
Procedure for Outside Counsel RFQ Solicitations with the Office of General Counsel

UHS Component:
HUB Department

UHS Component:
Purchasing Department

Originating Department: 
Office of General Counsel

Start

OGC submits Formal Solicitation 
Requirements form

Purchasing reviews requirements, 
assigns solicitation number, begins 

RFQ draft, sends Subcontracting 
Probability Form to the HUB 

Department

Drafts final RFQ document and sends 
to OGC for review/approval to post. 

Reviews 
Subcontracting 

Probability Form 
and sends back to 

Purchasing

Reviews and approves final RFQ 
document, exhibits, and invited 

vendors.

Posts RFQ to the ESBD; notifies CMBL 
and Trade and Invited vendors. OGC 
can forward ESBD link to additional 

invites

Purchasing collects vendor questions 
and forwards to OGC for responses. 

Once complete, Purchasing posts 
Q&A document to the ESBD and 

notifies CMBL and Trade and invited 
vendors.

OGC manages the rest of the process:
Qualifications are delivered 
directly to OGC.
OGC reviews responses for 
compliance
OGC manages evaluation/
selection process
OGC manages any additional 
applicable reviews (BOR, IA, SVP 
Finance, etc.)
OGC manages award process
OGC manages the contracting/ 
OAG review process

End
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