UnityReach Global Logistics Director
Complete Responsibilities: August 2026–January 3, 2029
Position purpose
The Logistics Director is responsible for planning, coordinating, controlling, and documenting the movement of people, supplies, equipment, vehicles, luggage, accommodations, facilities, and operational resources for the UnityReach Global 2028–2029 Cap-Haïtien Mission.
The Logistics Director will oversee:
· Group air travel from Fort Lauderdale 
· Airport operations 
· Passenger manifests 
· Luggage and cargo 
· Customs and import coordination 
· Volunteer housing 
· Local transportation 
· Mission vehicles and drivers 
· Warehousing and storage 
· Procurement logistics 
· Program-site setup 
· Equipment control 
· Communications equipment support 
· Supply movement 
· Meal and water logistics for volunteers 
· Contingency transportation 
· Return travel 
· Final equipment and inventory closeout 
The logistics system must support 100–200 volunteers without losing accountability, safety, or operational control.
Mission dates
· Departure from Fort Lauderdale: December 14, 2028 
· Evangelistic Crusade: December 15–23, 2028 
· Volunteer Fellowship/Vacation: December 24, 2028–January 3, 2029 
· Return to Fort Lauderdale: January 3, 2029 
· Mission location: Cap-Haïtien, Haiti 
Reporting relationship
The Logistics Director reports to:
· Executive Director 
· Deputy Executive Director 
· Mission Director during deployment 
The Logistics Director works closely with:
· Safety Officer 
· Volunteer Director 
· Finance Director 
· Medical Director 
· Humanitarian Relief Director 
· Education Director 
· Evangelism Director 
· Water and Sanitation Director 
· Communications Director 
· Partnerships Director 
· Administrative Coordinator 
· Department directors 
· Airline group-travel representatives 
· Haitian transportation providers 
· Hotel and housing representatives 
· Warehouse operators 
· Customs brokers or authorized agents 
· Local suppliers 
· Drivers 
· Security personnel 
· Mission-site coordinators 
Primary objectives
The Logistics Director must:
1. Move 100–200 volunteers safely and efficiently. 
2. Coordinate group air travel from Fort Lauderdale. 
3. Establish secure and appropriate volunteer housing. 
4. Provide reliable local transportation. 
5. Coordinate luggage, cargo, supplies, and equipment. 
6. Maintain accurate passenger and property accountability. 
7. Support every mission department. 
8. Control logistics spending and documentation. 
9. Prevent loss, damage, diversion, and unauthorized use. 
10. Maintain backup transportation, housing, power, communication, and supply plans. 
11. Coordinate customs and import compliance. 
12. Establish warehouse and storage controls. 
13. Support emergency evacuation and relocation. 
14. Complete return travel and operational closeout. 
15. Transfer or return all property properly by January 3, 2029. 
Authority and limitations
The Logistics Director may:
· Develop the logistics plan 
· Recommend airlines, housing, transportation, warehouses, and suppliers 
· Request quotes 
· Negotiate preliminary operational terms 
· Assign logistics coordinators and volunteers 
· Establish baggage and cargo procedures 
· Schedule authorized vehicles 
· Approve routine movements within the approved plan 
· Suspend unsafe transportation or facility use 
· Require inventory reconciliation 
· Reassign vehicles or logistics resources during operational needs 
· Recommend emergency purchases 
· Coordinate department supply requests 
· Enforce check-in, departure, housing, and transportation procedures 
The Logistics Director may not independently:
· Sign contracts without delegated authority 
· Exceed the approved budget 
· Hire unverified drivers 
· Authorize unsafe vehicles 
· Import restricted goods without proper authorization 
· Transport unauthorized passengers 
· Allow volunteers to drive without approval 
· Change mission dates or flights without executive approval 
· Publish passenger manifests or lodging locations 
· Use mission vehicles for personal activities 
· Release equipment without documentation 
· Promise special accommodations that have not been approved 
· Override the Safety Officer during a security emergency 
· Override a qualified clinical decision regarding medical transport 
· Transport controlled medicines without proper clinical oversight 
Logistics Department structure
Recommended structure:
· Logistics Director 
· Deputy or Assistant Logistics Director 
· Logistics Administrative Coordinator 
· Travel and Airline Coordinator 
· Airport Operations Coordinator 
· Passenger Manifest Coordinator 
· Housing and Accommodation Coordinator 
· Local Transportation Coordinator 
· Fleet and Driver Coordinator 
· Cargo and Customs Coordinator 
· Procurement Logistics Coordinator 
· Warehouse and Storage Coordinator 
· Inventory and Asset Coordinator 
· Program-Site Logistics Coordinator 
· Equipment Coordinator 
· Volunteer Meals and Water Logistics Coordinator 
· Communications and Power Support Coordinator 
· Accessibility Logistics Coordinator 
· Emergency Logistics Coordinator 
· Haitian Logistics Liaison 
· Department Logistics Liaisons 
· Drivers 
· Loaders 
· Warehouse assistants 
· Airport assistants 
· Housing assistants 
· Dispatchers 
· Inventory volunteers 
Logistics operating structure for 100–200 volunteers
Volunteers should be divided into manageable operational groups.
Recommended structure:
· Groups of approximately 20–25 volunteers 
· One Group Leader for each group 
· Smaller transportation units based on vehicle capacity 
· One transportation captain per vehicle 
· One housing coordinator per accommodation location or floor 
· One department logistics liaison per major program 
· Central logistics dispatch 
· Central emergency contact and accountability desk 
Each volunteer should have:
· Volunteer ID 
· Department 
· Team 
· Group 
· Housing assignment 
· Room assignment 
· Vehicle assignment 
· Emergency contact 
· Arrival and departure record 
· Luggage record where required 
· Accessibility or functional accommodation notes through protected channels 
Core logistics areas
1. Group air travel
The Logistics Director will coordinate:
· American Airlines or other approved carrier 
· Group booking request 
· Seat inventory 
· Deposit deadlines 
· Passenger-name deadlines 
· Ticketing deadlines 
· Baggage allowances 
· Group check-in 
· Special assistance 
· Flight changes 
· Missed-flight procedures 
· Cancellation rules 
· Travel credits and refunds 
· Group arrival and return 
2. Housing
Housing must support:
· 100–200 volunteers 
· Safe sleeping arrangements 
· Appropriate room assignments 
· Married couples and families 
· Children traveling with parents or guardians 
· Leadership rooms 
· Medical support access 
· Accessibility 
· Secure entrances 
· Emergency exits 
· Bathrooms 
· Water 
· Power 
· Backup power where possible 
· Internet or communication access 
· Meeting areas 
· Supply storage 
· Transportation access 
· Meal service 
· Quiet hours 
· Curfew 
· Security monitoring 
3. Local transportation
Transportation planning must cover:
· Airport arrival 
· Housing 
· Mission sites 
· Medical sites 
· Crusade venue 
· Distribution sites 
· School sites 
· Clean-water project 
· Volunteer fellowship activities 
· Emergency medical transport 
· Evacuation 
· Return airport transportation 
4. Cargo and supplies
Logistics must support:
· Medical equipment and supplies 
· Dental and vision equipment 
· Approved medicines 
· School supply kits 
· Hygiene kits 
· Clothing and shoes 
· Community meal supplies 
· Water-project materials 
· Evangelism materials 
· Communications equipment 
· Volunteer identification and uniforms 
· Administrative supplies 
Phase 1: Logistics foundation
August–December 2026
The Logistics Director will:
· Meet with executive leadership. 
· Review the Master Operations Handbook. 
· Confirm the mission dates and location. 
· Confirm the volunteer range of 100–200. 
· Establish the Logistics Department structure. 
· Draft logistics job descriptions. 
· Develop a preliminary logistics budget. 
· Create the master logistics timeline. 
· Create an initial risk register. 
· Identify Haitian logistics advisers. 
· Research airline group-travel requirements. 
· Begin preliminary housing research. 
· Begin local transportation research. 
· Identify potential warehouses. 
· Draft inventory and asset-control procedures. 
· Establish monthly logistics reporting. 
· Present a 90-day logistics action plan. 
Preliminary capacity assumptions
Create logistics scenarios for:
· 100 volunteers 
· 150 volunteers 
· 200 volunteers 
Each scenario should estimate:
· Airline seats 
· Airport staff 
· Buses or vans 
· Drivers 
· Housing rooms 
· Beds 
· Bathrooms 
· Meals 
· Drinking water 
· Luggage volume 
· Cargo volume 
· Warehouse space 
· Program vehicles 
· Emergency vehicles 
· Check-in time 
· Loading and unloading time 
· Required logistics volunteers 
· Estimated costs 
Phase 2: Travel, housing, and transportation research
January–June 2027
Airline planning
Contact approved carriers and determine:
· Group reservation minimums 
· Available routes 
· Flight schedules 
· Group deposit requirements 
· Ticketing deadlines 
· Name-change rules 
· Cancellation terms 
· Baggage policies 
· Cargo options 
· Medical equipment rules 
· Group seating 
· Wheelchair assistance 
· Child-travel requirements 
· Oversized baggage 
· Group check-in procedures 
· Charter or block-seat options when appropriate 
Keep written records of all airline discussions.
Housing research
Evaluate:
· Hotels 
· Guesthouses 
· Dormitories 
· Church facilities 
· Retreat centers 
· Approved rental facilities 
· Multiple-property housing plans 
Inspect or verify:
· Building condition 
· Fire exits 
· Locks 
· Security 
· Water supply 
· Electricity 
· Generator 
· Bathrooms 
· Room capacity 
· Beds 
· Ventilation or air conditioning 
· Accessibility 
· Kitchen or meal service 
· Internet 
· Meeting space 
· Parking 
· Distance from mission sites 
· Emergency access 
· Medical access 
· Cancellation terms 
· Liability 
· Insurance requirements 
Transportation research
Identify:
· Licensed transportation companies 
· Bus providers 
· Van providers 
· Drivers 
· Backup vehicles 
· Ambulance or emergency transport options 
· Fuel suppliers 
· Mechanics 
· Vehicle-recovery services 
For each provider, verify:
· Legal operation 
· Driver qualifications 
· Vehicle condition 
· Insurance where available and applicable 
· Seat capacity 
· Seat belts 
· Maintenance 
· Pricing 
· Fuel responsibility 
· Driver work hours 
· Backup capability 
· Emergency contact 
· References 
Phase 3: Preliminary logistics contracts and route planning
July–December 2027
Travel plan
Develop the preliminary group travel plan covering:
· FLL meeting location 
· Volunteer reporting time 
· Check-in stations 
· Luggage check 
· Department check-in 
· Family check-in 
· Accessibility assistance 
· Leadership check-in 
· Airline counters 
· Security screening 
· Gate accountability 
· Arrival procedures 
· Customs 
· Ground transportation 
· Housing check-in 
Housing allocation plan
Develop room-allocation policies for:
· Single adults 
· Married couples 
· Families 
· Parents and children 
· Minors, if any 
· Leadership 
· Medical personnel 
· Volunteers requiring accommodation 
· Gender-appropriate placement 
· Quiet or rest needs 
· Emergency duty personnel 
Room assignments must protect privacy and safeguarding.
Transportation route plan
Map and estimate travel times between:
· Cap-Haïtien airport 
· Volunteer housing 
· Hospitals and clinics 
· Medical outreach sites 
· Crusade venue 
· Schools 
· Community meal sites 
· Distribution locations 
· Warehouse 
· Water-project location 
· Fellowship destinations 
· Emergency gathering points 
Routes require backup options.
Logistics budget categories
Include:
· Flights 
· Baggage 
· Cargo 
· Customs 
· Housing 
· Meals 
· Local transportation 
· Fuel 
· Drivers 
· Warehouses 
· Equipment rentals 
· Generators 
· Internet 
· Communications 
· Insurance 
· Printing 
· Identification 
· Program setup 
· Emergency contingency 
· Return transportation 
Phase 4: Group travel and vendor preparation
January–April 2028
Passenger information management
Coordinate secure collection of:
· Legal name 
· Date of birth 
· Gender marker when required for travel 
· Passport information 
· Passport expiration 
· Nationality 
· Emergency contact 
· Accessibility request 
· Family grouping 
· Child traveler information 
· Known travel restrictions 
· Department 
· Team 
· Housing needs 
Only authorized personnel may access passport and personal travel information.
Travel document verification
Verify:
· Passport validity 
· Name matching 
· Required entry documentation 
· Parental documentation for minors when applicable 
· Airline requirements 
· Customs restrictions 
· Health-document requirements based on current official guidance 
· Travel insurance requirements 
The Logistics Director must coordinate with appropriate professionals and current official sources. Requirements should be rechecked closer to travel.
Vendor preparation
Begin negotiations and due diligence for:
· Airline group booking 
· Housing 
· Buses and vans 
· Drivers 
· Warehouse 
· Catering or volunteer meals 
· Fuel 
· Equipment rentals 
· Cargo services 
· Customs support 
· Internet services 
· Generator services 
No final commitment should occur without required financial and executive authorization.
Phase 5: Reservations, procurement, and capacity confirmation
May–June 2028
The Logistics Director will:
· Confirm projected volunteer count. 
· Compare 100-, 150-, and 200-person scenarios. 
· Finalize airline strategy. 
· Confirm group seat availability. 
· Confirm housing capacity. 
· Reserve appropriate rooms or facilities. 
· Confirm transportation capacity. 
· Confirm warehouse capacity. 
· Confirm meal-service capacity. 
· Confirm program-site access. 
· Confirm backup suppliers. 
· Update the logistics budget. 
· Identify critical funding gaps. 
· Submit required contracts for approval. 
· Establish vendor payment schedules. 
· Confirm cancellation deadlines. 
Passenger manifest controls
The master passenger manifest should include controlled versions for:
· Airline 
· Airport operations 
· Housing 
· Transportation 
· Department leadership 
· Emergency accountability 
Each version should show only the information necessary for that function.
Phase 6: Final bookings and operational assignments
July–September 2028
Air travel
Complete:
· Group booking 
· Deposit confirmation 
· Passenger-name submission 
· Ticketing schedule 
· Baggage plan 
· Seat-assignment plan 
· Special assistance 
· Child and family arrangements 
· Travel communications 
· Cancellation and replacement procedures 
· Airline contact list 
Housing
Complete:
· Final housing agreement 
· Room inventory 
· Room assignment process 
· Check-in procedure 
· Identification and access control 
· Curfew and quiet hours 
· Visitor policy 
· Cleaning 
· Laundry 
· Drinking water 
· Meals 
· Maintenance reporting 
· Emergency evacuation 
· Backup housing 
Local transportation
Complete:
· Vehicle list 
· Driver list 
· Driver verification 
· Route schedule 
· Vehicle assignments 
· Department transportation schedule 
· Fuel plan 
· Maintenance plan 
· Dispatch system 
· Breakdown plan 
· Backup vehicle plan 
· Emergency transport plan 
· Daily inspection procedure 
Logistics volunteer assignments
Assign personnel to:
· FLL airport check-in 
· Passenger verification 
· Luggage support 
· Gate accountability 
· Cap-Haïtien arrival 
· Customs support 
· Transportation loading 
· Housing check-in 
· Warehouse 
· Dispatch 
· Program-site delivery 
· Inventory 
· Equipment 
· Volunteer meals and water 
· Return operations 
Phase 7: Training and final readiness
October–December 13, 2028
Required logistics training
Logistics personnel must complete:
· UnityReach Global orientation 
· Code of Conduct 
· Haitian cultural awareness 
· Safeguarding 
· Passenger accountability 
· Data privacy 
· Airport procedures 
· Housing procedures 
· Transportation safety 
· Driver boundaries 
· Warehouse safety 
· Manual handling and lifting 
· Inventory control 
· Customs compliance 
· Emergency logistics 
· Incident reporting 
· Communications procedures 
Transportation training
Drivers and vehicle captains must understand:
· Approved passenger lists 
· Vehicle capacity 
· Seat-belt requirements 
· No unauthorized passengers 
· No unauthorized route changes 
· Speed and safety expectations 
· Fatigue management 
· Fuel procedures 
· Breakdown response 
· Collision response 
· Missing passenger procedure 
· Communications 
· Emergency evacuation 
Airport simulation
Conduct a complete airport exercise covering:
· Volunteer arrival 
· Check-in 
· Document problem 
· Missing volunteer 
· Excess baggage 
· Family check-in 
· Accessibility request 
· Delayed flight 
· Cancelled flight 
· Gate change 
· Lost luggage 
· Medical emergency 
· Missed connection 
· Arrival transportation 
Final readiness review
Confirm:
· Tickets issued 
· Passenger names accurate 
· Passports verified 
· Flight schedule confirmed 
· Housing confirmed 
· Rooming plan prepared 
· Vehicles confirmed 
· Drivers confirmed 
· Warehouse confirmed 
· Cargo documented 
· Customs requirements confirmed 
· Department supply manifests complete 
· Emergency plans approved 
· Contact lists complete 
· Radios or communications tested 
· Volunteers trained 
· Equipment labeled 
· Backup plans funded and ready 
Airport operations
December 14, 2028
Before volunteers arrive
The Logistics Director will:
· Arrive several hours before group check-in. 
· Meet airport team leaders. 
· Establish check-in stations. 
· Confirm airline counters. 
· Confirm flight status. 
· Confirm passenger manifest. 
· Prepare volunteer ID and group materials. 
· Confirm baggage rules. 
· Prepare accessibility assistance. 
· Establish an issue-resolution desk. 
· Confirm emergency contacts. 
· Brief all airport volunteers. 
Volunteer check-in
The logistics team will:
· Verify volunteer arrival. 
· Confirm identity through the authorized process. 
· Verify travel readiness. 
· Record attendance. 
· Confirm department and group. 
· Direct baggage properly. 
· Issue approved travel information. 
· Direct volunteers to airline check-in and security. 
· Report unresolved document problems. 
· Avoid publicly displaying passport information. 
Gate accountability
Before boarding:
· Conduct group headcount. 
· Confirm families and children. 
· Identify missing volunteers. 
· Confirm boarding status. 
· Communicate flight changes. 
· Maintain contact with airline representatives. 
· Ensure volunteers do not leave the gate area without notifying a leader. 
· Conduct final boarding accountability. 
Arrival in Cap-Haïtien
The Logistics Director will:
· Confirm arrival headcount. 
· Coordinate immigration and customs movement. 
· Assist with approved baggage and cargo procedures. 
· Document lost or damaged baggage. 
· Organize volunteers by transportation group. 
· Load vehicles safely. 
· Verify baggage placement. 
· Confirm vehicle passenger lists. 
· Dispatch vehicles according to plan. 
· Notify leadership when groups depart and arrive. 
· Conduct housing check-in. 
Housing operations
Check-in
· Confirm volunteer identity. 
· Issue room assignment. 
· Issue keys or access instructions. 
· Record occupancy. 
· Explain housing rules. 
· Identify exits and assembly points. 
· Explain water, electricity, meals, and maintenance. 
· Confirm curfew and visitor policy. 
· Provide emergency contacts. 
· Report room or safety problems. 
Daily housing responsibilities
The Housing Coordinator will:
· Maintain occupancy records. 
· Track room changes. 
· Report maintenance issues. 
· Coordinate cleaning. 
· Monitor common areas. 
· Confirm drinking-water availability. 
· Coordinate meal schedules. 
· Support accessibility needs. 
· Protect quiet and rest periods. 
· Report unauthorized visitors. 
· Conduct emergency headcounts. 
· Coordinate with Safety and Medical personnel. 
Room changes require authorization and updated records.
Mission operations
December 15–23, 2028
Daily Logistics Director responsibilities
Early morning
· Attend leadership briefing. 
· Review security and weather conditions. 
· Confirm program schedules. 
· Confirm vehicle availability. 
· Confirm driver attendance. 
· Review fuel levels. 
· Review maintenance problems. 
· Confirm department supply requests. 
· Confirm volunteer meals and drinking water. 
· Adjust routes if necessary. 
· Brief dispatch personnel. 
Before departure
· Verify vehicle inspections. 
· Confirm passenger assignments. 
· Confirm drivers and vehicle captains. 
· Load approved supplies. 
· Verify load security. 
· Record inventory movement. 
· Conduct headcounts. 
· Dispatch vehicles. 
· Record departure times. 
During mission activities
· Operate central logistics dispatch. 
· Track vehicles and teams. 
· Respond to supply requests. 
· Coordinate urgent transportation. 
· Address breakdowns. 
· Coordinate replacement vehicles. 
· Monitor warehouse activity. 
· Confirm site deliveries. 
· Coordinate meal and water replenishment. 
· Maintain contact with department logistics liaisons. 
· Support emergency operations. 
· Prevent unauthorized vehicle or equipment use. 
· Maintain incident records. 
End of day
· Confirm every team has returned. 
· Conduct transportation and housing headcounts. 
· Record vehicle arrival. 
· Collect driver reports. 
· Record fuel use. 
· Record maintenance issues. 
· Reconcile equipment and supplies. 
· Review the next day’s requests. 
· Conduct logistics debriefing. 
· Submit the daily logistics report. 
· Prepare the next day’s schedule. 
Department support responsibilities
Medical, dental, and vision
Logistics will support:
· Equipment transportation 
· Secure storage 
· Temperature-controlled needs where professionally specified 
· Patient-flow equipment 
· Tables, chairs, tents, power, water, and lighting 
· Clinical waste transport only under approved professional procedures 
· Emergency transportation 
· Equipment return 
Medical materials remain under Medical Director control.
Community meals
Logistics will support:
· Food transport 
· Serving equipment 
· Water 
· Tables and tents 
· Fuel or cooking resources 
· Waste removal 
· Volunteer transportation 
· Site setup and breakdown 
Food safety remains under the responsible program leadership.
Education
Logistics will support:
· School supply kit transport 
· Program materials 
· Student activity equipment 
· Tables, chairs, tents, and sound 
· Volunteer transportation 
· Secure student-record transport 
· Kit distribution setup 
Humanitarian relief
Logistics will support:
· Warehousing 
· Clothing and shoe transport 
· Hygiene kit movement 
· Loading and unloading 
· Distribution-site setup 
· Inventory transfers 
· Remaining-supply transfer 
Water and sanitation
Logistics will support:
· Material transport 
· Equipment 
· Tools 
· Technical-team transportation 
· Secure storage 
· Site access 
· Waste removal 
Technical approval remains with qualified Water and Sanitation leadership.
Evangelistic crusade
Logistics will support:
· Venue setup 
· Chairs 
· Stage 
· Sound and lighting 
· Generator 
· Transportation 
· Signage 
· Baptism supplies 
· Children’s program setup 
· Breakdown and equipment return 
Fleet and driver control
Every vehicle should have:
· Vehicle ID 
· Provider 
· Driver 
· Capacity 
· Registration information where applicable 
· Insurance information where applicable 
· Inspection record 
· Fuel record 
· Route assignment 
· Passenger manifest 
· Emergency equipment 
· Incident form 
· Daily check-in and check-out 
Prohibited transportation practices
· Overloading 
· Unauthorized passengers 
· Riding in unsafe cargo areas 
· Unapproved driving 
· Impaired driving 
· Distracted driving 
· Unapproved route changes 
· Personal use 
· Transporting prohibited goods 
· Leaving children unattended 
· Leaving confidential records unsecured 
Warehouse operations
Receiving
· Verify delivery. 
· Inspect condition. 
· Count items. 
· Compare with purchase or shipping documents. 
· Record shortages. 
· Photograph damage when appropriate. 
· Label inventory. 
· Assign storage location. 
· Obtain receiving signatures. 
Storage
· Control access. 
· Separate categories. 
· Protect goods from water, heat, contamination, pests, and theft. 
· Monitor expiration dates. 
· Maintain clear walkways. 
· Follow fire-safety procedures. 
· Store restricted items under appropriate departmental control. 
· Conduct regular counts. 
Issuing supplies
Require:
· Approved request 
· Item and quantity 
· Receiving department 
· Date and time 
· Authorized issuer 
· Authorized recipient 
· Destination 
· Return expectation when applicable 
· Signatures or digital verification 
Equipment and asset management
Track:
· Cameras 
· Computers 
· Radios 
· Projectors 
· Sound systems 
· Medical equipment 
· Dental and vision equipment 
· Generators 
· Tools 
· Tents 
· Tables 
· Chairs 
· Power equipment 
· Water equipment 
· Identification equipment 
Each asset should have:
· Asset number 
· Description 
· Owner 
· Custodian 
· Condition 
· Location 
· Check-out record 
· Return record 
· Damage report 
· Final disposition 
Emergency logistics responsibilities
The Logistics Director must prepare for:
· Flight cancellation 
· Flight delay 
· Lost passenger 
· Lost luggage 
· Vehicle breakdown 
· Traffic obstruction 
· Collision 
· Fuel shortage 
· Housing failure 
· Power failure 
· Water interruption 
· Warehouse loss 
· Severe weather 
· Civil unrest 
· Medical evacuation 
· Missing volunteer 
· Emergency relocation 
· Mission evacuation 
Emergency priorities
1. Protect life. 
2. Account for people. 
3. Notify the Mission Director and Safety Officer. 
4. Secure qualified transportation. 
5. Move people only to approved locations. 
6. Protect critical records and supplies when safe. 
7. Document decisions. 
8. Communicate verified instructions. 
9. Maintain contingency resources. 
10. Resume normal operations only after authorization. 
Volunteer fellowship and vacation period
December 24, 2028–January 2, 2029
The Logistics Director remains fully responsible for:
· Volunteer transportation 
· Approved fellowship activities 
· Housing 
· Meals and drinking water 
· Curfew and accountability support 
· Vehicle dispatch 
· Driver scheduling 
· Fuel and maintenance 
· Emergency transportation 
· Equipment security 
· Inventory reconciliation 
· Return-travel preparation 
· Flight reconfirmation 
· Passenger manifest updates 
· Luggage planning 
· Airport transportation assignments 
· Closing warehouses 
· Transferring remaining supplies 
· Returning rented equipment 
· Gathering logistics-team evaluations 
· Preparing the preliminary closeout report 
The fellowship period is not independent personal travel unless specifically authorized.
Return preparation
Before January 3, the Logistics Director will:
· Reconfirm flights. 
· Reconfirm passenger names. 
· Confirm airport reporting times. 
· Confirm baggage allowances. 
· Confirm return transportation. 
· Confirm vehicle groups. 
· Prepare housing checkout. 
· Settle room inspections. 
· Account for keys. 
· Close vendor issues. 
· Return rented property. 
· Inventory all equipment. 
· Determine what will return, remain, or be transferred. 
· Obtain transfer documentation. 
· Confirm customs requirements. 
· Prepare lost-luggage procedures. 
· Brief all volunteers. 
· Confirm emergency contacts. 
Final day and return
January 3, 2029
Housing checkout
· Wake-up and meal schedule 
· Room inspections 
· Key collection 
· Damage reporting 
· Luggage staging 
· Volunteer headcount 
· Housing-vendor signoff 
· Final facility check 
· Departure-group release 
Transportation to the airport
· Confirm each vehicle. 
· Confirm driver. 
· Confirm passenger list. 
· Load luggage safely. 
· Conduct headcount. 
· Record departure time. 
· Track every vehicle. 
· Confirm airport arrival. 
· Maintain a backup vehicle. 
Airport operations in Cap-Haïtien
· Establish group check-in area. 
· Confirm all volunteers. 
· Resolve ticket or baggage problems. 
· Coordinate accessibility assistance. 
· Confirm equipment and cargo. 
· Conduct security and gate headcounts. 
· Maintain group accountability until boarding. 
Arrival in Fort Lauderdale
The Logistics Director will:
· Confirm group arrival. 
· Conduct final volunteer headcount. 
· Assist with lost or damaged baggage. 
· Coordinate luggage pickup. 
· Release volunteers through the approved process. 
· Confirm children remain with parents or guardians. 
· Collect mission equipment. 
· Record missing or damaged equipment. 
· Return rented items where applicable. 
· Close the airport operations desk. 
· Notify leadership that logistics operations are complete. 
· Submit the final-day logistics report. 
Required records
The Logistics Director must maintain:
· Airline correspondence 
· Group contracts 
· Passenger manifests 
· Ticket records 
· Payment schedules 
· Baggage records 
· Cargo manifests 
· Customs documents 
· Housing contracts 
· Rooming lists 
· Housing inspection records 
· Transportation contracts 
· Driver records 
· Vehicle records 
· Inspection logs 
· Fuel logs 
· Dispatch logs 
· Route plans 
· Warehouse records 
· Receiving records 
· Inventory records 
· Asset registers 
· Equipment check-out records 
· Vendor records 
· Procurement documentation 
· Incident reports 
· Daily logistics reports 
· Emergency movement records 
· Return and transfer documentation 
· Final logistics closeout report 
Monitoring and performance indicators
Measure:
· Volunteers transported 
· On-time departures 
· Missed or delayed movements 
· Flight issues 
· Lost or damaged baggage 
· Housing occupancy 
· Housing incidents 
· Vehicle availability 
· Vehicle breakdowns 
· Transportation incidents 
· Fuel use 
· Driver compliance 
· Successful program deliveries 
· Inventory accuracy 
· Missing or damaged equipment 
· Vendor performance 
· Emergency response time 
· Logistics cost per volunteer 
· Volunteer satisfaction 
· Department satisfaction 
Key risks
The Logistics Director must monitor:
· Flight disruption 
· Passport or document problems 
· Lost volunteers 
· Lost baggage 
· Unsafe housing 
· Unsafe vehicles 
· Unqualified drivers 
· Vehicle overload 
· Fuel shortage 
· Customs delays 
· Restricted goods 
· Warehouse theft 
· Supply diversion 
· Power failure 
· Water interruption 
· Inaccurate manifests 
· Uncontrolled room changes 
· Unauthorized passengers 
· Equipment loss 
· Vendor fraud 
· Severe weather 
· Civil unrest 
· Emergency evacuation 
Performance standards
The Logistics Director will be evaluated on:
· Travel readiness 
· Passenger accountability 
· Housing quality 
· Transportation reliability 
· Vendor due diligence 
· Budget control 
· Inventory accuracy 
· Department support 
· Emergency preparedness 
· Safety compliance 
· Documentation 
· Communication 
· Problem resolution 
· Volunteer satisfaction 
· Successful return and closeout 
Immediate first 30-day action plan
The Logistics Director should immediately:
1. Meet with the Executive Director and Mission Director. 
2. Review the Master Operations Handbook. 
3. Confirm the 100–200 volunteer planning range. 
4. Establish the Logistics Department structure. 
5. Draft logistics job descriptions. 
6. Create 100-, 150-, and 200-volunteer logistics scenarios. 
7. Contact airlines regarding group requirements. 
8. Develop the initial FLL departure plan. 
9. Begin housing research. 
10. Begin local transportation research. 
11. Identify Haitian logistics advisers. 
12. Create the preliminary logistics budget. 
13. Draft passenger-manifest controls. 
14. Draft housing standards. 
15. Draft vehicle and driver standards. 
16. Create the inventory and asset-control framework. 
17. Create the master logistics timeline. 
18. Establish monthly reporting. 
19. Present a 90-day action plan to executive leadership. 
The Logistics Director remains responsible through January 3, 2029, for the safe, timely, documented movement of all authorized volunteers, supplies, equipment, luggage, vehicles, and operational resources—from initial planning and Fort Lauderdale departure through housing, mission operations, fellowship activities, return travel, final arrival, and complete logistics closeout.

