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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-Sponsored by 
Council Member 
Inna Vernikov
District 48



Co-Hosted by 
Council Member 
Harvey Epstein
District 2



Co-Hosted by 
Council Member 
Amanda Farías
District 18



Co-Hosted by 
Council Member 
Alexa 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



Mayor's Office of Contract Services
(MOCS)

Abram D. Rodriguez
AmeriCorps Civic Corps Member 
(Learning and Development)

Grace Govan (she/her/hers)
Analyst, Service Desk Operations 
(Nonprofit Specialist)



Getting Prequalified for 
Discretionary Award Clearance

May 19, 2026
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About the Mayor's Office of Contract Services (MOCS)

MOCS Balances Citywide Service and Oversight Responsibilities

AGENCY SUPPORT

Full-scale support for 

procurement leaders 

and agency 

executives

PASSPORT

Central Platform: 

Streamlining 

compliance and 

collaboration

TRANSPARENCY

Leads to improved 

service and 

performance

VENDOR PARTNERSHIP

Partner with vendors 

to level playing field 

and adopt smart City 

policies

IMPROVEMENT

Leverage data to drive 

continuous 

improvement within 

Agencies and 

Citywide
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Agenda

Discretionary Award Procedural Requirements

Compliance Requirements and Processing

Resources

Q&A



15

Discretionary Funding Process Overview

Award 
Management 
– Invoicing or 
Grant Report

Contracting in 
PASSPort or 
Grant Tasks

Compliance 
Requirements 

for Award 
Processing

Procedural 
Requirements 

for Award 
Clearance

City Council 
Vetting for 

Award
Clearance

Applying for 
Discretionary 

Funding



Discretionary Award 
Procedural Requirements
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discretionary@council.n

yc.gov

mailto:discretionary@council.nyc.gov
mailto:discretionary@council.nyc.gov


Contracting in PASSPort or 
Grant Tasks
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Multiyear Contracting vs. Discretionary Grant Pilot

• Tasks completed in 
PASSPort.

• Contract has a three-year 
term per City Agency 
(dependent on future 
Council award decisions).

• Offers immediate
budgeting and invoicing 
upon award clearance in 
years 2-3.

• First-year registration and 
payment may take up to a 
year.

• Reimbursement-based 
payment with invoices.

• Tasks completed outside 
of PASSPort (currently 
DocuSign).

• Grant agreement is for a 
single fiscal year term per 
City Agency.

• Requires grant eligibility 
and processing each year 
(amount per Agency must 
not exceed $25,000).

• Payment possible within 
four months of award 
allocation.

• Full payment upfront –
receipts with final grant 
report.

MULTIYEAR 
CONTRACTING

DISCRETIONARY 
GRANT PILOT

• AWARD 
CLEARANCE

• COMPLIANCE 
REQUIREMENTS

• MUST APPLY TO 
COUNCIL EACH 

YEAR

• CONTRACTOR 
DISCLOSURE

• EXCLUDES 
DCLA



Create PASSPort Account
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About PASSPort

What is PASSPort?

• PASSPort is the City’s system for managing procurement.

PASSPort Accounts

• Organizations have PASSPort accounts

• Contacts/Users: individuals within the organization who have access that 
account.

• Profiles/User Roles: different privileges that allow users to complete 
different tasks in PASSPort.

nyc.gov/passport
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Requesting a PASSPort Vendor Account

nyc.gov/passport

https://nyc.gov/passport
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After the PASSPort Account is created . . . 

nyc.gov/passport

Vendor Admin: The Most Powerful Role

nyc.gov/passport

Log into PASSPort

• nyc.gov/passport

Update Basic information in Vendor Profile

• Click on Profile > Vendor Profile. Go to Basic Information section. Complete 
all required fields then press Save. 

Update Contacts – Vendor Admin only

• Click on Contacts > Add Contacts > Assign them a Role in the Profile column

Start working on a Prequalification Application.

To-do List:

https://nyc.gov/passport


Prequalification Basics
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Prequalification Application Options

Choose the Prequalification (PQL) application that works best for your organization:

Discretionary PQL Application:

• Discretionary Funding 

ONLY

HHS PQL Application:

• Discretionary Funding

• Human Services 

contracts

You don’t need to complete both applications!
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PQL Application Process

Find the 
Prequalified List

Create New or 
Update Expired 

Application

Complete 
Questionnaire

Submit Filings 
Documents

Sign and Submit 
Completed PQL 

Application

Monitor 
Application 

Status



27

Who Should Be Doing What? 

Vendor 

Admin

Vendor 

Procurement 

L1

Complete PQL 
Application

Submit

PQL 

Application

Complete PQL 
Application

Manage 
Account

Complete PQL 
Application

Submit 

PQL 

Application
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Best Practices for Completing PQL Applications

Identify the 

documents you 

need.

Prepare, format, 

and label your 

documents.

Complete PQL 

Application in 

PASSPort.
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Identify Documents for the Questionnaire

HHS PQL Questionnaire Documents

Certificate of Incorporation (or equivalent)

Corporate By-Laws

Board of Directors List

IRS Letter of Determination, 501(c)3

Your Organization’s Conflict of Interest Policy

Your Organization’s Whistleblower Policy

Discretionary PQL Questionnaire Documents

Board of Directors List

Your Organization’s Conflict of Interest Policy
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Identify Required NYS Charities Filings Document for Upload

Required filings documents for nonprofits depend on your organization’s revenue and 

other factors. 

Exempt from Filing w/ Charities Bureau 
(determined by the Charities Bureau)

12-Month 
Financial 

Statement

Exemption or 
Request Letter
(on letterhead)

Revenue is over $25K to $250K

CHAR500 IRS 990 Form

New to Filing with NYS Charities Bureau
(within the last year)

CHAR410
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Prepare Questionnaire and Filings Documents

If you’re asked to upload more than one document type, then they must be combined 

into one PDF for upload.

Popular options for merging PDF 

documents:

• Adobe Acrobat Online

• iLovePDF

• Smallpdf

• PDF24



Working Within PASSPort
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Finding the Prequalified List in PASSPort

2 3

1

• “HHS” or “101”

• “Discretionary” or “164”
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Opening the Prequalification List2

4

HHS Prequalification List Discretionary Prequalification List

4
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Create a New or Update an Existing Application

Create New Application Update Application

The button shown in the Overview tab of the PQL depends on your organization’s history with the 

selected Prequalification List.
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Access the Questionnaire

1

2
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Uploading Filings Documents

1

2

3

4
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Submit for Review

Once all the requirements are met, submit the Application for Review.
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MOCS Review and Maintaining Status

What happens after you submit your PQL Application?

1. MOCS reviews and makes a determination.

2. PASSPort email notification is sent to your NYC.ID email address.

• If Approved: You have completed the HHS Prequalification requirement.

• If Returned: Reviewer comments will be included in the message.

3. Maintain your Prequalification! 



Resources
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Learn PASSPort Resources Library

nyc.gov/learnpassport



42

Contacting MOCS Service Desk  

nyc.gov/mocshelp
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NPO Discretionary Office Hours

Our team can help with the following:

• Vendor Document Submission: Upload 

documents, enter Sites, and complete Local Law 34 

Compliance.

• Budget Completion: Create and modify a budget for 

agency review and approval.

• Invoice Management: Submit invoices against an 

approved budget.

Does your organization have questions 
about a discretionary contract or pending 
tasks in PASSPort?

Register today!

bit.ly/discretionaryofficehours
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Resources List

council.nyc.gov/budget

nyc.gov/passport

nyc.gov/tracker

nyc.gov/learnpassport

nyc.gov/mocshelp

mocsvendortraining.eventbrite.com

• council.nyc.gov/budget
City Council 

Discretionary Funding

• nyc.gov/passport
PASSPort Login and 

account Creation

• nyc.gov/tracker
Discretionary Award 

Tracker

• nyc.gov/learnpassport
PASSPort Resources 

Library

• nyc.gov/mocshelpMOCS Help

• mocsvendortraining.eventbrite.comMOCS Trainings

https://council.nyc.gov/budget
https://nyc.gov/passport
https://nyc.gov/tracker
https://nyc.gov/learnpassport
https://nyc.gov/mocshelp
https://mocsvendortraining.eventbrite.com/


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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