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Save all responses to local procurement f MEAT, evaluate tenders using weighted scoring sheet based on award criteria (including
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Between €500 - €1,500 One written
(emailed) quote required

Evaluate offers against specified

Between €1,500 - €5,000 Three written requirements and measurement criteria Select Highest Scoring Tender (print, si . heet ina to local t file)
(emailed) quotes required (using a scoring sheet), sign outcome and elect Highest Scoring Tender (print, sign scoring sheet, saving to local procurement file
save to local procurement file
A 4 y
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Select lowest price / most suitable
If there is a resulting contract — save Contract to local procurement file (NB: no contract is .
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required for simple offer and acceptance to supply single purchase)
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Stage

Have you obtained approval for the purchase?

Is there a FRAMEWORK that covers the purchase?

Procurement Sourcing Request

Where OGP runs the process
If notified by OGP to advertise locally

Expected Total and/or Annual Contract Value

Obtain quotes from competitive supplier(s)

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

Specification
Responses from suppliers

Evaluation/Scoring Sheet

Supplier Notifications

Contract Documentation

Documents Required

Initial / Date

E-mail Approval
Internal Departmental Approval Form

Search Screenshot from OGP Website

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

All correspondence to and from OGP

e-mail from OGP/EPS

Documentary Analysis: Prior spend, published prices, professional
evaluation. Documentary Analysis to be consistent with level of
expenditure.

E-mails to and from potential suppliers, including confirmations from
suppliers not to provide a price or proposal.

Webpage Screenshot
Catalogue retained

Specification Documentation

All correspondence from suppliers kept on Procurement File

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

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

Signed Contracts kept on File

Tender Documents held on e-tenders and in IADT files

Award Contract

Screenshots kept on File

Purchase Orders




