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General Staff Meeting held on August 17, 2026
Attendees
1. Jeffery N. Yates – Head of Secretariat
2. Zaza Y. Quaqua – Deputy Head of Secretariat
3. George Dennis – Finance Director
4. Saba Cephas – Admin Manager
5. McDonald S. Kerl Sr. – Technical Officer
6. Christine Humaru – Communications Officer
7. Emmanuel K. White – Admin Assistant
8. Francis Kettor – Procurement Officer
9. J. Elijah Kai – Industrial Analyst
10. Alphonso G. Garyeazon – Industrial Analyst
11. Kevin W. Benson – Communications Assistant
12. Cynthia G. Freeman – Procurement Intern
13. Catherine Leon – Admin Intern
14. A. Benedict S. Wokpeh – Dispatcher
15. Reuben F. Freeman – Head Driver
16. Trinty Trokon Tarr – Intern
17. Matthew Tobay – Janitor
1. Opening Remarks
The meeting was called to order by the Head of Secretariat (HOS), Mr. Jeffery N. Yates. He outlined key institutional priorities, including the dissemination of the EITI Validation Report, PMCS reporting requirements, procurement planning, administrative documentation, and upcoming institutional activities.
He emphasized the importance of timely implementation, proper recordkeeping, and effective coordination among departments to ensure compliance with institutional reporting requirements.
2. EITI Validation Report and Dissemination Activities
The HOS provided an update on preparations for the dissemination of the EITI Validation Report and directed that the necessary documentation be finalized for distribution to relevant government institutions and stakeholders.
He instructed the Technical and Communications Departments to coordinate the preparation of a summary report, PowerPoint presentation highlighting key Validation findings, and supporting communication materials, including pull-up banners.
He further emphasized that the dissemination activities should be properly documented and aligned with the Secretariat's PMCS targets.
3. Training Reports and Administrative Follow-Up
The HOS reviewed the outcomes of a recent staff training engagement and acknowledged its contribution to strengthening institutional capacity.
He directed that the relevant training reports and supporting documents be finalized to facilitate reimbursement processes and institutional reporting.
The HOS also highlighted outstanding invitation letters and travel documentation for nominated participants in upcoming EITI international Global Conference. 
He emphasized that the necessary correspondence and registration requirements should be followed up promptly to avoid administrative delays.
4. PMCS Reporting and Validation Corrective Actions
The HOS reviewed progress toward achieving the Secretariat's PMCS targets and emphasized the need to strengthen monitoring and documentation of institutional activities.
He directed that a corrective action work plan be developed to address recommendations arising from the EITI Validation process.
The work plan should identify the required corrective actions, responsible institutions or individuals, proposed interventions, and supporting evidence.
The HOS further instructed that the Annual Progress Report (APR) be updated to capture activities implemented during the first and second quarters of 2026, covering January through June.
He emphasized that the report should provide a consolidated account of achievements and supporting documentation to facilitate subsequent reporting.
5. Data Center and Communications Support
The HOS discussed proposed contractual arrangements to support the Secretariat's data center and communications activities.
He indicated that the proposed allocations included US$10,000 for data center activities and US$4,000 for communications support, subject to further consideration and funding arrangements.
The HOS highlighted the possibility of engaging development partners, including GIZ, on pre-financing and reimbursement arrangements to facilitate implementation.
He further directed that available local service providers and associated costs be assessed before proceeding with the proposed arrangements.
The discussion also covered software licensing and subscription costs, including additional charges associated with artificial intelligence-based services. The HOS emphasized the need to establish clear cost estimates before making financial commitments.
6. Vehicle Procurement and Institutional Transportation
The HOS reviewed proposed options for strengthening the Secretariat's transportation capacity.
He discussed the possibility of acquiring or alternatively purchasing two vehicles to support administrative and field operations.
He noted that the proposed options should be assessed based on cost, suitability, and operational requirements.
The HOS directed that quotations be obtained for the proposed vehicles and that the available options be presented to the Multi-Stakeholder Group (MSG) for consideration.
He emphasized that the preferred procurement arrangement should provide value for money and support the Secretariat's transportation needs, particularly during field assignments.
7. Institutional Meeting Records and Documentation
The HOS emphasized the need to strengthen institutional recordkeeping in line with PMCS documentation requirements.
He directed that minutes and attendance records be properly maintained for staff meetings, senior management meetings, and procurement committee meetings, as applicable.
He further instructed that previous staff meeting records dating from January 2026 be reviewed and reconciled, with appropriate attendance registers maintained for each meeting.
The HOS also encouraged the advance circulation of meeting agendas to improve preparation, participation, and follow-up on institutional assignments.
8. IT Equipment Maintenance and Management
The HOS reviewed the status of computers requiring repairs and emphasized the need to ensure that available equipment is operational and appropriately assigned to staff.
He directed that repaired computers be assessed and made available to personnel requiring equipment for official duties.
He further highlighted the need for routine technical inspections and preventive maintenance to minimize equipment failures and support uninterrupted operations.
The HOS emphasized that appropriate technical support arrangements should be considered to ensure the effective management of the Secretariat's IT equipment.
9. Upcoming Retreats and Institutional Planning
The HOS highlighted preparations for upcoming institutional retreats, including activities involving the MSG and Secretariat staff.
He indicated that the proposed retreats were being considered for November (MSG) and  December (Staff) 2026, subject to further planning and confirmation.
He emphasized the need for early coordination to ensure that the activities are aligned with institutional priorities and available resources.
10. Action Points
· Finalize and distribute the EITI Validation Report and prepare the summary presentation and supporting dissemination materials. – Technical/Communications Departments
· Complete outstanding training reports, reimbursement documentation, and follow-up on invitation letters and travel arrangements. – Administration/Finance
· Prepare the Validation corrective action work plan and consolidate the January–June 2026 achievements for the Annual Progress Report. – Technical/Communications Departments
· Review proposed data center and communications support arrangements, including service provider quotations, software costs, and possible partner financing. – Technical/Procurement/Finance
· Obtain comparative quotations for the proposed vehicle procurement options for MSG consideration. – Procurement Unit
· Update institutional meeting minutes, reconcile previous attendance records, and maintain appropriate attendance registers. – Administration
· Coordinate repairs, allocation, and routine maintenance of institutional computers. – Administration/Technical Support
· Initiate planning and logistical arrangements for the proposed MSG and staff retreats. – Administration

11. Closing
The HOS thanked staff for their continued contributions and emphasized the importance of accountability, timely reporting, and effective coordination in implementing institutional activities.
He encouraged staff to remain focused on assigned responsibilities and ensure that outstanding deliverables are completed within the required timelines.
The meeting was adjourned following a closing prayer.
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