Office of Oral Health

Equipment Process

Follow process after budget
is approved and before

equipmen

tis purchased.

LOHP completes Form OOH 1001 (for
Major Equipment) and/or Form OOH 1002
(for Minor Equipment) (Columns A and C)
prior to purchasing equipment and submits

to OOH dentaldirector@cdph.ca.gov
for approval.
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Grant Manager (GM) reviews and

GM requests equipment tag
numbers from Inventory Control
Manager (ICM).
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LOHP receives approved form/s and tags
requested and purchases equipment.
Upon receipt of equipment, LOPH affixes
tags to each piece of equipment,
completes Form OOH 1001 and/or Form
OOH 1002 (Columns B, and E through H)
prior to equipment distribution.

ICM mails approved form/s along
with requested tags to LOHP

coordinates approval with Program
Consultant (PC). When approved,
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LOHP distributes the equipment and re-

submits the fully completed form/s to OOH

dentaldirector@cdph.ca.gov with copy to G
and ICM
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ICM logs in system for
tracking/recording purposes.
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*Each item for purchase must be listed
separately to include serial number.

\_

*Any changes on equipment information and/or
transaction (e.g. location due to transfer, end of
term, etc.) LOHP must submit Form OOH 1001
and/or OOH 1002 to notify and update records.
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This chart applies to both purchase of Major Equipment equal to
or >$5,000.00 and to Minor Equipment which is < $5,000.00.
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