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Government of the Republic of Trinidad and Tobago

Public Statement of The Ministry of Public Administration anc

In compliance with sectiona 7, 8 and 9 of
The Freedom of Information Act (FOIA) 1999

In accordance with Sections ¥, 8 and 9 of the Freedom of Information Act, 1989 [FOIA)
tne Ministry of Public Administration and Information s reguired by law (o publish tha
following stalements which list the doouments and information generally availabla lo lhe
public, The following infarmation is published with the approval of the Minister of Public
Administration and Information.

The Freadom of Infarmation Act gives members of the public

{1} A legal right for each person o access nformation held by the Ministry of
Public Administration and Informaticon

{2) A legal right for @ach person to have official infarmation relating to himfmerself
amanded whara it 15 Incomplate, incommeast or I'I'll'E-lEﬂljil'lg.

{3} A l=gal righl 1o obtain reasons for adverse decisions made regarding an
applicant's requeast for information under tha FOLA

(4} A legal righl o complain to the Ombudsman and to apply to the High Court for
Judicial Review to challenge adverse decisions made under the FOILA

Sectlon T Statement

Section 7 (1) (a) (i)

Function and structure of the Ministry of Public Administration and
Information

The migsion of the Ministry of Public Adminisiration and Information is to facilitate the
development of the capacity of the Public Service 1o deliver guality goods and services in
an affectve. sustainable and eguitable mannes.

The Ministry is kocated at Levels 5-7, Mational Library Building, Carmer Hart and
Abercromby Streets, Port of Spain,
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The Ministry of Fublic Administration and Information is comprised of the following
Divisions, Units and Agancies:

Fublic Senvice Transformation Division *
Corporale Senvices Division *

Human Resources Managarmen! Division *
Fast Forward Secretariaf *

Scholarships and Advanced Training Division *
Strategic Services and Information Technology Division *
Telecommunicalions Division *

E-Govermment Lnif *

Mational E-Commerce Secrefariat *
Telecommunications Policy Unit *

Legal Services Division *

Public Service Academy

FProperly and Real Estale Services Division
Fublic Management Consulting Division
Malional Archives

Naltional Information Systems Centre
Govermment Printery

Gowvernment Information Services

* For the purposes of this statement, these Divisions are grouped under the designation *
Head Office”.

e - — 1 —
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Section 7 (1) (a) (ii)
Categories of Documents which are common to all Divisions in the Ministry
of Public Administration and Information

1.

15

Files dealing with administrative support and General administrative documaents for
the operations of the Ministry

Personnel files, which detail all staff appointments, job applications, job
specifications, prometions, ransfers, resignations, deaths, retirements, leave,
vacation etc

Files dealing with the accounting and financial management function of the Ministry
Financial Records (cheques, vouchers, receipts, journals eic)

Cabinat Documeants

Palicy and Procedure Documenis,

Internal and External correspondence files.

Cusiomer files.

Documenis relating fo strategic review of the Ministry

Legiskation and Legal Instruments | available at the Governmaent Printery)

. Legal Opinions and related matters.

Minutes/Agenda of meetings.

. Files dealing with Circulars, mamaoranda, notices, bulleting

Files dealing with official functions, conferences and events hosted and attended by
the Public Aufharity.

Complaint’suggestion files

Section 7 (1) (a) (v)

Procedure to be followed when accessing a document from the Ministry of
Public Administration and Information.

How to Reques! Infarmation:

General Procedure

Qur policy i to answer all reguests, bath oral and written, for information. However,
in arder to have the rights given to you by the FOIA (for example the right to
challenge & decision if your request for information is refused), you must make vour
request in writing. The applicant must, therefore, complete the appropriate form
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(Request for Access lo Official Documents) available in our Library and
Recoption/Lobby area, for information that is not readily available to the public.

*»  Addreszing Requests

To facilitate prompl handling of your request, please address it to the Designated
Officer of the respective Division of the Minisiry of Public Administration and
Infeemation (see Seetion 7 (1) (a) (vi)). Please note that the following
Divisions/fAgencies have appointed their own designated officers:

*  Malional Archives [ see balow)

* Government Printery | see below)

* Public Management Consulting Division [ see below)

= Dwlails in the Reguest.
You should provide details that will allow for ready identification and location of the
records that are being requested. If insufficient information is provided clarification
will be sought from you. If you are not sure how to write your reguest or what details
to include, communicate with our Designated Officer.

Regquests not handlad under the FOLA

* A request under the FOIA will not be processed fo the extent thal it asks for
inforrmation, which is readily available to the public, either from this public authority or
from ancther public autherity, for example brochures | pamphlets | reports etc.

Responding to your Reguest

= Relneving Documents

The public authority is required to furnish coples of documents only when they are in
our possession of we can refrieve them from storage. Information stored in the
Mational Archives or another storage center, will be retrieved in order to process your
reguest,

Prior to the commencement of the Freedom of Information Act,

1858 old records may have been destroyed. The granting of a

request for such documents may, therefore be impossible

Warious laws. regulations and manuals give the time periods for

keeping records before they may be destroyed For example,

The Exchequer and Audit Act, Chap. §3:01
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= Furmizhing Documenits
An applicant s entitled to copies of information we have in our possession, custady
or power. We are required 1o furnish only one copy of a document. If we cannot
make a legible copy of a document to be released, we may not attempt to reconstruct
it. Instead, we will furnish the best copy possible and note its guality in gur reply.

Please note we are not compelled to do the following:

(a) Create new documents. For example, we are not required to write a new
program so that a8 computer will print information in the format you prefer.

(b}  Perform research for you.

Time Limits

= Ganeral
The FOIA sets a time limit of thity (30) calendar days for determination of your
request for access to decuments. If we fail to meet this deadline, the FOIA gives you
the right to proceed as though your request has baen denied. We will try diigently to
comply with the time limit. If it appears thal processing your request may take longer
than the statutory limit, we will acknowledge your request and advise you of its
status. Since there is a possibility that requests may be incorrectly addressed or
misdirected, you may wish to call or write to confirm that we have received the
request and to asceriain its status.

= Time Allowed
We will determine whether to grant your request far access to information g3 s0on as
practicable but no later than 30 days as required by Section 15 of the FOIA. If a
decision is taken to grant access to the information requested, you will be permitted
to inspect the documents andlor be provided with copies..

= Fees and Refunds
The Freedom of Information Fees and Charges Regulations prescribe the fees
related to the search, retrieval and provision of documenis. You are enfifled fo
receive the document/s within seven days of payment of the relevant fee, If we fail to
provide the information within the seven days period you are entitled o a refund of
the fees paid in addition to free access to the document's requested
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HEAD OFFICE

The Divisions/Units which comprise the Ministry's Head Office are:

Public Service Transformation Division
Corporate Services Division

Human Resources Management Division
Fast Forward Secratariat

Scholarships and Advanced Training Division
Strategic Services and Information Technology Division
Telecommunications Division

E-Government Linit

Mational E-Commearce Secretariat
Telecommunications Policy Unit

Legal Sarvicas Division

Public Service Academy

Property and Real Estate Services Division
Public Management Consulting Division

Section 7 (1) (a) (ii)
Categories of Documents in the possession of the Head Office, Ministry of
Public Administration and Information

Files dealing with administrative support and General administrative documents

Personnel files, which detail all staff appointments, job applications, job
specifications, promotions, transfers, resignations, deaths, retirements, leave,
vacatian

Files dealing with the accounting and financial management function of the
Ministry
Financial Records [cheques, vouchers, recaipts)

Files dealing with matiers relating to the procurement of supplies, services and
equipment,

Palicy and Procedure Documants.

Documents relating to strategic review of the Ministry

Files dealing with training - local and foreign and technical co-operation
Minutes/Agenda of meetings.

. Files dealing with Circulars, memoranda, notices, bulletins
- Repaorts: Statistical, Annual/monthly/quarterly, Audit, Consultants”/ Technical,

Corporate, Valualion, Accident et

. See also "Categones of Documents which are commaon o all Divisions af the

Miristry”
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Section 7 (1) (a) (i)

Material prepared for publication or inspection

The public may inspect andior obtain copies of certain material listed in the
Catalogue/index of Information available in the Ministry’s Library” baetween the hours of
8:30 a.m. to 4:15 p.m. on normal working days at:

Ministry of Public Administration and Information
Leval 5

National Library Building

Cor. Abarcromby and Hart Street

Port of Spain

Pleasa contact the designated officer for further information

Section T (1) (a) (iv)
Literature available by subscription

There is no literature available by subscription from the Head Office, Ministry of Public
Administration and Information

Section T (1) (a) (v)

Procedure to be followed when accessing a document from the Head
Office, Ministry of Public Administration and Information

(See General Policy for Accessing a Document from All Divisions of the Ministry, under
GENERAL INFORMATION FOR ALL DIVISIONS)

Section T (1) (a) (vi)

Officer in the Ministry responsible for:

{1}  The inifial receipt of and action upon notices under section 10,
(2} Requests for access to documents under section 13 and
{3) Apphications for correction of parsonal information under section 36 of the FOLA

The Designated Officer is

Ms, Gamma Marcus

Director, Corporate Senvices

Ministry of Public &dministration and Information
Level &

Mational Library Building

Cor, Abercromby and Hart Streat

Port of Spain

Tel 625-6724 ext 2131
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Section T (1) (a){vii)

Advisory Boards, Councils, Committeas, and other bodies
(Where meetings/minules are open fo the public)

At present time, there ara no bodies that fall within the mesning of this saction.

Section T (1) (a) [viii)

Library/Reading Room Facilities

Certain informabion may be readily accessed in our librery. You may make genseral
enguires by calling ihe Dedgnated Officar al G25-6724 axl 2131

The Library/Resding Room is locabed on Level § of the National Litrary Building and is
apen ta the public fram Monday to Fridays betwean the howrs 900 a.m. to 4:00 p.m.

Section B Statements

Section B (1) (a) (1)

Documents containing interpretations or particulars of written laws or schemes
administered by the public authority, not being particulars contained in another written
law

Freadom of Informatian Act, 1999 as amendad
Judicial Review Azl

Lawa ol ihe Republic of Trinidad and Tobags
Tekcommunications Act

Central Tenders Board Ordinance as amendad

oDooLUou

Section 3 Statements

Section 8 (1) (i)-(g) and (i)~(m)

Theara are no slatements o be published undar these subsaciions at this bme

Section 9 (1) (h)

& report on the performance or efficiency of the public authority, or of an office, division
or branch of the public authority, whether the report is of a general nature or concerns a

particular policy, programme or project administered by the public authority.

= Siralegic Iment of the Minsbey of Public Administretion and Indonmation-2003
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¥ Cabingt Minute 301 dated January 29" 2004 Review of the Organizational Structure and
Staffing of the Menistry of Public Administration and Information
¥ Soci-Economic Policy Reseanch and Planning Division Repor 2004

RESPONSIBILITIES OF THE DIVISIONS/UNITS IN THE MINISTRY OF PUBLIC
ADMINISTRATION AND INFORMATION

= THE E-GOVERNMENT UNIT

Mission: To champion the cause of electronic governance as a way of effecting meaningful changa n the
provisian of gevemmenl services 1o all stakeholders and for the benefl of 8l citzens

= THE SCHOLARSHIPS AND ADVAMNCED TRAINING DIVISION

Mission: The Scholarships and Advanced Treining Diwvision has responsibility for the administration of
scholarshigs and long-lerm bechnical assistance awards offered byfthrough the Govarnment of Trinidkad
and Tobago,

The core funclions of SATD are:

*  Procassing the offer of iraining awards b nabionals

»  Serving as lhe Secrelarial of the Schalarship Selection Committes and the Scholarship Review
Cammihas

=  |mplementing procedures 1o anable successiul canddabtes 1o take up their awards

*  Senvicing ewards, monitoring the progress of ireinees and ensuring thal ihey make themaszhes
availabda o fulfll their conlractual obligations

= Faciitating the placement of refurned scholars

*  Ensuring the recovery of monies spent on awards in the cage of detauling trainees

* THE STRATEGIC SERVICES AND INFORMATION TECHNOLOGY
DIVISION (SS&ITD)

Mission, The Siraiegh: Services and Indormation Technology Division is in the business of coordinating
and prowiding operathonel suppart for intamal Information and Communications Technology propects and
sysleme and sirategic planning activities m the Ministry of Public Administration and Infarmistion

The S5&ITD is comprisad of two (2] seclions, the Information Technology Secton and 1he Siretegc
Planning Section, as follows:

= The Information Technology Secton &= responsible for coordinating and supportng  the
agayelopmeant of all internal ICT projacts and systems
] The Siretegic Planning Section is responsible for interfacing with all Divisions and
Strategic Planning Consultants and coordinating the development and implementation of key
redated information and decision suppor systams.
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= THE TELECOMMUNICATIONS POLICY AND PLAMNNING UNIT

Mission: To provide managerial support for the purpose of policy development, implementation, review
and evaluation, in respect of the mandate of the Telecommunications sector.

= NATIONAL INFORMATION SYSTEMS CENTRE

The mission of the Mational Information Systems Centra is to contribute 1o the development of a more
efficient productive and effective Public Service by providing guality Information Technology (IT)
consultancy services and training, and to establish policies and standards with respect to the use of IT
processing technigues and equipment in the Public Service.

= THE GOVERMNMENT INFORMATION SERVICE
The Government Infarmation Service (GIS) is comprised of the following units-

=  Television/Film Unit
The Television/Film Unit's primary function is the production of television programmes that project
the goals, objectives, policies and achievements of the government, s agencies and stale
enterprises, Its programming includes documentaries on national, social and cultural issues and
sensitive public sarvice issues such as health and crime prevention. It also packages presidential
and ministerial addresses to the nation.

A list of video material can be viewed at the Television Unit of the Information Division located at
the cormer of Agra & Patna Streets, St. James, Tel. No. 622-9622

The Film Secton evalved from the Information Office of the Central Office of Infarmation in tha
British Governmernt in the early 19503, In 1958 it became the Film Unit and by 1982 it becama
krown as the Government Film Unit of the office of the Prime Minister. This unit s responsible
for capturing significant events on film.

The films produced by this unit ara stored in nagative form in the British Film Institite in Londan and
special parmission must ba obtained from the Permanent Secretary responsible for Information
Division for this material to ba viewad.

=  Photographic Unit

The Photographic Unit provides pholographic coverage and stores photographs | negatives and
contact sheats of assignments of the President, Prime Minister, govermmant Minlsters, ministnes
and departmants and agencies of government and non-governmental crganizations.

A list of the materal in the possession of this unit is lodged at the offices of the Information Division,
Corner Agra and Patna Sireets, 51 James, Tel: Mo, £22-0022
= The Radio Unit

This unit informs the population ocn Government's activities, projects and policies by way of
documentares and features on naticnal and international events and issuas. This unit also provides
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ministries and government departments with press conference facilities and public address systems
upon reguest and facilitates public service announcements

A list of audio material at the Radio Unit may be accessed at the office on Cor. Agra & Patna
Streets, 3. James, Tel. Mo, 622-9922. .

®* Library and Research Units

The Library is the repository for collected information and a source for refarence material, serving
the needs of the division, government agencies and members of the public. The Research arm of
this unit is responsible for producing documents such as pamphlets, leaflets, brochures and
booklets.

Material iz available from the unit's offices, Information Division, 13-15 St Clair Avenue, St Clair.
Telephone: 622-9323 or 622-1131.

& Board of Film Gensors

The Board of Film Censors falls under the purview of the Information Division and is appointed by
the Minister responsible for Information, for the purpose of censoring cinematograph films, trailers
and posters. The Secretary, who is appointed by the Minister in consultation with the Chairman, is
stationed at the Offices of the Information Division, Corner Agra & Patna Streets, 5t James. Tel
No. B22-9822

The Board comprises fourteen (14) members, inclusive of the Chairman. Meatings are held bi-
manthly, at which all policy matters pertaining to the rating of films are discussed.

The Board is governed by The Cinematograph Act Chapter 20010, Section 13, which states that the
duty of the censor or censors deputed by the Chairman of the Board is to examine every
cinematograph film, trailer and film-poster submitted to the Board for approval, and report to the
Chairman.

Cinema operators or exhibitors are mandated, in accordance with the Cinematograph Act Chapter
20:10 Section 20, to submit to the Board all films, trailers and posters for approval on form A in the
Schedule- Regulations 32. On this sheet there is a column, in

which the censors enter their decision, togather with any conditions imposed. The signature of a
censor al the end of this sheet would certify every entry.

A certificate with the Board's decision, the date censored. the title of the film/trailer/poster, the length
of the filmftrailer and any conditions approved for exhibition is issued to the distributor when the film
is rated. The Board insists that all conditions attached to the rating of a fim or frailer must be
advertised so that the public would be aware of what they would be viewing.

If the Distributor of a film is not satisfied with the rating in the first instance, he has the right to
appeal to the full Board to have the film reviewed, If still aggrieved by a decision made by the Board,
the Distributor has a right of appeal to the minister responsible for information,

Members of the public are at liberty to communicata with the Board via the Secretary to discuss any
matter pertaining to the rating of films. Persons making enguiries should expect a response within
twenty-four (24) hours of making a request.

Members of the Board also monitor Cinemas 10 ensure conditions attached to films and trailers
exhibited are strictly adhered to. If conditions outlined by the board are not adhered to, the
Certificata of Approval would be recalled, This means thal the film or trailer is pulled from the
Cinamas
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* THE LEGAL SERVICES DIVISION

Mission: The Legal Services Division was created in July 2003 1o render legal advica fo the Ministry of
Fublic Administration and Infaration. The Division performs general legal wark within the scope of the
Ministry and on benalf of Departments, Divisions and ather agencies which fall under the urbnella of the
parent Miniziry,

* THE NATIONAL E-COMMERCE SECRETARIAT
Information about the Malional E-commerce Secretariat may be aceessed through the website
W, GCOMMEIce. gov. i

The public may obtain copies of the folowing material by contecting the Directar andiar E-Commence
gusmeaa Specialist at Level §, Mational Library Building, Gorner Hart and Abercromby Strests, Port of
pain.

Tet G23-2317/623-8836
E-mail: nfodfecommerce. gay. il

E-commarce essay compsbilion video 2002 & 2002
E-commerce essay compabiion launch 2002 & 2003
E-commarca sunvey [ household) 2003

L -

E-commerce survay [business) 2001 & 2003

GOVERNMENT PRINTERY

Section 7 Statements

Section T (1) (a) (i)
Function and structure of the Public Authority
Misslon Statement:

The mission of the Government Printary is to facililate efficient and effective communication and
informatian systems by providing reliablke prinling, binding and relstes services far the Govamment and
the public.
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Section 7 (1) (a) (i)
Catagories of Documents in the possession of the Government Printery

1. Files dealing with adminisirative suppart and General administrative documanis far the oparalicns
of the Govarmmens Printery

2. Parsonnel files, which detail all stalf appointments, job applications, job specifications,
promations, transfars, resignations, deaths, relirements, leave, vacation

3. Filas gealing with the accounting and financial managerment function of tha Public Autharily
4. Financial Recards (cheques, vouchars receipts)

5. Filas dealing with matlers. relaling to tbe procuremant of supplias, serdices and equipment.
6. Policy and Procedure Documents,

7. Documents relating 1o strategic review of the Govemnmant Printary and Training Plans

B Legilation and Legal Instruments.

B, Files dealing with training - Iocal and foreign and technical co-operation

10 Minutes/idgenda of maatings.

11. Filas dealing with Circulars. memaranda, naotces, Bulleling

12. Repors: Statistical, Annualmoriblyiquartery, Audit, Consultants” Technical, Gorporate,
‘aluaton, Accident et

13. Books, booklats, leafiets, pamphiets, brachures, posters, newspaper clippings
14. Registers/Licensas

Section T (1) (a) {iii)
Material prepared for publication or Inspection

The pubdic may inspact andfor obtain coples of the fallowing mmialerial bebseen the bours of 8:30 am to
4:00 prr on normal workiing days al:

The Govermment Printery
24 Victaria Avenus
Paet ol Spain
Tal: 6254134
Fax: 625-55T3
Emal govprntery@esit nel i
*  BillsfActs of Padiament

= Legal Motices
*  Trinidad and Tobago Gazatia
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Section T (1) (a) [vi)

Officers in the Government Printery responsible for:

1. The initial receipt of and action upon notices under section 10,
2. Reguesis for access o documents under section 13 and
3. Applications for correction of personal information under section 38 of the FOIA

The Designated Officer is:

br. lan Gicson
Assistant Governrmen] Prnter
Tel 625-3834
Email: ggvprintaryiEist. net.i

The Alternale Officer is:

Ms. Pearl Josaph
Adminestrativa Officer 11
Tael: B25-3474

Section 7 (1) (a) (viii)

Library/Reading Room Facilities

Cenaln information may be readily accessad al the Gowernmeant Primter's office located at 2-4, Victorna
Avenee, Port of Spain, betwesn the howrs of 8: 30 am o 3 p.m.

Policy of the Public Authority for provision of coples of decuments that are readily
available to the public
Examples:

o Charge for Pholocopias is 50.20 cants per page howaver if you provide your own pager no bee
(opticral) will ba chargad.

#  Provigion of documents may be subject to a charge to cover administretive costs, An Index of prces
is available in the Library.

Section B Statements

Section 8 (1) (a) (1)

Documents containing interpretations or particulars of written laws or schemes
administered by the public authority, not being particulars contained in another written
law

O Garetle matedal
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Section 8 (1) (a) (ii)

Manuals, rules of procedure, statements of policy, records of decisions, letters of advice
to persons outside the public authority, or similar doecuments containing rules, policies,

guidelines, practices or precedents.

o Stratege: Plans

Section 9 Statements

This saction is not applicabile to the Government Printery

PUBLIC SERVICE ACADEMY

Section T Statements

Section T (1) (a) (i)

Function and structure of the Public Authority
Mission Stalemant:

Tha mission of the Public Service Academy is fo mazimize the human potential for excellencs and high
parformance throwgh the provision of flexible learning opporiunilies in collaboration with sirategic

partners

Section 7 (1) (a) (Ii)
Categories of Documents in the possession of the Public Service Academy

1.

@@ a WM

Files dealing with administirative suppon and General adminisiralive dacurments for the
oparalions of the Academy

Files dealing with matiers relaling 1o the procurernent of supplies, services and equipment.
Hews releases, speeches

Parodicals and publications

Falicy and Procedure Documents.

Docwments relating to stralegic review of the Academy

Files dealing with training = local and foresgn and technical co-operation

Files dealing with Circulars, memoranda, notices, bullatins
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Section 7 (1) (a) (iii)
Material prepared for publication or inspection

The public may inspect and/or obtain copies of the following material between the hours of 2:00 am to
4:00 pm on normal working days at:

The Public Service Academy

Leval &, National Library Buillding
Comer Hart and Abercromby Streets
Port of Spain

Tel: 623-8578 ext 2037

Fax: 523-3636

Email; psic@@trinidad.net

= Videotapes
= Report an Trainimg Programmes
¢ Guidelings on Training Plan Preparation

Section 7 (1) (a) (vi)
Dfficer responsible for:

1. The initial receipt of and action upon notices under section 10,
2. Requests for access to documents under section 13 and
3. Applications for correction of personal information under section 36 of the FOIA

The Designated Officer for the Academy is:

Mz, Gamma Marcus

Direcior, Corporate Services

Ministry of Public Administration and Infarmation
Level B

Mational Library Buiding

Cor. Abercromby and Harl Street

Part of Spain

Tel: B25-6724 axt 2131

Section 7 (1) (a) (viii)
Library/Reading Room Facilities

Certain information may be readily accessed at the Public Service Academy library located at Level 5,
Mational Library Building, Corner Hart and Abercromby Sireets, Port of Spain, The library is open to the
public from Mondays to Fridays betwean the hours of 8:30 am to 4:00 pm, No smoking, eating or drinking
i% allowed in the library
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Saction 8 Statements

Section 8 (1) (a) (1)

Documents containing Interpretations or particulars of written laws or schemes

administered by the public authority, not being particulars contained in another written
law

o Gazetie material O Guidelines
O Regulations

Section 8 (1) (a) (1)

Manuals, rules of procedure, statements of policy, records of decisions, letters of advice
to persons outside the public authority, or similar documents containing rules, policies,
guidelines, practices or precedents.

a Policies and procedures documents
g Handbooksimanuals

Section 9 Statements

This section is not applicable to the Public Service Academy.

PUBLIC SERVICE TRANSFORMATION DIVISION

Seaction T Statements

Section T (1) (a) (i)
Function and structure of the Public Service Transformation Division (PSTD)

Mission Statement:

The Public Service Transformation Division is in the business of guiding and providing operational
support for and the moniloring and evaluating of all transformation initiatives of the publc service of
Trinidad and Tobago.

The PSTD was established by Cabinet Minute No. 1957 dated September 12, 2002, It is headed by a
Directer and has fifteen (15) members.

Tha PSTD is comprised of four (4) units, The uniis are as follows:
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< The Human Resource Management Unit, which is responsible for ensuring that policies and
procedures are followed which will result in a highly trained, empowered, motivated and
flexible workforce capable of delivering gquality service products.

% The Public Management Systems Unit is responsible for ensuring fast delivery and quality
service 1o recipients of public goods.

% The Value for Money Unit is responsible for creating a value for money culture in the public
service. This will be done at two levels ie at ceniral agency levels in terms of financial
management and procurement reforms and at the individual level.

# The Change Management Coordinator is responsible for development, implementation and
enforcement of change management processes. Halshe examines, evaluates, develops and
implements policies, procedures and mathods used to optimize and standardize and provide
guality in aress of change managamant.

PSTD also carries out the functions of the former Freedom of Informafion Unit, which are as
fillcners:
1. Support to Public Authorities
Provision of assistance to public authorities in understanding and putting in place
arrangements for their compliance with the FOIA through the provision of advice on
eompllance with the Act, training seminars and sensitization sessions
2. PFublic Awareness
Educating members of the public about their rights and responsibilities under the FOIA,

3. Maonitoring and Reporting
Thiz involves the collation of material provided by individual public authorities on the
operation of the FOIA. This information is included in the annual report that must be lald
before Parliament.

A list of designated officers (as defined in Section 4 of the Act) of public authorities is maintained
at PSTD.

The Division assists with queries pertaining te the following:
% Interpretation and application of the Freedom of Information Act, 15588 [ FOLA)
% Contact information for designated officers/ipublic authorities under the FOLA
<  Qperation of the FOIA
< Procedure for making a request for access to official documents under the FOLA

fo obtain information about the FOLA, members of the public can contact Mrs. Paula Edwards, Senior
*alicy Analyst, from Maonday to Friday, 8:00 a.m. to 4:00 p.m. at:
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Lewvel T, Mational Library Building

Corner Hart and Abercromby Streaets

Port of Spain

Tel &23-T187 (FOI Help Lina)
G25-BRTE ext 2230

Fax B23-602T

E-mail, |mf ia.qow. it

Website: www.foia.gow.tt

EFFECT OF FUNCTIONS OM MEMBERS OF THE PUBLIC

PSTD work will impact on tha Public Service and on the country as a whale through consultation as (is
main objeciive ara:
% To provide sustainable client-centric systems, processes and procedures
<+ To creale sysiems, processes and procedures that facilitate effectivensss, efficency and
relevance in the dalvery of sustainable and adaptabla senices
<  Tofacilitate tfransparancy, opanness and accountatility

The publie will hawe an opportunity fo be involved in the formulation of these objectives by slating in
wiriting their complaintsfcancams

Section 7 (1) (a) (ii)
Categories of Documents in the possession of the PSTD

1. Files dealing with administrative support and Genaral administrative documents for the
oparations of the PSTD

Files dealing with the acoounting and financial managemeant function of the PSTD
Cabinet Documents
MNews releases, newsletters, speeches originaiing from PETD
Policy and Procedure Docurments,
Crocuments relating o strategic review of the PETD
Intarnal and external correspandence
Files dealing with training — local and foreign
Minutesiagenda of mestings
. Files dealing with Circulars, memoranda, notices, bulleting
. Newspapear clippings

Files dealing with official functions, conferences, and evenis hosted and attended by
FSTD

. Perodicals and publicafions

e o
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14. Administrative files relating fo the farmer FOI Unit
15. FOI posters
156. FOI 1893 Reguest for Access to Gfficial Documents forms

Section 7 (1) (a) (i)
Material prepared for publication or inspaction

The public may mspact andfor ootain copies of the following material between the hours of B:30 am (o
4:00 pm on noemal working days al

Level 7, Mational Library Bullding
Corner Hart and Abercromby Streels, Port of Spain
Tel  623-7197 (FOI Help Ling)
825-8578 ext 22320
Fax:  B23-6027

E-mail; infoi@foiz gov. i
Wabsite: www foig gov i

Publications prepared by the Communications Committee
Opinion Leaders News

The Freedam of Information Act, 1599

The Freedarm Information] Amendment) Act, 2000

The Freedorm of Information] Amendment) Act, 2003
Legal Notices Nos. 7 and 21 of 2003

Judicial Reviesy Act, 2000

Tha Freedom of Information Act pamphled

Information Sheats on tha Fraedom of Infarmaban Act
Request for Access to Official Documeants Forms
Directory of Designated Officers in Publiz Authorities
Coples of Published Section 7, 8 and 9 statements of Public Autharities

The public may obtain coples of the following material;

¢ FOHA, 19098 Reques! for Access fo Official Documents Forms
* The Freedom of Information Act pamphiet
e Informabion Sheels on the Freedom of Information Act

Section 7 (1) (a) (vi)
Officers In PSTD responsible for:

1. The initial receipt of and action upon notices under section 10,
2. Reguests for access to documents under section 13 and
3. Applications for correction of personal Information under section 36 of the FOILA
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The Designated Officer for PSTD is:

Ms. Gemma Marcus

Directar, Corporate Sarvicas

Ministry of Public Administration and Infarmation
Level B

National Library Building

Cor. Abercromby and Hart Sireet

Port of Spain

Tel: 626-6724 ex1 2131

Section T (1) (a) [viii)
Library/Reading Room Facilities
Cerlain information may be readily accessed at Level 7 of the National Library Building, Ministry of Public

Administration and Information.

Section § Statements

Section 8 (1) (a) (1)

Documents containing Interpretations or particulars of written laws or schemes
administered by the public authority, not being particulars contained in another written
law

o Fresdom of Information Act, 1999 as O FOLA Pamphled
ameanded by Act No. 92 of 2000 and Act O FOI Fact Sheats
Mo 14 of 2003 o Judicial Review &ct,

0 Gazeltes Mos. 21 and 58 of 2003
@ Legal Motices Nos 7 and 21 of 2003

Section 8 (1) (a) (ii)

Manuals, rules of procedure, statements of policy, records of decisions, letters of advice
to persons outside the public authority, or similar documents containing rules, policies,
guidelines, practices or precedents.

a Freedom of Infarmation Uni Electronic Manual, Fresdam of Information Act 1980 A Guide to
Implementation and Practical Application published in January 2002
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Section 8 (1) (b)

In enforcing written laws and schemes administered by the public authority where a
member of the public might be directly affected by that enforcement, being documents
containing information on the procedures to be employed or the objectives to be
pursued in the enforcement of the written laws or schemes.

O Freedom of Information Unit Electronic Manual, Freedom of Information Act 1989 A Guide to
Implementation and Practical Application published in January 2002.

Section 9 Statements

Section 9 (1) (a)-(d)

At this time, no documents that fall within the meaning of this section of the Act are lodged at the PSTD,

Section 9 (1) (e)

A report (including a report concerning the results of studies, surveys or tests) prepared
for the public authority by a scientific or technical expert, whether employed within the
public authority or not, including a report expressing the opinion of such an expert on
scientific or technical matters.

* Market and Opinion Research International- Opinion Leaders' Panel 2002- Baseline Report
= Market and Opinion Research International- Opinion Leaders’ Panel 2003 Wave 11 Report June-
July 2003

Section 9 (1) (g) - (m)

Al this time, no decuments that fall within the meaning of this section of the Act are kodged at the PSTD

FASTFORWARD SECRETARIAT

Section 7 Statements
Section 7 (1) (a) (i)

Function and structure of the FastForward Secretariat

Miszion Statemant:

To effectively implement FastForward, the Natienal Information Communications Technology Plan
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Section 7 (1) (a) (ii)
Categories of Documents in the possession of the FastForward Secretariat

1. Files dealing with adminisirative suppant and Ganeral administrative documeants for the operations
of the Secratanial

Files dealing with the accounting and financial management function of the Secretariaf
Mews releases, newsletters, speechas
Policy and Procedure Documents.
Documants relating to strategic review
Internal and extemsal corres pondence
Reporis
Files dealing with braining = local and fareign
Minutes/Agenda of meetings,
. Files dealing with Circulars, memoranda, notices, bulleting
. Books, pamphlets, brochures, posters

. Files dealing with official funclions, conferencas and events hosted and attended by the
Secrefarat

mom s Wt R L

L T —
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Section 7 (1) (a) (iii)
Material prepared for publication or inspection

The public may inspect andior obtain copies of the following material between the hours of 9:00 am o
3:00 pm on normal working days at:

Level 5, National Library Building

Carmer Hart and Abercromiby Streets, Port of Spain
Tel: B00-MICT

Fax: B23-8836

E-mail; mpai n

Website: www. fastiorward It

=  Hational ICT Flan- FastForaard

& [hns Sieenng C-ommi o the Sleenng
T ERMmiTRR.

Spetion 9 (1LiaL,
A repdrt (INcliding a repdrt concerning the resiits or swicies, surveys of esis) |
Ty, P, i, 2ty o o Foleptific, oo toshnicalewngrt, whether ponioosd
public authority or not, incliding a report expressing the opinion ot such
= opiifin ot ahaistlanriiess o,
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Reports and mamoranda on technical assessment and analysis of large ICT projects in the public service,

including Ihriz, communications backbone, payroll projects.

Section 9 (1) (f)

A report prepared for the public authority by a consultant who was paid for preparing the

report.

Readiness assessment of Trinidad and Tobago
Banchmarking Report on Trinidad and Tobago

PUBLIC MANAGEMENT CONSULTING DIVISION

Section 7 Statements

Section 7 (1) (a) (i)
Function and structure of the Public Management Consulting Division (PMCD)

The mission of the Public Management Consulting Division is to enhance the Public Service contribution

to Matonal Develaprment by providing quality management consulting sarvicas
The Public Managemeant Consulting Division is located at 20, Abercromby Street, Port of Spain.

Section T (1) (a) (ii)
Categories of Documents in the possession of the Public Management Consulting

Division

Fat

Files dealing with administrative support and General administrative documents

Personnel files, which detail all staff appointments, job applications, job specifications,
promotions, transfers, resignations, deaths, retirements, leave, vacation

Files dealing with the accounting and financial management functions

Financial Records (cheques, vouchers, receipls)

Files dealing with matters relating to the procurement of supplies, services and equipment
Cabinet Documents

MNews releases, speeches

Correspondence files

Policy and Procedure Documents.

Docurnents relating to strategic review of PMCD,

. Legislation and Lagal Instruments.

Files dealing with training — local and foreign and technical co-operation.
MinuteslAgenda of meetings.
Files dealing with Circulars, memoranda, notices, bulleting
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15. Reporis: Statistical, Annual/monihly’quarterly, Audit, Consultants’| Technical, Corporate,
Valuation, Accident etc,

18. Books, booklets, leaflets, pamphlets, brochures, posters, newspaper clippings
17. Registars/Licansas

18, Inventorias

19. Periodicals and publications

Section 7 (1) (a) (vi)
Officers Iin PMCD responsible for:

1. The initial receipt of and action upon notices under section 10,
2. Requests for access to documents under section 13 and

3. Applications for correction of personal information under section 36 of the FOIA
The Designated Officer is:
Administrative Officer 11
Mrs Lynetie Charles
20, Abercromby Street, POS

Tel: §24-537T 3G
Fax: 625-3152

E-mail; ipdivi@tstt met tt

The Alternate Officer is:
Adrminisirative Officer 11
Mrs. Marva Ashoy-Williams
20, Abercromby Street, POS

Tel: G24-2897 308
Fax: 6233154

E-mail: ipdinemitstt.nat it

Section 7 (1) (a) (viii)
Library/Reading Room Facilities

Certain information may be readly accessed at Level 2 of PMCD's office localed at 20 Abercromby
Street, Port of Spain, between the hours of 830 am o 415 pm
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Section 3 Statements

Section 8 (1) (a) (ii)

Manuals, rules of procedure, statements of policy, records of decisions, letters of advice
to persons outside the public authority, or similar documents containing rules, policies,
guidelines, practices or precedents.

a Palicias and procedures documents
3 Handbooks, manuals
3  Internal direclives

Section 9 Statements

This section is not applicabls 1o PMCD

PROPERTY AND REAL ESTATE SERVICES DIVISION

Section T Statements

Section 7 (1) (a) (i)
Function and structure of the Property and Real Estate Services Division (PERESD)

Mission Statemeant:

The mission of the Properly and Real Estate Jervices Division is fo provide clients with safe, suitable and
adaquate work environman! which would substantially facilitate individual and organization performance
and image and to manage Government's Real Estate portfolio in a highly efficient and cost-sffective

Mmanner,

Role of the PERESD

The P&RESD is responsible for ensuring that the stock of Government properies ulilized for its
operations is developed and maintained in @ manner which ensures maxzimum utilization and econemic
rebarns from these assats. The sacond main area of focus is the provision of appropnately designed and
canfigured workplaces and facilifies that are consislent with the needs of a contemparany organization,
From a real estate perspective, the Division has a vital role in assuring the availability of sccommodation

at acceptable standards in support of Public Service walues and infiatives.
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Functions of the PRARESD

The Division provides policy advice and monitonng senvices o the State in the arca of real estde and
propery management, specifically:

1. Rationakzation of office space in Governmént-cwied Buldings

2 Allacation and sale of Govarnmant quarders { privale resdences)

3. Renal of office accommodaton and private resldences

4. Property Acquisiion and lease of Stats lands under the urisdiction of the Division

5. Renlal of Government Buidings o Non-Governmenid  Crganizalions  and olher  private
organizalions

4, Management of the State’s Proparty Managemenl Infarmaion Syslems

7. Baintenance, security and safaly of carain Goverrmenl-ownad and leased buildings
5. Admimistrabon of the Division

The Division comprises the following Units:
»  FResl Estate and Facllities Management
s DHice Accommodation
+  Progedy Acquisition
= Adrminisiraton

Section 7 (1) (a) (ii)
Categories of Documents in the possession of the FARESD

Internal and External Repaorts

Consultants Repars

LdvicalDpinions

Files de=aling with office managenent
Files dHEIling wilh hurman resgurce metiers
Cieiikars

Legislation

Section 7 (1) (a) (iii)
Material prepared for publication or Inspecticn

All documents sre availabole for viewing at th Reading Room of the Miristry of Fublic Administrabon and
Information at the National Library Building, Comer Hart and Abarcromby Streels. Pol of Spain,

Members of the public who require coples must pay $5.00 par sheet.
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NATIONAL ARCHIVES

Section 7 Statements

Section T (1) (a) [i)
Function and structure of the National Archives

Mission Statement:

Th= National Archives acquires and presenvas tha documentary heritage of the nation (on all formats) and
makes it accessible to the public through reference and research senvices.

Functions of the National Archives

The National Archives comprises the Repository and Record Centre.

The Mational Archives Repository is located at 105, St Vincent Street, Port of Spain and the Record
Cenire, Chaguaramas, The Repository keeps all records of archival value o the nation and makes them
accessible through the Search Room. The Record Centre keeps semi-active records of Government
Ministries/Departments/Agencies

The National Archives holdings consist of thousands of documents, mainly official records dating from the
18" century to present. While the Records are mainly available on paper, some are accessible on
rricrafiim.

Section T (1) (a) (i)
Categories of Documents in the possession of the National Archives

Gazatta

Crrdimanceas and laws of Trinidad and Tabago
Census Reporis

Mewspaper Collection (19" and 20™ cantury)
Council papers

Blue Books

Hansard Fepoaris

immigration Records

Agzessment Rolls

10. Records of Colonial Administration

11. Government Press Releasas

12, Joumnals

13, Rare book colection

14, Reference Collection

15, Maps

16. Photographs

0o - O IR R Lk R
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Section 7 (1) (a) (v)

Procedure to be followed when accessing a document from the National Archives

Howw to Request Inform ation:

The Repository

At the Reposifory, documeants may be accessed through our Search Room. Researchers may consull
documents al the Search Roem during the following hours

Monday-Thursday 815 am. —4:00 p.m.

Friday gi5am - 345 p.m

All researchers must fill out & Research Application form and provide sufficient information for officars
ta identify and rerieve the relsvant documant

The Record Centre, Chaguaramas

To accass documenls stosed al the Cenlre, parscnnel at Government Minsines/agences musl send
a written request to the Government Archivist, giving &ll relevant information o enable retrieval of the

document

Responding to your Reguest

=  Relneving Documents

It shouwld be noted that some documents may not be available fo individuals due 1o the following

F2ES0NS

# Further use would be detrimental fo the presarvation of the document

# The document is undergoing repair or restoration in the Conservation Unit

* The docurmnent is stored at the Record Cenfre and can only be accessad by the creating agency
or public authority

Section T (1) (a) (i)
Officer in the Mational Archives responsible for:

{1} The initial receipt of and action upon nofices under section 10,

(2} Requests for access to documents under section 13 and

(3) Applications for correction of personal information under section 36
of the FOIA

The Dasignated Officer is:

Mrs. Helena Leonce
Government Archivist (&g )
Mational Archives

105 SL Vinceni Strasl
Part of Spain
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TENDERS FOR THE CONSULTANCY SERVICES FOR DESIGN AND SUPERVISION OF INFRASTRUCTURE FACILITIES
FOR FOUR HOUSING DEVELOPMENT SITES OF THE SUGAR INDUSTRY LABOUR WELFARE COMMITTEE

ProposaLs are invited for consultancy services for the Design and Supervision of Infrastructure Facilities for four (4) Housing
Developments packaged in two (2) groups as follows:

PACKAGE I: GoLcoNDA, SAN FERNANDO
TAROUBA, SAN FERNANDO

PACKAGE II: CeDAR HiLL, PRINCES TOwN
PLuck RoaD, LA FORTUNE

Any consulting firm may submit proposals for both packages but will be only eligible for the award of one (1) package.

Proposals must be submitted for each package separately.

Tender documents are available during normal working hours at the Central Tenders Board’s Office, 116, Frederick Street,
Port-of-Spain. Further information may be obtained from Mr. Carlton Mustapha, Executive Officer, Sugar Industry Labour Welfare
Committee (SILWC), Corner Dove and Baliser Avenue, Pt. Lisas Housing Development, Couva. Telephone Numbers: 636-2771/2;
679-7264.

Technical Proposals must be accompanied by valid Income Tax and Value Added Tax Clearance Certificates issued by the Board of
Inland Revenue and a Certificate of Compliance in accordance with the National Insurance Act dated not more than six (6) months
prior to the closing date of the tender.

Consultants are required to visit the sites and acquaint themselves with site conditions, which may influence or affect their tender.

Consultants must submit one (1) original and six (6) copies each of the technical and fee proposals in separately sealed envelopes
addressed to the Chairman, Central Tenders Board, 116, Frederick Street, Port-of-Spain, not later than 1.00 p.m. on

Thursday 8th April, 2004. Envelopes must be clearly marked on the outside:

Package I:—Consultancy Services for Design and Supervision of Infrastructure Facilities at SILWC’s Housing
Development Sites at Golconda, San Fernando and Tarouba, San Fernando

Envelope A—Technical Proposals and
Envelope B—Fee Proposal or
Package Il:—Consultancy Services for Design and Supervision of Infrastructure Facilities at SILWC’s Housing
Development Sites at Cedar Hill, Princes Town and Pluck Road, La Fortune
Envelope A—Technical Proposals and

Envelope B—Fee Proposal

and deposited in the Brown Tenders Box located in the lobby of the Board's Office.
Technical proposals will be publicly opened shortly thereafter. The consultant or his representatives may attend the opening.

The Central Tenders Board reserves the right to void these procedures and the consultant will not be entitled to compensation in
such an event.

The Board does not bind itself to accept any proposal.

Late proposals will not be accepted.

M. MARCANO
3rd March, 2004. Chairman,
Central Tenders Board
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TENDERS FOR THE SUPPLY AND DELIVERY OF MECHANICAL EQUIPMENT TO THE CENTENO RESEARCH
STATION AND THE SUGAR FEEDS CENTRE, MINISTRY OF AGRICULTURE, LANDS AND MARINE RESOURCES

TeNDERS are invited for the supply and delivery of Mechanical Equipment to the Ministry of Agriculture, Land and Marine Resources
as follows:

(i) Centeno Research Station — One (1) Agricultural Rotavator
(if) Sugar Feeds Center — One (1) Wheel Digger Loader

Tender documents may be collected during normal working hours at the Central Tenders Board's Office, 116, Frederick Street,
Port-of-Spain. Further information can be obtained from Mrs. Sheila Pargass, Administrative Officer Il, Finance and Accounts
Division, Ministry of Agriculture, Lands and Marine Resources—Telephone Numbers: 622-1221-5 Ext. 2070.

Tenders must be accompanied by valid Income Tax and Value Added Tax Clearance Certificates issued by the Board of Inland
Revenue and a Certificate of Compliance issued in accordance with the National Insurance Act and dated not more than six (6) months
prior to the closing date of the tender.

Tenders in triplicate, should be placed in sealed envelopes clearly marked on the outside: “Tender for the Supply and Delivery of
Mechanical Equipment to Centeno Research Station and the Sugar Feeds Center, Ministry of Agriculture, Land and Marine
Resources”.

The envelopes must be addressed to the Chairman, Central Tenders Board, and deposited in the Brown Tenders Box located in the
lobby of the Board'’s Office at the above address not later than 1.00 p.m. on Thursday, 1st April, 2004.

Tenders will be opened publicly, shortly thereafter. The tenderer or his representative may be present at the opening.
Late tenders will not be accepted under any circumstances.

The Board does not bind itself to accept the lowest or any other tender.

M. MARCANO
Chairman,
8th March, 2004. Central Tenders Board

611

TENDERS FOR THE SUPPLY AND DELIVERY OF VEHICLES TO THE DEPARTMENT OF NATURAL RESOURCES AND
THE ENVIRONMENT, DIVISION OF AGRICULTURE, MARINE AFFAIRS AND THE ENVIRONMENT, TOBAGO
HOUSE OF ASSEMBLY

TENDERSs are invited for the supply and delivery of the undermentioned vehicles to the Department of Natural Resources and the
Environment, Division of Agriculture, Marine Affairs and the Environment, Tobago House of Assembly.

Item Quantity and Description of Vehicle
(i) One (1) 4 x 4 Double Cab Pick-up
(i) One (1) Double Cab Utility Vehicle with a Hydraulic Aerial Device

Tender documents can be obtained during normal working hours at the Central Tenders Board's Office, 116, Frederick Street,
Port-of-Spain. Any further information may be obtained from Mr. Raye Sandy, Director, Department of Natural Resources and the
Environment at Telephone Numbers: 660-7636 or 639-2273.

Tenders must be accompanied by valid Income Tax and Value Added Tax Clearance Certificates and National Insurance
Compliance Certificate.

Separate contracts may be awarded for the items.

Tenders in triplicate must be enclosed in sealed envelopes clearly marked on the outside: “Tender for the Supply and Delivery of
vehicles to the Department of Natural Resources and the Environment, Division of Agriculture, Marine Affairs and the Environment,
Tobago House of Assembly”, and addressed to the Chairman, Central Tenders Board, 116, Frederick Street, Port-of-Spain. The
envelopes must be deposited in the Brown Tenders Box located in the lobby of the Board's Office no later than 1.00 p.m. on
Thursday, 22nd April, 2004.

Tenders will be opened publicly thereafter. The tenderer or his representative may be present at the opening.

Late tenders will not be considered in any circumstances.

The Board does not bind itself to accept the lowest or any other tender.

J. JONES
Deputy Chairman,
18th March, 2004. Central Tenders Board
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