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General Staff Meeting held on July 20, 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 project reporting, partner coordination, financial and administrative matters, capacity-building activities, and upcoming engagements.
He emphasized the importance of timely reporting, proper documentation, and coordination across departments to ensure the effective implementation of the Secretariat's work plan.
2. Project Reporting and Institutional Documentation
The HOS reviewed progress on ongoing project activities and highlighted the need to finalize the second-quarter ARD report for submission by Wednesday.
He emphasized that the report should be prepared using the agreed reporting template and accurately reflect completed activities, performance targets, and supporting evidence.
The HOS further directed that relevant project documents and evidence provided by partners, including GIZ and those associated with the National Integrity Index, be consolidated and incorporated into institutional reporting.
He also highlighted the need to upload relevant Compsanot project information and supporting links to the LEITI website to strengthen documentation and provide verifiable evidence of project implementation.
3. Workshop Reporting and Performance Targets
The HOS reviewed progress against planned institutional engagements and workshop targets.
He noted the need to reconcile reported activities and participant figures to ensure consistency with the Secretariat's annual work plan and project reporting requirements.
He directed that records from previous technical workshops, including participation by government institutions and stakeholders from the mining, forestry, agriculture, and related sectors, be reviewed and updated.
The HOS emphasized that all reported achievements should be supported by appropriate documentation to ensure accuracy and credibility.
4. Financial Management and Administrative Arrangements
The HOS reviewed outstanding financial and administrative matters relating to capacity-building activities, training fees, and international travel arrangements.
He highlighted changes in course fees for planned staff training and the need to follow up on outstanding invoices, including correspondence with Jinpa.
He further emphasized the importance of verifying travel-related entitlements, including Daily Subsistence Allowance (DSA), and ensuring that applicable adjustments are reflected in financial records.
The HOS also noted that proposed budget adjustments should be reviewed against available project resources and implementation priorities.
5. Consultant Verification and Institutional Due Diligence
The HOS raised concerns regarding the engagement of externally recommended consultants for visa and related administrative services.
He emphasized the importance of verifying the identity of recommended service providers and the individuals or institutions responsible for their recommendations before proceeding with any formal engagement.
He directed that relevant information be obtained and properly documented to ensure transparency and safeguard the Secretariat's institutional interests.
6. Institutional Representation and Upcoming Engagements
The HOS discussed preparations for upcoming institutional engagements, including technical presentations and external representation.
He emphasized the need for appropriate staff participation and coordination to ensure that the Secretariat is adequately represented.
The HOS also reviewed arrangements concerning the designation of an alternate representative for official assignments where necessary.
He encouraged relevant technical personnel to prepare the required materials and coordinate their participation in scheduled engagements.
7. Communications Capacity Building and Equipment Management
The HOS highlighted the need to strengthen the Communications Department's technical capacity, particularly in graphic design and video production.
He discussed opportunities for staff training, including potential enrollment at Bluecrest, to enhance the Secretariat's communication products and institutional visibility.
The HOS also expressed concerns regarding recurring laptop replacements and the possible effects of unstable power supply on institutional equipment.
He emphasized the need for improved equipment management and appropriate preventive measures to minimize unnecessary procurement costs.
8. Action Points
· Finalize and submit the second-quarter ARD report using the agreed template, ensuring that performance targets and supporting evidence are accurately reflected. – Technical
· Consolidate partner documentation, upload relevant information to the LEITI website, and reconcile workshop participation records. – Technical/Communications Departments
· Follow up on outstanding training invoices, verify travel entitlements, and review applicable project budget adjustments. – Finance/Administration
· Obtain and verify relevant information concerning externally recommended visa consultants before further engagement. – HOS/Administration
· Coordinate staff representation and prepare the necessary materials for upcoming technical and institutional engagements. – HOS/Technical Department
· Follow up on communications staff training opportunities and strengthen measures for proper maintenance and protection of institutional equipment. – Communications/Administration

9. Closing
The HOS emphasized the importance of accountability, accurate reporting, and effective coordination in implementing institutional activities.
He encouraged staff to remain focused on assigned responsibilities and ensure the timely completion of outstanding deliverables.
The meeting was concluded accordingly.
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