
STEPS TO BE TAKEN 
IN THE PROCUREMENT PROCESS:

HIGH-LEVEL FLOWCHART
Schoolbooks Scheme for Post-Primary Schools



No

Receive Funding
Compile Schools 

Booklist

Does the school 
have an existing 

book rental 
scheme?

Is there an existing 
contract with a 

supplier?
Yes

Yes

Yes

No

Purchase Goods

Use pricing schedule (PS) to 
finalise schoolbook 

requirements and  estimate 
value

No

Yes
Estimated Value over 

€50,000 excluding VAT.
Estimated value under 
€50,000 excluding VAT.

Schools are required to use 
DPS if their contract value is 

above €50,000 excluding VAT

Schools are encouraged to 
use the DPS even if their 

estimated contract value is 
below €50,000 excluding VAT

School Uses the DPS

School Does Not Use DPS

Complete Pricing 
Schedule and use it 

to request 
quotations

Contact at least 
three suppliers for 

quotes

Purchase goods 
from chosen 

supplier

Does the school have 
eTenders account?

Register as CA on eTenders No

Register for the relevant Lot on 
the DPS using the form on SPU 

website Yes

Finalise tender documents (CFT, 
TRD, PS, Draft Contract)

Create a Mini-Competition and 
send invitation to tender to DPS 
members on eTenders platform

Evaluate Submissions 
and Award Contract

Purchase Goods
 from Winning Supplier

Was the existing contract 
procured in line with 

procurement guidelines?

Will purchasing  goods 
exceed contract value?
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