
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Contract Required? 

                                                                                                                                 No 

 

 

 

 Yes 

                                                                             Contract Required? 

DOH Program Staff requests 
goods/services to be procured 

DOH Program Staff/Designated 
Procurement Staff puts together 

specifications 

 

Type of solicitation is selected and 
solicitation process is initiated 

 

Responses from solicitation are 
reviewed and a vendor is 

selected 

Award is made to vendor and 
procurement documents are 

prepared 

DOH On-Line PO Web is 
used to create purchase 

order 

Contract Genie used to 
create contract – workflow 

for contract review and 
execution initiated 

• This is the standard process for the acquisition of goods and 
services at DOH (103D). 

• Each program is responsible for developing specifications and 
selecting the appropriate solicitation process. 

• The procurement documents are submitted to ASO-CAPS for 
review and forwarding for final approval. 

o If no contract is required, the program initiates an on-line 
purchase order through the DOH PO web system.  Supporting 
documentation is attached to the purchase order document 
and is sent through electronic workflow for the approval 
process. 

o If a contract document is required, a separate process for 
review by the Attorney General’s office (AG) is implemented.  
Contract Genie is used to develop the contract and an 
electronic workflow process is used to send the documents 
for review and edit.  A purchase order is created once the 
contract is fully executed. (Note:  in some cases, a C-41 
document is used)  
 



  

Timeline for 103F Purchases 
 

• Request for Information (RFI) – Minimum 7 Days 
• RFP/Public Notice – Minimum of 28 Days 
• Contracting Process (per Slide 11 of PowerPoint) 

o Contract Development to Execution:  25-40 Business 
Days* 

o Purchase Order Initiation to Encumbrance:  7-10 
Business Days* 

 
Total Processing Time for 103F: 67- 85 Business Days*   
 
 
*NOTE:  Processing Times dependent on DOH program  
               response and submission 
               of revised/corrected documents. 
 
 



 

 

 
 

 

Timeline for 103D Purchases 
 

• Method of Procurement  
Small Purchase:  1-5 Business Days 
Competitive Sealed Proposals:  30 Business Days 

• Contracting Process (per Slide 11 of PowerPoint) 
o Contract Development to Execution:  25-40 Business 

Days* 
o Purchase Order Initiation to Encumbrance:  7-10 

Business Days* 
 
Total Processing Time for 103D:  
      With Contracting Process:  63- 80 Business Days*   
       Small Purchase:  8-15 Business Days* 
 
*NOTE:  Processing Times dependent on DOH program  
               response and submission 
               of revised/corrected documents. 
 
 


