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EXECUTIVE SUMMARY 

Smart public procurement requires specific expertise. Increasing the effectiveness, 

efficiency and transparency of public procurement systems is an on-going challenge for 

governments and the international development community. It has been widely recognised that 

in order to achieve desired and legally binding objectives in public procurement requires the 

existence of a national procurement system that meets international standards and that operates 

in accordance with legal requirements, most prominently the Public Procurement and Disposal of 

Public Property Act of 2015 and the Public Procurement Procedures of Trinidad and Tobago.  

The development and long-term maintenance of an adequate procurement capacity is a 

prerequisite for ensuring that such a system is established and operated successfully. The United 

Nations (UN) defines capacity development as “The process through which individuals, 

organisations, and societies obtain, strengthen, and maintain the capabilities to set and achieve 

their own development objectives over time.” The United Nations Development Programme 

(UNDP) has been at the forefront of examining the evidence and developing approaches towards 

capacity development.  

These guidelines, building on the principles, frameworks and recommendations developed 

by the UNDP, are meant to assist public bodies in assessing their current procurement capacities 

and the eventual deficiencies that need to be addressed. The processes and measures outlined in 

the guidelines are based on a methodological approach that divides capacity development into 

key steps and lists the actions that need to be taken by public bodies to achieve their preferred 

capacity. The ultimate benefit of a successful capacity development programme is a guarantee 

that legal requirements are met and that the long-standing principles of transparency, non-

discrimination, equal treatment, proportionality and value for money remain the guiding force 

behind public procurement actions.  
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1. CONTEXT AND BACKGROUND 

1.1 Purpose of these guidelines 

The Public Procurement and Disposal of Public Property Act of 2015, as amended, (‘the Act’) 

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

Trinidad and Tobago. The new legislative framework purports a shift from achieving procurement 

objectives by following a principle model as opposed to a prescriptive model.  

For procurement actions based on this model to have the intended impact, it is imperative 

that public bodies develop, strengthen and sustain the necessary capacity to execute the 

procurement in a manner that ensures compliance with the objects of the Act.  

These general guidelines have been developed to provide public bodies with an 

understanding of the enabling elements of procurement capacity and how a public body could use 

these enabling elements to develop its procurement capacity over time, transitioning from basic 

capacity to intermediate capacity and eventually to advanced capacity. 

 

1.2 Intended audience 

These guidelines are intended for accounting officers, decision makers, procurement 

managers/officers, project managers, technical officers and other public officers involved in 

procurement proceedings and in the expenditure of public money, as defined in Section 4 of the 

Act. 
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1.3 Legal context and alignment 

These guidelines should be read in conjunction with the Act, the Procurement Regulations 

as well as the publications entitled Basic Handbook for the Retention and Disposal of Public 

Property and Comprehensive Handbook for the Retention and Disposal of Public Property.  

A procuring entity may use these guidelines as a model for developing its own special 

guidelines. In such instances, the public body is required to: 

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

➢ Subsequently submit a copy of its own special guidelines to the Office of 

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

LISTING OF PUBLIC BODIES 

▪ The Office of the President 

▪ Parliament 

▪ The Judiciary 

▪ A Ministry or a department or division of a Ministry 

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

▪ A municipal corporation 

▪ A Regional Health Authority (RHA) 

▪ A statutory body 

▪ A State-controlled enterprise 

▪ A service commission 

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

public authority, performing a function on behalf of the State  

▪ A body corporate or incorporate that uses public money 

 

 

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

by public bodies in accordance with the procedures outlined in the OPR publication 
entitled  

“Preparation of Special Guidelines and Handbooks for Approval” 
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1.4 The Trinidad & Tobago Procurement Procedure 

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

 

 

 

 

 

 

 

 

 

1.5 Linkage to the Procurement Procedures 

The Procurement Procedures described in clause 1.4 above are based on achieving good 

governance objectives by utilising a modern-day principle rather than the traditional prescriptive 

model. Developing the required institutions and the training and education of personnel is critical 

to achieving the specified objectives. These guidelines seek to facilitate the understanding of the 

tools and strategies that can be used by public bodies to develop their procurement capacity and 

sustaining it over time.  

 

  

The objects of the Act are to promote 

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

➢ efficiency, fairness, equity and public confidence; and 

➢ local industry development, sustainable procurement and sustainable development in 

public procurement and the disposal of public property. 

As stated in Section 5 (1) 
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Section 2 
 

Introduction 
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2. INTRODUCTION 

The public procurement system, as envisaged in the Act, is principle -based. The strength of 
a principle-based procurement system lies in the governance structure, the institutional 
framework, the individuals and their ability to discharge their responsibilities prescribed in the 
legislation and the Regulations.  

 

 

 

 

 

 

 

The Act that governs the procurement, retention and disposal of public property sets the 
framework within which public bodies and procurement actors must operate as custodians of 
public monies. This system requires that individuals and institutions involved in executing the 
procurement function be highly skilled and capable for benefits to be derived in full. According to 
a 2010 OECD1 survey, the lack of adequate capability and management within the procurement 
function was identified as a prominent weakness across respondent countries. The same study 
recognised that in one third of the surveyed countries, procurement is viewed as an administrative 
rather than a professional function. 

Institutional and individual capacity development in the public procurement system plays a key 
role in building a robust procurement system. This is underscored by the OECD’s Methodology for 
Assessing Procurement Systems (MAPS)2, a tool developed to assess and improve public 
procurement systems. The MAPS tool is intended to enable countries to identify the strengths and 
weaknesses of their procurement systems based on four pillars: 

 
1 MENA-OECD Network on Public Procurement - Roadmap: How to elaborate a Procurement Capacity Strategy 
2Methodology for Assessing Procurement Systems (MAPS) 
 

A principle-based procurement system does not prescribe detailed procedures for the 

execution of procurement proceedings; it rather focuses on the notions embedded in the 

guiding principles of the legislation, which are in essence the objects and the intent of the Act. 



General Guidelines – Developing Procurement Capacity 
 

10 
HGGE05 - 03-2021 - Version 1.0   

 

These pillars are further divided into indicators and sub-indicators, with emphasis on 
conformity as well as the performance of the system. As public bodies embark on a programme of 
implementing this new procurement system and establishing their own internal systems, the MAPS 
tool can serve as a reference point for the assessment of procurement capacity. Whilst the tool 
focuses on country-level assessments, there are several measures that individual public bodies can 
implement to improve their procurement system.  

These guidelines therefore seek to establish a framework that public bodies can use in their 
assessment of procurement capacity and provide guidance and information to support public 
bodies in developing their procurement capacity. 

 

  

Pillar I: Legal, 
regulatory and 

policy 
framework 

Pillar II: 
Institutional 

framework and 
management 

capacity 

Pillar III: Public 
procurement 

operations and 
market practices 

Pillar IV: 
Accountability, 
Integrity and 

transparency of 
the 

procurement 
system
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Section 3 
 

Capacity Development 
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3. CAPACITY DEVELOPMENT 

According to the UNDP, the United Nations’ development agency, capacity development3 is 
the process through which individuals, organisations and societies obtain, strengthen and maintain 
the capabilities to set and achieve their own development objectives over time. Capacity 
development is a transformational process whereby institutions, individuals and societies are 
strengthened to perform better and more consistently over time, to tackle and manage shocks and 
changes.  

The UNDP’s capacity development process is cyclical in nature and includes five (5) steps.  
 
 

Capacity Development Process  

Source: UNDP 

The following section explains how the UNDP’s capacity development tool can be used to 

assist public bodies in their capacity development process. 

 

 

 
3 Public Procurement Capacity Development Guide, Procurement Capacity Development Centre, Capacity 
Development Group, Bureau for Development Policy  

Step 1: 

Engage 
Stakeholders 
in Capacity 

Developement

Step 2: 

Assess 
Capacity 

assets and 
needs

Step 3:

Formulate a 
capacity 

development 
response

Step 4: 

Implement a 
capacity 

development 
response

Step 5:

Evaluate 
capacity 

development
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Step 1: Engage Stakeholders in Capacity Development  

The identification and engagement of key stakeholders is a critical step in the capacity 
development process as obtaining buy-in from them can determine the success or failure of the 
capacity development programme. The OPR recommends applying a systematic approach to 
determine key stakeholders as well as their levels of interest and influence. Any given public 
procurement process involves a wide range of stakeholders with different levels of interest and 
influence. Stakeholder groups that public bodies should be aware of include the following: 

 
Public bodies should identify the stakeholders who will be responsible and accountable for 

different aspects of the capacity assessment and those who will need to be consulted and informed 

during the various phases of the process. The outcome of this stakeholder assessment should 

shape the engagement strategy for the capacity development process.  

 

Step 2: Assess capacity assets and needs  

Once the stakeholders have been identified and the strategy for their engagement has been 
developed, public bodies must undertake an assessment of their own capacity.  
 

Capacity assessment is the analysis of the state of procurement capacity that public bodies 
currently possess and helps identify any capacity deficiencies or needs. Once they are in the 
possession of this information, public bodies can devise a focused capacity development strategy 
geared towards effectively addressing identified deficiencies and improving the skills that are 
already present. The UNDP has developed a capacity assessment framework; however, this must 
be tailored to suit the needs of the specific public bodies.  
The UNDP Capacity Assessment Framework 

Board of the 
individual public 
bodies (where 

applicable)

Management and 
staff including 

procurement staff

The Office of 
Procurement 

Regulation

Other public bodies 
including the Line 
Ministry and the 

Ministry of Finance

Multilateral lending 
agencies (where 

applicable)

Independent auditors 
(Auditor General or 
appointed private 

auditor) 

Suppliers and/or 
Contractors

The Government 

Civil society groups Training institutions Media 
Citizens of Trinidad 

and Tobago
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The UNDP’s capacity assessment framework identifies three (3) points where capacity can 

be developed: 

 

Capacity assessments at the level of public bodies will primarily focus on the organisational 

level; however, it is important to note that each entry point influences the other. As such, elements 

of the environment will affect organisational level assessments. 

Public bodies must then determine the core issues to be addressed in the assessment as well 

as the procurement capacities to be considered. These would be adjusted based on the needs of 

the specific public body. The UNDP has identified four (4) core issues that have the greatest impact 

on capacity development. Based on experience, not all issues need to be addressed during every 

assessment but the team responsible for the assessment may consider the following core issues in 

their design: 

➢ Institutional arrangements: The legislation, policies, systems, procedures, codes of conduct 

and values of the organisation that allow for efficient execution.   

➢ Leadership: The ability to influence and motivate individuals to achieve or exceed 

expectations as well as the ability to anticipate and be responsive to change. 

➢ Knowledge: The creation, sharing and diffusion of information and knowledge through 

education, experience or on the job training. The ability of the organisation and 

environment to support such learning. 

➢ Accountability: The ability to hold duty bearers accountable for actions and steer actions in 

the right direction. This refers to the obligation of an individual or an organisation to 

account for their activities publicly, accept responsibility for them, and disclose results in a 

transparent manner. Accountability allows for development through monitoring, self-

regulation and learning. 

Enabling environment:

•This is the overarching 
system within which a 
public body operates and 
which can facilitate or 
constrain the 
development of capacity. 
The enabling environment 
includes the Act, 
regulations as well as 
handbooks and guidelines 
developed by the OPR, all 
of which govern the 
mandates and enable 
organisations and 
individuals to achieve 
development results. 

Organisational level:

•This consists of the public 
body’s internal structure, 
systems, policies and 
procedures (handbooks 
and guidelines) and 
determines the 
effectiveness of the public 
body in managing its 
resources to operate and 
deliver on its mandate. At 
this level, the benefits of 
the enabling environment 
and individuals’ potential 
can be recognised. 

The Individual level:

•The individual level  
comprises the skills, 
experiences and 
knowledge acquired 
through formal education 
or through experience, 
which is required for each 
person to perform their 
function.
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The UNDP’s capacity assessment framework identifies functional and technical capacities to 

be addressed in the assessment. These are the skills and areas of expertise required for the 

successful creation and management of policies, legislations, strategies and/or programmes for 

procurement.  

The following table provides a snapshot of the enablers of procurement capacity and the 

elements that need to be assessed under each enabler4.  

 

Procurement Capacity Enablers and Related Elements 

Enabler Elements 

Procurement leadership and 
governance 
Focus is on how the 
procurement function is 
coordinated and managed 

• Policy and procedures governing procurement 

• Type and levels of authority 

• Location and reporting lines for the procurement 
function 

• Procurement’s business horizon 

• Scope of influence of the procuring entities spend 

• Transaction management 
  

People 
Relates to staff resources 
undertaking procurement 
activities and staff expertise 

• Number and expertise of staff involved in 
procurement 

• Types of tasks those involved in procurement 

• Incentives and rewards for performance 

• Procurement and requestor staff collaboration 

• Career development for those involved in 
procurement 
 

Significant procurement 
planning 
This has two aspects: (1) 
Planning how to manage the 
total portfolio of significant 
procurement and disposal 
actions; (2) Planning for 
individual categories of goods 
and services.   

• Managing the overall programme of significant 
procurements 

• The procurement function’s relationship and 
interaction with requestors in planning for significant 
procurements 

• The identification and treatment of risk in significant 
procurements 

• Differentiation of the supply base 

• Developing category supply strategies 
 

Managing supply • Procedures for managing various types of supply 
arrangements 

 
4 Procurement capability and performance assessment method developed by the Queensland State Government , 
Australia  
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Focus is on how well supply 
arrangements are managed 
over their life to optimise 
performance and realise 
expected benefits 

• Consultation and information sharing with suppliers  

• Understanding of the procuring entity’s status in 
major supply markets 

• Collaboration between procurement and requestors 

• Practices for negotiating and dealing with suppliers 
 

Performance management 
The collection, collation and 
analysis of information on 
targets set and results 
achieved as well as its 
application to support good 
procurement performance 

• Assessing the effectiveness of the procurement 
function 

• Assessing the effectiveness of significant 
procurement projects 

• Management of information 

 

To facilitate the execution of assessments at the organisation entry point, the UNDP has 

designed a sample framework for procurement assessments. This document can be used as a 

starting point for public bodies.5 

The Capacity assessment process involves three (3) key activities: 
 

 
 

1. Mobilise and design the assessment: 

The first stage in the capacity needs assessment process is to determine the roles of the 

relevant stakeholders and engage them accordingly. Stakeholder engagement at this stage helps 

ensure that the capacity assessment process is well adapted to the needs of the organisation; this 

will also ensure that the results from the exercise are relevant and useful.  

 
5 Annex 6 of the Public Procurement Capacity Development Guide, Procurement Capacity Development Centre, 
Capacity Development Group, Bureau for Development Policy 

Mobilise and design 
the assessment

Conduct the 
assessment 

Summarise and 
interpret results
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Discussions must then be held with key stakeholders to determine the objectives of the 

assessment. In the context of a reform of the national procurement system, public bodies must 

undertake organisational level assessments to determine whether they possess the necessary 

capacity to undertake procurement, retention and disposal processes efficiently, effectively and in 

compliance with the Act. The assessment will also be instrumental in identifying the specific areas 

that require strengthening. The objectives of the assessment will be affected by the level of 

resources available to carry out the assessment and the response.  

Once the assessment objectives have been defined, the UNDP’s assessment framework 

should be adapted to meet the public body’s needs, the data collection methods and analysis 

approach. A number of data collection techniques should be used to allow for a robust system and 

to corroborate findings from the assessment. Experience shows that issues such as access to 

information and stakeholders modifying information can skew results. Ensuring that the right 

stakeholders are engaged and the use of different data collection methods can help reduce the 

likelihood of this.  

The following are some suitable data collection techniques that can be utilised.  

• Review of documents, case files and records: Internal documents such as policies, 

procedures and reports can be reviewed to assess their compliance with regulations and 

laws. Once gaps are identified, they can be updated accordingly.  

• Surveys: Surveys can be used as a quick, easy and affordable data collection and analysis 

tool. They provide varied responses as they contain true/false, multiple choice, scaled or 

open-ended questions.  

• Interviews: Personnel can be interviewed individually to obtain information on their overall 

knowledge on the procurement process and to determine individual skill gaps. Interviews 

can be structured (using survey forms) or unstructured to gather detailed information. 

• Self-Assessments: Self-assessment exercises can be used to allow participants to analyse 

their own capacity in different areas, their strengths and whether they believe 

improvement is required and what they believe will be appropriate methods to help them 

to reach a particular level or improve.  

• Focus groups: This tool entails a group discussion with a moderator and approximately five 

(5) to eight (8) persons at a time. Focus groups create open lines of communication among 

individuals and rely on the dynamic interaction between participants to yield data that 

would be impossible to gather via other approaches.  

• Client satisfaction surveys and scorecards: Commonly used to rate the overall satisfaction 

of customers or users of a product, service or experience. This is a good research method 

to obtain feedback from internal users on the internal procurement service, the interaction 

of the service providers and their knowledge when assisting with procurement activities 

and providing information and resolving procurement related issues.  

The next step in the assessment process is developing a ranking scheme to measure existing 

and desired capacity. The difference between the level of desired and existing capacity will 
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determine the effort and response required. The ranking scheme may be in the form of a rating 

scale from one (1) to five (5) where five (5) represents a high level of capacity and one (1) 

represents no capacity or it can be descriptive.  

The following is a general rating scale: 

 Basic capacity: Possesses general knowledge and awareness 

 Intermediate capacity: Possesses training, the ability to work independently and apply the 

knowledge in a comprehensive manner.  

 Advanced capacity: In-depth knowledge, experience and the ability to apply the knowledge 

in a strategic manner. 

Following the development of the ranking scheme, public bodies must determine the 

assessment team and participants. The team conducting the assessments should be familiar with 

the content and context of the assessment as well as the process (techniques to administer and to 

interpret results). Additionally, the assessment team should be committed to the assessment and 

should own the results. Participants in the assessment should represent a cross-functional team 

operating at various levels within the organisation to allow for different perspectives.  

The assessment team should identify a location for the exercise, if resources permit, an 

external facilitator to avoid influencing the participant’s responses and also to allow for more 

probing questions, which will yield a better understanding of the root causes of capacity gaps. 

 
2. Conduct the Capacity Assessment 

Using the plan and strategies devised during mobilisation and design, public bodies should 

conduct the assessment. It is important to present to the participants the purpose of the 

assessment, how the results will be used and the level of confidentiality. 

The capacity assessment consists of three (3) core steps:  

➢ defining desired capacities,  

➢ assessing actual capacities, and 

➢ analysing the capacity gap. 

 

NOTE! During the assessment, focus should be maintained on root causes in 

order to understand the reasons for the gaps identified. To do this effectively, public 
bodies must identify the technical and functional capacities that are required and the 
desired levels within the organisation. 
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If the UNDP’s capacity assessment framework for procurement assessment was tailored 

during the assessment, use the tailored framework and determine the capacity required for each 

of the functional and technical competency areas identified.  

The following table illustrates the progression in the development of procurement capacity 

using the procurement enablers and elements identified in the table above. Public bodies can use 

this table to determine a desired level and the time frame for attaining the desired state. Once this 

is done, priority levels can also be assigned such as high/medium/low based on the importance to 

the procurement function.    

Progression in the Development of Procurement Capacity 

1.  
2. 1. Procurement leadership and governance 

3.  
Basic Capacity Intermediate Capacity Advanced Capacity 

There is no entity-level policy 
for managing procurement. 
Rather, a basic procurement 
framework is provided, which 
concentrates on process-level 
procedures for tactical and 
operational procurement 

There is an approved procuring 
entity policy dealing with the 
management of procurement. It 
sets out roles and 
responsibilities as well as 
references an Annual 
Procurement Plan and planning 
for significant procurement 
categories. Nevertheless, in 
practice the policy has limited 
influence. Organisationally it is 
approached more from a 
compliance perspective rather 
than as a framework to 
maximise value for money and 
to support the delivery of 
programmatic/business goals.  
 

There is an approved procuring 
entity policy on procurement, 
which is understood and 
applied as intended across the 
entity. Roles are clear and 
responsibility accepted by the 
Procurement and Operational 
areas of the entity. The Annual 
and significant procurement 
planning requirements are 
seen as useful business 
practices. 
 

Those involved in 
procurement have very low 
levels of authority to 
undertake procurement 
actions, and all are based on 
expenditure levels. For most 
procurements actions of any 
value and complexity, 
authority effectively sits in the 
requesting areas. 

Procurement authorities are 
linked to risk and value. The 
complexity and impact of the 
decisions being made is factored 
in to a certain extent. This may 
be reflected in delegations given 
with respect to particular 
categories. Some requesting 
managers (either through formal 
or informal authority) may be in 
a position to vet, influence, 
amend or reject procurement 
actions. 
 

There is a hierarchy of 
procurement delegations 
setting out the types and levels 
of authority to act for both 
procurement officers and staff 
in requesting areas. These have 
been set up to match the 
expertise of decision makers 
with the type, size, frequency 
and complexity of the 
procurement and disposal 
actions. The delegations are 
reviewed at least every two 
years 
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1.  
2. 1. Procurement leadership and governance 

3.  
Basic Capacity Intermediate Capacity Advanced Capacity 

Procurement sits as a 
subordinate unit to Finance or 
to another corporate support 
function, or to a business unit 
in operations. It essentially 
operates as a clerical, 
administrative activity, 
processing requests. 
Compliance with standardised 
processes is fundamental. 

Procurement may report to a 
senior manager or it may be 
positioned as a subordinate unit 
to Finance or to another 
corporate support function, or 
to a business unit in operations. 
Either way, it is recognised that 
procurement has some real 
contributions to make to the 
delivery of programme/business 
outcomes. Value for money is 
the focus of procurement 
activities, though due process 
remains important. 

Procurement reports to a 
senior manager. Operational 
areas see it as having the tools 
and business acumen to add to 
the delivery of their projects by 
consistently securing value for 
money.  
 

Generally, the function 
operates with a short-term 
horizon (one year) with 
current operational needs 
determining its business 
objectives. 

There is short-term planning to 
manage current operational 
needs as well as some long-term 
planning for resourcing and 
performance. The scope of the 
latter may vary from some or all 
of the procuring entity’s 
spending and may set broad 
aspirational targets as well as 
specific actions with measurable 
outcomes.   

There is an Annual 
Procurement Plan which covers 
all areas of expenditure, but 
which has linkages to a 
timeframe across the term of 
the entity’s business planning 
cycle. It is focused on 
maximising value realised from 
the expenditure in supporting 
the procuring entities business 
outcomes. 

The procurement function 
manages supply activities for 
only a small range of goods 
and services. For other areas 
of expenditure, the 
procurement function’s role is 
essentially clerical, with 
decisions on supply strategy 
and managing contracts 
undertaken in the operational 
areas. 

The procurement function has 
influence over most areas of 
significant expenditure. 
There are cases where decisions 
on significant supply strategies 
and contract management are 
made in operational areas with 
little or no involvement from 
procurement. 

The procurement function is 
involved in all areas of 
significant procurement 
expenditure.  
 

All transactions are handled in 
a similar manner, irrespective 
of value and risk. 

Transaction types and 
associated risks and costs have 
been analysed and there are 
strategies to manage these 
including devolving 
buying/shopping close to the 
point of need via purchase card, 
on-line ordering and through 

All transactions are handled in 
a similar manner, irrespective 
of value and risk. 
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1.  
2. 1. Procurement leadership and governance 

3.  
Basic Capacity Intermediate Capacity Advanced Capacity 

ordering under framework 
agreements for regularly 
purchased items. 

 

 

 
2.People 

 
Basic Capacity Intermediate Capacity Advanced Capacity 

There are insufficient 
dedicated procurement staff 
members and their skill levels 
are inadequate. The focus is 
on the administrative 
processes of procurement to 
the detriment of thorough 
planning and contract 
management. 
Requesting area staff that 
have a significant 
involvement in specifying 
requirements and/or 
planning and contract 
management have no 
training that gives them 
expertise in these areas. 

There are sufficient procurement 
staff, though they do not have 
the depth of training and 
experience to provide the levels 
of expertise needed to add value 
to the full range of procurement 
actions. The shortcomings are 
most apparent in the planning for 
and management of high risk and 
value procurements.  
Requesting area staff that have a 
significant involvement in 
specifying requirements and/or 
planning and contract 
management have some training 
that gives them skills for the work 
they do.  

There are sufficient staff and 
they have (or have a clear 
development/training path to 
achieve) the level of expertise 
to successfully manage the 
size, types and complexity of 
the procurement work they 
undertake. 
The procuring entity annually 
reviews its training and 
development programme to 
ensure it continues to meet 
current and future needs 
aligned with the procuring 
entity’s current and future 
business objectives.  

Most procurement staff work 
satisfactorily even though 
there are no particular 
incentives or rewards for very 
good performers nor actions 
taken against poor 
performance. The tendency is 
to settle at mediocrity. 

Consideration is given to 
rewarding staff though without 
bonus payments rewards tend to 
be indirect (e.g. opportunities for 
additional training or further 
career development). 
Procurement staff may perceive 
that working harder can mean 
more and or tougher work, but 
this extra responsibility is not in 
practice strongly linked to better 
remuneration or career 
advancement. The approach 
does not motivate the staff. In 
addition, mediocre performers 

There are clear authorities and 
accountabilities for 
procurement staff and they are 
assessed on the basis of 
performance. Benefits for high 
performance are provided and 
staff see them as being 
worthwhile and accessible.  
 Mediocre to poor performers 
are identified, given advice and 
assistance to improve and if 
unsuccessful, moved to work 
commensurate with their skills 
and output. 
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are tolerated with little or no 
corrective action undertaken. 

Procurement and requestor 
staff essentially work as 
individuals and not as 
integrated teams in 
managing procurements. 
Irrespective of the nature of 
the procurement, the norm is 
for a person to do a task then 
- in line with a predetermined 
and prescribed processes - 
pass the work to someone 
else to do their task.   
 

There is some collaborative 
teamwork between procurement 
staff and requestors in the 
planning for and management of 
supply arrangements, although 
this is not consistent across the 
entire spend. In addition, where 
teams are formed, there may not 
be rigour in making sure they 
have all the necessary expertise 
and resources to do the work 
well. 

For all significant 
procurements or disposals, 
there are teams with clear 
roles and expectations about 
what they are to do. They 
comprise procurement and 
requestor area staff (as well as 
Finance or other areas as 
needed) who, collectively, 
have been identified as having 
the expertise to do the work.   

Career development is not 
deemed important. Staff are 
recruited for a particular 
position and are expected to 
have all necessary skills. It is 
assumed that they will stay in 
that role for some time.  

The retention of good performers 
is deemed important, supported 
by development programmes for 
some staff. However, for many 
staff training is ad hoc and may be 
generalist training rather than 
planned to address gaps in their 
capability sets. There is not 
necessarily a development plan 
that looks at all staff involved in 
procurement as a means of 
building the procurement 
function. Some senior 
procurement staff guide and 
mentor junior staff members, 
though this is not a formalised 
activity in the procuring entity. 

All procurement staff have 
training and development 
plans liked to annual 
performance reviews. The 
plans take into consideration 
the type of work to be done in 
the short to medium term as 
well as the staff member’s own 
aspirations.  Individual plans 
are rolled up into a procuring 
entity development 
programme, which maps the 
capability of staff as a whole to 
the size and complexity of the 
entity’s total procurement 
spend. There is a mentoring 
programme for procurement 
staff.  
 

Most of the time of 
procurement staff, including 
that of the senior 
procurement officers, 
involves processing activities. 
There is little time spent on 
analysis, planning and 
performance management of 
contracts as doing this is 
either: not seen as making a 

Senior procurement staff are 
spending a significant amount of 
their time on analysis and 
planning for significant 
procurement and disposal 
actions as well as actively 
managing category level supply 
arrangements. These activities 
are accepted as worthwhile 
business practices and, are seen 

It is recognised that there are 
different levels and types of 
expertise required for 
strategic, tactical and 
operational procurement. 
There is a planned and 
organised allocation of roles 
and responsibilities so that 
sufficient expertise is available 
and applied to match the size, 
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difference or the staff are not 
familiar with this work and 
are not aware of what needs 
to be done.  

to improve the value for money 
that can be realised for the 
procuring entity.  
 

complexity and impact of the 
procurement decisions and 
actions.  

 

 
3.Significant procurement planning 

 
Basic Capacity Intermediate Capacity Advanced Capacity 

Not much attention is given 
to forecasting workloads in 
terms of the number, type, 
value and complexity of 
expected procurements and 
how this compares with 
previous years and how such 
workloads will be managed 
optimally. 
The approach to workload 
management is ad hoc.  The 
result of this is that some 
projects are delayed, some 
are underdone in terms of 
analysis and planning 
resulting in lost value. In 
addition, the workloads of 
staff are uneven. 

There is consultation between 
procurement and requesting areas to 
discuss expected major projects.  
The time horizon is usually one year. 
In addition, the identification of 
changes in work is often focused on 
whether there is more or less money 
to be spent and not in terms of the 
number, types and risk factors of 
projects.  
There can be some reallocation of 
resources to accommodate the 
complexity of workload over the 
ensuring period. 

There is an existing 
programme of procurement 
projects, which is reviewed 
annually, but linked to the 
entity’s business planning 
horizon (~ 3 years).  
Procurement resources 
(number of people and 
expertise) are matched to 
the profile of the work set to 
commence in the next year.  
Gaps are identified and 
actions to treat risks are put 
in place.  
Consideration is given to the 
capability needed in future 
years and on actions to 
address future capability 
requirements.  

Procurement’s relationship 
with requestors and other 
stakeholders is arms-length. 
The expectation is that even 
for medium to large projects 
there will be a statement of 
requirement and that 
should be sufficient.  
Requests, when received, 
are not segmented in terms 
of significance (expenditure 
and risk). Essentially all 
requirements are treated 
the same. 

It is understood that there needs to 
be consultation with requestors and 
other stakeholders to get clarity on 
requirements and to examine 
options in order to meet these 
requirements. This occurs once the 
procuring entity’s budgets are 
settled.  
There is segmentation by the 
procurement area of requests based 
on their size and assessed risk. There 
is a formal procedure on how 
requests are to be segmented and 
how they should be managed.   

In the budget preparation 
phase of the business cycle, 
the procurement area works 
with programme/business 
areas to help scope out the 
goods and services that 
would be required to 
support the significant 
projects being proposed for 
approval.  
When programmes are 
approved, procurement 
works with programme 
areas to refine requirements 
and map out a suite of 
procurement projects to 
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arrange the necessary 
supply.  Teams are formed 
to manage the individual 
projects with the input from 
procurement, requesting 
areas and any specialists 
(e.g. technical or financial). 
The progress of projects is 
reported to programme 
management. 
 

Risk management in 
procurement is generally 
focused on the risk of not 
fully following prescribed 
processes.  The inherent 
risks to procurement in 
individual projects are not 
considered, except in the 
most extreme cases. 
Standard processes are 
assumed to manage risks 
and the achievement of 
value for money. 

Risks surrounding the successful 
outcome of the procurement and the 
achievement of value for money are 
recognised and there is 
segmentation of categories into a risk 
profile. There is a structured 
approach to identifying risk 
treatments but building these into 
supply strategies/arrangements is 
inconsistent. There are good 
examples of successes but also cases 
where risks have been missed 
resulting in lost value. 

Opportunity and risk 
assessments are undertaken 
for all procurement 
categories and this analysis 
is factored into project 
resourcing as well as into 
supply strategies.  There is a 
risk profile assigned to the 
entity’s portfolio of goods 
and services categories and 
this wider perspective is 
factored into the planning 
for and the management of 
the procurement function as 
a whole. 
 

All suppliers in each 
category are treated as if 
they have the same risks, 
opportunities and 
importance to the entity.  
Generally, standardised 
arms-length, formalised and 
structured processes are 
applied.    
The concept of building 
strong communication 
channels with some critical 
suppliers is seen as outside 
the rules and not pursued. 

There is differentiation of 
procurement categories by the entity 
and therefore some differentiation 
of risk management with respect to 
the firms that supply in these 
categories. Stronger communication 
channels and collaborative activities 
occur with many of these suppliers. 
Though the effectiveness of this 
extra effort varies as in some cases it 
is not clear what is the best approach 
to a particular supplier and what will 
be the impact of the approach that 
has been taken. This arises mostly in 
long-term collaborations.  
 

Key suppliers are identified 
and their importance to the 
entity and the entity’s 
importance to them are 
determined and reflected in 
the planning and resourcing 
for supply strategies.  

There is little effort put into 
developing supply 
strategies. It is an accepted 
wisdom that there are a few 
standard strategies, 

There is planning for all of the entity’s 
significant procurements and this 
work incorporates stakeholder, 
demand and market analysis as 
precursors to determining supply 

All significant procurements 
have well developed supply 
strategies, formed through a 
sound analysis of 
stakeholder needs and 
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Once established, supply 
arrangements receive little 
attention and are not 
managed effectively.  
There may be procedures 
provided for managing 
supply arrangements but 
they are open to individual 
interpretations or are 
ignored.  
There will likely be several 
examples where extensions 
to arrangements were 
sought because the entity 
was not sufficiently 
organised to go back to the 
market, even though it was 
timely to do so.  
Concerns or complaints from 
suppliers or buyers regarding 
expectations and actual 

There are documented processes 
issued for managing supply 
arrangements. These are 
generally well understood though 
their application varies with staff 
applying an individual perspective 
on managing arrangements. 
Quality can vary.  
The performance of 
arrangements managed will likely 
be documented with some 
perspective formed on how well 
they are going.  
However, the capture of 
information on all of the entity’s 
supply arrangements is not 
consistent.  
The management of 
arrangements not directly 
scrutinised by the procurement 
area often receives  little 
attention in terms of assessing 

Detailed procedures for 
establishing and managing 
supply arrangements are in 
place, they are understood and 
are applied consistently across 
all supply arrangements. What 
arrangements are actually 
delivering and their 
performance are both 
understood. 
There is a “contracts register,” 
which captures data on the 
status of all of the entity’s 
significant supply 
arrangements. 
The entity is able to provide a 
consolidated view of the 
progress and performance of 
its arrangements. 
Decisions on whether an 
arrangement is to expire 
without replacement, is to be 

identified through trial and 
error, that are sufficient to 
cover all situations.  There 
may be structured 
procurement planning 
processes to be followed, 
but these are generally 
completed for compliance 
rather than being used as a 
business tool to identify how 
to get the best value. The 
analysis of supply markets is 
superficial, often focused 
around how many firms bid 
for the business previously. 
The commercial behaviour 
and the entity’s position and 
leverage in the market are 
not understood. 

strategies. The quality of this work 
can vary. Where there is a deficiency 
this will often arise from not having 
sufficient understanding of the 
opportunities and risks presented by 
the market and how the entity 
should respond. Performance 
measures are included in the plans, 
though there are examples where 
these lack clear targets and may not 
be effective in terms of results and 
value realised.  
There is a process to retain the 
research and analysis undertaken in 
each plan and have it available for 
future use. 

issues, as well as demand 
and supply markets. The 
value for money to be 
achieved is described and 
there are targets and 
performance measures in 
place to gauge the 
achievement of expected 
results. 
The entity has built up a 
body of knowledge 
regarding its major supply 
markets and this is subject to 
periodic reviews.  
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performance of the other 
party are not addressed. 
The entity underutilises many 
supply arrangements and 
some are probably not 
necessary.  

buyer/supplier behaviour and the 
optimisation of performance 
overall.  

extended, or a new 
arrangement is set up are 
made in a timely manner.  

There is little understanding 
of the suppliers under the 
major supply arrangements. 
Responses to tenders and 
information from suppliers’ 
sales and marketing 
personnel are the sources of 
information on what is 
happening in the supply 
market. 
 

Procurement and requestor area 
staff (where there are specialist or 
technical requirements) meet 
with the suppliers to the 
arrangements. The focus is often 
on the administrative processes 
of the arrangement and less on 
the continual optimisation of the 
behaviour of both the supplier 
and the buyers using the 
arrangement.  
During the life of supply 
arrangements of high 
expenditure or critical 
goods/services, there are 
examples of periodic reviews of a 
suppliers’ corporate health, 
competitiveness or technical 
capability. However, this is not 
the common practice.   

There are regular reviews of 
the capability of all of the 
entity’s major suppliers as well 
as scans of the markets 
generally.  The analysis is 
factored into the on-going 
management of existing 
arrangements as well as 
retained and collated for 
future planning. 

The entity is not aware of 
how its major suppliers view 
it as a customer. Nor is there 
an appreciation of the impact 
that the way the entity deals 
with different suppliers has 
on the quality of 
goods/service received from 
those suppliers and the value 
for money realised. 
There is an assumption that 
all suppliers act the same and 
want the entity’s business. 

For its major areas of supply and 
arrangements that extend over 
time, the entity recognises the 
need to be up to date in its 
understanding of where it stands 
in the market, its leverage and any 
emerging issues. The extent and 
quality of information gathered 
and analysed about individual 
suppliers and the supplier’s true 
interest in the entity’s business 
depend on the capability and 
attitude of the contract manager.  

The entity has a clear 
understanding of its status 
with suppliers under its major 
supply arrangements and also 
why suppliers hold particular 
views. There is also a solid 
understanding of the market 
overall.  
The entity applies this 
information in its dealings with 
its suppliers to help optimise 
the performance of supply 
arrangements. 

There is little preparation and 
planning for negotiations 
with suppliers.  

There are entity guidelines and 
procedures on when and how to 
prepare for and undertake 
negotiations with suppliers. 

Negotiations with suppliers are 
planned with the level of effort 
commensurate with the size 
and complexity of the matter 
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There may be limited 
guidelines on negotiating 
with suppliers once the 
arrangements are in place. 

Most procurement staff have an 
understanding of negotiating 
tactics and practices, which has 
been gained either through 
training or on the job. The quality 
of this expertise varies. 
There is recognition that larger, 
more complex supply 
arrangements need a high level of 
expertise. However, the two are 
not always aligned in practice.  
The commercial significance of 
information is understood by 
procurement staff but not 
necessarily by requestor area 
staff who are dealing with 
suppliers. 
Preparation and planning by 
multi-functional teams is 
occurring for major negotiations. 
But for many other situations it is 
still a case of the procuring 
entity’s representatives relying on 
personal expertise and “winging 
it” at meetings with suppliers. 

or supply arrangement to be 
addressed with the supplier(s). 
Both procurement and 
requestor area staff are 
involved. 
All procurement staff 
understand negotiating tactics 
and have received some 
training in this area.  
A number of key procurement 
staff have been provided with 
training and mentoring to give 
them the expertise to plan and 
lead negotiations. Requestor 
area staff have received some 
training or provided with 
awareness sessions on 
negotiating with suppliers.  

Procurement staff and staff 
from requestor (operational) 
areas of the entity will often 
deal independently with the 
same suppliers or market 
segments about the 
operation of supply 
arrangements. This ad hoc 
approach can confuse 
suppliers with mixed or 
different messages. 

There are guidelines for day-to-
day dealings with suppliers. They 
are applied consistently in the 
procurement area, though not as 
consistently in respect to supply 
arrangements managed in other 
areas of the entity. There are 
teams with representation from 
procurement and requestor areas 
formed to engage with suppliers 
under the very large and/or 
complex supply arrangements. 

There are procuring entity 
guidelines and protocols for 
dealing with supply markets 
and with suppliers to supply 
arrangements.  For supply 
categories identified as critical, 
specific engagement strategies 
have been developed. 

 

 
5. Performance management 

 
Basic Capacity Intermediate Capacity Advanced Capacity 

The procuring entity does not 
have a way for assessing the 

There are some measures in place 
for gauging the effectiveness of 

The entity has sufficient 
performance measures, which 
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overall capability and 
effectiveness of its 
procurement function.  
There may be some 
measures, though these are 
likely to be set around basic 
procurement activities.  
There will be periodic checks 
of processes and these will 
primarily focus on 
compliance and not results 
achieved.  
There appears to be little 
interest at the management 
level to monitor procurement 
performance.  

the procurement function and 
there is a systematic capture and 
reporting of results.  
There are gaps in the data that 
can be collected and this impedes 
the depth of analysis.  
The application of information as 
part of a continuous 
improvement programme for the 
procurement function is starting 
to occur, but is not well 
developed.  
There is some benchmarking 
against other similar 
organisations. 

are aligned with its business 
operations to allow it to 
annually review and report to 
management on its 
procurement capability and 
performance in realising value 
for money and supporting 
programme goals.  
The procurement function can 
demonstrate that it captures 
and applies performance 
information as part of a 
continuous improvement 
programme.   
The entity benchmarks 
procurement performance 
against other similar 
organisations. It uses this 
benchmarking to help 
determine interventions 
necessary to enhance capacity 
and performance.  

There is little or no 
monitoring of the major 
supply arrangements to see if 
they are delivering expected 
results. It is assumed that 
once in place, the 
arrangements will work. Only 
when there is major failure 
will some review take place.  
Improvement opportunities 
via the identification and 
avoidance of potential risks, 
the avoidance of higher costs 
and ways to get more quality, 
quantity or functionality for 
the same expenditure are not 
well understood and are not 
measured.  

There are performance measures 
for the significant supply 
arrangements, though the quality 
and usefulness of the measures 
varies. Some are clear, 
quantitative statements of 
expected benefits, while others 
are qualitative statements of 
desired end states without 
sufficient quantification of timing, 
quality and costs.  
The quality and effectiveness of 
performance measures to a 
particular category will often be 
dependent on the person 
managing the procurement 
project rather than there being an 
embedded culture of the need to 
give visibility to performance.  

For all significant procurement 
actions, there are targets and 
performance measures to 
gauge the results that have 
been achieved.  Targets can be 
quite sophisticated and range 
across expected savings, 
avoided costs, risks avoided, 
quality or functionality 
improvements through to the 
impact on better delivery of 
the entity’s business or 
services to its clients.  
There is a procuring entity 
standard on the development 
and use of performance 
measures in procurement. 
Results being delivered though 
implemented supply strategies 
are collated so that they are 
readily accessible to and easy 
to interpret by the business 
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areas served by the 
arrangements. This 
information is valued by the 
business areas.  
Results for individual supply 
arrangements can be rolled up 
to give an entity-wide view of 
the value being realised from 
its significant areas of 
procurement expenditure. 

Organisational-level 
experience and learning are 
not captured and passed on 
except in the form of 
anecdotes from one staff 
member to another.  

Knowledge sharing between staff 
and across business areas of 
organisational experiences is 
recognised as valuable. The 
capture of this information is not 
systematic. To a large degree, 
what is known and put forward 
for inclusion in procurement 
deliberations still depends on 
who is in the room at the time.  

There are networks in place for 
formal and informal 
knowledge capture and 
sharing as well as for the 
retention of organisational 
learning and memory.  

 

 

3. Summarise and interpret results 

When the results have been collected, they need to be compiled into a report. The following 

step is to validate the results and clarify any gaps in the data in collaboration with the relevant 

stakeholders. Having stakeholder buy-in plays a key role in the validation process, therefore open 

and candid discussions are important. The results should be clear, easy to understand and 

interpret. The objective, methodology, results, interpretation and recommendations are key 

elements to be included in the report. 

Step 3: Formulate a capacity development response 

The results of the assessment will be the key elements when formulating a capacity 

development response. The capacity development response should: 

✓ summarise the gaps identified in the assessment report 

✓ describe the root causes or reasons for the existence of the gaps  

✓ specify the capacity development initiatives to address the gaps  

✓ define the indicators to measure success 

✓ identify the person(s) responsible for implementation  

✓ specify stakeholders involved in implementation  
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✓ indicate priority level (high/medium/low) and timeframe for implementation and  

✓ develop realistic cost estimates. 

Defining progress indicators is an important part of this process, as these allow for measuring 

and monitoring capacity improvements. The indicators should include the baseline that illustrates 

the capacity level at the start as well as the target that illustrates intended outcomes.  

Additionally, output and outcome indicators should also be defined, outputs being the 

development result in the short term and outcomes being the intended change in development 

conditions resulting from the output.  

The implementation plan must be as realistic as possible in terms of time and cost. Based on 

the budget available, there is a range of training approaches that can be used from formal 

programmes (accredited programmes) to experience-driven alternatives. The following provides a 

summary of some available approaches to capacity development. 

Capacity Development Options 

Capacity 
Development Type 

Description 

Coaching Supporting an individual during training or development in 
order for them to reach a specific personal or professional goal 

Dialogues A range of learning conversations that go beyond knowledge 
transfer to include knowledge articulation and translation 

Expert advice Advice from experts in response to specific queries. It might 
include a process to clarify and reframe the question that is 
being asked 

Fellowship An extended position that provides paid employment and 
support for people who have completed formal coursework in 
evaluation. 

Internship A paid or unpaid entry-level position that provides work 
experience and some professional development. 

Mentoring Supporting a colleague by sharing professional and personal 
experiences in order to support their development and growth 

Learning circle Allows a group of individuals to meet and explore an issue and 
learn from each other in the process. 

Peer learning An approach to learning where tacit knowledge is transferred 
from practitioner-to-practitioner. Peer learning can have many 
different objectives and take a number of forms. 

NOTE! The capacity development response should be systematic, coherent, 

implementable, sequenced and based on the impact and the level of priority assigned. 
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Reflective practice Involves an individual reflecting on their work allowing them to 
learn from their own experiences and insights and engage in a 
practice of continual learning. 

Self-paced learning Viewing learning materials, such as previously recorded 
webinars, at your own pace. 

Supervision of 
practice 

A model of professional development from social work where 
everyone, even experienced practitioners, is expected to have 
regular debriefing and reflection with a senior person on issues 
in their work. 

Training and formal 
education 

Development of knowledge and skills in conducting and/or 
managing an evaluation in a structured setting. 

 

When designing the capacity development response, ensuring the participation of a cross 

section of stakeholders may prove beneficial as they can contribute varied experiences, innovative 

and creative solutions. A key consideration is that core issues influence each other; therefore, a 

response that affects more than one capacity level will generally be more effective. 

  

Step 4 Implement the Capacity Development Response 

Implementing the capacity response is the process of putting the plan into action. It is at 

this stage that the strength of the planned development response will be tested. During the 

implementation process, active monitoring is important to allow for adjustments along the way.  

 

Step 5 Evaluate Capacity Development 

The evaluation of the capacity development response allows for an assessment of the 

intended outcomes and drawing conclusions in terms of impact and the quality of outcomes 

achieved. Given the nature of capacity development, assessments should be done periodically to 

determine the extent to which interventions have been effective and to modify or introduce new 

interventions as required.  
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4. CONCLUSION 

 

 

 

 

 

 

 

Procurement capacity development should be treated as a strategic process, which requires 

continuous assessment and improvement to ensure relevance. Though the benefits of capacity 

development are intangible and difficult to measure in the short term, sustained efforts to improve 

procurement capacity over time will lead to significant efficiency gains.  

As public bodies move towards professionalising procurement within their respective 

agencies, adequate funding may not always be available to sustain capacity development. 

Partnerships between institutions and individuals, where all parties contribute and learn from each 

other can assist where revenues fall short. 

  

Commitment to procurement capacity assessment and improvement 

 

Public bodies must undertake assessments of their procurement capacity on an annual basis, 

identifying their assets and needs. The training needs should also be assessed and planned 

training and certification opportunities shall be identified in the Annual Procurement Plan. 
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guide/Procurement%20Capacity%20Assessment%20Guide.pdf 
 

  

http://www.oecd.org/governance/ethics/Roadmap-Procurement-Capacity-Strategy.pdf
http://www.mapsinitiative.org/methodology/MAPS-methodology-for-assessing-procurement-systems.pdf
http://www.mapsinitiative.org/methodology/MAPS-methodology-for-assessing-procurement-systems.pdf
https://img1.wsimg.com/blobby/go/e892ea65-c516-4b5a-afd3-5b6b16c02145/downloads/1cmqlq8id_258207.pdf?ver=1554758583445
https://img1.wsimg.com/blobby/go/e892ea65-c516-4b5a-afd3-5b6b16c02145/downloads/1cmqlq8id_258207.pdf?ver=1554758583445
https://www.undp.org/content/dam/aplaws/publication/en/publications/capacity-development/undp-procurement-capacity-assessment-users-guide/Procurement%20Capacity%20Assessment%20Guide.pdf
https://www.undp.org/content/dam/aplaws/publication/en/publications/capacity-development/undp-procurement-capacity-assessment-users-guide/Procurement%20Capacity%20Assessment%20Guide.pdf
https://www.undp.org/content/dam/aplaws/publication/en/publications/capacity-development/undp-procurement-capacity-assessment-users-guide/Procurement%20Capacity%20Assessment%20Guide.pdf
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GLOSSARY OF TERMS 

Terms Meaning 

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

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

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

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

Annual Procurement 
Performance Report 

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

Annual Procurement Plan 

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

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

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

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

Codified the arrangement of laws or rules into a systematic code 

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

Commissioning 

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

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

Confidentiality the state of keeping or being kept secret or private 

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

Contract Management 

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

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

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

Control Environment set of standards, processes and structures 

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

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

Director of Public 
Prosecutions 

the office or official charged with the prosecution of criminal offences 
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Terms Meaning 

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

Efficiency achieving procurement objectives within reasonable time and cost 

Emergency Procurement 

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

E-purchasing 

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

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

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

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

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

Fixed price 

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

Framework Agreement 

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

Goods items purchased  
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Terms Meaning 

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

Integrity avoiding corruption and conflicts of interest 

Internal Control Framework 

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

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

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

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

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

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

Local Industry Development 

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

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

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

Mean Time Between 
Failures (MTBF) 

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

Mean Time to Repair 
(MTTR) 

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



General Guidelines – Developing Procurement Capacity 
 

39 
HGGE05 - 03-2021 - Version 1.0   

Terms Meaning 

Mobilisation 

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

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

Non-Governmental 
Organization 

any non-state, non-profit, voluntary organisation 

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

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

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

Performance Bond 

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

Procurement the acquisition of goods, works and services 

Procurement and Disposal 
Advisory Committee 

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

Procurement Proceedings 

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

Procuring Entity a public body engaged in procurement proceedings 
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Terms Meaning 

Public Body 

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

Public Confidence trust bestowed by citizens based on expectations 

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

Public Private Partnership 
Arrangement 

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

Public Procurement Review 
Board 

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

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

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

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

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

Retention (works) 

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

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

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

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

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

Service Level Agreements 
(SLA) 

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

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

Short-term contract 
  

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

Socio-Economic Policies 

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

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

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

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

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

Supplier Performance 
Management 

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

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

Supplier Relationship 
Management 

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

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

Sustainable Procurement 

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

Terms of Reference 

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

The Office of Procurement 
Regulation 

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

Transparency appropriate information placed in the public domain 

Treaty a formally concluded and ratified agreement between countries 

Two-Stage Bidding or Two-
Envelope System 

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

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

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

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

Works construction and engineering works of all kinds 

 


