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Section I – Issues identified by the Internal Auditor 

 
 

Recommendation 1  

 

“A special audit should be undertaken by the Auditor General into the operations, activities 

and procurement processes used by the Company no later than January 30, 2019.” 

 

 The Auditor General is to provide the necessary Report. 

 

 

Recommendation 2 

 

“The Committee adopts and endorses the internal auditor recommendations that YTEPP should-  

 

(i) Re-evaluate the company’s space requirements in light of anticipated changes in 

operations 

 

YTEPP occupied Administrative and Warehouse Space at #14 Label Boulevard, New 

Trincity Industrial Estate, Trincity, since 2008 at an initial rental fee of Ninety Thousand Dollars 

($90,000) per month.  In 2016, based on reduced funding, the organization relocated the 

Administrative offices (located on the top floor) to the YTEPP’s Maloney Vocational Centre, 
resulting in a reduction of the rental fee to Thirty Five Thousand Dollars ($35,000) per month for 

the Trincity facility which then housed only the warehouse. The management subsequently 

revisited the existing warehouse lease agreement and renegotiated the price downwards to $27,000 

per month for the entire facility with effect from January 29, 2017. Subsequently, the 

Administrative Offices were relocated back to Trincity from the Maloney facility with effect from 

October 2018. 

 

 

(ii) Reconcile the fixed asset register with recorded fixed assets to verify existence and needed 

adjustment 

 

YTEPP maintains a fixed assets register which is currently being upgraded from an EXCEL 

spreadsheet to an Access database utilizing Office 365 with the specifications outlined in the Fixed 

Asset Management System attached at Appendix 1.  YTEPP has commenced a fixed asset physical 

verification exercise which would form the basis for any adjustments in the reconciliation exercise.  

This verification exercise is scheduled to be completed by June 30, 2019. 

 

 

(iii) Develop and implement procedures for tagging/labelling assets  

 

YTEPP is in the process of transitioning from a manual system for tagging and labelling 

assets to a computerized barcoding system utilizing Office 365 (details provided in Appendix 1). 

The bar codes will store critical asset information such as acquisition costs, location and age, all of 

which may be accessed using a bar code reader, thus making the system more efficient. This 

transition will be completed by August 31, 2019. 
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(iv) Develop a company policy on approval limits to be revised to clarify how approval limits 

apply to contracts 

 

YTEPP has advised that its policy regarding cheque signatory limits and online banking 

controls was reviewed and revised to ensure that the full value of all contracts is considered in the 

determination of required approvals. The Finance Committee of the Board of Directors approved 

the amendment to the Procurement Policy on 8th January 2019 to ensure that “the payment 

authorization limit applies to the total contract value or accumulated payments over the lease term”. 

(See Page 3, Section a of the Procurement Policy at Appendix 2). 

 

 

(v) Establish clear lines of authority for disposals by policy 

 

YTEPP has advised that all assets for disposal will follow the relevant authority for disposal 

as stated in Section 7, Appendix B of the State Enterprises Performance Monitoring Manual. The 

practice of allowing staff to purchase any assets was discontinued and was communicated to all 

staff in February 2018.  These guidelines are now included in the Revised Procurement Policy 

(Appendix 2) of the Company’s Administrative Manual, which is also aligned with the Public 

Procurement and Disposal of Public Property Act, 2015.  It should be noted that the revised Policy 

is before the Board of Directors for approval and is expected to be completed by March 30, 2019. 

 

 

(vi) Review and amend the existing fixed asset disposal process 

 

YTEPP’s Revised Procurement Policy at Appendix 2 (See Section 13:18-02) adopts the 

process outlined in the Public Procurement and Disposal of Public Property Act, 2015 with respect 

to the disposal of assets. (Paragraph 57 of Act No. 1 of 2015 refers). 

 

 

(vii) Revisit the assignment and segregation of duties and responsibilities and clearly define 

and document same in the job description of employees    

 

This item specifically related to the assignment of the Accounting Assistant to the 

Warehouse Department, with responsibility for preparing inventory journals and reconciliations and 

the duties of the Warehouse Manager with responsibility for checking the accounting entries and for 

the operations of the Warehouse which was flagged in an audit report.  YTEPP is currently 

reviewing the job descriptions of the Warehouse Manager and the Accounting Assistant with the 

objective of implementing revisions to separate any conflicting duties. This exercise will be 

completed by February 28, 2019.  

 

 

(viii) Review the approach to procurement to ensure compliance with the relevant laws and 

guidelines for example; the Standard Procurement Procedures for the Acquisition of 

Goods, Provision of Services, Undertaking Works and Disposal of Unserviceable Items in 

State Enterprises/Statutory Bodies (State Agencies) produced by the Ministry of Finance in 

undertaking all procurement of goods and services 

  

YTEPP is in the process of ensuring its compliance with the Public Procurement and 

Disposal of Public Property Act, 2015.  A team established by the Chief Executive Officer is 
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currently reviewing the Draft Procurement Policies and Procedures document to ensure compliance 

with the new Procurement Legislation.  
 

The recommendations made by this team to revise the Draft Procurement Document will be 

approved by the Finance and Tenders Committees and ratified by the Board of Directors of YTEPP 

before submission to the Office of Procurement Regulations.   This assignment should be 

completed by March 30, 2019.  

  

 

Section II - Lack of an approved Internal Fraud Policy and Risk Management Policy 

  

Recommendation I 

 

“YTEPP should formulate an Internal Fraud policy and Risk Management Policy and have it 

approved by the Board of Directors and Line Ministry no later than January 30, 2019.” 

 

The draft Fraud Policy (see Appendix 3) and Risk Management Policy (see Appendix 4) of 

YTEPP have been revised and are currently under review by the Board of Directors for approval. This 

process of reviewing the company’s policies is being given urgent attention by the BOD and should be 

completed by February 28, 2019.  The approved version will be submitted as soon as it is signed off by 

the Board.  

 

Recommendation II 

 

“The Audit Committee of the Board should immediately increase its monitoring capacity over 

the internal controls and Internal Audit functions of the Company.” 
 

The Audit Committee of the Board of YTEPP was reconstituted in October 2018 and the terms 

of reference adapted from Section 2.2.6.3 (the Audit Committee of the Board) of the State Enterprises 

Performance Monitoring Manual. This will ensure a comprehensive assessment of internal controls and 

internal audit of the company. The Terms of Reference of the Audit Committee is attached at Appendix 

5.  

 

 

Section III - The Failure of the YTEPP to fulfill its mandate  

 

Recommendation I 

 

“The YTEPP Limited should ensure that the government subventions received by the 

Company are being used to fulfill its core mandate.” 

 

YTEPP Limited has consistently strived to ensure that government subventions are utilized for 

the execution of its core mandate of providing skills training opportunities to various at-risk nationals 

(including youth, unemployed, underemployed, retrenched/displaced persons and convicted inmates) 

that would enhance their chances of securing wage employment or self-employment.   

 

Over the period 2008 to 2017, YTEPP trained over 75,000 persons in a wide range of Technical 

and Vocational skills that are in demand in the Construction, Agricultural, Creative, Personal Services, 

Hospitality and Tourism, Maritime and Manufacturing sectors leading to certification via the National 
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Examinations Council (NEC)  or Caribbean Vocational Qualification (CVQ).  Through Career 

Enhancement and Life Skills, participants received training in the much needed employability skills 

which Employers require for the workplace.  Beneficiaries have also received Micro-Entrepreneurship 

Training leading to new business development. Under the Rehabilitating Inmates through Training and 

Retraining (RITTR) Programme, convicted inmates have been equipped with not only Occupational 

skills training and certification, but also with the skills needed to re-integrate into civil society and 

reduce the chances of re-offending thus impacting the rate of recidivism.  Appendix 6 depicts the 

enrollment figures in the various training initiatives conducted by YTEPP Limited from 2008 to 2017.   

 

From fiscal year 2012, the mandated change in certification to the competency-based Caribbean 

Vocational Qualification, which gave graduates greater options for employment throughout the 

CARICOM Region, impacted the number of trainees enrolled per year as the duration of the training 

changed from 6 months to 9 or 10 months, thus impacting expenditure for stipend, consumables and the 

overall cost of training.  

 

The Company also provided short courses to more than 15,000 persons in micro 

entrepreneurship training, computer literacy, and OSH training equipping beneficiaries with knowledge 

geared toward self-improvement and entrepreneurship development. 

 

Over the years YTEPP has also established a number of industry partnerships which provide 

trainees with training in authentic work environments where they get the opportunity to work on 

industrial equipment alongside industry practitioners.  Examples of this include Metal X Limited, 

Hydrotech Limited and Caribbean Dockyard and Engineering Services Limited (CDESL) where YTEPP 

conducts the only ship repair vocational training programme in the Caribbean with Trainees receiving 

certification from the world renowned Lloyds of London.    

   

With the decline in the economy and ensuing reduction in annual subventions, YTEPP has 

established even more industry partnerships that would assist in supplementing the cost of training.  As 

an example, BPTT has provided four hundred thousand dollars ($400,000) toward a Barbering, Braiding 

and Weaving training Programme on YTEPP’s Mobile Cosmetology Unit. This programme is currently 

offered to youth in at-risk communities throughout Trinidad and Tobago and will provide grants to a few 

graduates to establish businesses in their communities.   Shell has provided a fully outfitted Mobile 

Computer Training Unit for the Mayaro area and Republic Bank has provided a Mobile Training Unit 

for disabled persons, the only one of its type in Trinidad and Tobago.  BPTT has committed an 

additional four hundred thousand dollars ($400,000) for an Entrepreneurship Training programme 

targeting business start-ups throughout Trinidad and Tobago in 2019.  

 

YTEPP is committed to developing more sustainable business models for their training.  An 

example is the YTEPP Institute of Cosmetology (IOC) where trainees provide services to paying clients 

so that the revenue gained helps to off-set the cost of training while the trainees get the opportunity to 

learn in a live working environment.  The same model is planned for YTEPP’s Institute of Culinary Arts 
(ICA) where a cafeteria will be established for the conduct of the training and trainees will be expected 

to produce the food items and run the cafeteria.   
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Recommendation II 

 

“The YTEPP Limited should establish a Monitoring and Evaluation Unit to continuously and 

effectively monitor its operations and performance.” 
 

YTEPP has always had a monitoring and evaluation function embedded in the Research 

Department to ensure effective and continuous improvement of its operations and performance.  This 

unit conducts end of cycle reviews and tracer studies, and produces Quarterly and Annual reports on the 

organization’s operations.  There have also been various studies and collaboration with industry experts 
to inform course selection and course content.  

 

There is a need however to expand and enhance this function as has been identified in YTEPP’s 
Strategic Plan 2019 – 2021 (Appendix 7), where the strategic priority of Goal 1 is “Improving and 
Expanding the Quality Management System”. One objective under this priority is “to ensure the 

consistency of performance, results and continual improvement of the organization” (see Appendix 7, 

page 20). A first step is to assess the manpower requirements of the department and to fill the existing 

vacancy of Monitoring and Evaluation specialist. 

 

Another option is to separate the Monitoring and Evaluation functions from the Research 

department and to establish a separate Monitoring and Evaluation Unit. However, given the company’s 
current financial constraints, this separation is not feasible at this time. 

  

  

Recommendation III 

 

“The YTEPP Limited should establish Key Performance Indicators to monitor its progress in 

achieving its mandate and goals and take the necessary steps to critically assess its performance in 

meeting its strategic goals and mandate.” 

 

The YTEPP Strategic Plan for the period 2019-2021 (Appendix 7) was approved by the Board 

of Directors and was submitted to the Ministry of Finance and the Ministry of Education on November 

30, 2018.  The accompanying Key Performance Indicators for the Strategic Plan are shown in Appendix 

8.  The Implementation Plan for the three-year strategic planning period which also includes the 

performance indicators to monitor the progress of achievement of the Strategic Plan objectives is 

currently being finalized, and will be submitted to the Board of Directors for approval by February 21, 

2019. Once approved, a copy will be submitted. 

  

The Board of Directors provides oversight for the organization and will put systems in place to 

heighten their strategic oversight of the performance of the organization with a view towards continuous 

improvement.  The Board will also conduct the Annual Performance Appraisal of the Company, in 

keeping with the requirements of the State Enterprises Performance Monitoring Manual.  

 

 

Recommendation IV 

 

“The YTEPP Limited should set clear and concise goals to increase the number of trainees 

enrolled and to understand the demand for its services in attempt to attract more trainees by January 

30, 2019.” 
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YTEPP, on page 23 of its new Strategic Plan at Appendix 7, establishes the objective of 

“ensuring that all training is relevant and demand-driven” with key strategies of “conducting labour 
market research to inform programme design, curriculum development and implementation” and to 
“establish formal mechanisms to collaborate with industry to inform training decisions”. The 
organization has also begun to review its suite of courses in order to improve representation of target 

groups and at-risk males in particular. YTEPP also aims to design training interventions to facilitate 

training in underserved communities. 

 

Through its Strategic Plan, YTEPP also aims to “establish alternative training methodologies to 
reach a wider cross-section of its target audience” and through a partnership with the Commonwealth of 
Learning, has been developing Flexible and Blended Learning courses with a view to increasing access, 

as well as the number of trainees able to participate in the training.  

 

Another objective of the organization is to forge partnerships to improve the design, quality, 

range and relevance of training thereby providing alternative pathways to reach a wider audience.  

YTEPP also plans to pursue local and international funding opportunities to support training initiatives 

for the organization. 

 

 

Recommendation V 

 

“The Line Ministry should implement measures to actively monitor the performance of State 

Enterprises to ensure that these Enterprises successfully execute their mandates and maximize value 

for money.” 

 

The Ministry of Education is developing a Monitoring and Reporting Framework to ensure 

compliance with the State Enterprises Performance Monitoring Manual and governing legislation for all 

eleven (11) agencies under its purview. 

 

Components of the framework include monitoring the following: - 

 

i. Board Minutes 

ii. Audited Financial Statements 

iii. Administrative Reports 

iv. Quarterly and Monthly Statements and Reports 

v. Budget Documents 

vi. Strategic Plan 

vii. Operational Business Plan 

 

Additionally, information has already been collected from the agencies with respect to compliance in the 

following areas: - 

 

i. Readiness for Compliance with the Public Procurement Act, 2015 

ii. Award of Contracts 

iii. Internal Audit Reports 

iv. Annual Performance Appraisal Reports 

v. Litigation Proceedings 

vi. Staff Loans and Salary Advances to staff 

vii. Cellphone and Transportation Allowances for staff 
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Some elements of the framework such as Administrative Reports, Audited Financial Statements 

and Budget documents have always been monitored in a structured manner. Compliance in other 

components was more ad-hoc. 

 

The focus of the new framework will be from a more structured approach that ensures 

compliance to governing legislation and optimum use of state funding to achieve the mandate for the 

advancement of the education sector. 

 

The framework will include regular meetings with the Management of each agency, at least twice per 

year to ensure compliance. 

 

 

Recommendation VI 

 

“The Ministry of Finance- Investments Division must adhere to guideline 2.2.3 in the State 

Enterprises Performance Monitoring Manual which highlights the functions and roles of the 

Investments Division in monitoring State Enterprises.”  
  

The Ministry of Finance will provide a response to this recommendation. 

 

 

Section IV - The Status of YTEPP’s Strategic Plan  

 

Recommendation I 

 

“The YTEPP Limited should make every attempt to have the draft strategic plan approved no 

later than January 30, 2019.” 

 

The Strategic Plan 2019-2021 was approved by the Board of Directors at its meeting on 

November 22, 2018 (see Appendix 7). The accompanying Key Performance Indicators for the Strategic 

Plan are outlined in Appendix 8.  The Implementation Plan for the three-year strategic planning period 

which also includes the performance indicators to monitor the progress of achievement of the Strategic 

Plan objectives is currently being finalized and will be submitted to the Board of Directors for approval 

by February 21, 2019. 

 

 

Section V - The Approval of the Company’s Employee Loan and Advances  

 

 

Recommendation I 

 

“YTEPP Limited should revisit its policy regarding staff loans and salary advances and seek 

guidance from the Line Ministry and the Ministry of Finance – Investments Division regarding 

obtaining approval for this initiative by January 30, 2019.” 

 

The Policy to grant staff loans to employees was revisited and a decision made to discontinue all 

loans and salary advances as at February 2018.  This was communicated to all staff via an email on 

February 9th 2018. This policy of granting staff loans predated the current Board of Directors and 

Management team and the State Enterprises Performance Monitoring Manual.  
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Recommendation II 

 

“YTEPP Limited should submit a report on the initiatives undertaken to address this decision to 

the PAEC by January 30, 2019.”  
 

YTEPP discontinued the practice as of February of 2018 prior to the appearance before the PAEC. 

Subsequent to the appearance, all outstanding loans were reviewed, and as of 30th September 2018 were 

fully recovered.  A report is submitted as at Appendix 9. 

 

 

Section VI - The Creation of Positions that were not on the Approved Organizational 

Structure   

 

 

Recommendation I 

 

“The YTEPP Limited should reverse the creation of the twelve (12) unapproved positions by 

December 28, 2018 and seek approval from the Line Ministry before filling necessary vacancies.”  
 

YTEPP has noted the recommendation for reversal of the twelve positions.  

 

The Board of Directors and management are reviewing the positions against the critical operational 

needs of the organization and its strategic objectives, as outlined in the Strategic Plan 2019-2021 to 

determine the way forward while adhering to good industrial relations practices.  

 

YTEPP will refer all positions that are deemed necessary for the organization’s operations to the 

Ministerial Committee for approval.  

 

 

Recommendation II 

 

“The Board and Management of YTEPP Limited should familiarize themselves with the 

guidelines stated in Section 3.1.12 of the State Enterprises Performance Monitoring Manual before 

making any further decisions about the amendment to the organizational structure.” 
 

The Board and Management of YTEPP will ensure that in future, any decision to amend the 

organizational structure will follow the guidelines stated in Section 3.1.12 of the State Enterprises 

Performance Monitoring Manual. 

 

 

Section VII - The processes used for granting allowances to employees  

 

Recommendation I  

 

“The YTEPP Limited should adhere to Appendix C of the State Enterprises Performance 

Monitoring Manual which states that cellular phones are to be issued to Senior Management and 

such employees deemed to require the use of cellular phones based on demonstrated need and job 

function.” 
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YTEPP currently purchases cellular phones only for the Board of Directors and the Chief 

Executive Officer. Prior to 2016, the organization purchased phones for the Executive Directors and on 

one occasion for the IT Manager.  

 

In 2007 and 2012, the organization purchased mobile phones for the Technical Supervisors and Centre 

Managers of YTEPP Limited. YTEPP Limited has a very wide geographical spread for the conduct of 

its core business which is training. Training is conducted mainly at venues which do not belong to 

YTEPP and at which the organization does not have access to land-lines for its use.  Most of the training 

also takes place outside of normal working hours of 8.00am to 4.00pm.  As a result, Field staff whose 

duties include monitoring and evaluating the delivery of the training, maintenance of the facilities and 

assets, or administration of the programme across this wide geographic spread were issued with mobile 

phones. 

 

The practice of purchasing phones for the Executive Directors, Technical Supervisors and Centre 

Managers was discontinued in 2016.  

 

 

Recommendation II 

 

“In an attempt to reduce administrative costs, YTEPP Limited should immediately reassess the 

need for cell phone allowances granted to members of staff and also seek the approval of the Ministry 

of Education for the issuance of cell phone allowances to Senior Management and any employee 

deemed to require the use of cellular phones.”  
 

YTEPP provided the Ministry of Education, with a list of all persons entitled to a cell phone 

allowance and the relevant approval provided by the Chief Personnel Officer.  

 

YTEPP has approval for payment of cell phone allowances in the revised remuneration arrangements via 

letter reference MTEST: 29/5/2 Vol. 1 dated January 10, 2013, (Appendix 10), and letter reference 

MTEST: 20/5/1 dated December 3, 2014 (Appendix 11) from the then Ministry of Tertiary Education 

and Skills Training. 

 

A cell phone allowance is paid for some of the positions for which the organization does not have 

approval. YTEPP will undertake a comprehensive re-assessment of the need for cell phone allowances 

for all positions which currently carry a cell phone allowance by July 30, 2019 and will ensure that the 

required approvals are obtained from the Ministerial Committee and the Chief Personnel Officer. 

 

 

Recommendation III 

 

“The YTEPP Limited should seek the advice and approval of the Chief Personnel Officer 

(CPO) for the allowances granted to these members of staff no later than January 30, 2019.” 

 

YTEPP provided the Ministry of Education with a listing of all persons entitled to a cell phone 

allowance and the relevant approval provided by the Chief Personnel Officer.  

 

YTEPP has approval for payment of cell phone allowances in the revised remuneration arrangements via 

letter reference MTEST: 29/5/2 Vol. 1 dated January 10, 2013 (Appendix 10), and letter reference 
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MTEST: 20/5/1 dated December 3, 2014 (Appendix 11) from the Ministry of Tertiary Education and 

Skills Training. 

 

A cell phone allowance is paid for some of the positions for which the organization does not have 

approval. YTEPP will undertake a comprehensive re-assessment of the need for cell phone allowances 

for all positions which currently carry a cell phone allowance by July 30, 2019 and will ensure that the 

required approvals are obtained from the Ministerial Committee and the Chief Personnel Officer.  

 

 

Recommendation IV 

 

“The YTEPP Limited should only grant transport allowances to travelling officers.”  

 

YTEPP has approval for payment of transport allowances in the revised remuneration 

arrangements via letter reference MTEST: 29/5/2 Vol. 1 dated January 10, 2013 (Appendix 10), and 

letter reference MTEST: 20/5/1 dated December 3, 2014 (Appendix 11), from the former Ministry of 

Tertiary Education and Skills Training. With respect to the positions for which transport allowances 

were not approved, YTEPP, will undertake a comprehensive assessment of the need for transport 

allowances and will ensure that the required approvals are obtained from the Ministerial Committee and 

the Chief Personnel Officer.  

 

 

Recommendation V 

 

“Provide a status report on the initiatives immediately taken to address these issues to the 

Committee no later than January 30, 2019.” 

 

YTEPP has begun an exercise to assess the current status of all staff in the organization against 

the listing of the positions approved through the revised remuneration arrangements (Letter reference 

MTEST: 29/5/2 Vol. 1 dated January 10, 2013 (Appendix 10) and letter reference MTEST: 20/5/1 dated 

December 3, 2014 (Appendix 11) from the former Ministry of Tertiary Education and Skills Training).  

It should also be noted that YTEPP hired a consultant, Government Human Resource Services (GHRS) 

in 2016 and undertook a comprehensive Job Analysis and Job Evaluation exercise of the entire 

organization. With the absence of a Board, the organisation was unable to effect the recommendations of 

the Consultant. The Job evaluations from that exercise will now be reviewed in light of the current 

economic conditions and the new Strategic Plan for the organization. 

 

 

Section VIII - The Misuse of State Assets  

 

Recommendation I 

 

“In accordance to Financial Regulation (Stores) 55, all state property, should bear the YTEPP 

Limited logo going forward and be used strictly in the performance of the company’s business.”  
This shortcoming was corrected and as of September 2018 all YTEPP vehicles bear the YTEPP 

logo which includes the Ministry of Education’s logo. All vehicles are used strictly for the company’s 
business. There is no other state property owned by YTEPP Ltd that requires the organisation’s logo. 
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Section IX - The Composition of YTEPP’s Tenders Committee  

 

Recommendation I 

 

“With immediate effect, a Board Member of YTEPP should be appointed to serve as the 

Chairman of the company’s Tenders Committee and the YTEPP Limited should familiarize itself to 
the approved structure of this committee as stated in the State Enterprises Performance Monitoring 

Manual.”  
 

The Tenders Committee of YTEPP reverted to its previous configuration (pre-2018) following 

its Board meeting on October 25, 2018. The structure is as outlined in the State Enterprises Performance 

Manual and its composition is as follows: - 

 

Chairman:  Jessie Moss, Vice Chairman of the Board of Directors 

Member:    Anthony Battoo, Board of Directors 

Member:    Donna Scoon Moses, C.E.O. (Ag.) 

Member:    Jerome Grant, Director of Finance and I.T. 

Member:    Allan Nobie, Corporate Secretary 

 

 

Recommendation II 

 

“The Auditor General should perform a special forensic audit into the procurement practices 

inclusive of the awarding of contracts by YTEPP for the period 2008 to 2017 and submit the findings 

to the Committee by January 30, 2019.”  
 

 The Auditor General is to provide the necessary Report. 

 

 

Section X - The Issues of Conflict of Interest  

 

Recommendation I 

 

“The Board of Directors must take immediate disciplinary action against all members of staff 

who were in breach of Appendix B Section IX of the State Enterprise Performance Monitoring 

Manual which addresses the issue of Conflict of Interest.”  
 

This recommendation was duly noted by the Board of Directors of YTEPP Limited. There is a 

Statement of Policy Regarding Conflict of Interest in YTEPP Limited that all permanent staff are 

required to sign on entry into the organization. This is being revised and enhanced to be included as a 

stand-alone policy in the new Administrative Policies. This will be submitted for approval to the Board 

of Directors and should be finalized by March 30, 2019. (See Appendix 12 - Statement of Policy 

Regarding Conflict of Interest). 
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 Recommendation II 

 

“The Board of Directors and Executive Management of YTEPP should familiarize themselves 

with the guidelines set out in Appendix B Section IX of the State Enterprises Performance 

Monitoring Manual going forward.”  
 

The Board of Directors and Executive Management of YTEPP were all provided with copies of 

the State Enterprises Performance Monitoring Manual. They were made aware of the requirements of 

Appendix B, Section IX which deals with Ethical Procurement Standards and Conflict of Interest.  
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1 BACKGROUND 

The Youth Training and Employment Partnership Programme (YTEPP) Limited 

is a technical vocational intuition that was formed in 1988 and registered as a 

Limited Liability Company in 1990, the programme was formed to foster human 

development capital. 

At present the company is still focused on the development of human capital and 

offers industry specific training to individuals, YTEPP LTD also offers training to 

disenfranchised workers that will assist them in re-entering the world of work. 

YTEPP has been a fore runner in the technical vocational arena for almost thirty 

(30) years and as such amassed physical and digital assets over a period of time, 

these assets are spread across various geographical throughout Trinidad and 

Tobago. 

Records of these assets are presently kept on a spreadsheet which unfortunately is 

not the proper medium and poses a major problem with regards to asset tracking 

and reconciliation of DATa. 

2 PROBLEM SPECIFICATION  

Issues Description 

DATA not stored on a RDBMS Data is stored on an excel 
spreadsheet 

Duplication of DATA including form 
Numbers 

Same data is captured more than 
once by different individuals, form 
numbers are re used inadvertently  

Problems with keeping track of 
Assets 

Due to items not being entered or 
duplicated items 

Accidental loss of DATA Data can be deleted by anyone using 
the system 

Anyone with access can change data. No user roles as to who has read and 
write privileges 

Risk of DATA being corrupted Risk of the document being attacked 
by malware. 

Unable to acquire  proper reports Nothing set up for generating 
management reports 

3 TOP LEVEL FUNCTIONALITY 

- Create – Add new assets and asset details to database. 
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- QR code – Generate for printing 

- Read – Retrieve asset details from database for viewing or updating 

- Update – Modify or update asset details, e.g. Location change 

- Delete – Delete asset from database if necessary 

- Queries – Check information related to asset 

- Searches – Search asset database by criteria, e.g. name, type, manufacturer, 

ID etc... 

- Reports – Generate reports on asset age, quantities, locations, depreciation 

etc.…  

4 YTEPP ASSET TRANSFER USE CASE 

 

Figure 4-1 Asset transfer use case diagram 
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4.1 ASSET DISPOSAL USE CASE 

 

Figure 4-2 disposal of assets use case 

5 NECESSARY CONTROLS 

- User roles  

- One item per line 

- Data validation 

- First entry QR code 

- Print only after process starts (Submit Button) 

6 SYSTEM REQUIREMENTS 

- View information about asset 

- Work flow 

- Record all relevant data about newly acquired assets 

- Adjust or update asset information quickly and easily 
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8 MAIN APPLICATION PROCESS FLOW 

 

Figure 8-1 Activity Diagram 

9 OTHER SPECIFICATIONS 

- Rate of depreciation done by reducing balance. 

o Furniture 10% 

o Equipment 12.5% 

o Computer equipment 20% 

o Motor 25% 

o Leasehold 10% 

o Building 2% 
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b. PROCEDURES FOR SIGNING CHEQUES 
 

The Officers authorize to sign cheques on behalf of the Company are: 

1) The Chairman of the Board of Directors 

2) A Member of the Board of Directors appointed from among its members. 

3) The Chief Executive Officer 

4) The Director, Finance & I.T. 

5) The Director, Retraining 

6) The Director, Youth Training 

7) Regional Managers. 

 
Cheques for values of two hundred thousand dollars ($200,000.00) or less shall be countersigned 

by the two following: 

1) The Chief Executive Officer 
2) The Director, Finance & IT 
3) The Director, Youth Training 

 
  

Cheques for values in excess of two hundred thousand dollars ($200,000.00) must be signed by the 

Chief Executive Officer and countersigned by: 

1) The Chairman of the Board of Directors 
 

2) Another member of the Board appointed by resolution of the Board. 
 

c. AUTHORITY OF HEADS OF DEPARTMENTS  
 

1) The Heads of Departments/Managers may in consultation with the Chief Executive 
Officer or line Director authorize the sourcing of quotations and the placing of 
requisitions for materials, goods and services for individual jobs valued at $5,000.00 
or less from approved list of suppliers and contractors. 

2) The Directors may authorize the acquisition of equipment, material, goods and 
services of values of up to $25,000. 

3) In general, at least three (3) quotations in writing shall be obtained using Selective 
Tendering. However in some instances requisitions may be processed without the 
necessity for comparative quotations. These requests shall be for extreme 
Emergency Purchases, the absence of which will cause an interruption or undue 
delay in the execution of the operation or training programmes. This latter practice 
shall be used sparingly. Quotations received shall be entered on the back of the 
original of the Purchase Requisition. 













 

                         

 

b. Responsibilities of Chief Procurement Officer 

The Chief Procurement Officer is responsible for:  

1) Identifying the supply risks associated with each category of goods and services 
being procured;  

2) Managing total procurement effort in accordance with the approved Annual 
Procurement Plan; 

3) Drafting the Annual Procurement Plan to be approved by the Chief Executive Officer, 
and filed with Office of Procurement Regulation (OPR). 

4) Monitoring and measuring procurement performance and drafting the annual 
procurement performance report;  

5) Recommending the updating and improvement of the Handbook and Special 
Guidelines;  

6) Compiling of reports as required to the Office of Procurement Regulation; and, 

7) Approving or withholding approval of the recommended contract awards following 
procurement        undertaken by a Procurement Officer subject to the advice of a 
Senior Procurement Officer. 

 

c. Responsibilities of Senior Procurement Officer 

The Senior Procurement Officer is responsible for: 

1) Managing high risk/high value categories of goods and services; 

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

3) Reviewing and advising the Chief Procurement Officer on the outcomes of low risk / 
low value procurement actions. 

 

d. Responsibilities of Contract Managers 
 

Contract Managers are responsible for: 

1) Managing the contract within the terms identified in contract management plan as set 
out in the     approved procurement or disposal strategy; 

2) Reporting progress in writing on contract delivery on an agreed schedule to the 
Officer in charge of the user or Programme executing unit and to the Chief 
Procurement Officer; and, 

3) Completing a close-out report that is placed on the original significant procurement or 
disposal file and that includes an assessment of supplier/contractor performance 
under the key performance indicators identified in the contract plan and as formally 



 

                         

 

agreed with the supplier/contractor, as well as organizational lesson learned from the 
delivery of the contract; and, 

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

e. Responsibilities of the Procurement Officer 
 

The Procurement Officer is responsible for low value/low risk procurement strategy and    

actions. 

f. Responsibilities of Buyer/Shoppers 
 

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

2) Buying low value goods or services using a corporate purchasing or credit card in 
accordance with procedures established in the Handbook(s) 

g. Responsibilities of the Members and Alternate Members of the Procurement and 
Disposal Advisory Committee (PDAC): 

 

1) A procurement and disposal advisory committee, comprising no less than three 
senior officers, will be formed to provide an opinion in writing to the Chief Executive 
Officer on whether or not the approved procurement or disposal strategy was in fact 
followed, value for money was achieved and the proper processes outlined in the 
relevant Handbook(s) were followed. 

2) No member of the Committee shall take part in any meeting if he/she has interest in 
any   Company or Firm invited to tender, or in any Company or Firm engaged in a 
similar kind of business to those invited to tender. 

3) The committee will recommend the best method of disposing unserviceable, obsolete 
or surplus stores or equipment. 

4) All matters relating to the disposal of unserviceable, obsolete or surplus stores or 
equipment must be referred to this committee. 

5) The company will comply with subsection (4) within a reasonable time after the 
stores or equipment become unserviceable, obsolete or surplus. 

6) Within fourteen days after receiving the recommendations of the disposal committee, 
the Chief Executive Officer shall give the committee a written notice as to whether 
the Chief Executive Officer accepts or rejects the recommendations of the committee 
and where the Chief Executive Officer rejects the recommendations, he shall include 
in the notice written reasons for the rejection. 

7) If the Chief Executive Officer accepts the recommendations of the disposal 
committee, the stores and equipment shall be disposed of in accordance with those 
recommendations. 



 

                         

 

8) If the Chief Executive Officer rejects the recommendations of the disposal committee, 
he shall, after consultation with the Minister with responsibility for the company, 
determine the manner in which the stores or equipment shall be disposed of and give 
the Office a copy of the notice under subsection (6) and inform in Office, in writing, of 
his decision under this subsection and his reasons therefor. 

9) The company shall not dispose of any unserviceable, obsolete or surplus stores and 
equipment to an employee or a member of the board or committee except as 
expressly allowed under regulation. 

10)  Meetings of the Committee shall be arranged as required by the Secretary in 
consultation with the members. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 









 

                         

 

2) Subject to the right of suppliers or contractors to protect their intellectual property or 
trade secrets, the company shall require suppliers or contractors to provide 
appropriate documentary evidence or other information to satisfy itself that the 
suppliers or contractors are qualified in accordance with subsection (1). 

3) Any requirement established pursuant to this section shall be set out in the pre-
qualification or pre-selection documents, if any, and in the solicitation documents and 
shall apply equally to all suppliers or contractors. 

4) The company shall evaluate the qualifications of suppliers or contractors in 
accordance with the qualification criteria specified in subsection (1) and procedures 
set out in the pre-qualification or pre-selection documents, if any, and in the 
solicitation documents. 

5) Notwithstanding subsection (4), the company may require the supplier or contractor 
presenting the successful submission to certify on oath that the documentary 
evidence provided to demonstrate his qualifications for the particular procurement is 
true and correct. 

6) The company shall disqualify a supplier or contractor if the information submitted 
concerning the qualifications of the supplier or contractor was materially inaccurate or 
materially incomplete so as to constitute a misrepresentation. 

7) The company may disqualify a supplier or contractor if the information submitted 
concerning the qualifications of the supplier or contractor was inaccurate or 
incomplete in any respect and the supplier or contractor fails to promptly remedy the 
inaccuracy or incompleteness upon the request of the company.  

8) The company may require a supplier or contractor that was pre-qualified in 
accordance with this Act to demonstrate his qualifications again in accordance with 
the same criteria used to pre-qualify such supplier or contractor. 

9) The company shall disqualify any supplier or contractor who, without reasonable 
cause, fails to demonstrate his qualifications when requested to do so. 

10) The company shall promptly notify each supplier or contractor who is requested to 
demonstrate his qualifications again as to whether or not he has done so to the 
satisfaction of the procuring entity. 

 

 

 

 

 

 

























 

                         

 

3) If a book, record or document is produced in response to a notice under subsection 
(1), the Office, or the person to whom the book, record or document is produced may 
examine and make copies of the book, record or document or extracts thereof. 

4) The Office may require a person to give orally or in writing, information on oath or 
affirmation and may administer an oath or affirmation at any place. 

5) A person who is required to provide information under this section may be 
represented by counsel and may claim any privilege to which the person is entitled. 

6) Where a person who is required to appear before the Office or give information fails 
or refuses to appear or provide information without lawful justification, the Office may 
make an application to the High Court to compel the person to do so. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





 

                         

 

4) An authorized officer shall provide the Office with a full and complete written report of 
the investigation including any transcript of statements and any material in his 
possession relating to the investigation. 

5) No person shall withhold, conceal, destroy or refuse to produce any book, record or 
document required for the purpose of an examination or investigation under this Act. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 





 

                         

 

a. order the suspension of the procurement proceedings at any time before the 
entry into force of the procurement contract; or 

b. order the suspension of the performance of a procurement contract or the 
operation of a framework agreement that has entered into force, if and for as 
long as it finds such a suspension necessary to protect the interests of the 
applicant. 

5) Promptly upon receipt of an application for review, the Office shall notify the company 
of the application and upon receipt of the notice, the company shall provide the Office 
with effective access to all documents in its possession relating to the procurement 
proceedings, in a manner appropriate to the circumstances. 

6) Within seven days of receiving an application for review the Office shall notify the 
company and all qualified suppliers and contractors of the application and its 
substance and of its decision on suspension pursuant to subsection (4). 

7) Where the Office decides to suspend the procurement proceedings, the performance 
of a procurement contract or the operation of a framework agreement, as the case 
may be, it shall specify the period of the suspension and where it decides not to 
suspend the procurement proceedings; it shall provide the reasons for its decision to 
the applicant and to the company. 

8) The Office may dismiss an application and shall lift any suspension applied, where it 
is of the opinion that the application is manifestly without merit or was not presented 
in compliance with the deadlines set out in subsection (2). 

9) The Office shall promptly notify the applicant, the company and all qualified suppliers 
and contractors in the procurement proceedings of the dismissal and the reasons 
therefor and that any suspension in force is lifted and such a dismissal constitutes a 
decision on the application. 

10) In making its decision with respect to an application that it has entertained, the Office 
may take one or more of the following actions, as appropriate: 

a. prohibit the company from acting in a manner, or taking a decision or following a 
procedure, that is not in compliance with this Act; 

b. require the company that has acted or proceeded in a manner that is not in 
compliance with the provisions of this Act to act, to take a decision or to proceed 
in a manner that is in compliance with the provisions of this Act; 

c. confirm a decision of the company; 

d. overturn the award of a procurement contract or a framework agreement that 
entered into force in a manner that is not in compliance with this Act and, if 
notice of the award of the procurement contract or the framework agreement has 
been published, direct that the notice of the overturning of the award be 
published; 

e. direct that the procurement proceedings be terminated; 

f. dismiss the application; 



 

                         

 

g. require the payment of compensation for any reasonable costs incurred by the 
supplier or contractor submitting an application as a result of an act or decision 
of, or procedure followed by, the company in the procurement proceedings that 
is not in compliance with the provisions of this Act, and for any loss or damages 
suffered, which shall be limited to the costs of the reparation of the submission 
or the costs relating to the application, or both; or 

h. take such other action as is appropriate in the circumstances. 

11) The decision of the Office under subsection (10) shall be issued within twenty 
working days after receipt of the application and the Office shall immediately 
thereafter communicate its decision to the company, to the applicant, to all other 
participants in the application for review and to all other participants in the 
procurement proceedings and all persons shall comply with the decision and 
directive of the Office. 

12) The Office shall give all its decisions and actions taken in writing and shall, no more 
than twenty working days after the making of its decision, provide written reasons for 
the decision and action taken and they shall promptly be made part of the record of 
the procurement proceedings, together with the application received by the Office 
under this section. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





















 

                         

 

4) No prosecution of an offence under this Act may be instituted without the written 
consent of the Director of Public Prosecutions. 





 

YTEPP Ltd/Revised Administrative Manual/March 2018                       

 Page 2 

 

17:01-02  DEFINITIONS 
 
The term defalcation, misappropriation, and other fiscal irregularities refer to, but are not limited to: 
 

a) Any dishonest or fraudulent act 
 

b) Misappropriation of funds, securities, supplies, or other assets 
 

c) Impropriety in the handling or reporting of money or fiscal transactions 
 

d) Profiteering as a result of insider knowledge of company activities 
 

e) Disclosing confidential and proprietary information to outside parties 
 

f) Disclosing to other persons securities activities engaged in or contemplated by the company 
 

g) Accepting or seeking anything of material value from contractors, vendors, or persons 
providing services/materials to the company. 
 

h) Destruction, removal, or inappropriate use of records, furniture, fixtures, and equipment; and 
or 
 

i) Any similar or related irregularity  
 

j) Altering documents to influence the outcome of procurement proceedings.  
 

k) Bid rigging.  
 

l) Fraudulent practices in relation to tender proposals.  
 

m) Intentional revenue diversion to an employee, stakeholder, or external party that would 
normally generate profits for the organization. 
 

n) Intentional concealment or misrepresentation of events, transactions, or data. 
o) Claims submitted for services or goods not actually provided to the organization. 

 
p) Intentional failure to act when action is required by the organization or by law. 

 
q) Unauthorized or illegal use of confidential or proprietary information. 

 
r) Unauthorized or illegal manipulation of IT networks or operating systems. 

 
s) Theft. 

 
t) Acceptance of bribes or kickbacks. 
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17:01-04                     CONFIDENTIALITY  

a) The investigator treats all information received confidentially. 
 

b) Any employee who has a reasonable basis to suspect dishonest or fraudulent activity will 
notify the Chief Executive Officer immediately through his/her department head, and should 
not attempt to personally conduct investigations or interviews/interrogations related to any 
suspected fraudulent act. 
 

c) Investigation results will not be disclosed or discussed with anyone other than those who 
have a legitimate need to know. This is important in order to avoid damaging the reputations 
of persons suspected but subsequently found innocent of wrongful conduct and to protect 
the Company from potential civil liability. 
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Summary of Risk Management Procedure 

 

 

 

 

 

 

 

 

 

 

 

 

 

18:01-4                       CONTROLS TO MITIGATE RISKS 

Risks are effectively managed by YTEPP Limited through the effective implementation of various 

controls, which include: 

a) Board approved risk management framework; 
 

b) Documented policies and procedures; 
 

c) Maintenance of risk registers; 
 

d) Implementation of risk based systems and processes; 
 

e) Ongoing monitoring of regulatory obligations; 
 

f) Checklists to guide activities and projects plans to record actions; and 
 

g) Internal and external reporting. 
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RISK REGISTER 

 

No Risk Owner Consequence Likelihood Inherent 
Risk Level 

Controls Control 
Effectiveness 

1. Risk name and description       

        

 

 

 







APPENDIX 6

Certification Body 2008 2009 2010 2011 2012 2013 2014 2015 2016 2017

Youth Training NEC 6,399        3,283        6,183        5,476        1,797        3,931        3,420        1,668        1,755        2,270        

Youth Training CVQ -            -            -            -            1576 1691 1557 1372 1373 -            

Retraining CVQ 1,527        743           1,387        -            554           454           673           619           648           409           

RITTR CVQ 80              97              114           132           146           152           155           131           31              157           

CWFP YTEPP & AWS -            51              129           101           114           164           161           -            73              93              

Community Based Projects NEC 1,066        966           709           898 992           932           476           340           997           265           

Micro Entrepreneurship Short Course 25              1,075        898           41              95 0 189 270 122 139

Mobile Computer Training Unit Short Course -            -            -            2,258        1,341        2,404        1,352        1,609        1,757        921           

Mobile Cosmetology Training Unit Short Course -            -            -            -            -            -            -            -            -            117           

Total 9,097        6,215        9,420        8,906        6,615        9,728        7,983        6,009        6,756        4,371        

Certification Body 2008 2009 2010 2011 2012 2013 2014 2015 2016 2017

Youth Training NEC 6,399        3,283        6,183        5,476        1,797        3,931        3,420        1,668        1,755        2,270        

Youth Training CVQ -            -            -            -            1576 1691 1557 1372 1373 -            

Total Youth Training NEC and CVQ 6,399        3,283        6,183        5,476        3,373        5,622        4,977        3,040        3,128        2,270        

Community-Based 1,066        966           709           898           992           932           476           340           997           265           

CWFP -            51              129           101           114           164           161           -            73              93              

Youth Training Total 7,465        4,300        7,021        6,475        4,479        6,718        5,614        3,380        4,198        2,628        

EDSS 25              1,075        898           2,299        1,436        2,404        1,541        1,879        1,879        1,060        

Retraining BEFORE REASSIGNMENT 132           700           606           828           750           679           683           

YTEPP Total 7,490        5,375        7,919        8,906        6,615        9,728        7,983        6,009        6,756        4,371        
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Key Performance Indicators 
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