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1.0 Preamble 
 

1.1 Purpose of this guideline 

The purpose of this general guideline is to provide public bodies with 

a sound understanding of the requirement for establishing and 

maintaining a robust document management system, specifically for 

records pertaining to procurement, retention and disposal of public 

property.  

 

1.2 Who should use this guideline? 

This guideline should be used by all officers within public bodies 

responsible for the generation and maintenance of records and 

documents relating to the procurement, retention and disposal of 

public property functions.  

 

1.3 How should this guideline be used? 

This guideline should be read in conjunction with the Public 

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

(“the Act”), the Procurement Regulations 2019 (part 8), the 

Handbook of Procurement, Retention and Disposal of Public 

Property 2018, and the General and Special Guidelines approved by 

the Office of Procurement Regulation (“the OPR”) . 

As may be applicable, a public body may use these guidelines 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 OPR for review and approval. 
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Listing of public bodies 

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  

“A public body’s guide to approval of its special guidelines for the procurement, 

retention and disposal of public property” 
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Preamble 

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 purpose of the procurement procedure mentioned in clause 1.4 above is to achieve good 

governance objectives, by utilising a modern-day principled approach. Critical to the 

achievement of the specified objectives is the development and institutionalisation of an 

appropriate records management system to satisfy the requirements under the Act for 

integrity and accountability, as well as to provide evidence in the event of challenges to 

procurement proceedings or decisions made by public bodies.

P
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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 What Is Record Keeping? 

One of the most critical aspects of public procurement is the importance of record keeping. 

Record keeping is known to be one of the most fundamental activities of any Government.   

 

 

 

 

Records are an essential aspect of the governance process. In relation to the Section 5(1), of 

the Act, proper record keeping can result in successfully accomplishing the objects of the Act.  

Proper record keeping and maintenance can permit a more orderly approach to public 

procurement.  

Record keeping allows access to relevant parties within a public body or from an audit 

institution to an official record of the entire procurement transaction.  

 

 

 

 

 

  

 

 

 

  

  

  

 

 

 

___________________________________________ 

1 Definition extracted from Cambridge Business English Dictionary, 

https://dictionary.cambridge.org/us/dictionary/english/record-keeping 

1Record-Keeping – Definition 
 

“the activity of organising and storing all documents, files, invoices etc. 
relating to the Company’s or Organisation’s activities”.  
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 “Section 42 (1) Where the Office considers it necessary or desirable for the 

purposes of performing or exercising its functions, powers, or duties under this 

Act, it may, by written notice served on any person, require the person- 

(a) To supply to the Office, within the time and in the manner specified in 

the notice, any book, record, document or information specified in the 

notice; 

(b) To produce to the Office, or to a person specified in the notice acting on 

its behalf in accordance with the notice, any book, record, document or 

information specified in the notice within the time and in the manner 

specified in the notice; 

(c) If necessary, to reproduce, or assist in reproducing, in usable form, 

information recorded or stored in any book, record or document within 

the time and in the manner specified in the notice; or  

(d) To appear before the Office, or a specified person, at a time and place 

specified in the notice to provide information, either orally or in writing, 

and produce any book, record or document specified in the notice.” 

 

 

https://dictionary.cambridge.org/us/dictionary/english/record-keeping
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2.1 The Importance Of Record Keeping 

Proper record keeping is a critical aspect of public procurement. The files maintained by 

procurement officers should include the complete record relating to every tender or other 

acquisition whether electronically or manually (paper based). Well-organised records 

provide a reliable, legally feasible source of evidence of decisions and actions taken by an 

organisation over time. Without good record keeping, public administrators would find it 

more difficult to retrieve the information they need to formulate, implement, monitor 

policy and manage key personnel and financial records.  

The records of the procurement documents can be made available electronically, via an 

electronic document management system on a controlled access network, or a 

management information system, rather than manually.   

 

 

 

 

 

In relation to the Regulation mentioned above, it is very important that public bodies be 

able to verify the conditions under which a contract was awarded, performed and 

supervised to guarantee the objects of the Act have been fulfilled. Documentation must 

be readily available and accessible for consultation by both the contracting authority and 

by any auditor, as well as the public.   

When a public body is building a procurement record keeping system, they must consider 

what documents are to be placed on file and determine a way that a person reviewing the 

files should be able to understand the entire procurement process from beginning to end. 

To ensure that procurement records depict the process from beginning to end:  

1. Record each step of the procurement process – This can be done by keeping 

procurement acquisition and approval which triggers the beginning of the 

procurement process. This information should be kept on file, in conjunction with 

other records such as solicitation documents, the evaluation and selection process, 

negotiation and award, up until the close out of contract. 

 

2. Record all communication carried out – Important documents which may have 

been communicated to proponents (suppliers or contractors) via email should be 
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 “The procuring entity shall maintain an easily accessible and 

retrievable individual record for each procurement requirement, 

which shall be marked with the relevant procurement reference 

number”.  

     Regulations, Part 7, Clause 52 
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filed as reference, since there will be instances where the entity and persons 

participating in the tender process may communicate in an attempt to clarify or 

verify information. Keeping record of such information is very important.  

 

3. Records should be placed in file in the order they occurred – For ease of reference, 

it is good practice to keep documents in files based on date. Placing them in 

sequence will help map the procurement process. 

Public bodies shall ensure that they create and maintain authentic and reliable records, 

the benefits are:   

a) Easy retrieval and collection of information 

b) Ensuring legal, regulatory requirements and organisational policy compliance 

c) Reduction in records volume and storage costs 

d) Enhancement of business continuity 

e) Ease of work-flow 
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2.2 What should be conserved? 

All information that can affect the course of proceedings, should be conserved. Record 

keeping is an important part of contract administration hence, key contract information 

should always be kept updated in records to provide a comprehensive source of 

information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The following items are examples of what should be included in the record keeping: 

1) Pre-Qualification – pre-qualification questionnaire, certificates, qualifications, 

scoresheet to be used in evaluation, advertisement, log of all expressed interest 

received, and other related documents. 

 

2) Tendering – tender advertisements, all administrative and technical documents 

supplied to bidders, bid evaluation reports, decision of award and the elements on 

which the decision was based, selection criteria, log of all tenders, clarification, 

questions, and other related documents.  
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 “58. Where appropriate, the record shall contain the original and 

copies, of all information, documents and communications related to 

that procurement proceeding and shall, to the extent that not already 

contained in the proposed procurement plan, also include at least the 

following: 

(a) Documents indicating approvals to execute the various stages 

of the procurement process; 

(b) The complete bidding document; 

(c) A description of the object of the procurement; 

(d) A list of the participating bidders and their qualifications and 

any reasons for limiting participation;  

(e) Any requests for clarification and any responses thereto; 

(f) Reasons for any cancellation of bids; 

(g) A statement of the reason for choice of a procurement 

method; 

(h) Bid prices; 

(i) A summary of the evaluation of bids, including reasons for any 

rejection based on abnormally low bids; 

(j) Any decision based on review by the Office, and the related 

decisions; and 

(k) Any other information required by the Office, to be recorded.  
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3) Post-Award – decisions and reports, performance deadlines, price changes, 

negotiations, observations and other related documents. 

 

4) A checklist system can also be introduced and maintained in this aspect of record 

keeping which can serve as a self-auditing mechanism for staff. The checklist can 

be a great help to increase public officers’ understanding of the procurement 

process and to lessen mistakes that may occur, if they forget any important steps. 

The checklist can cover, for example, needs identification, procurement planning 

scheduling, requesting and receiving offers, evaluation offers, contract award, 

managing the contract and contract closeout activities. 

 

2.3 Document Management Software (DMS) 

Due to technological advances, there is Document Management Software (“DMS”) that 

can be used to improve the organisation’s efficiency and the ease of access to company 

documents.  

DMS can be defined as “electronic filing cabinets that an organisation can use as a 

foundation for organising all digital and paper documents’’. Any hard copies of documents 

can simply be uploaded directly into the document management system with a scanner.  

The use of the DMS has led to several organisations going paperless, since documents can 

easily be recorded and retrieved and can eliminate storage costs. These systems tend to 

be protected by passwords to ensure only duly authorised personnel can access 

confidential information.  

In choosing a DMS to properly suit the procuring entity’s needs, the decision makers need 

to consider a few features, such as the file structure, searching for documents, the ease of 

use and accessibility, mobile access and integration. Bearing these features in mind, would 

ensure that the right DMS is chosen to serve the needs of the public body.  

Types of DMS: 

- Online / Cloud 

- Desktop/ On-premise 

 

1) Online/Cloud 

“Cloud-based software is hosted by the service provider and made accessible to 

the client organisation online”. This service provider charges a monthly or an 

annual fee for all the maintenance and updates to the software. A main benefit of 
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this DMS is that public bodies would not require an Information and 

Communication Technology team to install the software, since this can be done by 

a non-technical person. Documents are also immediately sent and saved on the 

cloud.  

 

2) Desktop/ On-Premise 

“An on-premise solution requires the public body to use its own servers and 

storage, which also means that it will be responsible for performing its own 

maintenance”. This would also mean that public entities would need to be 

responsible for the security of the information for back-up purposes. This DMS has 

the main benefit of public entities being in control of their own system, which is 

not dependent on the internet. If the internet goes down, access can still be 

allowed to document. 

The specific DMS should be able to properly classify electronic records. Electronic records 

should be organised and filed in different folders to facilitate the ease of access to various 

types of information. This should be developed on a shared network allowing not more 

than one (1) person to simultaneously access files to maintain proper control of who is able 

to view the file. In most cases, the Information and Communication Technology personnel 

would be the one more suitable for the maintenance of these records or system.  

Prior to setting up a DMS, paper-based record management should be fully functional. This 

is to avoid any loss of data that may occur while in the process of being automated. Once 

the DMS is properly set up, all records can be stored thereafter.  

Documents can be uploaded to the system either directly from the computer or by 

scanning paper documents onto the system.  

Documents can be found on the system by entering key words, such as searching for the 

title of document, author of the document, date added onto system or under a file.  

A benefit of DMS to a public body is that it can assist users with keeping on track with 

assignments and major projects.  

The design of a DMS should include a designation of the records to be archived and those 

records that should be destroyed according to factors such as legal time limits, personal 

data protection legislation and policies, audit requirements and historical value.  
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2.4 Records Management Unit  

Most organisations generate records on a large scale, which have led to the development 

of a Records Management Unit. In many organisations, there is a lack of proper record 

keeping due to little or no consideration being given to the required personnel, equipment, 

allocation of space, the costing etc, that is needed to effectively run the Records 

Management Unit.  

Organisations tend to cut costs by not hiring qualified staff to the record management unit 

area, or even purchase systems to maintain documents electronically. 

The Records Management Unit should be responsible for the maintenance of current and 

past records (archives), storage facility, safe keeping, accessibility of records, update of 

records and records management audit. It should be noted that current records should be 

controlled and maintained in the records office.  

The creation of such a unit would also lead to the accomplishment of the objects of Section 

5(1) of the Act.  Records Management is a key aspect of contract administration, and good 

records management requires the maintenance of accurate records (either in digital 

format or paper format).  

 

2.5 Maintenance of Procurement Files 

The last task that needs to be performed is the retention and secure housing of contract 

documentation and records. Public entities must maintain records on every procurement 

activity and documentation should be retained in terms of the method of procurement 

used, the basis for selection or rejection, consultant qualifications, contract specifications 

and scope of work.  

All procurement files should be kept together to facilitate easy records and information 

retrieval. Official documents should be maintained in an official and approved file to be 

made accessible to authorised persons.  

A filing system is recommended as a means of ensuring proper recording of the files as 

they are created or removed. A file scheme can be created which can be reviewed and 

updated regularly to accommodate new files and old files.  

When a file is missing or lost, the person in charge of maintenance of the files should be 

the first to know. The person who would have last accessed the file should be held 

accountable. Where necessary, a temporary file can be opened and copies from the 

original can be placed.  
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Hence, it is believed that the deployment of qualified persons is fundamental in the 

maintenance of procurement records. This is to prevent unauthorised access to the 

information to avoid corruption, fraud and breach of confidentiality. 

2.5.1 Filing  

The filing of papers should be done according to date, going from most recent to oldest. The 

papers in the file should be separated according to month or numbered, since this would tend 

to assist in the maintenance of the papers.  

2.5.2 Closing of file 

A file should be closed when it becomes full, or when the fastener cannot take any more 

papers. The file closure date should be recorded on the cover of the file.  

2.5.3 File Movement 

The Records Management Unit or the person keeping records should monitor and control the 

movement of files. This is to prevent files from being destroyed, misplaced, mixed up amongst 

other files, or information being accessed by and disseminated to unauthorised persons.  

A movement of records register should be created to ensure proper accountability.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Procurement records shall be kept for a minimum period of seven (7) 

years following completion or termination of the contract or 

cancellation of the procurement proceedings”.  

    [Regulations, Part 7, Clause 54(3)] 
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Glossary Of Terms 
 

Terms Meaning 

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

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

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

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

Annual Procurement 
Performance Report 

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

Annual Procurement Plan 

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

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

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

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

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

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 
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Terms Meaning 

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

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

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

Integrity avoiding corruption and conflicts of interest. 

Internal Control Framework 

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

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

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

Legally Binding 

Common legal phrase indicating that an agreement has been 
consciously made, and certain actions are now either required or 
prohibited. For example, a lease for an apartment is legally binding, 
because upon signing the document, the lessor and the lessee are 
agreeing to a number of conditions. 

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

Limited Bidding 
to enable a procuring entity to engage a limited number of suppliers or 
contractors. 

Local Industry Development 

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

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

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

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 

Mobilization 

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

Named Procurement Officer  
a person that leads an organisation’s procurement department and 
oversees the acquisitions of goods, works and services made by the 
organisation. 

Non-Governmental 
Organization 

any non-state, non-profit, voluntary organisation. 

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

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

Payment terms  
Payment terms are the conditions under which a vendor completes a 
sale. The payment terms cover. When payment is expected. Any 
conditions on that payment. Any discounts the buyer will receive 

Performance Bonds 

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

Procurement the acquisition of goods, works and services. 

Procurement and Disposal 
Advisory Committee 

to ensure procurement activities including the disposal of public 
property are conducted in line with accepted professional purchasing 
practices and appropriate rules and regulations. 
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Terms Meaning 

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 Organizations, the Judiciary and the 
Office of the President.  

Public Confidence trust bestowed by citizens based on expectations. 

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

Public Private Partnership 
Arrangement 

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

Public Procurement Review 
Board 

a Board to review decisions made by The Office of Procurement 
Regulation. 

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

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

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

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

Retention (works) 

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

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

Socio-Economic Policies  

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

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

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

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

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

Supplier Performance 
Management 

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

Supplier Registration 

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

Supplier Relationship 
Management 

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

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

Sustainable Procurement 

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

Terms of Reference 

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

The Office of Procurement 
Regulation 

a body corporate established pursuant to an Act of Parliament, namely 
the Public Procurement and Disposal of Public Property Act, 2015. 

Transparency appropriate information is placed in the public domain. 

Treaty a formally concluded and ratified agreement between countries. 

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

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

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

Works the construction and engineering works of all kinds. 
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List of Acronyms  

ABBREVIATION EXPLANATION 

ACI American Concrete Institute 

AO Accounting Officer 

APETT Association of Professional Engineers of Trinidad and Tobago 

APP Annual Procurement Plan 

APPR Annual Procurement Performance Report 

ASPA Annual Schedule of Procurement Activities 

ASTM American Society for Testing and Materials 

BATNA Best Alternative to a Negotiated Agreement 

BOATT Board of Architecture of Trinidad and Tobago 

BOETT Board of Engineering of Trinidad and Tobago 

BOQ Bills of Quantities 

BS British Standards 

CAP Contract Administration Plan 

CBTT Central Bank of Trinidad and Tobago 

CEO Chief Executive Officer 

CFR Code of Federal Regulations 

CIMS The Cleaning Industry Management Standards 

CIPS Chartered Institute in Procurement & Supply 

CM Contract Management 

COSO Committee of Sponsoring Organisations of the Treadway 
Commission 

CPAF Cost Plus Award Fee 

CPFF Cost Plus Fixed Price 

CPIF Cost Plus Incentive Fee 

CPM Contract Management Plan 

CQS Selection based on Consultants’ Qualifications  

CSR Corporate Social Responsibility 

CTB Central Tenders Board 

CV Curriculum Vitae 

DBR Design Brief Report 

DN Delivery Note 

DPP Director of Public Prosecution 

DSR Design Standards Report 

ECCE Early Childhood Care and Education 

EMA  Environmental Management Agency 

EN European Standards 

EOI Expression of Interest 

EU European Union 

FBS Selection under Fixed Budget 
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FFP Firm Fixed Price 

FIDIC Fédération Internationale Des Ingénieurs-Conseils 

FPEPA Fixed Price with Economic Price Adjustment 

FPPI Fixed Price Plus Incentive 

GPS Global Positioning System 

HP Hewlett Packard 

HSSEQ Health Safety Security Environment and Quality 

IAS Institute of Advanced Study 

ICT Information and Communication Technology 

IDS Intrusion Detection System 

IFB Invitation for Bid 

IFRS International Finance Reporting Standards 

IGRF Internal Goods Received Form 

ILO International Labour Organisation 

IR Inception Report 

ISO The International Organization for Standardization 

IT Information Technology 

ITB Invitation to Bid 

JPO Junior Procurement Officer 

JV Joint Venture 

KPI Key Performance Index 

LCS Least Cost Selection  

LHA Local Health Authority 

LTA Long Term Agreement 

MOWI Ministry of Works and Infrastructure 

MS Microsoft 

MTBF Mean Time Between Failure 

MTTR Mean Time to Repair 

NASPO National Association of State Procurement Officials 

NATT National Archive of Trinidad and Tobago 

NGO Non-Governmental Organization 

NGOs Non-governmental Organisations 

NIB National Insurance Board 

OECD Organisation for Economic Co-operation and Development 

OPR The Office of Procurement Regulation 

OSH Trinidad and Tobago Occupational Safety and Health 

OSH  Occupational Safety and Health 

OSHA Occupational Safety and Health Administration 

P&DAC Procurement and Disposal Advisory Committee 

PMBOK Project Management Book of Knowledge - Guide Sixth Edition 

PO Procurement Officer 



General Guidelines – Record Keeping 
 
 

22 
HGCM02 - 03-2021 - Version 1.0   

 

 

 

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 


