customs Coordinator:
· Reports directly to the Logistics Director. 
· Works under the operational authority of the Mission Director. 
· Coordinates airline baggage and cargo limits with the Travel and Airline Coordinator. 
· Coordinates airport cargo movement with the Airport Operations Coordinator. 
· Coordinates vehicles and cargo transport with the Transportation and Fleet Coordinators. 
· Coordinates receiving and storage with the Warehouse Coordinator. 
· Coordinates equipment custody with the Equipment and Asset Coordinator. 
· Coordinates clinical cargo with the Medical Director and Pharmacy and Medicines Coordinator. 
· Coordinates water-project cargo with the Water and Sanitation Director. 
· Coordinates program cargo with the Education and Humanitarian Relief Departments. 
· Coordinates vendor invoices, duties, fees, and payments with the Finance Director. 
· Coordinates donor and supplier records with the Partnerships Director. 
· Coordinates security risks with the Safety Officer. 
· Works with the Administrative Coordinator on manifests, permits, customs documents, and record retention. 
· Works with authorized freight forwarders, customs brokers, airlines, shipping companies, ports, government agencies, warehouse operators, and Haitian receiving partners. 
The Coordinator may supervise documentation assistants, cargo inspectors, packing leads, freight liaisons, customs runners, receiving teams, loading crews, and cargo-tracking personnel.

4. Required Qualifications
The Coordinator should demonstrate:
· Experience in shipping, freight forwarding, customs brokerage, imports, exports, aviation cargo, ocean freight, logistics, procurement, or humanitarian supply chains. 
· Strong knowledge of packing lists, commercial invoices, donation records, bills of lading, and airway bills. 
· Ability to classify and describe cargo accurately. 
· Understanding that medicines, medical devices, food, chemicals, batteries, communications equipment, and water-treatment materials may require special handling or approval. 
· Strong attention to quantities, weights, values, and deadlines. 
· Ability to work with customs and government officials professionally. 
· Strong ethical judgment. 
· Ability to resist pressure to falsify records or make unofficial payments. 
· Strong chain-of-custody and inventory discipline. 
· Ability to manage delayed, damaged, or detained cargo. 
Because customs and import requirements can change, qualified brokers, legal advisors, and government authorities must be consulted when necessary.

5. Cargo Management Principles
The cargo system must follow these principles:
· Nothing is shipped without an identified owner and approved purpose. 
· Every shipment must have an accurate packing list. 
· Values must be truthful and supportable. 
· Donations must not automatically be declared as having no value. 
· Medicines and medical devices require specialized review. 
· Prohibited or unapproved items must not be shipped. 
· Personal baggage must not be used to hide organizational cargo. 
· No traveler may be asked to misrepresent baggage contents. 
· No unofficial payment or bribe is permitted. 
· Cargo must remain traceable. 
· Duties and customs decisions must be documented. 
· Delays must be anticipated. 
· Critical programs must not depend entirely on one late shipment. 
· Local procurement should be considered when it is safer, faster, lawful, or more economical. 

6. Cargo Needs Assessment
The Coordinator will collect a forecast from every department showing:
· Item description. 
· Program purpose. 
· Quantity. 
· Dimensions. 
· Weight. 
· Estimated or documented value. 
· Vendor or donor. 
· Country of origin where required. 
· Required delivery date. 
· Storage needs. 
· Temperature requirements. 
· Hazardous or restricted status. 
· Battery, liquid, chemical, food, medical, or radio characteristics. 
· Intended final disposition. 
· Whether the item will return to the United States. 
· Local procurement alternative. 
· Department custodian. 
Requests must be submitted early enough for review, procurement, packing, permits, shipping, and customs clearance.

7. Shipping Method Analysis
For each category, the Coordinator will compare:
Air freight
Considerations include:
· Speed. 
· Weight and dimensional costs. 
· Airport handling. 
· Customs clearance. 
· Restricted-goods requirements. 
· Final delivery. 
Ocean freight
Considerations include:
· Lower cost for high volume. 
· Longer lead time. 
· Port and container charges. 
· Moisture exposure. 
· Customs and demurrage. 
· Inland delivery. 
· Container security. 
Checked baggage
Considerations include:
· Airline baggage limits. 
· Excess fees. 
· Traveler accountability. 
· Liquids and prohibited items. 
· Customs declaration. 
· Arrival handling. 
· Risk of delay or loss. 
Local procurement
Considerations include:
· Product availability. 
· Quality. 
· Cost. 
· Local economic benefit. 
· Vendor reliability. 
· Reduced customs risk. 
· Reduced freight cost. 
· Warranty and replacement. 
· Program specifications. 
The Coordinator will recommend the most appropriate method rather than automatically transporting every donated item.

8. Restricted and Special Cargo
The Coordinator will identify additional requirements for items such as:
· Prescription medicines. 
· Over-the-counter medicines. 
· Vaccines or temperature-controlled products. 
· Medical devices. 
· Dental anesthetics or clinical chemicals. 
· Sharps. 
· Oxygen or compressed gas. 
· Batteries and power banks. 
· Lithium battery equipment. 
· Generators. 
· Fuel. 
· Water-treatment chemicals. 
· Laboratory materials. 
· Food. 
· Seeds or agricultural products. 
· Radios and telecommunications equipment. 
· Drones. 
· Tools or blades. 
· Aerosols. 
· Cleaning chemicals. 
· Biological materials. 
· Cash or negotiable instruments. 
· Controlled substances. 
These items may require:
· Import permits. 
· Ministry approval. 
· Professional licenses. 
· Safety data sheets. 
· Dangerous-goods declarations. 
· Specialized packaging. 
· Temperature logs. 
· Airline approval. 
· Broker review. 
· Government authorization. 
No special cargo should be accepted based solely on a donor’s statement that it has been shipped previously.

9. Medical Cargo Controls
Medical cargo requires coordination with the Medical Director and Pharmacy and Medicines Coordinator.
The Coordinator will ensure:
· Every medicine is approved by qualified medical leadership. 
· Medicines are legal for import and appropriate for the mission. 
· Products have adequate remaining shelf life. 
· Labels and packaging are intact. 
· Lot numbers and expiration dates are recorded. 
· Storage requirements are documented. 
· Required licenses or permits are obtained. 
· Controlled substances are excluded unless fully authorized and legally managed. 
· Medical cargo remains separate from general humanitarian supplies. 
· Chain of custody transfers to authorized medical personnel. 
· Customs documents do not use vague descriptions such as “medical donations” without adequate detail. 
· Unapproved sample medications are rejected. 
· Return, transfer, or disposal is documented. 
The Cargo Coordinator manages logistics, not clinical selection or medication authorization.

10. Donation Documentation
For donated cargo, the Coordinator will obtain:
· Donor identity. 
· Donation date. 
· Itemized description. 
· Quantity. 
· Condition. 
· Lot or serial numbers where applicable. 
· Expiration dates where applicable. 
· Reasonable value. 
· Country of origin where required. 
· Intended program. 
· Donor restrictions. 
· Confirmation that the donor is authorized to donate the goods. 
· Transfer or donation letter. 
· Appropriate receipt or acknowledgment. 
Donated goods must still comply with quality, customs, health, and safety requirements.

11. Cargo Approval Process
The standard approval process should include:
1. Department submits cargo request. 
2. Program need is confirmed. 
3. Item quality is reviewed. 
4. Restricted-goods screening is completed. 
5. Import and customs requirements are researched. 
6. Local procurement is compared. 
7. Shipping method is selected. 
8. Budget is approved. 
9. Required permits are obtained. 
10. Item is accepted into cargo inventory. 
11. Shipping documentation is prepared. 
12. Final pre-shipment review is completed. 
13. Cargo is released for transport. 
No department should independently ship goods outside this process.

12. Packing Standards
The Coordinator will ensure cargo is:
· Packed for the chosen transportation method. 
· Protected from moisture. 
· Protected from impact. 
· Protected from heat when required. 
· Sealed appropriately. 
· Within carton weight limits. 
· Easy to handle safely. 
· Organized by department and destination. 
· Free from prohibited packing materials. 
· Supported by internal contents lists where useful. 
· Assigned a unique carton, pallet, or container number. 
· Tamper-evident when required. 
· Suitable for customs inspection and resealing. 
Fragile items require appropriate cushioning and orientation labels.

13. Labeling
Each carton, pallet, case, or container should show, as applicable:
· UnityReach Global. 
· Shipment reference. 
· Carton or package number. 
· Total package count. 
· Department. 
· General content description. 
· Destination. 
· Consignee. 
· Weight. 
· Handling instructions. 
· Fragile status. 
· Orientation. 
· Temperature requirement. 
· Restricted or hazardous classification where required. 
External labels should not unnecessarily reveal expensive contents or personal beneficiary information.

14. Packing List
Every shipment must have a packing list containing:
· Shipment reference. 
· Shipper. 
· Consignee. 
· Package number. 
· Item description. 
· Quantity. 
· Unit of measure. 
· Weight. 
· Dimensions. 
· Value. 
· Country of origin where required. 
· Lot, serial, or expiration information where relevant. 
· Department owner. 
· Final disposition. 
Descriptions must be specific and truthful. Terms such as “miscellaneous supplies” should be avoided when customs requires detailed identification.

15. Commercial or Pro Forma Invoice
Where required, the invoice should include:
· Seller, donor, or shipper. 
· Consignee. 
· Itemized descriptions. 
· Quantities. 
· Unit values. 
· Total values. 
· Currency. 
· Country of origin. 
· Harmonized classification where professionally determined. 
· Shipping terms where applicable. 
· Purpose of shipment. 
· Signatures or certifications where required. 
The Coordinator must not intentionally undervalue goods to avoid duties.

16. Shipping Documents
Depending on the method, records may include:
· Airway bill. 
· Bill of lading. 
· Booking confirmation. 
· Freight invoice. 
· Certificate of origin. 
· Donation certificate. 
· Import permit. 
· Export record. 
· Dangerous-goods declaration. 
· Insurance certificate. 
· Customs entry. 
· Broker authorization. 
· Delivery order. 
· Warehouse receipt. 
· Proof of delivery. 
· Duty and tax receipt. 
· Inspection report. 
· Claim record. 
The document set must be reviewed for consistency before shipment.

17. Customs Broker and Freight Forwarder Management
The Coordinator will verify:
· Legal business identity. 
· Relevant experience. 
· Haiti service capability. 
· Experience with humanitarian or medical cargo. 
· Fees. 
· Required deposits. 
· Storage and demurrage terms. 
· Communication standards. 
· Document requirements. 
· Clearance process. 
· Final delivery arrangements. 
· References. 
· Payment information. 
· Conflict-of-interest disclosures. 
The Coordinator will not rely solely on informal verbal assurances.

18. Customs Ethics and Anti-Bribery
UnityReach Global personnel must:
· Provide truthful information. 
· Use authorized payment channels. 
· Obtain official receipts. 
· Avoid cash payments without documentation and approval. 
· Refuse bribes and unofficial facilitation payments. 
· Avoid gifts intended to influence officials. 
· Avoid concealment or misclassification. 
· Escalate improper demands. 
· Maintain written records of customs interactions. 
· Use qualified legal or compliance support when necessary. 
If cargo is delayed because an unofficial payment is refused, the Coordinator must escalate the matter rather than authorize the payment.

19. Chain of Custody
Every custody transfer should record:
· Shipment or item identifier. 
· Quantity. 
· Condition. 
· Date and time. 
· Releasing person. 
· Receiving person. 
· Organization. 
· Location. 
· Vehicle. 
· Seal number where applicable. 
· Exceptions. 
· Signatures or verified electronic confirmations. 
Required transfers may include:
· Donor to UnityReach Global. 
· Vendor to warehouse. 
· Warehouse to freight forwarder. 
· Forwarder to airline or carrier. 
· Carrier to customs facility. 
· Customs to broker. 
· Broker to local transporter. 
· Transporter to Haiti warehouse. 
· Warehouse to department custodian. 
· Department to final partner. 

20. Cargo Tracking
The Coordinator will maintain shipment statuses such as:
· Requested. 
· Under review. 
· Restricted-goods review. 
· Permit required. 
· Approved. 
· Procurement pending. 
· Received for packing. 
· Packed. 
· Documentation pending. 
· Booked. 
· Picked up. 
· In transit. 
· Arrived at port. 
· Customs review. 
· Inspection required. 
· Duty or fee pending. 
· Customs hold. 
· Released. 
· Out for delivery. 
· Delivered. 
· Short or damaged. 
· Claim pending. 
· Transferred. 
· Returned. 
· Closed. 
Status updates should include the date, responsible person, location, and next action.

21. Shipment Timing
The Coordinator will develop a reverse timeline from December 14, 2028, including:
· Department request deadline. 
· Procurement deadline. 
· Donation acceptance cutoff. 
· Permit deadline. 
· Packing deadline. 
· Documentation-review deadline. 
· Freight booking. 
· Carrier cutoff. 
· Estimated departure. 
· Estimated arrival. 
· Customs-clearance allowance. 
· Final delivery. 
· Contingency allowance. 
Critical goods should arrive early enough for inspection, corrective action, and replacement.

22. Shipment Insurance
The Coordinator will evaluate:
· Cargo value. 
· Carrier liability limits. 
· Insurance coverage. 
· Deductibles. 
· Exclusions. 
· Haiti-related exclusions. 
· Theft coverage. 
· Water or weather damage. 
· Delay coverage. 
· Temperature excursion. 
· Required packing standards. 
· Claim documentation. 
· Policy period. 
· Final delivery point. 
The Coordinator may obtain policy information but should not make legal representations outside their qualifications.

23. Departure Airport Baggage and Cargo
For supplies traveling with participants, the Coordinator will:
· Assign each organizational bag to an authorized custodian. 
· Maintain a bag-level contents list. 
· Confirm airline approval. 
· Confirm checked or carry-on placement. 
· Confirm weight. 
· Identify excess fees. 
· Remove restricted items. 
· Ensure the custodian understands the contents. 
· Provide truthful customs instructions. 
· Retain baggage receipts. 
· Track the bag through arrival. 
· Transfer it to the designated department or warehouse. 
Travelers may not be asked to carry sealed bags when they do not know the contents.

24. Haiti Customs Clearance
The Coordinator will:
· Confirm shipment arrival. 
· Notify the approved broker or consignee. 
· Provide final documents. 
· Track customs status. 
· Respond to legitimate document requests. 
· Coordinate inspections. 
· Document duties, taxes, fees, storage, and handling. 
· Escalate unexpected or unofficial demands. 
· Report holds to mission leadership. 
· Update affected departments. 
· Arrange secure pickup after release. 
· Verify package and seal counts. 
· Record damage or shortages before leaving the customs facility where possible. 

25. Cargo Receiving in Haiti
Upon delivery, the Coordinator and Warehouse Coordinator will:
1. Verify the vehicle and shipment. 
2. Inspect seals where applicable. 
3. Count packages before unloading. 
4. Compare package numbers with the manifest. 
5. Inspect visible condition. 
6. Document wet, crushed, opened, or missing packages. 
7. Open and inspect according to the receiving plan. 
8. Verify item quantities. 
9. Record lot, serial, or expiration information where required. 
10. Separate medical cargo. 
11. Quarantine questionable goods. 
12. Sign only for verified receipt. 
13. Update the cargo and warehouse systems. 
14. Notify departments that goods are available. 

26. Shortage, Damage, or Loss
If cargo is missing or damaged, the Coordinator will:
· Record the issue immediately. 
· Photograph damage where authorized. 
· Preserve packaging. 
· Note the issue on the carrier’s delivery receipt. 
· Notify the carrier and insurer. 
· Identify affected programs. 
· Determine whether safe partial use is possible through qualified review. 
· Quarantine affected items. 
· Submit claims within required deadlines. 
· Activate approved replacement or local procurement. 
· Track claim progress. 
· Document the final resolution. 
Unsafe or contaminated goods must not be distributed to avoid reporting a loss.

27. Customs Hold or Seizure
If a shipment is held or seized, the Coordinator will:
· Obtain the official reason where possible. 
· Request written documentation. 
· Notify the Logistics Director and Mission Director. 
· Consult the approved broker or qualified legal advisor. 
· Confirm whether additional permits, duties, inspection, return, or disposal are required. 
· Avoid confrontation. 
· Refuse unofficial payment requests. 
· Inform affected departments without spreading rumors. 
· Activate contingency plans. 
· Preserve all correspondence. 
· Document the final outcome. 

28. Storage and Demurrage
The Coordinator will monitor:
· Free storage period. 
· Daily storage fees. 
· Port or airport charges. 
· Container detention. 
· Demurrage. 
· Documentation delays. 
· Inspection scheduling. 
· Broker response. 
· Delivery appointments. 
Preventable storage charges must be reported and investigated.

29. Local Procurement Alternative
If cargo will not arrive on time, the Coordinator may recommend:
· Local purchase. 
· Local rental. 
· Borrowing from an approved partner. 
· Program modification. 
· Partial delivery. 
· Substitution. 
· Postponement or cancellation. 
Every alternative must be reviewed for:
· Safety. 
· Quality. 
· Program suitability. 
· Cost. 
· Vendor legitimacy. 
· Availability. 
· Approval. 
· Documentation. 
No department may make unapproved emergency purchases solely because its shipment is late.

30. Return, Donation, or Disposal Decision
Before deployment ends, every organizational cargo item must be assigned one of these dispositions:
· Return to the United States. 
· Transfer to an approved Haitian partner. 
· Retain for a continuing approved UnityReach Global program. 
· Return to vendor or lender. 
· Dispose of through an authorized method. 
· Remain under investigation because of loss or damage. 
The decision must consider:
· Donor restrictions. 
· Ownership. 
· Import status. 
· Export requirements. 
· Cost of return. 
· Usefulness. 
· Safety. 
· Maintenance capacity. 
· Warranty. 
· Recordkeeping. 

31. Formal Donation Transfer
A transfer to a Haitian partner must identify:
· Donating organization. 
· Receiving organization. 
· Authorized representatives. 
· Item description. 
· Quantity. 
· Serial or asset number. 
· Condition. 
· Value where required. 
· Intended use. 
· Transfer date. 
· Restrictions. 
· Future maintenance responsibility. 
· Signatures. 
· Inventory updates. 
Verbal transfers are not sufficient for material equipment or large quantities of supplies.

32. Return Cargo
For items returning on January 3, 2029, the Coordinator will:
· Create the return inventory. 
· Identify temporary-import implications. 
· Confirm export and reentry requirements. 
· Inspect and clean equipment. 
· Remove prohibited or contaminated materials. 
· Pack and label goods. 
· Assign baggage custodians or freight arrangements. 
· Prepare return documents. 
· Coordinate airport handling. 
· Track arrival in Florida. 
· Transfer items to the approved custodian. 
· Reconcile against the outbound inventory. 

33. Authority
Within approved plans, the Coordinator may:
· Require departments to submit itemized cargo requests. 
· Reject unapproved or inadequately documented cargo. 
· Recommend shipping methods. 
· Obtain freight and broker quotations. 
· Coordinate approved carriers and brokers. 
· Establish packing and labeling standards. 
· Stop shipment of restricted, unsafe, or prohibited items. 
· Require document corrections. 
· Place cargo on hold. 
· Request inspection or professional review. 
· Coordinate approved customs clearance. 
· Escalate unofficial payment demands. 
· Recommend local procurement or program contingency. 
· Initiate carrier claims. 
Contracts, material expenditures, duties, legal actions, cargo abandonment, and major transfers require appropriate authorization.

34. Limitations
The Coordinator may not:
· Falsify cargo descriptions, quantities, origins, or values. 
· Intentionally undervalue donations. 
· Pay bribes or facilitation payments. 
· Conceal goods in personal baggage. 
· Ask travelers to misrepresent bag contents. 
· Ship unapproved medicines. 
· Ship controlled substances without complete legal authorization. 
· Sign customs or legal documents without authority. 
· Release cargo to an unverified recipient. 
· Ignore missing, damaged, or contaminated cargo. 
· Distribute goods held in quarantine. 
· Make undocumented cash payments. 
· Abandon cargo without authorization. 
· Donate or sell organizational cargo informally. 
· Promise duty-free clearance. 
· Guarantee customs release dates. 

35. Cargo and Customs Workflow
The standard workflow should be:
Department Request Submitted → Program Need Verified → Item and Restriction Review Completed → Local Procurement Compared → Shipping Method Approved → Budget Approved → Goods Received → Quality Inspected → Cargo Inventory Created → Permits Obtained → Cargo Packed and Labeled → Documents Reviewed → Shipment Booked → Carrier Custody Transferred → Shipment Tracked → Customs Entry Submitted → Cargo Inspected or Cleared → Secure Transport Arranged → Haiti Receipt Verified → Department or Warehouse Custody Transferred → Final Use Recorded → Return, Donation, or Disposal Completed → Shipment Reconciled and Closed

36. Timeline and Deliverables
Phase 1: August–December 2026
The Coordinator will:
· Meet with the Logistics Director and Mission Director. 
· Review all anticipated mission cargo. 
· Draft the Cargo and Customs Management Plan. 
· Develop the department cargo-request form. 
· Identify restricted cargo categories. 
· Establish shipment-approval procedures. 
· Compare initial freight, baggage, and local-purchase models. 
· Create preliminary documentation requirements. 
· Establish chain-of-custody standards. 
· Estimate freight and customs costs. 
· Create the cargo risk register. 
· Identify prospective brokers and freight forwarders. 
Required deliverables
· Cargo and Customs Management Plan. 
· Cargo-request framework. 
· Restricted-goods screening list. 
· Shipping-method framework. 
· Documentation checklist. 
· Chain-of-custody procedure. 
· Preliminary budget. 
· Cargo risk register. 

Phase 2: January–December 2027
The Coordinator will build the cargo system.
Responsibilities include:
· Identify freight forwarders and customs brokers. 
· Conduct preliminary due diligence. 
· Obtain estimated rates. 
· Develop packing-list and invoice templates. 
· Create donation documentation standards. 
· Develop carton and shipment numbering. 
· Establish permit-tracking procedures. 
· Develop cargo status tracking. 
· Create damage, loss, customs-hold, and claim procedures. 
· Establish medical-cargo coordination. 
· Develop baggage-custodian procedures. 
· Test the system with fictional shipments. 
· Conduct customs-hold and delay exercises. 
· Update cost estimates and risks. 
By December 2027
The Coordinator should have:
· Potential shipping and customs partners. 
· Standard documents. 
· Cargo inventory system. 
· Restricted-item review process. 
· Chain-of-custody controls. 
· Claim procedures. 
· Preliminary shipping schedules. 
· Updated budget. 

Phase 3: January–June 2028
The Coordinator will begin active cargo planning.
Responsibilities include:
· Collect preliminary departmental cargo forecasts. 
· Review every proposed item. 
· Identify required permits. 
· Compare local procurement. 
· Obtain updated quotations. 
· Select recommended freight and broker arrangements. 
· Establish donation cutoff dates. 
· Coordinate early medical and water-project requirements. 
· Identify temperature-controlled or hazardous needs. 
· Build the preliminary master cargo manifest. 
· Confirm insurance needs. 
· Establish receiving and packing sites. 
· Begin staff and volunteer training. 
· Provide monthly readiness reports. 

Phase 4: July–September 2028
The Coordinator will move cargo into procurement, receipt, and packing.
Responsibilities include:
· Finalize department cargo requests. 
· Resolve restricted-item questions. 
· Obtain permits. 
· Confirm carrier bookings. 
· Receive and inspect goods. 
· Create shipment inventory. 
· Pack and label noncritical early cargo. 
· Review documents with the broker. 
· Finalize freight timelines. 
· Confirm Haiti consignee and delivery location. 
· Confirm receiving personnel. 
· Arrange cargo insurance. 
· Develop program contingencies for delayed shipments. 
· Submit cargo-readiness reports. 
Deliverables
· Final cargo request list. 
· Permit tracker. 
· Master shipment inventory. 
· Approved broker and carrier arrangements. 
· Packing and labeling records. 
· Shipping schedule. 
· Haiti receiving plan. 
· Contingency procurement plan. 
· Updated cost report. 

Phase 5: October–November 2028
The Coordinator will:
· Complete major cargo packing. 
· Conduct final restricted-goods review. 
· Verify medical cargo authorization. 
· Complete packing lists and invoices. 
· Confirm freight bookings. 
· Ship cargo according to required lead times. 
· Track cargo. 
· Respond to document requests. 
· Monitor customs preclearance where available. 
· Reconcile carrier package counts. 
· Coordinate Haiti customs and delivery. 
· Inspect delivered cargo. 
· Activate claims for damage or loss. 
· Update departments on received inventory. 
· Prepare group-baggage cargo separately. 

Phase 6: December 1–13, 2028
The Coordinator will:
· Confirm which cargo has cleared and reached the Haiti warehouse. 
· Identify outstanding shipments. 
· Activate local procurement or program contingencies. 
· Finalize airline baggage cargo. 
· Assign baggage custodians. 
· Verify bag weights and contents. 
· Confirm airline restrictions. 
· Prepare customs declarations. 
· Prepare role-limited cargo manifests. 
· Brief Airport Operations and travelers carrying organizational bags. 
· Confirm Haiti receiving vehicles and personnel. 
· Submit final cargo readiness certification to the Logistics Director. 

37. Departure and Arrival — December 14, 2028
The Coordinator will:
· Account for all organizational baggage and hand-carried equipment. 
· Verify custodians. 
· Maintain baggage receipts. 
· Support airline check-in. 
· Address rejected or excess cargo. 
· Ensure prohibited items are not concealed or transferred informally. 
· Provide truthful declaration guidance. 
· Track bags through arrival. 
· Coordinate customs processing in Haiti. 
· Reconcile organizational bags after baggage claim. 
· Record missing or damaged bags. 
· Transfer released cargo to approved vehicles. 
· Confirm delivery to the warehouse or department custodian. 
· Submit the arrival cargo report. 

38. Active Mission Operations — December 15–23, 2028
During the mission, the Coordinator will:
· Monitor outstanding shipments. 
· Coordinate customs clearance. 
· Resolve document requests. 
· Coordinate released-cargo transportation. 
· Reconcile deliveries. 
· Support damage or shortage claims. 
· Activate local alternatives when authorized. 
· Track temporary equipment. 
· Confirm department custody. 
· Begin identifying return or donation disposition. 
· Report material delays and costs. 
· Prevent informal transfers. 

39. Fellowship Period — December 24, 2028–January 2, 2029
The Coordinator will:
· Complete outstanding customs and cargo reconciliations. 
· Finalize equipment disposition. 
· Prepare formal donation transfers. 
· Prepare return cargo. 
· Inspect and clean returning equipment. 
· Reconcile serial numbers. 
· Pack and label return items. 
· Confirm airline or freight requirements. 
· Assign baggage custodians. 
· Prepare return customs documentation. 
· Resolve outstanding carrier claims. 
· Document unrecoverable loss or authorized disposal. 
· Prepare the final cargo reconciliation. 

40. Final Day — January 3, 2029
The Coordinator will:
· Verify return cargo and custodians. 
· Confirm bag and package counts. 
· Support airline check-in. 
· Resolve rejected or overweight cargo. 
· Ensure truthful customs declarations. 
· Track returning organizational bags. 
· Reconcile cargo at FLL. 
· Transfer items to authorized custodians. 
· Document missing or damaged items. 
· Close temporary-import records where applicable. 
· Confirm all Haiti transfers are documented. 
· Submit outstanding claims and customs matters. 
· Submit the preliminary final cargo report. 

41. Emergency Responsibilities
During a cargo emergency, the Coordinator will:
· Follow the Mission Director and Safety Officer. 
· Protect people before cargo. 
· Stop handling unsafe goods. 
· Isolate leaks, spills, or damaged packages when trained and safe. 
· Notify qualified medical, fire, hazardous-material, or security personnel. 
· Secure cargo records. 
· Account for restricted items. 
· Prevent unauthorized handling. 
· Coordinate alternate storage or transportation. 
· Report theft, seizure, contamination, fire, or major loss. 
· Avoid unauthorized public statements. 
· Document the incident. 

42. Records and Documentation
The Coordinator must maintain:
· Department cargo requests. 
· Approval records. 
· Restricted-goods reviews. 
· Permits and licenses. 
· Donor records. 
· Vendor invoices. 
· Cargo inventories. 
· Packing lists. 
· Commercial or pro forma invoices. 
· Certificates of origin. 
· Airway bills and bills of lading. 
· Booking records. 
· Insurance. 
· Broker and carrier contracts. 
· Customs entries. 
· Duties, taxes, fees, and receipts. 
· Inspection records. 
· Chain-of-custody forms. 
· Tracking history. 
· Delivery records. 
· Damage, shortage, and loss reports. 
· Claims. 
· Medical cargo transfers. 
· Donation transfers. 
· Return cargo records. 
· Disposal authorizations. 
· Final reconciliation and lessons learned. 

43. Performance Indicators
Performance may be evaluated using:
· Percentage of cargo requests reviewed before cutoff. 
· Documentation accuracy. 
· Number of preventable customs holds. 
· On-time shipment rate. 
· On-time delivery rate. 
· Cargo loss and damage rate. 
· Permit-compliance rate. 
· Percentage of medical cargo with complete authorization. 
· Customs and freight cost variance. 
· Chain-of-custody completion rate. 
· Claim submission timeliness. 
· Local procurement savings where appropriate. 
· Number of prohibited items prevented from shipment. 
· Number of unofficial payment incidents. 
· Final cargo reconciliation rate. 
· Percentage of transfers properly documented. 
· Timeliness and accuracy of reporting. 

44. Key Risks to Manage
The Coordinator must actively manage:
· Incorrect customs declarations. 
· Import permit failures. 
· Unapproved medical cargo. 
· Controlled or prohibited substances. 
· Dangerous goods. 
· Customs delays. 
· Bribery demands. 
· Theft. 
· Cargo loss. 
· Water or impact damage. 
· Temperature excursion. 
· Inaccurate values. 
· Excess freight costs. 
· Demurrage and storage fees. 
· Carrier failure. 
· Undocumented baggage cargo. 
· Cargo assigned to unaware travelers. 
· Unverified consignees. 
· Missing chain-of-custody records. 
· Distribution of quarantined goods. 
· Unapproved donation or disposal. 
· Failure to return temporary imports. 
· Programs depending entirely on late cargo. 

45. Immediate First 30-Day Action Plan
Within the first 30 days, the Cargo and Customs Coordinator should:
1. Meet with the Logistics Director and Mission Director. 
2. Identify anticipated cargo from every department. 
3. Draft the Cargo and Customs Management Plan. 
4. Develop the cargo-request form. 
5. Create the restricted and prohibited-item screening list. 
6. Establish medical-cargo coordination. 
7. Compare freight, baggage, and local-procurement options. 
8. Develop packing and labeling standards. 
9. Create packing-list and invoice templates. 
10. Establish chain-of-custody procedures. 
11. Identify preliminary customs brokers and freight forwarders. 
12. Develop permit-tracking requirements. 
13. Draft customs ethics and anti-bribery procedures. 
14. Develop damage, loss, hold, and seizure procedures. 
15. Create return, donation, and disposal requirements. 
16. Prepare the preliminary budget. 
17. Create the cargo risk register. 
18. Submit the initial plan to the Logistics Director. 

46. Closing Responsibility Statement
The Cargo and Customs Coordinator is responsible for ensuring that every UnityReach Global shipment is lawful, accurately documented, properly packed, ethically cleared, securely transported, and fully reconciled.
No program objective justifies false declarations, unsafe cargo, unofficial payments, or loss of accountability. Every item must have a verified purpose, responsible custodian, lawful movement, and documented final disposition.

