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General Staff Meeting held on September 14, 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 preparations for the upcoming emergency meeting, dissemination activities, reporting requirements, procurement processes, and institutional capacity building.
He emphasized the importance of accountability, accuracy, and timely execution of assigned responsibilities to strengthen the Secretariat's institutional performance.

2. Upcoming Meetings and Institutional Engagements
The HOS informed staff of preparations for an upcoming emergency MSG meeting and directed that the necessary documentation be finalized and circulated in advance.
He indicated that the meeting package should include draft minutes, an executive update, and relevant supporting information to facilitate discussions.
The HOS also reviewed preparations for the proposed Inter- University debate scheduled for Friday, September 18, 2026.
He emphasized the need to finalize logistical and financial arrangements to ensure the successful conduct of the activity.
3. Dissemination Reporting and Quality Assurance
The HOS reviewed progress on the ongoing dissemination activities and highlighted the importance of completing the summary report and supporting documentation.
He emphasized that all institutional publications and reports must undergo thorough verification to ensure accuracy, consistency, and credibility.
The HOS further recommended a collaborative review process in which relevant reports and documents would be presented to staff for comments before public dissemination.
He noted that this approach would improve quality control, strengthen institutional understanding, and encourage broader staff participation in the reporting process.
The HOS also directed that the outstanding dissemination report and supporting evidence be finalized for submission to GIZ to facilitate the relevant financial processes.
4. Financial Management and Dissemination Logistics
The HOS reviewed outstanding financial commitments relating to report printing and the remaining dissemination activities.
He emphasized the need to prioritize payments to service providers while ensuring that sufficient resources remain available to support pending field engagements.
He further highlighted the importance of completing the necessary reports and supporting documentation to facilitate the release of outstanding funds from GIZ.
The HOS directed that the remaining dissemination activities be coordinated in line with available resources and confirmed financial arrangements.
5. Government Engagements and Upcoming Institutional Activities
The HOS highlighted preparations for further government-related dissemination activities and stakeholder engagements.
He indicated that additional dissemination exercises would be considered for October 2026, subject to funding availability and logistical arrangements.
The HOS also reviewed preparations for stakeholder debates and the proposed MSG retreat scheduled for November 2026.
He directed that the Communications and Administration units coordinate the necessary follow-up with relevant institutions, including preliminary arrangements at Cuttington University for a possible student engagement with LEITI.
He emphasized that advance planning and appropriate coordination were essential to ensuring the successful implementation of the activities.
6. Staff Performance and Weekly Reporting
The HOS emphasized the need to strengthen staff accountability and improve monitoring of institutional deliverables.
He directed that all staff submit brief weekly progress updates every Friday, highlighting activities completed and achievements recorded during the reporting period.
He indicated that the updates should be submitted through the appropriate supervisory channels to facilitate management review and follow-up.
The HOS further encouraged staff to prioritize the quality of their work and strengthen collaboration across departments in meeting institutional objectives.
7. Procurement and Institutional Systems Development
The HOS reviewed ongoing procurement and consultancy-related matters and emphasized the importance of transparency and compliance with established procedures.
He stressed that the evaluation and selection of service providers must be based on documented technical and financial considerations, with potential conflicts of interest appropriately disclosed and addressed.
The HOS also reviewed outstanding activities relating to the Secretariat's data center and communications strategy, emphasizing the need to advance their implementation in line with PMCS targets.
He further highlighted the importance of reviewing the proposed institutional digital platform, including subscription costs, AI credit limitations, and training requirements, before making financial commitments.
8. Internal Capacity Building
The HOS highlighted the need to continue internal capacity-building initiatives to strengthen staff knowledge and institutional performance.
He indicated that an internal knowledge-sharing session should be organized during September, building on previous engagements.
He encouraged the responsible staff to coordinate preparations and ensure that the session contributes to practical skills development and improved institutional effectiveness.
9. Action Points
· Finalize and circulate the draft meeting minutes, executive update, and supporting documents ahead of the emergency MSG meeting. – Communications
· Complete preparations for the proposed inter-University debate, including logistical arrangements and required payments. – Communications/Finance/Administration
· Finalize and verify the dissemination summary report and supporting evidence for submission to GIZ, ensuring appropriate internal review before publication. – Technical/Communications Departments
· Follow up on outstanding printing payments and coordinate the remaining dissemination activities in line with available funding. – Finance/Administration
· Coordinate preparations for government-related dissemination activities, stakeholder engagements, and the proposed MSG retreat. – Communications/Administration
· Establish weekly Friday progress reporting through departmental supervisors. – All Staff/Administration
· Ensure proper evaluation and documentation of procurement and consultancy arrangements, and review outstanding data center, communications strategy, and digital platform requirements. – Procurement/Technical Departments
· Organize the proposed September internal capacity-building session. – Administration/Relevant Departments
10. Closing
The HOS thanked staff for their participation and emphasized the importance of professionalism, accuracy, and accountability in carrying out institutional responsibilities.
He encouraged staff to strengthen coordination and maintain high standards in the preparation and implementation of institutional activities.
The meeting was adjourned following a closing prayer.
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