
Procurement Decision Tree

Have you prepared a business case for 
the proposal if one is required

A

Have you obtained approval for the  
purchase?

Consult with Budget Holder

Is there an existing IADT 
contract in place? *

YES / NOT REQUIRED

A

A

NO

DONT KNOW / NO

YES

Does this contract  provide 
for this specific purchase? *

YES

YES

Award Contract / Raise Purchase Order

Is there a OGP FRAMEWORK
that covers the purchase?

NO
Operate within Framework (send 

PSR to support@OGP.ie)
YES (OGP/EPS 

Activity) Operate process under OGP direction

Expected Total and/or Annual Contract Value

NO (FOLLOW IADT 
PROCESS

LESS THAN €5K €5K – €20K €20K - €50K GREATER THAN €50K

Obtain quotes from competitive 
supplier(s)

Consider ESP / EDI

Below €500 Confirm price with supplier 
(website or catalogue will suffice)

Draft Specification Document (including measurement Criteria). Save to local procurement 
file

Draw up Tender Documentation and set 
basis for award (lowest price/MEAT). 

Record eTenders number in local 
procurement file

Have you included ESP/EDI in the evaluation criteria

Send Specification by email to 3 suppliers 
(minimum) seeking written quotes (save 

email communications to local 
procurement file)

Advertise on eTenders

Save all responses to local procurement 
file

If MEAT, evaluate tenders using weighted scoring sheet based on award criteria (including 
price)

Evaluate offers against specified 
requirements and measurement criteria 

(using a scoring sheet), sign outcome and 
save to local procurement file

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

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) Prepare contract for signature

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

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

Select lowest price / most suitable

B B B

If notified by OGP to advertise locally
B

Send as PSR to support@OCP.ie
B
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Procurement Decision Tree

Stage Documents Required Initial / Date

Have you obtained approval for the purchase? E-mail Approval
Internal Departmental Approval Form

Is there a FRAMEWORK that covers the purchase? Search Screenshot from OGP Website

Procurement Sourcing Request Procurement Sourcing Request and e-mails to and from support@ogp.ie 

Where OGP runs the process All correspondence to and from OGP

If notified by OGP to advertise locally e-mail from OGP/EPS

Expected Total and/or Annual Contract Value Documentary Analysis: Prior spend, published prices, professional 
evaluation. Documentary Analysis to be consistent with level of 
expenditure.

Obtain quotes from competitive supplier(s) E-mails to and from potential suppliers, including confirmations from 
suppliers not to provide a price or proposal.

Below €500 Confirm price with supplier (website or 
catalogue will suffice)

Webpage Screenshot
Catalogue retained

Specification Specification Documentation

Responses from suppliers All correspondence from suppliers kept on Procurement File

Evaluation/Scoring Sheet Evaluation Sheet, signed and dated by all persons involved in evaluation

Supplier Notifications Copies of letters on headed paper and e-mails to all potential suppliers

Contract Documentation Signed Contracts kept on File

Tender Document Tender Documents held on e-tenders and in IADT files

e-Tenders advertisement Screenshots kept on File

Award Contract Purchase Orders


