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A Genuine Urgency situation is when there is a realised or 
high probability of health, safety, or security risk which must 

be rectified quickly 

Complete the PF007 Form – Genuine 
Urgency Situation form

Complete the PF007 Form – Genuine 
Urgency Situation form

Raise / issue Purchase Order

Contract Manage goods or  service delivery
Receipt good or service

Pay invoices

Contract Manage goods or  service delivery
Receipt good or service

Pay invoices

 If time permits - use the PF003 Request for  Quote form
Business Unit or School Seek Quote from supplier

 If time permits - use the PF003 Request for  Quote form
Business Unit or School Seek Quote from supplier

Check – Is there a suitable 
arrangement that can be 

used, that meets the 
timeframes required?  

Check – Is there a suitable 
arrangement that can be 

used, that meets the 
timeframes required?  

Specify the Requirement in the 
Approval o f a Genuine Urgency PF007 

Form

Specify the Requirement in the 
Approval o f a Genuine Urgency PF007 

Form

Purchase as per the
Supply Arrangement

Declare any Conflict of InterestDeclare any Conflict of Interest

Research what and who is availab le to 
meet the requirements

Research what and who is availab le to 
meet the requirements

PF007 is reviewed and approved by the 
appropriate delegate (re fer  to Purchasing & 

Procurement Delegations)

PF007 is reviewed and approved by the 
appropriate delegate (re fer  to Purchasing & 

Procurement Delegations)

Declare any conflicts of Interest that may be relevant
Evaluate Quote PF004

Declare any conflicts of Interest that may be relevant
Evaluate Quote PF004

If time permits - Identify and address 
any risks using the  PF005 form

If time permits - Identify and address 
any risks using the  PF005 form

If YES

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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