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1.0 Preamble 

1.1 Purpose of this guideline and template 
These guidelines and template have been developed to provide public bodies with an 
understanding of the pre-qualification and pre-selection processes provided for under the Public 
Procurement and Disposal of Public Property Act, 2015, as amended (“the Act”). The guidelines 
seek to explain how the Procurement Depository, established by the Office of Procurement 
Regulation (“the OPR”), will enable the process of pre-qualifying suppliers or contractors and the 
process by which the pre-qualified list can be used to pre-select the most qualified and capable 
suppliers or contractors for a specific procurement activity. 
 

1.2 Who should use this guideline? 
The guideline and template attached should be used by Procurement Officers and other officers 
in public bodies who are involved in the pre-qualification or pre-selection process.  The guideline 
can also be utilised by suppliers or contractors interested in gaining an understanding of how the 
system of pre-qualification and pre-selection operates under the new public procurement regime.   
 

1.3 How should this guideline and template be used? 

The guideline and attached template were developed based on the due diligence requirements 
outlined at Section 29(1) of the Act and should be used in conjunction with the Public Procurement 
and Disposal of Public Property Regulations 2019. 
 
A public body may use these guidelines as a model for developing its own special guidelines for 
pre-qualification and pre-selection of suppliers and contractors. 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 OPR for review and 

approval. 

 

 

 

 

 

 

1.4 The Trinidad and Tobago Public Procurement Procedures 

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

 

 

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 Handbooks and Guidelines for Approval by the OPR 

P
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b
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1.5 How does this guideline link to the Trinidad and Tobago Public Procurement Procedures? 

The Act introduces a new paradigm for procurement, retention and disposal of public property in 
Trinidad and Tobago based on a principled approach. The Act:  

a. allows for pre-qualification or pre-selection proceedings to identify qualified suppliers or 
contractors prior to solicitation; and  

b. requires the creation of a database of pre-qualified suppliers or contractors.  

As such, this guideline and the attendant template have been developed to assist public bodies in 
understanding how pre-qualification and pre-selection will function in the Trinidad and Tobago 
context and the role in using these tools to mitigate the risks of having suppliers or contractors 
participating in solicitations that they do not have the capability to deliver.   

 

 
 

 

 

 

 

 

  

Section 5(1) -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. 
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2.0 Introduction 
 
Section 26(1) of the Act requires that the OPR 
establish a Procurement Depository into which 
suppliers or contractors can submit information with 
respect to their qualifications and experience.  
 
The OPR has established an electronic system, into 
which suppliers or contractors can submit 
information on their qualifications and experience, 
thereby registering their interest in providing goods, 
works or services to public bodies. 
 
The definition of suppliers or contractors in the 
context of the Act, is “any party or potential party to 
procurement proceedings with a procuring entity” (Section 4).  
 
 Any party seeking to participate in procurement proceedings must input information and upload 
relevant associated documentation into the Procurement Depository, established by the OPR, as 
evidence of possessing the qualifications and experience to provide their respective goods, works 
or services. Section 26(3) of the Act places full responsibility on the supplier or contractor to 
ensure the accuracy of the information provided  
 
Figure 1 below provides an illustration of the roles and responsibilities of the key stakeholders in 
the Trinidad and Tobago system of pre-qualification as defined by the Act. 
 
 
 
 
 
 

Procurement Depository 
Section 26 (1): The Office shall 
establish a database, to be known 
as “the Procurement Depository”, 
to which suppliers or contractors 
can submit information with 
respect to, among other things, 
their qualifications and experience. 
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FIGURE 1: Responsibilities of players in the Pre-qualification process 

 
 
The pre-qualification database prepared and maintained by the OPR will include all suppliers and 

contractors who have attained the minimum requirements for supplying goods, providing works, 

or executing services to procuring entities in Trinidad and Tobago.  

It is important to note that procuring entities are required to exercise due diligence in verifying 

the accuracy of the information provided by the supplier or contractor, prior to the award of any 

contract. To facilitate this, the Act makes provisions for procuring entities to require a supplier or 

contractor to confirm the accuracy of the information submitted to the Procurement Depository. 

• Register interest in providing goods, works 
or services by uploading information and 
documentation on the Procurement 
Depository as evidence of being qualified 
and experienced so to do.

•Ensure the accuracy of the information that 
they provide.

Suppliers and 
Contractors

•Engages in pre-qualification and pre-
selection proceedings.

• Identifes qualified suppliers or contractors 
prior to solicitation, "pre-qualified list".

•Submits list to the OPR for inclusion on the 
database of pre-qualified suppliers or 
contractors.

Procuring Entity

•Establishes the Procurement Depository for 
access by suppliers and procuring entities.

•Prepares and maintains the database of pre-
qualified contractors and suppliers based on 
lists provided by procuring entities. 

The OPR
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To determine whether the due diligence requirements have been satisfied, procuring entities must 
first: 

a) understand these requirements, and  

b) determine the documents and information to be submitted by suppliers and contractors. 

In that regard, this guideline seeks to:  

a) provide public bodies with an understanding of the due diligence requirements as specified 

in the Act,  

b) identify the documents and information to be supplied by suppliers and contractors to 

enable the procuring entity to assess whether the requirements have been met, and 

c) provide guidance on how the pre-qualification and pre-selection systems mandated in the 

Act should function.  

 
The Procurement Depository established by the OPR is an electronic system, and screenshots are 
attached to this guideline for illustrative purposes, as it provides snapshots of the information that 
will be captured in the Procurement Depository. It is therefore to be used as a guide for public 
bodies when developing the pre-qualification process for their respective entity, and by suppliers 
or contractors when gathering the information to upload on the Procurement Depository.  
 
Section 3 of these General guidelines treats with pre-qualification of suppliers and contractors. 
 
Section 4 provides guidance on pre-selection of suppliers and contractors. 
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3.0 Pre-qualification of suppliers and contractors 
3.1 What is pre-qualification? 
Pre-qualification is a process used to identify qualified 
suppliers or contractors who can be invited to submit 
tenders or proposals to provide goods, works and/or 
services. Pre-qualification is not intended to limit the 
number of participants in a procurement process but 
seeks to invite qualified suppliers or contractors to 
participate in future projects.  
 
During the pre-qualification process, suppliers or contractors are assessed on a pass or fail basis 
against pre-defined criteria. For example, “The supplier must have a minimum of five (5) years’ 
experience in the supply and maintenance of photocopying machines”. A supplier with less than 
the required five (5) years’ experience would fail this mandatory criterion. 
 

3.2 When is pre-qualification used? 

In the context of the Trinidad and Tobago procurement system, all suppliers or contractors 
interested in providing goods, works or services to public bodies or procuring entities using public 
funds must first be pre-qualified. The pre-qualification process is used to assess whether the 
suppliers or contractors attain the minimum requirements prior to engaging them in a solicitation 
process.  
 

3.3 How the Procurement Depository was designed 
The Procurement Depository was designed in accordance with Section 29 (1) of the Act which 
specifies that procuring entities are required to ensure that suppliers and contractors: 
 

a) have the legal capacity to enter into the procurement contract; 
b) are not insolvent, in receivership, bankrupt or being wound up, their affairs are not being 

administered by a court or a judicial officer, their business activities have not been 
suspended and they are not the subject of legal proceedings for any of the foregoing; 

c) have not, and their directors or officers have not, been convicted of any criminal offence; 
d) have fulfilled their obligations to pay all required taxes and contributions in Trinidad and 

Tobago; 
e) have the necessary professional and technical qualifications and competence, financial 

resources, equipment and other physical facilities, managerial capability, reliability, 
experience and personnel to perform the procurement contract; and  

f) meet relevant industry standards. 
 

Using these requirements, the due diligence checklist at Table 1 below was developed. This 
checklist provides the public body with a guide in respect of the information and documents that 
can be requested from potential suppliers and contractors as evidence of their capability and 
capacity to perform a procurement contract in the event of an award. 

Pre-qualification 
Section 4 - “pre-qualification” 
means the procedure to identify, 
prior to solicitation, suppliers or 
contractors who are qualified. 
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In requesting the relevant information and documentation, the public body should carefully 
consider the evidence it requires, to mitigate against any reputational or financial risk of supply of 
the required good, work or service. 

 

As an example: for a procurement contract that is categorised by the public body as relatively low-
value and low-risk, requesting management accounts or a banker’s letter as evidence of the 
bidder’s financial capability may be more appropriate that requesting audited financial statements 
(which are acquired by the contractor or supplier at great cost). 

 

Detailed guidance on evaluating supply risk during the procurement planning stage is provided in 
the Basic Procurement Handbook, available under the “Resource Centre” tab at www.oprtt.org.  

 

http://www.oprtt.org/
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TABLE 1: Due Diligence Checklist 

Low Risk Med Risk High Risk

No. Requirement Cat 3 Cat 2 Cat 1

1.1
Certificate of Incorporation & where app, 

continuance
  

1.2 Certificate of Registration  

1.3 Company by-laws 

1.4 Board resolution 

1.5 Principals registered Power of Attorney 

1.6 Notice of Directors 

1.7 Affidavit 

2

Not insolvent, in receivership, bankrupt or being 

wound up, affairs  not being administered by a 

court or a judicial officer, business activities not 

suspended and not the subject of legal proceedings 

for any of the foregoing

2.1 Declaration   

3.1 Declaration   

3.2 Police certificate of character  

4.1 Tax Clearance   

4.2 VAT Clearance or a letter of exemption   

4.3 NIB Compliance or a letter of exemption   

5.1 Portfolio of projects   

5.2 References   

5.3 Equipment listing   

5.4 Banker's letter   

5.5 Management Accounts  

5.6 Company Profile  

5.7 CVs and qualification certificates  

5.8 Letters of comfort from creditors  

5.9 Insurances  

5.10 Organisational structure 

5.11 Audited Financial statements 

5.12 Agency letter of authorisation, where  applicable 

6.1 Health and Safety Policy Statement   

6.2
Licences (e.g. wireman, plumbiing, firearm user, 

food handler's badge, etc)
  

6.3 Health, Safety, Security & Environment P&P  

6.4 ISO Certification, where applicable 

6.5 Safe to Work (STOW) certification , as applicable 

6.6 Professional membership (e.g. BOETT, BOATT) 

1

Have fulfilled their obligations to pay all required 

taxes and contributions in Trinidad and Tobago
4

Legal capacity to enter into the contract

Have not, and their directors or officers have not, 

been convicted of any criminal offence

Have the necessary professional and technical 

qualifications and competence, financial 

resources, equipment and other physical facilities, 

managerial capability, reliability, experience and 

personnel to perform the procurement contract.

5

Meet relevant industry standards6

3

Evidence
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Using this checklist, the pre-qualification questionnaire at Appendix I was developed to gather the 

required information from the suppliers and contractors. The data collected in the Procurement 

Depository will be classified based on: 

• The type of goods, works or services for which the supplier or contractor is applying to be 

pre-qualified; 

• The geographical location in which they operate: 
1. An international supplier or contractor, where the country or registration is a 

foreign country; 
2. A supplier or contractor established in a CARICOM Member Country; and 
3. Supplier or contractors registered locally. Local suppliers will be further categorised 

based on the Municipal or Regional Corporation in which they operate. 
 

Once the information is submitted into the Procurement Depository, the supplier or contractor 
will be evaluated by the public body, using the due diligence criteria to determine whether the 
pre-qualification requirements have been met for the goods, works or services in the specific value 
category for which the application was made. Requirements are increased, based on the value of 
categories, hence, a supplier that is pre-qualified for the small value category can only be invited 
for opportunities that fall within that value category. However, suppliers qualified for the higher 
value categories would have satisfied more stringent requirements and as a result, can be invited 
for the lower value categories, if there are limited pre-qualified suppliers in that value category. 
For example, a supplier that is qualified to supply Information Technology equipment in the 
medium-value category can also be invited to participate in a solicitation process to supply 
Information Technology equipment for contracts in the small-value category (i.e. under 100,000 
TTD).  

 

3.4 How will the Pre-Qualification Process work? 

3.4.1 Suppliers pre-qualified by a public body prior to proclamation 

Prior to implementation of the electronic database system; all suppliers or contractors who have 

been pre-qualified by a public body will be added to the database of pre-qualified suppliers and 

contractors upon the proclamation of the relevant section of the Act.  

 

3.4.2 The Pre-qualification process for new suppliers 

i. New suppliers and contractors wishing to provide services to public bodies will log onto 

the OPR’s website and upload the required documentation and information into the 

Procurement Depository. Upon completion, a new supplier record will be created. The 

supplier or contractor will be responsible for updating the information submitted through 

the Procurement Depository. The supplier will specify the Type of Goods or Service and 

Value category for which pre-qualification is required. Once the contractor or supplier 

enters all the mandatory data for the combination of Type of Goods, Works or Service and 

Value category, he will then select all public bodies for which he has executed contracts, 
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so that one of those Public Bodies can proceed to pre-qualify him. Finally, the supplier 

submits the record for pre-qualification.  

 

ii. If a supplier’s application for pre-qualification is approved, the public body can provide a 

summary of the reasons on the system. If a supplier is rejected, then it is mandatory for 

the public body to provide reasons for the rejection.  

 

Upon approval, the supplier is added to the pre-qualified list of suppliers and will receive 

an e-mail notification, advising approval of their application.  

 

iii. If rejected, the supplier remains in the Procurement Depository as not pre-qualified and 

an e-mail is received by the supplier, advising of the reasons for the rejection. The said 

reason(s) for rejection will be available to the list of public bodies which were selected by 

the supplier for pre-qualification in this Goods/Service/Value Category. 

 

3.4.3 The Pre-qualification process for new value category  

A supplier wishing to apply to be pre-qualified for a new value category will be required to login 

to the system, select the “Change Value Category” option and select the new value category. If 

the supplier is increasing their value category, all missing fields for that category will be highlighted 

for entry. Once this information is entered, the process identified at Section 3.4.2 ii to iii will be 

followed.  

The supplier will continue to exist on the pre-qualified list of suppliers for the previously approved 

value category. 

 

3.5 What are the benefits of the Procurement Depository and the pre-qualification process? 

The Procurement Depository will: 

a. Function as the single reference point for potential suppliers to register their interest in 

doing business with public bodies.  

b. Play a key role in the supplier identification process in which all potential suppliers or 

contractors can register to supply goods or provide works or services to public bodies. 

The pre-qualification system will:  

a. ensure that each bidder who has been pre-qualified has demonstrated the ability to 

perform the works, services or deliver the required goods based on the minimum 

requirements. 

b. contribute to an efficient process by saving the bidder from demonstrating its general 

qualifications and experience to each public body.  
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c. standardise the pre-qualification process across public bodies, allowing suppliers to 

operate on equal footing.   

 

3.6 The Pre-Qualification Process from a Procuring Entity’s perspective 
The pre-qualification process involves the following steps: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

i) Planning the pre-qualification process  

The pre-qualification online questionnaire developed by the OPR provides details of the 
information and documentation that will be collated through the Procurement Depository, as 
well as the broad evaluation criteria that will determine whether a supplier or contractor has 
passed or failed.  

 

Populating the online system with the required information 

Advertising the pre-qualification or pre-selection 

opportunity  

Evaluating the applications received against established 

criteria on a pass/fail basis 

Managing and maintaining the pre-qualified database 

Defining the minimum requirements and criteria for 

pre-qualification 

 

Notifying the OPR of the list of its contractors or suppliers 

for inclusion on the database of pre-qualified contractors 

and suppliers  

Planning the pre-qualification process 
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Planning remains an important part of the pre-qualification process. At this stage, technical 
issues and the management aspects of the process must be addressed. For instance, having 
the proper blend of professionals with technical skills to manage and roll out the pre-
qualification process is key. Factors to consider in the planning process include:  

▪ The types of goods and services that will be assessed during the pre-qualification exercise 
▪ The levels of capability to be assessed. 
▪ Documents required to determine capability (technical and financial) 
▪ Industry standards that may be applicable 
▪ Measures that will be established to ensure security and confidentiality of the data 

 

ii) Defining the minimum requirements and criteria for pre-qualification 

A critical step in the pre-qualification process is defining the requirements that suppliers or 
contractors need to satisfy to successfully deliver the works, goods or services. One such 
requirement is that the supplier must have the necessary professional and technical qualifications.   
 
The supplier or contractor will be required to upload details of its professional and technical 
qualifications to supply the goods, works or services on to the Procurement Depository. If the 
supplier is a firm, they will also be required to provide a summary of the professional and technical 
qualifications of the key staff as well as their Curriculum Vitae. For example, if a firm is seeking to 
be pre-qualified to provide Market Research Services in the small value category, then the firm 
will be required to provide details of the professional and technical qualifications to provide these 
services in this category.  
 
When determining the requirements, procuring entities should ensure that they: 

 
a. understand the markets from which the suppliers or contractors are being sourced; 
b. identify the requirements that must be met; and 
c. ensure the criteria are clear and explicitly refer to the needs and characteristics of the 

project. 
 

To ensure that the suppliers or contractors possess the requirements, the procuring entity should 

verify that the documentary evidence has been provided where applicable. 

 

 
 
 
 

Note:  

The documentation and information being requested in the 
Procurement Depository has been standardised to ensure that they are 
relevant and do not impose an excessive burden on suppliers and 
contractors.  
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iii. Preparing the pre-qualification or pre-selection documents 

A procedural safeguard to ensure transparency includes the process requirements in the pre-
qualification or pre-selection documents. The online pre-qualification instructions and 
questionnaire have been developed based on the requirements of the Act.  
 
The pre-qualification or pre-selection documents must include the following information:  
 

a. name and address of the procuring entity; 
b. instructions for preparing and presenting pre-qualification applications including the 

format, place and timeline, the criteria and procedures to establish the minimum 
requirements and criteria against which bidders will be assessed on a pass/fail basis. 

c. any documentary evidence or other information to be presented by suppliers or 
contractors to confirm their qualifications. 

d. the name, functional title and address of one or more officers or employees of the 
procuring entity who are authorised to communicate directly with suppliers or contractors 
in connection with the pre-qualification proceedings. 

e. any other requirements that may be established by the procuring body in conformity with 
the Act, relating to the preparation and presentation of applications to pre-qualify and to 
the pre-qualification proceedings. 

f. information specified in Section 29(1) of the Act to enable due diligence to be conducted 
on the application; and  

g. references to the Act, other laws directly pertinent to the pre-qualification proceedings, 
and their respective citations. 

 

The pre-qualification process is accessed via the OPR’s website whereby general instructions and 

other details of the process are available. Specific details on the procuring entity that is reviewing 

the application for pre-qualification, the employees of the procuring entity who are authorised to 

communicate directly with suppliers or contractors and any other details, will be provided by the 

procuring entity when the pre-qualification process is due to commence. 

iv. Advertising the pre-qualification opportunity  

The pre-qualification opportunity should follow an open competition format. Public bodies are 
free to advertise in anticipation of a pre-qualification process to capture many potential suppliers. 
Advertising media should include:  the national newspapers, to facilitate access by local suppliers, 
online advertising on the company’s website and other social media platforms.  
 

v. Evaluating the applications received against established criteria on a pass/fail basis 

Evaluation is a critical step in the pre-qualification process. Developing the pre-qualification 
framework beforehand will assist in establishing a fair and efficient process.  Efficiency can also be 
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improved by identifying members of the evaluation team with the appropriate skills to assess both 
technical and financial capability of suppliers or contractors.  
 
The evaluation process should be fair, transparent and objective; therefore, suppliers and 
contractors must only be evaluated based on the qualification criteria and procedures set out in 
the pre-qualification documents and the criteria must apply equally to all. The evaluation is 
essentially a series of yes or no decisions. During the evaluation process, ensure that adequate 
focus is placed on areas critical to delivery of the goods, works or services.  
 

Following the assessment, all applicants that meet the qualification requirements shall be invited 
to participate in the bid submission phase or a pre-selection process. The public body should verify 
the information provided by the suppliers or contractors by visiting supplier offices, contacting 
past clients and by other applicable means. It may not be practical to verify every area, but the 
level of verification should match the risk associated with the works, goods or services. 
 
 
  
 

 
 

 

 

 

 

 

vi. Notifying the OPR of the list of its suppliers or contractors for inclusion on the database of pre-

qualified contractors and suppliers. and suppliers 

Following the evaluation process, all pre-qualified suppliers or contractors will be registered on a 
database as pre-qualified suppliers. Within five (5) business days of its internal approval process, 
the public body must notify the OPR of the list of its suppliers or contractors for inclusion on the 
database of pre-qualified contractors and suppliers. If a supplier is rejected, it is mandatory that 
the reasons for rejection are provided. Once a supplier is pre-qualified, the supplier can be invited 
by any public body to participate in procurement activities.  
 

Note: 
 

▪ Section 29(6): A procuring entity shall disqualify a supplier or 
contractor if the information submitted concerning the qualifications 
of the supplier or contractor was materially inaccurate or materially 
incomplete so as to constitute a misrepresentation 

▪ Section 29(7): A procuring entity may disqualify a supplier or 
contractor if the information submitted concerning the qualifications 
of the supplier or contractor was inaccurate or incomplete in any 
respect and the supplier or contractor fails to promptly remedy the 
inaccuracy or incompleteness upon the request of the procuring entity. 

 
A procuring entity may require that the supplier or contractor presenting the 
successful submission to certify on oath that the documentary evidence 
provided to demonstrate his qualifications for the particular procurement 
activity is true and correct.  
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vii. Maintaining and managing the database and information 

The pre-qualification system requires updating and maintenance to accommodate any changes 

that may affect supplier or contractor capability. The Act places the responsibility for ensuring the 

accuracy of the information on the supplier. However, the Act also states that a public body, as 

part of their due diligence process, may: 

a. request that pre-qualified suppliers demonstrate their qualifications again in accordance 

with the same evaluation criteria; 

b. disqualify suppliers or contractors who, without reasonable cause, fail to demonstrate 

their qualifications when asked to do so; and  

c. promptly notify each supplier or contractor who is requested to demonstrate his 

qualification again whether or not he has done so to the satisfaction of the procuring 

entity. 

Procuring entities must inform the OPR of any changes to the status of supplier or contractor pre-

qualification as a result of these assessments. 
 

4.0 Pre-Selection of suppliers and contractor 

Note: 

Public bodies should retain a record of their assessment of supplier’s 

and contractor’s application for pre-qualification reasons for rejection 

or selection as part of their records.  

 

 

Note: 

Despite the existence of the database of pre-qualified suppliers and 

contractors, the Act requires that public bodies do their due diligence 

prior to contract award.  
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4.0 Pre-Selection of suppliers and contractors 

4.1 What is pre-selection? 

Pre-selection is a process used to identify the most eligible 
applicants based on the qualification requirements and 
capability for delivering on a specific procurement contract.  
 
During the first stage of the pre-selection process, applicants 
are assessed against pre-determined minimum pass/fail 
qualification requirements.  
 
Following this initial screening, applicants are assessed 
against pre-determined rated criteria specified in the pre-
selection document. Post assessment, applicants are then 
ranked on merit. The highest ranked submissions are 
shortlisted and invited to submit proposals. 
 
The maximum number of applicants that will be permitted to present proposals in the pre-
selection process, will be specified in the pre-selection document.  
 

4.2 What is the objective of pre-selection?  
The objective of the pre-selection process is to identify the most experienced applicants relevant 

to a specific procurement process. Pre-selection therefore results in a list of applicants that are 

most qualified for the specific procurement process.  

4.3 When is pre-selection used? 

Pre-selection can be used in anticipation of having many pre-qualified suppliers or contractors that 
exist for a type of good, works or services and in any complex, high-value procurement projects. 
 

4.4 The Pre-selection process 

The pre-selection is undertaken as follows: 
 

1. Planning the pre-selection process: When planning the pre-selection process, it is 
important to identify the pass/fail criteria that applicants must satisfy to qualify for further 
assessment, such as eligibility, qualifications, financial capacity, project sizes (i.e. number 
of similar size contracts executed), and regional experience. 
 
In addition to the pass/fail criteria, the procuring entity must identify the rated criteria to 
be used to assess capability, which will determine the ultimate success of the contract. 
Criteria may include: sustainable business practices, contract management and/or project 
management capability, local content requirements, experience of the team, 
understanding or development of the requirements, ability to include staff in capacity 
building efforts, timeline of project and delivery schedule. 
 

Pre-selection 
Section 4 - “pre-selection” 
means the procedure to 
identify, prior to solicitation, a 
limited number of suppliers 
or contractors who best meet 
the qualification criteria for 
the procurement concerned 
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Another important factor for consideration is the number of applicants that will be 
shortlisted. The shortlist should include not less than four (4) and no more than eight (8) 
eligible bidders, provided there is a sufficient number of applicants. 
 

2. Preparing the documents: The pre-selection documents must provide applicants with the 
information, criteria and procedure required to prepare and submit applications for pre-
selection. The invitation shall contain the following information:  
 

(a) the name and address of the procuring entity  
 
(b) a summary of the required principal terms and conditions of the procurement 

contract to be entered into as a result of the procurement proceedings, including 
the nature, quantity and place of delivery of the goods to be supplied, the nature 
of the services and the location where they are to be provided, the desired or 
required time for the supply of the goods and  the completion of the works or the 
provision of the services.  

 
(c) the criteria and procedures to be used for ascertaining the qualifications of 

suppliers or contractors and any documentary evidence or other information that 
must be submitted by suppliers or contractors to confirm their qualifications, in 
conformity with Section 29 of the Act  

 
(d) if applicable, a declaration of whether the participation is limited to promote local 

industry development and local content and the nature of, and reason for, the 
limitation  

 
(e) the means and location for obtaining the application documents  
 
(f) the price, if any, to be charged by the procuring entity for the application 

documents and the currency of payment;  
 
(g) the language or languages in which the solicitation documents are available;  
 
(h) the manner, location and deadline for presenting applications  
 
(i) the number of applicants that will be selected to participate in the procurement 

process 
 
The pre-qualification template provided at Appendix I is to be used as a guide which 
procuring entities can modify to include any additional rated evaluation criteria that may 
be relevant to the specific procurement exercise, and that will be used in the pre-selection 
process.  
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3. Inviting applicants: In the absence of a prequalified list of the appropriate suppliers or 
contractors, or where there is a limited pre-qualified list (e.g. three or less), the pre-
selection process should be openly advertised. 
In the instance of a list of available pre-qualified suppliers or contractors e.g. more than 
10, the procuring entity may invite all prequalified firms (or individuals) to participate in 
the pre-selection process. 
 

4. Evaluating submissions: During the evaluation process, submissions are assessed on a pass 
or fail basis. Subsequently, applicants with the minimum pre-selection requirements are 
further assessed and ranked on merit against additional rated selection criteria set out in 
the pre-selection documents. The highest-ranking submissions are shortlisted and invited 
to submit proposals. The number of applicants selected would be based on the number 
specified in the pre-selection document. 
 

5. Preparing the shortlist: Following the evaluation of the applicants, the shortlist of firms 

should be prepared.  

 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: 

Additional pre-selection criteria to be used by procuring entities 
may include such things as management capability, innovation, 

sustainable business practice,; contract management and/or 
project management capability,; local content requirement,; team 

experience, understanding or development of the procuring 
entity's requirements, ability to include the procuring entity’s staff 

in capacity building efforts and timeline of project and delivery 
schedule. 

 
The pre-qualification template should be adjusted to include 

additional criteria, requirements, scores and procedures for pre-
selection. 
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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. 

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. 

Competitive Dialogue a procedure where an organisation is able to 

conduct dialogue with suppliers/contractors with 

the goal of developing suitable alternative 

solutions. 

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

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. 

Control Activities actions established through policies, procedures, 

guidelines and directives.  

 

Control Environment set of standards, process and structures.  

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. 

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. 
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Terms Meaning 

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. 

Evaluation the opening and assessing of bids to identify the 

preferred provider for the project. 

Equity all suppliers/contractors have a fair chance of 

winning the contract. 

Fairness an even playing field, where all 

suppliers/contractors are treated equally. 

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. 

Integrity avoiding corruption and conflicts of interest. 

Ineligibility List 

 

the removal of a supplier/contractor from the 

procurement database. 

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. 
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Terms Meaning 

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. 

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. 

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. 

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. 

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. 

Parliament is the arm of the State entrusted with the 

responsibility of making laws for good governance, 
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Terms Meaning 

and providing oversight of the Government or 

Executive. 

Procurement the acquisition of goods, works and services. 

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. 

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. 

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 

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. 

Retention the continued possession, use or control of goods. 
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Terms Meaning 

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. 

 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. 

Services the work to be performed by the 

Consultant/Contractor pursuant to the Contract. 

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 
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Terms Meaning 

 

 

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 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. 

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. 

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. 

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. 
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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. 

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 
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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 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 

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 

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 
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APPENDIX I 

 

 

 NAME OF PROCURING ENTITY  

 

 

SUPPLIER/CONTRACTOR PRE-QUALIFICATION 

QUESTIONNAIRE 
 

 

 [insert reference number from procurement plan] 

 

DATE 

[insert date] 
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PART I 

INSTRUCTIONS TO APPLICANTS 

 

 

 

 

1.0 GENERAL INFORMATION 

1. The [Insert name of public body] is developing a database of pre-qualified providers for the 
provision of [insert applicable goods, works or services]. Following the pre-qualification 
process, the list of qualified applicants will be submitted to the Office of Procurement 
Regulation (“the OPR”) to be added to the National Database of pre-qualified suppliers and 
contractors. 

2. This invitation to pre-qualify is extended to suitably qualified and experienced providers. All 
information provided should be in English and contract sums and monetary values must be 
quoted in Trinidad and Tobago Dollars only.  

3. The online pre‐qualification requirements (hereafter referred to as the ‘Questionnaire’) are 
open to providers of goods, works and services in the following categories:  

[Please specify the categories for pre-qualification that are required by your entity. The 
examples below are provided as a guide only]  
 

1. General building works/services  

2. Civil Works  

3. Supplies (stationery, furniture, consumables)  

4. Ground maintenance services  

5. Janitorial & Hygienic services  

6. Security services  

7. Vehicle maintenance services  

8. Equipment (office & minor)  

9. ICT services  

10. Rental services  

11. Consultancy Services 
 

4. Applicants shall be pre-qualified into various value-categories based on the type of services 
above in accordance with the following values:  

[Please note that the categories below are indicative and should be modified based on the 
entity’s budget and levels of expenditure]: 

[Notes to the Procuring Entity: Please note that the instructions are provided in brackets 

for modification by the procuring entity and should be deleted from the final document to 

be issued, if this template is being used for pre-selection. Please modify accordingly]. 
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• Small – 0 to 100,000 TTD  

• Medium – 100,000 TTD to 2,000,000 TTD  

• Large - Greater than 2,000,000 TTD  
 

5. Interested applicants are invited to attend a pre-submission briefing session at [indicate the 
location of the briefing session] on the [indicate the date and time of the briefing session].  

6. A prospective applicant requiring clarification of the pre-qualification requirement shall 
contact the [name of public body] in writing via e-mail to [insert e-mail address]. 

7. The [name of public body] will respond in writing to requests for clarification and shall forward 
copies of its response to all applicants who are participants of the pre-qualification exercise. 
The [name of public body] shall provide a description of the inquiry without identifying its 
source.  

8. Any amendments to the pre-qualification requirements shall be performed in writing via an 
addendum to all prospective applicants who are part of the pre-qualification exercise. 

9. Applicants are advised that being pre-qualified is not a guarantee to the award of a contract. 

2.0 SUBMISSION REQUIREMENTS  

1. All applications for inclusion on the list of pre-qualified contractors must be submitted online 

through the OPR portal.  

2. Applicants are advised to read instructions carefully, respond to all questions fully, yet 

succinctly, and provide the required supporting documentation.  

3. The [name of public body] recognises that there are various types of applicants with different 

competencies and skill sets. In order to effectively assess the application, it is important that 

the required fields are filled out as it applies to the organisation. “Not Applicable” should be 

stated where a particular question does not apply with a brief explanation. All mandatory fields 

must be completed. 

4. The pre-qualification requirements shall comprise the following: 

a) The completed fields  

b) Documentary evidence establishing the applicant’s eligibility to pre-qualify inclusive 

of statutory documents and signed declarations  

c) Documentary evidence establishing the applicant’s qualifications. 

 

5. Copies of all statutory documents must be valid as at the date of submission and uploaded to 
the database. Failure to comply with this requirement will result in the suspension of the 
application process.  
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6. The pre-qualification fields and the relevant uploaded data must be completed by an 

authorised member of the applicant’s organisation with the level of authority to act on 

behalf of the organisation.   

7. In the case of an applicant applying as part of a Joint Venture (“JV”), the application shall be signed 

by an authorized representative of the JV and submitted on behalf of the JV. The JV shall be legally 

binding on all the members as evidenced by a power of attorney signed by their legally authorised 

signatories.   

 

8. Applicants are allowed to pre-qualify for more than one (1) category by following the online 

requirements. 

 

9. Applicants are advised that a representative of the [name of public body] may visit their 

premises to verify the information recorded on the database.   

 

10. All information received will be treated with the strictest confidence, subject to any legal 

disclosure requirements.   

 

11. In accordance with Section 13(1)(q) of the Act, the OPR shall maintain a database of pre-

qualified suppliers and contractors. In this regard, the results of the registration process 

conducted by a procuring entity shall be communicated to the OPR within five (5) working days 

for inclusion into the database of pre-qualified vendors maintained by the OPR. 

 

3.0 EVALUATION PROCEDURES AND CRITERIA 

1. Any Applicant that wishes to contact the [name of public body] on any matter related to the 

pre-qualification process may do so in writing. 

 

2. In accordance with Section 29(7) of the Act a “procuring entity may disqualify a supplier or 

contractor if the information submitted concerning the qualifications of the supplier or 

contractor was inaccurate or incomplete in any respect and the supplier or contractor fails to 

promptly remedy the inaccuracy or incompleteness upon the request of the procuring entity”.   

 

In accordance with Section 29(1) of the Public Procurement and Disposal of Public Property 

Act, 2015, as amended (“the Act”) all information provided must be accurate and true. A 

procuring entity may disqualify a supplier or contractor if the information submitted 

concerning the qualifications of the supplier or contractor was inaccurate or incomplete in 

any respect and the supplier or contractor fails to promptly remedy the inaccuracy or 

incompleteness upon the request of the procuring entity. 
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3. Section 29(9): “a procuring entity shall disqualify any supplier or contractor who, without 

reasonable cause, fails to demonstrate his qualifications when requested to do so.” 

 

4. The [name of public body] reserves the right to make inquiries of references, past or present 

clients indicated in the Questionnaire to determine performance levels and capacity of the 

organisation. The [name of public body] will assess submissions on a pass/fail basis based on 

the following criteria.   

 

[Suggested criteria are provided as follows, please amend the criteria where applicable. If this 

template is being used for pre-selection, please amend to reflect criteria relevant to the 

specific procurement project] 

 

▪ Eligibility: 

o Proof of legal capacity to enter into a contract 

o Not insolvent, in receivership, bankrupt or being wound up, affairs not being 

administered by a court or a judicial officer, business activities not suspended 

and not the subject of legal proceedings  

o The company and their directors or senior officers have not been convicted of 

any criminal offence 

o Have fulfilled their obligation to pay all required taxes and contributions in 

Trinidad and Tobago 

▪ Organisation Experience details  

▪ Past performance and experience in projects of a similar nature 

▪ Professional and technical competence, managerial capability and sufficient personnel 

to execute the services 

▪ Financial resources and capability 

▪ Equipment and other physical facilities 

▪ Meets the relevant industry standards  

 

 

5. Sample evaluation criteria and scoring system 

to be used for ranking and pre-selecting 

suppliers and contractors is presented below: 

 

 

No. Criteria Maximum 
Score 

Minimum 
Score* 

1. Organisation 10 5 

2. Legal requirements 10 5 

Reminder:  

Rated criteria are to be used during pre-

selection procedures only. Pre-qualification 

is based on using only pass/fail criteria. 
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3. Technical competence and support 
infrastructure 

30 15 

4. Risk management (HSSEQ) 20 10 

5. Financial capability 20 10 

6. References 10 10 

 Total 100 70 
*Applicants are required to achieve at least the 50% of the score assigned to each criterion,  

and at least 70% of the overall score to be considered for pre-selection. 

6. The Procuring Entity reserves the right to accept or reject any application, and to cancel the 

pre-qualification process and reject all applications at any time, without incurring any liability. 

The procuring entity shall promptly notify each supplier, contractor or service provider 

presenting an application of its decision, including, where relevant, a statement of reasons for 

failure to be pre-qualified or pre-selected. Additionally, the procuring entity shall make 

available to any person, upon written request, the names of all suppliers or contractors who 

have been pre-qualified. 

 

7. All Applicants who have met or exceeded the specified criteria shall be pre-qualified. 

 

 

8. In considering any applications delivered in response to this Questionnaire:  

i. A Procuring Entity shall disqualify a supplier or contractor if the information submitted 
concerning the qualifications of the supplier or contractor was materially inaccurate or 
materially incomplete so as to constitute a misrepresentation. (Section 29 (6) of the 
Act).  
For these purposes, “substantially responsive bids” means bids that conform to the 
terms and conditions without material deviation that:  

(a) affects the scope, quality or performance of the work, supply of goods or 
services;  

(b) are inconsistent with the tender documents, the project owner’s or procuring 
entity’s rights or the bidder’s obligations under the contract; or  

(c) affects unfairly the competitive position of other bidders presenting responsive 
bids.  
(d)  During preliminary examination, in accordance with Section 29(7) of the Act, a 
procuring entity may request a supplier or contractor to promptly remedy any 

Please note that the public body may modify the evaluation criteria and scoring system as may 

be applicable for the specific project to be undertaken. 

Detailed information on the development of evaluation criteria and evaluation of bids and 

proposals are provided in the General Guidelines: Evaluation of Bids and Award of Contract. 
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inaccuracy or incompleteness concerning the qualifications of the supplier or 
contractor.  
 

ii. A Procuring Entity shall disqualify any supplier or contractor who, without reasonable 

cause, fails to demonstrate his qualifications when requested to do so. (Section 29 (9)) 

 

9. A Procuring Entity shall promptly notify each supplier or contractor who is requested to 

demonstrate its qualifications again as to whether or not he has done so to the satisfaction of 

the Procuring Entity. (Section 29 (10). 

 

10. A Procuring Entity may require a supplier or contractor that was pre-qualified in accordance 

to this Act, to demonstrate his qualifications again in accordance with the same criteria used 

to pre-qualify such supplier or contractor. (Section 29 (8). 
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PRE-QUALIFICATION /PRE-SELECTION QUESTIONNAIRE 

 

 

Legend 

 

SECTION 1: CATEGORY AND GENERAL INFORMATION 

 

 

 

Key Explanation Example

* Depicts Not Null Fields; record should not save if not entered Click Here

+ Depicts Multiple Entry Fields Click Here

Mandatory Necessary for complete record; submit for pre-qualification. Record can still be saved if not entered Click Here

If Applicable Must be entered if it applies to the organisation. In the case where it does not apply, the supplier should select an option that says it does not apply Click Here

Optional Not necessary for the supplier to submit their information for pre-qualification Click Here

Click HereAll phone numbers in this document should include country-code & area-code

Applicants are required to fill in all mandatory fields.  
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SECTION 2- LEGAL AND PROFESSIONAL REQUIREMENTS 

 

 

 

Field

* depicts Not Null

+ depicts multiple entries

Classification
Public (P)

External Stakeholders (ES)

Internal Use (OPR)

Data Type Field Type Comments Supplier 

Value 

Category

#1

Supplier 

Value 

Category

#2

Supplier 

Value 

Category

#3

Record Status OPR Char List

Will be toggled automatically or by OPR staff 

(approved/deleted)

Date of Record Creation * OPR DateTime Auto-Generated

Username of Creation * OPR Char Auto-Generated

User who is logged into the system. If newly 

registering, uses the login email address entered

Date of Record Change * OPR DateTime Auto-Generated

Username of Change * OPR Char Auto-Generated
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Field

* depicts Not Null

+ depicts multiple entries

Classification
Public (P)

External 

Stakeholders (ES)

Internal Use 

(OPR)

Data Type Field Type Comments Supplier 

Value 

Category

#1

Supplier 

Value 

Category

#2

Supplier 

Value 

Category

#3

Is your company insolvent, in receivership, bankrupt or 

being wound up, are the affairs of your company being 

administered by a court or a judicial officer, have your 

business activities been suspended or the subject of legal 

proceedings for any of the foregoing;

Char Radio Button Yes or No answer. Mandatory Mandatory Mandatory

Provide Details Char Textbox If Yes to above, please provide details If applicable If applicable If applicable
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SECTION 3 - REFERENCES 
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SECTION 4 – FINANCIAL INFORMATION 

 
 

SECTION 5 – FINANCIAL EVIDENCE 

 

 

SECTION 6 - TECHNICAL COMPETENCE 

 

Field

* depicts Not Null

+ depicts multiple entries

Classification
Public (P)

External Stakeholders (ES)

Internal Use (OPR)

Data Type Field Type Comments Supplier 

Value 

Category

#1

Supplier 

Value 

Category

#2

Supplier 

Value 

Category

#3

gross_sales_turnover_id Integer Auto-Generated Primary Key

Financial Information ID Integer Foreign Key

Type ES Char List 1) GROSS SALES/REVENUE TURNOVER FOR THE 

LAST THREE (3) YEARS

2) TURNOVER FOR THE LAST THREE (3) YEARS 

IN RESPECT OF WORKS, GOODS OR SERVICES 

SIMILAR TO THOSE REQUIRED 

Mandatory Mandatory Optional

Year ES Char List Last 3 years Mandatory Mandatory Optional

Amounts in TTD ES Integer TextBox Mandatory Mandatory Optional

Record Status OPR Char List

Will be toggled automatically or by OPR staff 

(approved/deleted)

Date of Record Creation * OPR DateTime Auto-Generated

Username of Creation * OPR Char Auto-Generated

User who is logged into the system. If newly 

registering, uses the login email address entered

Date of Record Change * OPR DateTime Auto-Generated

Username of Change * OPR Char Auto-Generated
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SECTION 7- QUALIFICATIONS 

 
 

SECTION 8- EQUIPMENT LISTING 

 
 

SECTION 9- INDUSTRY STANDARDS 

 

 

Field

* depicts Not Null

+ depicts multiple entries

Classification
Public (P)

External Stakeholders (ES)

Internal Use (OPR) Data Type Field Type Comments

Supplier 

Value 

Category

#1

Supplier 

Value 

Category

#2

Supplier 

Value 

Category

#3

pre_qual_id Integer Foreign Key

Equipment Listing Id Integer Primary Key

Type + P Char TextBox Fork Lift, Generator, Camcorder Mandatory Mandatory Mandatory

Quantity + P Integer TextBox If Applicable If Applicable If Applicable

Record Status OPR Char List Will be toggled automatically or by OPR 

staff (approved/deleted)

Date of Record Creation * OPR DateTime Auto-Generated

Username of Creation * OPR Char Auto-Generated User who is logged into the system. If 

newly registering, uses the login email 

address entered

Date of Record Change * OPR DateTime Auto-Generated

Username of Change * OPR Char Auto-Generated
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Field

* depicts Not Null

+ depicts multiple entries

Classification
Public (P)

External Stakeholders (ES)

Internal Use (OPR) Data Type Field Type Comments

Supplier 

Value 

Category

#1

Supplier 

Value 

Category

#2

Supplier 

Value 

Category

#3

Does your organization have 

an HSSE policy 

Char Radio button Yes or No Mandatory Mandatory Optional

HSSE Policy Attachment Document Mandatory Mandatory Optional

Time frame of 

implementation

Char Textbox If no, please state time frame for implementation Mandatory Mandatory Optional

Has your organization 

established, documented and 

implemented a quality 

control/ assurance system?

Char Radio button Yes or No Mandatory Mandatory Mandatory

Time frame of 

implementation

Char Textbox If your organization has not established a Quality 

Assurance System, how does your organization 

guarantee the quality of its services?

Mandatory Mandatory Mandatory

Evidence of procedure Attachment Document If yes, please provide details of your 

organization’s Quality Assurance Program, 

including most recent copy of recertification e.g. 

ISO 9000, as evidence (if any).

Mandatory Mandatory Mandatory

Field

* depicts Not Null

+ depicts multiple entries

Classification
Public (P)

External Stakeholders (ES)

Internal Use (OPR) Data Type Field Type Comments

Supplier 

Value 

Category

#1

Supplier 

Value 

Category

#2

Supplier 

Value 

Category

#3

No. of fatalities + Char Textbox Please provide details of your safety record over 

the last three (3) years:

Mandatory Mandatory Mandatory

Date of last fatality + Char Textbox Please provide details of your safety record over 

the last three (3) years:

Mandatory Mandatory Mandatory

No. of lost days + Char Textbox Please provide details of your safety record over 

the last three (3) years:

Mandatory Mandatory Mandatory

No. of lost time injuries + Char Textbox Please provide details of your safety record over 

the last three (3) years:

Mandatory Mandatory Mandatory

Other details + Char Textbox Please provide details of your safety record over 

the last three (3) years:

Mandatory Mandatory Mandatory

Field

* depicts Not Null

+ depicts multiple entries

Classification
Public (P)

External Stakeholders (ES)

Internal Use (OPR) Data Type Field Type Comments

Supplier 

Value 

Category

#1

Supplier 

Value 

Category

#2

Supplier 

Value 

Category

#3

Was your Organization ever 

fined or penalised for breach 

in accordance of the OSHA?

Char Radio button Yes or No

Mandatory Mandatory Mandatory

Details Char Textbox If yes, please provide the details Mandatory Mandatory Mandatory

Field

* depicts Not Null

+ depicts multiple entries

Classification
Public (P)

External Stakeholders (ES)

Internal Use (OPR) Data Type Field Type Comments

Supplier 

Value 

Category

#1

Supplier 

Value 

Category

#2

Supplier 

Value 

Category

#3

Record Status OPR Char List

Will be toggled automatically or by OPR staff 

(approved/deleted)

Date of Record Creation * OPR DateTime Auto-Generated

Username of Creation * OPR Char Auto-Generated

User who is logged into the system. If newly 

registering, uses the login email address entered

Date of Record Change * OPR DateTime Auto-Generated

Username of Change * OPR Char Auto-Generated
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SECTION 10- FAILED TO MEET OBLIGATIONS  

 
 

 

Field

* depicts Not Null

+ depicts multiple entries

Classification
Public (P)

External Stakeholders (ES)

Internal Use (OPR)

Data Type Field Type Comments Supplier 

Value 

Category

#1

Supplier 

Value 

Category

#2

Supplier 

Value 

Category

#3

pre_qual_id Foreign Key

Failed to Meet Obligations ID Integer Auto-Generated Primary Key

Year Contract was Performed Char Textbox/Calendar Mandatory Mandatory Mandatory

Project Description Char Textbox Mandatory Mandatory Mandatory

Contract Details Char Textbox Mandatory Mandatory Mandatory

Original Contract Sum Integer Textbox Mandatory Mandatory Mandatory

Actual Contract Sum Integer Textbox Mandatory Mandatory Mandatory

Client Reference Name/Designation Char Textbox Mandatory Mandatory Mandatory

Contact Number Char Textbox Mandatory Mandatory Mandatory

Reason for Failure to Complete Project Char Textbox Mandatory Mandatory Mandatory

Record Status OPR Char List

Will be toggled automatically or by OPR staff 

(approved/deleted)

Date of Record Creation * OPR DateTime Auto-Generated

Username of Creation * OPR Char Auto-Generated

User who is logged into the system. If newly 

registering, uses the login email address entered

Date of Record Change * OPR DateTime Auto-Generated

Username of Change * OPR Char Auto-Generated


