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Preamble 

1.0 Preamble 

 

1.1 Purpose of this guideline 

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

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

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

procurement objects based on a prescriptive model to the achievement of those objectives 

based on a principled model. 

The purpose of this special guideline is to provide an operational 

framework for health sector procurement that is designed to support the 

achievement of the objects of the Act.  

 

1.2 Who should use this guideline? 

This guideline should be used by procurement officers, and other officers 

interacting with the procurement function, within the Ministry of Health 

and its divisions, the Regional Health Authorities and procuring entities 

engaged in procurement on behalf of the Ministry of Health. 

 

1.3 How should this guideline be used? 

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

2019 and the Comprehensive Handbook of Procurement, Retention and 

Disposal of Public Property. 

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

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

must: 

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

guide 

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

Office of Procurement Regulation (“the OPR”) for review and 

approval. 
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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)  A RHA 

h) A statutory body 

i) A State-controlled 

enterprise 

j) A Service 

Commission 

k) A body corporate or 

incorporate, 

established by the 

President, a Minister 

or another public 

authority, 

performing a 

function on behalf of 

the State  

l) A body corporate or 

incorporate that 

uses public money 

 

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

accordance with the procedures outlined in the publication entitled  

“Preparation of Special Guidelines and Handbooks for Approval by the OPR” 
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Preamble 

 

1.4 The Trinidad and Tobago Public Procurement Procedure 

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

 

 

 

 

 

 

 

 

1.5 How does this guideline link to the Trinidad and Tobago Public Procurement Procedure? 

The public procurement procedure described in clause 1.4 above is based on achieving good 

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

prescriptive model. Critical to the achievement of the specified objectives is the development 

and institutionalisation of an appropriate operating framework with adequate internal 

controls built in for monitoring and control.  
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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 Introduction 

This Special Guideline has been framed to enable pursuit of the objects of the Act where 

procurement is undertaken using public funds entrusted to the Accounting Officer of the Ministry 

of Health by the Parliament.   

Several entities undertake such procurement including, 

but not limited to, the Ministry of Health, Regional Health 

Authorities, certain State-Controlled Enterprises, the 

Pan-American Health Organization (“PAHO”) of which 

the Government of Trinidad and Tobago is a Member 

Government and certain non-governmental 

organisations (“NGOs”) 

Public procurement in Trinidad and Tobago is governed by: 

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

• the Public Procurement and Disposal of Public Property Regulations 2019,  

• the Exchequer and Audit Act, (Chap 69.01) and  

• the Financial Regulations. [[Subsidiary] of the Exchequer and Audit Act, (Chap 69.01)] 

The Act governs the proper management of public procurement and disposal of public property 

whereas the Exchequer and Audit Act, (Chap 69.01) governs the proper use of public funds 

entrusted to the care of the Accounting Officer to procure goods, works and services. 

 
The Exchequer and Audit Act (Chap 69.01) provides for 
certain internal controls for public procurement through 
the Financial Regulations by enabling the authority to 
contract.   The Financial Regulations thus forms the nexus 
between the Exchequer and Audit Act (Chap 69:01) and the 
Central Tenders Board Act (Chap 71: 91).   
 
The Act and associated repeal of the Central Tenders Board Act (Chap 71: 91) provides for the 
regulation of procurement proceedings but not for the internal control of public procurement 
management.  The Financial Regulations 126, 128, 129 and 130 require records of services 
rendered and contracts awarded to be maintained. However, together these Financial Regulations 
are insufficient for the internal control of public procurement.  Accordingly, a modern Operational 
Framework of Internal Control for Procurement, hereafter referred to as ‘the Internal Control 
Framework’, was required to facilitate public procuring entities to achieve their goals and to 
provide a framework of accountability for their procurement related activities. This Framework is 
incorporated into the Comprehensive Handbook on Procurement, Retention and Disposal of 
Public Property and in the General Guidelines: Framework for Internal Control for Procurement as 
adopted or customised by the Ministry of Health.   It addresses the proper roles, relationships, 
responsibilities and accountabilities of those involved in the procurement function consistent with 
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The Special Guidelines: Procurement 

by Non-Government Entities are also 

applicable to Health Sector 

procurement. 

 

Financial Regulation 127 states 
that: The authority to award 
contracts shall be as provided for 
in regulations made in pursuance 
of the Central Tenders Board Act.   
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the obligations and accountabilities of Accounting Officers set out in the Exchequer and Audit Act, 
(Chap 69:01) and Financial Regulations. It is also applicable to the management of the 
procurement function of the Regional Health Authorities and State Controlled Enterprises.  
 
Attachment 1 summarises the processes underpinning the proper management of the 
procurement function in accordance with this Framework as reflected in the Comprehensive 
Handbook on Procurement, Retention and Disposal of Public Property and in the General 
Guidelines: Framework for Internal Control for Procurement 

The Financial Regulations set out the accountabilities of Accounting Officers. Of relevance in the 
context of the Internal Control Framework are the Financial Regulations 4, 5, 6, 7 and 11. These 
identify the responsibilities and accountabilities of Accounting Officers. 

 

The Internal Control Framework mitigates the risk that: 
a) procurement undertaken in support of the financial business of the State for which the 

Accounting Officer is responsible is not properly conducted; and, 
b) public funds used in procuring goods, works and services with which the Accounting Officer 

is entrusted are applied for purposes other than those intended by the Parliament.   
 

Accountabilities of Accounting Officers 

(Financial Regulations 4, 5, 6, 7 and 11) 

4. An accounting officer shall be responsible for ensuring— (a) that the financial business of the 
State for which he is responsible is properly conducted; and (b) that public funds entrusted to 
his care are properly safe-guarded and are applied only to the purposes intended by Parliament.  

5. All accounting officers are personally and pecuniarily responsible for—(a) the due 
performance of the financial duties of their departments; (b) the proper collection and custody 
of all public moneys receivable by them; and (c) for any accounts rendered by them or under 
their authority.  

6. An accounting officer is not absolved from his responsibility for complying or securing 
compliance with the Act, these Regulations and any instructions given to him, or by him within 
the scope of his authority, by reason of the responsibility of the Auditor General to check and 
report any shortcomings in connection with the public accounts or finances.  

7. No accounting officer shall be relieved from responsibility for an act which he is required by 
the Act, these Regulations or any instructions to perform, the performance of which he has 
delegated to an officer subordinate to him. 

11. The accounting officer shall be answerable to the Public Accounts Committee for the formal 
regularity and propriety of accounts of all the expenditure out of the votes for which he is 
responsible. 
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The Internal Control Framework is especially important in mitigating the risks associated with 
delegating tasks to subordinates. Financial Regulation 7 makes it clear that the Accounting Officer 
cannot abrogate the responsibility for an act for which he/she is required by the Act, by delegating 
a task to a subordinate. However, the risks associated with doing so are mitigated by the 
Accounting Officer issuing a delegation of authority to the subordinate that clearly defines the 
scope of the tasks that have been delegated and the standards expected of the person who 
formally accepts the delegation.   
 
In this context, the Accounting Officer of the Ministry of Health cannot abrogate responsibility by 
delegating the task of procurement to another entity using public funds entrusted to his or her 
care by the Parliament. 
 
Procurement undertaken by PAHO on behalf of the Ministry of Health is governed by Section 7(2) 
of the Act which states: 

 

 

PAHO procures on behalf its Member Governments, including the Government of Trinidad and 

Tobago, under reimbursable procurement procedures, including the PAHO Revolving Fund1, and 

the PAHO Strategic Fund2.  These mechanisms facilitate the pooled procurement by Member 

Governments of vaccines and related supplies supporting immunisation programmes as well as 

essential medicines and strategic health supplies.  

 
1 See Operating Procedures of the Revolving Fund for the Purchase of Vaccines, Syringes, and Other Related Supplies 
through the Pan American Health Organization at 
http://www.paho.org/hq/index.php?option=com_content&view=article&id=736&Itemid=2234&lang=en 
 
2 See the Pan American Health Organisation Strategic Fund brochure that mat be downloaded at  
http://www.paho.org/hq/index.php?option=com_content&view=article&id=12163&Itemid=42005&lang=en 

 

Section 7(2) of the Act: To the extent that this Act conflicts with an obligation of the State under 
or arising out of the following: 

(a) a treaty or other form of agreement to which Trinidad and Tobago is a party with one or 
more States or entity within a State; 
(b) an agreement entered into by the Government of Trinidad and Tobago with an 
international financing institution; or  
(c) an agreement for technical or other cooperation between the Government of Trinidad and 
Tobago and the Government of a foreign State,  
the requirements of the treaty or agreement shall prevail except that the procurement of 
goods, works or services shall be governed by this Act and shall promote the socio-economic 
policies of Trinidad and Tobago and shall adhere to the objects of this Act. 

 

 

http://www.paho.org/hq/index.php?option=com_content&view=article&id=736&Itemid=2234&lang=en
http://www.paho.org/hq/index.php?option=com_content&view=article&id=12163&Itemid=42005&lang=en
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Procurement procedures undertaken by PAHO on behalf of the Ministry of Health under the 

pooled procurement mechanisms to which the Government of Trinidad and Tobago is a party do 

not conflict with the Act and its objects.  

The procurement policies and practices of PAHO are consistent with the objects of the Act, save 

and except for the object relating to local procurement.  However, as there are no local Trinidad 

and Tobago suppliers of the essential medicines, strategic health supplies or vaccines and related 

supplies procurable under these arrangements the objects of the Act relating to local procurement 

are not applicable in this case.   

While there is no impediment within the Act to use PAHO’s reimbursable procurement 

procedures, the use of such arrangements must meet the requirement under the Financial 

Regulations which stipulates that the public funds entrusted to the Accounting Officer are properly 

safe-guarded and are applied only to the purposes intended by Parliament.  

The question that must therefore be answered is:  

“Does the use of PAHO’s reimbursable procurement 

procedures represent the most efficient and effective 

strategy for procuring essential medicines, strategic 

health supplies or vaccines and related supplies 

consistent with the objects of the Act in the context 

of health programme and service delivery?”  

 

3.0 Importance of this Special Guideline to the Health Sector 

This Special Guideline has been framed to provide assurance that procurement undertaken, using 

funds entrusted to the Accounting Officer of the Ministry of Health, are applied for the purposes 

intended by the Parliament pursuant to the Exchequer and Audit Act, (Chap 69.01), the Financial 

Regulations and is in compliance with the Act.  In doing so, this  Special Guideline serves two 

purposes:  

a) to ensure that there is effective coordination of Health Sector procurement strategy between 

the various entities that procure for the Health Sector; and,  

b) to mitigate the risks when procurement is undertaken by the various entities using public funds.  

 

3.1 Coordination of Health Sector procurement strategy 

The nature, value and risks associated with each category of goods, works and services procured 
using funds entrusted to the Accounting Officer of the Ministry of Health by the Parliament should 
be recorded in the Annual Procurement Plan of the Ministry.   

This question is answered by the 

Ministry of Health in framing the 

associated category level strategies in 

the Annual Procurement Plan which 

are then further tested in framing the 

associated transaction level 

procurement strategies. 
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 The Ministry of Health, under Section 27(1) of the Act “no later than six weeks after the approval 
of the National Budget must publish on its website or in any other electronic format, information 
regarding all planned procurement activities for the following twelve months”. This includes the 
procurement that may be undertaken by the Ministry itself, Regional Health Authorities, State-
Controlled Enterprises, PAHO or any other entity. Where it is known in advance that procurement 
transactions, in particular categories of goods, works and services identified in the Annual 
Procurement Plan, will be undertaken by a particular entity, such procurement activities shall be 
published by the Ministry of Health pursuant to Section 27(1) of the Act, naming the entity to 
which such activities have been delegated. 

 

3.2 Process for managing the procurement function 

3.2.1 Programming the Health Sector procurement strategy 

The Ministry of Health orchestrates and coordinates the procurement strategy of the Health 

Sector through its Annual Procurement Plan.   

This plan establishes the category level procurement strategies and identifies which entities are 

to undertake procurement in each category.  

In making this determination, the Ministry of Health ascertains the entity or entities most capable 

of procuring in a manner that best meets the objects of the Act, with emphasis on achieving value 

for money in the context of the health programme and service delivery. The Annual Procurement 

Plan template is provided in the General Guidelines: Developing the Annual Procurement Plan. 

 

3.2.2 Drafting the Annual Procurement Plan 

The drafting of the Annual Procurement Plan commences at the beginning of the Budget Estimates 

process.  

The ‘named’ Procurement Officer consults with all entities that may procure for the Health Sector 

in order to optimise the objectives, strategies, organisation, systems, policies, procedures and 

capabilities to be applied to the management of procurement projects in the forthcoming period. 

  

3.2.3 Monitoring and reporting on procurement actions 

The ‘named’ Procurement Officer of the Ministry of Health monitors and reports to the Accounting 

Officer on the implementation of the Annual Procurement Plan, including the performance of each 

entity that is charged with procuring particular categories of goods, works and services. 
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3.2.4  Approval of procurement strategies for high value/ high risk categories 

The ‘named’ Procurement Officer shall approve the procurement strategies to be applied to all 
procurement transactions in the high-value and/or high-risk categories as identified in the Annual 
Procurement Plan. 

Such strategies will include those framed by the Ministry of Health itself or by any other entity that 
has been assigned in the Annual Procurement Plan to procure particular categories of goods, 
works or services. 

 

3.2.5 Approval for award of contract for high value/ high risk procurement activities 

Following the procurement strategy approved by the ‘named’ Procurement Officer, the associated 
procurement actions are undertaken by the entity to which this responsibility has been assigned.   

Upon finalisation of these actions, the complete file, including a report and recommendations for 
contract award is forwarded through the ‘named’ Procurement Officer of the Ministry of Health 
to the Procurement and Disposal Advisory Committee (“PDAC”) for review and recommendation 
to the Accounting Officer.  

The Accounting Officer may approve or withhold approval of the recommendations for contract 
award, and reasons for such shall be recorded in the procuring proceedings. 

 

3.2.6 Observation of the standstill period 

The ‘named’ Procurement Officer of the Ministry of Health shall take the required action under 
Section 35(2) of the Act and observe any standstill period prior to returning the file to the entity 
for preparation, settlement, and management of the contract. 

 

3.2.7 Reporting on contract delivery 

Where contract management is undertaken by another entity, that entity shall provide the 
‘named’ Procurement Officer of the Ministry of Health with such reports on contract delivery as 
may be required on a stipulated schedule. 

 

3.2.8 Approving low value/low risk procurement contracts 

The Accounting Officer shall delegate in writing the approval of contract awards for procurement 
transactions in low value/low risk categories, as identified in the Annual Procurement Plan, that 
are to be undertaken by Regional Health Authorities or State-Controlled Enterprises to their 
respective ‘named’ Procurement Officers.   

The ‘named’ Procurement Officers of these entities shall include in their monthly report to their 
respective ‘named’ Executive Officers on the management of the procurement function a list of 
all low value/low risk procurement transactions that they have approved during the period.   
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A copy of the monthly report is to be submitted to the Accounting Officer of the Ministry of Health 
within seven (7) working days of the last day of each month. 

 

4.0 Mitigating the risks where procurement is undertaken by Regional Health Authorities and 

State-Controlled Enterprises  

Regional Health Authorities and State-Controlled Enterprises using public funds entrusted to the 
Accounting Officer for procuring goods, works or services shall provide assurance that they do so 
in accordance with the conditions that the Accounting Officer may decide to apply from time to 
time.  

Such conditions are determined at the absolute discretion of the Accounting Officer and must be 
accepted in writing by the Regional Health Authority or State-Controlled Enterprise in advance of 
any such procurement activities being undertaken.  

Entities that regularly undertake procurement on behalf of the Ministry of Health would confirm 
in writing on an annual basis to the Accounting Officer that these conditions have been met.  

Where the entity fails to meet any of the conditions as stipulated, the Accounting Officer may take 
whatever action he/she deems necessary.   

The following General Conditions are applicable to all Regional Health Authorities and State-
Controlled Enterprises using public funds entrusted to the Accounting Officer of the Ministry of 
Health. 

 

4.1 General conditions  

4.1.1 Compliance related risk mitigation 

a) The Regional Health Authority or State-Controlled Enterprise shall provide documentary 
evidence that its management of the procurement function and transactional 
procurement proceedings are in full compliance with the Act and the Handbook of the 
Ministry of Health.   

b) The Regional Health Authority or State-Controlled Enterprise provides copies of the 
monthly reports of its ‘named’ Procurement Officer on the management of the 
procurement function to its ‘named’ Executive Officer and to the Accounting Officer of the 
Ministry of Health within seven (7) working days of the end of each month.  

 

4.1.2 Mitigating risks associated with weaknesses in internal controls 

a) The Regional Health Authority or State-Controlled Enterprise will provide assurance that it 
has fully implemented the Operational Framework of Internal Control for Procurement as 
set out in the Handbook of the Ministry of Health and that it is operating effectively. 

b) The Regional Health Authority or State-Controlled Enterprise will provide written 
assurance that it has in place an effective Internal Audit function.  Such a function will allow 
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the testing of internal controls relevant to procurement and the identification and 
recommendation of remediation for any weaknesses on an ongoing basis.   

c) The Regional Health Authority or State-Controlled Enterprise will provide the Accounting 
Officer on a quarterly basis with copies of reports of its Internal Audit function on its testing 
of the internal controls relevant to procurement and of its recommendations for 
remediation of any weaknesses as well as of the remedial action.  

d) The Internal Audit department of Ministry of Health will be authorised to make enquiries 
and have access to internal audit reports of the Regional Health Authority or State-
Controlled Enterprise.  

e) The Regional Health Authority or State-Controlled Enterprise shall notify the Accounting 
Officer within seven (7) working days of becoming aware that any of the conditions set by 
that Accounting Officer are not being fully met. 

 

4.2 Special conditions that may apply 

The Accounting Officer may establish at his/her absolute discretion any special conditions that 
shall be applicable to procurement undertaken by a Regional Health Authority or a State-
Controlled Enterprise on behalf of the Ministry of Health. 
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Appendix I 

Attachment 1: Procurement functional roles, relationships, responsibilities and accountabilities reflecting the Operational Framework 

of Internal Control for Procurement. 

 

RACI Model (http://www.valuebasedmanagement.net/methods_raci.html) 

R = Responsible (owns the problem or project)  

A = Accountable (to whom “R” is accountable – who must sign off on work before it is effective) 

C = Consult (to be consulted – has necessary info – in order to complete the work) 

I = Inform (must be notified but need not be consulted) 

Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

PERFORMANCE OF THE PROCUREMENT FUNCTION 
Accounting Officer or Chief Executive is responsible for the performance of the procurement function 

Accounting Officers are accountable to the Parliament under Financial Regulations Section  4 for ensuring that: (a) that the financial 
business of the State for which he is responsible is properly conducted; and (b) that public funds entrusted to his care are properly safe-

guarded and are applied only to the purposes intended by Parliament. 
Chief Executives are accountable to their respective Boards 

(1) Ensure that those 
involved in 
procurement are 
aware of and receive 

R  C I I I I I 
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Appendix I 

Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

training at least 
annually in the Code 
of Conduct for 
procurement3. 

HR:            Generates list of staff likely to be involved in the procurement function as procurer or requestor or contract manager. 
AO/CEO:   Code of Conduct promulgated and communicated to all staff involved in the procurement function. 
HR:            Quarterly Code of Conduct training schedule advertised to staff. 
HR:            Records participants in each training session and advises each participant when next annual training required/timetabled. 
HR:            Provides AO/CEO with advice on Code of Conduct training of staff. 
AO/CEO:   Issues an annual circular reminding those involved in procurement of their responsibility to undertake their duties in 

accordance with the ethical standards established in the Code of Conduct. 

(2) Enhance the 
capability of those 
involved in 
procurement 
through ongoing 
professional 
development and 
associated 
certification. 

R  C C C C C I 

 
3 The Code of Conduct is being developed by the OPR in conjunction with the Integrity Commission. 
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Appendix I 

Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

‘NAMED’ PO:  Assesses the training and certification needs to those with designated procurement responsibilities, including 
requestors, upon approval of the Annual Procurement Plan. 

HR:            Identifies training and certification opportunities for each person whose training needs have been assessed. 
HR:            Frames, costs and schedules in annual training plan. 
AO/CEO:   Approves training plan. 
HR:            Implements training plan. 
HR:            Obtains and collates training participant feedback and uses the feedback in framing the next training plan. 
HR:            Reports evaluation of the training plan to the ‘NAMED’ PO and AO/CEO. 

(3) Approve the 
Annual Procurement 
Plan including 
associated resource 
allocation. 

A R  C      

‘NAMED’ PO:  Compiles Annual Procurement Plan and provides it to the AO/CEO not more than six (6) weeks after approval of 
National Budget. 

AO/CEO:  Considers Annual Procurement Plan and transmits the approved Annual Procurement Plan to the OPR not more than six (6) 
weeks after approval of National Budget. 

‘NAMED’ PO:  Publishes to the website the schedule of the categories of goods, works and services for which there will be 
procurement actions undertaken during the following twelve months. 

(4) Approve the 
annual procurement 
performance report. 

A R  C      
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Appendix I 

Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

‘NAMED’ PO:  Compiles annual procurement performance report within one month of the end of each financial year and provides it to 
the AO/CEO for consideration. 

AO/CEO:  Reviews annual procurement performance report and identifies expectations for future performance improvement to the 
‘NAMED’ PO  

AO/’NAMED’ PO: Transmits approved annual procurement performance report to the OPR in support of its requirement to report on 
the performance of the procurement system to the Parliament. 

‘NAMED’ PO: Integrates the expectations of the AO/CEO for future performance improvement in the process of developing the 
Annual Procurement Plan and associated performance monitoring and management systems. 

(5) Approve the 
Handbook and 
Special Guidelines(s) 
prior to the approval 
by the Office of 
Procurement 
Regulation. 

R  C      

AO/CEO:  Considers and approves the Handbook and/or any Special Guidelines before transmitting them to the OPR for approval. 
‘NAMED’ PO:  Receives and collates feedback on the operational utility of the approved Handbook and/or any special guidelines and 

recommends amendments /improvements to the AO/CEO. 
AO/CEO:  Considers and approves revised Handbook and/or any Special Guidelines before transmitting them to the OPR for approval. 

(6) Report to the 
Office of 

R  C      
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Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

Procurement 
Regulation. 

‘NAMED’ PO: Ensures that procurement monitoring and management systems efficiently record information and meet the 
information needs of the OPR. 

‘NAMED’ PO:  Compiles reports required by the OPR. 
AO/CEO:  Reviews and transmits approved reports to the OPR. 

(7) Approve or 
withhold approval of 
recommended 
disposals and 
contract awards in 
the case of 
significant 
procurement actions 
upon the advice of 
the Procurement 
and Disposal 
Advisory Committee. 

R        

Based on guidance provided in the Handbook and on the requirements of the Public Procurement and Disposal of Public Property Act 
2015: 

AO/CEO:  Appoints at least three (3) senior officers as the members of the PDAC to review significant procurement and disposal cases 
and to advise him/her on recommendations for disposal and/or contract awards. 
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Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

AO/CEO:  Receives and considers advice of the PDAC concerning recommendations for  disposal and /or contract awards.. 
AO/CEO:  Approves or withholds approval of recommended disposals or contract awards. 
AO/CEO:  Records reasons in writing for  withholding approval. 
AO/CEO:  Communicates determination to the ‘NAMED’ PO. 
‘NAMED’ PO: Issues notice under Section 35(2) of the Act4 
‘NAMED’ PO: Observes standstill period5 
‘NAMED’ PO: Takes necessary action based on the determination of the AO/CEO and outcome within  standstill period. 

(1)Review 
recommendations 
for disposals or 
contract awards and 
advising the 
Accounting Officer 
or Chief Executive 
Officer. 

A R I C C    

 
435 (2) A procuring entity shall promptly notify each supplier or contractor who presented submissions of its decision to accept the successful submission at the end 

of the standstill period.  (3) The notice referred to in subsection (2) shall contain, at a minimum, the following information: (a) the name and address of the supplier 

or contractor presenting the successful submission; (b) the contract price; and (c) the duration of the standstill period as set out in the solicitation documents. 

5 “standstill period” means the period from the dispatch of a notice as required by section 35(2), during which a procuring entity cannot accept the successful 

submission and suppliers or contractors can challenge the decision so notified; 
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Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

‘NAMED’ PO:  Receives procurement or disposal file including report and recommendations for disposals or contract awards  from the 
SPO. 

‘NAMED’ PO: Reviews file for completeness and submits to the PDAC for review. 
PDAC:  Reviews file including the report and recommendations for disposals or contract awards  and determines if the following 

three criteria have been met: a) the approved processes as set out in the Handbooks and Guidelines b) the approved 
procurement/disposal strategy and c) value for money was achieved.6 

PDAC:  Returns file to ‘NAMED’ PO with a written explanation if one or more of the three review criteria, in the opinion of the 
PDAC, are not met. 

PDAC:  Recommends that the AO/CEO approves the disposals or contract awards  where all three review criteria, in the opinion of 
the PDAC, are met.  

MANAGEMENT OF THE PROCUREMENT FUNCTION 
‘Named’ Procurement Officers are accountable to their respective Accounting Officer or Chief Executive for their management of the 
procurement function and to the Office of Procurement Regulation for  compliance of the management of the procurement function 

in accordance to  the Public Procurement and Disposal of Public Property Act 2015 Section 61 (2) 

(1) Identify the 
supply risks 
associated with each 
category of goods 
and services being 
procured. 

A  R C C C C  

 
6 PDAC may consult the SPO, the evaluation committee or any other person it considers necessary in the process of its review. 
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Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

Using the guidance, tools and methods set out in the Handbook: 
‘NAMED’ PO: Identifies the categories of goods, works and services procured during the previous financial year, including the total 

amount expended on each category. 
‘NAMED’ PO: Contributes to the framing of the budget estimates by validating the estimates of procurement related expenditures. 
‘NAMED’ PO: Adjusts the categories and amount of expenditure to reflect budget estimates for the next financial year. 
‘NAMED’ PO: Consults with SPOs and ReqM to determine the completeness and accuracy of the categories and expenditure amounts. 
‘NAMED’ PO:  Assesses the risks associated with the procurement of each category of goods, services and works using the online tool 

SUPREM to create the four-quadrant procurement portfolio. 
SPO:      Validates the risk assessments for each category in consultation with the relevant ReqM. 
‘NAMED’ PO: Finalises the risk assessments and adjusts the categories and associated amount of expenditure when the National 

Budget is approved.  

(2) Draft the Annual 
Procurement Plan 

A  R C C    

Using the guidance, methods and template Annual Procurement Plan set out in the Handbook: 
‘NAMED’ PO: Analyses the mandate and budget of the entity and assesses the procurement portfolio in this context. 
‘NAMED’ PO: Assigns SPO to manage each high value and/or high risk category of goods, services and works and a SPO to manage the 

low value/low risk segment. 
SPO:     Assesses assigned categories/segment and consults ReqM to ensure procurement objectives and strategies are aligned with 

programmatic/service delivery/project priorities. 
‘NAMED’ PO:    Collates the category/segment assessments of the SPO and determines how the management of the procurement 

portfolio can be optimised, including objectives, strategies, organisation, policies and procedures and capabilities to be 
applied. 



General Guidelines – Developing the Annual Procurement Plan 
 
 
 

19 
HGSS03 - 03-2021 - Version 1.0   

Appendix I 

Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

‘NAMED’ PO: Produces schedule of the categories of goods, services and works for  the  procurement actions to be undertaken during 
the forthcoming year. 

‘NAMED’ PO: Identifies procurement performance objectives and determines how these are to be measured. 
‘NAMED’ PO: Prepares the draft Annual Procurement Plan. 
‘NAMED’ PO: Provides the draft Annual Procurement Plan to the AO/CEO not more than six (6) weeks after approval of National 

Budget. 

(3) Manage total 
procurement in 
accordance with the 
approved Annual 
Procurement Plan. 

A  R C C C C I 

‘NAMED’ PO: Manages the procurement function in accordance with the approved Annual Procurement Plan. 
‘NAMED’ PO: Receives requests for procurement from ReqM. 
‘NAMED’ PO: Assigns requests for procurement to SPO. 
‘NAMED’ PO: Forms teams to manage significant procurement actions in consultation with the ReqM.  
‘NAMED’ PO: Forms evaluation committees for significant procurement actions in consultation with the ReqM. 
‘NAMED’ PO: Forms and trains standing roster of bid openers consisting of no less than three people per bid, establishes bid 

management procedures that ensure integrity of bid receipt, security of bids prior to opening, bid opening, recording of 
opened bids, transmitting of opened bids to the PO/SPO. 

‘NAMED’ PO: Develops and manages an efficient filing system that ensures that procurement, disposal and contract management 
records are maintained and readily available when required for submission to Internal Audit and to the OPR. 

‘NAMED’ PO: Develops standard document templates for use in the procurement function. 
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Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

‘NAMED’ PO: Refines internal policies and procedures to improve the integrity, efficiency and effectiveness in consultation with 
stakeholders and staff. 

‘NAMED’ PO:  Networks with ‘NAMED’ PO from other entities to identify and share practice improvements. 
‘NAMED’ PO:  Assesses the training and certification needs to those with designated procurement responsibilities including 

requestors. 
‘NAMED’ PO:  Obtains and evaluates regular feedback from stakeholders, clients and staff and analyses data derived from 

procurement monitoring systems to improve management of the function. 

(4) Develop category 
level procurement 
strategies including 
those involving 
collaboration with 
other public entities. 

  A R C C C I 

‘NAMED’ PO: Reviews and approves category level procurement strategies developed by SPO. 
‘NAMED’ PO: Pursues opportunities to collaborate with other procuring entities identified in category level strategies. 
‘NAMED’ PO: Monitors and reviews the implementation and effectiveness of category level strategies with reference to the outcomes 

of associated procurement actions. 

(5) Monitor and 
measure 
procurement 
performance and 
draft the annual 

A  R C C C C  
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Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

procurement 
performance report.  

Using the guidance and template annual procurement performance report set out in the Handbook: 
‘NAMED’ PO: Consults with SPO in setting performance targets and associated measures in the context of the Annual Procurement 

Plan. 
‘NAMED’ PO: Analyses the performance improvement expectations of the AO/CEO and addresses these in framing performance 

targets. 
‘NAMED’ PO: Develops, implements and evaluates procurement performance monitoring and management systems. 
‘NAMED’ PO: Uses feedback from performance monitoring to improve management of the procurement function. 
‘NAMED’ PO:  Compiles annual procurement performance report within one month of the end of each financial year and submits it to 

the AO/CEO for consideration. 

(6) Recommend the 
updating and 
improvement of the 
Handbook and 
Special Guidelines.  

A  R C C C C  

‘NAMED’ PO: Receives and collates feedback on the operational utility of the approved Handbook and/or any special guidelines. 
‘NAMED’ PO: Uses data derived from performance monitoring systems, refinements to policies and procedures made in the course of 

managing the function and information on practice improvements obtained from networking with other ‘NAMED’ POs to 
recommend changes to the Handbook and/or special guidelines. 

‘NAMED’ PO: Drafts revisions to the Handbook and/or special guidelines for consideration by the AO/CEO. 
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Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

(7) Draft reports as 
required by the 
Office of 
Procurement 
Regulation. 

A  R      

‘NAMED’ PO:  Obtains advice from the OPR on its reporting requirements, formats and schedules. 
‘NAMED’ PO:  Ensures that information required to support reporting to the OPR is collected and collated efficiently. 
‘NAMED’ PO:   Drafts reports to the OPR for review by the AO/CEO. 

(8)   Approve 
Category and 
Significant 
Procurement 
Strategies. 

A  R I R I   

SPO: Presents the draft significant procurement strategy to the ReqM for approval. 
SPO: Transmits the draft significant procurement strategy approved by the ReqM to the ‘NAMED’ PO. 
‘NAMED’ PO: Reviews significant procurement strategies to determine that  they are  consistent with category level strategy, well-

reasoned, based on soundly researched evidence and address all elements required in the Handbook. 
‘NAMED’ PO: Approves significant procurement strategy prior to any procurement action taking place.   
‘NAMED’ PO: Returns the approved significant procurement strategy to the SPO for action. 

(9) Approve or 
withhold approval of 
the recommended 

A  R C     
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Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

contract awards, 
subject to the advice 
of a Senior 
Procurement 
Officer, following 
procurement action 
undertaken by a 
Procurement 
Officer. 

SPO: Receives procurement file including report and recommendations for contract award from PO. 
SPO: Reviews the file and determines if the following three criteria have been met: a. the approved procedures as set out in the 

Handbook; b. the approved procurement strategy and c. value for money was achieved. 
SPO: Returns the file to the PO with written advice when all three criteria are not satisfied. 
‘NAMED’ PO: Receives and considers advice of the SPO concerning recommendations for contract award. 
‘NAMED’ PO: Approves or withholds approval of recommended contract award.  
‘NAMED’ PO: Returns file to PO with written reasons when approval of contract award is withheld. 
‘NAMED’ PO: Issues notice under Section 35(2) of the Act7 when award of contract is approved. 

 
735 (2) A procuring entity shall promptly notify each supplier or contractor who presented submissions of its decision to accept the successful submission at the 

end of the standstill period. 

(3) The notice referred to in subsection (2) shall 
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Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

‘NAMED’ PO: Observes stand still period8 
‘NAMED’ PO: Communicates outcome of standstill period to PO for required action. 
‘NAMED’ PO:  Includes list of all low value/low risk contract awards that have been approved to the AO/CEO as part of monthly report 

on the management of the procurement function. 

TRANSACTIONAL PROCUREMENT MANAGEMENT 

 SIGNIFICANT HIGH VALUE AND/OR HIGH RISK PROCUREMENT TRANSACTIONS 

(1) Develop disposal 
and significant (high 
value and/or high 
risk) procurement 
strategies. 

  A R C C   

Based on the best practice guidance, methods and templates on procurement strategy development as set out in the Basic 
Procurement Handbook: A Practical Guide. 

‘NAMED’ PO: Receives request for procurement from ReqM. 

 
contain, at a minimum, the following information: 

(a) the name and address of the supplier or contractor presenting the successful submission. (b) the contract price; and 

(c) the duration of the standstill period as set out in the solicitation documents. 

8 “standstill period” means the period from the dispatch of a notice as required by section 35(2), during which a procuring entity cannot accept the successful 

submission and suppliers or contractors can challenge the decision so notified; 
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Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

‘NAMED’ PO:  Appoints responsible SPO. 
SPO: Leads cross-functional team to develop the strategy including representation of the programme/ service delivery/ requesting 

unit, and provides technical advice as required and/or contract/project management expertise. 
SPO: Drafts  the research and analysis method for systematically analysing the requirement, stakeholders’ needs and issues, the 

operation of the relevant supply market and risks as a basis for developing the strategy. 
SPO: Documents the evidence gathered. 
SPO: Considers the evidence with the cross-functional team and, based on team consensus, drafts the  procurement strategy including 

the contract management plan. 
SPO: Provides the draft procurement strategy to ReqM for approval. 
SPO: Submits procurement strategy approved by ReqM to ‘NAMED’ PO for consideration. 
‘NAMED’ PO: Reviews the significant procurement strategy to determine that it is:  consistent with category level strategy, well-

reasoned,based on soundly researched evidence; and addresses all elements required in the Handbook. 
‘NAMED’ PO: Approves significant procurement strategy prior to any procurement action.   
‘NAMED’ PO: Returns the approved significant procurement strategy to the SPO for action. 

(2) Undertake 
disposals and 
significant 
procurement actions 
involving the 
acquisition of goods 
and/or services in 
high value and/or 

  A R C C   
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Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

high supply risk 
categories;  

Based on best practices and templates provided in the Handbooks and Guidelines and on the requirements of the Public Procurement 
and Disposal of Public Property Act 2015. 

SPO: Ensures that the budget for the acquisition has been confirmed prior to commencing a solicitation process. 
SPO: Ensures that all conditions necessary for a disposal are in place before approaching the market. 
SPO: Compiles the solicitation documents as determined in the approved procurement strategy including statement of requirement, 

method of evaluation, instructions to bidders/offerors including timing for clarifications and submission of bids/offers, 
standard contract terms and conditions, any special terms and conditions.  

SPO:   Solicits bids/offers from the supply market in the manner determined in the procurement strategy. 
BidCom:  Receives and manages bid/offers in the manner set out in bid management procedures framed by ‘NAMED’ PO. 
‘NAMED’ PO:  Appoints evaluation committee. 
SPO: Provides bids to evaluation committee and oversees the evaluation process in accordance with the method set out in the 

solicitation documents. 
SPO: Records the outcome of the evaluation and drafts report making recommendations for disposals or contract awards  
SPO: Submits report and recommendations for disposals or contract awards  to ‘NAMED’ PO. 
‘NAMED’ PO: Receives procurement or disposal file including report and recommendations for disposals or contract awards l from the 

SPO. 
‘NAMED’ PO:         Reviews file for completeness and provides to the PDAC for review. 

(3) Approve low 
value/low risk 

  A R  I   
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Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

procurement 
strategies. 

SPO: Receives draft procurement strategy from PO. 
SPO: Reviews procurement strategy to determine that  it is consistent with category level strategy, well-reasoned, based on sound 

evidence and addresses all elements required in the Handbook. 
SPO: Returns procurement strategy to PO for further action as required. 
SPO: Approves procurement strategy prior to any procurement action.   
SPO: Returns the approved procurement strategy to the PO for action. 

(4) Review and 
advise the ‘Named’ 
Procurement/ 
Officer on the 
outcomes of low 
risk/low value 
procurement 
actions. 

A  I R     
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Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

SPO: Receives procurement file including report and recommendations for contract award from PO. 
SPO: Reviews the file and determines if the following three criteria have been met: a) the approved processes as set out in the 

Handbook; b) the approved procurement strategy and c) value for money was achieved. 
SPO: Returns the file to the PO with advice if all three criteria are not satisfied. 
SPO: Submits the file for review and approval by the ‘NAMED’ PO when criteria are satisfied. 
‘NAMED’ PO: Receives and considers advice of the SPO concerning recommendations for contract award. 
‘NAMED’ PO:  Approves or withholds approval of recommended contract award. 

CONTRACT MANAGEMENT 

(1) Manage the 
contract within the 
terms identified in 
contract 
management plan as 
set out in the 
approved 
procurement or 
disposal strategy. 

  I C A R   

SPO: Ensures that the contractual documents reflecting the terms and conditions of the approved disposals or contract awards are 
finalised with the Legal Advisor.   

‘NAMED’ PO: Reviews the contract and submits it to the Contract Manager for signing when the contract is correct and complete. 
CM: Updates and/or refines the contract management plan based on the approved disposals or contract awards  and the settled 

contractual documents.   
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Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

CM: Manages the contract in accordance with the updated/refined contract management plan. 

(2) Report progress 
in writing on 
contract delivery on 
an agreed schedule 
to the Officer in 
charge of the user or 
programme 
executing unit and 
to the ‘Named’ 
Procurement/ 
Officer;  

  I I A R   

Based on the requirements set out in the Handbooks and Guidelines and in the Public Procurement and Disposal of Public Property Act 
2015: 

CM: Monitors delivery and ensures it is in accordance to the requirements outlined in the contract. 
CM: Seeks advice or action from the ReqM, ‘NAMED’ PO or SPO as required. 
CM: Reports progress on contract delivery on an agreed schedule to the ReqM and ‘NAMED’ PO. 
CM: Ensures payment is made only after receipt of the goods or services as agreed in the contract. 
‘NAMED’ PO: Collates data on contract delivery and associated progress payments for the purpose of reporting to the OPR. 

(3) Complete a 
close-out report that 
is placed on the 

  A I I R   



General Guidelines – Developing the Annual Procurement Plan 
 
 
 

30 
HGSS03 - 03-2021 - Version 1.0   

Appendix I 

Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

original significant 
procurement or 
disposal file and that 
includes an 
assessment of 
supplier/contractor 
performance under 
the key performance 
indicators identified 
in the contract plan 
and as formally 
agreed with the 
supplier/contractor, 
as well as 
organisational 
lessons learned from 
the delivery of the 
contract. 

Based on the requirements set out in the Handbooks and Guidelines and in the Public Procurement and Disposal of Public Property 
Act 2015: 

CM: Verifies that the value for money anticipated at the time of contract award was in fact achieved and annotates file accordingly. 
CM: Drafts close-out report that provides feedback on the overall execution of the contract. 
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Appendix I 

Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

SPO: Places close-out report on the file. 
CM:  Assesses the efficacy of the approved contract management plan and provides written feedback to SPO. 
CM:  Analyses the performance of the supplier/contractor for future reference. 
CM:  Identifies the factors that would contribute in improving future contracts and projects outcome by capturing lessons learned. 
CM:  Records lessons on the file and transmits to the ‘NAMED’ PO for supporting evidence in reporting to the OPR. 

(4) Record details of 
supplier/contractor 
performance into 
relevant information 
systems. 

  A I I R   

CM:      Enters a record of supplier/contractor performance into the relevant supplier/contractor management information systems. 

LOW VALUE/LOW RISK PROCUREMENT 

(1) Develop low 
value/risk 
procurement 
strategies 

  A I   R  

‘NAMED’ PO:   Receives request for procurement. 
ReqM:            Identifies CM. 
‘NAMED’ PO:  Assigns procurement action to the JPO. 
JPO:       Drafts a simple procurement strategy in consultation with CM. 
JPO:       Identifies how value for money will be achieved, taking into account the nature of the requirement, the operation of the 

relevant market and the needs and interests of stakeholders. 
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Appendix I 

Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

JPO:       Explains how the solicitation will be undertaken. 
JPO:       Submits the draft strategy including a simple contract management plan to the SPO for review. 

(2) Undertake low 
value/low risk 
procurement 
actions. 

  A I   R  

Based on best practices and templates provided in the Handbooks and Guidelines and on the requirements of the Public Procurement 
and Disposal of Public Property Act 2015. 

JPO:           Receives approved procurement strategy from SPO.          
JPO:           Ensures that the budget for the procurement has been confirmed prior to commencing a solicitation process. 
JPO:           Compiles the solicitation documents as determined in the approved procurement strategy, including statement of 

requirement, method of evaluation, instructions to bidders/offerors including timing for clarifications and submission of 
bids/offers, standard contract terms and conditions, any special terms and conditions.  

JPO:          Solicits bids/offers from the supply market in the manner determined in the procurement strategy. 
BidCom:  Receives and manages bid/offers in the manner set out in bid management procedures outlined by ‘NAMED’ PO. 
JPO:          Evaluates bids/offers in accordance with the method set out in the solicitation documents. 
JPO:         Records the outcome of the evaluation and drafts report making recommendations for contract award. 
JPO:          Submits report and recommendations for contract award to SPO for review. 

(3) Simple contract 
management 

  A I   R  

JPO:         Ensures the contractual documents reflect the terms and conditions of the approved contract award.   
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Appendix I 

Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

‘NAMED’ PO: Reviews the contractual documents and submits it to Contract Manager for  signing when the contract is correct and 
complete. 

JPO:         Updates and/or refines the contract management plan in consultation with the CM based on the approved contract award 
and the settled contractual documents.   

‘NAMED’ PO: Issues contract or order to the supplier. 
CM:       Monitors delivery and ensures it is in accordance  with  the contract. 
CM:       Certifies receipt of goods or services as agreed in the contract. 
CM:       Informs JPO in case there are any issues during progress of contract delivery. 
JPO:        Acts on any contract delivery issues raised by CM in consultation with ‘NAMED’ PO. 
JPO:        Files documentation on contract delivery on original procurement file including a simple contract close-out report from the 

CM. 

SHOPPING/BUYING 

(1) Order under 
arrangements over 
which procurement 
authority and due 
process have already 
been exercised at 
the request of the 
budget holder;  

A  I I C   R 

ReqM:  Makes request to place order under framework agreement, bonded supplier or similar arrangements and confirms budget. 
B/S:       Receives request and determines availability of requirement under the relevant arrangement. 
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Appendix I 

Roles 

Accounting 
Officers and 
‘Named’ 
Executive 
Officers 
AO/CEO 

Procurement 
and Disposal 
Advisory 
Committee 
PDAC 

‘Named’/ 
Procure
ment 
Officers 
‘Named’ 
PO 

Senior 
Procurement 
Officers 
SPO 

Programme
/ Service 
delivery/ 
Requesting 
Manager 
ReqM 

Contract 
Manager 
CM 

Junior 
Procurement 
Officers 
JPO 

Buyers/ 
shoppers 
B/S 

B/S:       Produces purchase order in accordance with the standard procedure and submits to the ‘named’ PO for approval 
B/S:       Transmits the approved purchase order to the supplier/contractor. 
ReqM:  Confirms receipt of the goods or services and sends advice to accounts payable. 

(2) Buy low value 
goods or services in 
accordance with 
procedures 
established in the 
Handbook(s) 

A  I I C   R 

ReqM:   Makes request for procurement. 
B/S:       Receives request and identifies source of supply. 
B/S:       Conducts purchase using petty cash or through an account established with the vendor by procurement unit or uses 

corporate procurement card.  
ReqM:   Confirms receipt of goods or services. 
B/S:        Presents all receipts and other documents for reconciliation by accounts payable.   
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Glossary of Terms 
 

Terms Meaning 

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

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

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

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

Annual Procurement 
Performance Report 

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

Annual Procurement Plan 

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

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

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

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

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

Commissioning 

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

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

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

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

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

Contract Management 

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

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

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

Control Environment set of standards, process and structures.  

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

Direct Contracting 
a procuring entity may also opt to purchase directly from one, or where 
feasible, more than one supplier or contractor without competition 
where circumstances dictate. 

Director of Public 
Prosecutions 

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

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

Efficiency achieving procurement objectives within reasonable time and cost. 
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Terms Meaning 

Emergency Procurement 

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

E-purchasing 

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

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

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

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

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

Fixed price 

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

Framework Agreement 

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

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

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

Integrity avoiding corruption and conflicts of interest. 
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Terms Meaning 

Internal Control Framework 

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

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

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

Legally Binding 

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

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

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

Local Industry Development 

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

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

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

Mean Time Between 
Failures (MTBF)  

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

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

Mobilization 

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

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

Non-Governmental 
Organization 

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

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

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

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

Performance Bonds 

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

Procurement the acquisition of goods, works and services. 

Procurement and Disposal 
Advisory Committee 

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

Procurement Proceedings 

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

Procuring Entity a public body engaged in procurement proceedings. 
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Terms Meaning 

Public Body 

ranging from Ministries to the Tobago House of Assembly (THA), 
Municipal Corporations, Regional Health Authorities, Statutory Bodies, 
State Enterprises, Service Commissions, Parliament, State-owned 
Enterprises, Non-Governmental Organizations, the Judiciary and the 
Office of the President.  

Public Confidence trust bestowed by citizens based on expectations. 

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

Public Private Partnership 
Arrangement 

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

Public Procurement Review 
Board 

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

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

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

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

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

Retention (works) 

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

Risk  
the potential for failures of a procurement process designed to 
purchase services, products or resources. 

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

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

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

Service Level Agreements 
(SLA) 

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

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

Short-term contract 
  

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

Socio-Economic Policies  

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

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

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

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

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

Supplier Performance 
Management 

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

Supplier Registration 

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

Supplier Relationship 
Management 

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

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

Sustainable Procurement 

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

Terms of Reference 

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

The Office of Procurement 
Regulation 

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

Transparency appropriate information is placed in the public domain. 

Treaty a formally concluded and ratified agreement between countries. 

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

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

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

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

ABBREVIATION EXPLANATION 

ACI American Concrete Institute 

AO Accounting Officer 

APETT Association of Professional Engineers of Trinidad and Tobago 

APP Annual Procurement Plan 

APPR Annual Procurement Performance Report 

ASPA Annual Schedule of Procurement Activities 

ASTM American Society for Testing and Materials 

BATNA Best Alternative to a Negotiated Agreement 

BOATT Board of Architecture of Trinidad and Tobago 

BOETT Board of Engineering of Trinidad and Tobago 

BOQ Bills of Quantities 

BS British Standards 

CAP Contract Administration Plan 

CBTT Central Bank of Trinidad and Tobago 

CEO Chief Executive Officer 

CFR Code of Federal Regulations 

CIMS The Cleaning Industry Management Standards 

CIPS Chartered Institute in Procurement & Supply 

CM Contract Management 

COSO Committee of Sponsoring 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 



 
 
 

44 
HGSS03 - 03-2021 - Version 1.0   

FBS Selection under Fixed Budget 

FFP Firm Fixed Price 

FIDIC Fédération Internationale Des Ingénieurs-Conseils 

FPEPA Fixed Price with Economic Price Adjustment 

FPPI Fixed Price Plus Incentive 

GPS Global Positioning System 

HP Hewlett Packard 

HSSEQ Health Safety Security Environment and Quality 

IAS Institute of Advanced Study 

ICT Information and Communication Technology 

IDS Intrusion Detection System 

IFB Invitation for Bid 

IFRS International Finance Reporting Standards 

IGRF Internal Goods Received Form 

ILO International Labour Organisation 

IR Inception Report 

ISO The International Organization for Standardization 

IT Information Technology 

ITB Invitation to Bid 

JPO Junior Procurement Officer 

JV Joint Venture 

KPI Key Performance Index 

LCS Least Cost Selection  

LHA Local Health Authority 

LTA Long Term Agreement 

MOWI Ministry of Works and Infrastructure 

MS Microsoft 

MTBF Mean Time Between Failure 

MTTR Mean Time to Repair 

NASPO National Association of State Procurement Officials 

NATT National Archive of Trinidad and Tobago 

NGO Non-Governmental Organization 

NGOs Non-governmental Organisations 

NIB National Insurance Board 

OECD Organisation for Economic Co-operation and Development 

OPR The Office of Procurement Regulation 

OSH Trinidad and Tobago Occupational Safety and Health 

OSH  Occupational Safety and Health 

OSHA Occupational Safety and Health Administration 

P&DAC Procurement and Disposal Advisory Committee 

PAHO  Pan American Health Organisation  

PMBOK Project Management Book of Knowledge - Guide Sixth Edition 
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PO Procurement Officer 

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 


