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1.0 Preamble 

 

1.1 Purpose of this guideline 

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

cautions public bodies that public procurement that is carried out in a manner that is 

inconsistent with objects of the Act shall be void and illegal. 

The purpose of this guideline is to provide the reader with a clear 

understanding of the importance of developing specifications that 

are suitable for their projects, as a prerequisite to achieving the 

objects of the Act.  

This basic structure of the guideline is intended to address: 

- Who should use this guideline? 

- How should this guideline be used? 

- How this guideline is linked to the Trinidad and Tobago Public 

Procurement Procedure? 

- What is a Specification? 

- Where do specifications fit within the procurement cycle? 

- Specifications vs Codes vs Standards 

- Where specifications would be used? 

- What is the purpose of developing a specification? 

- How to use specifications? 

- Different types of specifications and their conditions of use 

- Developing specifications in stages 

- Specification competencies and responsibilities 

- Principles guidelines for developing specifications and 

implications 

- Specification Development Process Flow 

- When and how to use Brands in specifications? 

- What should not be included in a specification? 

 

 

 

 

 

Section 4 of the Act 

defines public money as: 

Money that is— 
(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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1.2 Who should use this guideline? 

This guideline should be used by technical officers, project managers, procurement officers 

and other officers involved in the development of specifications, scope of works (“SoW”) and 

terms of reference (“TOR”) for the procurement of goods, works and services on behalf of 

procuring entities or when utilising public money. 

 

1.3 How should this guideline be used? 

This guideline should be read in conjunction with the Act, the Procurement Regulations and 

both the Basic and Comprehensive Procurement Handbooks of Retention and Disposal of 

Public Property. 

As may be applicable, a procuring entity may use this guideline as a model for developing its 

own special guidelines. In such instances the procuring entity (under Section 30(1) and 54(1) 

of the Act) must: 

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

2) Subsequently submit a copy of its own special guidelines to the Office of Procurement 

Regulation (“the OPR”) for review and approval. 

 

1.4 The Trinidad and Tobago Public Procurement Procedure 

The Trinidad and Tobago Public Procurement Procedure is derived from the objects of the Act.   

 

 

 

 

 

 

 

Section 5(1) states that the objects of the Act are to promote – 

(a) The principles of accountability, integrity, transparency and value for money; 

(b) Efficiency, fairness, equity and public confidence; and 

(c) Local industry development, sustainable procurement and sustainable 

development,  

in public procurement and the disposal of public property. 

 

Public bodies are to note that approval of their special guidelines will be granted in accordance 

with the procedures outlined in the publication entitled  

“Preparation of Special Guidelines and Handbooks for approval”  
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1.5 How does this guideline link to the Trinidad and Tobago Public Procurement Procedure? 

The procurement policy described in clause 1.4 above is based on achieving good governance 

objectives utilising a modern-day principled approach rather than the traditional prescriptive 

model. Public bodies are required to develop their specifications, scope of works (“SoW”) and 

terms of reference (“TOR”) in accordance with the best practices described in this guideline 

with a view to achieving the objects of the Act, in particular: 

a) Value for money  

b) Fairness, integrity and accountability 

c) Sustainable procurement 

Figure 1 

 

 

 

 

 

 

 

  

 (CIPS-Handbook, Level 3)

Achieving value for 
money

Ensuring fairness, 
integrity and 

accountability

Sustainable 
procurement

STRATEGY 
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2.0 What is a specification?  

Taken broadly, the word “specifications” means identifying the 
goods, works and services required by the procuring entity. 
However, in the context of this guideline, a specification 
document is one of three documents that can be defined as a 
statement of needs as it defines what the procuring entity wants 
to buy and consequently, what the supplier/contractor is required 
to provide.  
  
A specification is a term that is applied generally to goods and is the technical description of the 
product to be procured covering the requirements and much more - e.g. cost, technicalities, 
problems, etc. 

The term ‘requirement’ refers to the users' description of what the 
finished product, in their eyes, should do.  This involves collecting 
information, identifying appropriate solutions and avoiding over and 
under specification and time for delivery. Given that specifications 
include the requirements, it is advisable that the requirements are 
determined before the specifications. 

The “terms of reference”1 is a phrase applied generally to services. This due to the fact that they 
define the following: 

(a) vision, objectives, scope and deliverables (i.e. what has to be achieved) 

(b) stakeholders, roles and responsibilities (i.e. who will take part in it) 

(c) resource, financial and quality plans (i.e. how it will be achieved) 

(d) work breakdown structure and schedule (i.e. when it will be achieved) 

As it relates to construction work to be procured, the “statement of work” is an agreement on 
the work you're going to perform on the project. It mainly describes the major phases across the 
schedule of the project's duration. It should also mark the points in the project when your 
deliverables are ready.  

 As previously explained, the following illustrates the relationship between the terminology used 
to define the need requirements of a procuring entity and the category of procurement being 
undertaken. 
 

 
1 https://en.wikipedia.org/wiki/Terms_of_reference 
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 Section 4 of the Act states 

that “Works” is defined as 

“including construction 

and engineering works of 

all kinds.” 

 

 

https://en.wikipedia.org/wiki/Stakeholder_(disambiguation)
https://en.wikipedia.org/wiki/Plan
https://en.wikipedia.org/wiki/Work_breakdown_structure
https://en.wikipedia.org/wiki/Terms_of_reference
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3.0 Where does specification fit within the procurement cycle?  

 

Within a typical procurement cycle, as shown in Diagram 2 (extracted from Section 4 of the Basic 
Procurement Handbook), developing the specifications is classified as one of the initial documents 
which forms part of the ‘Identify Needs’ process. 
 
The specification document, once developed and approved, would then be incorporated into 
subsequent stages of the procurement cycle, thus forming part of further documents such as the 
solicitation documents. 
 
The significance of developing specifications within the solicitation documents is to ensure that 
bidding would not be restricted other than to promote free and fair competition among 
competitors. It should be the objective that all bidders, once compliant, would face an equally 
competitive bidding process.  
 
The levels at which specifications are developed are open, with no restrictions directly affecting 
the extent and type of desired content. Specifications facilitate means of controlling quality, that 
is, they provide a degree of certainty in establishing the quality of product fit for purpose and use 
and eliminate irrelevant characteristics. 
 
The complexity of the specification document would be based on the type of procurement and/or 
solicitation document being prepared by the procuring entity. Refer to General Guidelines: 
Procurement Methods and Procedures for a wide range of procurement methods that may be 
adopted for the procurement of the goods, works or services. 
 
 
 

Specifications Goods 

Terms of 

Reference (TOR) 
Services 

Statement of 

Works (SOW) 

Construction 

works 
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Figure 2 : Typical Cycle of Procurement 

 

 

[extracted from Section 4, Basic Procurement Handbook] 
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4.0 Specification vs Codes vs Standards 

 

Understanding the difference between specification, codes and standards is very important, since 

this ensures the procuring entity’s documents clearly identifies the needs. 

 

 

 

 

Requirements

Standards

This is defined as a set of technical definitions and guidelines, or simply ‘how to’ 
instructions. They provide the necessary requirements for goods, works and 
services.

Standards serve as a common language for defining ‘quality’, ‘performance’, 
environmental impact and establishing ‘safety criteria’ for goods, works and 
services.

There are standards for methods of testing of similar products

Specification

• A specific description of 
the material used  to 
make something

• Set instructions and/or 
requirements over and 
above requirements 
given in Code and 
Standards

Code

• A code is a standard that 
has been adopted by one or 
more governmental bodies 
and has been the force of 
law, or incorporated into a 
contract.
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4.1  Standards:  

Case Study for quality standards for ‘goods’:  

- Procuring of printing paper for a printer.  

Typical product specifications for printing paper:  

Media finish Matte 

Media sheets per package 500 

Paper film dimensions 8.5 x 11 in 

Printing material weight 24 lb 

Printing material thickness 4.8 mil 

Storage temperature range 59 to 86°F 

Storage humidity 20 to 80% RH 

Package dimensions (W x D x H) 8.5 x 11 x 2.4 in 

Package weight 6 lb 

What's in the box 500 sheets of 8.5 x 11-in paper 

 

Case Study for safety criteria standards for goods – Ergonomics (Office 

chairs)  

Safety standards - The Occupational Safety and Health Administration 
(OSHA) for Ergonomics Program Standard, 29 CFR Part 1910.900.  

Ergonomics requirements for office chairs: 

• The backrest should conform to the natural curvature of your spine 
and provide adequate lumbar support. 

• The seat should be comfortable and allow your feet to rest flat on the floor or footrest. 

• Armrests, if provided, should be soft, allow your shoulders to relax and your elbows to stay 
close to your body. 

• The chair should have a five-leg base with casters that allow easy movement along the 

floor 

 Case Study – Standards for works: - Procuring of construction works 

The American Standards for Testing and Material (ASTM) are used for 

specifying the type of timber, steel or concrete to be used in a 

construction project.  

- Cement shall be ordinary Portland Cement complying with B.S. 
12:1991.  All cement shall be delivered to site in bulk cement 
lorries of approved design or in sealed bags. 

- Minimum cement content of concrete shall be 350kg/m3 for all 
work below ground level and 250kg/m3 for all work above 
ground level.  Maximum cement content of concrete shall not exceed 550kg/m3. 
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Refer to General Guidelines for the Procurement of Works for further information on Standards. 
 

Case Study – Standards for a Service – Procuring of Janitorial Services 

The Cleaning Industry Management Standards (CIMS 1006:2009) is designed to assist 

organisations in setting up a management system that allows an organisation to develop a 

customer-centred, quality organisation. 

 

Case Study – Standards for a Service – Procuring of 

Consultancy Services 

International Standards Organisation, ISO 20700 

Management Consultancy Services and the 

American Standards for Testing and Material (ASTM)  

 

4.2  Code 

 

Business Case for ‘Codes’ used in the procurement of goods (printing paper) 

Product code for printing paper:  

Q5449A - HP Premium Inkjet Matte Presentation Paper 120 gsm-150 sheet/Letter/8.5 x 11 in. 

 

Business Case for ‘code’ for works and services, samples include: 

 Trinidad and Tobago Small Building Code – Guide 

to the Design and Construction of Small 

Buildings. 

 

 American Concrete Institute (ACI) - Building Code 

Requirements for Structural Concrete provides 

minimum requirements necessary to provide 

public health and safety for the design and construction of structural concrete buildings.  

 

 Association of Professional Engineers of Trinidad and Tobago 

(APETT) - Code of Practice promotes the highest standards of 

professional practice and stimulates awareness of technology 

and the role of the engineer in society.   
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5.0 Where would specifications be used? 

 
Apart from being a means of identifying the goods, works and services required, specification will 
form part of any future contract that might result from bids received.  
 
For strategic or complex, large scale projects of high value and high risk of 
supply, the specification forms part of an ‘Invitation to Bid’ or ‘Invitation to 
Tender’ document for works and ‘Request for Proposals’ for services.  
 
For non-critical projects considered as low value and a low risk of supply, 
specifications can be adopted accordingly based on the requirements of 
the entity.  
 
A typical specification example used is the form of a Request for Quotation (“RFQ”): 
 
 
 

 

5.1  Product requirements 

Below are minimum hardware specifications. Any hardware with these or better 

parameters will be accepted. If any of parameters are not achievable in the local 

market, nearest possible alternative should be used. 

Laptop – Light solution (13-inch screen) 

Weight:   Less than 1.8 kg (weight with std. battery) 

LCD Display:  13,3" WXGA 

Processor:  Mobile Intel® Core TM 2 Duo 

Memory:                 4 GB min. 

HDD:   160 GB or 128 GB SSD 

Keyboard:  US English layout 

Network card (NIC) Integrated (10/100/1000 Ethernet, RJ-45) 

Optical drive  DVD RW integrated 

Sound card  Integrated 

Modem   Internal 56k 

WLAN Intel  Wi-Fi 802.11 a/b/g 

Bluetooth  Integrated 

Web Camera  Integrated 

Fingerprint reader Integrated 

SD card reader  Integrated 

Battery:   With extended duration (typically 9-cell battery) 
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Procurement for leasing/renting of 5 laptops for the Ministry of ABC 
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Ports   USB 2.0, headphone/speaker out, microphone, 1394, 

RJ-11, RJ-45 

 

Accessories 

   Light carrying bag for this laptop 

   USB Multimedia Keyboard with built-in 2-port USB hub, US 

English 

   USB 5-Button optical mouse with scroll wheel 

   Docking device with AC power supply 

   AC Charger 

Software 

   MS Windows 7 Professional English 

   MS Office 2007 Pro English 

 

Warranty 3 years, next business day on site 

 

Note: Ministry of ABC is looking for energy efficient equipment. All  the laptops 

must have Energy Star 5 label.  

5.2  Service requirements 

Provider of laptops is requested to deliver and rent the laptops for the Ministry of ABC 

staff for period of 1 year initially, with possibility of extension. 

Laptops must be insured against any damages caused by third party. Provider of 

laptops will also take care of hardware maintenance/ repairs during the rental period. 
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6.0 What is the purpose of developing a specification? 

 

The purpose of developing a specification is to help procuring entities 
promote the broadest possible competition among 
suppliers/contractors, while assuring the critical performance or other 
requirements for the goods, works and services. 

Depending on the need, specifications can be simple or complex. 
Nevertheless, the success of effectively communicating the specification 
to suppliers resides with ensuring that they are coherent, accurate and 
logical, without repetition or unnecessary/extraneous detail, expressed 
in unambiguous language and in terms that are readily understood by 
participants in the relevant supply market. 

Specifications, once developed, must coincide with other related project 
documents (drawings, schedules/programme, other consultant’s 
documents, statutory regulations, standards and codes of practices, building codes), and serve the 
following: 

 

 

As a supporting document, the specification is an opportunity to make your requirements on a 
project clear. A good specification should give a clear indication of the levels of quality you expect, 
the types of materials you want to be used on the job and how they should be installed, finished 
or tested. 

 

 

Drawings alone cannot convey all your requirements. Supporting drawings (whether hand-drawn 

or developed as computer-aided drawings) with a comprehensive and detailed specification will 

save you time and effort in the long run. 

 

 

 

A well-structured specification with suitably detailed information should make it easy for a 
supplier/contractor to submit a price quickly and accurately. 

Ensuring you provide detailed information about project requirements, perhaps even specific 
products, but certainly expectations on performance and minimum operating standards that need 
to be achieved will result in more accurate pricing down the line. 

 

Clear definition 

Support for your drawings (where applicable) 

Information to ensure accurate pricing 

Section 4 of the Act 

states that “services” is 

defined as “any objects 

of procurement or 

disposal other than 

goods and works and 

includes professional, 

non-professional and 

commercial services as 

well as goods and works 

which are incidental to, 

but not exceeding, the 

value of those services.” 
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Classifying requirements in a specification eliminates any uncertainty on what is to be provided as 
well as any potential disputes. A specification that draws on relevant and up-to-date standards 
and accurately references the drawings should therefore help minimise risks of dispute on a 
project.  

 
 
 

A good specification acts as the main performance indicator of the project and thereby as a guide 

for 'on-site’ instruction. It represents the standards for workmanship to be completed and 

effectively provides instruction for those working on the job to follow.  

It is important to remember that your specification should not be excessively prescriptive when it 

comes to delivery, that is, the focus should clearly be on outcomes rather than the process by 

which the outcomes are achieved; for example, a water-tight roof would be an outcome 

while vacuuming the floor is a stipulation on how the outcome should be achieved, which would 

not be detailed in the specification. 

 

 

This ensures the specification adheres to specific standards, sustainability benchmarks and 

health and safety requirements. Timely and efficient statutory compliance helps you avoid legal 

implications and penalties on a project and reduces the risk of prosecution. 

 

 

Simply put, the specification forms part of the contract documentation and therefore becomes 
legally binding in the event of any dispute or litigation. 
 

 
 
 

The specification is an interpretation of the initial brief. The clarity and completeness of 
requirements, delivery terms and any particular conditions governing the supply to the destination 
ensures that the supplier meets the performance criteria, thereby maximising client satisfaction. 
 

 
 

The ability to minimise risk 

Clear instructions for those delivering your project 

The ability to improve compliance 

The security that comes from being legally binding 

An assurance of client satisfaction 
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In the context of a facilities management team, specifications develop and evolve across the 
project timeline and eventually leads to an "as built" version that represents a complete 
specification of the final asset. Specification will prove invaluable for facilities managers and 
maintenance teams to provide vital information about the building or asset when it transitions 
into use, re-use and even through to demolition. 

 
 
 
 

Taking the time to collate accurate information, clear instruction and minimal repetition will allow 
the supplier/contractor to proceed with little disruption, with a reduced need for questioning and 
clarification, all of which would add time and reduce costs to a project. 

 

7.0 How to use specifications? 

 
In the simplest terms, a good specification should: 
 

- State the requirement clearly, concisely and logically in functional and performance terms 
unless specific technical requirements are needed  

- For goods, state what the item will be used for  

- Contain enough information for suppliers/contractors to decide and price the goods or 
services they will provide and at what level of quality  

- Permit goods, works or services to be evaluated against defined criteria by examination, 
trial, test or documentation  

- State the criteria for the acceptance of goods, works or services by examination, trial, test 
or documentation  

- Provide equal opportunity for all potential suppliers to satisfy the needs of the procuring 
entity, including goods, works or services incorporating alternative solutions  

- Form the fundamental basis of the contract between procuring entity and 
supplier/contractor  

- Not over-specify requirements. Only specify the requirements that are essential to 
meeting the desired output/outcome, without including unnecessary requirements. 
Avoiding over-specifying is important to ensure that value for money is obtained  

- Be for procurements covered under any Free Trade Agreements and not contain features 
that directly or indirectly discriminate against suppliers from a participating country or are 
otherwise contrary to the Agreements  
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A resource for facilities management 

Cost effective-saves time and money 
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8.0 Different types of specifications and their conditions of use: 

 

8.1  Simple Specification vs Complex Specification  

As mentioned in Section 3.0, specifications are sometimes 
categorised as simple or complex, depending on the nature of the 
works.  
 
Simple specifications can be used for good, works and services of 
generally low-risk and low-value. They contain only a few words 
or pages and have less information than complex ones. By their 
nature, simple specifications tend to provide the basic requirements. 
 
If requirements are not fully captured, the solicitation process should start with the distribution of 
a Request for Information (“RFI”) to determine product, performance and service needs, as well 
as to get feedback on potential service contractors/providers. An RFI can generally be described 
as a miniature, high-level exploratory document that is designed to address a specific need and 
asks simple, direct questions to be as straightforward as possible. It is generally used for 
requirement exploration to ascertain whether you understand your organisation’s needs and the 
work to be performed. (Tanel, 2009)2 

 

Complex specifications, on the other hand, are generally considered for works of a high value and 
which are associated with high risks. By their nature, complex specifications tend to be lengthy 
documents. Complexity of the requirement (and length of document) has no bearing on the 
process of developing a specification. That is, it goes beyond the design of goods and works to 
include specifications regarding warranty, methodology, packaging, transporting, delivering and 
service.  
 
These can be: 
 

 

These provide accepted voluntary 
benchmarks of performance and 
quality in industry. These 
commercial standards are not 
backed by any legislation, but 
usually spell out test procedures and minimum performance 
guidelines.  
Examples of Commercial standards include: 

- American Concrete Institute (ACI-318) – Building Code 
requirements for structural concrete 

 
2 extracted from: ‘The Art of Planning and Writing Specifications, Thomas L. Tanel, 95th Annual International Supply Management 
Conference, April 2009, Institute for supply management.  
https://www.instituteforsupplymanagement.org/files/Pubs/Proceedings/2010ProcCI-Tanel.pdf 
 

Commercial Standards 
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- Corps. Engineer Specifications – Standard specification 
for concrete (Army Corp of Engineers) 

 
 

 

These standards have been agreed 
upon by various regulatory bodies and 
refer to all aspects of defining quality 
and methods of fabrication or 
installation of materials and 
equipment. 
Examples of design standards are: 

- American Standard for Testing and Materials (ASTM) 
- British Standards (BS) 
- International Organisation for Standardisation (ISO) 

 

 
 

These are types of technical 
drawings used to define the 
requirements for engineering products 
or components. 
 
 

 

 

 

 
 
 

8.2  Specifications are best described as one or a combination of the three (3) different 

types/forms. 

 

 

 

1) This form of specification generally focuses on the ‘function’ or ‘purpose’ of goods, works 
or services and less on physical characteristics (material or dimensions). That is, the task is 
defined by focusing on ‘what’ is to be achieved rather than ‘how’ it is to be done. It 
describes the expected behaviour of the end results. However, the method of achieving 
the intended results are not defined. Functional specification documentation acts as a 
bridge between these diverging opinions, resulting in a consensus.  

2) Functional specification enables suppliers to provide solutions to defined problems.  

 

 

Functional Specification 

Design Standards 

Engineering Drawings 
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An example of a functional specifications for goods, works and services 

 

Goods 

A device able to print in both coloured and black inks using letter size 
paper. 

 

 

Works 

Provision of security services for a 1000m2 office area and 200m2 car 
parking lot.  

 

 

Services 

To conduct Project Management training exercises for 50 staff 
members in 2 public bodies 

 

 

 

 

1) This form of specification describes the ‘what’ is to be achieved rather than a fixed 
description of ‘how’ it should be done by stating a minimum and/or maximum acceptable 
output or performance level.  That is, it describes the deliverable in terms of desired 
operational characteristics. 

2) Performance specifications are also related to the concept of ‘results and outcomes’. 

3) Performance specifications define the task or desired result by focusing on what is to be 
achieved. They do not describe the method of achieving the desired result. This enables 
suppliers to provide solutions to defined problems.  

4) When an item is purchased against a performance specification, the supplier/contractor 
accepts general responsibility for design, engineering and achievement of the stated 
performance requirements. 

 
 
 
 
 
 
 
 

Performance Specification 
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An example of a performance specifications for goods, works and services: 

 

 Goods 

A device able to print in both coloured and black inks, 15 letter size (8 ½ 
inches by 11inches) paper in one (1) minute, with print resolution for 
black ink being 1200dpi and coloured ink being 4800dpi. 

 

Works 

Security services performed to the highest industry standard, ISO 

18788:2015. Management system for private security operations -- requirements 

with guidance for use, or equivalent. 

 

Services 

Complete four (4) Project Management training exercises within 2 
weeks and conduct post-training competency examinations and 
evaluation of performance of staff members. 

 

 

 

 

1) This form of specification defines the exact design and details of the goods, i.e. the physical 
characteristics (material or dimensions). It acts as a map used by the builder to build the 
system. 

2) Care should be taken not to make the technical specifications too restrictive or base them 
on the detailed product specifications of a particular supplier, brand or model, since this 
directly contradicts Section 59(5) of the Act. 

 

 

An example of  technical specifications for goods, works and services 

 Goods – Printer 

Dimensions 12.4inches x 19.7inches x 16.5inches 

Weight 25.4lbs 

Control Panel Display Type: LCD with IR touch function 

Display size 67.31 mm (2.65 inches) diagonal 

Colour or black and white Colour 

Technical Specification 
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Ink cartridges HP 952 Black, HP 952XL Black 

Paper tray capacity  

Tray 1  

Paper 60 to 105 g/m2 (16 to 28 lb bond) 

Photo paper 220 to 280 g/m2 (80 lb bond) 

Envelopes 75 to 90 g/m2 (20 to 24 lb bond envelope) 

Cards Up to 200 g/m2 (110 lb index) 

Tray 2  

Plain paper only 60 to 105 g/m2 (16 to 28 lb bond) 

Paper 60 to 105 g/m2 (16 to 28 lb bond) 

Paper size U.S. Letter: 216 x 279 mm (8.5 x 11 inches), 

 U.S. Legal: 216 x 356 mm (8.5 x 14 inches) 

 A 4: 210 x 297 mm (8.3 x 11.7 inches 

 216 x 330 mm (8.5 x 13.0 inches 

 U.S. Executive: 184 x 267 mm (7.25 x 10.5 inches 

Works 

Security equipment: 

- Two (2) Uniformed officers within the office area 
- One (1) uniformed officer within the carpark 
- All officers to be equipped with: 

• Taser, pepper sprays, and baton 

• OSHA prescribed safety footwear 
 

Services 
- Reporting language: English and Spanish. 
- Format of teachings: MS PowerPoint, Handbooks, and 

electronic format in pdf. 
 

For the procurement of goods, technical specification is 

generally selected given that the entity has a clear idea 

of what is required, and the supplier is not normally 

requested to provide an alternative or solution. For the 

Combining forms of specification 
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procurement of goods however, a combination of both functional and performance 

specification can be used so that the supplier can be aware of the intended purpose or 

function as well as the required performance/output of the item. 

For the procurement of service where a solution is being requested, the required function 
or purpose and the expected performance or output is specified, thereby allowing the 
proposer flexibility to be innovative in his approach by proposing a solution(s) capable of 
achieving the desired outcomes. 

Figure 3 represents the differences between the risks of three (3) main types of specifications 

and the inter-relation with the challenges experienced by suppliers. (UN Procurement 

Practitioner's Handbook, 2017)3 

Figure 3 

 

    

 

  

 

 

 

 

 

 
 
 
 
If parts of the required goods or services are not easily defined in terms of function, 
performance or technical characteristics, these should be defined separately. For example:  

•  Site preparation.  

•  Installation.  

•  Drawings.  

• List of Schedules/Bill of Quantities. 

•  Training.  

 
3 extracted from UN Procurement Practitioner’s Handbook, Oct 2017, pg 74 
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•  Maintenance services.  

•  Reports and other documentation. (e.g. equipment handbooks, software, computer 
file listings).  

 

9.0 Developing specification in stages  

 
When the requirements are complex and there are many 
potential solutions, consider refining the requirement and 
developing the specification in stages. This approach allows 
requirements to be refined in response to a narrowing range of 
solutions.  
 
Key considerations when refining a requirement in stages  

a) Ensure that all participants understand that the process is in stages to refine the 
specification and that their input may be incorporated in the final version.  

b) Revise the specification after each stage to incorporate additional information or 
refinements.  

c) Ensure that all activities are directed at obtaining goods or services which will meet 
the needs of the user. 

d) Maintain the functional and performance nature of the specification. 
e) Ensure that the final version of the specification allows for the development of 

practical and effective evaluation criteria.  

Examples of this type 

of stage specification 

development deals 

with the software 

development where 

an iterative approach 

is adopted. 
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10.0 Specification Competencies & Responsibilities  

The competencies required to undertake the development of 

specifications for high value/high risk projects comprise a 

range of skills, familiarity with the project and project design 

philosophy, knowledge of editorial, technical and contractual 

matters, willingness and finally, availability. In some cases, it is 

common practice to use the services of a consulting engineer 

to help in the completion of technical specifications for large 

and/or complex works.  

(UN Procurement Practitioner's Handbook, 2017).  

 

Apart from that, individuals responsible include: 

• Management 

• Clients/End Users/Technical staff/Project Manager/Members of project design team 

• Finance staff 

• Procurement staff. 

 

 

Management

Establish appropriate policies and procedures for the production of 
specifications.

Ensure those involved in developing specifications have adequate 
training.

Determine, in conjunction with procurement staff, the financial plan 
and time scales for conducting the procurement and the appropriate 
strategy and work plan for conducting the procurement.

Ensure co-ordination of input into specifications by end users, 
technical, (project manager, members of design team) financial and 
procurement staff.

Where appropriate, finally approve and issue the specification.
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Client/

End users/

Technical Staff

Identify functional, performance and technical requirements

Determine mandatory and desirable requirements while taking into account the 
technical risk

Identify relevant International Standards

Ensure specifications do not conflict with product or safety standards

Identify quality requirements

Prepare specifications or assist contracted staff in conjunction with finance and 
procurement staff

Ensure the specification and evaluation methods are matched

Ensure specifications allow open and effective competition that will lead to 
achieving the objects of the Act

Ensure specifications are relevant, logical and unambiguous

Finance Staff

Examine budget and cash flow considerations arising from specifications 
planning

Participate in project teams as required

Conduct ongoing financial analysis for major purchases
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Procurement 
staff 

Provide advice on better or cheaper alternatives to the requirements

Provide advice on the procurement strategy and the type of specification 
most appropriate for the purpose

Advise whether or not the requirements can be met from existing 
arrangements

Provide access to existing specifications, maintaining a library of 
specifications of commonly purchased items

Provide advice and/or undertake market research on the requirement

Develop offer and financial clauses which complement the specification

Review the specification to ensure that it:

- Allows open and effective competition, i.e. it is not biased

- Contains appropriate quality requirements

- Will lead to value for money offerings

- Facilitates the agreed evaluation method

- Satisfies the aspects of clarity, conciseness, readability and simplicity
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11.0 Principle guidelines for developing specifications and implications  

The development of specifications is an art that is to be based on 
the following principles, to allow the public body to achieve the 
objects of the Act, in particular transparency, fairness and value 
for money. 

Table 2 below sets out the principles for writing specifications 
and their implications.  

No.  Principles  Implications 

1.  

 
The specification must be framed in 
a way that allows all suppliers that 
are participants in the relevant 
supply market to be responsive to 
the expressed need. 

 If the specification is biased in any aspect towards 
the offerings of particular supply market 
participants, competition may be limited and 
value for money may not be obtained. Such bias 
directly contravenes Section 59(5) of the Act. 
 

     

2. 

 The requirement must be 
expressed using a form of 
specification and associated 
terminology that are readily 
understood by participants in the 
relevant supply market. 

 

 Using a form of specification and terminology that 
are not in common commercial use among the 
relevant supply market participants may result in 
potential suppliers not responding, failing to 
respond fully or including a premium in their 
prices to cover the risk of any uncertainty in 
interpreting the specification that they may 
perceive. 
 

     

3. 

 The form of specification chosen - 
technical, performance and/or 
functional must be the one that is 
most commonly used by corporate 
purchasers in the relevant supply 
market.  
 

 

Using a form of specification with which suppliers 
in the relevant market are most familiar promotes 
effective communication of the need. 
 

     

4. 

 

The specification should not seek 
to cover elements that are not 
normally part of the offerings of 
participants in the relevant supply 
market. 

 The inclusion of unusual elements may require a 
potential supplier to offer something outside the 
normal scope of its offerings or business model or 
practice. This may result in them deciding not to 
submit a quotation or bid. Alternatively, he may 
choose not to respond to the unusual element(s) 
or he may decide to include a price premium to 
cover his risks in offering something unfamiliar. 
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No.  Principles  Implications 
 

     

5. 

 The more prescriptive the form of 
the specifications the less 
opportunity suppliers have to offer 
innovative solutions and the more 
difficult it is for the procuring entity 
to frame the specification. 
 
 

 
As discussed in the previous section, this guideline 
aims to guide the selection of and/or combine the 
various form(s) of specifications to satisfy the 
need of the entity, whether technical, functional 
or performance. 
 
 

6. 

 
The more risk and cost involved in 
meeting the need that is expressed, 
the more time and effort would be 
required in specification 
development. 

 Depending on the nature of the need(s) to be met, 
it is optimal for specifications for high risk and/or 
high value requirements to be developed by a 
team including at least technical and commercial 
expertise. 
 

     

7. 

 

Avoid under-specification, to the 
extent that specifications are 
incomplete, there are risks to the 
scope, cost and timing of the 
delivery of the requirement. 

 Where it is not possible 
to completely specify a 
requirement, the risk 
management plan must 
address potential for 
scope creep (for works 
or services) or 
misinterpretation, cost 
overruns and/or delayed 
delivery. This would lead 
to under estimating the 
value of procurement 
and a violation of Section 
32(2) of the Act. 
 

     

8. 

 
Avoid over-specification as this 
involves unnecessarily narrowing 
potential ways of meeting the 
requirement. 
 

 Over-specification gives rise to a mismatch 
between what is required and the capacity of the 
relevant supply market to deliver. On the other 
hand, it promotes bias towards the offering of 
particular supply market participants. Such bias 
directly contravenes Section 59(5) of the Act. 
 

Section 32(2) states that 
“In estimating the value 
of procurement, a 
procuring entity shall 
include the estimated 
maximum total value of 
the procurement 
contract, or of all 
procurement contracts 
envisaged under a 
framework agreement 
over its entire duration, 
taking into account all 
forms of remuneration.” 
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No.  Principles  Implications 
Consequentially scope 
for innovation is 
removed and the 
potential competition to 
supply is reduced. 
Therefore, inputs from 
commercial and 
technical experts are 
needed to ensure that 
requirements are expressed in a manner to which 
participants in the relevant supply market may 
fully respond. 
 

     

9. 

 

The focus in framing specifications 
must be on meeting the objectives 
of the Act while meeting the 
programmatic/service delivery 
objectives of the public body. 

 There are trade-offs between three (3) aspects of 
any specification, namely:  

i) the range of component elements of 
the requirement;  

ii) the quality required; and  
iii) the cost.  

The aim is to achieve the objects of the Act by 
optimising the balance between cost and fitness 
for purpose.  
 
Value analysis may be used to identify the 
estimated cost of features or elements of the 
requirement that may be eliminated without 
diminishing the required quality or meeting the 
expressed need fully. 
 

 

 

  

Section 59(5) states that 
“A procuring entity shall 
not include in a 
solicitation document 
any condition or 
specification which is 
likely to favour a 
particular supplier or 
contractor.”  
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12.0 Specification Development Process Flow 

 

A typical process flow for planning and managing the development of specification.  (Queensland 

Government, 2000)

 
Figure 1: Typical Specification Process Flow4 

 
4 Extracted from Procurement guidance, ‘Developing specifications’ – Office of the Chief Advisor – Procurement, 

Queensland Government, July 2000,) 

http://www.hpw.qld.gov.au/SiteCollectionDocuments/ProcurementGuideDevelopingSpecifications.pdf 

 

Step 1
• Planning and Requirement Analysis

Step 2
• Consultation and Information Gathering

Step 3
• Writing the specification

Step 4
• Review and approvals of the specification

Step 5
• Issuing the approved specification

Step 6
• Managing amendments to the specification

Step 7
• Revision and storage of the specification
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This section outlines the planning and analyses to be conducted prior to developing specifications, 

which is fundamental to providing a comprehensive approach to understanding the 

requirement(s). 

The planning aspect requires timely identification and appointment of key resources (requesting 

managers, procurement officers, project managers, subject matter experts) to be used in 

developing the specification.  

The analysis aspect involves:  

- Disseminating the requirement(s) in terms of function, technical or performance, to better 

define the need(s). For works, describe ‘what’, ‘where’ and for what purpose. For services 

identify the objectives and deliverables. 

- Defining the requirement(s) and seeking industry’s feedback in terms of availability, 

potential solution to meet these requirements. 

- Value analysis to explore possible solutions. 

 

 

This step outlines the requirements for continuous consultation with the entity, procurement 

officers, project managers and members of the project design team.  

Information can be gathered from: 

- Local industry capabilities 

- State enterprise/agencies (networking) 

- Service providers/suppliers (trade shows, demos) 

- Desktop research (e.g. online searches, catalogues) 

 

 

This guideline provided below typically outlines the structure and the information to be included 

in the development of both complex and simplified specification for goods and/or services. 

(Queensland Government, 2000)  

 

Step 1 – Planning and Requirement Analysis 

Step 2 – Consultation and information gathering 

Step 3 – Writing the Specification 
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12.1 Terms of Reference (TOR) and Specifications  
Terms of Reference and Specifications are generally used in the case of a service and good(s) 

respectively. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a) Title 

The title should provide a broad description (to allow alternative solutions) of the specified 
good(s) and/or service(s).   
 

b) Table of Contents 

A table of contents may be necessary for particularly long or complex specifications. 
 
 

Complex Specification - Terms of Reference/Specification

• Title

• Table of Contents

• Introduction

• Scope

• Background information or history of the required good(s) and/or 
service(s)

• List of terms, symbols and acronyms (glossary)

• List of relevant documents

• External approvals

• Security aspects

• Environmental and ergonomic limitations

• Types of Specifications 

• Whole-of-life support

• Timing of Delivery

• Marking of supplies

• Preservation and packaging

• Quality requirements

• Testing

• Disposal

Simple Specification

• Title

• Table of Contents

• Introduction

• Scope 

• Background information or history of the required good(s) and/or 
service(s)

SERVICE 

GOODS 



 

 HGPL05 - 03-2021 - Version 1.0    31 
 

 
 

c) Introduction 

The introduction should include the general description of the required good(s) and/or 
service(s). A well-structured introduction usually assists the potential suppliers in 
understanding the requirements in the context of the entity’s needs, as well as ensuring 
that offered products are ‘fit for purpose’. 
 

d) Scope 

This section should contain a general statement or summary about the required good(s) 
and/or service(s), thus highlighting the main aspect of the requirement. 
 

e) Background Information or history of the required good(s) and/or service(s) 

This information should include:   

• The origin of the need for the required good(s) and/or service(s).  
• The current need for the good(s) or service(s). 
• An outline of any research which has been undertaken into the good(s) and/or 

service(s).  

• What options (if any) have been considered.  

• What options have been dismissed and why.  

• A description of the current system, equipment and methods which will be replaced 
by the good(s) and/or service(s) being defined or solutions being sought.  

• How this requirement is related to earlier purchases and perceived future 
requirements.  

• The implications for the user resulting from implementing the selected solution.  
 

f) List of Terms, symbols and acronyms (glossary) 

• Use acronyms and symbols sparingly.  

• Do not assume that words and phrases will be understood or interpreted  

correctly (if in doubt, research the market to find the commonly used terms).  

• Use a glossary to define abbreviations, acronyms, technical terms or symbols if 
there is a need to use them.  

• Jargon should not be used (unless it is a well-accepted industry standard).  

• Use accepted definitions or standards to explain acronyms and symbols.  

• Place the glossary where it best assists with the reading and understanding of the 
specification.  
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g) List of relevant documents 

A listing of all the relevant documents (not the actual documents or extracts). These 
include Standards, reference publications, Code of Practice, Acts of Government, which 
are actually referenced in the specification. 
 
i. Standards  

Refers to International Standards, ASTM, ISO, EN, BS, IAS, IFRS, professional 
organisations, State Department/Agencies and industry organisations where 
applicable to the good(s) and/or service(s) rather than national standards as this might 
limit competition. 
 
If standards are not mandatory, indicate “or equivalent standards”. 
 
Care should be taken to avoid inappropriate standards or those which are too 
stringent, since this would contribute to increasing the value of the good(s) and/or 
service(s) and would not guarantee the integrity.  

 
ii. Precedence of documents 

The order of documents aims to alleviate the possibility of inconsistency between the 
specification and nominating documents. The specification should be given 
importance in this order then all other documents from the most specific to the most 
general, making the latter the least important. 
 
Acts of Parliament or Government directions or regulations that affect the required 
good(s) and/or service(s) take precedence over the specification. 

 
h) External approvals 

This section should state all ‘external’ approvals required prior to engaging the works. It is 
the obligation of the contracted party to secure these approvals. 
 

i) Security aspects 

This section should outline the security measures that need to be considered. 
An entity may require security measures to: 

- protect the community’s interest 
- safeguard personal information  
- provide confidentiality of commercial information  
- safeguard expensive equipment.  

Where security considerations apply, they should be listed but only to the extent that they 
affect the definition of the requirement. General security aspects of the procurement, 
along with procedures for managing security, should be given in the contract documents. 
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j) Environmental and ergonomic limitations 

The physical environment in which the good(s) and/or service(s) will operate, or be located, 
may have an impact on their design or performance. These limitations and constraints 
should be stated in the specification.  
Limitations may include:  

• Operating and storage conditions (e.g. maximum and minimum temperatures, noise, 
pressure, humidity, atmosphere, altitude, shock, vibration, radiation, terrain, dust, 
chemicals, electrical interference).  

• The physical space available for installing equipment.  

• The effects on the environment of using the equipment or providing the service.  

• The need for interchangeability or compatibility with existing equipment, systems, etc. 
– the nature of and reason for this must be stated to give suppliers/contractors the 
opportunity to adapt products accordingly.  

• Availability of energy and other services.  

• Intended users of the product and their ergonomic requirements (e.g. suitability for 
use by people who use wheelchairs).  

• Personnel safety aspects.  

• Provisions needed for unskilled people or people with special needs (e.g. the need for 
signs/labels in various languages).  

• Servicing or maintenance requirements or limitations.  
 

k) Detailed requirements 

This section in the specification should describe the requirement in detail. The amount of 
detail provided should reflect the complexity of the requirement. Allow for alternative 
solutions when defining the requirement. 
 
The detailed requirements were previously discussed in section 8.2 above. 

Detailed requirements as previously described) are usually best described as:  
i. Functional characteristics.  
ii. Performance characteristics.  
iii. Technical characteristics  

 
l) Whole-of-life support 

In the event that there is a requirement for equipment to include maintenance, 

modification or upgrade during use (e.g. mainframe computer systems, air conditioning 

plants and scientific devices) the specification should address reliability, availability and 

maintainability in order to minimise whole-of-life cost of the equipment. This information 

should be included whether the equipment is to be maintained or operated by the supplier 

or by the department/agency. 
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m) Timing of Delivery 

Particular requirements for the timing of delivery to the end-user should be specifically 
mentioned and included as an evaluation criterion. If “time is of the essence” this should 
be clearly stated, and bidders must be made aware that the inability to deliver within the 
required timeframe will lead to disqualification of their bid.  
 

n) Marking of supplies 

Goods purchased by the Government can be marked to:  
 
i. Identify the item:  

Many off-the-shelf products are marked with the name of the manufacturer and the 
model number. Specify if more (or less) is required but changing the standard, 
commercially produced item will probably be expensive.  

 
ii. Provide warnings or other cautionary information:  

Warnings and cautionary information will be required where there is potential for 
injury to operators, maintainers or bystanders.  

 
iii. Note special precautions:  

Any special storage, operating, handling or packaging needs should be identified (e.g. 
“Store below 45 degrees Celsius”, “Eco-Labelling” and “This way up”). 

 

o) Preservation and packaging 

Items may need to be preserved and/or packaged before delivery. Preservation is 
protecting an item from damage or degradation during shipment and storage (e.g. by 
dipping it in wax or infusing it with a chemical preservative). Packaging is the provision of 
an outer wrap to protect an item (for example, a foam-lined box).  

The level and type of preservation and packaging required depends on the item, type of 
transportation, its use and the responsibilities of the contractor. Contracts for supply and 
installation of equipment need not nominate any preservation or packaging requirements, 
as these are the responsibility and risk of the contractor. The risk associated with goods in 
transit should be dealt with in the contract for supply. 

Off-the-shelf commercial standards may be adequate. Nominating higher standards may 
delay delivery and increase costs. Use preservation and packaging standards wherever 
possible or define requirements in functional and performance terms (e.g. “Packaging 
suitable for transport by (mode) to the site of installation” or “Preservation to ensure no 
corrosion in a commercial-type warehouse storage”). 

Dangerous goods need special care. Refer to the Maritime Service Division under the 
Ministry of Works and Transport and the Airport Authority of Trinidad and Tobago Act. 
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p) Quality requirements 

Including quality requirements into a specification is one of the methods of managing the 
risks associated with the good(s) and/or service(s) required by a department/agency. The 
aim is to remove, transfer or minimise these risks before the good(s) and/or service(s) are 
acquired. 
 

q) Testing 

This section should outline the need for testing to ensure the good(s) and/or service(s) 
satisfy the requirements of the specification. In the event that standards or other 
documents have been specified, they may list tests to assess certain aspects of the item. 
 
The specification should be clear regarding who is obligated to conduct the relevant 
testing. 
 

Other tests may need to be specified. These should cover all aspects of the requirement 
and be designed to prove that the product offered is suitable for its intended purpose. 
Specifying the tests includes nominating the criteria for passing or failing those tests as well 
as the implications of failing. Criteria for passing the tests as a package (as opposed to 
passing each test) should also be stated.  
 
The supplier may develop and conduct tests for some requirements. The right to approve 
the contractor’s testing plans should be specified before they are implemented.  
 
Testing may be conducted through an independent organisation instead of the supplier. 
Proof of all test results are to be furnished by the supplier. Accordingly, nominate pro forma 
or test certificates are to be completed by the contractor or other testing organisation. 

 
r) Disposal 

Specification for the disposal of goods should be identified by the vendor prior to supply. 
In cases whether special methods of disposals are required as per legislation, care should 
be taken to ensure these ‘special’ conditions are highlighted in the packaging/labelling of 
the goods.  
 
Examples of ‘special’ methods of disposal of goods include, but are not limited to:  

 
  

 
 
Incineration in terms of biohazard waste 
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Donate in terms of E-waste (IT products) 
 
 
 
 
 

 
Disposal of recyclable goods  

 
 
 
 
 

 
 

 
 
 

12.2 Statement of Works (SOW) 

 
In terms of procurement of ‘works’, a Statement of Works 
(“SOW”) is a narrative description of the specification. The 
SOW, including design/drawings, bill of quantities (“BoQ”) 
and technical specifications, should describe the works in 
sufficient detail to identify the location, nature and any 
complexities involved. 
 
The term “works” generally includes all types of civil, 
mechanical, electrical or other engineering/installation 
services (other than consulting services) as well as the supply of construction materials and 
equipment included therein. 
 
It stipulates the deliverables or services required to fulfil the contract, and it defines the task to be 
accomplished or services to be delivered in clear, concise and meaningful terms. 
 
Expected construction period and time in weeks or months, or, where alternative time schedules 
are permitted, the range of acceptable construction periods, should be defined. In addition, 
information should be provided on the topography, geotechnical conditions, access to site, 
transportation and communication facilities, project layout, method of measurement and 
payment of completed works. Further details can be obtained from the Special Guidelines for the 
Procurement of Works. 

WORKS 
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The unique nature of works requires that detailed design specifications be provided and a 
complete description and specification of all goods, materials and works included in the delivery, 
including detailed drawings and the requirement that the supplier/contractor possesses the 
necessary qualifications with respect to capacity, experience and financial strength to carry out 
the type of job requested. 
 
It is common practice to use the services of key experts to help in the completion of technical 
specifications for large and/or complex works. In cases where an external key expert is used, this 
person/company could also be asked to prepare the details of the solicitation documents.  
 
The following table gives a draft listing of what can be considered the contents comprising a SOW 
for a typical works project.  

• Scope 

• Title 

• Introduction 

• Estimated Value 

• Objectives of the Requirements 

• Background and Specific Scope of the Requirements 

• General Information 

• Supplier Requisites 

• Requirements 

• Specifications and Standards 

• Technical, Operational and Organisational Environment 

• Method and Source of Acceptance 

• Reporting Requirements 

• Project Management Control Procedures 

• Change Management Procedures 

• Contractor’s Obligations 

• Language of Work 

• Special Requirements 

• Security Requirements 

• Insurance Requirements 

• Project Schedule 

• Schedule and Estimated Level of Effort (Work Breakdown Structure) 

• Required Resources or Types of Roles to be Performed 

• Applicable Documents 

• Relevant Terms, Acronyms and Glossaries 

• Sign-off for proposed resource 

• Other attachments 
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1 Scope This simply includes a statement about what the SOW covers 
 

2 Title The title is how the work will be referred to 
 

3 Introduction Provides a brief description of the tasks or services required 
 

4 Estimated 
Value 

Provides a total estimate of the overall value of the requirement, including 
the cost of the professional services, the travel and living costs, translation, 
miscellaneous costs and any other costs which will be associated with the 
requirement. 
 

5 Objectives of 
the 
Requirement 
 

Describes what is to be achieved or delivered by the completion of the 
contract. It also identifies the intended use of the completed requirement. 

6 Background 
and Specific 
Scope of the 
Requirement 

Identifies the situation leading up to the requirement. It describes the range, 
extent and parameters around the work to be completed in association with 
the contract and those events and circumstances leading to the need for this 
contract. This section may also include a description of the organisation, end 
users, previous contract work and its success or failure, bibliography, 
references, technical experts in the field, previous contractors, etc. - anything 
that will assist the contractor in formulating a good bid. 
 

 General 
Information 

Provide all the necessary information, including but not limited to the 
following: 

Topic Guidelines 

Location • Give precise information and a brief 
description of site accessibility and availability 
of major services such as electricity and water. 

• Location of sources of rough materials such as 
sand and stones might be helpful. 

 

Legal status Check the legal status of the titles for the plot where 
the construction will take place. 

Site ownership Clarify ownership of the site. 

Designs/drawings • Indicate whether the designs are being 
provided or should be elaborated by the 
supplier. 

• Check that the designs have been registered 
and comply with local regulations, and clarify 
who is responsible for what in that respect. 
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Right of way Check if right of way is needed (for locations where 
access is through other properties) and clarify who is 
responsible for what in that respect. 

Budget Check available budget 
 

 Supplier 
Requisites 

Request information about the bidding company. This is used to assess the 
capacity and quality of suppliers during evaluation.  Consider the following 
topics. 
 

Topic Request Information 

Experience • Number of similar works (by nature and size 
measured by contract’s value) undertaken within a 
reasonable number of years. 

• Client references. 

Minimum 
personnel 

Function and qualifications required by each key 
personnel (for example, chief engineer, residents for 
electricity/ civil works, specialists). 

Financial 
capability 

• The balance sheet to show debt ratios and working 
capital demonstrating free availability equivalent to 
the estimated value of two/three monthly payment 
certificates. 

• For major construction works, an estimated 
investment curve is usually included in the feasibility 
study from where the working capital can be derived. 

Minimum 
equipment 

• Minimum number and characteristics of equipment 
needed to undertake the works. 

• During the evaluation process, age of equipment is 
often taken into consideration.   

Construction 
methods 

• Construction methods/approach. 

• Programme of works, presentation, mobilisation, in 
what order various steps will be made etc. 

 
Further information can be obtained from the General Guidelines and 
Templates for Pre-qualification and Pre-selection. 
 
 

7 Requirements The requirements describe the tasks or activities to be performed by the 
contractor. It also includes a detailed description of what is required for each 
of the identified deliverables. The description will provide sufficient 
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information so that all parties will be able to understand what will signal 
completion of a phase or milestone in the work. In most situations, this 
section will identify what methodology and sequence each of the 
deliverables will need to meet, how the deliverable will need to be delivered 
and the relationship of one deliverable with another. This section will provide 
information on the language, format, version and content requirements for 
each task or activity and each deliverable or milestone in the work. It will also 
reference the Schedule and Estimated Level of Effort expected for 
completion of the work; any Specifications or Standards which will be used; 
and the Method and Source of Acceptance which will be applied to the 
deliverables.  
 
This information may help to establish a progress payment schedule. 
 

Task/ 
Activities 

Deliverables/ 
Milestone 

Contractor 
level of 
effort 

Activities 
& Review 

Milestone 
payment 

Tentative 
schedule 

      

      

      
 

8 Specifications 
and Standards 

This section identifies the manner in which the work is to be delivered and 
will be measured as completed. In some cases, the information provided in 
the Deliverable or the Method and Source of Acceptance Sections of the 
SOW will be sufficient. In other cases, specific reference will be made to the 
details and qualitative and quantitative measures which will be used to 
determine completion and satisfaction with the work.  
 
It also identifies the guidelines and templates that must be followed or used 
by the Contractor in completing the work.  
 

9 Technical, 
Operational 
and 
Organisational 
Environment 

Provides details on the technical, organisational and operational 
environment in which the work will be completed. It is more significant in 
work where technical compatibility issues may arise. In some cases, it is 
important to describe in this section how the work will fit within other 
initiatives and who will be the ultimate end user of the requirement 
 

10 Method and 
Source of 
Acceptance 

Provides a description of the performance, quality, format and testing 
requirements which will be used to measure whether the work is acceptable 
or not. Examples include ASTM standards, OSHA standards, Architectural 
design standards. 
 

11 Reporting 
Requirements 

Describes any performance or status reporting requirements which will be 
expected of the contractor during the life of the contract. It includes the 
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format, frequency, number of copies and specific content requirements. It 
will also identify the need for presentations, conferences or status meetings, 
if required between the contractor and the procuring entity. 
Refer to the General Guidelines for the Management and Monitoring of 
Contracts for further information on this section. 

12 Project 
Management 
Control 
Procedures 

Provides details of how the procuring entity will control the work (progress 
meetings, demonstrations, prototypes etc.). It will identify how the payment 
schedule will be matched to the measurement of performance throughout 
the contract. Contract management and controls in the SOW should be 
specific to the work and tasks. 
Refer to the General Guidelines for the Management and Monitoring of 
Contracts for further information on this section. 
 

13 Change 
Management 
Procedures 

Provides a description of the process by which any changes to the scope will 
be handled. It clearly defines that no changes will be implemented without 
first obtaining the approval of the procuring entity in writing and as required 
the complete processing of a Contract Amendment. 
 
Refer to the General Guidelines for the Management and Monitoring of 
Contracts for further information on this section. 
 

14 Contractor’s 
Obligations 

The following are examples of the contents that may be included under this 
heading:  
• keep all documents and proprietary information confidential;  
• meet all tasks, deliverables and milestones;  
• return all materials belonging to procuring entity upon completion of the 
contract;  
• delete all electronic forms of correspondence (e.g. emails, etc.);  
• submit all written reports in hard copy and electronic Microsoft Office 
Word;  
• attend meetings with industry, if necessary;  
• participate in teleconferences, as needed;  
• maintain security clearance with no conflict for the duration of the 
contract;  
• conduct and maintain all documentation in a secure area;  
• attend meetings at the site, if required. 
 

16 Language of 
Work 

Identifies if the work must be conducted in a particular language and if so by 
which role or for which task. 
 

17 Special 
Requirements 

Indicates if there will be any requirements for special licenses, information 
on patents, permits, bonds or import/export details which may be required 
of either party. 
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18 Security 
Requirements 

In order to undertake the work, the contractor will need to demonstrate that 
they meet the security requirements in advance of Contract Award.  
 

19 Insurance 
Requirements 
 

If required 

20 Project 
Schedule 

Expected Start and Completion Dates 
 
Identifies the period in which the work is to be completed. More details are 
provided in the section of the SOW which identifies the specific schedule 
which will be required for completion of the work. 
 

21 Schedule and 
Estimated 
Level of Effort 
(Work 
Breakdown 
Structure) 
 

Refers to the Work breakdown structure (WBS) 

22 Required 
Resources or 
Types of Roles 
to be 
Performed 
 

Provides a brief description of the roles to be performed by the contractor’s 
resources, if applicable and the specific expertise or minimum requirements 
for each role. 

23 Applicable 
Documents 

Appends any relevant background documents, drawings, specifications, 
samples or information which will be important to demonstrate what, how 
and when the work will need to be completed. 
 

24 Relevant 
Terms, 
Acronyms and 
Glossaries 
 

Provides an explanation of any relevant terms, acronyms or wording used in 
the body of the SOW 

25 Sign-off for 
proposed 
resource 
 

The following phrase will appear at the end of each SOW 

26 Other 
attachments 
include 

Owner’s Safety Plan, Drug & Alcohol Policy, Contractor’s Safety Plan, Owner 
site Orientation, Project Deliverables Matrix, Scheduling and Reporting 
Requirements, Work Schedule, Quality Plan, Responsibilities Matrix 
(including Interface Matrix, if applicable), Exclusions (Owner supplied 
materials equipment etc.), Project Execution Plan, Project Management Plan, 
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Schedule Reporting Management Plan, Risk Management Plan, Site Services 
Checklist, Contractor Orientation, Personnel Logistics Requirements and 
Rates, Preferred Vendors and Required Supply Contracts. 
Refer to the General Guidelines for the Management and Monitoring of 
Contracts for further information on this section. 
 

 

Bill of quantities 

The bill of quantities (“”) is the list of all main components of the project (buildings, roads, 

sidewalks, lighting, equipment, etc) including estimated quantities for each line item (soil 

movements/ excavations, structures, roofing, floors, sanitation, etc) and information on the way 

it will be paid (e.g. lump sum or unit price).  

Typical example of a BoQ item for concrete works: 

- Reinforced in-situ concrete: 4375psi cube strength at 28days 

– 510m3 

 

 
 In addition to the BoQ, technical specifications need to be developed. These describe in detail the 
specification for each construction item e.g. type of cement mix, type of iron rods, bricks, etc.  
 
The technical specifications should follow the order of the main components as described in the 
BoQ for easy reference.   
 
The following items should be defined: 
• Lab methods for “quality control” of each item, when relevant. 
• Rules to accept or reject materials or works. 
• Methods for measurement and payment of each item (what works, materials, etc, are included 

in each item and the criteria to measure them). 
• Environmental conservation policies and responsibility of supplier to adhere. 
• Quality assurance programme. 
   

Note:  
- in-situ concrete refers to concrete mixed ‘in the 

original place’ where it is intended to be used 
- psi refers to ‘pounds per square inch’ 
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The section outlines the review and subsequent approval of the specification by the entity’s 
assigned procurement officer, ensuring the description is free of ambiguities, clear and generic 
and promotes fair and open competition among the suppliers.  

The procurement officer supports the person responsible for developing the specification in the 
following areas:  

a) Provides information on previous, current and upcoming procurement activities for 
similar products or services  

b) Reviews the requisition for completeness and ensures that the specifications or 
descriptions are not restrictive or biased towards a specific supplier. Such bias directly 
contravenes Section 59(5) of the Act  

c) Assists in market studies to identify sources of supplies, information on pricing and 
availability and extent of competition. This would lead to adequate estimating the value 
of procurement to satisfy the requirement as per Section 32(2) of the Act. 

d) Provides advice on the best method to obtain goods and services in a timely manner at 
the best possible price. 

e) Considers external influences affecting the review of the specification such as: 

• Codes of Practice, regulations, Acts of Parliament 

• Technical Standards 

• Conditions of Contract 

• Tendering practice 

• Product and technical data 

• Conformance 

• Accreditation/certification 

• Appraisal 

• Quality Assurance 

• Ongoing reform 
 

At the conclusion of this process, the requisitioner is to review the finished description to 
ensure that the requirements are valid in meeting the identified need, that the 
requirements are effectively defined in the specification and the specification is free from 
bias. The final requirement definition should then be submitted, including certification of 
availability of funds, as part of a requisition to the procurement function. 

Step 4 – Review and Approval of Specification 
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The approved specification should be included as part of the ‘solicitation’ document. 

 

 

 

In the event that amendments arise during the ‘Invitation to Bid’ process, the amendments should 
be reviewed in terms of satisfying the entity’s needs and the impact of amending the specification 
on the current tendering process, in terms of schedule, costs, quality etc. Upon approval by the 
authorised procurement officer/project manager, the specification should be amended and issued 
to potential suppliers/contractors, allowing reasonable opportunity to offer a bid based on the 
amended specification. 

 

 

 

The specification should be reviewed at the end of the procurement activity to ensure that it 
effectively defined the goods or services that were procured. If areas for improvement are 
identified, the specification should be revised with the benefit of hindsight.  

When the review of the specification has been completed and if it relates to goods or services that 
are likely to be procured frequently, this document(s) must be retained on file. Specifications 
forming part of a contract document must be retained for a period of seven (7) years in the 
department (active) and seven (7) years in storage (in keeping with the Regulations). 
 (National Archives of Trinidad and Tobago, 2013)5.  
 
Before each procurement activity, a review of the specification is conducted to ensure that it 
reflects the entity’s needs at that time. Alternatively, a programme should be instituted to review 
specifications on a regular basis. 
 

 
5 National Archives of Trinidad and Tobago, 2013, Sample Retention and Disposition Scheduled for Files which are 
common to most Ministries, 
http://natt.gov.tt/sites/default/files/pdfs/Sample%20Records%20Retention%20and%20Disposition%20Schedule.pdf 

Step 5 – Issuing the approved Specification 

Step 6 – Managing amendments to the Specification 

Step 7 – Revising and Storing Specification 
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13.0 When and how to use brands in specification?  

While it is sometimes practical to specify a brand name for the 

purpose of defining acceptable functional, performance and/or 

technical standards, the following must be considered:  

a) Nomination of these products should only be used to define 
the required product standard as the first option (consider 
using an alternative of equal quality and standard).  

b) Brand names should never be used without also specifying essential minimum 
requirements.  

c) Specifications should clearly invite suppliers/contractors of 
equivalent products, i.e., products meeting similar functional, 
performance and/or technical standards by adding the 
wording “or equivalent” (e.g., ‘Dell’ New Inspiron 14 3000 or 
equivalent computer). Specification should clearly indicate 
that no particular preference will be given to the specified 
brand names when evaluating the offers.  

 
A brand name or equivalent description provides one or more manufacturers’ brand names 
with identifying model numbers. In a performance specification, a brand name or equivalent 
description states the standards of quality, performance, and characteristics needed to meet 
the requirements of the end user.  
 
To meet the standard of performance of “or equivalent,” the commodity must be 
functionally equivalent to the brand name product but not necessarily the same in every 
detail.  
 
A checklist may be included for suppliers to identify how their commodity meets or could be 
modified to meet the specification requirements. When appropriate, the description should 
include at least two acceptable brand name products. 
 

Typical example: 

Comparable 4x4 double-cab pick-up might be ‘NISSAN®’-
Navara or Frontier, ‘TOYOTA®’-Hilux, ‘MITSUBISHI®’-
Sportero or ‘FORD®’ F150 
 

 

13.1  Advantages of brand name descriptions:  

 Allow for agency standardisation (e.g., fleet standardisation for 
purposes of training and maintenance)  

 Meet the expectations of the end user by providing the exact 
commodity needed 

 Reduce the time required to develop the specification 
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13.2 Disadvantages of brand name descriptions 

 Very restrictive - limit competition 
o Potentially equivalent products are not considered for 

award; alternative brands would be excluded from 
consideration 

o May result in increased price 
o May lead to a sole source procurement and create dependency on a specific 

supplier. 
 Requires significant justification (e.g., maintenance, compatibility of parts) 
 Potential to alter the strategic outlook of the procurement item. That is, branding can have 

the potential of either increasing the risk of supply as well as 
increasing the overall value of the item. 
 
‘Branding’ can alter the procurement of an item from initially 
being classified as ‘non-critical’ of low value and with a low risk 
of supply, to either one of the following quadrants: 
- Low value and high risk of supply – Bottleneck  
- High value and with a low risk of supply - Leverage 
- High value and with a high risk of supply – Strategic 
 
Case study: 
The procurement of a domestic water pump 
 

Name PENTAX® 

Pump Type Centrifugal 

Discharge Flow Capacity 220m3 per hour 

Total Pumping Head Generated 70m of water 

Operational Speed 1450RPM 

Overall Pump Efficiency 65% 

  
Incorporating a brand name ‘PENTAX®’ pump within the specification document, would 
now compel the supplier/contractor to procure the specific item in order to fulfil the 
requirements of the project. In so doing, supplier/contractor would be restricted in 
providing the alternatives. This would lead to sourcing the branded named goods 
regardless of availability, thereby increasing the risk of supply. In some instances, the 
supplier/vendor would have to incur additional costs to locate and source the goods, 
thereby increasing the value of the item. 
 
In this case, the specification should be developed based on performance thereby 
achieving value for money as shown below. 
 

Pump Type Centrifugal 

Bottleneck Strategic

Non-critical Leverage

.
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Discharge Flow Capacity 220m3 per hour 

Total Pumping Head Generated 70m of water 

Operational Speed 1450RPM 

Overall Pump Efficiency 65% 

 

14.0 What should not be included in a specification?  

 
Specification should not include: 

• conditions of tender 

• conditions of contract 

• bias favouring a supplier  

• questionnaires used by tenderers to submit offers  

• aspects which may lead to discrimination either directly or 
indirectly to particular suppliers  

• over specified requirements  

• disclosure of allocated budgets.  
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 Diagram 4 - Cycle of Specification (CIPS-Handbook, Level 3)
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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 safe guarded. 

Act 
the Public Procurement and Disposal of Public Property Act, 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 to be procured 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 a company's 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. 

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 

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

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 tenderer that they have been 
selected as the preferred provider for a specific contract. 

Contract Management 

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. 

Contract Price 
The contract price is 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, process and structures.  

Defects liability Period 
A defects liability period is 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 
a procuring entity may also opt to purchase directly from one, or where 
feasible, more than one supplier or contractor without competition 
where circumstances dictate. 

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. 
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Terms Meaning 

Emergency Procurement 

to consider an urgent and unexpected requirement where the 
conservation of public resources is at risk. Where an emergency exists, 
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 
through to 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 
more contracts with the procuring entity during the period in which the 
framework agreement or arrangement applies. 

Goods items you purchase such as furniture, laptops et cetera. 

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

Integrity avoiding corruption and conflicts of interest. 
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Terms Meaning 

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 a 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. For example, a lease for an apartment is legally binding, 
because upon signing the document, the lessor and the lessee are 
agreeing to a number of conditions. 

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

Limited Bidding 
to enable a 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 
and 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 for another over an extended period of time 

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

Mean Time Between 
Failures (MTBF)  

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

Mean Time to Repair (MTTR)   
is a basic measure of the maintainability of repairable item. It represents 
the average time required to repair a failed component or device 
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Terms Meaning 

Mobilization 

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 that leads an organisation’s procurement department and 
oversees 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 
is 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  
Payment terms are 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 Bonds 

A 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. 

Procurement and Disposal 
Advisory Committee 

to ensure 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, includes 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. 
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Terms Meaning 

Public Body 

ranging from Ministries to the Tobago House of Assembly (THA), 
Municipal Corporations, Regional Health Authorities, Statutory Bodies, 
State Enterprises, Service Commissions, Parliament, State-owned 
Enterprises, Non-Governmental Organizations, 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 to review decisions made by The Office of Procurement 
Regulation. 

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

Request for Proposals 
the Request for Proposals to be prepared by the Procuring Entity for the 
selection of Consultants. 

Request for Quotation 
to invite suppliers into a bidding process to bid on specific products or 
services. 

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

Retention (works) 

is 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 failures of a procurement process designed 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. 
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Terms Meaning 

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

Service Level Agreements 
(SLA) 

A service-level agreement is 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 
  

Temporary contracts. 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 more usually involves seeking 
bids to supply goods, services or works. 

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 Enterprises 
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 our process of building and enhancing a global supplier 
community. The information you provide about your company will be 
used to source potential opportunities so be sure to enter as much 
detail about your capabilities as possible. 
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Terms Meaning 

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 
the 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, whist minimising damage to the 
environment. 

Terms of Reference 

the Terms of Reference 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 an Act of Parliament, namely 
the Public Procurement and Disposal of Public Property Act, 2015. 

Transparency appropriate information is placed in the public domain. 

Treaty a formally concluded and ratified agreement between countries. 

Two-Stage Bidding 
a procurement method where submission of proposals takes place in 
two (2) stages, where the technical and financial proposals are 
submitted separately. 

Value analysis   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. 
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Terms Meaning 

Warranty Claims 
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 the construction and engineering works of all kinds. 
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List of Acronyms 

ABBREVIATION EXPLANATION 

ACI American Concrete Institute 

AO Accounting Officer 

APETT Association of Professional Engineers of Trinidad and Tobago 

APP Annual Procurement Plan 

APPR Annual Procurement Performance Report 

ASPA Annual Schedule of Procurement Activities 

ASTM American Society for Testing and Materials 

BATNA Best Alternative to a Negotiated Agreement 

BOATT Board of Architecture of Trinidad and Tobago 

BOETT Board of Engineering of Trinidad and Tobago 

BOQ Bills of Quantities 

BS British Standards 

CAP Contract Administration Plan 

CBTT Central Bank of Trinidad and Tobago 

CEO Chief Executive Officer 

CFR Code of Federal Regulations 

CIMS The Cleaning Industry Management Standards 

CIPS Chartered Institute in Procurement & Supply 

CM Contract Management 

COSO Committee of Sponsoring Organisations of the Treadway 
Commission 

CPAF Cost Plus Award Fee 

CPFF Cost Plus Fixed Price 

CPIF Cost Plus Incentive Fee 

CPM Contract Management Plan 

CQS Selection based on Consultants’ Qualifications  

CSR Corporate Social Responsibility 

CTB Central Tenders Board 

CV Curriculum Vitae 

DBR Design Brief Report 

DN Delivery Note 

DPP Director of Public Prosecution 

DSR Design Standards Report 

ECCE Early Childhood Care and Education 

EMA  Environmental Management Agency 

EN European Standards 

EOI Expression of Interest 

EU European Union 

FBS Selection under Fixed Budget 
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FFP Firm Fixed Price 

FIDIC Fédération Internationale Des Ingénieurs-Conseils 

FPEPA Fixed Price with Economic Price Adjustment 

FPPI Fixed Price Plus Incentive 

GPS Global Positioning System 

HP Hewlett Packard 

HSSEQ Health Safety Security Environment and Quality 

IAS Institute of Advanced Study 

ICT Information and Communication Technology 

IDS Intrusion Detection System 

IFB Invitation for Bid 

IFRS International Finance Reporting Standards 

IGRF Internal Goods Received Form 

ILO International Labour Organisation 

IR Inception Report 

ISO The International Organization for Standardization 

IT Information Technology 

ITB Invitation to Bid 

JPO Junior Procurement Officer 

JV Joint Venture 

KPI Key Performance Index 

LCS Least Cost Selection  

LHA Local Health Authority 

LTA Long Term Agreement 

MOWI Ministry of Works and Infrastructure 

MS Microsoft 

MTBF Mean Time Between Failure 

MTTR Mean Time to Repair 

NASPO National Association of State Procurement Officials 

NATT National Archive of Trinidad and Tobago 

NGO Non-Governmental Organization 

NGOs Non-governmental Organisations 

NIB National Insurance Board 

OECD Organisation for Economic Co-operation and Development 

OPR The Office of Procurement Regulation 

OSH Trinidad and Tobago Occupational Safety and Health 

OSH  Occupational Safety and Health 

OSHA Occupational Safety and Health Administration 

P&DAC Procurement and Disposal Advisory Committee 

PAHO  Pan American Health Organisation  

PMBOK Project Management Book of Knowledge - Guide Sixth Edition 

PO Procurement Officer 



 

 HGPL05 - 03-2021 - Version 1.0    61 
 

 

PP&DPP Public Procurement and Disposal of Public Property ACT 2015, as 
amended 

PPC Public Procurement Cycle 

PPDPPA Public Procurement and Disposal of Public Property Act 

PPPA Public Private Partnership Arrangement 

PPRB Public Procurement Review Board 

PR Preliminary Report 

QBS Quality Based Selection 

QCBS Quality and Cost-Based Selection  

RFI Request for Information 

RFO Request for Offer 

RFP Request for Proposal 

RFQ Request for Quotation 

RH Relative Humidity 

SAMF Strategic Asset Management Framework 

SCP Sustainable Consumption & Production 

SDGs Sustainable Development Goals 

SLA Service Level Agreements 

SOE State-Owned Enterprises 

SOR Statement of Requirements 

SOW Scope/Statement of Works 

SP Sustainable Procurement 

SPM Supplier Performance Management 

SPO Senior Procurement Officer 

SRM Supplier Relationship Management 

SSID Service Set Identifier 

STOW Safe to Work 

SWOT Strengths, Weaknesses, Opportunities and Threats 

TCPD Town and Country Planning Division 

TOR Terms of Reference 

TTD Trinidad and Tobago Dollars 

TTFS Trinidad and Tobago Fire Service 

UPS Uninterrupted Power Supply 

VAT Value Added Tax 

Vfm Value for Money 

VPN Virtual Private Network 

WASA Water and Sewerage Authority of Trinidad and Tobago 

WHO World Health Organisation 


