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Dynamic Purchasing: Purpose
• DPS is a procedure available for works, services and goods contracts commonly
available on the market
• The DPS will be suitable for largely “off-the-shelf” requirements which can be
clearly specified in advance
• Similar to an electronic framework agreement, but where new suppliers can join
at any time
• Managed as a completely electronic process using the DPS service on eTenders
• Step 1: DPS launched using DPS Qualification and Step 2: DPS Tender (for
advertising call offs under the DPS)
• DPS qualification must be based on the exclusion grounds and selection criteria
contained in the European Single Procurement Document (ESPD)
• This manual will guide you through the set up of a DPS and the administration of
the process using eTenders
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Dynamic Purchasing – lifecycle for a competition

Advertise DPS Qualification
• Allow at least 30
Days for responses
to initial call
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Advertise DPS
Tender

Standstill – not
mandatory

• 10 Days Minimum

• 7 Days

2

First DPS Contract in
Place
• Possible within 48 days
• Subsequent contracts
within 18 days

Dynamic Purchasing – How it will work on eTenders
Audit trail
DPS Qualification

• Published on eTenders
and TED
• Responses evaluating on
receipt (within 10 days)
• Outcome letter sent ASAP
• No evidence sought –
evaluation based on self
declaration**
• Instruction about what
and when evidence will
be collected

Standstill – not
mandatory

DPS Tender

• Invites sent to all
qualified suppliers
• No Evidence
sought
• Instruction about
what and when
evidence will be
collected
• Tender box closes
after 10 calendar
days

• 7 Days
• Request for
evidence sent to
preferred
supplier(s)
• Go to next
ranked supplier
after 7 days if
evidence is not
provided

First DPS Contract
in Place

• Possible within 48
days
• Subsequent contracts
within 18 days
• Award notice sent to
OJEU for each
individual award

** The contracting authority may ask any supplier at any moment during the procedure to submit all or part of the required certificates and supporting documents where this
is necessary to ensure the proper conduct of the procedure – EU COMMISSION IMPLEMENTING REGULATION (EU) 2016/7 of 5 January 2016
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Recommendations when running a DPS
• Keep it simple for SMEs with single lot qualifications. A multi-lot DPS will add complexity
and may require a greater number of selection criteria
• DPS qualification must be based on the exclusion grounds and selection criteria contained
in the European Single Procurement Document (ESPD). Click HERE for further information
about the electronic ESPD service available on eTenders
• Publish awards to OJEU for each mini-competition rather than grouping awards for several
call offs (DPS Tenders) on a quarterly basis
• Refer to the process and procedure of the DPS as outlined in the Public Procurement
Guidelines for Goods and Services
• Responses for qualification should be evaluated within 10 working days of receipt or up to
15 days (only in exceptional circumstances)
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Dynamic Purchasing: Benefits
• It enables new entrants into the market and ultimately inclusion
onto any DPS arrangement (subject to satisfying qualification
criteria)
• Offsets instability of losing suppliers and increases competition
• Suppliers can apply at any time once the DPS is ‘live’
• If suppliers don’t match the qualification criteria first time around
they can re-apply (unlike a closed framework arrangement)
• It is a faster process than a full Restricted OJEU procedure
• It is a streamlined procurement process for buyers and suppliers
which may be helpful for smaller suppliers
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Dynamic Purchasing System
Walk-through
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Creating a DPS Qualification
1. Go to the “My Requests for Tenders” (RFTs) page. Click on [Create RFT…]
under your Workspace:

2. Complete the “Type of contract” and enter “Initial estimated value”. Then
click on “Next”.
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DPS Qualification
3. For “Select Procedure” select to use the
DPS Qualification process
4. Complete “Reference”, “Short
Description” and “Detailed description”
fields as normal. Set the start time for
the DPS tenders. Set the Response
deadline in the future – the duration of a
DPS can be longer than 4 years
5. Click on [Save] and the DPS
Qualification checklist will be displayed
where the basic settings for the DPS
Qualification can be set
6. Publish tender
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DPS Qualification
7. After the tender opening process,
responses can be evaluated
8. Once the supplier has responded to the
DPS qualification, CAs are required to
evaluate their response within 10
working days of receipt
9. This may be extended to 15 days if
justified, for example, by the need to
examine documents or to verify whether
the selection criteria have been met.
(Please refer to the Public Procurement
Guidelines for Goods and Services for
further information on the DPS)
10. If the Supplier satisfies the qualification
requirements they can then be invited to
Tender
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DPS Qualification: To qualify Suppliers
11. To view the responses from the Suppliers
who have not yet qualified, go to “My
Request for Tenders” and click on the
name of the DPS Qualification to open the
checklist.
12. Click on “Qualify supplier” under
“Administration” on the left side of the
checklist
13. The following screen will appear. You will
be able to assess and evaluate the
Suppliers’ responses by clicking the
response link
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DPS Qualification
14. By default CAs will be shown the ‘Qualification
submitted’ responses. These are all the new
responses who have not been given a new status.
The status filter at the top will let you switch the
view between the following statuses:
• Qualification submitted – Shows all the new
submitted Supplier Responses
• Evaluated – Use this status to show that the
Supplier has been evaluated, but requires
additional information
• Qualified – Use this status to qualify the
Suppliers
• Not qualified – Use this status if you do not
wish to qualify the Suppliers
15. View the ‘Qualification submitted’ responses by
checking the status filter at the top of the page and
press [Filter].
www.procurement.ie

11

DPS Qualification
16. Click on the blue “Response” link behind the
Suppliers. The response will open in a new
screen.
17. Review the response. Then click the status to
select ‘Qualified’ and press [Save] when you
are finished
18. Press [Close] and return to the ‘Qualify
Suppliers’ list.
19. If you have set any status on a Supplier and
the Supplier submits a new Response, the
status will always automatically reset to
“Qualification submitted” so you will know
this Response needs a new evaluation.
20. Once you have qualified your Suppliers, you
may wish to send them a message to inform
them that they have qualified.
21. Click on the [Create message] button at the
top or bottom of the page.
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Dynamic Purchasing System
Creating a DPS Tender
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Creating a DPS Tender
1. Go to “My Request for Tenders”. Click
on the DPS Qualification relevant to your
tender. E.g. ‘Print Services’.
2. The checklist for the DPS Qualification
will now be displayed.
3. Click on “DPS Tenders” at the bottom of
“Administration” tab on the left hand
side of the checklist.
4. This will show the currently existing
DPS Tenders.

5. Click on the [Create RFT…] button at the
bottom of the page.
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DPS Tender
6. Complete all the relevant fields. Select the
relevant DPS Qualification that you wish to use for
your Tender. Remember to set the deadline time
for the tender to be minimum 20 days as you must
give suppliers a chance to qualify (if not already
on qualified list) and this time is stipulated to 15
days minimum.
7. When you have completed the form, click on
[Save].
8. The checklist where you can set the basic settings
for the DPS Tender.
9. The DPS Tender is now also available directly from
your list “My Request for Tenders”.

10.For the DPS Tender stage you are required to have
a Tender Box. Click on “Edit” next to “Define
Opening Committee” and complete as normal.
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DPS Tender
11. Similar to a mini-competition to invite
Suppliers who have qualified for this DPS
Tender click on “Invite” next to “Send
invitations”.
12. The following invitation is displayed:
13. Click on [To…] and the suppliers who have
qualified will be displayed. Click on [Select]
at the bottom of the list.
14. Click [Invite] to invite the selected Suppliers.
If you wish to make changes to the cover
letter first click on [Configure invitation letter]
and make your changes. You will receive a
final warning. Press [OK] to immediately send
out the invitations
15. After the End Time (ETQ) you can open the
tender box and evaluate and award like a
regular tender.
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Invite new Suppliers to an already ongoing DPS Tender
16. Suppliers who have been qualified to the DPS Qualification after the invitations to the DPS Tender have been
sent will not automatically receive the invitation to the currently ongoing DPS Tenders.
17. It is possible to manually invite newly qualified Suppliers to an already ongoing DPS Tender after the original
invitations have been sent.
18. Please note that the original ‘end time’ remains the same. Afterwards manually invited Suppliers might not have
the same amount of days to submit their response to the DPS Tender as Suppliers who are invited originally.
• 18.1: Qualify the new Supplier(s). See chapter “DPS Qualification: To qualify Suppliers” for additional
guidance.
• 18.2: Open the DPS Tender.
• 18.3: Click on “Invite” at “Send invitations” and press the [To…] button. You will now see that only the newly
qualified Suppliers are selected by default.
• 18.4: Press the [Select] button and finish the rest of the invitation.
• 18.5: Press [Invite] to manually invite the afterwards qualified Suppliers.
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Dynamic Purchasing System
DPS Tender Contract Award Notice
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Contract award notices
1. There is a requirement to publish contract award notices
within 30 days of award. The contract award notices can
also be published as a group instead of individually for
each separate DPS Tender:
1.1: Open one of the DPS Tenders.
1.2: Go to “Prepare and manage award publications” in
the checklist and press on the name of the publication
site.

1.3: Select the basic settings and open the award notice.
1.4: Fill the sections I to IV, then open “Section V: Award
of contract”.
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DPS Tender - Contract award notices
2. This section will allow you to add additional objects.
Each object will represent the award of each
individual DPS Tender. The recommendation is to
publish OJEU awards for each mini-competition
rather than grouping for several call offs (DPS
Tenders) on a quarterly basis
2.1 Click on [+ Add new object] on the bottom of the
object(s).

3. Fill the “Title”, “Contract No” (Use different numbers
for each separate DPS Tender), ‘Lot No’ and the
additional fields. If one DPS Tender contains several
lots, then the ‘Contract No’ for each object is the
same, but ‘Lot No’ are consecutive numbers.
4. Complete the rest of the award notice and publish it
when you have finished.
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