
Procurement of Goods and Services 

*The Vendor Selection Narrative Tool is not required.  Organizations may use this form or another adequate method of justification and 
documentation if preferred.  

 

 

 

Procurement of 
Professional 

Services/Consultant 
(any $-amount) 

DCJ Form 16 
required & 

complete Vendor 
Selection 

Narrative Tool* as 
your required 

narrative  

Sign the DCJ Form 
16 and submit 

both documents 
to DCJ for 
approval 

Procurement of 
Equipment (listed 

in your grant 
agreement as 
Equipment) 

DCJ Form 13 
required & 

complete Vendor 
Selection Narrative 

Tool* as your 
required narrative  

Sign the DCJ Form 
13 and submit 

both documents to 
DCJ for approval 

Any purchase of 
goods valuing 

$3,500 or more 

Complete the 
Vendor Selection 
Narrative Tool* to 

document your 
selection process  

Keep onsite in your 
grant file for 

required 3 years 
after the close of 

your grant 


