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1.0  Preamble 
 

1.1 Purpose of this guideline 
The purpose of this general guideline is to provide guidance to all public 

bodies on the use of electronic procurement (eProcurement) systems 

within the operating model of the Public Procurement and Disposal of 

Public Property Act 2015, as amended (“the Act”). 

This Guide seeks to describe how eProcurement may be used in public 

procurement projects undertaken by public bodies in keeping with the 

objects of the Act.  

 

1.2 Who should use this guideline? 
This general guideline is intended for all public bodies who require an 

understanding of the key decision areas for eProcurement usage and the 

inputs required for decision making. 

 

1.3 How should this guideline be used? 
This guideline should be read in conjunction with the Act, the 

Procurement Regulations, the Comprehensive Handbook of 

Procurement, Retention and Disposal of Public Property, and the 

attendant Guidelines. 

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

for developing its own special guidelines. In such instances the public 

body 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. 
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Section 4 of the Act 

provides a listing of 

public bodies, as follows: 

a) The Office of the 

President 

b) The Parliament 

c) The Judiciary 

d) A Ministry or a 

department or 

division of a Ministry 

e) The THA, or a division 

of the THA 

f) A Municipal 

Corporation 

g) An RHA 

h) A statutory body 

i) A State-controlled 

enterprise 

j) A Service Commission 

k) A body corporate or 

incorporate, 

established by the 

President, a Minister 

or another public 

authority, performing 

a function on behalf 

of the State  

l) A body corporate or 

incorporate that uses 

public money 

 

 

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

 

 

 

 

 

 

 

1.5 How does this guideline link to the Trinidad and Tobago Procurement Procedure? 
The following Sections of the Act highlight the legal provisions for the promotion of eProcurement 

in public bodies: 

“Section 13(1)(g) provide best practice advice in the conduct of procurement activities, including 

the promotion of electronic transactions;” 

“Section 38(1) Notwithstanding any other law for carrying out the purposes of this Act, public 

procurement under this Act may be undertaken using electronic means.” 

This general guideline therefore outlines an eProcurement framework designed for public bodies 

to operate in a manner that is consistent with the achievement of the objects of the Act as stated 

in Section 1.4 above.  
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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. 

 



 

3 
HGTE02 - 03-2021 - Version 1.0   

2.0  Introduction 
Electronic procurement occurs when the activities of the purchasing process are conducted 

electronically, typically over the internet, to shorten the cycle time and lower the transaction costs 

of the acquisition process. In its broadest sense, eProcurement involves electronic data transfers 

to support operational, tactical and strategic procurement. 

eProcurement is often supported by internet technologies and is becoming more prevalent. The 
historic context of eProcurement is demonstrated in the Figure 1 below: 

Figure 11 -  Source: UN Procurement Practitioner’s Handbook 2006 

3.0  eProcurement Tools and Applications2 
 
Those involved in the procurement function need to understand the eProcurement concepts and 

tools to provide input into their development, use, evaluation and refinement as a means of 

improving procurement efficiency and effectiveness.  

Within the very wide spectrum of what eProcurement can entail and represent,  which is 

continuously developing and evolving, the main examples of tools and applications to conduct or 

electronically support the procurement process are as follows: 

 

 

 
 

1 UN Procurement Practitioner’s Handbook Nov 2006 https://www.ungm.org/Areas/Public/pph/channels/PPH.pdf  
2 UN Procurement Practitioner’s Handbook Nov 2006 https://www.ungm.org/Areas/Public/pph/channels/PPH.pdf 

https://www.ungm.org/Areas/Public/pph/channels/PPH.pdf
https://www.ungm.org/Areas/Public/pph/channels/PPH.pdf
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3.1 Traditional eProcurement Tools and Applications3 
 

3.1.1 Electronic systems to support traditional procurement 

These include mainframes and personal computers (PC), Electronic Data Interchange (EDI) and 
Enterprise Resource Planning (ERP). 
 

3.1.2 EDI (Electronic Data Interchange) 

EDI is an application whereby electronic messages can be exchanged between computer 
programs of two separate organisations.  Some features of EDI include: 

• Messages are exchanged in groups, known as batches. 

• Messages can be automatically sent, transmitted and stored between computers without 

retyping or keying data. 

• EDI has to be implemented by each pair of organisations (sender and receiver) who wish 

to use it. This means that the implementation costs of EDI are relatively high. 

• EDI is mostly used where the messages exchanged concern such matters as orders, 

confirmations, transport information and invoicing. 

• EDI traditionally runs on so-called, “Value Added Networks”, which are closed networks 

(unlike open networks like the Internet). 

 

3.1.3 Extensible Markup Language (XML) 

XML is used to allow for the easy interchange of documents on the World Wide Web. 
 

3.1.4 World Wide Web (WWW) 

The WWW is a major service on the Internet. The World Wide Web is made up of "Web servers" 
that store and disseminate "Web pages," which are "rich" documents that contain text, graphics, 
animations and videos to anyone with an Internet connection. 
 

3.1.5 Enterprise Resource Planning Systems (ERP), hosted or cloud-based 

ERP systems are management information systems that integrate and automate many of the 
business practices, processes and work flows associated with the operations of a company or 
organisation.  
 
ERP systems typically handle the manufacturing, logistics, and distribution, inventory, shipping, 
invoicing, and accounting for a company or organisation. ERPs aid in the control of many business 
activities, such as sales, delivery, billing, production, procurement, inventory management, and 
human resources management.  

 
 

3 UN Procurement Practitioner’s Handbook Nov 2006 https://www.ungm.org/Areas/Public/pph/channels/PPH.pdf 

https://www.ungm.org/Areas/Public/pph/channels/PPH.pdf


 

5 
HGTE02 - 03-2021 - Version 1.0   

Typically, within a procurement environment, ERP systems include the procure-to-pay process 
which usually covers the workflow and approval process from requisition to approved purchase 
order and ends with the payment of the invoice, i.e., the entire life cycle of a transaction. 
 

3.1.6 Electronic mail (e-mail) - Electronic receipt of offers 

Email is an Internet based application through which electronic messages are exchanged. 
 
Receipt of offers by email may be a good first step in an electronically managed procurement 
process which would cover interaction with the supplier community. Feasibility depends on the 
actual area of operations and access to a robust and secure internet connection, meaning that for 
some organisations that still rely on receipt of paper originals of offers by mail, courier or fax, it 
may be possible to give bidders the opportunity to submit their offers by email. This can help 
improve efficiency and effectiveness of the procurement process as well as improve the 
environmental impact of the bidding process. 
 
For electronic submissions via email, a dedicated email address must be set up, and it must be 

clearly stipulated in the solicitation documents that offers sent to any other email address will be 

rejected. This email address must be protected to ensure that emails are kept unopened until the 

bid opening. Ideally, individuals not directly involved in the procurement process, and duly 

authorised, must have sole access to the secure email. 

It is important to note that the deadline stated in the solicitation document applies equally to hard 

copy and electronic tender submission. In the case of bid submission by email, the receipt time 

stamp should be the date and time when the submission has been received in the dedicated email 

inbox. It is the sole responsibility of bidders to ensure that their bid is received in the dedicated 

inbox on or before the prescribed bidding or tender deadline. 

Also, the distribution of solicitation documents may be performed electronically. Here, one 

guiding principle applies: the fair treatment of all suppliers and bidders, i.e., invitees must receive 

the same information at the same time. 

If the solicitation documents do not allow electronic submissions, any submission received by 

electronic means may be rejected. Any requirement for documentation of the solicitation process 

shall not be interpreted to restrict the use of any electronic means of data interchange, provided 

the electronic medium upholds the procurement principles and allows for adequate audit trail of 

the procurement process. 

 

3.2 Internet Tools and Platforms that Replace Traditional Procurement4 

Some internet tools and platforms that replace traditional procurement include: 

 
 

4 UN Procurement Practitioner’s Handbook Nov 2006 https://www.ungm.org/Areas/Public/pph/channels/PPH.pdf 

https://www.ungm.org/Areas/Public/pph/channels/PPH.pdf
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3.2.1 E-sourcing 

E-sourcing supports the specification phase; it can be used to pre-qualify suppliers and also 
identifies suppliers that can be used in the selection phase. For suppliers, the benefit is 
“marketing” and for the buying organisations, the benefit is facilitating the sourcing of suppliers. 
 

3.2.2 E-tendering 

E-tendering supports the selection stage and acts as a communication platform between the 
procuring organisation and suppliers. It covers the complete tendering process from Request for 
Expression of Interest (REOI) via ITB/RFP to contracting, usually including support for the analysis 
and assessment activities. It does not include closing the deal with a supplier but facilitates a large 
part of the tactical procurement process. It results in equal treatment of suppliers, transparent 
selection process, reduction in (legal) errors, clear audit trail, more efficiency in the tactical 
procurement process and improved time management of tendering procedures.  
 

3.2.3 E-auctioning 

E-auctioning supports the contract stage. It enables the closing of a deal with a supplier if parties 
agree on price. They operate with an upward or downward price mechanism e.g. e-auctioning 
with upward price mechanism for the selling organisation and e-reverse auctioning with a 
downward price mechanism for the buying organisation. They can be made in accordance with a 
traditional ITB/RFP and are internet based using open or closed systems. 
 

3.2.4 E-ordering and web-based ERP 

E-ordering and web-based ERP is the process of creating and approving procurement requisitions, 
placing purchase orders, as well as receiving goods and services ordered, by using software 
systems based on the Internet. 
 

3.2.5 E-informing 

E-informing is not directly associated with a stage in the procurement process; it is the process of 
gathering and distributing procurement information both from and to internal and external 
parties using Internet technology. 
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Figure 2 below helps to provide a clear understanding of where the above-mentioned internet 

tools and platforms are positioned within the procurement cycle:  

Figure 2  - Source: UN Procurement Practitioner’s Handbook 2006 

 

3.3 Approaches to eTendering and more Advanced Tools5 
There are different approaches in the selection of an eTendering tool or system. Various 
commercial solutions are available in the market and there is also the option to build your own 
eTendering tool using in-house expertise, capacity and resources. 
 
Additional electronic tools, such as eCatalogue, eReverse Auction and Dynamic Purchasing 
Systems (DPS), may be selected as stand-alone options or to supplement and expand an 
eTendering tool. Therefore an organisation should make their choice in line with their 
procurement profile, based on a needs analysis and in accordance with their existing technological 
level and capacity. Moreover, they will consider the relevant system(s) already in place and the 
related integration requirements. The additional tools available may automate and integrate one 
or various additional phases of the procurement process. 
 

3.3.1 eReverse Auction 

An electronic reverse auction (eRA) may also be a stand-alone procurement tool and encourages 
competition among bidders through an online and real-time trading system. During a specific 
(usually short) period of time, , a bidder can present electronic offers in this electronic system, 
automatically competing with other bidders’ offers. An eRA makes offers for goods, works and 
services, where prices and values submitted by the bidders are presented electronically and visible 
to all bidders participating.  

 
 

5 UN Procurement Practitioner’s Handbook 2020 https://www.ungm.org/Shared/KnowledgeCenter/Pages/PPH2   

https://www.ungm.org/Shared/KnowledgeCenter/Pages/PPH2
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To avoid collusion, sometimes the final part of the bidding process in ERA may be kept non-visible, 
meaning that the bidders will submit their best and final offer (BAFO) without knowing their own 
ranking in the bidding or that of the other bidders in the process. 
 

3.3.2 eCatalogue 

eCatalogue is an electronic tool for presentation of tenders to the organisation after pre-
qualification of suppliers has been concluded successfully. It is used in order to display 
products/services/works to the procuring organisations, with clear details of the anticipated 
purchases. Usually, technical specifications and the format of the eCatalogue are determined by 
the procuring organisation in a standardised template in order to facilitate the evaluation of 
different products. 
 
Under the eCatalogue tool, the procuring organisation can have access to a list of items offered 
by the supplier, with supporting information. The procurement can be processed through direct 
order or request for quotation. The electronic purchasing process can also involve more steps, 
such as placing and checking orders, designating transportation specifications, issuing invoices, 
requests for payment and monitoring approval. The acquisition of furniture, reprographic 
equipment, training and education services and office cleaning services are the most common 
examples of procurement under eCatalogue. 
 

3.3.3 Dynamic Purchasing System 

As an eProcurement tool, the Dynamic Purchasing System (DPS) is a process that facilitates the 
procuring organisation purchasing goods, services and works electronically within a longer 
timeframe. DPS extends beyond the limitations of Long Term Agreements (LTAs) or framework 
contracts and more or less rigid sourcing processes. It is meant for faster-moving markets, where 
suppliers come and go, and prices may fluctuate. 
 
In this system, procuring organisations will publish a tender notice, specifying the type and an 
estimated quantity for purchase, the technical and administrative requirements, the expected 
technology, the social and sustainable prerequisites for eligibility and other specifications 
regarding the purchase. After procuring organisations have set their requirements, prospective 
contractors/suppliers can participate at any time in an e-competition for tenders. The time frame 
is longer and can correspond to timing set for an LTA. This electronic process remains open 
throughout the above-mentioned defined period of validity for prospective bidders/suppliers who 
meet the requirements to compete. Procuring organisations may also demand that offers are 
presented in an eCatalogue format. Successful stories of procuring through a DPS can be found in 
the health sector concerning the procurement of pharmaceuticals. 
 

3.3.4 Business to business (B2B) 

With the advancement of technologies and the change in buying behaviours, as appropriate, 
eProcurement development strategies could also aim to look ahead and connect with the 
adoption of consumer driven platforms. Two such examples are business to business (B2B) and 
business to consumer (B2C) platforms (e.g. Amazon and Alibaba), and the leverage of social media. 
On the B2B platforms, eProcurement integration with buying portals such as Amazon and Alibaba 
can accelerate the implementation of a full supply chain solution for many organisations, including 



 

9 
HGTE02 - 03-2021 - Version 1.0   

not only the requisitioning, order processing and delivery modules, but also the upstream supplier 
selection, contracting and cataloguing efforts and lead times. Traditional eProcurement portals 
can be integrated with these B2B providers and thus improve usability in terms of speed and 
choice (mobile device click to buy process), whilst maintaining the controls (approvals, reporting, 
audits). 
 
In terms of social media opportunities, consumer behaviour is now proven to be the power of 
instant buyer feedback (online reviews). For both private and public organisations, the ability to 
accelerate market research for new suppliers and vendors, benchmark and reference checking 
their credibility, and for ongoing performance monitoring and feedback collection, social media 
has now made it possible to provide buyers with far more accurate real time assessments for 
decision making. One fundamental ingredient is the broad base data from a diverse user base. 
 

4.0 Benefits and Risks of Implementing an eProcurement System6 
In order to  implement the most successful eProcurement system, it is important to identify and 

assess the benefits and risks of eProcurement tools and how existing tools may be enhanced.  

 

Benefits 

Particular benefits of eProcurement in the public sector are thought to include greater 

transparency in procurement through electronic publishing of tender notices and contract 

awards. This in turn is likely to enhance accountability and reduce the instances of corruption. 

When developing a business case for adopting or enhancing an e-procurement tool, it is important 

to assess the baseline benefits and costs associated with the process or processes to be 

automated in order to understand the probable outcomes of e-procurement adoption or 

enhancement. In essence, it is important to understand what will change and how it will change 

when an e-procurement tool is implemented. 

Risks 

The implementation of eProcurement tools carries certain risks. One of the primary risks is missing 

opportunities to implement strategies that improve procurement management without the need 

for investment in eProcurement. This is because many of the benefits ascribed to eProcurement 

may be achieved simply by improving procurement practice. For example, it is often said that 

eProcurement reduces “maverick buying”. However, other measures, including the 

implementation of corporate buying strategies that offer value for money, do not require 

electronic tools.  

Another risk is over-investment in eProcurement tools that do not deliver the expected benefits. 

This risk arises when there has been inadequate evaluation of the implications of the adoption or 

 
 

6 UN Procurement Practitioner’s Handbook Nov 2006 https://www.ungm.org/Areas/Public/pph/channels/PPH.pdf 

https://www.ungm.org/Areas/Public/pph/channels/PPH.pdf
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enhancement of eProcurement tools. The risk that users will not accept an eProcurement tool is 

another common risk. This risk often arises where users have not been adequately consulted 

about the adoption or enhancement of the particular tool.  

On the supply side, there is a risk that suppliers will not cooperate with the use of eProcurement 

tools. For example, some suppliers are sufficiently powerful to insist on the use of paper-based 

systems. Others may not have access to affordable internet based technology with which to access 

to the eProcurement tools of purchasers. In markets that are already competitive with low profit 

margins, suppliers may choose not to participate in e-reverse auctions.  

7There is a risk of the system “becoming” the process. This can stifle innovation and improvements 

because of system constraints and configuration. The system de facto “becomes” the policy in 

reality because the process is indivisible. This is particularly the case for bespoke systems, due to 

the sunk costs invested in them. In turn, this can be an impediment to further reform and 

innovation. 

eProcurement does not automate all aspects of procurement. Procurement and project 

professionals will continue to manage procurement, design contracts and develop procurement 

plans, contracting strategies, and evaluation criteria and specifications. 

An eProcurement system is not a panacea and is only as effective as the quality of its design and 

use. The automation of flawed and inefficient processes, and poor strategic choices, will simply 

make bad procurement faster. 

 

5.0 Functionalities and Requirements of an eProcurement System 
Table 1 below provide the standard Functionalities and Requirements for an eProcurement 

system by a public body: 

Table 1 – Functionality & Requirements of an eProcurement System 

eProcurement Functionality 
Category 

Requirements 

 
 

e-Procurement Plan 
 
 
 
 
 

Ability to define the budgets of goods, works and services. 

The individual plans can be grouped, consolidated and 
ultimately published as the “national” procurement plan of the 
country. 

Grouping/consolidation to be performed at a hierarchical level. 

Be able to utilise plan information to establish framework 
agreements. 

 
 

7 eProcurement Guidance Note on Procurement June 2018, Asian Development Bank 

https://www.adb.org/sites/default/files/eprocurement.pdf  

https://www.adb.org/sites/default/files/eprocurement.pdf
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eProcurement Functionality 
Category 

Requirements 

e-Procurement Plan Should be able to integrate the planning module with external 
publication/bulletin boards to assist in procurement plans’ 
widespread publication. 

Ability to integrate with Financial Management Information 
System (FMIS) module such as the Budgetary Accounting 
Module. 

  

Supplier Risk Evaluation Evaluation of the Procurement activities to determine supply 
risk. As an alternative to SUPREM. 

  

 
E-Publishing/Notifications 
 

Publishing of Tenders. 

Ability to integrate with payment gateways to support online 
payments for any associated fees. 

  

 
 
 
E-Tendering Module 

Ability to support clarification messages between Procuring 
Entity and Supplier/Contractor. 

Ability of Supplier/Contractor to submit bids electronically. 

Submission of encrypted bids. 

Ability to integrate with a time-stamping service, so as not to 
rely on internal system clocks for determining the exact 
date/time a Bid is received. 

  

 
 
 
E-Evaluation/Award 

Ability to open, decrypt and evaluate the bids on-line. 

Controlled access by Bid Opening Committee, Bid Evaluation 
Committee and Tender Coordination Committee. 

Facilities the Online Evaluation of bids. 

Support process for Standstill period/complaints. 

Facilities the award of contract(s) to successful bidders. 

  

 
 
 
Contract Management 

Contract negotiations, amendments, renewals. 

Create and manage the details of the contract deliverables. 

Support business processes requiring certain actions. 

Reports and Key Performance Indicators to monitor the 
progress of the contract. 

Support the financial aspect of the contract such as payment 
schedules, lodging invoices, management of payment. 
Integration with FMIS. 
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eProcurement Functionality 
Category 

Requirements 

E-Purchasing Support process for Requisition Quotation, Purchase Orders, 
Goods Received, Invoice and Payment. 

  

 
 
 
Vendor Management 
 

Creation and management of e-attestation questionnaires. 

Management of the pre-qualification status of 
Suppliers/Contractors. 

Management of the Performance of Suppliers/Contractors. 

Debarring the Supplier/Contractor from future Tenders. 

  

Auction Provides a platform for Reverse Auctions. 
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Glossary of Terms 
 

The list of Acronyms and Glossary of terms provided below are those generally used by the 

OPR and are not specific to this General Guideline. 

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 who is responsible for identifying and procuring the 
goods and services that an organisation requires. 

Codified the arrangement of laws or rules into a systematic code. 

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

Commissioning 

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

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

Confidentiality the state of keeping or being kept secret or private. 

Contract Award 
the process of officially notifying a 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. 
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Terms Meaning 

Director of Public 
Prosecutions 

the office or official charged with the prosecution of criminal 
offences. 

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

Efficiency 
achieving procurement objectives within reasonable time and 
cost. 

Emergency Procurement 

to consider an urgent and unexpected requirement where the 
conservation of public resources is at risk. Where an 
emergency exists, 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 
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Terms Meaning 

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 
a list of suppliers or contractors who shall not participate in 
procurement proceedings 

Integrity avoiding corruption and conflicts of interest. 

Internal Control Framework 

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

Invitation to Bid 
a request from the procuring entity inviting providers to submit 
a proposal on a project for 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. 
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Terms Meaning 

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. 

Maverick Buying  ordering goods and services 'off contract' - i.e. from 
unapproved suppliers 

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 

Mobilisation 

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 
Organisation 

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 and 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. 
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Terms Meaning 

Procurement and Disposal 
Advisory Committee 

a committee which ensures 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. 

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 
Organisations, the Judiciary and the Office of the President.  

Public Confidence trust bestowed by citizens based on expectations. 

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

Public Private Partnership 
Arrangement 

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

Public Procurement Review 
Board 

a Board 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 

A type of solicitation seeking a solution to a complex 
requirement. This document is used mainly for services, but 
can also be used for non-standard items, where the selection 
will not necessarily be made on price alone, but rather on best 
value for money.  

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

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

Retention (works) 

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. 

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

Socio-Economic Policies  

environmental, social, economic and other policies of Trinidad 
and Tobago required by the Act, 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. 
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Terms Meaning 

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 

8refers to the Procurement Depository, to which suppliers or 
contractors can submit information with respect to, among 
other things, their qualifications and experience.  

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 

a document which 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. 

 
 

8 Public Procurement and Disposal of Public Property Act 2015 of Trinidad and Tobago https://www.finance.gov.tt/wp-

content/uploads/2017/02/Public-Procurement-and-Disposal-of-Public-Property-Act-1-of-2015.pdf  

https://www.finance.gov.tt/wp-content/uploads/2017/02/Public-Procurement-and-Disposal-of-Public-Property-Act-1-of-2015.pdf
https://www.finance.gov.tt/wp-content/uploads/2017/02/Public-Procurement-and-Disposal-of-Public-Property-Act-1-of-2015.pdf
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Terms Meaning 

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

Warranty Claims 
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 Organizations 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 
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FBS Selection under Fixed Budget 

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 Organization 

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 

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 

PMBOK Project Management Book of Knowledge - Guide Sixth Edition 

PO Procurement Officer 
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PP&DPP Public Procurement and Disposal of Public Property Act 2015, as 
amended 

PPC Public Procurement Cycle 

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 Organization 


