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Projects Milestones Duration  

TTSEC Strategic Plan - 2022 - 2026   4 years  

   1. Regulatory Enhancement      

     1.1 Review legislation to strengthen the capacity of the Commission     

        1.1.1 Develop and implement a legislative enhancement agenda to improve oversight of the 
market. 

Revise TOR of Legislative Drafting Committee, Onboard Legal 
resources with Legislative drafting expertise, Procure 
consultant services, Train resources, Develop roadmap, 
execute  

Q1Y1-Q4Y4 

      1.2 Alignment with international best practice for regulatory enhancement      

       1.2.1 Develop and implement a framework for the effective regulation and supervision of Financial 
Technology (Fintech) within the securities market of Trinidad and Tobago. 

TA for drafting framework; complete legislative 
amendments; implementation and stakeholder engagement 

Q1Y1-Q3Y3 

       1.2.2 Develop and implement a framework for Environment, Social and Governance (ESG) 
requirements within the securities market of Trinidad and Tobago.   

TA for drafting framework; complete legislative 
amendments; implementation and stakeholder engagement 

Q1Y2-Q3Y4 

      1.3 Reduce Systemic Risk     

       1.3.1 Implement liquidity and risk based capital requirements and the revised approach for risk 
based supervision. 

BoC approval of implementation of L&RBC requirements; 
finalization of framework; drafting of legislation, 
Parliamentary approval, configuration, implementation & 
monitoring  

Q1Y1-Q3Y3 

      1.3.2 Enhance financial stability monitoring within the CIS sector by implementing the CIS risk 
assessment framework and mitigate the risk associated with Fixed NAV CISs. 

BOC approval and implementation of new reporting 
requirements; automation/configuration of process; 
stakeholder engagement for transition; launch -> fixed to 
floating NAV 

Q1Y1-Q4Y4 
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       1.3.3 Implement data analytics solutions for market monitoring, data collection and risk 
assessment. 

Requirements gathering, conduct needs assessment, procure 
hardware/software, implementation, training, ongoing 
maintenance 

Q2Y2-Q4Y3 

      

   

   2. Strategic Partnerships, Collaboration and Communication     

      2.1 Improve public education and awareness of the securities industry      

        2.1.1 Develop and implement National Investor Education Programme.  

Develop NIEP Plan, Conduct needs assessment, 
Acquire(lease) Investor Education Outreach Bus, Outfit bus, 
execute outreach activities, maintenance of bus and 
hardware/software 

Q1Y1-Q4Y4 

      2.2 Improve Market and Stakeholder Engagement and Consultation      

      2.2.1   Develop and implement a Stakeholder Communication/Consultation Framework for 
improved stakeholder engagement and enhanced feedback mechanisms. 

Develop stakeholder communication framework (short term 
consultancy engagement), conduct stakeholder engagement 
sessions based on framework  

Q3Y1-Q4Y3 
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   3. Empowered, Engaged and Enabled Employees     

      3.1 Identify and undertake training and development initiatives to meet the existing and 
emerging needs of the Commission 

    

       3.1.1  Review and re-engineer HR processes to include business intelligence and data analytics to 
enhance identification of training requirements. 

Develop: Training Need Determination methodology; 
Measure of ROI; Knowledge transfer approach; identify post-
training performance measurement requirements as part of 
Performance Management software (3.3.1), Update HR 
Operations document 

Q1Y4-Q4Y4 

     3.2 Improve employee satisfaction     

       3.2.1 Develop and implement an employee feedback and knowledge sharing system for capturing, 
analysing and implementing targeted strategies to improve employee satisfaction. 

Procure consultant services for employee feedback & 
knowledge sharing system; implement strategies  

Q3Y1-Q1Y3 

      3.3 Strengthen Performance Management Systems     

     3.3.1 Review and revise the performance management system to align with Balance Score Card 
(BSC). 

Determine Balance Scorecard requirements and training 
needs, review processes and determine KPIs, identify and 
procure software, implementation of software, change 
management, training, annual licenses 

Q2Y2-Q1Y3 

      3.4 Strengthen the Organisational Structure     

      3.4.1  Review and revise Division/Department structures to meet emerging needs. 
Procure consultant services, assessment of current structure 
and workflows, propose new structure  

Q2Y1-Q1Y2 
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   4. Operational Excellence     

      4.1 Ensure a robust and secure IT infrastructure that supports on-demand access to information      

     4.1.1 Develop and implement a Digital Transformation and Cybersecurity programme aligned to the 
ICT Strategic Plan. 

Develop Digital ICT Strategy, obtain strategy approval, 
establish cross functional committee, procure services for 
vendor driven initiatives, execute training, hire expert staff, 
execute change management activities, update policies, 
conduct benefits assessment, etc, ERMS, MMRF, Sharepoint, 
EASi, etc 

Q2Y1-Q4Y4 

     4.2 Strengthen internal processes to enable operational efficiency and effectiveness      

       4.2.1 Conduct enterprise-wide process mapping and re-engineering exercises for mission critical 
processes inclusive of OLAs and KPIs. 

 
Define mission critical processes; Procure consultant 
services, obtain required software, develop list of processes, 
map current state processes, conduct gap analysis, conduct 
research on best practice, map to-be processes, conduct 
training for mission critical processes  

Q2Y1-Q4Y4 

4.2.2 Enhancement of Corporate Finance Functionalilty. 

Procure consultant services for Corporate Finance function 
(structure, workflows etc) ($250,000 approved);  
Enhance software for IFRS changes (Y3) - Corporate Finance 
review of IAS  standards and public sector financial 
developments annually, procure consultant if required, 
update EASi software if IFRS changes impact TTSEC  

Q1Y1-Q1Y4 
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      4.3 Strengthen Financial Stewardship     

     4.3.1 Implementation of Fee Revision Project.   Q2Y1-Q2Y2 

      4.3.2 Develop and implement frameworks for:     

               4.3.2.1 Procurement in compliance with the Procurement Act 

Establish: Code of Conduct, Handbook&Guidelines; Capacity 
Needs, Internal Control Framework; Hire Staff; Committee 
Assignments, Training & Capacity Building, Performance 
Monitoring, IMS systems, Inventory/Asset Mgmt Systems, 
Digital Procurement  

Q1Y1-Q4Y3 

               4.3.2.2 Project Management 
Review/update/finalize PM Framework, staff training, obtain 
PM Software for reporting/performance management, 
Obtain additional MPP licenses  

Q1Y1-Q4Y3 

               4.3.2.3 Financial Monitoring 

Procure consultant for assessment and development of the 
Enterprise wide value based framework; procure and 
implement software; staff training, change management  
(Integration of TTSEC Financial reporting with Benefits 
realization reporting)  

Q1Y3-Q4Y4 
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TTSEC-SPP-19047-MR-23/2/2022 

 

23 February, 2022 

 

The Chairman/ Procurement Regulator 

The Office of Procurement Regulation 

Level 19, Tower D,  

Port of Spain International Waterfront Centre,  

1A Wrightson Road,  

Port of Spain,  

Trinidad and Tobago 

 

Attention: Head, Procurement Policy Development 

 

Dear Sirs 

 

Re: Procurement, Retention and Disposal of Public Property – Handbooks and Guidelines 

 

The Securities Industry Act (SIA 1995) was proclaimed in 1997 ushering in a new regime in the 

securities market in Trinidad and Tobago and giving birth to the Securities and Exchange 

Commission (“the Commission”). The Commission has three primary functions which include 

registration of all market actors and the securities that they offer; surveillance of the market; and 

enforcement of the legislation which governs the functioning of the industry.  

 

The Commission has an estimated annual Procurement spend between $2,000,000 to $3,000,000 

which generally comprises of training, office expenses, professional fees/consultants, services etc. 

 

The Commission is committed to ensuring compliance with the Act and achieving the objects of 

the Act. The OPR was notified that the Commission’s Strategic Projects and Procurement 

Manager, Melissa Ramberran, was assigned as the “named Procurement Officer”. A cross-

functional Procurement Working Group was also established with the following objectives:   

• Examine the Procurement Act and related legislation with a view to bringing the 

Commission’s procurement framework in compliance with same; 

• Conduct research and assist with providing advice on matters relating to procurement and 

disposal of property;  

• Assist with the drafting of the Commission’s Procurement Handbook in accordance with 

the Procurement Act; and 

• Revise the Commission’s Tenders Rules as may be necessary to bring it in compliance 

with the Procurement Act. 

kdematas
DS



 



 

  

 

Level 19, Tower D, 

  Port of Spain International Waterfront Centre, 

   1A Wrightson Road, Port of Spain 

    Tel: 627-4677 (4OPR) 

                                      www.oprtt.org 

Handbooks, Guidelines, Procedural Forms and Templates - Version 1 
February 2022 

 
Please insert a tick ✓ in the appropriate boxes (Adopt / Amend / Develop) 

Type 
Sequential 

Number 
(00) 

Name of Handbook/Guideline Adopt Amend Develop 

Handbook / 
Guideline (HG) 
- General (GE) 

HGGE01 

Comprehensive Handbook on 
Procurement Retention & 
Disposal   

✓  

HGGE02 Basic Procurement Handbook    
✓  

HGGE03 

General Guidelines: Preparation 
of Special Guidelines for 
Approval    

✓  

HGGE04 

General Guidelines: Framework 
for Internal Control for 
Procurement   

✓  

HGGE05 
General Guidelines: Developing 
Procurement Capacity ✓  

  

HGGE06 

General Guidelines: Ethical 
Conduct for Suppliers and 
Contractors   

✓  

HGGE07 

General Guidelines: Ethical 
Conduct for Public Bodies and 
Public Officers   

✓  

          

Handbook / 
Guideline (HG) 
-    Stage 1: 
Planning (PL) 

HGPL01 
General Guidelines: Developing 
the Annual Procurement Plan ✓  

  

HGPL02 

General Guidelines: 
Procurement Portfolio 
Management and Supply ✓  

  

HGPL03 
General Guidelines: Category 
Management  ✓  

  

HGPL04 

General Guidelines: 
Management of Risks in 
Procurement  ✓  

  



 
  

 

Type 
Sequential 

Number 
(00) 

Name of Handbook/Guideline Adopt Amend Develop 

HGPL05 
General Guidelines: Developing 
Specifications  ✓  

  

HGPL06 
General Guidelines: Sustainable 
Development & Sustainable 
Procurement  ✓  

  

HGPL07 
General Guidelines: Supply 
Contracts ✓  

  

HGPL08 
General Guidelines: 
Procurement Methods & 
Procedures ✓  

  

          

Handbook / 
Guideline (HG) 
-    Stage 2: 
Tendering (TE) 

HGTE01 
General Guidelines: Pre-
qualification & Pre-Selection   ✓ 

  

HGTE02 
General Guidelines: e-
Procurement ✓  

  

HGTE03 
General Guidelines: Treating 
with Unsolicited Proposals ✓  

  

          

Handbook / 
Guideline (HG) 
-    Stage 3: 
Evaluation & 
Award (EA) 

HGEA01 
General Guidelines: Evaluation 
of Bids & Award Contracts  

✓   

HGEA02 
General Guidelines: Standstill 
Period  

✓   

HGEA03 
General Guidelines: Negotiation 
in Procurement  

✓   

          

Handbook / 
Guideline (HG) 
-    Stage 4: 
Contract 
Management 
(CM) 

HGCM01 

General Guidelines: 
Management Monitoring of 
Procurement Contract  ✓  

  

HGCM02 

General Guidelines: Record 
Keeping & Maintenance of 
Procurement Files   

✓  

          

Handbook / 
Guideline (HG) 
- Retention & 
Disposal (RD) 

HGRD01 
General Guidelines: Retention & 
Disposal Public Property   

✓  

HGRD02 
Handbook - Retention & 
Disposal of Public Property   

✓  

          

Handbook / 
Guideline (HG) HGSS01 

General Guidelines: State 
Controlled Enterprises   

✓  



 
  

 

Type 
Sequential 

Number 
(00) 

Name of Handbook/Guideline Adopt Amend Develop 

-   Sector 
Specific (SS) HGSS02 

General Guidelines: 
Procurement by NGOs   

n/a  

HGSS03 
General Guidelines: Health 
Sector Procurement    

n/a  

HGSS04 
General Guidelines: 
Procurement of Works   

n/a  

HGSS05 
General Guidelines: Local 
Government    

n/a  

          

 
Procedural 
Form (PF) 

PFPL01 
Request for Information 
Guideline Template   

 ✓ 

PFPL02 

Procurement Strategy 
Development Template - High 
Risk-Value   

✓  

PFPL03 

Procurement Strategy 
Development Template - Low 
Risk-Value   

✓  

PFTE01 
Request for Quotation Letter 
with Forms    

 ✓ 

PFPL05 Purchase Requisition Template    
 ✓ 

PFPL06 
Market Research Report 
Template    

✓  

PFCM01 Supplier Contractor Appraisal    
 ✓ 

PFEA01 
Tender Evaluation Report 
Template    

 ✓ 

PLTE02 
RFP Template -Moderate to 
High Risk and Value   

 ✓ 

PFGE01 

Preparing the Annual 
Procurement Performance 
Report    

✓  

PFRD01 Disposal Forms (Forms A-H)    ✓ 

PFEA02 
Standard Terms and Conditions 
of Purchase  

  

     

HGPL01 

Developing the Annual 
Procurement Plan (also included 
in Planning Section) 

  ✓  



 
  

 

Type 
Sequential 

Number 
(00) 

Name of Handbook/Guideline Adopt Amend Develop 

          

Other 
HGGE08 Acronyms 

✓   

HGGE09 Glossary of Terms 
✓   
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TRAINING AND PROGRAMMES FACILIATED BY REGIONAL AND INTERNATIONAL AGENCIES – 2014 TO 2018 
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OCTOBER 1, 2014 TO SEPTEMBER 30, 2015 

  

Name of Training  

Programme  
USSEC 25th Annual International Institute for 
Securities Market Growth and Development 

IOSCO/IFIE Conference  

CARTAC - Conference on Financial Stability, 
Interconnectedness and Risk Assessment in the 
Caribbean. 

Anti-Money Laundering and Combatting the 
Financing of Terriorism Compliance  

Caribbean Group of Securities Regulators  

Toronto Centre International Program for 
Securities Regulators:  

USSEC International Institute for Compliance 
and Examinations  

Toronto Centre International Program for 
Securities Regulators:  

   

 

OCTOBER 1, 2015 TO SEPTEMBER 30, 2016  

Programme   
Name of Training  Date of Training  

TTSEC/USSEC Training  November 16-19, 2015  

CFATF XLII Plenary and Working Group 
meetings November 22nd – 26th  

 ComplianceAid - Caribbean Anti-Money 
Laundering and Financial Crimes hosted by the 
ComplianceAid, at the Conrad Hotel, Miami, 
Florida   March 10-11, 2016. 

 ComplianceAid - Caribbean Anti-Money 
Laundering and Financial Crimes hosted by the 
ComplianceAid, at the Conrad Hotel, Miami, 
Florida   March 10-11, 2016. 

CARTAC MISSIONS/TRAINING SESSIONS December 7-8, 2015 

CARTAC MISSIONS/TRAINING SESSIONS February 22-26, 2016 

USSEC 26th Annual International Institute for 
Securities Market Growth and Development April 4-14, 2016 

CARTAC MISSIONS/TRAINING SESSIONS March 21-23, 2016 

AML/CFT training March 22-23, 2016 

4 Day Egmont Supervisory Course for AML/CFT 
Regulators  April 11-14, 2016 

CFTAF Plenary Meeting June 5-9, 2016 
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9th Annual IOSCO AMCC 27-28 September 2016 

Caribbean Financial Action Task Force Assessor 
Training July 11-15, 2016 

Prevention of Proliferation Financing (PF) and 
United Nations Security Council Resolution 
(UNSCR) 1540 June 27-28, 2016 

Level I Competition Training Session under the 
CARIFORUM-EU EPA 21-Jul-16 

5th Insider Trading and Market Manipulation 
Seminar  September 26-29, 2016 

9th Annual IOSCO AMCC 27-28 September 2016 

Financial Programming and Policies, Part 2: 
Program Design 

August 31, 2016 to 
October 19, 2016 

 

OCTOBER 1, 2016 TO SEPTEMBER 30, 2017  
   
   

Programme   
  

Name of Training  Date of Training  

  

CARTAC-BOJ Conference/Workshop October 10-14, 2016 

XLIV Plenary Meeting of CFATF November 7-10, 2016 

2017 IOSCO Seminar Training Programme (STP): Protecting Investors 
through Supervision, Inspections and Examinations May 3-5, 2017 

CFATF Plenary Meetings  May 29, 2017 and June 1, 2017 

CARTAC TA Mission on Financial Stability  May 15-26, 2017 

CFATF Standards Training and Financing in the Caribbean II March 8-10, 2017 

U.S. SEC 27th Annual International Institute for Securities Market 
Growth and Development March 27, 2017 to April 6, 2017 

Brazilian Financial and Capital Markets Association June 4th - 7th 2017 

People Risk Management and Data Leakage Preventation- (ISACA GM) July 7,2017 
Technical Working Session to review the Draft Model Securities Market 
Law  January 25-27, 2017 

CFATF NOTIFICATION TWO-DAY CAPACITY BUILDING WORKSHOP December 8-9 2016 

Exploring Innovation in Transactions and Financing in the Caribbean II April 27-28, 2017 

Cybersecurity Seminar April 12,2017 

Anti-Money Laundering/Counter Financing of Terrorism Outreach 
Seminar  March 10, 2017 
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 September 2017- Nov 2018  

  

Name of Training  Date of Training  

    

Anti- Corruption Conference 2017 September 28,2017 

56 Annual Financial Literacy & Economic Education 
Conference  October 5-7,2017  

Family Owned Governance Seminar October 25,2017 

Caribbean FinReg Conference 2017 November 20-22,2017 

USSEC’s 22nd Annual International Institute for Securities 

Enforcement and Market Oversight November 13-17, 2017 

Compliance ,Risk and Responsibilities Workshop January 24-26,2018 

Technical AML Seminar 2018  March 21, 2018  

NASAA 2018 Fintech Forum May 21, 2018 

Capital Market Oversight and Development in the Caribbean 
(USSEC -TTSEC) May 14-17, 2018 

Caribbean Group of Securities Regulators (CGSR) Annual 
Conference and Workshop  May 24-25, 2018 

AML/CFT - US Department of Treasury's Office of Technical 
Assistance  May 28-29, 2018 

CFATF Assessor Training July 9 -13, 2018 

International Standards on Combating Money 
Laundering and the Financing of Terrorism & 
Proliferation: The FAFT Recommendations August 6-8, 2018 
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