
SCHOOLBOOKS PROCUREMENT
2026/2027 SCHOOL YEAR

Schoolbooks Scheme for Post-Primary Schools



TODAY’S WEBINAR WILL COVER

- Completing school and user profiles on eTenders
- Closing 2025/2026 competition on eTenders
- Estimating value of the schoolbooks contract (Pricing Schedule)
- Creating a new competition for 2026/2027 school year
- Amending tender documents
- Sending out invitations to tender
- Responding to queries on eTenders



GUIDANCE AND TEMPLATES CAN BE FOUND ON SPU WEBSITE:
https://www.spu.ie/resources/schoolbooks-scheme-
postprimary-schools 
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eTENDERS: ORGANISATION DETAILS

Complete the school’s details (see 
Introduction to eTenders guide, 
paragraph 2.2.2):
- CA (Contracting Authority) number
- Address
- School contact details (ensure that 

email and phone number are valid)
- School website (a full website address is 

required, e.g. https://www.spu.ie/)
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eTENDERS: USER PROFILE

Complete your profile (see Introduction to 
eTenders guide, paragraph 2.2.3):

Ensure that the contact details are valid.

The email address provided in the user 
profile will receive notifications from 
eTenders.
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CLOSE LAST YEAR’S COMPETITION
Before starting a new competition for 2026/2027 school year, make sure that the 
competition for 2025/2026 school year is closed.

If you had one or more tender submissions follow:
Guidance document on how to add scores and publish Contract Award Notice.

If there were no tender responses follow:
Guidance document on how to close the competition on eTenders platform when 
no submissions were made.

Note: Delete any “draft” competitions that you are not using! It will help you keep 
your “task list” clear and easy to navigate.

https://62aaedc3-710b-4d23-b90a-788a3f583113.usrfiles.com/ugd/62aaed_8b10fa1eccc1410caf71c9825f9127c6.pdf
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PRICING SCHEDULE (PS): 
ESTIMATE VALUE OF YOUR CONTRACT

Complete the Excel workbook by adding quantity and additional 
services for any books you require. Follow the steps in “School 
Instructions” tab or see the guidance video here.

Important! Make sure that the formulas are calculating values 
correctly. 
If you see any issue with the formulas and or/values in the PS 
template, contact SPU as soon as possible!

If the total contract value is below €50,000 ex. VAT:
You can use the PS as a Request for Quotations document (see 
guidance here).

If the total contract value is above €50,000 ex. VAT:
You will have to upload completed PS, along the three remaining 
tender documents to eTenders platform when creating a new 
competition.

https://www.spu.ie/resources/schoolbooks-scheme-postprimary-schools
https://video.wixstatic.com/video/62aaed_f8859b6c55f047179b782d719eaf3060/1080p/mp4/file.mp4
https://www.spu.ie/resources/school-books-under-50k


CALL FOR TENDERS (CFT) AND 
TENDER RESPONSE DOCUMENT (TRD)

When completing the CFT and TRD 
templates:

Follow the guide notes and complete all 
the highlighted areas.

Remember to delete the comment 
when the text it refers to is amended!

Make sure all the guides notes are 
removed before saving the documents 
as final.



CALL FOR TENDERS (CFT) AND 
TENDER RESPONSE DOCUMENT (TRD)

Amend award criteria weightings in 
the CFT and TRD.

Those must be represented by exact 
values and cannot be left as ranges.

Don’t forget to insert the Ultimate Cost 
weighting into the Pricing Schedule:
- Tenderer Instructions tab, and
- Tender Summary tab.



CALL FOR TENDERS (CFT) AND 
TENDER RESPONSE DOCUMENT (TRD)

In the TRD template amend the text 
for each award criterion to reflect 
your requirements.

Note: There will be sample text in the 
template documents.
Any of the requirements listed that do 
not apply to your competition must be 
deleted!



CREATE A NEW COMPETITION
When starting a new tendering process for 2026/2027 school year it is important to follow SPU 
guidance on how to create a competition under the DPS. 

DO:
- Follow SPU guidance: it describes all the required steps and examples of text to be inserted on 

eTenders platform (see the written guide and a video for further details).
- Add “2026/2027” to the new competition’s title. This will make it easier for you and the DPS 

administrators to distinguish it from the 2025/2026 competition.
- Make sure that your draft competition is created in the correct Lot before you proceed to the 

next tasks (follow steps in paragraphs 1.1 and 1.2 and check under which Lot the new competition 
is listed).

DON’T:
- Don’t use the option “copy as new” as this will transfer all the settings (including any errors) from 

your previous competition. Some of those cannot be changed. It is safer to create a new 
competition and not copy the previous one.

https://62aaedc3-710b-4d23-b90a-788a3f583113.usrfiles.com/ugd/62aaed_2f30eafdc75646d580c1d5999f2d01e9.pdf
https://video.wixstatic.com/video/62aaed_d86bb29d23b444c0a57c749a98904a25/1080p/mp4/file.mp4
https://62aaedc3-710b-4d23-b90a-788a3f583113.usrfiles.com/ugd/62aaed_2f30eafdc75646d580c1d5999f2d01e9.pdf


TASK 5: SEND INVITATIONS
During task 5: Send invitations, you will need to: 
(5.1) upload tender documents and 
(5.2) insert details of your invitation and send it out to suppliers in your Lot.

Don’t forget to upload all four tender documents (CFT, TRD, PS and a draft Goods Contract)!

CHECK THE DATES BEFORE PROCEEDING TO ISSUE THE INVITATION TO TENDER
Make sure that the dates for the tender deadline and clarification period are accurate and match 
dates inserted into your tender documents.
That is especially important, if you have saved your draft competition on a different day that you are 
sending out the invitations.

Note: If you went through all the steps in the process and cannot see task 5: “send invitations” on 
your “task list”, it means that the DPS is temporarily offline. This happens when a new supplier 
requests to be admitted to the DPS. No invitations can be sent out until this application is processed.
The online/offline status can be checked on SPU website.



READ AND RESPOND 
TO SUPPLIERS’ QUERIES

Monitor competition’s inbox on eTenders.

Read and reply to any queries.

Follow SPU guidance on how to access, 
read and reply to messages and compose 
new ones:

- How to view messages and update tender 
documents in a live competition - written 
guide

- Guidance video

https://62aaedc3-710b-4d23-b90a-788a3f583113.usrfiles.com/ugd/62aaed_a1c84a57f9bf4e88806e48a1a693d594.pdf
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IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT 
SCHOOLBOOKS SCHEME HELPLINE AT
 
POSTPRIMARYSCHOOLBOOKS@EDUCATION.GOV.IE 

THANK YOU!

mailto:postprimaryschoolbooks@education.gov.ie
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