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1.0

2.0

INTRODUCTION

This report complies with Section 66D of the Constitution of the Republic of
Trinidad and Tobago. It covers fiscal 2022, i.e., from October 01, 2021, to
September 30, 2022, and provides an overview of the critical aspects of CARIRI's
operations for the period under review.

VISION, MISSION, PHILOSOPHY AND THE STRATEGIC OBJECTIVES

The Caribbean Industrial Research Institute's (CARIRI) Draft Strategic Plan for
2019 - 2023 identifies its vision as: "A catalyst for sustainable development
efficiently delivering quality solutions, products and services through
the use of innovation and technology."”

The Plan defines the Institute’s mission as: "To be a leading provider of
client-focused innovation and technology-based solutions designed to
foster socio-economic development while contributing to a heaithy
environment and an improved quality of life.”

The six (6) core values identified in the Plan are:

1. We shall be a socially and environmentally responsible organization
contributing to sustainable national and regional development.

2. We shall apply the principles of confidentiality, transparency,
accountability, and integrity in our dealings with employees, suppliers,
customers, and other stakeholders.
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We shall be innovative in delivering the highest level of quality and service

excellence to our customers.

We shall provide value-added solutions, demonstrating the highest level of
excellence and service quality.

We shall take pride in our people and organization, empower our
employees, recognize excellence, and provide a safe and comfortable
work environment that nurtures employee creativity and productivity and
promotes respect and equity.

We shall promote and strive for efficiency in all our operations as we
strive to be more productive and financially independent.

The broad strategic goals established for the period are:

To be more financially independent.

To develop a people-centered environment that fosters productivity,
teamwork, and employee well-being.

To exceed customer expectations and develop long-term relationships
through customer service excellence.

To increase awareness of our expertise nationally and regionally while
building brand loyalty through service excellence.
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5.

To strategically partner with our stakeholders to provide value-added
solutions.

To improve operational efficiency and effectiveness through stakeholder
alignment and process optimization.

To be a regional partner for social, economic, and environmental
sustainability by promoting environmental resource protection,
empowering people and communities, and supporting governments and
industries.

To become a more socially and environmentally conscious organization
contributing to societal good and economic sustainability, locally and
regionally, through innovation and technology.

3.0 ORGANIZATIONAL STRUCTURE

3.1

Organizational Profile

CARIRI was established in 1970 through an Act of Parliament (Act No. 19
of 1971). It was an initiative of the Government of Trinidad and Tobago in
collaboration with the United Nations Development Programme (UNDP)
and the United Nations Industrial Development Organization (UNIDO).
The objectives of the Institute, as defined in the Act, include providing
technical and industrial services to public and private enterprises and
engaging industrial research programs related to the needs of Trinidad
and Tobago and the Caribbean.
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While fully owned by the Government of the Republic of Trinidad and
Tobago, CARIRI is a national institute with a regional mandate.

Over more than fifty (50) years, the Institute has evolved to become one
of the leading technological organizations in the region, providing a mix of
technical and business support services. The Institute has expanded its
activities to include more business-related services and is widely
recognized as a focal point for innovation and entrepreneurship. It has
focused on the development and growth of many enterprises across
various sectors in Trinidad and Tobago and the region.

The Institute is recognized as a significant player in protecting and
conserving the environment. It provides a range of environmental
monitoring and consultancy services, including services to both the
Government and the private sector.

The composition of the Board of Management is:

a. A representative of the Government of Trinidad and Tobago nominated
by the Minister who shall be Chairman;

A representative appointed by the President;

A representative of the Ministry responsible for trade;

Three representatives of industrial and commercial organizations;

Four representatives of the University of the West Indies;

A representative of the University of Trinidad and Tobago;

@ » 0 a0 g

A representative of the National Institute of Higher Education,
Research, Science and Technology;
h. The Director of the Institute who shall not have any voting rights.
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3.2

The Institute operates from three (3) locations:

1. UWI Campus, St. Augustine
2. Trincity Industrial Estate, Macoya
3. Innovation Avenue, Freeport

CARIRI has a staff complement of 165, including professional, technical,
administrative, and support staff. The staff complement has remained
relatively stable over the past few years. The Banking, Insurance, and
General Workers Union (BIGWU) is the recognized union for monthly paid
staff. There are three (3) Recognised Bargaining Units representing:

1. Monthly Paid Secretaries
2. Monthly Paid Non-Professional
3. Monthly Paid Professionals and Technicians

Corporate Structure

The Institute's Board of Management, as outlined in Item 3.1, is at the
helm, with Members drawn from the private and public sectors.

With the necessary amendment to the Act the Government appointed a
Board of Management effective October 05, 2020. The Members were
appointed for a pericd of three (3) years. The Members of the Board are:

1. Hayden Ferreira (Chairman)
2. Professor Emeritus Stephan Gift
3. Mr. George Naime
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Mr. Daniel Duncan

Dr. Acolla Lewis Cameron
Ms. Shervon Ifill

Dr. Graham King

Ms. Adafih Thomas

Mr. Vinedatt Lutchman

© ® N o v oa

10. Mrs. Camille Wooding
11.Dr. Saheeda Mujaffar
12.Dr. Rean Maharaj

The first meeting of the Board of Management was held on December 09,
2020. The priorities established by the Board included:

e Recruitment of a Chief Executive Officer

* Realignment of the Organisational Structure

 Filling of vacancies at the Executive Management level

e Bringing audited financial statements up to date in the shortest
possible time

¢ Development of a strategic plan

The structure (2021) included four (4) Executive Management positions:

1. Chief Executive Officer

2. Executive Manager - Corporate Services

3. Executive Manager - Engineering and Analytical Services

4. Executive Manager - Research, Development and Innovation
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The Executive Manager of Engineering and Analytical Services and
Executive Manager of Research Development and Innovation positions
have been vacant for close to seven (7) years. Additionally, the position of
Chief Executive Officer became vacant in September 2018 and continued
to be vacant in fiscal 2021, In 2021, the Board of Management initiated
the process for filling the vacant post of Chief Executive Officer. The intent
is that once a candidate is recruited, he/she will assess the structure of
the organization, and thereafter, the vacant executive management
positions will be filled.

In the interim, the day-to-day operations of the Institute continued to be
overseen by the single Executive Manager (Executive Manager-Corporate
Services), with assistance from the Manager-Human Resources.

In 2022, the Institute had ten (10) Departments primarily engaged In
revenue-generating activities through the provision of services to the
public and private sectors.:

Analytical Chemistry

Effluent Management Services

Food and General Microbiology

Petroleum and Sustainable Energy Services
Biotechnology

Industrial Materials

Metallurgy

Indoor Air Quality

Air Quality Management Services

° P NSO AW

—
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Environmental Microbiology
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Two (2) Departments provided internal support services and used
available surplus capacity to generate revenue through the provision of
services to external customers. These were:

1. Calibration and Maintenance Services
2, Information and Communication Technology

The Institute has its Centre for Enterprise Development (CED) in Freeport,
and several programmes and services are offered at this location,

including:

1. Business Hatchery

2. Innovation Gap Analysis
3. Idea Advisory Services
4, Business Incubator

5. Technology Bays

The Departments that provide support services across the Institute are:

Accounts
Procurement

Human Resource
Business Services
Marketing

Facilities Management
Health and Safety
Quality Management

X N O U RN
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3.3

Services and Special Projects

CARIRI provides diverse services to a wide range of customers in the
private and public sectors, including Government Ministries and Agencies.
While its primary market is Trinidad and Tobago, services are also
provided tc other CARICCM countries' public and private sectors. CARIRI
serves micro, small, medium, large, and multinational organizations
engaged in diverse areas of the economy

CARIRI received funding from the Inter-American Development Bank to
undertake a project entitled Bridging the Gap to Commercial Application of
Innovation. The three (3) year project is intended to encourage the
innovation spirit of the national community. Two primary objectives of the
project are:

1. To support individuals and firms in the development and
monetization/commercialization of business opportunities.

2. To support local enterprises applying innovation for increased
competitiveness and sustainability.

In November 2020, CARIRI entered into an agreement with the IDB to
execute a project titled Shaping the Future of Innovation in Trinidad and
Tobago. The funding source is the Multilateral Investment Fund with the
following contributions:

Multilateral Investment Fund: US$580,000.00
Co-Financing from European Union: 7,622,350.00 Euros

10
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Counterpart Resources of US$638,800.00 or equivalent in TT$
Total Budget Amount US$1,218,800.00 and 7,622,350.00 Euros

The program seeks to address three (3) key barriers to innovation:

1. Inncvation financing, particularly in the private sector

2. Absence of dedicated in-house talent, especially in new
technologies that can support firm-level innovation

3. An uncoordinated ecosystem comprising a wide range of actors
that work in silos rendering assistance time-consuming,
fragmented, and in many cases unhelpful to SMEs

The project supports the following interventions:

1. An innovation challenge facility where organizations can apply for
funding for commercial innovations that have been developed and are
close to market readiness or already piloted. This financing will be
awarded based on a competitive process. Applicants will receive
support in the application process, and successful firms will receive
support in implementing or expanding their innovation projects. The
challenge is open to all sectors with the exclusion of entities on the EU
and IDB’s list of prohibited activities as well as oil and gas exploration
and production. Unsuccessful applicants can also access additional
support to strengthen their submission and reapply.

2. A matching platform allowing firms seeking to pursue an R&D /
innovation project to select an intern at a post graduate level including
recent graduates. These research associates will assist firms in

11



cmeeen ramie e e AN AL Administrative Report 2022 Con't

3.4

3.5

3. Develop innovations by providing specific specialized knowledge and
support and will gain experience and opportunities for co-publication of
their work with the firm.

4. Key institutions with a mandate to support private sector-led
innovation in Trinidad and Tobago will work together to define and
implement key interventions that can strengthen innovation, including
strengthening data collection and reporting of key indicators that
measure country-level innovation.

In July of 2022, fifteen firms were awarded funds under the Innovation
Challenge Facility. This followed the first Call for Proposals.

Legislative Framework

The Institute's operations are guided by Act No. 19 of 1971. This Act
provided for the Incorporation of the Caribbean Industrial Research
Institute. The Act was deemed to have come into operation on January
01, 1970. The Act was amended on September 07, 1981, through Act No.
30 of 1981, cited as the Caribbean Industrial Research Institute
(Amendment and Validation) Act 1981. There were further amendments
through the Miscellaneous Amendments Act No. 10 of 2020.

Reporting Relationship

The Institute reports to the Ministry of Planning and Development.

12
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4.0 POLICIES AND DEVELOPMENT INITIATIVES

4.1

4.2

4.3

Short Term Plans

Having made the necessary amendments to the Act, the Line Ministry
appointed a Board of Management through the President of the Republic
of Trinidad and Tobago. In July 2022, a Chief Executive Officer was
appointed. Among his priorities was realigning the organizational structure
to allow for greater efficiency and effectiveness.

Medium-Term Plans

The Institute has traditionally positioned itself as an internationally
accredited laboratory, with revenue from testing services being its primary
source of income. While maintaining its position as the leading analyticai
laboratory in the region, CARIRI is rapidly diversifying its services to
encompass innovation, entrepreneurship, and ICT. This is taking place
with the growth of the Centre for Enterprise Development at Freeport.

The Institute has attracted funding from international and local
enterprises to promote these areas.

Performance Objectives

The Institute strives to reduce dependence on the Government for

funding its operations.

i3
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It aims to do this through enhanced revenue eamings and improved cost
management. The Institute is continuously diversifying its range of
services, and while testing services remain the cash cow, it will consider
related consultancy (value-added) services.

5.0 FINANCIAL OPERATIONS

5.1

5.2

Budget Formulation

The Institute operates with a recurrent and a capital budget. Under the
recurrent budget, approximately 40 percent of expenses are covered
through internally generated funds. Budgets are submitted to the Line
Ministry in March - April of each year and include projections for at least
two (2) years.

At the internal level, each Department submits an annual operating plan,
including revenue and expenditure estimates. It is used for the review of
operations.

Expenditure and Income

For fiscal 2022 (October 01, 2021 to September 30, 2022), the Institute
earned revenue of TT$19.95 MN from the provision of services (Projects &
Testing Income). This was a significant increase from the revenue
earnings of TT$13.37 in the previous year. It received TT$28.00MN in
Government subvention.

14
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3.3

5.4

5.5

5.6

Expenditure for the period was TT$44.52MN of which staff costs
represented TT$25.45MN.

Debt Policy

The CARIRT Act does not miake provision for borrowing, and the Institute
does not borrow funds to support its operations for any other activity.

Investment Policy

Any surplus funds the Institute may have are held in call deposits or in its
current account at commercial banks. Currently, the Institute has call
deposits and accounts at Republic Bank Limited and call deposits at Scotia
Bank, The Institute maintains a separate account for projects funded
through the IDB/EU

The Institute's Pension Plan is managed by First Citizens Bank.

Internal Audit

The internal audit function at CARIRI is outsourced to a private firm, Sunil
Budhu and Associates. No significant adverse reports were recorded for
the period.

External Audits

CARIRI'’s audits were completed and signed off, and all audits were up to
date.

15
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6.0 HUMAN RESOURCE

6.1

6.2

6.3

Structure

The Institute’s Organizational Structure is shown in Attachment I. The
positions of CEC, Research Development and Innovation Manager,
Analytical and Engineering Services Manager and Change Manager are
vacant.

Category of Employees

The category of employees is shown in Attachment II. There are both
permanent workers (123) and contract staff (approximately 43).

The Institute atso hires Project Employees engaged for specific projects as
may be necessary.

Performance Assessment

Performance assessments are conducted for staff on an annual basis. The
immediate supervisors use an internally developed instrument, which is to
be completed no later than June 30 each year. This provision is enshrined
in the Collective Labour Agreements. The Institute uses an internally
developed instrument, Performance Review and Improvement System.

16
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6.4 Employee Support Services

All employees have access to support through the Employee Assistant
Programme. PEAPSL Consultancy Limited administers the programme.
Support is also provided by direct supervisors and the Human Resource
Department.

6.5 Collective Labour Agreement

The Institute is currently engaged in negotiations with BIGWU for a
Collective Labour Agreement for the period 2017 to 2019. While the
Institute is discussing non-cost items it awaits feedback from its line
Ministry with respect to the cost items.

7.0 PROCUREMENT PROCEDURES

CARIRI has two (2) international accreditation/certification systems:

1. ISO 9001
2. IS0 17025

As a requirement of these systems, the Institute develops Standard Operating
Procedures (SOP) to guide its procurement process. A copy of the procedure is
shown in Attachment III. The procedure conforms with the local regulatory
requirements.

17
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8.0 PUBLIC AND COMMUNITY RELATIONS

8.1

8.2

Access to Services

CARIRI's services are available to ali organizations and individuals in
Trinidad and Tobage and the Region. This includes government ministries
and agencies, multinational and international organizations, public and
private sector entities, non-government organizations, and individuals.

The majority of CARIRI's services are provided on a fee-for-service basis.
Clients may access the services by visiting any of the three (3) locations,
through telephone or website access, or by visiting CARIRI's booths when
the Institute participates in exhibitions, trade fairs, etc.

While some services (e.g., indoor air quality assessments) are delivered
on-site, most testing and analytical services are conducted at the
Institute's laboratories.

Strategic Partnerships

CARIRI has developed several formal and informal partnerships with local,
regional, and international stakehoiders. This includes memoranda of
understanding and contractual arrangements. The Institute is a founding
member of the World Association of Industrial and Technological
Organizations (WAITRO).

18
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Key international stakeholders inciude the World Bank, the Inter-American
Development Bank, the Caribbean Development Bank, and the European
Union.

19
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JOB CLASSIFICATIONS

GRADES

POSITION

MANIPULATIVE

Messenger

Driver

ADMIN TECH 1

Technical Assistant 1

Clerical Assistant/Typist |

Receptionist/Telephone Operator

Driver/Sampler |

ADMIN TECH IT

information Assistant

Accounting Assistant |

Craftsman |

Driver Sampler Il

Printer |

Technical Assistant Il

Clerical Assistant/Typist Il

Storekeeper

Technician |

Secretary |

ADMIN TECH Ill

Accounting Assistant ||

Printer I

Technician Il

Marketing Assistant

Secretary Il

ADMIN TECH IV

Senior Accounting Assistant

Senior Craftsman

Procurement Officer

Senior Secretary

Administrative Assistant

ADMIN/TECH/PROFESSIONAL

Senior Technician

Draughtsman

Workshop Supervisor

Technologist

Research Assistant

Management Trainee

Information Officer

ADMIN/TECH/PROFESSIONAL I

Accounting Officer |, Analytical Chemist |

Business Development Officer |

Chemical Engineer |, Chemist I, Civil Engineer |
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JOB CLASSIFICATIONS

GRADES

POSITION

Documentalist |, Electrical Engineer |

Environmental Engineer |, Environmental Specialist |

Food Technologist |, Human Resource Officer |

Marketing Specialist I, Material Scientist |

Mechanical Engineer |, Metallurgist |

Microbiologist |, Petroleum Chemist |

Petroleum Engineer |, Physicist |

Public Relations Officer, Researcher |

Supervisor Facilities Maintenance

Systems Analyst/Webmaster |

ADMIN/TECH/PROFESSIONAL It

Accounting Officer Il, Analytical Chemist II

Business Development Officer Il

Chemical Engineer II, Chemist Il

Civil Engineer Il, Documentalist Il, Electrical Engineer I|

Environmental Engineer Il

Environmental Specialist Il, Food Technologist II

Human Resource Officer Il

Marketing Specialist I, Material Scientist |l

Mechanical Engineer II, Metallurgist ||

Microbiologist Il, Petroleum Chemist II

Petroleum Engineer [i, Physicist II

Researcher Il

SNR ADMIN/TECH/PROFESSIONAL

Snr. Accounting Officer

Snr. Business Development Officer

Snr. Chemical Engineer, Snr. Chemist

Snr. Documentalist, Snr. Electrical Engineer

Snr. Environmental Engineer, Snr. Environmental Specialist

Snr. Food Technologist, Snr. Researcher

Snr. Metallurgist, Snr. Mechanical Engineer

Snr. Marketing Specialist, Snr. Civil Engineer

Snr. Microbiologist, Snr. Material Scientist

Snr. Analytical Chemist, Snr. Petroleum Chemist

Snr. Petroleum Engineer, Snr. Physicist

Snr. Human Resource Officer, Snr. Researcher

MANAGEMENT |

Principal Researcher

Principal Consultant
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CONTROL OF EXTERNALLY PROVIDED DOCUMENT#:

1.0

2.0
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-
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3.2

33

3.4

PURPOSE
The purpose of this procedure is to ensure that the control of externally provided goods

and services are carried out in an efficient, effective and consistent manner, inclusive
of receipt.

SCOPE

This procedure covers the procurement, receipt, inspection and acceptance of externally

provided goods and services, as well as ensuring the health, safety and environment of

Floyess SAMPLE COPY
RESPONSIBILITIES: NOT ATHORIZED FCRUPGATE

The Executive Manager, Corporate Services hag overall respongibility for ensuring that

this procedure is followed.

Executive Management has responsibility for coordinating the temporary acquisition
of goods including liaising with relevant Section Heads and lenders.

The Section Head, Procurement is responsible for maintaining the Approved Vendors
{External Providers) List as well as camrying out the procurement function as outlined
in this procedure. As well as liaising with CARIRI Management to ensure that this
process is fulfilled efficiently.

;—r-J -n

PLYE

[ ——

Section Heads are responsible for:

= Ensuring that adequate lead time is given to accommadate good procurement

procedures.
@  Adequately planning purchasing needs so that ‘rush’ orders are minimal.

= Notifying the Head of Procurement or his designate of damages or errors upon
receipt and inspection of supplies or equipment.

= The receipt and verification of equipment procured for their sections.

= Inspection of items to be borrowed by the organisation, ensuring that they are fit for
use, meet all requirements and are returned in good condition (where applicable).

They are also responsible for liaising with Executive Management on this topic.
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3.5

3.6

4.0

4.1
4.2
4.3

5.1

5.2

The Storekeeper is responsible for the receipt and processing of all delivery notes for
items pracured by the Institute.

Section Head, Facilities Maintenance is responsible for the receipt, verification,

disbursement of items, and maintenance of stock levels ag it pertzins to janitorial

SAMPLE CGPY
REFERENCES ;NOT FUTHORIZED FOR UPDATE

ISO 9001:2015 Section 8.4 - Externally Provided Processes, Products and Services
Business Process Manual Section 8 - Core Processes

Public Procurement and Disposal of Public Property Act

supplies.

DETINITIONS

Procurement - All processes that pertain to the obtaining of any goods and services
including identification of the Institute’s needs, selection and solicitation of external

providers, preparation and award of contracts, receipt of goods and/or administration
of contracted services.

Emergency Purchases - Purchases which occur where there is a natural disaster or
industrial disasler and /or the salely of peuple, and/or properly, and/or plant, and/or
equipment and/or community and/or environment arc in jeopardy such that it requires
immediate action

e U

# T———

53

5.4

External Provider - A supplier or potential supplier of products or services lo CARIRL
The term can be used interchangeably with the word Vendor.

Loan -~ A temporary acquisition of goods and services from a provider external to the
Institute that does not include a fee, Where a fee is quoted, the procurement process is
implemented.
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60 PROCEDURE

inputs
= Purchase Requisition

»  Equipment Procurement Specification Sheet
= Request for Purchase of Equipment

Quiput

= Receipt of goods and services which conform to the specification of the
requisitioner

A PROCUREMENT SAMPLE COPY
r1ocess Sieps .NOT LUTHO“!ZEQ F‘:"g UPBE{E

General Goods and Services

1. Any employee can initiate a purchase by completing a Purchase Requisition Form
(PROC.F.01). This form is submitted to the relevant Section Head.

Note: For equipment purchases estimated over TT$25,000.00, a Change Request
Form (CAR.F.05) is completed along with the Request for Purchase of Equipment
Form (PROC.F.05) and submitted to Quality Services. Once the equipment
purchase is approved, the Purchase Requisition and an Equipment Procurcment
Specification Sheet (PROC.F.07) must be completed.

I

2. The Section Hend verifies the need for the item(s) and/or services(s) and ensures
that the specifications are clearly detailed.

3. H the Section Head does not agree with the requisition, he or she writes an
appropriate comment on the form and returns a copy to the employee who initiated
the requisition.

4, The Section Head assigns a unique Requisition number to the request, which is sent
to Pracurement Department for processing. A register of requisitions is maintained
by each Section.

5. The Head of Procurement verifies the purchase requisition which is then passed to

Executive Management for approval and returned to Procurement. If rejected, the
Section Head is so advised.
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6. A purchase order number is then assigned. One copy of the purchase requisition is
sent to the Section Head, one copy to the Accounts Department and the third copy
is kept in the Procurement Department for processing and follow-up. A vendor is
selected via the Selection Process outlined in Appendix ! — “External Provider
Selection Process™.

7. A purchase order is prepared, sent to the Section Head for verification and retumed
to Procurement who then sends it for final approval. The approved purchase order
is then dispatched.

8. Single sourcing is allowed for purchases where there is only one supplier.

9. Ifthe purchase is a *cash with order’, then the Purchase Order is sent to the extemnal
provider with an accompanying cheque.

Emerpen 2585

1. In the event of an emergency and in the absence of Executive Management, the
most Senior Company Official on duty may authorise the purchase of goods and/or
services necessary to avert danger or to bring the situation under control.

2. Within two working days of the termination of the emergency, & purchase
requisition with an attached memo is sent to the Procurement Department who
forwards it to Executive Management for ratification. Such application /memo shall
include, but is not limited, to a statement of the emergency circumstances,
Company's (cost) estimats, actual cost, and reasons why the External provider was

—chosen—
SAMPLE COPY
Publications MOT AUTHORIZED FER UPL

The Section Head or designate must first check with Quality Services Department to
ensare that the item to be requested is not already held by CARIRI before preparing a
Purchase Requisition. All purchased publications (including internet downloads) are
forwarded to the Quality Services Department to be controlled.
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Intemnet Purchases/Other Online Publications

1. Purchase requisitions are prepared and processed as for other goods and services.

2. After the Purchase Order is approved, it is forwarded te the Accounts Department

who then places the order. Any downloads are forwarded to the relevant
department.

3. The Purchase Order is then returned to the Procurement Department for dispatch.

The external provider's copy of the Purchase Order is not sent to the external
provider but is retained by the Accounts Department,

SAMPLE COPY

Temporary Acquisition of External Provider’s Property NOT Alm.mnm 1_';1'.; UPE '.'{!T:
1 -z

I, Tk relevant Section Hend informs an Bxecutive Manager of the need for the

ternporary acquisition of goods and services.

2. The appropriate forms (Acquisition Consumable [CAR.F.19] or Acquisition Non-
consumable Form [CAR.F.20]) are completed and assigned a code by the Section
Head (“4-XXX-n" where “XXX" is an abbreviation for the Section borrowing the
item and “n” is a number assigned sequentially) and submitted to the Executive
Manager.

3. The completed application form is revicwed by the relevant signatorics for approval
as per Appendix I —“Signing Authority™.

P

A TEapproval iz granted, the form is forwarded to.the S2otion Head, Procurement who
coordinates with the relevant Section Head and external provider to detérmine
whether the item under consideration ean be acquired for CARIRT's use, and if so,
the relevant stipulations and other details are obtained. Once the loan is possible,
arrangements are made for use of the property.

5. When the property is received/ collected, it is inspected by the requester, and if

found suitable for use, then all information pertinent to the property (e.g. MSDS,

calibration, operation manuals/instructions, etc.) is recorded on the appropriate
form. If the property is not suitable for use, then it is not accepted and Executive

Management is informed and arrangements made for its return, where applicable.

‘Where possible, another external provider is sought.
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6.

On acceptance of the item, the external provider completes the Acquisition form.
The form, as well as any delivery records presented by the external provider is
retained. A copy of the Acquisition form is provided to the external provider.

At the end of the loan period, the property is returned/ replaced (where applicable)
to the external provider. The details of the item returned are recorded on the relevant
Acquisition Form.

If the property cannot be returned/ replaced in the stipulated time frame, or if the
property cannot be returned in an acceptable manner, the information is documented
on the Acquisition Form and the Section Head, Procurement and Executive
Manager are informed by the relevant Section Head.

A discussion is held between the external provider, the relevant Section Head and
Executive Management to resolve the issues and a proposed resolution and deadline
i« agreed upon and recorded on the Acquicition Form

10. An acquisition is considered closed by the Executive Manager when:

a. the property is returned in acceptable condition, properly disposed of, or a
suitable teplacement is handed over; and/or

b. payment for all applicable repair, replacement or other costs due is made.

11. The form is then lodged with the Business Services Unit.

B, RECEIPT, INSPECTION AND CONTROL OF GOODS AND
EQUIPMENT

SAMPLE CCPY
{MOT AUTHORIZED FLR UPDTE

L.

2.

KR

4,

'the Head of Procurement co ordinates the receipt of goods with Stores and receipt
of services with the Section Head.

Supplies or equipment are usually received by Stores unless delivered directly to
another section of CARIR],

On delivery of supplies or equipment to CARIRI, the Storekeeper verifies the items
against the details of the Purchase Order. If necessary, the relevant Section Head
is contacted to inspect the item(s) received together with the Storekeeper.

If items are delivered directly to another section of CARIR], the relevant Section
Head inspects the item(s), completes the delivery slip and forwards it to the
Storekeeper within three (3) working days for verification.

[ Issue/ Revi: 1102 T Issue Date: March 25™ 2021 | Pagegofls |
age




g‘_ CONTROL OF EXTERNALLY PROVIDED DOCUMENT#:
ooy GOODS AND SERVICES CAR.SOP.13

5. Once the delivered items are acceptable, both the Storekeeper and the relevant
Section Head sign and date the delivery documentation. If only partial acceptance
is possible an appropriate note is made on both the delivery note and purchase order.

6. If itame are not acceptable, the supplier iz informed, If the item cannot be
immediately returned, it is tagged to indicate that it is not acceptable and segregated
pending return to the external provider.

7. Where invoices are received, the Storekeeper signs the relevant invoices, indicating
what has been received, and passes the invoices to the Procurement Department for
checking and verifying that payment may be made.

8. Once items are nceepted, the Storekesper sends a copy of the delivery note and/or
invoice to the relevant Section Head and the Accounts Department. The original
delivery note filed in Stores,

TFthe items received are for Stores, then the Storekeeper ensures the stock quantity

records are updated.

10. If the items received are not for Stores and are to be sent to another Department, the
delivery note and/or invoice is signed by the Section Head and forwarded to Stores
within three days.

11. When standard stock items are issued from Stores, the person receiving the items

signs next to thc items on a Request for Laboratory Consumables Form

(PROC.F.02) kepl in the Stores. In the case ol slationery, a Stalionery Requisition

Form (PROC.F.03) is completed and forwarded for authorisation by the Section

EC T

Head. The Storekeenar issues the items on receipt of the approved form._The person

recaiving the iteme signs for receipt.

12. The stock records are subsequently updated by the Storekeeper.

13. Ttems kept in Stores are kept in marked locations and protected from contamination
or deterioration. The Storekeeper maintains a computerized Stock List which
indicates the quantities and locations of items in stock.

14, The Storekeeper uses a first in first out (FIFQ) method of stock movement, and
through periodic inspections ensures that items do not remain in Stores if they have
passed their shelf-life. Any such items are immediately tagged and segregated and
disposed of after the approval of the Disposal Committes has been obtained.

SAMPLE COPY

70 RELATED DOCUMENTED INFORMATION |MOT ATHORIZED FCAUPDAE

P
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7.1.  Purchase Requisition Form (PROC.F.01)

7.2.  Request for Laboratory Consumables (PROC.F.02)

7.3.  Stationery Request (PROC.F.03)

7.4. Request for Purchase of Equipment (PROC.F.05) !SAMPLE EQPY
7.5.  Equipment Specification Sheet (PROC.F.07) P‘OT AUTHOHIZED F:JR UFD”TE

7.6.  Purchase Order Form (CAR/ADM/PO/2007-06-11/012)
7.7.  Acquisition Form- Consumables (CAR.F.19)

7.8.  Acquisition Form - Non-Consumables (CAR.F.20)

7.9. Outsourcing and Purchasing (CAR.HSE.W1.02)

Note; All forms can be found on the All Staff Drive (J:2\FORMS\Procurement/General Forms)
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External Provider Selection Process

Purchases up to TT$1.300

Single sourcing is acceptable in this category if external providers are selected from the
Approved Vendors (External Providers) List or if the item has only one known extemal
provider. Purchase Orders up to TT$1,000.00 shall be signed by two authorised
signatories.

(BY  Purchases greater than TT$1,000 and up to TT$5.000

% Prices are obtained from a minimum of three external providers. The quotations are

evaluated by the Section Head, Procurement or designate and sent to Management for

approval. Once the Purchase Requisition with the recommended supplier is approved,

a Purchase Order is processed and approved by two authorised signatories.

©

i

hases greater than TT$5.000 and u T1$50.00

The Section Head, Procurement invites at least three external providers from the

Approved Vendors (External Providers) List to submit quotations based on a

prepared specification sheet or scope of work.

Depending on the nature and complexity of the items being procured, the Head of

Procurement may evaluate the bids, or have the bids evaluated by an individual

specialist or by the Evaluation Committee.

jii.

Fvaluations are based on the following minimum ¢riteria

Price

Past Performance

Availability of spares
After sale service

Supplier’s history

SAMPLE COPY |
'NOT KUTHORIZED FCR UPTATE

— Manufacturer’s reputation

—~ Delivery time

— Payment terms

f Tasus/ Revik: 102 | Tssuc Date; March 25% 2021
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- Conformance to specifications
Competency {where applicable)

(D)  Purchases greater than TT$50,000 and up to TT$1006,000

i

ii.

LY PR

PAEs

iv.

At the request of Executive Management, tenders may be invited for purchases
greater than TT$50,000 and up to TT$100,000. The Head of Procurement prepares
a tender document package including:

— Specification Sheet or Scope of Work;

Tender Submission Form;

|

Instruction to tenders for submission of sealed bids;

Closing date and time;

Conditions of Contract; SAMPLE COPY
_ Other supporting documents _NOTMTHOH!ZED FCRUPDAIE

If advertising in the press is required, the Section Head, Procurement prepares a
suitable advertisement, which is approved by the Chief Executive Officer or their
designate.

This advertisement invites interested parties to submit Letters of Interest to
CARIRI. If an interested party is not already an approved external provider, then
they must be registered and assessed in accordance with the procedure

(AR SOP:i) 1oT- Vemtors (B HPraviders), to-d .

will be accepted as an approved external provider. Approved external providers are
then invited to tender based on the Tender Package

Tenders are received and opened by the Section Head, Procurement and the
Accountant. It is then forwarded for further evaluation by the Requisitioner and the
Evaluation Committee, Purchase Orders and Contract awards in relation to tenders
must be approved by the Chief Executive Officer or their designate.

The successful external provider may be given a Contract with CARIRI in addition
to a purchase order for the supply of goods and services specified,
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vi. It should be noted that in all categories of purchase, prior to requesting quotations

or tenders the approval of the Chief Exccutive Officer or their designate must be
sought for single sourcing,

SAMPLE COPY
{NOT AUTHORIZED FUR UPLATE |
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(E)  Purchases above TT$100,000

The procedures as described under item (C) and (D) are followed. Except, in this
category, Tenders shall be invited.

NOTE - For instances where Tenders are required, The Head of Procurement or individual

specialist or Evaluation Committee writes a report on the evaluation including a justification

for the extemnal provider recommended. This report is attached to the Purchase Requisition
and forwarded for approval. Once approved, a Purchase Order is prepared and the procurement

y is carried out.
| SAMPLE COPY
{ iNOTl‘MTHOHIZED FCRUPDATE
f
|
|
{ o
i
[ Tssue/ Revit: 1702 | Issue Date: March 35" 2021

| Pagelé4ofls |




CONTROL OF EXTERNALLY PROVIDED DOCUMENT#:

et e GOODS AND SERVICES CAR.SOP.13
APPENDIX T
Signing Authority for Borrowing Items
Consumables:
Replacement Values

< TT$1,000 (up to a maximum accumulated replacement value of TT$10,000 for Open Loans)

1 Signatory - Lab Manager / Section Head
Accumulated replacement value for Open Loans

> TT$10,000 2 Signatories as per Other Items below

Other Items: SAMPLE COPY
Replacement Values NOT AUTHORIZED FOR UPDATE

2 TTE25,000 2 Signatorics ot of whom nust be Excoulive Managoinont

TT$25,001 - TT$999,999 2 A Signatories both must be Executive Management
= TT$1,000,000 2 A Signatories both must be Executive Management

Signatory Categories

Al signatoties - Chairman, Deputy Chairman, Member of the Board of Management, CEQ,
Lxccutive Manapcers

A2 signatories - Executive Managers

B SigNATIes - ManageneEnt T Coressionary Contract Signatories
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