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PURCHASE REQUIRED

PF001 Checklist
 (Optional)

PF001 Checklist
 (Optional)

Declare any Conflicts of Interest 
(based on respondents & nominated key personnel)

Evaluate Quotes PF004
(1+ evaluators up to $9,999)

(2 evaluator's $10,000 - $20,000)
Obtain Approval - Purchasing Delegate to sign evaluation form

Declare any Conflicts of Interest 
(based on respondents & nominated key personnel)

Evaluate Quotes PF004
(1+ evaluators up to $9,999)

(2 evaluator's $10,000 - $20,000)
Obtain Approval - Purchasing Delegate to sign evaluation form

Contract Manage goods or  service de livery
Receipt good or service

Pay invoices
Contract close out

Contract Manage goods or  service de livery
Receipt good or service

Pay invoices
Contract close out

$5,001 - $20,000
 ex GST

PF005 Risk Assessment
 (Optional)

PF005 Risk Assessment
 (Optional)

Declare any Conflicts of Interest
(in rela tion to suppliers being invited)

Declare any Conflicts of Interest
(in rela tion to suppliers being invited)

Develop & finalise 
Specification

PF003 Request for Quote

Develop & finalise 
Specification

PF003 Request for Quote

Seek 2 wri tten Quotes from 
suppliers

Minimum no. quotes cannot 
be sought

Minimum no. quotes cannot 
be sought

Obtain approval for an 
Alternate Sourcing Strategy 

PF006

Obtain approval for an 
Alternate Sourcing Strategy 

PF006

Seek Quotes

Obtain Approval -  Financial Delegate to  approve Purchase Order
Award Contract

Notify unsuccessful suppliers

Obtain Approval -  Financial Delegate to  approve Purchase Order
Award Contract

Notify unsuccessful suppliers

Specify the requi rement &
Obtain ind icative Financial 

Approval to proceed

Conduct Market ResearchConduct Market Research

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/purchasing-and-procurement-procedure to 
ensure you have the most current version of this document.
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