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Here’s What Happens Next
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NONPROFIT HELPDESK
We’re here for you!

• Free Live Workshops

• Archive of Past Workshops

• LinkedIn Community

• Free Expert Support

Find out more at www.nphd.org

These workshops are funded by generous 

allocations from NYC Council Members



sample list of workshops, please visit nphd.org for current schedule

WORKSHOPS FOR CAPACITY BUILDING & NYC DISCRETIONARY FUNDING

http://nphd.org


REQUEST SUPPORT BY COMPLETING A FORM AT WWW.NPHD.ORG!

Fundraising Promotion Legal Financial Leadership

HELPDESK FOR A VARIETY OF NEEDS



Co-Sponsored by 
Council Member 
Susan Zhuang
District 43



Co-Hosted by 
Council Member 
Harvey Epstein
District 2



Co-Hosted by 
Council Member 
Ty Hankerson
District 28



Co-Hosted by 
Council Member 
Lincoln Restler
District 33



Co-Hosted by 
Council Member 
Sandy Nurse
District 37



Co-Hosted by 
Council Member 
Avila Avilés
District 38



The NonProfit HelpDesk’s 2025-26 
presentation series and technical 

support is funded through generous 
allocations from 

New York City Council Members 
including: 

Farah Louis
Inna Vernikov
Susan Zhuang

Former Speaker Adrienne E. Adams
Former Justin Brannan



Each year, Council Members allocate
discretionary funds to not-for-profit 

organizations to meet local needs and fill gaps 
in City Agency services. Thus, discretionary 
spending is a critical tool in meeting the 

needs of our communities.

Duly appropriated sum of money in the City’s
expense budget allocated to

eligible not-for-profit organizations by the
Council or a Council Member.

Unlike competitively awarded Agency
contracts, discretionary funding contracts are 

awarded for a single fiscal year.

OVERVIEW



Discretionary Expense Funding Timeline
TIMELINE



How do agencies know if they have been awarded a 
NYC Council Discretionary Grant?

During each year's budget process, the Council and its Members 
assign discretionary funds to not-for-profit organizations and 
agency initiatives to meet needs and fill gaps in City Agency 
services and local projects.

1) Your organization may have received an email or letter from 
the City Council Member’s office(s) awarding the grant.

2) Listed in the NYC Expense Budget, Schedule C, released on or 
about July 1st

3) You may have received a letter from a NYC agency, i.e., DYCD, 
telling you that your organization was awarded a grant.

OVERVIEW



OVERVIEW



OVERVIEW



OVERVIEW



Discretionary Expense Funding Process
CONTRACTING STEPS



CONTRACTING STEPS

1) City Council Award Clearance

City Council vets your organization PRE-AWARD to assess 

integrity, compliance, and service delivery.



CONTRACTING STEPS

2) Complete Procedural Requirements for Award Clearance

Check the MOCs=S Discretionary Award Tracker:

https://www.nyc.gov/site/mocs/opportunities/discretionary-award-tracker.page

a) Request and get your PASSPort account approved.

b) Complete (and / or maintain) HHS OR Discretionary Prequalification 

in PASSPort.

c) Complete the MOCS Capacity Building Training.

d) Receive City Council clearance.

DCLA Awardees: Must have an approved DCLA Cultural Development Fund 

Application, complete the Capacity Building Training, and receive City Council 

Clearance.

https://www.nyc.gov/site/mocs/opportunities/discretionary-award-tracker.page
https://www.nyc.gov/site/mocs/opportunities/discretionary-award-tracker.page
https://www.nyc.gov/site/mocs/opportunities/discretionary-award-tracker.page
https://www.nyc.gov/site/mocs/opportunities/discretionary-award-tracker.page
https://www.nyc.gov/site/mocs/opportunities/discretionary-award-tracker.page


CONTRACTING STEPS
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CONTRACTING STEPS



CONTRACTING STEPS



CONTRACTING STEPS
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CONTRACTING STEPS

3) Complete Contracting Steps in PASSPort

Contract Registration can begin when you have a 
“Cleared – Contact Contracting Agency” status.

Currently the below agencies contract OUTSIDE of PASSPort:
Dept. of Cultural Affairs
NYC Dept. of Sanitation
Office of Emergency Management
NYC Office of Technology and Innovation
Mayoral Agencies including CUNY and NYC Health + Hospitals
Programs administered by:
Dept. of Education, 
Dept. of Health and Mental Hygiene, and 
Mayor’s Office of Criminal Justice.



CONTRACTING STEPS

3) Complete Contracting Steps in PASSPort

Vendor Document Submission Tasks:

1 – Sites Tab: add an address where the services will be delivered.

2 – Documents Tab

3 – LL34 Compliance Tab: a digitized version of NYC’s Doing Business Data 

Form (to be completed by the Vendor Admin).



CONTRACTING STEPS

3) Complete Contracting Steps in PASSPort

2 – Documents Tab may include:
Scope of Work
Budget
Insurance Broker’s Certification
Disability Insurance Certificate
General Liability Insurance Certificate
Worker’s Compensation Certificate
Certification of Client Abuse and Neglect
Lobbying Certification Form
Conflict of Interest Disclosure Form
Subcontractor – Conflict of Interest and Compliance Certification
Capacity Building Training Certificate
Tax Affirmation
Fee Waiver Request (DYCD only)



CONTRACTING STEPS

4) View and Sign the Discretionary Contract

After your assigned agency completes its review, you will need to:

1 - Complete your final contract review and assign a Vendor Contract 

Signatory for e-signature.

2 – Upon contract approval, your assigned agency will email a notification 

for you to sign the contract via DocuSign.



CONTRACTING STEPS

5) Complete and Submit a Contract Budget

Your assigned agency will notify you when it is time to complete and 

submit a contract budget, also referred to as the Purchase Order (PO).



CONTRACT REGISTRATION

The contracting agency will submit your contract for registration.
The Office of the City Comptroller has 30 days to review and register.

You will receive an automatic email notification from PASSPort when your 

contract is registered. 



CONTRACT INVOICING

CONTRACTS USE A REIMBURSEMENT MODEL

To be reimbursed, you must submit an invoice and required supporting 

documents. If your agency is using PASSPort you will:

1 – Locate the Purchase Order in PASSPort

2 –Create an Invoice

3 – Upload Supporting Documents

4 – Add invoiceable items

5 – Enter information for each invoice line

6 – Submit and certify invoice



CONTRACT INVOICING

FOR THOSE USING FISCAL AGENT YMS:

To be reimbursed, you must submit an invoice and required supporting 

documents. If your agency is using the required Fiscal Agent:

1 – Direct reimbursement is payable to the Provider

2 – Each transaction must be documented as paid by the Provider

3 – Acceptable proof of payment includes:
• Copy of a cancelled check
• Copy of the bank statement
• Copy of the bank statement for direct debits
• In the use of cash, the invoice should be confirmed as 
“paid in cash” by the merchant.



Q & A

NEED MORE HELP?
VISIT WWW.NPHD.ORG AND

CLICK ‘REQUEST HELPDESK SUPPORT’ 
TO COMPLETE FORM

http://www.nphd.org/


YOUR FEEDBACK 
MATTERS!

SCAN HERE
FOR A 

SURVEY!



THANKS FOR JOINING US!

• Tamara Keshecki

• Owner, AINOK Consulting LLC

• https://www.ainokconsulting.com/

• https://www.linkedin.com/in/tamara-keshecki/

NEED MORE HELP?
VISIT WWW.NPHD.ORG AND

CLICK ‘REQUEST HELPDESK SUPPORT’ 
TO COMPLETE FORM

http://www.nphd.org/
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