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Cold Lunch and/or Afterschool Club
Procurement Checklist — 1. First Steps

1. First Steps

Step 1: Become familiar with the SDG02 TN-06 Technical Guidance

In preparation for your school’s procurement process for the provision of Cold
Lunch/Afterschool Club, please review the SDG02 TN-06 Guidance for Existing Primary Schools
in_Relation to Facilities for Provision of School Meals (Section 2). The document considers
technical guidance for cleaning requirements and provides guidance as to how the provision of
meals may be impacted by building related statutory requirements such as the Building
Regulations, planning consent, health & safety and food legislation. Its aim is to ensure that
compliance, where applicable, is achieved.

Step 2: Contact your insurance provider

Schools are advised to contact their insurance provider to discuss the service provision and to
ensure there are no insurance implications.

Step 3: Estimate the contract value

Download the Cold Lunch and/or Afterschool Club Calculator (link) and complete it as per the
instruction notes to obtain your estimated contract value for a maximum 3-year term.

Step 4: Register on eTenders

Follow the instructions according to the video quide which matches your profile.
Alternatively, access the Introduction to eTenders written quide, which covers all scenarios.

Video Guide: Existing user but do not know your username (link)

Video Guide: Existing user login/forgot password (link)

Video Guide: If registered on old eTenders platform (how to retrieve this account in the new platform)
(link)

Video Guide: Registering a School as a Contracting Authority (CA) / Completing CA and CAPC
Profiles (link)

Once you have successfully logged into eTenders, fully complete your School’s Contracting
Authority (CA) Profile.

Video Guide: Registering a School as a CA / Completing CA and CAPC (CA Procurement
Coordinator) Profiles (link)

Written Guide: Introduction to eTenders (link)


https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_ba3fdb6b40fb4e3ba786f72fe4d6d8a6.xlsx?dn=Cold_Lunch-andor-Afterschool_Club-Calculator-Primary-Schools-11122025.xlsx
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Cold Lunch and/or Afterschool Club

Procurement Checklist — 1. First Steps (continued)

1. First Steps

Step 4: Prepare the procurement suite of documents

Download and complete the Call for Tender (CFT) document (link)
Download and complete the Tender Response Document (TRD) (link)

Download and complete the European Single Procurement Document (ESPD) (link)

Watch the Video Guide: How to Complete the Cold Lunch and/or Afterschool Club Procurement
Documents (link)

You can save your school’'s CFT and TRD using the following file naming convention:

CFT [Meal-type(s)] — [School Name] [School Roll Number]
TRD [Meal-type(s)] — [School Name] [School Roll Number]
ESPD [Meal-type(s)] — [School Name] [School Roll Number]
Example: CFT Cold Lunch - St. Mary's Dublin 12345A

You can also add the date at the end.


https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_ef7e964849264cdc89ffe234c450efe1.docx?dn=CFT-Cold-Lunch-andor-Afterschool-Club(s)-above-750k-V1.0-11122025.docx
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_7a173d4fd15f4d66a6fa4380ce1c7b16.docx?dn=TRD-Cold-Lunch-andor-Afterschool-Club(s)-above-750k-V1.0-11122025.docx
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_aaa94c93975045b2abfa68e362fe7501.docx?dn=Electronic-European-Single-Procurement-Document-e-ESPD-V1.0-20082025.docx
https://video.wixstatic.com/video/472a8b_7cf5b75dc6df4b08973e3a5efa5199f1/1080p/mp4/file.mp4

Cold Lunch and/or Afterschool Club Procurement
Checklist — 2. Create & Publish a CfT on eTenders
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2. Create &

Publish a CfT on
eTenders

Download the Written Guide: Create & Publish a Call for Tenders for Cold Lunch and/or
Afterschool Club (above €750k) (link)

Watch the Video Guide: Create & Publish a Call for Tenders for Cold Lunch and/or Afterschool
Club (above €750k) (link)

1. Create a Call for Tender (CfT) Workspace and carry out associated tasks on eTenders.gov.ie

1.1. Task 1: Create New CfT (see from page 4 of the written guide)
1.2. Task 2: Finalise CfT Core Information (page 12)

1.3. Task 3: Associate PO/TC (page 15)

1.4. Task 4: Accept Code of Conduct (page 15)

1.5. Task 5: Define Workflow (page 17)

1.6. Task 6: Publish Contract Notice — Part 1 (page 19)

2. Complete the eForm

2.1. Section 1 — Metadata (no edits required in this section)

2.2. Section 2 — Contracting Party and Service Provider (see from page 26 of the written guide)
2.3. Section 3 — Procedure (page 28)

2.4. Section 4 — Lot (LOT-001) (page 31)

2.5. Section 5 — Organisations (page 37)

2.6. Validate and Save the eForm (page 39)

3. Publish the Tender

3.1. Publish Contract Notice — Part 2 (page 42)

Further guidance is available at www.spu.ie/resources/cold-lunches-above-750k (e.g. How to
Use the eTenders Messaging System, How to Withdraw and Upload Documents, How to Review
CfT Workspace after Error Message, etc)
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Cold Lunch and/or Afterschool Club
Procurement Checklist — 3. Evaluation Process

3. Evaluation
Process

Before proceeding to the guidance available below, schools must understand these critical
factors for consideration to prevent legal challenges:

If public procurement competitions are not carried out appropriately, they can lead to legal challenge and
reputational damage to the school and staff.

For schools who are in the process of tendering for School Meals, it is critical to understand that they must follow
the procurement rules of confidentiality, fairness, equal treatment and transparency.

This means that schools can not:

1) share any information or engage in any way with any School Meals service provider outside of the formal
procurement process.

In the event a school does engage in any way with a School Meals service provider outside of the formal
procurement process, it will jeopardise the school’s procurement process and possibly lead to its collapse,
resulting in the need to retender, and open the school and its staff to legal risk and challenge;

2) discuss any details of the competition, the tenderers and/or their tenders with anyone outside of the school’s
tender evaluation team, as the procurement process is strictly confidential.

Step 1: Unlock your tenders

Download the Written Guide: How to Unlock and Access Tender Submissions (link)

Watch the Video Guide: How to Unlock and Access Tender Submissions (link)

Step 2: Set up your Evaluation Team

Review the recommended composition of an Evaluation Team (link)

Step 3: Evaluation Team members to sign Conflict of Interest and Confidentiality Declaration

Download the Conflict of Interest and Confidentiality Declaration, which must be read and
signed by all members of the Evaluation Team (link)

Step 4: Conduct the Compliance Check and Evaluation of the Qualitative Award Criteria

Download and complete the Evaluation Spreadsheet (link)
This document is is for the school’s records only, for registering the compliance check, and scores and
feedback for the qualitative award criteria. Please ensure to read guidance notes within this file.

Watch the Video Guide: How to Complete the Evaluation Spreadsheet (link)

Download and complete the Evaluation Report (link)
This document is is for the school’s records only.

Step 5: Draft, finalise and issue result letters to tenderers, according to your findings

Download the required letter templates for your procurement process:
> Letter to non-compliant Tenderer template

> Letter to unsuccessful Tenderer template

> Letter to preferred Tenderer template



https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_207a25dbeeec44629bc8b081ca672961.pdf
https://video.wixstatic.com/video/472a8b_d7f30dede2e3444ab2986deebc53072a/1080p/mp4/file.mp4
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_9ad78508df61466e9968b77c89d6eda5.pdf
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_ecd8e88918ab40e397708a7c82cf4458.docx?dn=School-Meals-Conflict-of-Interest-and-Confidentiality-Declaration-Template.docx
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_b6996cdd41ee426dad713c4e27ba6d53.xlsx?dn=Cold-Lunch-andor-Afterschool-Club-Evaluation-Template-above-E750K-V1.0-18122025.xlsx
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_b6996cdd41ee426dad713c4e27ba6d53.xlsx?dn=Cold-Lunch-andor-Afterschool-Club-Evaluation-Template-above-E750K-V1.0-18122025.xlsx
https://video.wixstatic.com/video/472a8b_d36fe63cfdf54a80a3f5319cdead0660/1080p/mp4/file.mp4
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_559f1291f04f4a3da03d51cadfe71832.docx?dn=School-Meals-Report-of-Evaluation-Process-Template.docx
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_e4497297c4614a45b48336613004eee9.docx?dn=Cold-Lunch-andor-Afterschool-Club-Letter-to-insert-name-of-non-compliant-Tenderer-V1.0-17122025.docx
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_e4497297c4614a45b48336613004eee9.docx?dn=Cold-Lunch-andor-Afterschool-Club-Letter-to-insert-name-of-non-compliant-Tenderer-V1.0-17122025.docx
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_e4497297c4614a45b48336613004eee9.docx?dn=Cold-Lunch-andor-Afterschool-Club-Letter-to-insert-name-of-non-compliant-Tenderer-V1.0-17122025.docx
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_e4497297c4614a45b48336613004eee9.docx?dn=Cold-Lunch-andor-Afterschool-Club-Letter-to-insert-name-of-non-compliant-Tenderer-V1.0-17122025.docx
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_c400df049e304f0ca2295b5e3cc840f4.docx?dn=Cold-Lunch-andor-Afterschool-Club-Letter-to-insert-name-of-unsuccessful-Tenderer-V1.0-17122025.docx
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_c400df049e304f0ca2295b5e3cc840f4.docx?dn=Cold-Lunch-andor-Afterschool-Club-Letter-to-insert-name-of-unsuccessful-Tenderer-V1.0-17122025.docx
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_1fad002931e542888c9051c5e7cbba62.docx?dn=Cold-Lunch-andor-Afterschool-Club-Letter-to-insert-name-of-preferred-Tenderer-V1.0-17122025.docx
https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_1fad002931e542888c9051c5e7cbba62.docx?dn=Cold-Lunch-andor-Afterschool-Club-Letter-to-insert-name-of-preferred-Tenderer-V1.0-17122025.docx

Cold Lunch and/or Afterschool Club
Procurement Checklist — 4. Contract Award Process

4. Contract

Award Process

Step 1: Sign the Contract and related documents

Once the required standstill period has elapsed without challenge, and upon receipt of all required final
documentation from the successful service provider, the school must complete the contract documents
and print two original copies of each. These two copies are then sent to the Service Provider for their
signature and return. Once both fully signed copies are returned, the school representative will
countersign them, ensuring one fully executed original remains with the school and the other is returned

to the service provider. Please note that the below documents must be completed and signed by both
parties.

* Services Contract (see Appendix 5 of your published CFT document), including all schedules.
 Confidentiality Agreement (see Appendix 6 of your published CFT document).
» Data Processing Agreement — DPA (see Appendix 8 of your published CFT document).

Step 2: Close the competition on eTenders: Publish a Contract Award Notice (CAN) on eTenders

and The OJEU

‘ Download the Written Guide: Create & Publish a CAN for Cold Lunch and/or Afterschool Club
L=  on eTenders (above €750K) (link)


https://472a8b5e-7050-4173-9e15-979722c59b92.usrfiles.com/ugd/472a8b_ee30b4b6ed854eb98b173242dd505a74.pdf
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