
Follow equipment purchase process below after budget is approved; before 
equipment purchase or as requested.

LOHP completes data for columns A (Item 
Description & Part No.), C (Cost) and if 
available column F (Equipment Transfer 

Information), on Form OOH 1001 (for 
Major Equipment) and/or Form OOH 1002 
(for Minor Equipment) prior to purchasing 

equipment and submits to OOH 
dentaldirector@cdph.ca.gov

for approval

OOH

LOHP

LOHP receives approved forms and 
purchases equipment. Upon receipt of all
purchased equipment, LOPH completes 

columns B (Serial No.), D (Date of 
Purchase), and G (Disposition Method) on 
Form OOH 1001 and/or Form OOH 1002 
and resubmits to LOHP to request tags

Grant Manager (GM) 
reviews form(s) and  

coordinates approval with 
Program Consultant (PC) 

and approves or returns for 
correction

GM receives request and 
routes to Inventory Control 

Manager (ICM) for 
processing and tagging 
designation. ICM logs, 

completes column E (Tag 
No.) for designated tags, 

and mails approved 
form(s) and tags to LOHP

NOTES:

Each item for purchase must be listed separately to include serial number.

LOHP must submit revised Form OOH 1001 and/or OOH 1002 to OOH
notifying OOH on any equipment information update and/or changes
(e.g. location due to transfer, end of term, etc.).

Office of Oral Health

Equipment Purchase Process

LOHP affixes the tags to equipment as 
designated, distributes the equipment and 

retains the form(s) for their record
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This chart applies to both purchase of Major Equipment equal to or 
greater than $5,000.00 and to Minor Equipment which is equal to or 
less than $4,999.00.
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