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Introduction

These Special Guidelines have been framed to enable pursuit of the objects of the Public Procurement
and Disposal of Public Property Act, 2015 where procurement is undertaken using public funds
entrusted to the Accounting Officer of the Ministry of Health by the Parliament. A number of entities
undertake such procurement including, but not limited to the Ministry of Health, Regional Health
Authorities, certain State Controlled Enterprises, the Pan American Health Organisation of which the
Government of Trinidad and Tobago is a Member Government and certain non-government entities.

The Special Guidelines on Procurement by Non-Government Entities are also applicable to Health
Sector procurement.

Public procurement is governed by the Public Procurement and Disposal of Public Property Act 2015,
by the Public Procurement and Disposal of Public Property Amendment Act 2016, hereafter referred to
as ‘the Act’ and ‘the Amendment Act’ respectively, and by the Exchequer and Audit Act, (Chap 69.01)
and the Financial Regulations. The Act and the Amendment Act govern 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,
services and works.

“Public funds” referred to in the Exchequer and Audit Act (Chapter 69:01), and “public moneys” as
defined in the Exchequer and Audit Act (Chap 69:01) includes “public money” as defined in the Act at
Section 4.

“public money” means money that is—
(a) received or receivable by a public body;
(b) raised by an instrument from which it can be reasonably inferred that the
(c) State accepts ultimate liability in the case of default;
(d) spent or committed for future expenditure, by a public body;
(e) distributed by a public body to a person;
() raised in accordance with a written law, for a public purpose; or
(g) appropriated by Parliament;
Public bodies are defined at Section 4 of the Act to include:

“(g) a Regional Health Authority established under the Regional Health Authorities Act;
“(h) a statutory body, responsibility for which is assigned to a Minister of Government;

“(i)) a State-controlled enterprise ” where ‘state-controlled enterprise’ means—

(a) a company incorporated under the laws of Trinidad and Tobago which is owned or
controlled by the State;

(b) a company incorporated under the laws of Trinidad and Tobago which is owned or
controlled by a company referred to in paragraph (a); or

(c) a body corporate or unincorporated entity which is supported, directly or indirectly,
by public money and over which the State, a statutory body or a company referred to
in paragraph (a) or (b) is in a position to exercise control directly or indirectly.

The Act at Section 5(2) states that:

(2) A public body shall carry out public procurement and the disposal of public property in a
manner that is consistent with the objects of this Act.

The objects of the Act are set out in Section 5:
5. (1) The objects of this 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.

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. 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. This Regulation thus forms the nexus between 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, taken 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 Handbook as customised by the Ministry of Health. It addresses the proper roles, relationships,
responsibilities and accountabilities of those involved in the procurement function consistent with 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 Handbook.

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

4. An accounting officer shall be responsible for ensuring— (@) 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.

The Internal Control Framework mitigates the risk that:
e procurement undertaken in support of the financial business of the State for which the
Accounting Officer is responsible is not properly conducted; and that,
e public funds used in procuring goods, services and works with which the Accounting Officer
is entrusted are applied for purposes other than those intended by the Parliament.



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 responsibility 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 the Pan American Health Organisation (PAHO) on behalf of the Ministry
of Health is governed by Section (2) of the Act which states:
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.

The Pan American Health Organisation procures on behalf its Member Governments including the
Government of Trinidad and Tobago under reimbursable procurement procedures, including the PAHO
Revolving Fund?, and the PAHO Strategic Fund?. These mechanisms facilitate the pooled procurement
by Member Governments of vaccines and related supplies supporting immunization programmes as
well as essential medicines, and strategic health supplies.

Procurement procedures undertaken by the Pan American Health Organisation 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. This is because the procurement policies and
practices of the Pan American Health Organisation are consistent with the objects of the Act 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 the use Pan American Health Organisation’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 Pan American Health Organisation’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? This question is answered by the Ministry

! 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/hg/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/hg/index.php?option=com_content&view=article&id=12163&Itemid=42005&lang=en



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

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.

Purpose of these Special Guidelines

These Special Guidelines have 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 in compliance with the Act. In doing so, these Special Guidelines serve 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.

Coordination of Health Sector procurement strategy

The nature, value and risks associated with each category of goods, services and works procured using
funds entrusted to the Accounting Officer of the Ministry of Health by the Parliament are recorded in
the Annual Procurement Plan of the Ministry. This includes procurement that may be undertaken by
the Ministry itself, Regional Authorities, State Controlled Enterprises or by any other entity including
the Pan American Health Organisation.

Under Section 27(1) of the Act, “no later than six weeks after the approval of the National Budget, ”
the Ministry of Health “must publish on its website or in any other electronic format, information
regarding all planned procurement activities for the following twelve months” including the
procurement that may be undertaken by Regional Health Authorities, State Controlled Enterprises, the
Pan American Health Organisation or any other entity. Where it is known in advance that procurement
transactions in particular categories of goods, services and works 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.

1. 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 to best meets the objects of the Act, with emphasis on achieving value for money in the context
of health programme and service delivery.

2. The drafting of the Annual Procurement Plan commences at the beginning of the Budget
Estimates process and in its drafting, the Chief 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 effort in the
forthcoming period.

3. The Chief 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 good, services and works.

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



5. Following the procurement strategy approved by the Chief 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 Chief Procurement Officer of the Ministry of Health to the Procurement
and Disposal Advisory Committee for review and advice to the Accounting Officer. The Accounting
Officer may approve or withhold approval of the recommendations for contract award.

6. The Chief Procurement Officer of the Ministry of Health shall take any 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 as may be applicable.

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

8. 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 Chief Procurement Officers. The Chief Procurement Officers of these entities shall include
in their monthly report to their respective Chief 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. A copy of the monthly report is to be submitted to the Accounting Officer of the
Ministry of Health within seven working days of the last day of each month.

Mitigating the risks where procurement is undertaken by Regional Health
Authorities and State Controlled Enterprises

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

Where such entities regularly undertake procurement on behalf of the Ministry of Health, the
Accounting Officer seeks their confirmation in writing on an annual basis that these conditions have
been met. Where the entity fails, in the opinion of the Accounting Officer 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.

General conditions
Compliance related risk mitigation

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

2. The Regional Health Authority or State Controlled Enterprise provides copies of the monthly
reports of its Chief Procurement Officer on the management of the procurement function to its
Chief Executive Officer to the Accounting Officer of the Ministry of Health within seven
working days of the end of each month.



Mitigating risks associated with weaknesses in internal controls

1.

The Regional Health Authority or State Controlled Enterprise provides 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.

The Regional Health Authority or State Controlled Enterprise provides written assurance that
it has in place an effective Internal Audit function. Such a capacity shall be capable of testing
internal controls relevant to procurement, identifying and recommending remediation of any
weaknesses on an ongoing basis.

The Regional Health Authority or State Controlled Enterprise provides 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 that has been taken.

The Internal Audit function of Ministry of Health has the right at any time to make enquiries
and to have access to internal audit reports of the Regional Health Authority or State Controlled
Enterprise.

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

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.



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)

Accounting Procurement Chief/Principal Senior Programme/ Contract Procurement Buyers/

Officers and and Disposal Procurement Procurement Service Manager Officers shoppers
Roles Chief Advisory Officers Officers delivery/ CM PO B/S

Executive Committee CPO SPO Requesting

Officers P&DAC Manager

AO/CEO RegM

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 Regulation 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 ardypsafeguarded and are applied only to the purposes intended by Parliam
Chief Executives are accountable to their respective Boards

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

training at least annually in R C I I

the Code of Conduct for

procurement?

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.

3 Does not yet exist - to be developed.



Accounting Procurement Chief/Principal Senior Programme/ Contract Procurement Buyers/
Officers and and Disposal Procurement Procurement Service Manager Officers shoppers
Roles Chief Advisory Officers Officers delivery/ CM PO B/S
Executive Committee CPO SPO Requesting
Officers P&DAC Manager
AO/CEO RegM
HR: Provides AO/CEQ with advice on currency of Code of Conduct training of staff.

AO/CEO:

established in the Code of Conduct.

Issues an annual circular reminding those involved in procurement of their responsibility to undertake their duties in accordance with the ethical standards

(2) enhancing the capability
of those involved in
procurement through

ongoing professional R C c C C C

development and

associated certification

CPO: Assesses the training and certification needs to those with designated procurement responsibilities including requestors upon approval of the Annual

HR:
HR:
AO/CEOQ:
HR:
HR:
HR:

Procurement Plan.

Identifies training and certification opportunities for each person whose training needs have been assessed.
Frames, costs and schedules in annual training plan.

Approves training plan.

Implements training plan.

Obtains and collates training participant feedback and uses this in framing the next training plan.

Reports evaluation of the training plan to the CPO and AO/CEO.

(3) approving the Annual
Procurement Plan including
associated resource

AR C

allocation

CPO: 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.

CPO: Publishes to the website the schedule of the categories of goods, services and works for which there will be procurement actions undertaken during the

following twelve months.

(4) approving the annual
procurement performance

report

AR C




Accounting Procurement Chief/Principal Senior Programme/ Contract Procurement Buyers/
Officers and and Disposal Procurement Procurement Service Manager Officers shoppers
Roles Chief Advisory Officers Officers delivery/ CM PO B/S
Executive Committee CPO SPO Requesting
Officers P&DAC Manager
AO/CEO RegM
CPO: 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:  Considers annual procurement performance report and identifies to the CPO expectations for future performance improvement.
AO/CPO:  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.
CPO: Uses 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) approving the Handbook
and Special Guidelines(s)
prior to their consideration R C
by the Office of
Procurement Regulation

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

CPO: Receives and collates feedback on the operational utility of the approved Handbook and/or any special guidelines and recommends improvements to the
AO/CEOQ.

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

(6) reporting to the Office R C

of Procurement Regulation

CPO: Ensures that procurement monitoring and management systems efficiently record information and meet the information needs of the OPR.

CPO: Compiles reports required by the OPR.

AO/CEO:  Considers and transmits approved reports to the OPR.

(7) approving or
withholding approval of
recommended disposals
and contract awards in the
case of significant R
procurement actions upon
the advice of the
Procurement and Disposal
Advisory Committee

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

2




Accounting Procurement Chief/Principal Senior Programme/ Contract Procurement Buyers/
Officers and and Disposal Procurement Procurement Service Manager Officers shoppers
Roles Chief Advisory Officers Officers delivery/ CM PO B/S

Executive Committee CPO SPO Requesting
Officers P&DAC Manager
AO/CEO RegM

AO/CEO:  Appoints at least three senior officers as the members of the P&DAC to review significant procurement and disposal cases and to advise him/her on

recommendations for contract award and disposal.

AO/CEO:  Receives and considers advice of the P&DAC concerning recommendations for contract awards or disposals.

AO/CEO:  Approves or withholds approval of recommended disposals or contract awards.

AO/CEO:  Records reasons in writing when withholding approval.

AO/CEO: Communicates determination to the CPO.

CPO: Issues notice under Section 35(2) of the Act?*

CPO: Observes standstill period5

CPO: Takes necessary action based on the determination of the AO/CEO and outcome of standstill period.

(1) Reviewing
recommendations for
contract award or
disposal and advising A R | C C
the Accounting Officer
or Chief Executive

Officer
CPO: Receives procurement or disposal file including report and recommendations for contract award or disposal from the SPO.
CPO: Reviews file for completeness and provides to the P&DAC for review.
P&DAC: Reviews file including the report and recommendations for contract award or disposal and determines if the following three criteria have been met: a) the

approved processes as set out in the Handbook were followed; b) the approved procurement/disposal strategy was followed: and c) value for money was
achieved.®

435 (2) A procuring entity shall promptly notify each supplier or contractor who presented submissions of its decision theasoepessful submission at the end of the
standstill period. (3) The notice referred to in dbi®n (2) shall contain, at a minimum, the following informati@a):the name and address of the supplier or contractor
presenting the successful submissigr)the contract price; angc)the duration of the standstill period as set out in the solt@tadocuments.

Sqadl yRadGAtt LISNX2Ré YShya (KS LISNRA2ZR TNRY

suppliers or contractors can challenge the decision so notified;

0 KS RA & LllityicanKot &&dept the syiczasstuCs8bmission ahB Ij dzA NS

5 P&DAC may consult the SPO, the evaluation committee or any other person it considers necessary in the process of its review.

'3



Roles

Accounting
Officers and
Chief
Executive
Officers
AO/CEO

Procurement
and Disposal
Advisory
Committee
P&DAC

Chief/Principal
Procurement
Officers

CPO

Senior
Procurement
Officers

SPO

Programme/
Service
delivery/
Requesting
Manager
RegM

Contract
Manager
CM

Procurement
Officers
PO

Buyers/
shoppers
B/S

P&DAC:
P&DAC:

Returns file to CPO with a written explanation when any one or more of the three review criteria, in the opinion of the P&DAC, is not met.
Recommends that the AO/CEO approves the contract award or disposal where all three review criteria, in the opinion of the P&DAC, are met.

MANAGEMENT OF THE PROCUREMENT FUNCTION
Chief/Principal 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 with the Public Procurement and Disposal of Public
Property Act 2015 Section 61 (2)

(1) identifying the supply
risks associated with each

category of goods and A R C C C C

services being procured;

Using the guidance, tools and methods set out in the Handbook:

CPO: Identifies the categories of goods, services and works procured during the previous financial year including the total amount expended on each category.

CPO: Contributes to the framing of the budget estimates by validating the estimates of procurement related expenditures.

CPO: Adjusts the categories and amount of expenditure to reflect budget estimates for the next financial year.

CPO: Consults with SPOs and RegM to determine the completeness and accuracy of the categories and expenditure amounts.

CPO: 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 RegM.

CPO: Finalises the risk assessments and adjusts the categories and associated amount of expenditure when the National Budget is approved.

(2) drafting the Annual

Procurement Plan A R C C

Using the guidance, methods and template Annual Procurement Plan set out in the Handbook:

CPO: Analyses the mandate and budget of the entity and assesses the procurement portfolio in this context.

CPO: 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 RegM to ensure procurement objectives and strategies are aligned with programmatic/service
delivery/project priorities.

CPO: 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.

CPO: Produces schedule of the categories of goods, services and works for which there will be procurement actions undertaken during the forthcoming year.

CPO: Identifies procurement performance objectives and determines how these are to be measured.




Accounting Procurement Chief/Principal Senior Programme/ Contract Procurement Buyers/
Officers and and Disposal Procurement Procurement Service Manager Officers shoppers
Roles Chief Advisory Officers Officers delivery/ CM PO B/S
Executive Committee CPO SPO Requesting
Officers P&DAC Manager
AO/CEO RegM
CPO: Frames draft Annual Procurement Plan.
CPO: Provides the draft Annual Procurement Plan to the AO/CEO not more than six (6) weeks after approval of National Budget.
(3) managing total
procurement effort in
accordance with the A R C C C C
approved Annual
Procurement Plan;
CPO: Manages the procurement function in accordance with the approved Annual Procurement Plan.
CPO: Receives requests for procurement from RegM.
CPO: Assigns requests for procurement to SPO.
CPO: Forms teams to manage significant procurement actions in consultation with the RegM.
CPO: Forms evaluation committees for significant procurement actions in consultation with the ReqM.
CPO: 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.
CPO: 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.
CPO: Develops standard document templates for use in the procurement function.
CPO: Refines internal policies and procedures to improve the integrity, efficiency and effectiveness in consultation with stakeholders and staff.
CPO: Networks with CPO from other entities to identify and share practice improvements.
CPO: Assesses the training and certification needs to those with designated procurement responsibilities including requestors.
CPO: 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) developing category
level procurement
strategies including those A R C C C
involving collaboration with
other public entities
CPO: Review and approves category level procurement strategies developed by SPO.
CPO: Pursues opportunities to collaborate with other procuring entities identified in category level strategies.
CPO: Monitors and reviews the implementation and effectiveness of category level strategies with reference to the outcomes of associated procurement actions.

‘5




Accounting Procurement Chief/Principal Senior Programme/ Contract Procurement Buyers/
Officers and and Disposal Procurement Procurement Service Manager Officers shoppers
Roles Chief Advisory Officers Officers delivery/ CM PO B/S

Executive Committee CPO SPO Requesting
Officers P&DAC Manager
AO/CEO RegM

(5) monitoring and

measuring procurement

performance and drafting A R C C C C

the annual procurement

performance report;

Using the guidance and template annual procurement performance report set out in the Handbook:

CPO: Consults with SPO in setting performance targets and associated measures in the context of the Annual Procurement Plan.

CPO: Analyses the performance improvement expectations of the AO/CEO and addresses these in framing performance targets.

CPO: Develops, implements and evaluates procurement performance monitoring and management systems.

CPO: Uses feedback from performance monitoring to improve management of the procurement function.

CPO: 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) recommending the

updating and improvement

of the Handbook and A R C C C C

Special Guidelines;

CPO: Receives and collates feedback on the operational utility of the approved Handbook and/or any special guidelines.

CPO: 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 others CPOs to recommend changes to the Handbook and/or special guidelines.

CPO: Drafts revisions to the Handbook and/or special guidelines for consideration by the AO/CEO.

(7) drafting reports as

required by the Office of A R

Procurement Regulation;

CPO: Obtain advice from the OPR on its reporting requirements, formats and schedules.

CPO: Ensures that information required to support reporting to the OPR is collected and collated efficiently.

CPO: Draft reports to the OPR for consideration by the AO/CEO.

(8) approving category and

significant procurement A R | R

strategies

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 CPO
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CPO: Reviews significant procurement strategies to determine that: they are consistent with category level strategy; are well reasoned and based on soundly

researched evidence; and that they address all elements required in the Handbook.
CPO: Approves significant procurement strategy prior to any procurement action taking place.
CPO: Returns the approved significant procurement strategy to the SPO for action.

(9) approving or
withholding approval of the
recommended contract
awards, subject to the
advice of a Senior A R C
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 were followed; b. the
approved procurement strategy was followed: and c. value for money was achieved.

SPO: Returns the file to the PO with written advice when all three criteria are not met.

CPO: Receives and considers advice of the SPO concerning recommendations for contract award.

CPO: Approves or withholds approval of recommended contract award.

CPO: Returns file to PO with a written advice when approval of contract award is withheld.

CPO: Issues notice under Section 35(2) of the Act’ when award of contract 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 contain, at a minimum, the following information:
(a) the name and address of the supplier or contractor presenting the successful

submission;
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CPO: Observes period observed?®
CPO: Communicates outcome of standstill period to PO for required action.
CPO: 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) developing disposal and
significant (high value
and/or high risk) A R C C
procurement strategies
Based on the best practice guidance, methods and templates on procurement strategy development as set out in the Handbook:
CPO: Receives request for procurement from ReqM.
CPO: Appoints responsible SPO.
SPO: Leads cross-functional team to develop the strategy including representation of the programme/ service delivery/ requesting unit, and as required technical
advice and/or contract/project management expertise.
SPO: Frames 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 frames the draft procurement strategy including the draft contract
management plan.
SPO: Provides the draft procurement strategy to ReqM for approval.
SPO: Submits procurement strategy approved by ReqM to CPO for consideration.

(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;



Accounting Procurement Chief/Principal Senior Programme/ Contract Procurement

Officers and and Disposal Procurement Procurement Service Manager Officers
Roles Chief Advisory Officers Officers delivery/ CM PO

Executive Committee CPO SPO Requesting

Officers P&DAC Manager

AO/CEO RegM

Buyers/
shoppers
B/S

CPO:

CPO:
CPO:

Reviews the significant procurement strategy to determine that: it is consistent with category level strategy; is well reasoned and based on soundly

researched evidence; and that it addresses all elements required in the Handbook.
Approves significant procurement strategy prior to any procurement action taking place.
Returns the approved significant procurement strategy to the SPO for action.

(2) undertaking disposals
and significant
procurement actions
involving the acquisition of
goods and/or services in
high value and/or high
supply risk categories; and,

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

SPO:
SPO:
SPO:

SPO:
BidCom:
CPO:
SPO:
SPO:
SPO:
CPO:
CPO:

Ensures that the budget for the acquisition has been confirmed prior to commencing a solicitation process.
Ensures that all conditions necessary for a disposal are in place before approaching the market.

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.

Solicits bids/offers from the supply market in the manner determined in the procurement strategy.

Receives and manages bid/offers in the manner set out in bid management procedures framed by CPO.

Appoints evaluation committee.

Provides bids to evaluation committee and oversees the evaluation process in accordance the method set out in the solicitation documents.
Records the outcome of the evaluation and drafts report making recommendations for contract award or for disposal.

Submits report and recommendations for contract award or disposal to CPO.

Receives procurement or disposal file including report and recommendations for contract award or disposal from the SPO.

Reviews file for completeness and provides to the P&DAC for review.

(3) approving low value/low
risk procurement strategies

A R I

SPO:
SPO:

Receives draft procurement strategy from PO.

Reviews procurement strategy to determine that: it is consistent with category level strategy; is well reasoned and based on sound evidence; and that it

addresses all elements required in the Handbook.
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SPO: Returns procurement strategy to PO for further action as required.
SPO: Approves procurement strategy prior to any procurement action taking place.
SPO: Returns the approved procurement strategy to the PO for action.
(4) reviewing and advising
the Chief
Procurement/Principal A | R
Officer on the outcomes of
low risk/low value
procurement actions.
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 were followed; b) the
approved procurement strategy was followed: and c) value for money was achieved.
SPO: Returns the file to the PO with advice when all three criteria are not met.
SPO: Submits the file for review and approval by the CPO when criteria are met.
CPO: Receives and considers advice of the SPO concerning recommendations for contract award.
CPO: Approves or withholds approval of recommended contract award.
CONTRACT MANAGEMENT

(1) managing the contract
within the terms identified
in contract management

plan as set out in the I C A R
approved procurement or
disposal strategy;

SPO: Ensures that the contractual documents reflecting the terms and conditions of the approved contract award or disposal are finalised with the legal advisor.
CPO: Reviews the contract and submits it to the signatory when the contract is correct and complete.

CM: Updates and/or refines the contract management plan based on the approved contract award or disposal and the settled contractual documents.

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

(2) reporting progress in

writing on contract delivery | | A R

on an agreed schedule to




Roles

Accounting
Officers and
Chief
Executive
Officers
AO/CEO

Procurement
and Disposal
Advisory
Committee
P&DAC

Chief/Principal
Procurement
Officers

CPO

Senior
Procurement
Officers

SPO

Programme/
Service
delivery/
Requesting
Manager
RegM

Contract
Manager
CM

Procurement
Officers
PO

Buyers/
shoppers
B/S

the Officer in charge of the
user or programme
executing unit and to the
Chief
Procurement/Principal
Officer; and,

Based on the requirements set out in the Handbook and in the Procurement and Disposal of Public Property Act 2015:
CM: Monitors delivery and ensures it is in accordance to the requirements or milestones set in the contract.

CM: Seeks advice or action from the ReqM, CPO or SPO as required.
CM: Reports progress on contract delivery in an agreed schedule to the ReqM and CPO.

CM: Ensures payment is made only after receipt of the goods or services as agreed in the contract.
CPO: Collates data on contract delivery and associated progress payments for the purpose of reporting to the OPR.

(3) completing a close-out
report that is placed on the
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 lesson
learned from the delivery of
the contract;

Based on the requirements set out in the Handbook and in the 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.
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CM: Drafts close-out report that provides feedback on the overall execution of the contract.
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 CPO to support reporting to the OPR.
(4) recording details of
supplier/contractor A | | R
performance into relevant
information systems.
CM: Enters a record of supplier/contractor performance into the relevant supplier/contractor management information systems.
LOW VALUE/LOW RISK PROCUREMENT
(1) Developing low
value/risk procurement A | R
strategies
CPO: Receives request for procurement.
ReqM: Identifies CM.
CPO: Assigns procurement action to the PO.
PO: Drafts a simple procurement strategy in consultation with CM.
PO: 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.
PO: Explains how the solicitation will be undertaken.
PO: Submits the draft strategy including a simple contract management plan to the SPO for review.
(2) Undertaking low
value/low risk A | R
procurement actions

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

PO: Receives approved procurement strategy from SPO.

PO: Ensures that the budget for the procurement has been confirmed prior to commencing a solicitation process.




Accounting Procurement Chief/Principal Senior Programme/ Contract Procurement Buyers/
Officers and and Disposal Procurement Procurement Service Manager Officers shoppers
Roles Chief Advisory Officers Officers delivery/ CM PO B/S
Executive Committee CPO SPO Requesting
Officers P&DAC Manager
AO/CEO RegM
PO: 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.
PO: 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 CPO.
PO: Evaluates bids/offers in accordance with the method set out in the solicitation documents.
PO: Records the outcome of the evaluation and drafts report making recommendations for contract award.
PO: Submits report and recommendations for contract award to SPO for review.
(3) Simple contract A | R
management
PO: Ensures the contractual documents reflect the terms and conditions of the approved contract award.
CPO: Reviews the contractual documents and submits it to the signatory when the contract is correct and complete.
PO: Updates and/or refines the contract management plan in consultation with the CM based on the approved contract award and the settled contractual
documents.
CPO: Issues contract or order to the supplier.
CM: Monitors delivery and ensures it is in accordance any milestones set in the contract.
CM: Certifies receipt of goods or services as agreed in the contract.
CM: Informs PO in case there are any issues and during progress of contract delivery.
PO: Takes action on any contract delivery issues raised by CM in consultation with CPO.
PO: Files documentation on contract delivery on original procurement file including a simple contract close-out report from the CM.

SHOPPING/BUYING

(1) ordering under
arrangements over which
procurement authority and

due process have already A | | C R

been exercised at the
request of the budget
holder; and/or

RegM:
B/S:

Makes request to place order under framework agreement, bonded supplier or similar arrangements and confirms budget.
Receives request and determines availability of requirement under the relevant arrangement.
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B/S: Produces purchase order in accordance with the standard procedure and sends it 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) buying low value goods

or services in accordance

with procedures A | | C R

established in the

Handbook(s)

RegM: Makes request for procurement.

B/S: Receives request and identifies source of supply.

B/S: Buys using petty cash or through an account established with the vendor by procurement unit, or uses corporate procurement card.

RegM: Confirms receipt of goods or services.

B/S: Presents all receipts and other documents for reconciliation by accounts payable function.







