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EXECUTIVE SUMMARY 

The objective of this comprehensive handbook is to provide readers with a high-level 

overview of the public procurement process and the key aspects of subsequent public property 

retention and disposal actions. The structure of the handbook is designed to reflect the 

chronological order in which public bodies come into possession of public property, retain and 

manage the assets and eventually decide to dispose of items they no longer deem to serve their 

initial purpose or the objectives and interests of the entity in question.  

The handbook relies on the provisions of the Public Procurement and Disposal of Public 

Property Act of 2015, which defines the legal framework of public procurement, and offers 

general guidelines on implementing the objects of the Act based on the principles of 

accountability, integrity and transparency.  

Section 3 sets out the operational framework and the internal control functions public 

bodies need to implement in order to ensure adherence to legal requirements and best 

practices.  

Section 4 lists the key criteria needed to meet the objects of the Act and the measures 

public bodies need to implement to meet these criteria. The most important legal criteria for the 

successful procurement, retention and disposal of public property include confirmation of 

funding, segregation of duties, treatment of confidential information, managing procurement 

records and information, reporting requirements and requirements related to publishing public 

information.  

 Sections 5 and 6 are dedicated to introducing and presenting the process of public 

procurement, starting from procurement planning through the closeout of the contract. These 

chapters elaborate on a range of processes, recommendations and measures required to ensure 

that the public procurement process conforms to legal requirement, ethical expectations and 

international best practices.  

 Section 7 discusses the most important aspects of managing supplier performance and 

maintaining a successful relationship with suppliers.  

Section 8 of the handbook explains the key criteria for the retention of public property 

while Section 9 offers a brief overview of public property disposal actions. 
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1. CONTEXT AND BACKGROUND 

1.1 Purpose of the Guidelines 

The Public Procurement and Disposal of Public Property Act of 2015, as amended (“the Act”), 

introduces a new paradigm for the procurement, retention and disposal of public property in Trinidad and 

Tobago. The new legislative framework requires public bodies to perform their public property 

procurement, retention and disposal functions on the basis of a principled model rather than the 

traditional prescriptive model.  

These guidelines provide easy to follow, step-by-step guidance on: 

1. Regulatory, operational and internal control frameworks that contribute to the achievement of the 

objects of the Act,  

2. The four major stages of public procurement proceedings as described in Section 4 of the Act, 

3. The retention and disposal of public property. 

 

1.2 Intended audience 

The guidelines are intended for accounting officers, board members, senior officers, procurement 

and other officers within the organisations and systems described in the Act as public bodies that interact 

with the public procurement function, those involved in the expenditure of public money, and any other 

interested stakeholders.  

 

1.3 Legal context and alignment 

The guidelines are aligned with the Act, the Procurement Regulations and the approved General 

and Special Guidelines published by the Office of Procurement Regulation (OPR). 

Procuring entities may use these guidelines as a model for developing their own special guidelines. 

In such instances, procuring entities are required to: 

➢ Map all changes (inclusions, edits, deletions) against this model guide; 

➢ Subsequently submit a copy of their own special guidelines to the OPR for review and approval. 

 

NOTE! The OPR will grant approval for special guidelines prepared independently by 

public bodies in accordance with the procedures outlined in the OPR publication entitled  
“Preparation of Special Guidelines and Handbooks for Approval” 
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1.4 The Trinidad and Tobago Public Procurement Procedures  

The Trinidad and Tobago Public Procurement Procedures are derived from the objects of the Act.  

 

 

 

 

 

 

1.5 Linkage to the Public Procurement Procedures 

The Public Procurement Procedures of Trinidad and Tobago are based on achieving good 

governance objectives, utilising a modern-day principled model rather than the traditional prescriptive 

model. These guidelines incorporate frameworks, controls, tools and techniques required to achieve the 

objects of the Act in conjunction with procurement procedures. 

  

The objects of the Act are to promote 

➢ the principles of accountability, integrity, transparency and value for money; 

➢ efficiency, fairness, equity and public confidence; and 

➢ local industry development, sustainable procurement and sustainable development in 

public procurement and the disposal of public property. 

As stated in Section 5 (1) 
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2. INTRODUCTION 

Each entity described in the Act as a “public body” or as an entity using “public money” is required 

to plan and carry out its procurement, retention and disposal of public property functions in a manner 

that is designed to achieve the objects of the Act  

The principles designed to achieve the objects of the Act were derived from: 

 

The Act defines socio-economic policies as the “environmental, social, economic and other policies 

of Trinidad and Tobago authorised or required by the Regulations or other provisions of the laws of 

Trinidad and Tobago to be taken into account by a procuring entity in procurement proceedings.” 

Conformity with good corporate governance principles will provide the Parliament, accounting 

officers, boards of directors, and the general public with the assurance that the public body is performing 

its public procurement, retention and disposal of public property functions in a manner that is designed 

to safeguard public funds and foster economic development. Good corporate governance principles 

include: 

 

1

the socio-
economic 
policies of the 
Republic of 
Trinidad and 
Tobago

2

good corporate 
governance principles

Accountability Integrity Transparency
Value for 
Money
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2.1 Application 

Each entity described in the Act as a public body and every entity in receipt of public funds must 

ensure that its public property procurement, retention and disposal functions are carried out in 

accordance with the Act, the Procurement Regulations and the Handbooks and Guidelines approved by 

the OPR.  

The provisions of the Act also apply to Public Private Partnership (PPP) arrangements. In accordance 

with Section 4 of the Act, a PPP is consists of and is characterised by the following: 

➢  an official agreement between a public body and a private party under which the private party 

undertakes to perform a public function or provide a service on behalf of the public body 

➢ the private party receives a benefit for performing the function or providing the service, either by 

way of — 

(i) compensation from a public fund; 

(ii) charges or fees collected by the private party from the users of the service provided 

to them; or 

(iii) a combination of the above; and 

➢ the private party is generally liable for the risks arising from the performance of the function 

or the provision of the service depending on the terms of the arrangement. 

 

 

 

2.2 Achieving the Objects of the Act 

The following table provides a working definition for each of the principles codified in the Act and 

outlines strategies and techniques required for the achievement of these principles. 

  

WARNING! The procurement of goods, works or services, the retention or 

disposal of public property, or any procurement contract or agreement that is not 
performed or entered in accordance with the Act shall be void and illegal. 
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Core Principles for Public Property Procurement, Retention and Disposal 

 

Principles Definition Achievement 

Accountability Allows interested parties to ensure  
that objectives are achieved. 

- Clear chain of responsibility between 
management, budget, technical, legal 

   and procurement officials. 
- Separation of duties and authorisations 
   to ensure a transparent and smooth 
   decision- making process. 
- Dedicated ‘named’ procurement officer 

responsible for the co-ordination of the 
entire procurement process. 

- Sound contract profile and  
procurement plan before the  
tendering process begins to avoid 
economically unjustified and  
unnecessary purchases (special  
approval process for large contracts). 

- Technical specifications based on  
relevant quality characteristics and/ or 

    performance requirements. 
- Justification for rejection of tenders.  
- Independent review body with power  

to impose sanctions on parties that do  
not comply with public procurement 

    rules. 
Integrity Ensures corruption and conflicts of 

 interest are avoided. 
- Behaviour of management and 
   procurement officials consistent with 
   the public purpose of the organisation. 
- Measures to limit the scope of undue 

influence and avoid conflict of interest. 
(Code of ethics, integrity pacts,  
protection of whistle-blowers,  
confidentiality and impartiality  
agreements). 

- Communication between the 
   contracting entity and tenders that can 
   be recorded. 
- Limited negotiation or amendments to  

final tenders and proposals after 
   submission. 

Transparency Ensures appropriate information is  
available in the public domain. 

- Publication of contracts or framework 
agreements awarded. 
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Principles Definition Achievement 
- E-procurement systems to prevent  

collusion with tenderers. 
- Publicising procurement opportunities. 
- Advance procurement and contract  

award notices. 
- Minutes/ recording of meetings. 
- As far as is practical, free tender  

documents (published on website). 
- Notice of award of all procurement  

contracts. 
Value for Money Ensures achieving efficiency, economy 

of scale and cost competitiveness.  
- Internal estimates 
- Quality and cost alignment 
- Whole of life costing/ Total cost of  
   ownership 

Efficiency Ensures achieving procurement  
objectives within reasonable time and cost. 

- Sound programming and planning. 
- Consideration given to both cost and  

quality in evaluation. 
- Proper contract management. 
- Reasonable contract amendments. 

Fairness Ensures a level playing field where all 
suppliers/ contractors are treated  
equally. 

- Minimum tender deadlines 
- Standstill period 
- Justify exceptions to open tender 

arrangements. 
- Reasonable tender specifications,  

requirements and appropriate award  
criteria. 

- Avoid confusions or complexities in the 
 tender documents. 

Equity Ensures all suppliers/contractors have a  
fair chance of winning the contract. 

- Fair competition (no discrimination) for 
  tenderers of equal status (irrespective  
  of nationality, residency or political  
  affiliation). 
- Clear eligibility criteria, qualification and 

technical requirements to be met by 
tenderers. 

Public confidence Trust - Transparent processes. 
- Accountability. 

Local  
industry  
development 

Activities that serve to enhance local  
capacity and competitiveness by  
involvement and participation of  
residents, firms and capital market.  
Knowledge transfer during the  
procurement and use of goods, works  

- Where appropriate capacity and 
competitiveness exists in the local  
market, national competitive tendering 
should be used 

- In instances where the socio-economic 
policies support development of a  
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Principles Definition Achievement 
or services that are being procured sector, domestic preferences can be  

allowed. 
- Reservation of contracts (e.g. within a 

geographical catchment area by  
Regional Corporations)  

- Sub-contracting should be considered  
to develop the capacity of small and  
medium enterprises (SMEs). 

- Allocation of lots in tender documents. 
Sustainable 
procurement 

A process whereby public bodies meet  
their needs for goods, works or services  
in a way that achieves value for money  
in the long-term in terms of generating 
benefits not only to the public body, but also 
to the economy and wider society,  
whilst minimizing damage to the  
environment. 

- Planning tender processes with 
 sustainable development in mind. 
- Developing specifications for 

 sustainable products. 

Sustainable 
development 

Development projects that meet the  
needs of the present without  
compromising the ability of future  
generations to meet their own needs. 

- Plan projects with sustainable  
development goals in mind. 
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3.  APPLICABLE FRAMEWORKS 

3.1. Regulatory Framework 
Section 4 of the Act defines a public body as an entity established with a specific mandate towards 

the socio-economic development of Trinidad and Tobago.  

 

 

Each public body has its own unique characteristics such as size, structure, procurement, retention 

and disposal needs, expenditure levels, and supply markets. 

The Regulatory Framework for procurement best practices comprises relevant acts of legislation, 

the Procurement Regulations as well as the Handbooks, Guidelines and any directives issued by the OPR. 

 

LISTING OF PUBLIC BODIES 

▪ The Office of the President 

▪ Parliament 

▪ The Judiciary 

▪ A Ministry or a department or division of a Ministry 

▪ The Trinidad House of Assembly (THA) or a division of the THA 

▪ A municipal corporation 

▪ A Regional Health Authority (RHA) 

▪ A statutory body 

▪ A State-controlled enterprise 

▪ A service commission 

▪ A body corporate or incorporate, established by the President, a Minister or another 

public authority, performing a function on behalf of the State  

▪ A body corporate or incorporate that uses public money 
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➢ Parliament is made up of three (3) branches: the House of Representatives, the Senate and the 

President.  

➢ The OPR is not accountable for the procurement performance of public bodies. However it must 

report to the Speaker of the House of Representatives, the President of the Senate and the 

Minister of Finance, giving an assessment of the overall performance of the procurement system. 

➢ The Public Procurement Review Board is established to review decisions made by the OPR. 

➢ The Director of Public Prosecutions (DPP) is engaged after the conduct of an investigation if the 

OPR has reasonable grounds for suspecting that an offence has been committed. A report shall be 

submitted to the DPP to proceed with the relevant appropriate action. 

Public bodies are required to have a ‘Named’ Procurement Officer who shall be responsible for public 

procurement and disposal of public property functions at the organisation. The OPR recommends that the 

‘named’ Procurement Officer report to the Accounting Officer to ensure effective internal controls, the 

planning, execution and monitoring of the procurement and disposal functions thus achieving full 

compliance with the provisions of the Act.  

 

  

Public Bodies
Office of the 
Procurement 

Regulation

Public 
Procurement 
Review Board

Parliament

Director of Public 
Prosecution
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3.2. Operational Framework 

A public body may fall into one of the following categories: 

❖ Bodies where procurement functions have traditionally been governed by the Central Tenders 

Board Act 1961 (e.g. Government ministries and their departments or divisions) 

 

❖ Bodies where procurement functions are governed by Appendix B of the State Enterprises 

Monitoring Manual (e.g. State-owned enterprises) 

 

❖ Bodies that operate independently of the government and whose purpose is to address a social or 

political issue (e.g. Non-Governmental Organizations - NGOs) 

 

When it comes to public procurement, each of these bodies will have its own organisational 

structure, capability and experience based on its size, the manner in which it was established, the volume 

of its procurement activities and the value of its annual procurement spend. 

 

3.2.1 Functional Organisational Structure 

It is a critical requirement for a public body or organisation utilising public funds to be suitably 

structured and resourced to achieve the objects of the Act. The functional organisational structure for the 

procurement, retention and disposal of public property separates the roles and responsibilities of the key 

internal stakeholders involved in the public procurement function. A generic structure includes the 

following: 

 

Accounting Officer

• with fiduciary responsibility to 
the Auditor General in 
accordance with the Exchequer 
and Audit Act, Chapter 69:01, 
as amended.

Named Procurement Officer

• responsible for ensuring that 
the procurement, retention and 
disposal of public property 
functions at the respective 
entity are planned and 
executed in a manner designed 
to achieve the objects of the 
Act.
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The following diagram depicts the organisational structure of a public body responsible for a high 

volume of significant (high-risk and/or high-value) procurement and disposal actions: 

 

Procurement and Disposal Advisory Committee

• (responsible for verifying the procurement and disposal activities 
performed by a public body and providing a level of reassurance to the 
Accounting Officer that these activities were performed in accordance 
with approved policies and procedures, handbooks and guidelines, and 
the annual procurement plan). The committee should comprise a 
representative of the legal department, finance department and an 
individual with relevant technical expertise to advise on the specific 

procurement activity.

Accounting Officer

Named 
Procurement 

Officer

Senior 
Procurement 

Officer(s)

Junior Procurement 
Officer(s)

Buyer/ Shopper

Contracts Officer

Administrative 
Officer

Procurement and 
Disposals Advisory 

Committee
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Where appropriate, the structure of the public body may be customised to address unique 

requirements and this shall be clearly illustrated in the body’s special guidelines and handbooks submitted 

for approval by the OPR. 

 

3.2.2 Roles and Responsibilities for Procurement and Disposal of Public Property 

It is important to understand the key roles and responsibilities of those involved in the procurement, 
retention and disposal functions. 

Accounting Officers (as defined in the Exchequer and Audit Act, Chapter 69:01 Section 2) and Chief 
Executive Officers/Managing Directors of State Enterprises/State Agencies/Statutory Bodies exercise and 
may delegate procurement and disposal authority to the ‘Named’ Procurement Officer within their 
respective procuring entities. 

• Accounting Officers are accountable to the Public Accounts Committee for the formal regularity 
and propriety of the accounts of all the expenditure for which they are responsible. 

• Chief Executive Officers/Managing Directors or equivalent of State Enterprises/ State 
Agencies/Statutory Bodies are accountable to their respective Board of Directors for the exercise 
of the procurement and disposal authority that is delegated to them. 

Additional information on the roles and responsibilities of public officers involved in the 
procurement and disposal of public property is available in the publication entitled General Guidelines: 
Framework for Internal Control for Procurement. 

 

3.3. Framework for Internal Control for Procurement 

It is critical for each public body to establish an Internal Control Framework that will ensure the 
identification and mitigation of risks that are inherent to these functions. Internal control is defined as “a 
process, effected by the public body’s board of directors, management and other personnel, designed to 
provide reasonable assurance regarding the achievement of objectives relating to operations, reporting 
and compliance”. 

 

3.3.1. Internal Control and Accountability 

The Internal Control Framework for procurement ensures that procurement activities are exercised 
within a systemic framework of accountability.  It is the responsibility of the procuring entity to establish 
appropriate internal control systems.  

An effective system of internal controls will help provide reasonable assurance to the Parliament, 
various Boards and Accounting Officers as well as the general public regarding the achievement of 
procurement objectives. The publication entitled General Guidelines: Framework for Internal Control for 
Procurement and Appendix II thereto contain further information on internal controls and an 
accountability matrix. 
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3.3.2. Control Elements and Principles in Internal Control Frameworks 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Control elements  

The system of internal control is made up of five (5) interrelated components, all of which contribute 
towards accountability in the procurement, retention and disposal of public property. The components 
(control environment, risk assessment, control activities, information and communication, and 
monitoring) are outlined in the diagram below.  

 

 

  

Control
Environment

•Set of 
standards, 
process and 
structures that 
provide the 
basis for 
implementing 
internal 
control 
throughout 
the public 
procuring 
entity;

•Example: 
Develop policy 
procedures, 
code of ethics 
and code of 
conduct

Risk
Assessment

•Involes a 
dynamic and 
iterative 
process of 
identifying, 
analysing and 
assessing risks 
to the 
achievement 
of objectives;

•Example: 
Develop policy 
procedures, 
code of ethics 
and code of 
conduct

Control
Activities

•Actions 
established 
through 
policies, 
procedures, 
guidelines and 
directives that 
help ensure 
management'
s directives to 
mitigate risks 
for the 
achievement 
of 
procurement 
objectives;

•Example:
Develop and 
implement a 
risk 
management 
plan 

Information & 
Communication

•Information is 
required for 
the procuring 
entity to 
support the 
achievement 
of its 
procurement 
objectives;

•Communicati
on is the 
iterative 
process of 
providing, 
sharing and 
obtaining 
necessary 
information;

•Example:
Develop and 
implement 
procurement 
system or an 
Enterprise 
Resource 
Planning 
System (ERP)

Monitoring

•Monitoring 
and specific 
reviews are 
used to review 
the entity's 
activities and 
transactions 
to assess the 
quality of 
performance 
and ascertain 
whether each 
of the five 
components 
of internal 
controls is 
present and 
functioning;

•Example: ERP 
system assists 
with the 
monitoring of 
performance 
and also 
auditing
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3.3.3. Operational Framework of Internal Control for Public Procurement 

The Operational Framework of Internal Control for Procurement identifies the inherent risks, the 
minimum controls that must be implemented as well as the main responsibilities and accountabilities 
associated with each of the five components of internal control. For further information, consult Appendix 
II to the publication entitled General Guidelines: Framework for Internal Control for Procurement.  

 

From a risk management perspective, public procurements are categorised as follows:  

➢ significant procurement or disposal 
➢ low risk/low value procurement or disposal and  
➢ simple buying or shopping.  

The aim is to focus effort and capability on procurement and disposal actions involving high relative 
risk and value. 

 

  

The organisational dimension addresses two (2) integrated aspects: 1) organisation level 
performance and 2) organisation level management. The former sets the standards, objectives 
and strategy through which procurement effort is managed efficiently and effectively, whilst the 
latter is responsible for enforcing and monitoring the set policies and procedures. 
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Section 4 
 

General Guidelines for Achieving the Objects 

of the Act 
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4. GENERAL GUIDELINES FOR ACHIEVING THE OBJECTS OF THE ACT 

4.1 Confirmation of Funding 

The execution of the procurement strategy and the award of contract shall only commence once 

the procuring entity has clear evidence or confirmation that funds have been approved and are readily 

available. If a procuring entity is faced with an urgent need that requires commencement of the 

procurement strategy without formal acknowledgement of approved and available funding; potential 

suppliers/contractors must be informed that the solicitation is “in anticipation” of the requirement, and 

an award of contract would only proceed when full authorization and funding has been received. 

 

4.2 Segregation of Duties 

In carrying out the procurement actions, the segregation of responsibilities for procurement is 

essential. The requisitioner, budget holder, procuring officer or buyer, payer and the receiving officer 

should be separate responsibilities in order to provide appropriate organisational checks and balances and 

to permit specialisation in their respective professional areas. This also aligns with the emphasis on 

accountability in the control environment. 

 

4.3 Treatment of Confidential Information 

In accordance with the provisions set forth in Sections 39 (1), (2), (3) and (4) of the Act, procuring 

entities must take appropriate steps to protect all confidential information during the procurement 

process. This includes observing legal obligations, such as those under the Act, the Freedom of Information 

Act and the Data Protection Act of 2011. 

 

4.4 Procurement Records and Information Management 

Procuring entities shall maintain, for each individual procurement cycle, a level of documentation 
and records commensurate with the scale, scope and risk of the procurement. The public body shall open 
and maintain a hard copy file of the procurement proceedings and where possible, ensure storage in an 
electronic format.   

All records must be accurate and concise and shall include the following: 
 

➢ The business case, together with evidence of all necessary approvals;  

➢ Internal drafts of all solicitation documents, including related internal correspondence;  

➢ Original copy of all issued solicitation documents; 

➢ Invitation to Tender or Tender Notice; 
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➢ All communications with suppliers/ contractors or potential suppliers/ contractors  

➢ All addenda issued and contemplated;  

➢ Tenders, quotes and proposals received; 
➢ Tender Opening Register; 
➢ Original bids received from suppliers/ contractors;  

➢ All records of evaluation process, including individual evaluator notes and scores;  

➢ Letter of Award; 
➢ Performance Security (if required); 
➢ A copy of the signed and executed Contract; 
➢ All relevant memoranda, correspondence and email communications; 
➢ Copy of communications, including official minutes, from all related meetings and deliberations;  

➢ Records of bidder debriefings; 

➢ All communications related to bid disputes or complaints. 

Additional information on record and Information management is available in the publication 

entitled General Guidelines: Record Keeping and Maintenance of Procurement Files. 

 

4.5 Reporting Requirements  

The key reporting requirements concerning public bodies are as follows: 

1) Annual Procurement Plan  

The Annual Procurement Plan is prepared by the ‘Named’ Procurement Officer, is approved by the 
Accounting Officer, and subsequently submitted to the OPR for review. This should be done within six (6) 
weeks following the approval of the National Budget. 

 
The plan needs to be developed in collaboration with the public body’s budget holders taking into 

consideration its Annual Estimates of Capital, Recurrent and PSIP Expenditure. The plan provides details 

of items to be procured, risks involved, market analyses, procurement strategies and objectives, as well as 

contract management strategies for the spending categories in the period. Detailed guidelines for 

preparing the Annual Procurement Plan are available in the publication entitled General Guidelines: 

Developing the Annual Procurement Plan. 

2) Quarterly Reports  

 37 of the Act states that a “procuring entity shall submit to the OPR no later than three (3) weeks 

after the end of each quarter a report of all contracts awarded during the immediately preceding quarter”. 

A database is provided by the OPR in which the ‘Named’ Procurement Officer registered with the OPR will 

enter the required information concerning awarded contracts as specified in the Act.  
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3) Annual Procurement Performance Report  

 The Annual Procurement Performance Report is prepared by the ‘Named’ Procurement Officer, 

approved by the Accounting Officer and is submitted to the OPR within six (6) weeks of the end of the 

fiscal year. The report provides details of the performance of the procurement function during the fiscal 

year, comparing planned and actual activities and outcomes for each category of expenditure. Additional 

information on the development of the Annual Procurement Performance Report is available in Appendix 

I to the publication entitled General Guidelines: Monitoring, Managing and Reporting on Procurement 

Performance. 

 

4.6 Requirement to publish public information 

For the purposes of achieving transparency and accountability, a public body is required to publish 

the reports and information listed below. In addition, the public body shall publish reports and information 

as directed from time to time by the Regulator. 

1) Annual Schedule of Planned Procurement Activities 

Each procuring entity shall publish on its website, or in any other electronic format, information 

regarding all planned procurement activities for the following twelve (12) months after the approval of 

the National Budget. The information must be published as an Annual Schedule of Procurement Activities, 

in the format provided below, no later than six (6) weeks after the approval of the National Budget. Note 

that the following table is intended as an example. 

Annual Schedule of Planned Procurement Activities 

No.  

Project Number IFB# 003/2018/19 

Project Name Supply and Delivery of Vehicles 

Brief Description Supply and Delivery of fourteen (14) high-top panel 
vans, six (6) wreckers and eight (8) 4x4 pick-up vans 

Proposed date for Issue of Bidding Documents Nov-19 

Expected Delivery / Completion Date Sep-20 

Estimated Project Duration (for works and services) N/A 

Procurement Method Open Bidding 

Standstill period (if applicable) – No. of days 10 

Contract Type 3-year full-service lease 

NOTE! At its discretion, the OPR may from time to time require that public bodies 

provide information on matters relating to the procurement, retention and/or disposal of 

public property. The public body shall provide the report in the manner and format, and 

within the timeframe stipulated by the OPR. 
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The public body shall provide a printed copy of the Annual Schedule of Procurement Activities upon 

request from any potential contractor or any member of the public, following payment of a reasonable 

fee. The fee shall be in alignment with the cost of reproducing and transmitting (where necessary) the 

printed Schedule to the requestor. Additional details for the development of the Annual Schedule of 

Procurement Activities is available in the publication entitled General Guidelines: Developing the Annual 

Procurement Plan. 

2) Other Procurement and Disposal Related Information  

The public body shall publish information relating to procurement activities that is deemed to be of 

general public interest. Such information shall include: 

a) Invitation to Bid or Request for Proposals (for open tenders) 

b) Invitation to Prequalify 

c) Notice of cancellation of any procurement activity that was previously advertised 

d) Information on the award of contracts or framework agreements. 

Additional details on the publication of information of general public interest regarding procurement 

activities are available in the publication entitled General Guidelines: Procurement Methods and 

Procedures. 
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Section 5 
 

Public Procurement 
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5. PUBLIC PROCUREMENT 

5.1 Definition of Public Procurement 

In accordance with Section 4 of the Act, public procurement refers to “the acquisition of goods, 

works or services involving the use of public money”. “Public funds”, as defined in the Exchequer and Audit 

Act (Chap 69:01), include “public money” as defined in the Act.  

 

 
Public procurement occurs in the context of complex interactions between policy imperatives, public 

sector governance, management arrangements and practices, modes of financing, supply market 
operations and stakeholder influences. 

Public Procurement

Public 
financing

Programme 
delivery

Supply 
market 

operations

Public sector 
goverance & 
management 
arrangements

Policy 
imperatives

Stakeholders’ 
issues & 

influences

Public money 

 
is defined by Section 4 of the Act as: 
 
(a) received or receivable by a public body; 
(b) raised by an instrument from which it can be reasonably inferred that the 
State accepts ultimate liability in the case of default; 
(c) spent or committed for future expenditure, by a public body; 
(d) distributed by a public body to a person; 
(e) raised in accordance with a written law, for a public purpose; or 
(f) appropriated by Parliament. 
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Public procurement accounts for a substantial portion of expenditures incurred by public bodies. 

Public bodies are therefore expected to execute the procurement function efficiently and with high 

standards of conduct in order to ensure high quality of service delivery and safeguard the public’s interest. 

A public procurement process that ensures value for money must be transparent and auditable without 

delaying implementation and the achievement of the public body’s mandates and objectives.  

Public procurement regulatory frameworks are not stand-alone but are an element of the 

regulation of the administration of public monies.1 

 

Public Procurement Regulatory Frameworks  

 

5.2 Stages of Public Procurement 

Public procurement is a holistic approach to acquiring goods, works and services and spans from the 

initial planning stages to the close out of the contract. The stages of Public Procurement Process defined 

in Section 4 of the Act are depicted below:  

 
1 UNDP Trinidad and Tobago: Public Procurement Policy and Practice Reform, June 2017 
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The Four Stages of Public Procurement 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.3 Public Procurement Levels 

To achieve the objects of the Act, each public body is required to perform public procurement 

functions at two organisational levels: 

                                 Strategic Level 

                                Operational Level 

  

•Annual planning for procurement activities following budget allocation

•Detailed planning of individual procurement activities

•Market research and analysis

•Procurement portfolio analysis, development of risk mitigation, procurement and
contract management strategies

Stage 1 - Procurement Planning

•Request for quotation/proposal/Invitation to Bid

•Site visit

•Clarification

•Receipt of bids

Stage 2 - Solicitation

•Evaluation of submissions

•Preparation of evaluation report

•Approval process

•Standstill period (where applicable)

•Contract award

Stage 3 - Evaluation &  Award of Contracts

•Contract performance

•Contrat management

•Vendor relationship management

•Reporting on contractor performance

•Contract close-out

Stage 4 - Contract Management to Closeout
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1. Strategic Level Procurement 

Activities at the strategic level set the overall direction for procurement in alignment with the 

strategies outlined in the public body’s strategic objectives. The following activities, performed at the 

strategic level, lead to successful procurement performance at the operational level.  

Five Steps of Strategic Procurement 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Operational Level Procurement 

The four (4) main stages of public procurement are a sequence of related activities that form the 

Public Procurement Cycle (see below). These activities depict the end-to-end cycle related to the 

procurement of goods, works and services. 

•conduct internal needs analysis

•develop procurement portfolio

•benchmark current performance, resources used to identify needs and targets before 
developing the procurement strategies

Identify Needs

•detailed specification of the need in its entirety for each round of procurement (type, 
quantity, colour, delivery, etc.)

Define the Need

•conduct portfolio analysis

•consider market forces

•apply supplier preferencing model tool

•apply the 80/20 rule

•conduct an assessment of the provider's market

Market Research & Analysis

•calculate the estimated cost of the project

•request confirmation of funding  

Budget Estimate

•develop strategies for each item or spend category (as appropriate)

•develop the Annual Procurement Plan

Develop Procurement and Contract Management Strategies
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➢ Define Needs – the requisitioning department identifies and clearly defines the specific 

procurement need, prospective suppliers/ contractors (if known), and develops the specifications, 

terms of reference and scope of services. These actions are to be completed in collaboration with 

the procurement unit. 

➢ Reconcile Needs with Funds – the requisitioning department confirms the availability of funds for 

the procurement activity. 
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➢ Prepare Solicitation Documents – the requisitioning department prepares the purchase requisition 

or project initiation form and submits them along with all supporting documents (including 

necessary management approvals) to the procurement unit to start the solicitation process. The 

procurement unit then prepares the necessary solicitation documents. 

➢ Solicitation – The procurement unit invites bids, quotes or proposals, hosts pre-bid meetings and 

site visits (where necessary) and arranges for the receipt of bid submissions. 

➢ Evaluation and Preparation of Evaluation Report – the evaluation team assesses the vendors’ 

submissions and prepares the evaluation report, with recommendation for award of contract, for 

management approval. 

➢ Review by the Procurement and Disposal Advisory Committee – the Procurement and Disposal 

Advisory Committee reviews the procurement records including the report and recommendations 

for contract award and determines whether the following three criteria have been met: a) the 

approved processes as set out in the Handbook; b) the approved procurement strategy outlined 

in the Annual Procurement Plan: and c) value for money; and advisement of the Accounting 

Officer. 

➢ Obtain Approval for Award of Contract – the procuring unit seeks approval for award of contract 

or issuing of the purchase order from the manager with the appropriate delegated authority level. 

➢ Standstill Period (if applicable) – the procuring unit initiates the standstill period by issuing a notice 

of intention to award to all suppliers/ contractors, informing them of the standstill period and 

informing them of the opportunity to gather information from the procuring entity on the contract 

award decision.  

➢  Issue Notice of Acceptance – At the end of the standstill period (where one was enforced), the 

procuring unit issues the formal letter of acceptance to the successful provider. 

➢ Finalise and Execute Contract –the legal department and preferred provider finalise and execute 

(sign) the contract with support from the user department and the procurement department.  

➢ Commencement of Contract – the requesting department initiates contact and makes 

arrangements with the provider for the performance of the contract.  

➢  Receive Goods/Monitor Work & Services – the duly authorised representative of the procuring 

entity monitors the performance of the contract to ensure successful contract execution.  

➢  Make Payment – the finance department arranges payment to the vendor on recommendation 

from the procuring department, in accordance with the terms and conditions of the contract. 

➢  Report on Performance of the Provider – the duly authorised representative from the procuring 

entity completes the supplier or contract performance report and submits to the procurement 

department. The report may be completed on completion of the contract where the contract is of 

a short duration, or periodically for long-term contracts. 

5.4 Public Procurement Planning 

Procurement planning and strategy development are fundamental and mandatory steps in the 

public procurement cycle. Appropriate planning for procurement at both the strategic and operational 

level is essential to optimise the contribution of the procurement function towards achieving the overall 
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goals of the procuring entity. All public bodies are required to conduct Annual Procurement Planning, 

which is to commence at the beginning of the Budget Estimate process. Spearheaded by the ‘Named’ 

Procurement Officer, the process for developing the Annual Procurement Plan and Strategy is explained 

in the publication entitled General Guidelines: Developing the Annual Procurement Plan. 

 

 5.4.1 Procurement portfolio management 

The purpose of analysing the procurement portfolio is to develop a comprehensive picture of 

procurement challenges that the procuring entity faces in acquiring goods and services. This requires the 

combination of two sets of information: 

➢ the estimated procurement value in each category of goods, works or services that the entity 

anticipates procuring during the next twelve months; and,  

➢ the level of difficulty of procuring each category expressed as a relative risk rating.   

 

Using a combination of the above, the procuring entity can frame broad strategy for the 

procurement of goods and services in each of the four quadrants of the portfolio matrix and to identify 

categories of goods and services that are considered significant – high value and/ or high risk and therefore 

require greater attention and effort.  

Appropriate strategies can then be developed for procurement actions in each of the categories 

identified in the procurement portfolio. 

 5.4.2 Identifying the procurement-related spend profile 

The first information set required to identify the procurement portfolio is the estimated annual 

spend in each category of goods and services to be procured by the entity. The historical spend in each 

category during the previous financial year is usually the best estimate as the spending patterns of public 

sector entities tend to be relatively stable/ consistent 

NOTE! Subsequent to the reading of the National Budget, procuring entities receive 

their approved budgets and are then able to revisit and amend their Annual Procurement Plans 
in accordance with their budget allocations. In compliance with Section 27 of the Act, the 
Procuring Entity must then publish in an electronic format information on all planned 
procurement activities for the following twelve months. A template for publishing the 
information is available in the General Guidelines: Developing the Annual Procurement Plan. 
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Should there be changes that are likely to impact future spending patterns, historical figures need 

to be adjusted to reflect such change Additional information on portfolio management is available in the 

publication entitled General Guidelines: Procurement Portfolio Management. 

 

 

5.4.3 Understanding and assessing supply risks 

In general, there are three sources of supply risk:  

 
These three sources of risk relate to: 

 

➢ the nature of the supply market and its operation;  

➢ the probability of supply failure;  

➢ the strategic importance of the goods or services to the organisation;  

➢ the impact of supply failure on the organisation; and  

➢ the complexities in the relationship between the procuring entity and the supply market. 

Additional information on understanding and assessing supply risks is available in the publication 

entitled General Guidelines: Procurement Portfolio Management. 

 

external 
factors

factors internal 
to the procuring 

entity 

relationship 
complexities 
involved in 

the 
procurement 

The procurement portfolio is used as a management tool to optimise procurement 

objectives, strategy, organisation, systems, policies, procedures and capabilities applied to 
the categories in each of the four segments. It is fundamentally an organisational 
procurement risk management tool supporting organisational level procurement 
management and internal control. The validity of the risk and value parameters attached to 
each category is open to audit scrutiny. 
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5.5 Procurement Risk Management  

Risk is defined as the possibility that an event would occur and adversely affect the achievement of 

objectives.  

Risks, including strategic, reputational, operational and financial are considered against the 

procuring entity’s risk tolerances and appetite. This forms the basis for determining risk management 

strategies, which include avoidance, transference, acceptance or mitigation Additional information on the 

management of risks in procurement is available in the publication entitled General Guidelines: 

Management of Risks in Procurement. 

 

5.6 Defining Requirements 

Upon identifying a future or present need that may be either new or recurring, the requisitioning 

department shall use their best efforts to accurately describe the need in the form of one of the following: 

• Specifications – for defining goods  

• Scope of Works (SOWs) –for defining civil works, building design and/or 

construction works 

• Terms of Reference (TORs) – for defining services and consultancy 

Detailed information on defining requirements for goods, works and services is available in the publication 

entitled General Guidelines: Developing Specifications. 

 

5.7 Estimates and Budgeting 

The procuring entity shall use appropriate methodologies to develop realistic cost estimates. The 

estimated value of the procurement must include the total cost of ownership over the lifespan of the asset 

or service. 

In determining the total cost of ownership, the procuring entity shall consider, and where applicable, 

include the following: 

• The initial purchase price of the goods, services or works; 

• Maintenance costs; 

• Transitions-out costs; 

• Licensing costs; 

Risk assessment 

involves a dynamic and iterative process of identifying, analysing and assessing risks to the 
achievement of objectives. 
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• The cost of additional features procured after the initial procurement; 

• Consumable costs;  

• Disposal costs. 

To aid in the determination of market prices and other factors, the procuring entity may conduct 

market research or issue a Request for Information (RFI) to derive cost estimates. 

If the nature of the requirement is extremely complex and the requisite internal competency is not 

available to realistically estimate the cost of the procurement, the procuring entity may request or procure 

the services of external experts to assist in preparing or reviewing the estimate.  

  

WARNING! A procuring entity shall not split procurement to avoid obligations 

under the Act. 
As stated in Section 31 of the Act 
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Section 6 
Procurement Planning and Execution 
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6. PROCUREMENT PLANNING AND EXECUTION 

6.1 Procurement Planning 

All procurement activities to be undertaken during a given fiscal year need to be included in the 

entity’s approved Annual Procurement Plan. In keeping with the Plan’s schedule, the Solicitation and 

Evaluation stage of the Procurement Cycle is to be completed in accordance with the key activities outlined 

in the figure below. 

 

Once the Annual Procurement Plan has been finalised and approved, following the publishing of the 

national budget, the ‘Named’ Procurement Officer shall develop a plan for each individually scheduled 

procurement activity. The scope and effort for each individual plan will depend on the complexity of the 

requirement. 

 

6.2 Solicitation  

 

Solicitation documents shall include: 

➢ Request for Quotation for low risk/ low value items 

➢ Request for Proposals for the provision of services 

➢ Invitation to Bid for the supply of goods and the performance of works 

 

Individual 
Procurement 

Planning

Procurement 
Method

Solicitation Evaluation
Contract 
Award

The solicitation document 

and its amendments are issued by or on behalf of the procuring entity and sets out the terms and 
conditions of the procurement. 
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The preparation of solicitation documents covers the process of assembling and formalising the 

information and documentation necessary for potential suppliers to prepare responsive and easily 

comparable bids, consistent with the procurement strategy and its requirements.  

 

Each solicitation document must include a draft contract, which shall be completed by the procuring 

entity and executed by the duly authorised representatives of the procuring entity and the successful 

bidder. Additional information on procurement methods and their conditions of use is available in the 

publication entitled General Guidelines: Procurement Methods and Procedures. 

Stages in the Preparation and Issuance of Solicitation Documents  

 

 

Start 

Selection of solicitation 
documents

Preperations of content for 
solicitation documents

Finalisation of solicitation 
documents

Approval of solicitation 
documents

Issuance of solicitation 
documents

Clarifications/ pre-submission 
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Receipt of Submissions

End
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6.3 Procurement Methods and Conditions of Use 

It is a basic principle of public procurement that a competitive process should be used unless there 

are justifiably exceptional circumstances. The nature of the process should be commensurate with the 

size, complexity and characteristics of the contract to be awarded. The following are six (6) procurement 

methods that can be considered: 

1. Open Bidding is based on an invitation to bid that is advertised nationally, regionally or 

internationally.  

2. Limited Bidding enables a procuring entity to engage a limited number of suppliers or 

contractors. 

3. Two-Stage/ Multi-Stage Bidding is a procurement method where the submission of proposals 

takes place in two (2) or more stages and where technical and financial proposals are submitted 

separately.  

4. Single Source procedures are based on engaging one supplier or contractor even though there 

are other suppliers or contractors available in the market. This can only be used in extremely 

urgent cases, for reasons of standardisation, and where its use can be strongly justified.  

5. Sole Source procedures are based on engaging one supplier or contractor when there is only 

one supplier or contractor that provides the goods, works or services. 

6. Competitive Dialogue is a procedure where an organisation is able to conduct dialogue with 

suppliers/ contractors with the goal of developing suitable alternative solutions. 

In addition to the procurement methods outlined above, the procuring entity may also be 

consider using a Request for Proposal with Consecutive Negotiations or Competitive 

Negotiations. For detailed information see the publication entitled General Guidelines: 

Procurement Methods and Procedures. 

The procuring entity should consider the following types of solicitation documents when 

developing the strategy to carry out the various procurement methods: 

➢ Request for Quotation (RFQ) 

RFQs are used for low value/ low risk purchases with standard and easily defined requirements. 

➢ Requests for Proposals (RFP) 

RFPs specify what the customer is looking for and are used by organisations to elicit a response 

from potential vendors. It is a formal bid. 

➢ Invitation to Bid (ITB) 

An ITB is a request issued by the procuring entity inviting providers to submit a proposal on a 

project for specific goods, works or services. 

➢ Expression of Interest (EOI) 
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An EOI is used to invite potential suppliers or contractors to indicate their interest in participating 

in an upcoming procurement activity. The request for an EOI will provide potential suppliers or 

contractors with a broad scope of services and expected timeline for execution of the services.  

➢ Request for Information (RFI) 

An RFI is used to obtain general information about goods, services or providers and is often used 

prior to specific requisitions for items. 

Note that the Act stipulates that, where applicable, due diligence requirements must be 

included in solicitation documents. For additional information, see the Standard Bidding 

Documents templates on the OPR’s website at https://oprtt.org/resource-centre under the 

heading ‘Procedural Templates’. 

 

6.4 Emergency Procurement 

An emergency is considered an urgent and unexpected requirement where the conservation of 

public resources is at risk. Where an emergency exists, a procuring entity may pursue procurement 

contracts without complying with formal competitive bidding requirements. Under such conditions, a 

waiver of the competitive bidding requirements will be approved by the Accounting Officer. When there 

is insufficient time to procure via competitive bidding due to an unexpected need, a purchase is made to 

fill this need. For additional information, see the publication entitled General Guidelines: Procurement 

Methods and Procedures. 

 

6.5 Pre-Submission Meetings and Site Visits 

Pre-Submission Meetings are usually held during the bid/proposal preparation period, after 

solicitation documents have been issued. These meetings may be mandatory or optional, as specified in 

the solicitation documents. Their purpose is to clarify any concerns suppliers/ contractors may have with 

the solicitation documents, scope of work and other details of the requirements. These meetings are 

formal, and the results are made available in writing to all prospective suppliers/ contractors that 

registered interest in the requirements, be it through requesting, buying or downloading the solicitation 

documents from an official website. Addenda to the solicitation documents may be issued as a result of 

discussions held during the pre-submission meeting. In addition, prospective suppliers/ contractors are 

permitted to request clarifications by a date and time stipulated in the solicitation documents. 

NOTE! Failure to properly plan in advance, which results in a situation in which normal 

practices cannot be followed, does not constitute an emergency  

https://oprtt.org/resource-centre
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Based on the requirements of the given procurement, a visit to the project site may be necessary to 

allow prospective suppliers/ contractors to view site conditions and take measurements. The date, time 

and starting point for site visits must be stated in the solicitation documents. The results are formally sent 

to all prospective suppliers /contractors that expressed interest in the requirement, by way of minutes of 

the site visit and pre-bid meeting, including consolidated responses to request for clarifications, from 

prospective suppliers/ contractors. 

 

6.6 Receipt and Opening of Bids 

Submissions from suppliers/contractors shall be received by the procuring entity in accordance with 

the instructions to suppliers/contractors stipulated in the solicitation document. Bids may be submitted 

into a clearly labelled tender box, via email or a secure electronic platform. Bids must be submitted within 

the stipulated deadline, at the location and in the format described in the solicitation document as they 

may otherwise be rejected or returned unopened to the bidder. After the solicitation process, bids are 

received, registered, stored, opened, and handed over by authorised representatives of the procuring 

entity. The purpose of this formal process is to ensure that transparency and confidentiality are 

maintained. 

The bid opening process is normally conducted by an authorised representative of the procuring 

entity. The bid opening is a formal process of opening, reading and recording, in writing, of all bids received 

in response to the solicitation, at the date, time and place stipulated in the solicitation documents. 

 

The type of solicitation and the solicitation documents used will determine whether the opening of 

the submissions will be conducted in public and which type of information will be disclosed. Quotations 

are opened internally, whereas bids are opened in a public bid opening. Proposals are usually submitted 

using a two-envelope system (i.e. one envelope for the technical proposal and another separate envelope 

for the commercial proposal). Once the technical evaluation has been completed, the commercial 

proposal of the proponents meeting the approved minimum acceptable technical requirements will be 

opened.    

NOTE! It is recommended that bid opening takes place immediately after  

the closing deadline for receipt of bids. In addition to being efficient, this process will reduce any  

risk of manipulating bids received or the acceptance of late bids.  
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The representative responsible for opening bids (technical and commercial), will prepare a 

record/report on the opening of bids. The report would normally contain the following information at a 

minimum: 

❖ bids received (name and country of origin of the supplier); 

❖ date and time of the beginning and end of the opening of bids; 

❖ price, currency of bids, any discounts offered and the existence of bid securities; 

❖ offer validity periods; 

❖ names of supplier or supplier’s representative(s) present at the public opening; 

❖ list of bids rejected for various reasons: (e.g., late submissions, incompleteness, etc.), where 

relevant.  

 

After the bids have been formally opened, the procurement unit will distribute the bids to the 

evaluation committee to commence the evaluation process. 

Bids may be withdrawn or modified by bidders in writing prior to the closing date of the solicitation. 

In the case of altered bids, the latest offer submitted is the binding bid. After the closing date, 

withdrawal/modification of bids is not permitted.  

 

6.7 Evaluation of Bids and Recommendation for Award of Contract 

Stage 3 of the public procurement process includes evaluation of bids and award of contract. The 

evaluation of bids involves the review and assessment of bids to identify the preferred provider for the 

project.  

Recommended Practice 

➢ Information on other competitors is not provided outside of or prior to bid opening. 

➢ Discussions on a bid or an award are not held with one or more participating suppliers at the 

time of opening. 

➢ All information related to the opening (attendees, bids, including returned bids) is recorded in 

an opening record/report and read aloud to the attendees of the public tender opening. 

➢ The authorised representatives of the procuring entity and appropriate witnesses must sign the 

opening record/report. The report must be kept on file. 
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Stages of the Evaluation Process 

For additional information on the evaluation of bids, see the publication entitled General 

Guidelines: Evaluation of Bids and Award of Contract. 

 

6.8 Review by the Procurement and Disposal Advisory Committee 

The Procurement and Disposal Advisory Committee (PDAC) reviews the procurement records, 

including the report and recommendations for contract award, determines whether the following three 

criteria have been met and advises the Accounting Officer accordingly:  

➢ the approved processes as set out in the Handbook and Guidelines;  

➢ the approved procurement strategy outlined in the Annual Procurement Plan; and  

➢ value for money. 

The PDAC may consult with the ‘Named’ Procurement Officer and/or the evaluation committee 

during its review of the procurement proceedings. 

 

6.9 Implementation of the Standstill Period 

The requirement and need for the standstill period are established during the planning stages of the 

procurement process and are set out in the procurement notice and solicitation document. Prior to the 

award of contract, the ‘Named’ Procurement Officer activates the standstill period by notifying all 

suppliers/ contractors of the intent to award a contract or enter into a framework agreement with the 

successful bidder(s). Additional information on the standstill period is available in the publication entitled 

General Guidelines:  Standstill Period.  

  

Preliminary 
Examination

Request for 
Clarification

Detailed 
Evaluation 

Examination

Preparation 
of Evaluation 

Report
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tion and
Award of 
Contract
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6.10 Contract of Award 

Award is the formal decision and approval to establish a contract with a successful supplier, based 

on an independent review of the procurement process within the limits of awarding authority.  The award 

of contract is the process of officially notifying a tenderer that they have been selected as the preferred 

provider for a specific contract. This occurs after the selection process and the expiration of the standstill 

period, where applicable. (Additional information on Contract Award is available in the publication entitled 

General Guidelines: Evaluation of Bids and Award of Contract.  

 

Contract Award Phases 

 

 

 

6.11 Other Considerations  

6.11.1 Cancellation of Procurement 

A procuring entity may cancel the individual procurement process at any time prior to the 

acceptance of a successful submission or as directed by the OPR. An entity shall not open any bids or 

proposals after taking a decision to cancel the procurement. The decision of the procuring entity to cancel 

the procurement and the reasons for the decision, shall be included in the record of the procurement 

proceedings and promptly communicated to any supplier/contractor that presented a bid (Additional 

information on the cancellation of procurement is available in the publication entitled General Guidelines: 

Procurement Methods and Procedures. 

 

Award phase 
marks the:

• Successful conclusion of the 
Solicitation process

Award phase 
marks the:

• Starting point for contract 
finalisation and execution
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6.11.2 Communication during the Solicitation Period 

In communications with suppliers/contractors or with any person, the procuring entity shall not 

disclose any confidential information. In addition, Section 39 of the Act stipulates that a procuring entity 

shall not disclose any information if non-disclosure of such information is necessary for the protection of 

essential security interests of the State or if disclosure of such information would be contrary to law, would 

impede law enforcement, prejudice the legitimate commercial interests of the suppliers or contractors or 

impede fair competition. An exception is when the disclosure of such information is ordered by the court 

and in such cases, the disclosure is subject to the conditions of such an order.  

Furthermore, the Act also states that in procurement proceedings that involve classified 

information, a procuring entity may:  

➢ impose on suppliers or contractors requirements aimed at protecting classified information; and 

➢ demand that suppliers or contractors ensure that their sub-contractors, directors, officers and 

employees comply with the requirements aimed at protecting classified information. 

 

6.11.3 Prohibition of Corrupt Practices 

The OPR expects that all parties to every procurement activity, including clients, consultants 

/vendors and their respective staff, as well as influential stakeholders, shall adhere to the highest 

standards of proper practice, ethics and due process in order to eliminate all traces or symptoms of fraud, 

corruption and mis-procurement. 

 

 

6.12 Contract Management 

The purpose of contract management is to ensure that all parties to the contract fully meet their 

respective obligations as efficiently as possible, delivering the business and operational outputs required 

from the contract and providing value for money. It also protects the rights of the parties and ensures 

required performance when circumstances change. 

WARNING! Under the Act, bribery, conflicts of interest, corrupting a public officer, 

fraudulent, collusive, coercive or obstructive practices carry a conviction of $1.0M and five years 
imprisonment. 
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Contract Management is the process of managing contract creation, execution and analysis to 

maximize operational and financial performance at an organization, while reducing financial risk.  

Procuring entities are required to assign a Contract Manager to the specific project. Relevant 

Contract Management documents will outline the duties and responsibilities of the Contract Manager 

responsible for that specific project. The Contract Manager is responsible for ensuring that the intent, 

content and requirements of the specific contract are efficiently and scrupulously followed from the date 

of execution to closeout, by simultaneously managing the elements of delivery and commissioning 

stakeholder engagement and contract administration. 

 

Every solicitation document must include a draft form of contract, which shall be completed by the 

procuring entity and executed by the duly authorised representatives of the procuring entity and the 

successful bidder (Additional information on Contract Management is available in the publication entitled 

General Guidelines: Management & Monitoring of Contracts. Information on various forms of contracts 

and their uses is available in the publication entitled General Guidelines: Supply Contracts. 

 

Contract Management Objectives 

 

  

Vendor 
Compliance

Progress
Monitoring

Overseeing the Accuracy & 
Completeness of Record  

Functions

Effective Strategies to 
Overpower Problems & 

Bottlenecks

NOTE! For low risk/low value procurement, the purchase order is the legally binding contract 

between the procuring entity and the supplier. The PO should include general terms and conditions. 

For high risk or high value procurements, the procuring entity shall develop a suitable form of contract 

to govern the provision of the goods, works or services. 
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Contract Management Process 

 

 

Additional information on Contract Management and Administration is available in the publication 

entitled General Guidelines: Management & Monitoring of Contracts. 

  

Close-out the contract

Contract completion and close out

Manage the contract

→Contract performance 
monitoring and control

→Change management
→Dispute management 

and resolution
→Financial 

management/payment

Establish the contract

Enabling contract management
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7. SUPPLIER PERFORMANCE AND RELATIONSHIP MANAGEMENT 

7.1 Supplier Performance Management 

Supplier performance management is a business practice that is used to measure, analyse, and 

manage the performance of a supplier in an effort to cut costs, alleviate risks, and drive continuous 

improvement. The purpose of supplier performance management is to ensure that purchased goods, 

services and works conform to specified requirements, and that sound business relations with suppliers 

are maintained in order to secure a dependable supply of quality goods, services and works in 

accordance with an organisation standards and strategic objectives. 

 

This activity is a fundamental aspect of continuous contract management as it ensures that whatever 

is procured is then executed to the required level of quality and performance stated in the contract. The 

process focuses on supplier/contractor performance in the delivery of goods, services or works in 

accordance with respect to scope (quality and quantity), agreed timelines and cost. 

 

7.2 Supplier Relationship Management 

Supplier relationship management seeks to keep the relationship between the procuring entity and 

the supplier/contractor open and constructive, with the aim of resolving or easing tension and identifying 

potential problems at an early stage, while also identifying opportunities for improvement. Please refer to 

the following figure  

NOTE! Use the Key Performance Indicators (KPIs) defined in the contract to monitor and 

remedy non-performance against the agreed outcomes/production. 
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Additional information on supplier performance and relationship management is available in the 

publication entitled General Guidelines: Management and Monitoring of Contracts. 

  

Establishing parameters for bidding, re-bidding and/or 
negotiations

Maintaining confidentiality

Achieving fair resolution of problems

Avoiding unreasonable demands

Ensuring open communication

Exercising professional, objective and cooperative behaviour
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Section 8 
 

Retention of Public Property 
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8. RETENTION OF PUBLIC PROPERTY 

 

Real property refers to land and items that are integrated with or affixed/permanently attached to 

the land. Personal Property includes both tangible (stores and inventory, stocks, bonds, artwork) and 

intangible (services) property. Every public body has a duty to look after the public property under its 

purview to preserve them for future use, prevent wastage and obtain value for money.  

The retention of public property refers to the manner in which public property is stored, maintained 

and utilised. Public property should only be retained if it contributes directly to current or future services, 

delivery outcomes expected by the public body and to the core business as explained in its strategic plan. 

8.1 Retention of Personal Property  

Assessing inventory to determine that public property assets are fit for use is a critical aspect of this 

process. The public procurement regulations stipulate that procedures for the retention of public property 

and disposal of personal property shall be set out in handbooks and guidelines approved by the Office, in 

accordance with the general procedures. Additional information on Retention of Public Property is 

available in the publication entitled General Guidelines: Retention and Disposal of Public Property. 

 

8.2 Retention of Real Property 

In retaining real property, the public body will consider, amongst other things, the purpose for the 

retention, which can be related to any of the following: 

➢ A present or future service 

➢ A strategic purpose 

➢ A commercial return on investment 

Any real property that does not provide a level of positive return or expected services/functions, 

should be rationalised and a determination should made concerning retention or disposal. Failure to do 

so may result in a lost opportunity and thereby places an additional burden on resources. Additional 

information on the retention of public property is available in the publication entitled General Guidelines: 

Retention and Disposal of Public Property.

Public Property 

means the real or personal property owned by a public body.  

As defined in Section 4 of the Act 
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Section 9 
 

Disposal of Public Property 
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9. DISPOSAL OF PUBLIC PROPERTY 

The Act defines the disposal of public property as the transfer without value, sale, lease, 

concession, or other alienation of property that is owned by a public body.  

 

9.1 Disposal of Personal Property  

Procedures for the disposal of unserviceable, obsolete or surplus stores and inventory are set out 

in the publication entitled General Guidelines: Retention and Disposal of Public Property. 

 

 

9.2 Disposal of Real Property 

In accordance with the Act, the functions of the OPR are to act for, in the name and on behalf of 

the State to dispose of real property owned by the Government in such a manner as the Government 

may consider appropriate and desirable. The law also states that in respect of property other than real 

property, the OPR oversees the details of the property disposed of, including its value, to whom it was 

disposed, the means of disposal and consideration.  

 

The sale and disposal of real property should be consistent with the public entity’s economic, social 

and/or environmental objectives. The process for the sale and disposal of real property should be fair and 

transparent to ensure public bodies obtain the best outcome and price.  

 

Additional information on the disposal of public property is available in the publication entitled 

General Guidelines: Retention and Disposal of Public Property. 

  

NOTE! The PDAC must approve the recommendations and as required, monitor the method of 

disposal. 
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GLOSSARY OF TERMS 

Terms Meaning 

Accountability 
allows an interested party to ensure that the objectives are being 
achieved 

Accounting Officer 
a person responsible for ensuring that the financial business of the 
State for which he/she is responsible is properly conducted and that 
public funds entrusted to his/her care are properly safeguarded 

Act 
the Public Procurement and Disposal of Public Property Act of 2015, as 
amended 

Agreement 
a negotiated and typically legally binding arrangement between parties 
as to a course of action 

Annual Procurement 
Performance Report 

a monitoring mechanism performed on contract delivery progress and 
close-out  

Annual Procurement Plan 

the requisite document that the procuring entity must prepare to 
reflect the necessary information on the entire procurement activities 
for goods and services and infrastructure that it plans to undertake 
within the financial fiscal year 

As-built 
as-built drawing is a revised set of drawings submitted by a contractor 
upon completion of a construction project. As-built drawings show the 
dimensions, geometry and location of all components of the project  

Asset Management 
the process of ensuring that tangible and intangible assets are 
maintained, accounted for and put to their highest and best use 

Buyer 
a person that is responsible for identifying and procuring the goods and 
services that an organization requires 

Codified the arrangement of laws or rules into a systematic code 

https://investinganswers.com/node/5121
https://investinganswers.com/node/5121
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Terms Meaning 

Commissioning 

project commissioning is the process of assuring that all systems and 
components of a building or industrial plant are designed, installed, 
tested, operated and maintained according to the operational 
requirements of the owner or final client 

Competitive Dialogue 
a procedure where an organisation is able to conduct dialogue with 
suppliers/contractors with the goal of developing suitable alternative 
solutions 

Confidentiality the state of keeping or being kept secret or private 

Contract Award 
the process of officially notifying a bidder that they have been selected 
as the preferred provider for a specific contract 

Contract Management 

the process of ensuring that all parties to the contract fully meet their 
respective obligations as efficiently as possible, delivering the business 
and operational outputs required from the contract and providing value 
for money 

Contract Price 
the price for the goods or services to be received in the contract. 
The contract price helps to determine whether a contract may exist 

Control Activities 
actions established through policies, procedures, guidelines and 
directives 

Control Environment set of standards, processes and structures 

Defects Liability Period 
a set period of time after a construction project has been completed 
during which a contractor has the right to return to the site to remedy 
defects 

Direct Contracting 
refers to the option of a procuring entity to purchase directly from one, 
or where feasible, more than one supplier or contractor without 
competition where circumstances dictate 
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Terms Meaning 

Director of Public 
Prosecutions 

the office or official charged with the prosecution of criminal offences 

Disposal of Public Property 
includes the transfer without value, sale, lease, concession, or other 
alienation of property that is owned by a public body 

Efficiency achieving procurement objectives within reasonable time and cost 

Emergency Procurement 

to consider an urgent and unexpected requirement where the 
conservation of public resources is at risk. Where an emergency exists, 
the procuring entity may pursue procurement contracts without 
complying with formal competitive bidding requirements 

E-purchasing 

electronic purchasing (e-purchasing) automates and extends manual 
buying and selling processes from the creation of the requisition to the 
payment of the suppliers. The term e-purchasing encompasses back-
office ordering systems, e-marketplaces and supplier websites 

Equity all suppliers/contractors have a fair chance of winning the contract 

Evaluation 
the opening and assessing of bids to identify the preferred provider for 
the project 

Expression of Interest 
a serious interest from a buyer that their company would be interested 
to pay a certain valuation and acquire the seller’s company through a 
formal offer 

Fairness an even playing field where all suppliers/contractors are treated equally 

Fixed price 

the price of a good or a service is not subject to bargaining. The term 
commonly indicates that an external agent, such as a merchant or the 
government, has set a price level, which may not be changed for 
individual sales 

Framework Agreement 

an agreement or other arrangement between one or more procuring 
entities and one or more contractors or suppliers, which establishes the 
terms, in particular the terms as to price and - where appropriate - 
quantity, under which the contractor or supplier will enter into one or 



General Guidelines – Comprehensive Handbook on Procurement, Retention and Disposal of Public 

Property 
 

61 
 
 HGGE01 - 03-2021 - Version 1.0   
 

Terms Meaning 

more contracts with the procuring entity during the period in which the 
framework agreement or arrangement applies 

Goods items purchased  

Ineligibility List the removal of a supplier/contractor from the procurement database 

Integrity avoiding corruption and conflicts of interest 

Internal Control Framework 

a process effected by the public body’s board of directors, management 
and other personnel, designed to provide reasonable assurance 
regarding the achievement of objectives relating to operations, 
reporting and compliance 

Invitation to Bid 
a request from the procuring entity inviting providers to submit a 
proposal on a project for specific goods, works or services 

Junior Procurement Officer 
a person whose job involves buying low-value, low-risk goods, works 
and services 

Legally Binding 
common legal phrase indicating that an agreement has been 
consciously made and certain actions are now either required or 
prohibited  

Letter of Acceptance a formal indication of a successful offer for the project 

Limited Bidding 
a process that enables the procuring entity to engage a limited number 
of suppliers or contractors 

Local Industry Development 

activities that serve to enhance local capacity and competitiveness by 
involvement and participation of local persons, firms and capital market 
as well as knowledge transfer during the conduct of the programme of 
goods, works or services that are being procured 

Long-Term Contract 
a contract of more than five years in duration. A long-term contract is 
a contract to perform work over an extended period of time 
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Terms Meaning 

Market Analysis 
a process designed to understand how the supply market works, the 
direction in which the market is going, the competitiveness and the key 
suppliers within a specific market 

Mean Time Between 
Failures (MTBF) 

the predicted elapsed time between inherent failures of a system, 
during normal system 

Mean Time to Repair 
(MTTR) 

a basic measure of the maintainability of repairable item. It represents 
the average time required to repair a failed component or device 

Mobilisation 

refers to the activities carried out after the client has appointed the 
trade contractors, but before the trade contractors commence work on 
site. It is a preparatory stage during which the majority of activities are 
managed by the construction manager 

Named Procurement Officer 
a person in charge of an organisation’s procurement department and 
overseeing the acquisitions of goods, works and services made by the 
organisation 

Non-Governmental 
Organization 

any non-state, non-profit, voluntary organisation 

Open Bidding 
an invitation to bid that is advertised either nationally, regionally or 
internationally 

Parliament 
the arm of the State entrusted with the responsibility of making laws 
for good governance and providing oversight of the Government or 
Executive 

Payment terms 
the conditions under which a vendor completes a sale. The payment 
terms cover when payment is expected, any conditions on that 
payment, any discounts the buyer will receive 

Performance Bond 

also known as a contract bond, is a surety bond issued by an insurance 
company or a bank to guarantee satisfactory completion of a project by 
a contractor. The term is also used to denote a collateral deposit of good 
faith money, intended to secure a futures contract, commonly known 
as margin 

Procurement the acquisition of goods, works and services 
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Terms Meaning 

Procurement and Disposal 
Advisory Committee 

a body set up to ensure that procurement activities, including the 
disposal of public property, are conducted in line with accepted 
professional purchasing practices and appropriate rules and regulations 

Procurement Proceedings 

in relation to public procurement, include the process of procurement 
from the planning stage, soliciting of tenders, awarding of contracts, 
and contract management to the formal acknowledgement of 
completion of the contract 

Procuring Entity a public body engaged in procurement proceedings 

Public Body 

ministries to the Tobago House of Assembly (THA), municipal 
corporations, regional health authorities, statutory bodies, service 
commissions, Parliament, state-owned enterprises, non-governmental 
organisations, the judiciary and the Office of the President 

Public Confidence trust bestowed by citizens based on expectations 

Public Money money that is received or receivable by a public body 

Public Private Partnership 
Arrangement 

an arrangement between a public body and a private party under which 
the private party undertakes to perform a public function or provide a 
service on behalf of the public body 

Public Procurement Review 
Board 

a board set up to review decisions made by The Office of Procurement 
Regulation 

Request for Information 
formal request designed to obtain general information about goods, 
services or providers. It is often used prior to specific requisitions for 
items 

Request for Proposals 
formal request prepared by the Procuring Entity for the selection of 
Consultants 

Request for Quotation 
formal request inviting suppliers to a bidding process to bid on specific 
products or services 
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Terms Meaning 

Retention (public property) the continued possession, use or control of goods. 

Retention (works) 

a percentage of the amount certified as due to the contractor on an 
interim certificate, that is deducted from the amount due and retained 
by the client. The purpose of retention is to ensure that the contractor 
properly completes the activities required of them under the contract 

Risk 
the potential for failure of a procurement process to purchase services, 
products or resources 

Risk Assessment 
a dynamic and iterative process of identifying, analysing and assessing 
risks 

Scope of Works 
the detailed communication of requirements for civil or building design 
and/or construction works 

Senior Procurement Officer 
a person whose job involves buying high value, high risk goods, works 
and services 

Service Level Agreements 
(SLA) 

a commitment between a service provider and a client. Particular 
aspects of the service – quality, availability, responsibilities – are agreed 
between the service provider and the service user 

Services 
the work to be performed by the Consultant/Contractor pursuant to the 
Contract 

Short-term contract 
  

a temporary contract. Similar to fixed-term, temporary contracts are 
offered when a contract is not expected to become permanent 

Socio-Economic Policies 

environmental, social, economic and other policies of Trinidad and 
Tobago authorised or required by the Regulations or other provisions of 
the laws of Trinidad and Tobago to be taken into account by a procuring 
entity in procurement proceedings 

Solicitation 
seeking information from supply market participants, including in the 
case of pre-qualifications.  A solicitation usually involves seeking bids to 
supply goods, services or works 
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Terms Meaning 

Specifications 
a clear, complete and accurate statement of the description and 
technical requirements of a material/item/service 

Stand-Still Period 
the period from the dispatch of a notice as required by the Act, during 
which a procuring entity cannot accept the successful submission and 
suppliers or consultants can challenge the decision so notified 

State-Owned Enterprise 
a business enterprise where the government or state has significant 
control through full, majority, or significant minority ownership 

Supplier Performance 
Management 

a business practice that is used to measure, analyse and manage the 
supplier’s performance to cut costs, alleviate risks and drive continuous 
improvement 

Supplier Registration 
the first step in the process of building and enhancing a global supplier 
community. The information provided about a company will be used to 
source potential opportunities 

Supplier Relationship 
Management 

the systematic approach of assessing suppliers' contributions and 
influence on success, determining tactics to maximise suppliers' 
performance and developing the strategic approach for executing on 
these determinations 

Sustainable Development 
developmental projects that meet the needs of the present without 
compromising the ability of future generations to meet their own needs 

Sustainable Procurement 

a process whereby public bodies meet their needs for goods, works or 
services in a way that achieves value for money on a long-term basis in 
terms of generating benefits not only to the public body, but also to the 
economy and wider society, whilst minimising damage to the 
environment 

Terms of Reference 

set of terms that explains the objectives, scope of work, activities and 
tasks to be performed, respective responsibilities of the Procuring Entity 
and the Consultant, and expected results and deliverables of the 
assignment 

The Office of Procurement 
Regulation 

a body corporate established pursuant to the Public Procurement and 
Disposal of Public Property Act of 2015 
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Terms Meaning 

Transparency appropriate information placed in the public domain 

Treaty a formally concluded and ratified agreement between countries 

Two-Stage Bidding or Two-
Envelope System 

a procurement method where submission of proposals takes place in 
two (2) stages, with the technical and financial proposals being 
submitted separately 

Value analysis can be used to optimise reliability, availability and maintainability 
requirements during requirement analysis and equipment design. 
Consideration can be given to possible upgrades and avenues for 
upgrading equipment and software. It can define what additional or 
enhanced capability is, or may be, required. The timeframe for 
implementing the upgrade and information required to evaluate the 
bids received may be included in the request for bids 

Value for Money 
the value derived from the optimal balance of outcomes and input costs 
on the basis of the total cost of supply, maintenance and sustainable 
use 

Warranty Claims 
a Customer’s claim for repair or replacement of, or compensation for 
non-performance or under-performance of an item as provided for in 
its warranty document 

Works construction and engineering works of all kinds 

 
 
 
 
 


