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INTER- OFFICE MEMO
To:              Jeffrey N. Yates
                    Head of Secretariat

Through:   Zaza Y. Quaqua
                   Deputy Head of Secretariat, Capacity Building Committee Head

And:           Saba Cephas
                   Administrative Manager

From      :  Christine Humaru
                   Communications and Outreach Officer                   

Subject   : BACK TO OFFICE REPORT (CAPACITY BUILDING TRAINING IN REPORT WRITING SKILLS)

DATE    :   August 10, 2026
This report provides an overview of my participation in a one-week capacity-building training held in Accra, Ghana, from August 03 to August 07 2026. The training was sponsored by GIZ-Liberia through the Liberia Extractive Industries Transparency Initiatives (LEITI).
The training brought together participants from other African countries and relevant institutions and organizations to enhance their knowledge, skills, and practical understanding of key areas related to Communications, Human Resource, Banking and Finance Etc. This report highlights my departure from Liberia and arrival in Accra, Ghana.
Departure and Arrival in Accra, Ghana: 
In line with my flight schedule with Asky Airline, I departed Liberia on Sunday August 2, 2026 at 07:30 am and arrived in Accra, at the Ghana International Airport on Sunday at 9:30am and was picked up by the training consultant of Magna Skills. I was lodged during the six days of my training at Oscar Park Hotel in K. Asante Avenue, Westland, Accra, Ghana. Attached are copies of the boarding tickets and accommodation receipts.
TRAINING IN ACCRA, GHANA :( MONDAY AUGUST 03 –FRIDAY AUGUST 07, 2026). The main objective of the training was to strengthen my knowledge and understanding in Report Writing. This will enhance my professional skills, strengthened my capacity to effectively perform assigned responsibilities and enabled me to identify practical approaches for applying the knowledge gain to improve institutional performance.
Day 1 of Training began with registration and breakfast from 8:00 am to 9:00 am at the Magna Skills Institute. The actual training session for the day kicked off with the principles of Professional Business Writing, the Pyramidal principle of professional writing and what to do when planning professional reports.

Day 2 of Training covered Report structure and Organization, Professional workplace & Inter Agency Communication, practical sessions which includes: Real-World LEITI Case Study and Case study solution and step by step strategic resolution.

Day 3 of Training focused on Report planning, Formats, Templates & Executive Summaries, Performance Management & Evidence-Based Reporting, International benchmarking, Ghana EITI and other EITI Countries, and Real world Case Study & Comprehensive solution. 
Day 4 of Training focused on Presenting findings & structure of professional Reports, Professional Report Development and Digital reporting tools. 
Day 5 was centered on Evaluation, Program Review and Certification. After a week-long training, participants were evaluated after the training and certificated. 
At about 3:00pm an outdoor activity was conducted. As part of the Magna Skills delegates training package, participants were giving the opportunity to visit some historical sites like the Kwame Nkrumah Memorial Park, National Museum of Ghana, and Black Star Square and also visited shopping centers like the Accra Mall and China Mall. 
.
RETURN TO LIBERIA
The training ended on Friday August 7, 2026. On Saturday August 8 2026, I checked out from the Oscar Park Hotel at about noon to catch up with my flight because checking time was at 1:00 pm, checked in and waited for boarding time which was about at 3:30 pm. We took off via Asky airline from the Ghana International Air Port in Accra at about 4:15pm. We landed at the Roberts International Airport in Monrovia at 6:30pm. 
CONCLUSION
The one-week capacity-building training in Accra, Ghana, was a valuable professional development opportunity. It was tailored and customize to meet my specific roles at the LEITI. It also enhanced my understanding of Report Writing, provided practical knowledge and tools, and created an opportunity to exchange experiences with other professionals.
The knowledge and skills gained from the training will contribute to improving my performance and supporting the communication and outreach objectives of the LEITI Secretariat. I am grateful to the management of LEITI for providing the opportunity to participate in the training and look forward to applying the knowledge acquired to my work.

APPRECIATION
My sincere thanks and appreciation principally to God Almighty who allowed me to have traveled to Accra, Ghana and return to Liberia safely. I am grateful to GIZ-Liberia for the sponsorship and Capacity Building Committee of the Liberia Extractive Industries Transparency Initiatives (LEITI), Head of Secretariat Mr. Jeffrey N. Yates for trusting me and allowing me to form part of such expressive and impactful training.
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