UnityReach Global Logistics Warehouse Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Logistics Warehouse Coordinator is responsible for operating UnityReach Global’s central mission warehouse and staging system in Cap-Haïtien, Haiti.
This position controls the physical receiving, staging, storage, dispatch, return, and final transfer of cross-departmental mission cargo, equipment, and operational supplies.
The Logistics Warehouse Coordinator focuses primarily on:
· Shipment receiving. 
· Cargo staging. 
· Departmental storage zones. 
· Daily dispatch. 
· Transportation loading. 
· Equipment return. 
· Cross-department logistics. 
· Temporary custody of mission property. 
· Warehouse facility operations. 
The Humanitarian Relief Warehouse and Inventory Coordinator remains responsible for the detailed program inventory of humanitarian relief goods. The two coordinators must use connected procedures without creating duplicate or conflicting records.

2. Operational Scope
The Logistics Warehouse may support:
· Medical equipment and nonclinical supplies. 
· Dental and vision equipment. 
· Education materials. 
· Humanitarian relief supplies. 
· Water and sanitation equipment. 
· Evangelism and crusade equipment. 
· Communications and audiovisual equipment. 
· Volunteer equipment. 
· Administrative supplies. 
· Tables, chairs, tents, signs, barriers, and generators. 
· Cleaning and sanitation supplies. 
· Tools. 
· Group luggage or delayed baggage temporarily placed in organizational custody. 
· Returned and reusable mission assets. 
· Cargo awaiting departmental pickup. 
· Items awaiting formal transfer or return. 
Medicines, controlled clinical items, cash, passports, and sensitive personal records must remain under their designated custodians and may not be stored as unrestricted general warehouse inventory.

3. Reporting Relationship
The Logistics Warehouse Coordinator:
· Reports directly to the Logistics Director. 
· Works under the operational authority of the Mission Director. 
· Coordinates incoming shipments with the Cargo and Customs Coordinator. 
· Coordinates vehicles, dispatch, loading, and delivery with the Transportation Coordinator. 
· Coordinates trucks and drivers with the Fleet and Driver Coordinator. 
· Coordinates asset identification and custody with the Equipment and Asset Coordinator. 
· Coordinates humanitarian stock with the Humanitarian Relief Warehouse and Inventory Coordinator. 
· Coordinates medical cargo with the Medical Director and Pharmacy and Medicines Coordinator. 
· Coordinates departmental requests with each director or authorized coordinator. 
· Coordinates facility security with the Safety Officer. 
· Coordinates purchasing and asset reconciliation with the Finance Director. 
· Coordinates volunteer staffing with the Volunteer Director. 
· Coordinates warehouse records with the Administrative Coordinator. 
· Coordinates housing-storage boundaries with the Housing Coordinator. 
The Coordinator may supervise receiving teams, warehouse shift leaders, forklift or material-handling operators where qualified, order pickers, staging teams, loaders, dispatch clerks, inventory assistants, cleaning teams, and access-control personnel.

4. Required Qualifications
The Coordinator should demonstrate:
· Experience in warehouse operations, logistics, distribution centers, shipping and receiving, inventory, humanitarian supply chains, retail stockrooms, or event logistics. 
· Ability to organize a multi-department warehouse. 
· Experience receiving and dispatching shipments. 
· Strong recordkeeping and chain-of-custody skills. 
· Knowledge of safe lifting, stacking, loading, and material handling. 
· Ability to manage access and keys. 
· Ability to identify damaged, wet, contaminated, or unsafe cargo. 
· Strong communication and team-supervision skills. 
· Ability to work with Haitian warehouse personnel, drivers, property owners, and vendors. 
· Ability to remain organized during high-volume arrivals and dispatch periods. 
· Integrity in reporting losses, discrepancies, and damage. 
Specialized equipment must be operated only by properly trained and authorized personnel.

5. Division of Responsibility
To prevent duplication, the following division should be maintained:
	Function
	Logistics Warehouse Coordinator
	Humanitarian Relief Warehouse and Inventory Coordinator

	Central warehouse facility
	Primary responsibility
	Program-specific input

	Shipment receiving
	Primary physical coordination
	Verifies humanitarian contents

	Cargo staging
	Primary responsibility
	Confirms relief-program allocation

	Cross-department space assignment
	Primary responsibility
	Manages assigned relief zone

	Humanitarian item-level inventory
	Provides custody/location records
	Primary detailed inventory

	Department dispatch
	Coordinates staging and vehicle handoff
	Authorizes relief stock release

	Equipment and assets
	Coordinates physical custody
	Supports where relief-owned

	Warehouse access and safety
	Primary responsibility
	Enforces within assigned zone

	Program beneficiary distribution
	Not normally responsible
	Program department responsibility

	Final warehouse closure
	Primary facility closeout
	Reconciles humanitarian stock


When responsibilities overlap, one record should be designated as authoritative for each transaction.

6. Warehouse Operating Principles
The warehouse must operate according to these principles:
· Every item entering or leaving must have an approved record. 
· Departmental ownership must be clearly identified. 
· Cargo may not remain indefinitely in an unassigned receiving area. 
· Sensitive and restricted materials require controlled zones. 
· Food, medicines, chemicals, fuel, and general cargo must be separated appropriately. 
· Humanitarian inventory may not be used for volunteer personal purposes. 
· Department staff may not remove goods without authorization. 
· Warehouse keys and access codes must be controlled. 
· Heavy equipment must be handled by trained personnel. 
· Aisles and exits must remain clear. 
· Unsafe goods must be quarantined. 
· Physical stock must be reconciled with records. 
· Safety takes priority over loading speed and program deadlines. 

7. Warehouse Capacity Planning
The Coordinator will estimate:
· Total inbound freight volume. 
· Number of cartons, pallets, cases, and large assets. 
· Peak receiving dates. 
· Department storage requirements. 
· High-value storage needs. 
· Medical handoff areas. 
· Food storage requirements. 
· Hygiene and chemical separation. 
· Clothing and textile ventilation. 
· Equipment staging. 
· Dispatch staging. 
· Return-cargo staging. 
· Quarantine space. 
· Packing-material storage. 
· Workspace for records and counting. 
· Loading and vehicle-access capacity. 
· Overflow storage. 
· Expansion needs for 100, 150, and 200 participants. 
The warehouse should include reserve space for unexpected deliveries, returned stock, damaged cargo, and dispatch delays.

8. Warehouse Site Assessment
Before approving a facility, the Coordinator will assess:
Facility control
· Ownership or authorized management. 
· Written permission or contract. 
· Access dates and hours. 
· Restrictions. 
· Shared-occupancy arrangements. 
· Utility responsibilities. 
· Maintenance responsibilities. 
· Emergency contacts. 
Building condition
· Roof. 
· Walls. 
· Floor. 
· Doors. 
· Windows. 
· Locks. 
· Gates. 
· Lighting. 
· Ventilation. 
· Drainage. 
· Flood exposure. 
· Pests. 
· Fire risk. 
· Electrical safety. 
· Structural concerns. 
· Loading entrance. 
· Vehicle access. 
· Emergency exits. 
Operational suitability
· Usable floor area. 
· Ceiling height. 
· Shelving. 
· Pallets. 
· Loading space. 
· Counting and inspection area. 
· Secure zones. 
· Restricted-item storage. 
· Office or record space. 
· Restroom. 
· Handwashing. 
· Water. 
· Communications. 
· Night security. 
· Backup power. 
· Waste handling. 
Qualified personnel must review structural, fire, electrical, chemical, refrigeration, or engineering concerns.

9. Warehouse Layout and Zones
The Coordinator will design clearly marked zones for:
1. Receiving. 
2. Inspection. 
3. Customs or documentation hold. 
4. Accepted cargo. 
5. Medical handoff. 
6. Humanitarian relief. 
7. Education. 
8. Water and sanitation. 
9. Evangelism and crusade. 
10. Communications and audiovisual. 
11. Equipment and reusable assets. 
12. Food or meal-program supplies. 
13. Hygiene and chemical products. 
14. Clothing and textiles. 
15. High-value goods. 
16. Dispatch staging. 
17. Returns. 
18. Quarantine. 
19. Repair pending. 
20. Donation or transfer pending. 
21. Return-to-United-States cargo. 
22. Disposal pending. 
23. Empty cartons and packing materials. 
24. Administrative records. 
Zones should not be created in a way that blocks exits, electrical equipment, or vehicle movement.

10. Location Coding
Every storage position should receive a unique code identifying:
· Building or warehouse. 
· Zone. 
· Aisle. 
· Rack. 
· Shelf. 
· Pallet or floor position. 
· Bin where applicable. 
For example, a location may be recorded as:
WH1–EDU–A03–R02–S01
The system should be simple enough for Haitian and visiting personnel to understand and use consistently.

11. Pre-Arrival Warehouse Preparation
Before cargo arrives, the Coordinator will:
· Confirm facility access. 
· Document the initial condition. 
· Complete required repairs. 
· Clean the warehouse. 
· Address pests. 
· Install locks and access controls. 
· Mark zones and aisles. 
· Install or arrange shelving and pallets. 
· Confirm lighting. 
· Confirm fire extinguishers and emergency exits. 
· Establish the receiving area. 
· Prepare counting equipment. 
· Prepare forms and devices. 
· Set up communication. 
· Establish quarantine space. 
· Confirm loading equipment. 
· Train receiving personnel. 
· Test the complete receiving process. 

12. Receiving Operations
When cargo arrives, the Coordinator will:
1. Verify the delivery vehicle. 
2. Confirm shipment reference. 
3. Record vehicle arrival time. 
4. Inspect seals where applicable. 
5. Count packages before unloading. 
6. Compare package numbers with shipping records. 
7. Supervise safe unloading. 
8. Identify visible damage. 
9. Move goods to receiving or inspection zones. 
10. Coordinate detailed verification with department representatives. 
11. Record accepted, rejected, missing, or damaged cargo. 
12. Assign storage locations. 
13. Update custody and warehouse records. 
14. Secure sensitive goods. 
15. Provide the Cargo and Customs Coordinator with a receiving report. 
The Coordinator should sign only for quantities and conditions that have been verified.

13. Departmental Verification
For specialized cargo, the appropriate representative must participate:
· Medical supplies → Medical or Pharmacy representative. 
· Dental supplies → Dental Outreach representative. 
· Vision supplies → Vision Outreach representative. 
· Water-treatment equipment → Water and Sanitation representative. 
· Humanitarian goods → Humanitarian inventory representative. 
· Communications equipment → Communications representative. 
· Crusade sound equipment → Worship, Communications, or authorized technical representative. 
· Education supplies → Education representative. 
The Logistics Warehouse Coordinator confirms physical receipt and location. The department confirms technical suitability and program acceptance.

14. Receiving Discrepancies
Possible discrepancies include:
· Missing cartons. 
· Extra cartons. 
· Incorrect item. 
· Incorrect quantity. 
· Open or broken seal. 
· Water damage. 
· Crushing. 
· Mold. 
· Leaking product. 
· Missing serial number. 
· Expired product. 
· Unidentified cargo. 
· Unapproved personal goods. 
· Goods assigned to the wrong department. 
The Coordinator will:
· Separate the affected cargo. 
· Document the issue. 
· Preserve packaging. 
· Notify Cargo and Customs. 
· Notify the department owner. 
· Avoid distributing questionable goods. 
· Support carrier or insurance claims. 
· Record the final decision. 

15. Warehouse Inventory Records
The central warehouse record should show:
· Warehouse item or cargo identifier. 
· Shipment reference. 
· Department. 
· General description. 
· Package type. 
· Quantity received. 
· Condition. 
· Storage location. 
· Date received. 
· Receiving team. 
· Restricted status. 
· Department acceptance. 
· Quantity staged. 
· Quantity dispatched. 
· Destination. 
· Quantity returned. 
· Final disposition. 
· Supporting document references. 
Detailed clinical, humanitarian, or asset records may remain in the appropriate departmental system but must reconcile with central custody totals.

16. Access Control
The Coordinator will establish:
· Authorized-access list. 
· Visitor procedures. 
· Sign-in and sign-out. 
· Key and code control. 
· Restricted zones. 
· High-value access. 
· After-hours access rules. 
· Escort requirements. 
· Personal bag procedures. 
· Photography restrictions. 
· Immediate credential cancellation. 
· Incident reporting. 
· Access-log review. 
Departmental authority does not automatically provide unrestricted warehouse access.
Visitors, vendors, drivers, and volunteers must remain in approved areas.

17. Warehouse Staffing and Shifts
The Coordinator will establish:
· Warehouse lead. 
· Deputy. 
· Receiving supervisor. 
· Dispatch supervisor. 
· Safety lead. 
· Records lead. 
· Access-control lead. 
· Departmental liaisons. 
· Loaders. 
· Pickers. 
· Equipment operators. 
· Cleaning personnel. 
· Closing team. 
Every shift must include:
· Authorized supervisor. 
· Recordkeeping coverage. 
· Safety coverage. 
· Access control. 
· Adequate personnel for planned loads. 
· Handoff notes for the next shift. 
No individual should work alone in the warehouse during high-risk receiving, loading, or restricted-access activities.

18. Warehouse Safety
The Coordinator will enforce:
· Closed-toe footwear. 
· Gloves or other protective equipment where required. 
· Safe lifting. 
· Team lifting. 
· Use of carts and handling equipment. 
· Stable stacking. 
· Rack and floor weight limits. 
· Clear aisles. 
· Clear exits. 
· No climbing on boxes or racks. 
· Safe ladders and step stools. 
· Spill cleanup. 
· Fire-extinguisher access. 
· No smoking or open flames. 
· Controlled electrical use. 
· Safe battery charging. 
· Separation of fuel and hazardous products. 
· Adequate lighting. 
· Hydration and rest. 
· Incident reporting. 
Children and unauthorized persons must not enter operational warehouse zones.

19. Safe Lifting and Material Handling
Personnel must:
· Assess the load before lifting. 
· Request assistance when needed. 
· Use team lifting. 
· Use carts or pallet equipment appropriately. 
· Avoid twisting while carrying. 
· Keep routes clear. 
· Wear suitable footwear. 
· Avoid lifting beyond their ability. 
· Secure loads before movement. 
· Keep hands and feet clear of pinch points. 
· Follow trained operators around mechanical equipment. 
Only trained and authorized personnel may operate forklifts or powered material-handling equipment.

20. Stacking Standards
The Coordinator will ensure:
· Heavy goods are placed low. 
· Fragile goods are protected. 
· Stack heights remain stable. 
· Cartons are not crushed. 
· Pallets are sound. 
· Goods remain off wet floors. 
· Sprinklers, lights, wiring, and ventilation are not obstructed. 
· Expiration and labels remain visible where necessary. 
· Emergency and electrical access remains clear. 
· Loads do not lean into walkways. 
· Chemical and food separation is maintained. 

21. Dispatch Requests
Departments must submit a request containing:
· Requesting department. 
· Program. 
· Date. 
· Required delivery time. 
· Destination. 
· Item or cargo identifier. 
· Quantity. 
· Vehicle requirement. 
· Department custodian. 
· Return expectation. 
· Approval. 
The Warehouse Coordinator will verify authorization before picking or staging goods.

22. Picking and Staging
The warehouse team will:
1. Review the approved request. 
2. Locate the correct goods. 
3. Confirm item and quantity. 
4. Inspect condition. 
5. Move goods to the dispatch zone. 
6. Label the destination. 
7. Keep program orders separated. 
8. Record the staging status. 
9. Notify Transportation. 
10. Prevent unauthorized additions. 
11. Obtain final dispatch verification. 
Sensitive or high-value goods may require two-person verification.

23. Loading and Vehicle Handoff
Before loading, the Coordinator will ensure:
· Correct vehicle and driver. 
· Safe vehicle capacity. 
· Clean and suitable cargo area. 
· Goods match the dispatch record. 
· Heavy items are placed safely. 
· Cargo is secured. 
· Passenger areas remain safe. 
· Aisles and exits are clear. 
· Destination and recipient are confirmed. 
· Custody is signed over. 
· Departure time is recorded. 
The Coordinator may stop loading if the vehicle, load plan, driver, documentation, or weather conditions create an unacceptable risk.

24. Department Receipt
The receiving department should confirm:
· Date and time. 
· Destination. 
· Items. 
· Quantity. 
· Condition. 
· Receiving person. 
· Shortage or damage. 
· Expected return items. 
Warehouse custody ends only after a verified handoff.
The department remains accountable for items until they are distributed, used, returned, transferred, or otherwise formally reconciled.

25. Returns to Warehouse
When goods return, the warehouse team will:
· Match the return to the original dispatch. 
· Count packages and items. 
· Inspect condition. 
· Identify opened, contaminated, damaged, or incomplete goods. 
· Confirm equipment serial or asset numbers. 
· Record returned quantities. 
· Return suitable goods to storage. 
· Send damaged equipment for assessment. 
· Place questionable goods in quarantine. 
· Report shortages. 
· Update custody records. 
Returned food, hygiene products, medicines, or clinical materials require specialized review before reentering active inventory.

26. Equipment and Tool Checkout
For reusable equipment, the Coordinator will coordinate with the Equipment and Asset Coordinator to record:
· Asset number. 
· Description. 
· Condition. 
· Accessories. 
· Assigned department. 
· Custodian. 
· Destination. 
· Checkout time. 
· Expected return. 
· Actual return. 
· Return condition. 
· Damage or loss. 
· Repair or replacement action. 
Equipment may not be reassigned informally between departments.

27. High-Value and Restricted Goods
Additional controls may include:
· Locked cages or rooms. 
· Limited access. 
· Two-person release. 
· Serial-number verification. 
· Daily physical count. 
· Tamper seals. 
· Custody logs. 
· Camera coverage where lawful and approved. 
· No overnight storage in vehicles. 
· Immediate reporting of discrepancies. 
Restricted zones may include:
· Medical handoff. 
· Electronics. 
· Radios. 
· Computers. 
· Projectors. 
· Cameras. 
· Generators. 
· Specialized tools. 
· High-value water equipment. 

28. Food, Hygiene Products, and Chemicals
The Coordinator will ensure:
· Food is separated from chemicals. 
· Cleaning products are secured. 
· Leaking items are isolated. 
· Expiration dates are monitored by the responsible program. 
· Temperature needs are maintained. 
· Water-treatment chemicals remain under appropriate control. 
· Safety data sheets are available where required. 
· Untrained volunteers do not handle hazardous materials. 
· Spills are escalated. 
· Food or hygiene goods are not distributed from quarantine. 

29. Medical Cargo Boundaries
The central warehouse may receive medical cargo, but the Coordinator must ensure:
· Medical representatives are notified immediately. 
· Medicines are transferred to the Pharmacy and Medicines Coordinator. 
· Clinical products are not opened or distributed by general warehouse volunteers. 
· Temperature-sensitive items receive immediate qualified handling. 
· Sharps and controlled clinical items remain restricted. 
· Medical chain-of-custody records are signed. 
· Any damaged medical cargo is quarantined. 
· General inventory records show the transfer without exposing unnecessary clinical detail. 

30. Daily Warehouse Operations — December 15–23
Opening procedure
The Coordinator will:
· Inspect locks and access points. 
· Check for signs of intrusion. 
· Check for water, fire, pest, electrical, or structural concerns. 
· Confirm communications. 
· Account for keys and devices. 
· Review incoming shipments. 
· Review scheduled dispatches. 
· Assign teams. 
· Conduct a safety briefing. 
During operations
The Coordinator will:
· Supervise receiving. 
· Process departmental requests. 
· Stage and load goods. 
· Monitor access. 
· Maintain safe storage. 
· Record movements. 
· Receive returned goods. 
· Conduct spot counts. 
· Resolve location problems. 
· Escalate shortages. 
· Maintain cleanliness. 
Closing procedure
The Coordinator will:
· Complete open transactions. 
· Return goods to assigned locations. 
· Remove loading hazards. 
· Secure sensitive zones. 
· Account for equipment. 
· Account for keys and devices. 
· Back up or secure records. 
· Inspect doors and windows. 
· Lock the facility. 
· Record closing personnel and time. 
· Report incidents. 

31. Inventory and Custody Reconciliation
The Coordinator will conduct:
· Opening physical inventory. 
· Daily high-value counts. 
· Receiving reconciliations. 
· Dispatch reconciliations. 
· Return reconciliations. 
· Department custody confirmations. 
· Periodic zone counts. 
· Final full warehouse count. 
The basic warehouse custody formula is:
Opening Custody + Received + Returned − Dispatched − Authorized Transfer/Disposal = Expected Closing Custody
Expected custody must be compared with physical warehouse stock.

32. Discrepancy Procedure
When stock cannot be located or records do not reconcile, the Coordinator will:
1. Recount. 
2. Verify location codes. 
3. Review receiving. 
4. Review dispatch. 
5. Review department receipts. 
6. Review returns. 
7. Check quarantine and repair areas. 
8. Check unit-of-measure errors. 
9. Review access logs. 
10. Preserve relevant records. 
11. Notify the Logistics Director. 
12. Document any authorized adjustment. 
13. Implement corrective action. 
Inventory records must not be altered simply to erase a discrepancy.

33. Theft or Unauthorized Removal
If theft or diversion is suspected, the Coordinator will:
· Protect personnel. 
· Avoid dangerous confrontation. 
· Secure remaining goods. 
· Restrict access where authorized. 
· Preserve records and available evidence. 
· Notify the Logistics Director, Safety Officer, and Mission Director. 
· Coordinate with Finance or other authorized reviewers. 
· Avoid public accusations. 
· Prevent retaliation. 
· Support an authorized investigation. 
· Document the outcome. 

34. Damaged or Unsafe Goods
The Coordinator will:
· Remove goods from active circulation. 
· Label them. 
· Transfer them to quarantine. 
· Record item, quantity, and condition. 
· Notify the department owner. 
· Obtain qualified assessment. 
· Support carrier or insurance claims. 
· Document repair, return, transfer, or disposal. 
· Prevent volunteers from taking discarded items. 
· Maintain environmental and legal disposal standards. 

35. Warehouse Emergency Procedures
The Coordinator will develop procedures for:
· Fire. 
· Flood. 
· Roof failure. 
· Electrical hazard. 
· Chemical spill. 
· Fuel leak. 
· Structural concern. 
· Severe weather. 
· Theft or break-in. 
· Civil unrest. 
· Medical emergency. 
· Communications failure. 
· Power failure. 
· Pest infestation. 
· Evacuation. 
· Emergency relocation of critical goods. 
People must never be placed at risk solely to protect supplies.

36. Fellowship Period — December 24, 2028–January 2, 2029
The Coordinator will:
· Reduce warehouse access to necessary personnel. 
· Complete outstanding returns. 
· Conduct physical counts. 
· Reconcile departmental custody. 
· Investigate discrepancies. 
· Separate goods into return, transfer, donation, repair, disposal, and continuing-program categories. 
· Prepare return cargo. 
· Coordinate approved transfers. 
· Return rented equipment. 
· Clean and organize the warehouse. 
· Recover keys and credentials from completed assignments. 
· Prepare the final warehouse closure plan. 
· Prevent informal distributions during fellowship activities. 

37. Final Day — January 3, 2029
The Coordinator will:
· Conduct or verify the final physical count. 
· Complete approved transfers. 
· Obtain receiving signatures. 
· Release return cargo to authorized transportation. 
· Recover warehouse keys and equipment. 
· Confirm final disposal records. 
· Remove UnityReach Global signs and temporary controls where appropriate. 
· Document facility condition. 
· Resolve or document property damage. 
· Clean the facility. 
· Obtain warehouse handback acknowledgment. 
· Confirm no organizational property remains unintentionally. 
· Submit outstanding loss, damage, or claim matters. 
· Close or formally transfer the warehouse. 
· Submit the preliminary final report. 

38. Authority
Within approved plans, the Coordinator may:
· Control warehouse access. 
· Assign zones and locations. 
· Assign warehouse duties. 
· Accept, reject, or quarantine incoming cargo according to standards. 
· Refuse unauthorized dispatch requests. 
· Stop unsafe receiving, stacking, loading, or equipment use. 
· Require recounts. 
· Place items on hold. 
· Restrict access pending review. 
· Request security, maintenance, transportation, or technical assistance. 
· Report suspected theft, fraud, contamination, or misconduct. 
· Recommend facility suspension or relocation. 
The Coordinator may not independently approve purchases, beneficiary distributions, material donations, cargo abandonment, or disposal.

39. Limitations
The Coordinator may not:
· Release goods without authorization. 
· Alter inventory records without an audit trail. 
· Permit unauthorized access. 
· Conceal loss, damage, or contamination. 
· Distribute medicines. 
· Allow volunteers to remove supplies. 
· Mix incompatible goods. 
· Operate specialized equipment without qualification. 
· Falsify receiving or dispatch records. 
· Make undocumented cash payments. 
· Sell or donate organizational property informally. 
· Use humanitarian supplies for volunteer fellowship. 
· Continue operating in an unsafe facility. 
· Destroy material inventory without authorization and documentation. 
· Return contaminated goods to active stock without qualified approval. 

40. Logistics Warehouse Workflow
The standard workflow should be:
Shipment Scheduled → Warehouse Prepared → Vehicle Arrives → Shipment Verified → Packages Counted → Cargo Unloaded → Condition Inspected → Department Verification Completed → Goods Accepted, Rejected, or Quarantined → Storage Location Assigned → Custody Recorded → Department Request Approved → Goods Picked and Staged → Vehicle and Driver Verified → Cargo Loaded and Secured → Custody Transferred → Department Confirms Receipt → Unused Goods Returned → Final Disposition Approved → Warehouse Reconciled and Closed

41. Timeline and Deliverables
Phase 1: August–December 2026
The Coordinator will:
· Meet with the Logistics Director and Mission Director. 
· Identify cross-departmental warehouse needs. 
· Draft the Logistics Warehouse Operations Plan. 
· Estimate storage needs for 100, 150, and 200 participants. 
· Establish the division of responsibility with Humanitarian Relief inventory. 
· Develop warehouse site standards. 
· Create preliminary warehouse zones. 
· Develop receiving, dispatch, return, and access procedures. 
· Identify equipment and staffing requirements. 
· Prepare the preliminary budget. 
· Create the warehouse risk register. 
Required deliverables
· Logistics Warehouse Operations Plan. 
· Capacity scenarios. 
· Responsibility matrix. 
· Site-assessment checklist. 
· Preliminary layout. 
· Receiving and dispatch procedures. 
· Staffing and equipment plan. 
· Preliminary budget. 
· Risk register. 

Phase 2: January–December 2027
The Coordinator will:
· Identify potential Haiti warehouse facilities. 
· Conduct remote screening. 
· Obtain preliminary costs and terms. 
· Develop location-coding standards. 
· Create warehouse forms. 
· Develop access, key, and visitor controls. 
· Develop safety and material-handling training. 
· Create department request and custody procedures. 
· Develop quarantine and damage procedures. 
· Design paper and digital records. 
· Test receiving and dispatch using fictional shipments. 
· Conduct emergency tabletop exercises. 
· Update facility and equipment estimates. 
By December 2027
The Coordinator should have:
· Potential warehouse sites. 
· Preliminary facility assessments. 
· Warehouse documentation. 
· Location and zone standards. 
· Access controls. 
· Safety procedures. 
· Staff training materials. 
· Tested receiving and dispatch system. 
· Updated budget. 

Phase 3: January–June 2028
The Coordinator will:
· Reassess projected cargo volume. 
· Verify potential warehouse locations. 
· Coordinate facility due diligence. 
· Identify primary and backup warehouses. 
· Confirm shelving, pallets, locks, carts, lighting, fire equipment, and administrative needs. 
· Recruit warehouse leadership. 
· Develop departmental storage allocations. 
· Coordinate shipment schedules. 
· Develop the opening inventory procedure. 
· Confirm local labor and security needs. 
· Provide readiness reports. 

Phase 4: July–September 2028
The Coordinator will:
· Finalize the primary warehouse. 
· Confirm facility terms. 
· Develop the final layout. 
· Assign department zones. 
· Procure or arrange warehouse equipment. 
· Recruit and train staff. 
· Establish access lists. 
· Conduct practical receiving, loading, and emergency exercises. 
· Coordinate early shipment receiving. 
· Test custody records. 
· Confirm backup storage. 
· Finalize security and fire procedures. 
Deliverables
· Approved warehouse. 
· Final warehouse layout. 
· Zone allocations. 
· Staff roster. 
· Access-control plan. 
· Equipment inventory. 
· Receiving schedule. 
· Department request procedures. 
· Emergency plan. 
· Backup storage plan. 

Phase 5: October–November 2028
The Coordinator will:
· Prepare the warehouse. 
· Install signs and location labels. 
· Confirm shelves and pallets. 
· Test locks, lighting, communication, and safety equipment. 
· Receive early cargo. 
· Conduct receiving reconciliation. 
· Correct facility deficiencies. 
· Finalize staffing shifts. 
· Coordinate department custodians. 
· Establish high-value and restricted zones. 
· Confirm loading access. 
· Prepare printed and offline records. 
· Conduct a full operational simulation. 

Phase 6: December 1–13, 2028
The Coordinator will:
· Confirm warehouse readiness. 
· Verify received cargo. 
· Reconcile cargo with shipping documents. 
· Confirm outstanding shipments. 
· Prepare for December 14 baggage cargo. 
· Confirm receiving teams. 
· Confirm vehicles and drivers. 
· Finalize the first dispatch schedule. 
· Issue keys and credentials. 
· Conduct the final safety briefing. 
· Confirm emergency contacts. 
· Submit final warehouse readiness certification to the Logistics Director. 

42. Records and Documentation
The Coordinator must maintain:
· Warehouse plans. 
· Site assessments. 
· Facility contracts or agreements. 
· Initial condition records. 
· Warehouse layout. 
· Zone and location records. 
· Access lists. 
· Key and credential logs. 
· Visitor logs. 
· Receiving schedules. 
· Shipment records. 
· Package counts. 
· Inspection records. 
· Department acceptance records. 
· Central custody inventory. 
· Dispatch requests. 
· Picking and staging records. 
· Vehicle handoffs. 
· Department receipts. 
· Return records. 
· Equipment checkout records. 
· Physical counts. 
· Variance reports. 
· Damage and quarantine records. 
· Theft and incident reports. 
· Transfer and disposal records. 
· Final condition and handback records. 
· Closing reconciliation. 
· Final report and lessons learned. 

43. Performance Indicators
Performance may be evaluated using:
· Receiving accuracy. 
· Shipment-processing time. 
· Storage-location accuracy. 
· Percentage of dispatches completed on time. 
· Percentage of dispatches with complete authorization. 
· Department receipt-confirmation rate. 
· Return reconciliation rate. 
· Physical inventory accuracy. 
· Loss, damage, and theft rates. 
· Access-control compliance. 
· Warehouse safety compliance. 
· Number of blocked exits or unsafe stacks. 
· High-value inventory accuracy. 
· Equipment-return rate. 
· Final transfer documentation rate. 
· Warehouse handback completion. 
· Department satisfaction. 
· Timeliness and accuracy of reports. 

44. Key Risks to Manage
The Coordinator must actively manage:
· Insufficient warehouse capacity. 
· Unsafe facilities. 
· Roof leaks and flooding. 
· Fire. 
· Electrical hazards. 
· Pest damage. 
· Theft and unauthorized access. 
· Receiving errors. 
· Cargo assigned to the wrong department. 
· Undocumented dispatch. 
· Unsafe stacking. 
· Lifting injuries. 
· Equipment-operation injuries. 
· Food and chemical contamination. 
· Uncontrolled medical cargo. 
· Missing high-value equipment. 
· Poor vehicle loading. 
· Incomplete department receipts. 
· Informal distribution. 
· Weak final reconciliation. 
· Unapproved disposal. 
· Failure to close or transfer the facility properly. 

45. Immediate First 30-Day Action Plan
Within the first 30 days, the Logistics Warehouse Coordinator should:
1. Meet with the Logistics Director and Mission Director. 
2. Identify every department requiring warehouse support. 
3. Clarify responsibility with the Humanitarian Relief Warehouse and Inventory Coordinator. 
4. Estimate storage needs for 100, 150, and 200 participants. 
5. Draft the Logistics Warehouse Operations Plan. 
6. Create the site-assessment checklist. 
7. Develop the preliminary warehouse layout. 
8. Establish department zones. 
9. Create location-coding standards. 
10. Draft receiving and inspection procedures. 
11. Draft dispatch and custody-transfer procedures. 
12. Develop returns and quarantine procedures. 
13. Establish access and key controls. 
14. Identify staffing and equipment requirements. 
15. Develop safety and emergency procedures. 
16. Prepare the preliminary budget. 
17. Create the warehouse risk register. 
18. Submit the initial plan to the Logistics Director. 

46. Closing Responsibility Statement
The Logistics Warehouse Coordinator is responsible for converting the mission’s incoming cargo into an organized, secure, and responsive supply operation.
Every package must be received accurately, assigned to the correct department, stored safely, dispatched through authorization, and reconciled at the end. The warehouse must function as a controlled mission asset—not an informal storage room where supplies can be removed without accountability.

