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1. INTIDXiCTIOO 

The purpose of the present mission was to advise the Government of the 
British Virgin Islands regarding the design and implementation of a 
Centralized Procurement Unit, aided by a computer-based. information system. 
(Of special interest was the definition of prcx::edures for th~ bid process 
and contract negotiation.) 

The main goals stated for the m·:ssion were: 

(a) Definition of a C.entral Procurement and Contracting function; 

(b) Determination of the feasibility of using a mic:roeamputer to 
pr-apare bid docunents, purchase orders, monitor status and report 
progress; 

(c) Identification of training lh:xds; 

(d) Elaboration of a bruad management system plan. 

This report is organized. as follows: (a) a brief review of the nature 
and characteristics of the bidding process; (b) an assessment of current 
procurement function; (c) thP. feasibility of using a microcomputer; (d) the 
new procurement process; (e) the management system plan; Cf) exhibits are 
included at the end of the report. 

The proc~s of public procurement is initiated. at the request of the 
responsible tatl.t which solicits offers from potential suppliers of the goods 
and services in question. 

This process, although apparently simple, does involve a complex network 
of information, procedures, regulation and laws which nrust be carried out by 
a specialized organization. In many instances the central procurement unit 
must deal with a diversity of requests from a wide spectrum of agencies. 
(Alloted ~ime frames and deadlines are set fo\uth by the requesting units.) 
All of these must be carried out in a highly efficient manner in order not 
to create bottlenecks. 

Out of this involved process, perhaps the most conspicuous feature is 
that at' tendering or bidding, since it consitutes the core of the 
procurement function. 

Tendering or bidding is a formal procedure by which competing bids for 
particular contracts are invited, received and evaluated.. The contract is 
then awarded. to the tenderer who has subni tted the most advantageous, and 
technically feasible bid • 

..lidding can be either 'public" or ''selective". The procedure is called 
"public" when bidders are invited through advertisements or other fonns of 
public notice. In the case of "aelective", also called ''close bidding", a 
limited nunber of fh111S are invited to s".Jbnit offers. 
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'Ihe key features of bidding can be st.mnarized as follows (Westring, 
1985): 

(a) Suitable Package. It is required th.rough procurement planning to 
design tl1e project so as to attract max:imun competition from large 
and small fi:rm.s, domestic as well as foreign. '!his means that the 
level of complexity of the contracts should avoid as much as 
possible the leaving out of small and domestic tenderers, or large 
and international contractors. 

(b) Early Warning. Potential tenderers must be informed with 
sufficient anticipation of the characteristics and conditions of 
the bidding. 'Ihis entails an adequate dissemination of the notice 
for bids through as many channels as possible. 

Most international lending agencies as well as the United Natior.s 
(through the periodical "Developnent Business") have information 
services that help disseminate news in a very comprehensive way. 
F.arly warning also refers to the time stip.tl.ated to prepare and 
sul:mit the bids. Most international lending organizations require 
at least 45 days to respond to bidding invitations, while the GA.Tr 
requires a 30-day period for respond to a product bid invitation. 

(c) Accessibility. In order to allow for realistic competition 
tenderers must be given adequate time in which to prepare th::; ':.r 
bids. Also, the procurement entity must facilitate the work of 
bidders by making itself available to answer questions which may 
arise. Accessibility is affected by the use of tender guarantee 
bonds or performance bonds. 'Ihe purpose of these bonds is to 
provide an assurance that the bidder is prepared to sign the 
contract if is bid is accepted 

( d) Neutrality. According to the guidelines of the World Bank, the 
biddir.ig invitation should avoid using a particular national 
standard and the spectifications for equipnent must be based on 
performance requirements rather than on design or brand name. 

( e) Fomli ty. Bidding is a formal procedure, folbich implies that bids 
must be subnitted in written form, this is no1.nally done with 
sealed enveloped which must be delivered to a cer..ain place before 
a time specified in the invitation to bid. If there is a query 
about the bidding docunents from one firm and if the procurement 
entity wants to clarify any pa.rt of the bidding documents, it 
should camrunicate the same information t.°' all prospective bidders. 

( f) ~onfidenti_ali tY.. All envelopes ;nust be checked. to see if they are 
properly sealed., they must then be kept in a safe place until 
opened and recorded. rheir contents should not be divulged to 
persons other than th~:::e of ficial.ly responsible for their 
examinR.t,ion. 

(g) ~nsistency. All bids sh0uld be checked for possible errors, and 
adherence to stipulated. requirements. lf a bid if' not 
"substantially responnive" to the bidding documents or containn 
inadmissable resP.rvations, it should not be considered.. 

.. 
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(h) Objectivity. If one is considering all relevant factors the lowest 
bid is not necessarily the most advantageous one. Price is 
obviously the first - but rarely the only criterion used in the 
evaluation process. The procurement entity has to tiecide which 
factors, in addition to price, it is going to consider and to 
describe then to bidders in clear terms. It is clear that 
criterion such as reliability, reputation, etc., are a critical 
role in the selection process. Furthermore, they contribute to the 
complexity of the selection process. 

The question then arises, under "1bat conditions competitive bidding 
should be discarded in favour of negotiated procurement. This is a complex 
issue which has been a source of continuous controversy. The major 
difficulty lies in the alternative procedure which needs to be set up in a 
way that maintains fair competition, objectivity and non-discrimination. Of 
course, there are cases involving, for example, spare parts, repeat orders 
and proprietary articles, where no scope for competition exists. 

In principle, there is no difficulty in insisting that bids carried out 
through a negotiated procurement be based on a tmif orm set of general 
conditions. The formality of ccmpeti ti ve bidding regarding subnission and 
opening of bids JUaY h· ,~ unwarranted with regard to the negotiatei 
procurement. 

If bids are invited under the expressed reservation that the agency may 
wish to negotiate with ar.y bidder, then there is r..o need for the agency to 
reject bids that do not conform to the specifications. On the other hand, 
consistency requires that the procurement unit has the necessary 
authorizations and financial resources to proceed with the award of contra.ct 
following an invitation to bid for a negotiated contract. 

In general, the guidelines described above were used in the drafting of 
the Procurement Manual and the design of the Information System. It is 
specially imp::>rtant to the BVI Government to have a Public Bidding procedure 
that is as compatible as possible to that of international organizations 
(Wodd Bank, GAIT, etc.) since this could facilitate futw'e project 
negotiations. 



- 6 

2. ASSESSMENT OF aJRRENT PROCUREMENT FUNCTIOOS 

To initiate the assessment p~ss, while attempting to clarify the 
scope of the mission, a series of interviews with key government officials 
was carried out. nie officials interviewed were: 

Mr. Cyril B. Romney, Chief Minister 
Mr. Stanley Gordon, Permanent Secretary, Chief Minister's Office 
Mr. El ton Georges, De:p.aty Governor 
Mr. Robert Ma.thavious, Fi11ancial Secretary 
Mr. Otto O'Neal, Planning Unit 
Mr. EJfu'ainl Penn, Trade and Camaerce 
Mr. Bennett Smith, Chief F.ngineer, Public Works Department 
Mrs. Loma Smith, Permanent Secretary, Natural Resources and Labour 
Mrs. Ethlyn Smith, Permanent Secretary, Conmunica.tions, Works and 
Public UtilitiES 
Mr. Gery Penn, Water and Sewerage Department 
Mr. RudolJii Shulterbrandt, Department of Agriculture 

(See figure 1 for overall structt:re of government) 

'Ihe week-long interviews produced several important, and often 
contradictory results. The results can be sumnerized as follows: 

1. Consensus on the need to establish a com:p.ater-based information 
system that could help in instrunenti.ng the procm-ement function; 

2. Unfavorable response to the prospect of centralizing the 
procurement function in a single tmit, while losing their current 
control on their <>Ml purchasing activities; 

3. A."1 evident lack of guidelines and procedures which promot.-e clear 
articulation on the overall government p~t function; 

4. The need and desire of the government to make more efficient use of 
resources currently allocated to units for procuring their stated 
needs. 
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The dichotomy between a centralized unit versus a decentralized one 
became apparent. Hence, it was viewed pertinent at this point to pause and 
consider in some detail the basic options available. The options wilich were 
considered are: 

OPITOO 1. A Centralized Procurement Unit 

'n\is tmit will be in charge of buying all the goods that the goverrunent 
needii. All ot-.her !lovernmental 1:xxiies will send a procurement requirement 
specifying the type of goods to buy and the necessary information to 
expedite matters, such as: 

(a) supplier:; of the goods (potential); 

(b) b.dget compliance (funds approved for this); 

(c) justification of their use (if not e."Cpl:i..citly mentioned in budget); 

(d) time frame to accomplish the acquisition; 

(e) other. 

Advantages: 

(a) specialize people on the IAJX"Chasi.ng function; 

(b) centralized. information system which is much simpler to design and 
operate; 

(c) builds upon the government lxlyi.ng capability to generate interest 
in becani.ng a government supplier; 

(d) keep track of suppliers performance. 

Disadvantages: 

(a) will not be viewed favourably by other ministries/departments who 
currently do their own purchasi~; 

(b) could lead to a bureaucratic inertia which can retard the operation 
of other activities; 

(c) would require extremely good people (few but good) since they will 
have continuous pressure to perf onn; 

(d) the cost is greater due to need fer specialized facilities and 
persormel. 
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OPI'IOO 2. A Centralized Information and Coordination System -
Decentralized Procurement Function. 

A reduced staff is responsible to undertake the following procedure: 

( 1 ) review requests; 

(2) loading information into the computer system; 

\3) looking for potential bulk buying for pooling other requests; 

{ 4) obtaining price quotations from dealers; 

( 5) selecting dealer and makeing necessary arrangements; 

(6) informing interested parties, by sending the processed request 
to tmits; 

( 7) proceeding to close the deal • 

.Advantages: 
(a) centralized information system; 

(b) takes ad\'entage of volume buying when possible; 

(c) allows the decentralized tmits to continue performing their 
procurement ftmetion but with a direct control over it; 

(d) can provide help by buying units in terms of advising the 
names of "better" dealers, selection of canpeting items 
through computer-based techniques, etc. 

Disadvantages: 

(a) It still requires specialized personnc·l bu..:. not to the extent 
as in the centralized alteIT-tive; 

(b) In theory, the review process is simple enought, but in 
practice, it may be a bottleneck; 

(c) The information system is more complex since it has to be 
provided with additional support like alternative :-anking, 
monitoring procurement status, etc 
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OPITON 3. Decentralized Procurement Function 

Under this scheme there is a master data file which records all the 
processes that independent procurement tmits undertake. This is exclusively 
for information purposes. There is no direct control ove.r the transactions 
undertaken by each lUlit. 

F.ach \Bli.t in tum, has its own procurement information system, which 
helps them iil their procurement activities. F.ach system is designed and 
geared exclusively for their pirposes, thus the procurement system for the 
Ministry of Health, F.ducation and Welfare is different from the one operated 
by the Public Works Department. 

After a specified period of ti.me, each procurement unit will send a 
cor.solidated report to the central tmit (836) following a given format 'Which 
will be the same for all units. This may be transmitted via telephone to 
the S36 computer or brought in to be inputed directly into the system. 

Advantages: 

(a) Improves the decision making level of each lUlit; 

(b) Does not break with current decent.r&lization scheme; 

(c) Can be built upon to produce a canplete network of systems for 
the government; 

(d) There is availa!lle information at the central level, without 
interference with operational units. 

Disadvantages: 

(a) Requires more capital expenditure for equipaent and software 
developnent; 

( b) Is more complex, many thinas can go wrong ( l'h.U'phy, s Law) ; 

(c) Does not centralize buying power, hence the potential for 
focus negotiation is lost. 

Based on the views of the Government official present, option 2 "18S 

viewed more favourably, thus considered the orientation and main soal of the 
mission. 
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Review of existing procurement and contracting f lU'lCtions 

A :..:1..lllD8ly of the basic features of current procurement procedures 
follows: 

Planning Activity 

At present, an explicit and well defined procedure to determine: future 
procurement needs in accordance to a developnent plan or strategic planrJ.ng 
instnment does not exist. 

1he Government does not have a general inventory of property to keep 
track of what is available in terms of vehicles, machinery, office 
equipnent, land, buildings etc. In many a:Laes the Finance M.i...Piistry 
responsible for allocating the financial resources, does not have the 
infonnation to determine if the requested items are justified or not, or if 
there is already an overstock of some goods in other units. 

1he Procurement Information System will be able to furnish valuable 
information and be able to support the planning 3Ctivity in more than one 
way. Also it will provide critical information to the budgeting process 
which represents the basic planning instnment in small island economies. 

It is worth mentioning the BVI does not have a coherent and up-to-date 
bo.:!7 of laws to support and regulate the procurement contracting function. 
This has been one of the major reasons that made it difficult to review 
current procedures. (When there is no framework to work with, progress 
comes slowly. ) 

Request for Quotations 

In general there are no established procedures or guidelines to 1.llldertake 
a bidding process, neither public or closed. Although there is a Public 
Tenders Comnittee set up to deal with construction projects, their work is ad_ 
hoc and without a clear and written procedt•re. 

The Public Works Department, as well as other units, conduci:. an infonnal 
revi~1 process, which is initiated by soliciting pri~ quotations for 
specific items and materials. Through an internal decision mechanism usually 
via a departmental meeting the selected vendor is detennined. In each unit 
the procedure followed differs, and in some, the unit makes a direct 
assignment to a specific vendor. 

Existin,g Documents and Control Process 

Documentation pertaining to Bid Invitation, and Evaluation Procedures 
does not exist. The most conspicuous documents are purchase orders for local 
vendors and the Indent Forms, for Indenting Agencies in t.he UK (Appendix 1 
page 49-54 ) . 

A vote book is kept in every buc.igetiniz unit. This is a means by which a 
control is kept of all the purchases and use of allocated flmds. No periodic 
reporte are ~rnitted by the units, thus, there is no mechanism to evaluate 
what has been purchased and what i£ still pending. 
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Coamitment and Payment 

Since there are no set procedures, most tmits comply with the vendor's 
stated payment requirements. Inspite of having a fairly good treasury and 
accounting procedures, the Government does not obtain all the benefits of a 
volune pJrchaser. 

Material Reception and Inspection 

There are no criteria or fonnal process used to evaluate the compliance 
of the purchased good.;; and services to the stated requirements. In the case 
of vehicles or industrial machinery, the Department of Public Works acts as 
inspector of the itetns recei.ved and gives its reconmendat1on of acceptance or 
rejection. 

Since the determination of the iteins to buy is made by the tmit, it is 
not compulsory to · -equire the presence of the specialized personnel from 
Public Works. 

Monitor and Report 

In general there are no clear and well defined procedures on report:ng to 
the Financial Secretary the status of a ministry or department with respect 
to their procurement activities. This has been one of the major incentives 
for Ul'dertaking the current work and developing an information system capable 
of dealing with the current situation. 

In order to get a more precise idea of the procedures involYed under the 
current procurement condition~, a questionnaire was devised and administered 
to all government units with significant purchasing power (Appendix 2, page 
55-57). The Planning Unit will be in charge of analysing the questionnaire 
and generate reconmendations to incorporate in the procurement system. 

To review existing regional experience in the implementation and 
operation of a Central Procurement Unit a visit was made to the US Virgin 
Islands Property and Procurement Department. After extensive interviews 
with the Comnissioner, Mr. Lawrence J. Sibilly and th€. Director of 
Procurement and Supply, Mrs. Delma G. Hodge, the complexity involved. in 
implementing a Central Procurement Unit became obvious. 

Although the unit has been operating since 1969, with an adequate body 
of laws supporting the Central Procurement Function, they reported m.unerous 
problems and disfunctions in their overall operation. The most complex 
issue was perhaps the lack of compliance by many govermental bodies to the 
current laws and regulations, and the inability to coordinate the budgeting 
and procurement {'unction. 

Nothwithst..anding the procurement system of t:S Virgin Islands is a clear 
exs.mple of how a particular sy~tem - designed in the US - when implemented 
somewhere else does acquire the characteristics of the region and of the 
people operating it. One thing worth mentioning regardJng this case is the 
fact that all the procurement procedures are done manuaJ.lY. At }:-i.'esen;:. 
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they are requesting furds to computerise their operations. Mrs. Hodge 
expressed her interest to exchange experiences regarding the computer 
implementation of the procurement systems, both in the BVI and the USVI. 

3. FEASIBILITY OF USING A MIC."ROCCMEUI'ER 10 IMPLE1ENT THE PROCUREMENT SYSTEM 

In order to determine the feasibility of using a microcomputer to 
implement the procurement system, a preliminary design of the system was 
produced. 

The proposed systerii has the following basic elements: 

(a) A Relational Data Base of Vendors which will be used to search 
for potential vendors, and send bid invitations, as well as to keep 
a record of vendor's performance; 

(b) A Relational Data Base for Central Procureme::t Control 
containing the data related to :?JI'Chase items, per vendor, 
requesting unit, total cost, b.dget head and subhead, among 
others. n1is is the core of the MIS for Procurement Control; 

(c) An analytical multicriteria decision aid model to support the 
selection process for bids and projects. It plays a key role in 
the Evaluation Procedure set up for the Tendering Comnittee; 

(d) Word processing capabilities to expedite the generation of bid 
invitations and related material; 

( e) A user friendly interface directed to be appropriate to 
personnel not familiar with computers; 

(f) A security protocol that allows only the authorized personnel 
to use that portion of the system for which they are responsible. 

Figure 2 depicts the basic structure of the system, while figure 3 
contains a simplified flow diagram of its operation. 

A preliminary estimation on the memory and storage requirements needed 
to accoouoodate the above design, yields a total storage area of 15-20mb and 
main memory of no less than 512kb. 

For cost-effectiveness the system should operate on a computer that may 
allow two or three users with sufficient computing speed tc accommodate 
their concurrent use. 

Overall, it is feasible and highly desirable to install the system on a 
IBM-AT (or compatible) microcomputer, with a hard disk of 20mb, main memory 
of 1/2mb and two expaooion port slots to acco11111odate additional tenninals. 

'The advantages of installing and operating the system on a microcomputer 
are many, including: 
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Figure l. Plow diagr- of the Procar-nt Info~tion Syst-
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(a) ease of use; 

( b) ease of servicing; 

(c) security features and privacy of use; 

(d) great variety of application software available; 

(e) powerful developnent soft..are; 

( f) possibilities to connect other canputer in a local area 
network and share resources; 

(g) flexibility to grow, both in CPU and in storage area. 

It is also advisable to incluie a t.ape backup lmi.t to insure proper 
maintenance of critical information stored in the hard disk. 

1be Government is currently renting a IBM 36 computer on which the two 
data bases are being implemented. The microcomputer version could not be 
produced due to lack of a microcomputer. 

In our opinion, a highly attractive and cost-effective alternative to 
adopt in the computarization effort of the Government of the BVI, is to 
build a Local Area Network (LAN) using AT-type microcomputers. 

The benefits which can be gained from such a scheme can be significant, 
specially to a Government which is constantly looking for alternative ways 
to make an efficient use of the taxpayer's money. 

Ur.Ider this scheme, the procurement system can be viewed as the initial 
step, followed by others like the Financial Planning System (for bu:igeting 
and financiai. related), the Payroll System and the Treasury Control System. 

It is estimated that with three microcomputers, AT-type connected 
through a LAN, the basic needs of the following units could be fulfilled: 

(a) the Financial SecrP.tary 
(b) the Plarming Unit 
(c) the Chief Minister Office, and 
(d) the Training Division. 

As complementary hardware it is suggested to acquire the next items: 

(a) an external removable hard disk (Bernoulli Box) with lOmb; 
(b) a moderately fast dot printer (Toshiba 315P.S); 

(c) a laser printer for quality printing and typesetting (KISS, HP 
or Cannon are excellent); 

( d) a tape backup unit ( 20mb) ; 



- 17 -

(e) three no-break systems (to guard against voltage fluctuations, 
ard. blackouts) ; 

\ f) three ( low cost) terminals; 

( g) two modems. 

With the ab:>ve configuration an extremely powerful ccmputer capability 
can be achiPved, with the added convenience that if one tmi.t fails, the 
other will provide the required support while the other unit is serviced. 

'Ihe maintenance ard. service of microcomputers is extremely simple, in 
canparison with minicaop.rt.ers or main frames. Thus, the possibility of 
getting good maintenance service fran the meny dealers in the region is 
rather high. 'Ille esti.n&ted cost of the proposed configuration does not 
exceed US$ 30,CXX>. 
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4. PREPARATIOO OF NEW PIU:L'REMEN'f FUNCTIOOS 

As stated previously, the procurement prot.'eSS cur:rontlv operating in the 
Government of the BVI is quite fragmented. The few regul.at.ior...s in force 
date back to the 1940's and beyond (ThP. Store Rules, Procurement of 
Stationery and Gove~t Supplies, etc.). In general, the prevailing 
attituie ~ existing regulations is that they are obsolete and should 
have been aberdoned many years ago. Under this setti.nx, the formulation of 
a new procurement procedure was undertaken. 

It is important to point out that without a coherent body of laws behind 
these regulations, they could easily be dismissed as inconsequential. 
Hence, it has been our attittde since the inception of this project, that 
the most that can be done at this stage is to f oratlate a prel.iminary 
doctmelt which can be used to clarify the issues at hand and address them in 
a focused manner. 

Wi.th this in mind a draft of a Procurement Manual has been produced, 
based primarily on the procedures used in the neighboring W Virgin Islands. 

The appropriateness of the regulations to the BVI can only be 
ascertained throuah a detailed analysis of the current bodies of Law, and 
through their practical operation. 

In the section of recoamerdations the organization of a Procurement 
Review Camli.ttee is suggested, as well as the persons who should be involved.. 
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A system with the inherent canplexi ty of a ce11tral Procurement Ftmction 
requires a great deal of time spent on the design stages to insure the 
subsequent proper operation and best use of the system. Also great care has 
to be given to the implemertation - operation maintenance cycle to keep the 
system working in accordance with new demands and requirements. 

A Management System Plan basically ensures that all the actions are 
identified am put into a proper sequence in time, and within a coherent 
framework. 

The following a..;tivities have been identified as necessary and should be 
carried out as part. of a proposed Management System Plan. 

A. System Design 

1. Coriceptual Design 
Detailed Design 

2. Design of Verxiors Data Base 

2. 1 Input Formats 
2.2 Directories 
2.3 Keys of Data Base 
2.4 Reports 

3. Design of Central Procurement Control Data Base 

3. 1 Input Formats 
3.2 Directories 
3.3 Keys of Data Base 
3.4 Normalization 
3.5 Reports 

4. Security Protocol 

4.1 Accessing ~ules 
4.2 Encryption of Files 

5. Interface 

6. Multicriteria ~el 

6.1 Input Data 
6.2 Display of Results 

7. Inventory Control of Capital Assets DB 
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B. Implementation 

1. Vendors' Data Base 

1.1 Input Screens 
1.2 Reports 
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2. Central Procurement Control Data Base 

2. 1 Input Screens 
2.2 Reports 

3. Security Protocol 

3.1 System access 
3.2 Files accesR 

4. Multicriteria Model 

5. Interface 

5.1 Menus 
5. 2 On line help 
5.3 Backup 
5.4 Operating System Shell 

6. Word Processing 

6 .1 General Word Processing Functio!lS 
6.2 Formats of Pre-defined Documents 

(Bid Invitations, etc.) 

7. Inventory Control of Capital Assets 

c. Operation a.rd Maintenance 

1. Test of Data Base for Vendors 
2. Test of Data Base for Central Procurement Control 
3. Updating of Directories 
4. Updating of Interface (Menus, on line help) 
5. Manuals of System 

1. Implementati.on of Operati:ilg Unit for Central Procurement 
1.1 Organi"Z&tional stn.JCture 
1.2 Personnel Selection 
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2. Training 

2.1 Operation of Data Base 
2.2 Operation of Security Protocol 
2.3 Operation of ~ticriteria Model 
2.4 Word Processing 
2.5 Bid Preparation 
2.6 Contract negotiation 
2.7 Overall Procurement Procedure 

3. Options for Operating the System 

3.1 Evaluation of current operation 
3.2 Local Area Nebiork Concept 

4. Body of Laws and Regulations 

4 .1 Organization of a Procurement Coomi ttee 
4.2 Analysis of Existing Laws and Regulations 
4.3 Analysis of Procurement Manual 
4.4 Laws and Regulations Recoamended. 
4.5 Manual for Procurement 

At the conclusion of this mission, the following activities based on the 
above have been undertaken: 

Activity Progress level (%) Remark 

Al Conceptual Design 100 completed 
A2. Design of Vendors DB 80 needs directory 
A3 Design of Procurement 85 needs all direc.,tories 

A6 Multicriteria Model 100 completed 
A7 Design of Inventory 

Control DB 50 needs reports, and 
directories 

Bl Input Screen of 
Vendors DB 100 completed and operating 

B2 Input Screen of 
Procurement DB 100 .. 

B3 Reports for 
Procurement DB 80 in operation 

two reports 
B5 Menus 50 need to include model 

nnd security protocol 

D3 Local Area Network 75 needs detailed layout 
04 Procurement Manual Draft 100 needs to be evaluated 
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Outp.tts 

Basically the concrete outputs of the mission were: 

1. A Management System Plan (already in operation) 

2. Two Data Bases ready to be used 

3. A Procurement Manual 

4. A Design of a Procurement Information System to be implemented. 
on a Microcomp.1ter for ease of use. 

Table 1 and 2 contain the layout of the reports which the Procurement 
Control data base is able to generate. figures 4, 5 and 6 contain the 
screens to input information and query the system for specific information. 

Recoumendation 

According to the Progranme of activities shown in figure 8, a total of 
twenty-four weeks are required to put into operation a Central Procurement 
Coordinating Unit supported by a mic!'O conqx.iter-based information system. 
Out of the twenty-four weeks, an equivalent of four have already been 
undertaken in this mission, while the remainder twenty weeks should be the 
subject of a specific project. 

An estimated effort of ten-man-months are required to complete the 
computer system, write the operation manuals, and conduct a series of 
training courses in accordance with the outlined activities. 

The Government of BVI should make available for the sole use of the 
project a microcomputer IBM AT with a basic co;1figuration ( 512 h.b central 
and 20Mb storage) and a printer. 

There are several inmediate follow-up activities which are crucial to 
the continuation of this effort, and UNIDOs input is fundamental. 

They are: 

1. Modify and install in a micro computer the preliminary version 
of the system including the procurement control data base, the 
vendors data base, the multicriteria model and word processing 
capabilities. This is a one-man-month effort. 

2. Design and implement an Inventory Control System for the 
warehouse of unallocated items at the Department of Public 
Works. This System plays a key role on the overall procurement 
planning process. 

Another one-man-month effort is estimated. 
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Table 1. 

REPORTS FROM CENTRAL PROCUREMENT CONTROL D.B. 

PURCHASES REPORT 

PERIOD: TO 
-...---~- -~--~~ (month) (month) 

REQUESTING 

UNIT 

PUBLIC WORK 

WATER AND SEWER 

ITEMS 

BOUGHT 

FUEL 

CONSTRUCTION 
M.\TERIAL 

TRACTOR 

PIPES 

ELECT MAY 

BALANCE REPORT 

PERI ODs TO ----- -----

REQUESTING ITEMS 

UNIT BOUGHT 

PUBLIC WORKS FUEL 

CDNSTRUCl'ION 
MATERIAL 

(Date of Report) 

TOTAL STATUS 

VALUE OF PURCHASE 

10.~00.00 PAID 

25,000.00 ON REQUEST 

22,700.00 ON PORT/INSPECTION 

15,730.00 DELIVERED 

16,420.00 BID SELECTION 

(Date of Report) 

TOTAL BALANCE 

VALUE HEAD SUBHEAD AMOUNT 

10,000.00 E37 M&F 120,000.00 

25,000.00 E-- 65,000.00 

---------------------------------------------·-----·------
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Table 2. 

STATUS REPORT 

PERIOD: TO ------------ ~-------------

REQUESTING 

UNIT 

MINSITRY OF 

HE&W 

ITEMS 

HILK 

VACCINES 

DATE 

REQUESTED 

04-20-86 

05-15-86 

PAYMENT OF PURCHASED GOODS AND SERVICES 

PERIOD: TO -------- -------

(Date of Report) 

REQUIRED 

DATE 

05-25-86 

06-15-86 

STATUS 

OF PURCHASE 

DELIVERED 

ON REQUEST 

ORDER 

NO 

PAYMENT 

CHECK NO 

DATE 

ISSUED 

AMOUNT TO THE ORDER OF DATE 

COLLECTED 



VFNIXE'S DnmctmY 
Record type: 01 
VENDCE'S ID 

NAME 
ADDRESS (OFFICE) 
YR.\R m>TABLISHED 
TOI'AL EMPI.DYEES 
NO. POOD. FHP. 
NO. Cl.ER. FMP. 
NO. MANAG. EMP. 
SAi.ES 1984 
SALF.S 1985 
CAPITAL & ASSETS 
nn1AS BCOK? 
PAGE N1.M3ER 
VOlll1E 
HEADING 
SALES REP. 
REP. TEL. # 
PrdXJCT NO. 
DESCRIPl'ION/USE 
YRS. IN MARKET 
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Screen Inputs 

File namP.: DEALERS 
Last record type: 

Figure 5 

Screen inputs 

INVm.'lmY CON'IIDL D. B. Filename: CONTROL 
Record type: 01 Last record type: 
DEPI'. OR UNIT 

MINISTRY 
SERIAL NO. 
DF.sCRIPI'ION 
f'OOEL 
OO~lHTIOS 

DATE lN 
PHYS. LOCATION 
RF.SroNSIBLE 
VENDCE' S ID. 
~AC11JRER 
'IUl' AL ca>I' 
FSI'. LIFE/YF.ARS 
LAST INSPECTED 
DISCHARGE DATE 

Mode: ENTRY 
Auto-dup: OFF 

Mode: ENTRY 
Auto-dup: OFF 
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Figure 6 
Screen Inputs 

REgJEST FOO Pli"RCHASE ••••••••• File name: REQUEST 
Record type: 01 Last record type: 
~ING UNIT 

CEDER NO. 
RESroNSIBLE 
DATE 
METHOD OF PUR. 
DEADLINE 
BUDGET CX>DE 
ITEM NO. 
DESCRIPI'ION 
UNIT 
PRICE/UNIT 
QUANTITY CEDFERED 
AMJUNT 
SHIPPING/HANDLE 
.AMI'. OF PURCHASE 
DATE OF APmDVAL 
OON'IRACT/OFFICER 
VENDOR 1 S NAME 
VENDOR 1 S ADDRESS 
RECEIVED BY 
RECEPI'ION DATE 

INVOICE-VOUCHER 
Record type: 01 
~ING UNIT 

ORDER NUMBER 
TRRASURY NO. 
ITEM 
QUA.'J'I'ITY 
UNITS 
FREIGJIT 
PACKnIG COST 
INSU:~CE 

ARRIVAL DATE 
PORT OF E~ITRY 
CERTIFY OFFICER 
VENDOR'S NAME 
ADDFU~SS 

I:-\CCME TAX 
S<X.~IAL SECURITY 
PENALTIES 
arnER 
DATE 
RECEIVFl> BY 

Figure 7 
Screen Inputs 

File name: INVOICE 
Last record type: 

Mcxie: ENTRY 
Auto-dup: OFF 

Mode: Thl'RY 
Auto-dup: OFF 
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TDE (Weeks) 

ii 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 

CD«D'1'Ul\L IEIGN ...... 
mTAILD> !E;l~ .................... 

IMPUJ£NrATia. *********••************** 

CPERATl~/MINIDANCE ••••************************* 

C»f1'RAL nxtJReef1' lKT ***************************** 

TRAINI?G ****************** 

ffAIUWE 
***** 

PRXlJREMEN1' CIMil'rI'EE ******* ****** 

MMIJAI. fOR PR>ClJR9£Nl' ****** 

flgue i· Management System Progranwne 
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6. DRAFI' IIDIXJCEMENT MANUAL 

I. DEFINITIONS 

For the purpose of this manual and unless otherwise specified the 
following terms will be used in accordance with the meanings set forth 
herein: 

Procuring activity 

The organizational element of an executive agency which has the 
responsibility for the procurement of goods and non personal 
services inch.ding construction and property. 

Procurement 

The acquisition - and directly related matters - of goods, non 
personal services, (inclWing construction), and property by such 
means as purchasing, renting, leasing, contracting or bartering, 
but not by seizure, condemnation, donation or requisition. 

Negotiation 

The process of soliciting proposals and bids without formal and 
public advertising; the name of close bid is also used. 

Procurement Item 

Any goods, property, non personal service including construction, 
alteration, repair or installation, which is the object of 
procurement. 

Contracting Officer 

The Head of the Procurement Unit and or his duly authorized 
designee (including the Procurement Officers). 

Contract 

Establishing a legally binding agreement between the seller or 
vendor to furnish with goods, non personal services, and property 
and the buyer to pay therefore. It includes all types of 
commitments which obligates the Government to an expenditure of 
funds and which, except otherwise authorized, are in hTiting form. 

Contract Modification 

Any written alteration in the specifications, delivery point, rate 
of delivery, contract period, price, quantity, or other contract 
provision of an existing contract. It includes bilateral actions, 
such as supplemental agreements and amendments, and l.Ulilateral 
actions, such as change orders, notices of termination, and not.ice 
of the exercise of an option. 
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Equipnent 

This is defined to inch.de items which have the following 
characteristics: 

A. Long life and durability. In general a normal life or more than 
two years is CtJnsidered a long life; 

B. Permanent character. When the item can be used repeatedly over 
an e.xtelXied period of time wi t.hout DBterially changing its 
character or without appreciably impairing its condition; 

C. Unit cost. Generally, a unit cost above the twenty US dollars 
($20.00) will ,justify a classification of equipnent. There are, 
h~ver, sane items in which sane judgement must be exercised to 
determine if it is classified as equipnent or supply; 

D. Subject to control as a fbced asset. This should be done in 
accordance with the regulations and laws regulating Govemmer.t 
properties. 

Materials, Supplies and Parts 

They are defined as COlllllOd.ities which ordinarily have: 

a) a short life and durability. 
A short life means generally a nonnal life of less than two 
years - due to a one-time use t.mder circun.stances that will 
destroy the future usefulness of the item; regular replacement 
by reason of rapid wear and frequent tmavoidable loss; 

b) lost their characteristic identify in the process of use. 
(Temporary character or identify by reason of use or conversion 
due to the process of transformation. These items do not retain 
a permanent character. An example of this are building 
materials which loose their identify in use by becoming part of 
the s~ructure itself; 

c) only nominal value and are subject to local inventory control. 
Nominal value usually refers to small items purchased at \.Dlit 
cost of less than twenty US dollars ( $20. 00) and are readily 
replaceable for the same amounts. 

Tendering Conmi t i:ee 

Group of people responsible for tbe selection of bids and awarding 
contracts. The c011111ittee is made up of three persons from the 
requesting unit and the representative of the Procurement Unit. The 
representative of the Procurement Cnit would also act as Chairman of t.he 
Conmittee, and sign as Contracting Officer. 
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II. P9XURE1ENT GUIDELINES 

A. General 

1. Before t.aking procurement action, and li1 accorc:'..ance with these 
procedures, the Contracting Officer shall have canplied with the laws 
pertaining to the obtaining of supplies fran surplus stock which might 
be in the hards of other Governmental bodies. 'Ibis step should be 
cleared by the Financial Secretary. 

2. The items of equipnent and construction contained in the Budget 
presented. by the Chief Minister to the Legislature will, to the extent 
of funds actually appropriated., be considered the items interrled for 
purchase. No deviation or substitutions will be made \Blless and until 
the Ministry of Finance is requested. to reduce or delete items 
previously scheduled. and approved. for purchase. 

B. Competition 

All purchases and ~tracts and all sales of unusable or obsolete 
personal property, whether by formal advertising or by negotiation, 
shall be made on a com:peti ti ve basis to the maxiJnlln e.'Ctent practicable. 

c. Formal advertising 

Contracts for goods, services, and property, and the sale of 
usuable and cbsolete personal property (equipnent, etc.), shall be made 
by formal advertising in adherence to the provisions set forth elsewhere 
herein, in all cases in which the use of such a method is feasible and 
practicable under the existing conditions. 

D. Negotiation 

If the use of formal advertising is not feasible and practicable, 
the purchases and contracts of property and the sale of unusable and 
obselete personal property, may be negotiated. in accordance with the 
procedures set forth tlsewhere herein. 

E. Purchase Description 

1. Purchase descriptions used in competitive procurement shall nol 
specify a product having features which are peculiar to the product of 
one manufacturer, producer, or distributor, unless it has been 
detennined that those particular features are essential to the 
Government's requirements. 

2. In addition, purchase descriptions shall clearly and accurately 
describe the technical requirements or desired performance 
characteristics of U1e supplie8 or services to be procured, and, t."hen, 
appropriate, the testing procedures which would be used in determining 
whether such requirements are met. when necessary preservation, 
packaging, and packing requirements should be included. 
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3. Purchase descriptions may inclu::le or consist of references to 
specifications ard standards issued or adopted by technical societies, 
associations, or govenweits if such specifications ard standards are 
widely recognized, confirm to the requirements of the using Ministry, 
and are readily available. 

4. Purchase descriptions which contain references to one or more branc:I_ 
name prodtcts foll~ by the words "or equal" may be used only as 
hereinafter provided. Where a brand name or equal or equal purchase 
description is used, prospective contractors must be given the 
opportlmi.ty to offer products other than those specifically referenced 
by the brand name if such other products will meet the needs of the 
Gove:rnment in essentially the same manner as those referenced. 

5. Brand name or equal purchase descriptions should set forth those 
salient features which characterizes the product and if available 
provide information regarding: 

- model, meke or catalogue m.lllber for each brand name product 
referenced ard identify of the coamercial catalogue in which it 
appears. 

- name of 11BDufacturers, producer or distributor of each brand 
name product referenced. 

III POOCURFMENT PRCCESS 

1. Incorporate all identified needs into the appropriate lxldget head 
and sulilead ard sulmi t it for approval. Once approved the procedure is 
as follows. 

2. Fill in form CPOl-RP and send it to the Procurement Unit. If the 
amount or estimated amount is greater than US$40,000.00 then Public 
Bidding is necessary. If the amen.mt fluctuates between USS4,000.00 and 
US$40,000.00 a closed bidding must be undertaken. If the amolmt is less 
than USS4,000.00, but greater titan USSl,000.00 then, depending on the 
opinion of the Financial Secretary or the Procurement Unit, a closed bid 
can be undertaken; or an open market purchase can be authorized. For. 
amounts of less that US$1,000.00 and for local purchases, there is no 
need to initiate any tendering procedure. 

3. If the Procurement requires a public bidding, fill in the fonn 
CP02-PB and send it along with the CPOl-RP fonn. 

4. If the Procurement is subject to closed bidding fill for C'ro2-cB 
and send it alcng with CPOI-RP. 

5. If the purchase is local and within the rangt:; authorized for 
individual purchasing units, fill in completely the fonn CPOl-RP and 
send a copy to the Procurement Unit in order to register the purchase in 
the Central Information System (this also updates your account 
balance). Note that fonn CPOl-RP substitutes the local purchase order 
fonn. 
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6. when a Public or Closed Bidding process has been initiated, a Tendering 
Coaaittee will be set up - consisting of two technical people from the 
requesting unit and one fraa the Central Procurement Unit along with CfQl-PB 
or CB send the names of the persons which are going to l · .rticipe.te in the 
Tendering Coani.ttee. (Refer to section IV of this manual for further 
information regarding the overall procedure. 

7. liihen a negotiated process has been initiated be sure to incltde all the 
necessary information regarding the product characteristics in order t.o 
extract the most bounded price quotation from the potential vend.ors. 
Inclu:ie all the names and addresses of firms that YoU esti.Blate can supply 
the required. items, since this will facilitate matters while assuring the 
product that you need is at the most ~le price. The Central 
Procurement Office will incorporate the names of vendors that you are 
providing into a Data Base for future reference and use. 

8. ~ the CPU has received all the necessary information from the 
potential vendors, it will proceed to select one. The procedure will be 
aided by a mul t icri teria ranking technique t..'lat enables them to take into 
acco\D'lt all the different points of view in the selection pnx:ess. A formal 
notification of the selected vendor will be given to both parties that 
issued the form CRH-IV. 

9. At the notification of arrival of the p.irchased goods and when 
inspection procedure has been finalized proceed to notify cru that 
officially the goods has been accepted and then sign cro-IV in order to 
proceed with the payment as agreed. 

10. In relation to procurement of vehicl£S, machinery and industrial 
equipnent, the Department of Public Works will be an additional ?Dember of 
the Tendering Coamittee. The) will then be responsibile for the inspection 
of the purchased goods to certify that it conforms with the requested 
specification-; and it is operating properly. 
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IV T&IDERING <E BIDDING 

'lbe urdedying pirpose for requiring competitive bidding is tc promote 
and encourage competition and to guard against favouritism, improvidence, 
extravagance, frau:i and corruption. Furthermore, it is important to secure 
the best work or product possible at a cost advant&geous to the Government. 
(The quality offered, delivery teras and service reputation are also to be 
t.aken into BCCO\.nt. ) 

Callpetitive bidding is for the benefit of the taxpayers and not for the 
benefit or enricliment of bidders. Therefore, t.'ie procedures described here 
are directed towards this goal. 

1. Preparation of Invitation for Bids 

Invitation for bids shall contain the applicable information 
required for a particular procurement, and specifically must contain: 

(a) Invitation m.mber; 
(b) Name and address of issuing activity; 
( c) Date of issuance; 
(d) Description of supplies or services to be furnished. in 

sufficient detail to permit full and free competition; 
(e) 'lbe deadline for receiving bids; 
(f) Permission, if any, to subni.t telegnqilic bids; 
(g) Bid guarantee, performance add payment bond requirements, if 

any; 
(h) Any authorized. special provisions relating to the project, 

goods or services; 
( i) Any additional contract provisions or corrli tions required by 

law and or regulation issued thereunder. 

2. For supply and services c::mtracts (excluding constnJCtion), thf> 
bids shall contain, in addition to the information required by t.'ie 
foregoing if applicable, the following: 

(a) DiscO\.mt provisions; 
(b) The quantity of supplies or services to be furnished under 

each item; 
(c) Any requirement for prior testing aid qualification of a 

product when tile item to be purchased is on a qualified 
products list; 

(d) Place aid method of delivery; 
(e) Preservation, packaging, if any; 
(f) Place, method and conditions of inspection; 
(g) If no award will be made for less than full quantities 

advertised, a statement to that effect; 
(h) If award is to be made by specified. groups of items or in the 

aggregate, a statement to that effect; 
(i) Any applicable requirements for samplP.s or descriptive 

literature. 
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3. Bidding Time 

Consistent with the needs of the Government for obtaining the 
supplies or services. all invitations for bids shall allow sufficient 
bidding time to permit prospective bidders to prepare and to subai.t 
their bids. (Undue limitation of bidding t.ime tends to restrict 
competition.) As a general rule bidding time shall not be less than 
fifteen (15} calendar days when procuring standard ~rcial articles 
and services obtainable and available within the territory of the BVI 
and its adjacent territories (USVI, Puerto Rico, etc.). 

4. Telegraphic Bids 

As a general rule, telegraphic bids will not be authorized. 
However, with the approval of the contrac~ing officer telegraphic bids 
may be authorized. When 3uch bids are authorized the invitation for 
bids shall require the bickler to inch.de in the telegraphic bid, 
specific reference to the invitation, the items quantities, unit prices, 
the time and place of delivery and a statement that the bidder agrees to 
all tlie tel'llLS, conditions and provisions of the invitation. 

5. Place and Method of Deli very 

Invitations for bids solicitatir.g f.o.b. destination shall state 
that the bids will be evaluated on the basis of bid price plus 
transportation cost to the Government from point or origin to designated 
destination. 

Invitations for bids solicitating f .o.b. destination shall inch.de 
as much of the following infonnation pertinent to the particular 
procurement as possible and shall require bidders to furnish the 
Government the following iriformation as appropriated: 

(a) Method of shipnent, such as water or air or mail; 
(b) Guaranteed shipping weight; and 
(c) Packing, crating and other infonnation. 

6. Amendment of Invitations for Bids 

If after issuance of the invitations for bids but before the time 
set for opening bids, it becomes necessary to make changes in 
quantities, specifications, delivery schedules, opening elates, etc. or 
to correct an ambiguous or detective invitation, such changes shall be 
accomplished by issuance of an amendment to the invitation for bids. 
(This amendment shall be sent to those parties that subnitt.ed invitation 
for bids.) 

All amendments shall: 

(a) Serially be numbered, using a separate series of numbers for 
each invitation for bids concerned; 

(b) Iaclude the number of the invitatinn for bid concerned; 
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(c) Ciearly state the chan&es made in the invitat.ion for bids and 
the extension, if any, on the opening day; 

(d) Inch.:de instructions to bidders for aclmowledging receipt of 
the a.:ndment and inf onnation conceniing the effect of failure 
to acknowledge or return the maendment. 

7. Subnission of Rids 

To be considered for award a bid DJSt comply with all of the 
requirements set forth in the invitation for bids. This compliance 
guarantees that all the bidders will subnit uniform bids as to 
methodology, terms of references for contracts and subnission time. 

Bids shall be subai.tted in order to be received in the office of 
Central Procurement not later , . .han the time set for opening of bids. 
Where telegraphic bids are authorized, they should arrive via telex at 
the specified time and shall be included with the rest of the bids to be 
read. 

Late hand-carried bids, or any other late bid not subnitted by mail 
or telegram, shall not be considered for award. 

8. Modification or Withdrawal of Bids 

Bids may be modified or withdrawn by written or telegraphic notice 
which should be received in the office of the Contracting Officer not 
later than the time set for opening the bids. A bid may also be 
withdrawn by a bidder or his authorized representative p!'Ovided his 
identity is made Jolohn and he signs a receipt for the bid. This is 
possible only if the withdrawal is prior to the time set for opening the 
bid. 

9. Opening of Bids 

All bids (including modifications) received prior to the time set 
for opening shall be kept unopen, except as stated below: 

(a) The unidentified bids may be opened solely for the purpose of 
an identification and then only by an authorized official; 

( b) All bids received prior to the time set for opening shall be 
publicly opened and, when practical, read aloud to the persons 
present. It shall also be recorded; 

(c) The examination of bids by interested persons shall be 
pennitted if it does not interfere with the conduct of 
Government business. Examination should be conducted under 
the inmediate supervision of a Government official and under 
conditions that precludes the possibility of addition, 
deletion or alt~ration in the bids. 
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10 Recording of bids 

The invitation m.mber, bid opening date, general description of the 
procurement item, ~s of bidders, price bid, and ar.y other information 
required for the bid evaluation, shall be entered in a reco:ni which 
shall be available for public inspection. When the items are too 
m..-erous to ~rant recording, one entry shall be made with the 
invitation m.nber, opening date, general description of procurement 
itens, and the bid's price. 

11. Rejection of Bids 

Invitations for bids DBY be cancelled. after opening but prior to aw.mi, 
for the following reasons: 

(a) Inadequate, ambiguous or otherwise deficient specification; 

(b) The supplies or services are no longer required; 

(c) The bids received irrlicat.1? that the needs of the Government 
ca."'1 be satisfied. by e. less expensive article differing from 
that one which the bids were originally invited; 

(d) All bids received. which are at unreasonable price and exceed 
the funds available; 

(e) The bids received. did not provide adequate competition to 
insure reasonable prices; 

( f) Bids which were net independently arrived. at in open 
competition. Ordinarily a bid shall be rejected where the 
bidder imposes conditions which would modify requirements of 
the invitation for bids, among which the following are worth 
mentioning: 

(ii Attempts to protect himself against future changes in 
condition.CJ, such as increased. cost; 

(ii) Fails to state a price and, in lieu thereof, states that 
"price shall be price at time of delivery"; 

(iii) Conditions or qualifies his bid by stipulating that bid 
is to be considered only if, prior to date of award, 
bidder receives (or <ioes not receive) award under a 
separate procurement; 

(ivj Limits rights of Government under any contract clause; 

C v) wbere a bid guarantee is required and a bidder fails to 
furnish it in accordance with the requirements of the 
invitation for bids. 

When it is determined to reject all bids, the contracting officer 
shall notify each bidder that all bids have beP.n rejected, stating the 
reason for such action. 
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12. Mistakes in Bids 

After the opening of bids th~ contracting officer shall examine all 
bids for mistakes. In cases of apparent mistakes, and when the bidder 
alleges a mistake and if called upon to clarify it, the matter shall be 
processed in accordance with the following provision. 

Any clerical mistake, apparent on the face of a bid, may be 
corrected by the contracting officer prior to award, if the officer has 
first obtained from the bidder verification of the bid actually 
inten:led. Examples of such apparent mistakes are: misplacement of 
decimal point, obvious reversal of the price f .o.b destination and the 
price f .o.b. origin, obvious mistake in designation of unit, etc. 

13 • A""18.rds 

Unless all bids are rejected, 8Jol8I"d shall be made by the 
contracting officer by written nctice, within the time ~f acceptance, to 
that responsible bidder whose bici., confinning to the invitation for 
bids, will be most advantageous to the Government, taking into 
consideration the price and all other factors. Th.e specific procedure 
to follow to evaluate and proceed to grant an award is detailed in 
Section V of this document. 

Th.e factors set forth in the following paragraphs, among others, 
may be for consideration in evaluating bids for 8Jol8I"ds: 

(a) Th.e foreseeable costs or delays resulting from diff erenees in 
inspection, location of supplies, transportation, insurance, 
and so forth; 

(b) Th.e advantages or disadvantages to the Government that might. 
result from making more than one award; 

( c) Th.e reputation of the firms subni tting the bids, quality of 
the product or service being offered, timeliness of delivery, 
warranty conditions and years of experience providing the 
service or producing tile gocds. 

U. Protest Against Ai-iard 

'nie Contracting Officer shall consider all protest or objections to 
the a~ard of a contract, whether subnitted before or after the a~ard. 
If the protest is oral and the matter cannot otherwise be resolved, 
written confinnation of the protest shall be requested. The protestor 
shall be notified in writing of the final decision on the '•Ti tlen 
protest. 
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15. Use of Negotiation or Closed Bidding 

Whenever property or services are to be procured by negotiation, 
proposals shall be solicited fraa the maximl.m nunber of qualified 
sources, consistent with the nature of the requirements for the supplies 
or services to be procured. 

Proposals shall be supported by statements and analysis of 
estimated costs or other evidence of reasonable prices. During the 
course of negotiation, due attention shall be given to the following and 
other appropriate factors: 

(a) Comparison of prices quoted with other prices for the same or 
similar property or services; 

(b) Comparison of the business reputation, capecity and 
responsibility of the respective persons or firms who subnit 
proposals with other firms; 

(c) Consideration of the quality of the property or services 
offered, inch.ding the same or similar property or services 
previously furnished, with regard to conformance with 
specification requirements; 

(d) Consideration of delivery requirements; 

(e) Other performance criteria that may promote the identification 
of the proposal most favourable to the Government. 

V. SELECTICN PHO:'EDURE FOR BIDS 

The Tendering Coamittee shall be the body responsible for evaluating and 
selecting the bid which is considered most advantageous to the Government. 
This bid will be awarded the contract. 

The representative from the Central Procurement Unit "'ill act as 
Chairman of the Comnittee and I,is signature will be required on all official 
dOC1.1Dents. It is the reponsibility of the Chairman to be sure that all the 
bidding process has been followed in accordance to the aforementioned 
procedures. 

As much as possible the Comnittee shall adhere to the following steps in 
the evaluation process. 

1. Explicit indentification of a set of evaluation case at hand. 
Among others, the evaluated criteria shall include: 

(a) Total cost; including freight, transportation, etc. and 
excluding discounts offered; 

(b) Delivery time: measured ir. days including Sundays and holidays; 
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(c} Quality of Prodtct or Service; measured in an ordinal scale; 

(d} Rep.lt.ation of Vendor; measured. in an ordinal scale. 

2. Assignment of a weight of importance to each of the evaluation 
criteria defined above. The weights should be assessed from all the 
members of the Coaai.ttee using a naninal medean measured to avoid 
extreme positions. It is reccmnerd.ed to use a scale from 0 to 10 as 
follows: 

RANGE 

0-3 
4-5 
6-7 
8-9 
10 

DESCRIPI'ION 

Very low i.mportnnce 
Low importance 
Moderate impo~ 
Important 
Very important 

3. Evaluation of all bids using the evaluation criteria previously 
identified. Form cro3-.'fi'X, should be completed once all the information 
has been collected, discussed and agreed upon. The Chainoan of the 
Conmittee should initial the form and include at the space provided. the 
names of all the members of the Callnittee. 

4. In order to insure strict objectivity and provide support to the 
Selection Process, an analytical technique should be employed in the 
final selection of the bids. A specific tool has been designed to meet 
this need al it is available for use to all Tendering C0111nittees. The 
aforementioned technique has been implemented on a microcomputer and 
accepts as input the dat.a cont.ained ir. form cro3-Ml'X. 

5. As an additional guideline in using ·.:he technique it is suggested 
that a parametric nm be selected (option 5 in Main Menu) and the value 
of p is varied from 1. 0 to • 4 holding q constant at • 2. If there is r..n 
alternative which dominated the rest it will show up as the "selected'' 
alternatives will drop from the selected set until no further reductio'l 
is possible. In this case and if the number of alternatives are still 
large, the value of q should be increased to 13 and p varied from .9 
1.D'ltil .4. If the set is still greater than two, then it is necessary to 
readjust the weights of the evaluation criteria to descriminate better 
between the remainding alternatives. If on the other hand two 
alternatives have been left as selected, the Committee should proceee. to 
vote or select their most preferred alternative. wben one is left, t.hen 
this is the ''best" choice according to the overall evaluation performed 
by th~ model. ~ote that the larger the p value is and the lm.:er the q 
value is, then if there is one alternative selected the better it is. 

6. Once a choice has been made the Convnittee proceeds to notify the 
successful bidder through an official letter (issued by the Central 
Pr0Curement C'nit and signed by the Contractin.1 Officer) and advise the 
requesting unit on the outcome of the process. Form crol-IV should be 
issued and employed. both as an invoice and as a voucher. 
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VI • FC!M3 lJSED IN THE mx:uREMEll.'T I'R(X;F.SS 

IN5i'Rl:CTIONS 

(1) Please consult your catalogue of codes contained in the Procurement 
Manual and identify the code for the item being requested. If there is 
not provision for a particular item please indicate NA in the respective 
col\Dll. 

(2) Make sure you are familiar with the guidelines issued for produce 
description and contained in your Procurement Manual 

(3) Consult your Procurement Manual as to the method of purchase better 
suited to your needs. 

(4) Specify the date in which you require the item, please make adequate 
provision to account for tmforeseen delays. 

(5) This is a tmique number which will be used to trace your request 
throughout the Procurement Process, the Procurement Unit will issue a 
nunber and return a copy to the requesting Unit. 

(6) This is the date on which you filed your request. 

(7) The Contracting Officer is the person responsible ior assigning 
contracts under the guidelines described in the Procurement Manual. 

(8) The person who signs as receiving is accepting full !'eponsibility for 
the compliance with specificetions of the requested items. 



~INi t.MT 
(MINIS'l'Rf • C£Pl' • El'C) 

RESPOt6IBLE 
( Nltl£ AK> TITLE) 

JEJH:O OF PUROIA.5E 

( l'llll.IC BID 

( ) cu:m; BID 

( ) Cl'EN MARCEi' 

( 011iER ( SPEcrFY J 

lTfM CESCRIPl'Ia. 
N). 

»DJNrOF ~ 

<IM'RAC1'lflG OFFICER 
(NINE AN> SIGNI'ruRE) 
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ll:QDr RlR PllOIASE 

CRIER N> ----

Dt\TE -------
BUOOE'f 0X£ 

HEAD 
---------~ 

tmT 
lMT tuWrrrr NOM SHIPPIN; 'lOl'AL 

PRICE CRERED $ 

ORDER N) 

IY\'l'E OF 
APPRJVAL 

IY\TE OF . 

tWl>Llt«; (D;'1' 

RECEPI'ION ----------

R>R liBfllJCl'ICJN) SEE REVERSE SHE 

I 
I 
I 
' 

I 

! 

I 

I 
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CP02-CB 

~.NVITATION FOR A OUiED BID 

INVITATION NJ ( 

Pursuant to the pmcedures estllbllshed by the Goven1ucnt of the British 
Virgin Islams regarding the procuranent of goods am seJ:Vi.ces ( incluling 
constnction projects) you are invited to participate in this Closed Bidding 
event for the goods or sexvices described below: 

Please return your Bid within the next days after receiving 
this invitation. Hake explicit reference to the Invitation Nurber othend.se 
your Bid will not be considered valid. A carplete description of the basis 
1.p00 which your Bid will be juiged is contained in the atta::hed docunent. 

SIQ£0 



INIVl'ATI~ K> ( 
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GOVERNMENT OF THE BRITISH VIRGIN ISi.ANDS 
CENTRAL PROCUREMENT UNIT 

INVITATIOO FUR PlBLIC BID 

CPOl-RP 

M""o-Y 

Pursuant to the procedures established by the Govemmnt of the British 
Virgin islans pertaining to the_J>rocuranent of 9JOds am services ( inclu:ling 
oonstru:::tion) cmld sales of mtsable personal property. You are invited 
to participate in the Pmlic llidding for the project. goods or services 
described belows 

l&CRIPl'ION1 

All Bids sh:>uld be sealed and will be kept urppen and secured in 
locked bid box or other locked receptacle. The d~alline for receiving 
Bids iss 

~~~~-~~~~~--

Pleme note that telegrl!phic Bids are----- accq>ted. 

Pleme rem carefully the attached •Guidelines for Bidders on Governnent 
Projects, Goods or Services•. 



RtXJESTIN:i lMT 

l'l'!M1 

GJANl'I'l'Y I 

<mT 

FREIGfl'1 

PACJCitG1 

DSURN«Ea 

'l0l'AL1 

ARRIVAL Da\TE1 

POR1' OF ENl'R'l 1 

NN£1 

Aa>RESS1 

IElJCl'ION1 

Incane Tac 

Social Security 

Penal.ti• 

Other 

-
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ItMllCE - \OJOIER 

ORIER NJ 

~URY NJ 

IE>CRIPl'ION OF PURQl.'\SE 

WITS: 

CERl'IFYIN:i OFFI(ER 

I artify ttet: t!E ih:M! iten hiB tan 
.tmeiwi ad iup:ct:al ID Wli.fy it 
caifi *116 ID !pl"ific :.al kn;. 

VENX>RS 

'JOl'AL tEI' PAYl£NI' 

$ 

Received By 

il'TE: 



RQ.ESl'D«i lMT 

OAIER r«> 

-
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lfM>ICE - '\O.JO£R. 

l"l'fM OJAfffITY 

fOftt CNl-lV 

"ro'l'AL VALlE 
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VDO:>R' S DIRECl'ORY 

YEAR IN WIIOf Flat WM ETABLISHED ---
N.HiER OF m>IDUESa TOrAL ----

PRUJCrlc:»I Cl.ERICAL ---- -----

19841 19851 -------- --------
CAPI'IU. AK> ~ (IN u; ta.LARS) --------------

JUE 1tXJ LISTED IN 'l1tE ~ BXIC1 IF YES PLF.ASE GIVE '11£ Pltm N.HIER AK> ~ 
ItG tHER WIIOf YOO APPF.AR. 

PAGE N>. VOLl.t£ f£ADINi --- --- -------

KUN PRDJCl'S /SERVICD (If '°1 have a catalog please attach it tD this auestionaire) 

PRDJCT IECR!Pl'ION NI> t.EE YF.ARS IN THE 
N) ( CM'AlOO) MARl<E'l' 
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IlNITATION 10 VENX>RS 

The Government of the British Virgin Islands 

is compiling a Directory of Potential Vendors 

of goods and services that the Government usually 

requires. 

If you are interested in being part of 

this Directorf which will be used to send specific 

Bid notices and price quotations. please fill 

the attached form. 

Robert Hathavious 
Financial Secretary 
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VENX>RS EVALUATIOO FC>W.t\T 

VfMJJR 

EVALUATICM CRITERI~ l 2 3 4 5 6 

a) 'lOl'AL PRICE(S) 

b) t£LIVERr TD£ (MYS) 

c) gp£RUXE ( YF.ARS) 

d) REPUJ'ATI~ 

e) o,N.I'lY OF PR:OD" 

f, 'lMRRM1Y CXR>ITiat; 

g) 

h) 

i) 

j) 

k) 

SCAU'.Ss REPUl'ATia• 

~ CUALIFICATiaf t£ANINi 

( 10) HIGH Recognized in the field 
( 7) A<XEPl'ABLE - Standaro Work 
( 4 ) lft<10fN ?lb Info.nnation available 
( 0) IXl.BmJL = Negative report 

o.w.I'1'Y OF PRnJCl' WAPJWll'Y OF CDN>ITI<Hi 

(10) EXCELLENI' ( 10) flJLL WARRANIY 

( 8) QX)[) > l year 

( 6) A\IE'.IW:;F. ( 8) flJLL WARRANI'Y 
(.1 year 

( 2) BAD 6) PARI'IAL WARRAffrY. 
)1 ye.ar 

( 4) PARI'IAL WARRAHI'Y 
<1 year 

( 0) K> WARRANl'Y 
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7. APPENDICES 

APPENDIX 1. FOR.'IS CURRENTLY IN USE 

BRITISH VIRGIN ISLANDS 

INDENT ON THE CROWN AGENTS 

IDdcal No0
---- Dale-------·-------

Depataat [al .. ,,,__ __________________________ _ 

Matcriak---- ----------Crown· ApalS Group Number------ - ---­

Estimltrd Cost L.------- ---...(adRdiq pldia& and freiabt). 

Confirmation (If tbis iDdcDt or uy item coaforms a previous icuu or IClepam stale dclails). 

ADD~ FOR PACKAGES 

POSTAL SHIPPING 
(AbbfcvialCd Mark) 

RaidT-. 

Head .... 

Sub-bead 

Date 

Sianature 

Daipation 

Tonala. RDMTowe. 
lrililb Yqia lslaDds. Tooola. 

Wm IDdics. 

Specia.l lastructions 

Space for local use only 

Authorization 

Of proper ofticcr authorlzina tbe crown agents co execute this indear 

Date . 

= Inf .. Olittr 
Awa •.• Gener. 

<:.. Aadilor 



ladaatNo"------

ltaD 
No. 

.Yo <"Orrapoad with No. wl 
date at bead oC 6nt .-C. 

Indent to be 
owfimcl to 
arlicla in 
aaepoap. 

Quantity 

I 
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BRITISH VIRGIN ISLANDS. .. . 
• 

C.A. CillOUP No. __ _ 

&im•ted cost adudina 

DacriptioD of arliclcs 
l*tiDS. deliwly, etc. 

Rcmarts 
ltatc 

Toeal 

£ , 

....__ 

Total 

The iadcnt should be prcpercd in conformity with tbe Crown Apau• .. Nota on Cbe prcparatioa o( icdcnts". The list of 
articla should be wriuca on oac side o( tbe pepcr only. SpeciicalM>ns or aplall&cory notes which cannot be put in tb~ 
;-,1arJin should be written on separate sheets and referred to in tbe indcnL 



To 

Dmrlin 
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Government of the British Virgin Islands 

Official Order 

a-tlol 

"-- mpply Ill,_ lo.- apclll pricm :M pdl ...._.Wow lor..tii.&~ ,_..... dn& (a)..,._.. 
mas.cl COil a Dal__.., amedm u11(b)111me ii llO dou&lt • 1o w1111& ii ...... -if.._ ii.,._~­
a.a N1mber. r.t N...- Del DwaE;tiua co 1ie--.oa 111 mmc.111r.om.._._1o -~ ---­
aD pacbflL All pdl •a ·r 1 ~ - lo be lbippacl wia loobr Liw, U,.....t ·TadGIL Al IDOdl "pwd 
~ mr lo be farwmdad wia Bli&illa a-,. lo ADlipa for oa caaiap ~.Air 8Vloa .._..AD lo llalf lllalllL 
Mecbod ol pa,._:t .... be GD !IP& Dlilft • llws lludaJI 11mk liNo ti II Ltd.. lload T-. T ...... 8. V.L 

kiwaW' vu-/ VOCHd---llea--·- ~'hml-----....sAO 
Subjacl For Deliwwy ~ 

.._ PutN-a- DwaipCioD Qmlllil~ 

I 

I 
ChicfEncJneer 

-
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REQUISITION ORDER 

No. 42829 Date: May 28, 1986 

To PUBLIC WORKS DEPT. 

From· LI'lTLE DRIVE BAY . 

. 400 Gals. of Diesel at $1.98 $ 760. 50 

Took 100 Gals. 

Bal. 300 " 5/29 

$ 760. 50 

REMARKS 

Signature 
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LOCAL PURCHASE ORDER 

Date • •••.••.•••••••.••••..•.•.•..•.•.••.•..•.• 
42829 

No ••• •••.•••••••• 

Department •••••••••••••••••••• 

To: Little Drive Bay 

Please supply the undermentioned articles and charge to: 

Head •••• ~:~~ ••••••••••. Subhead ....................... . 

Description Quantity 
Requested 

Diesel 400 Gals. 

I 
Signature 

Requested by_~~--~--------~ 

Received by ____ ------------

Accepted on charge ____________ _ 

Paid immediately by __ ~·--------­
Filled with stores by 

--------~--~ 

Quantity Value Stores 
Supplied $t Folio No. 

Designation 



TERRITORY Of THE URITISH VIRGIN ISLANL>S 

Date 

ACCOU~TNO.~--~~------­

ESTIMATE HEAD~~------------­
SUBHEAD(S)----------~-----

DR. TO:~----~·--------~ 

Detailed descriplion of allowancea. aervicea or article Rate 

To&al 

TREASURY VOUCHER NO·--------­

DEPARTMENT VOUCHIRNO.---·----

Ded11ctlon1 
Income TH ornc. -~clal Security Bovd Total Net Payment 

Name: NUl.e1 DeducUon1 U.S. 
Income Tu Sodlll Security No: 

$ c • c •. '. ' 

I certify thal the above account is correct, wu incurred under the authority quoted, that 
the (nte) (price) charJ.ed (i1) (are) accordin1 to (reaulaUon) (contract) l1 fair and reuonable 
and tha\ fUr.d1 are available under lhe Head1 and 9ul>head1 quoted. 

---
TiUe Accountinl(/ Authorited Otncer 

VOUCHER 
PrepuedBy: _______________ _ 

Checked By: -------------­
Vote Book Entered By:-----------
Authority: _______ -------

PAYMENT BY CASH 
Received By: ______________ _ 

Date: 

Cuhier/W\tnesa: --------------

lt.YPr.rtnrrURR Al.l.l\r.A.Tl<~N 

CODE I I S c 

ToUI 

I 

~ 
I 



• 
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APPENDIX 2. 

DP.TE•~----------------------~ 

MIN(STll!I' 
(~bi&~ /lqsr:r)• _________________________ __ 

Flllalbf• _________________ __ 

A. lbw-. pm:iple _. irwalwd. dinctly or indirectly in the psd1ming 
of ltmm l9lat8I ID JOUr' ..... 1 

lb •. _________ _ 

fb 0 
c. If therw !a n>t a pe._.••l et.if invnlvm in thr. procur-.t of gaade, 

.._t pcqiort1cn of their U.. they dedicate to tld• fi.n:tion1 ___ , 
2. PRXmR 

Pl ... ~te the -t a.m11 buJ1ng pmcs.lure that i• followd by JO'&° 
ud.t. 

I 

D· 
0 
D 
0 
D 

0 
0 

-----

Dlnct local ntlllhr 

lh>le sale with Joca1 dmler11 

... t.U. with •temal deftlcr.t Coutiddc RVl) 

111c>i.-ie with •temal delltcn 

Price 90tationa ..S nvi- by inten1t1l 
cxnatt• 
'i"mllmr bid9 11111 rwi• ccnmlttee 

othmr(91plaln) __ ~~~~~~~~ 
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--------
IftM ( Dlllcription J tb OF Vl\1.lE OF 111-H 

'l'Ol'AL VAUE 
1'1'96 I mitiuy pde<!I .. 

-

RMI 



- S1 -
'· CDftlD. 

A. lb JU'I ~ tnck of tm i.wal of U-tory -lf a1Y- of the it­

llouFt7 

Y• Q tb 0 
•• If ,.., pi-. lllPlU pmc:u1utw. 

C. An JU'I Ible to give tm OKnnt tnventory level fn~ ttw it- thllt you 

~on •tDclO If 80 pl ... UM foDI 1 to do it indicating that it la 

c:mnnt •tadt· 
Y• D tb D 
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APPEIDIX 3 

1. Financial Instructions for the territory of the BVI. 

2. Purchasina Manual of Procedure, Department of Property and 
Procm-ement Virain Islands. 

3. Personal Coamunication with Mrs. Lucia Lettsome, Senior Accountant 
- Financial Secretary's Office, "Procedure and Regulation for 
Public Tender in the BVI ... 

4. Store Rules, ReiPJ,lations for the Territories of the British Crown. 

5. "Essential Elements of International Tendering", by Gosta 
Westring-WOrld Bank, International Trade. Fona October/Decellber 
1985. 

• 




