
 

   

Is there a 
FRAMEWORK 

that covers the 
purchase? 

Operate within 
Framework (send PSR to 

support@OGP.ie 
 

Expected Total 

and/or Annual 

Contract Value 

Less than €5K €5K - €25K 
Greater than 

€25K Have you 

obtained 

approval 

for the 

purchase?
Obtain quotes from 

competitive supplier(s) 

Below €500  
Confirm price with 

supplier (website or 
catalogue will suffice) 

Draft Specification Document 

(including measurement Criteria). 

Save to local procurement file 

Send Specification by email to 3 

suppliers (minimum) seeking written 

quotes (save email communications 

to local procurement file) 

Save all responses to local 

procurement file 

Evaluate offers against specified 

requirements and measurement 

criteria (using a scoring sheet), sign 

outcome and save to local 

procurement file 

Notify/debrief successful and 
unsuccessful bidders. Save 

notifications to local procurement file 

If there is a resulting contract – save 
Contract to local procurement file 

(NB: no contract is required for 
simple offer and acceptance to 

supply single purchase) 

Draw up Tender Documentation 

and set basis for award (lowest 

price/MEAT). Record eTenders 

number in local procurement file 

Advertise on eTenders 

If MEAT, evaluate tenders using 

weighted scoring sheet based on 

award criteria (including price) 

Select Highest Scoring Tender 

(print, sign scoring sheet, saving 

to local procurement file) 

Notify/debrief successful and 

unsuccessful bidders. Save 

notifications to local procurement 

file 

Prepare contract for signature 

If Price is the basis for award, 

select lowest compliant tender 

PROCUREMENT DECISION TREE 

Yes 
No (follow IADT process) 

) 

Yes (OGP/EPS activity) 

No  

Consult with 
Budget Holder 

Send as PSR to 
support@OCP.ie  

If notified by OGP to 
advertise locally 

Award contract 

Select lowest price / 
most suitable 

Between €500 - €1,500 
One written (emailed) 

quote required 

Between €1,500 - €5,000 
Three written (emailed) 

quotes required 
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