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Accessing PASSPort

To access PASSPort and log in to your account, go to: www.nyc.gov/passport.

Adjusting Font Size. While navigating PASSPort, you can easily increase its font size to improve readability. To increase the font size, zoom in
by holding down the “Ctrl” key while pressingthe plus (“+”) key (press it as often as needed) on your keyboard. To zoom out, hold down the “Ctrl” key while
pressing the minus (“-”) key. To reset to the default fonts size, hold “Ctrl” and press zero (“0”). Mac users want to use “Command” instead of “Ctrl.”

Tool Tips. There are tool tips available throughout PASSPort that provide quick and helpful information relevant to specific fields. Tool tips can be accessed
by hovering over the Information '\ icon.

Required Fields. Some information fields are required in PASSPort. These are indicated by ared bar. A user will receive a blocking alert (indicated by a red
border on the required or invalid field) if attempting to save or submit incomplete information. Users will complete these fields. When all required
information is entered, the blocking alert will clear (i.e., no longer be displayed) and the user will be able to submit successfully to proceed.
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1.HHS Prequalification in PASSPort Overview

PASSPort, the City of New York’s Procurement and Sourcing Solutions Portal, facilitates an end-to-end digital procurement process that is transparent
and easy to access. Designed with and for vendors, PASSPort leverages technology to address long-standing procurement issues, establish a timelier
procurement process and make it easier to do business with the City of New York. PASSPort allows for online solicitations and awards, as well as
contract execution, registration and management.

The Health and Human Service (HHS) Prequalification (PQL) Application is required to compete for HHS funding. Organizations must have an Approved
HHS PQL Application to respond to human services solicitations in PASSPort. The HHS PQL Application collects information to verify each organization’s
ability to establish or maintain a business relationship with the City. The applications are reviewed by the Mayor’s Office of Contract Services (MOCS),
and once your organization is approved you are prequalified for 3 years, or when your organization’s required prequalification documentation expires,
whichever occurs first. Nonprofits that are required to submit their annual NYS Charities Filings must update their HHS PQL application annually to
maintain prequalification. Only prequalified providers are eligible to respond to HHS Requests For Proposals (RFPs) and compete for funding from City
Agencies.

The HHS PQL Application has moved from the HHS Accelerator platform to PASSPort. The application process will now take place in PASSPort and is
streamlined and easier than ever to complete! Vendor Procurement Level 1, Vendor Procurement Level 2 and Vendor Admin PASSPort user roles can
complete an HHS PQL Application. However, only PASSPort users provisioned with Procurement Level 2 or Vendor Admin user roles can sign and
submit an application for review.

Demonstrating service capability by submitting a service application is no longer required to become prequalified on the HHS PQL. You may choose to
enroll in commodities in PASSPort if you wish to be considered for targeted outreach related to enrolled services. For instructions on how to enroll in
commodities, visit Section 4 of the Vendor Account Management User Guide. To find Citywide HHS contracting opportunities, visit the PASSPort
Procurement Navigator at passport.cityofnewyork.us.

For more information and resources, visit the Learning to Use PASSPort Webpage. For support, visit www.nyc.gov/mocshelp.
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https://www.nyc.gov/assets/mocs/downloads/PASSPort/learning-to-use-passport/Vendors_Account_Management_Guide.pdf
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2.Create a PASSPort Account

A PASSPort vendor account is required to submit an HHS Prequalification Application in PASSPort and respond to human services solicitations. If your
organization does not already have an account in PASSPort, creating a PASSPort account is a simple, two-step process:

1. Establish a NYC.ID here. If your organization already has an HHS Accelerator account, your NYC.ID is your email login.
2. OnceaNYC.IDis created, useittologin and request a PASSPort account here.

For step-by-step guidance, refer to the Requesting a Vendor PASSPort Account guide.
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https://www1.nyc.gov/account/register.htm?spName=PASSport_Prod&fromKiosk=false&target=aHR0cHM6Ly9wYXNzcG9ydC5jaXR5b2ZuZXd5b3JrLnVzL3BhZ2UuYXNweC9lbi91c3IvbG9naW4/YmxvY2tTU09SZWRpcmVjdD1mYWxzZQ==
https://passport.cityofnewyork.us/page.aspx/en/usr/login?ReturnUrl=%2Fpage.aspx%2Fen%2Fbuy%2Fhomepage
https://www.nyc.gov/assets/mocs/downloads/PASSPort/learning-to-use-passport/RequestingaVendorPASSPortAccount.pdf

3.Find the HHS Prequalified List

Once logged into your PASSPort account, follow the instructions below to begin the HHS Prequalification Application process in PASSPort:

1. Navigate to the RFx menu from the top of the PASSPort Homepage and select Browse Prequalified Lists from the drop-down menu.

PAss POrt Profile Contrects  Orderi i I rting  Performance  Su
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{mare than 1,000 sccounts inweek three) Payes Information Portal Time)
. . . MAYEE Online Directory i i
Fleaze checkin often. kg fickets for tracking purpeses and Competition Rewiew
bt ZRUrR VENDOR CHECK LIST & ? peglrm | 2E-CH2I (Workhow) 0 ORININTF
Escalate to vour supervsars and designated contadts as HHS Accelerator e UEUE
appropriste.
PASSPort Wehsite Competiian ;Szl—RcFapr:i RFEComp o R
Ve etitio
Wisit civsharemenetpassport 10 3C0ESS USEr rESCUITES @ Account created es o Poel-RA (\:’:rkﬁ:WJ renk Queue
such a3 quick reference guides and detailed manuak, or O  Administrator identified Ves
zontact the MOCS Help Desk by glicking 2n the ‘Suppert’ - a8
tah, 0 Signatory identified Yes DEDAGVEONT LE0INVHNNT- {
| o Competition 260, » Rl 0212/2020
@ Commodity enroliment Pool-RFI  LIAT-Req-SS01_I_UATSS Quee
- h FFI (Workhow)
i
@ vendor Record Status a9
@ Prindpal identified rr AR | oo
F P E""I'”m ™ LAT - EvAL- 35 Sele Sourte EE"'?“' 021252020
@ Prindpal Questionnairejs) Completed el 1 _1_UAT Pool Test User 1 uEUE
{Workfiow

Mayor’s Office of
Contract Services 6



2. All Prequalified Lists will display. Search for the “HHS Accelerator Prequalification” by entering it in the Keywords: text box to filter the results on the
page and find the HHS Accelerator Prequalification list.

PAss Port Profile  Tasks Catalog WM Contracts Ordering  Catslogs  Financials  Reporting  Performance  Support

<9 Brawse Prequalified Lists

Eeywerds HHSAcceleraturFrequali Industry : - Commzdity : w
Managing Agenoy : Open Date: E o @ a
Aaila bility Status : ¥ Approval Required : [ Citywide Onby: [ Frerequisite FOL: [
Current Status W Application Activity © v Source: hd Alerts -
PQLID PQL Label Prerequisite POL  Managing Agency Citywide Industry Commedity ©Open Date Availability Approved Vendors Source Current Status Application Activity Qualification Expiration Date [ ]

POLOODOGE HHS Accelerater Prequalification OFFICE OF COMTRACT SERVICES Human/Client Service 081142021 Open O RASEZPort Approval Required MNene

The information displayed in the table includes the PQL Label, ID, Managing Agency, Industry, Open Date, Availability, number of Approved Vendors
on the PQL and more. Your Organization’s Current Status on the PQL, Application Activity and Qualification Expiration Date will display as well. If you
have not submitted an application, the Current Status will display as Approval Required and the Application Activity will display as None.

3. Toaccess the HHS Prequalification list and begin the application process, click the PQL Label or PQL ID.

Mayor’s Office of
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4. The Overview tab of the Prequalified List will appear with additional information including the Vendor Status as it relates to this prequalification.

<9 1 PQLODOOEE:HHS Accelerator Prequalification

POL IMFOR MAT KN~

= Questionnaire

FOLID:
& Documents FOL Label:
Managing Azenoy
Citywvide :

SeUCE:

Appraved Vendars
Industry :
Commedities

Auailability :

POLOO00EE
HH5 Accelerator Prequalification

OFFICE OF COMTRALCT SERVICES

PASSPort
@

Human/Client 5erwice

Open

Create Mew Application

Open Date: 081102021

Cleze Date:

WENDOR STATUS
Application 10
Applicatien Acthvity © Mone
CurrentStatuz : & pprowal Required

Qualificatien Expiraticn Date €0

DESCRIPTION--

HHE Prequalification iz no live in PASSPort!

The PQL Information tile provides key information pertaining to the PQL, including PQL Label and PQL ID, Managing Agency, Industry, Availability,
Application Open Date and more. The Vendor Status tile includes information specific to your organization, related to the PQL, such as Application
ID (a unique identifier related to your organization’s PQL application), Application Activity status, PQL Current Status and PQL Qualification

Mayor’s Office of
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Expiration Date. The Description and Requirements tiles provide a brief description of the PQL and any instructions or requirements that apply to
the PQL.

Note: The Qualification Expiration Date will be driven by the expiration date of your PQL application, or the validity expiration date of any required
documents submitted in connection with the application within the Documents tab, whichever date is earliest.

Mayor’s Office of
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4.Creating and Submitting the HHS Prequalification Application

To create and submit a PQL Application, users must be provisioned with at least the Procurement Level 2 or Vendor Admin user roles. Procurement
Level 1 users can also complete an application, but cannot sign and submit the application for review. For step-by-step guidance on user role

assignment, please see our Guide to Adding Vendor Users and Assigning Roles.

1. To begin the application process, click the Create New Application button located at the top of the screen.

Mayor’s Office of
Contract Services

<9 % PQLOOOOBE:HHS Accelerator Prequalification

. J PQL INFOR MAT KON~

Questio nnaire

FOLID:
& Documents FOL Label
Managing Agenoy
Citywide :

Source:

Approved Venders :
Industry :
Cammedities
Awailability

Open Date:

Clese Date:

VENDOR STAT UGS

DESCRIPTION~

POLOCDOEE

: HH5 Accelerator Prequalification

OFFICE OF CONTRACT SERVICES

PASSPort
]

Human/Client Service

Open
081172021

Applicatien 10 :
Application Activity : None

CurrentStatus : &pproval Required

Qualification Expiration Date €0

HH5 Prequalifization is no live in PASSPort!

Create Mew Application

10


https://www.nyc.gov/assets/mocs/downloads/PASSPort/learning-to-use-passport/VendorJobAidAddingContactsAssigningRoles.pdf

2. The new application draft will generate and the Overview screen will display an alert at the top of the screen reminding the user to complete all
required fields in order to submit the application. An Application ID will now be displayed under the Vendor Status tile. Your application’s Current
Status will also now appear as Approval Required and the Application Activity will display as Draft. The Navigation pane on the left-hand side will
now contain the Questionnaire, Documents and Application History tabs.

PASS Port Profile  Tasks Catalog RFx  Contracts Ordering  Catalogs  Financials Reporting  Performance  Support

<D % PQADOOIOEHHS Acceleratar Prequalification Search _ =

ALERATS

stio nnaire X .
-Yau must complete 31l required fislds hefore submitting

2 Documents
‘2 Application Histary PO INFORMAT 0N~
POLID : POLOGCOSS Auailahility : Open
POL Lshel: HHS Accelerator Prequalificstion
Industry : Human/Client Service
Cammadities :
Managing Agency : OFFICE OF CONTRACT SERVICES
Citywide : Open Date: 08/11/2021
Source: PASSPOIT Ckse Date :

Approved Vendors: ©

VENDOR STATUS~

Application 10 : POADOO106

CurrentStatus: Approval Reguired
Application Activity : Draft

Qualification Expiraticn Datedd :

DESCRIPT QR
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3. To complete the Questionnaire, click the Questionnaire Tab in the left-hand navigation pane.

Profile Tasks Catalog RFx Contracts  Ordering Catelogs  Financials Reporting  Perfformance  Support

£ 9 FOADD006HHS Acceterabar Prequaliflcation

Bave and Close m Cancel Application m

l:l ' v ALERT S
= AUt e I
=You must complete all required fields before submitting

#® Documents

BOL INFORMAT 108

FOLID : POLOCDCHE Auzllabiley: Open
POL Label: HHS Accelerator Prequalification
Industry . Human/Client Service
Corsmodities ;
Managing Azency : OFFICE OF CONTRACT SERVICES
Cityaride ; Dpen Date; 03 1,/20210

Seurce: PASSPOrT Claze Date

Approved Vendors: O

WENDOIR STATUS~

Application 10 : POADOMOE
Current Status . Appreval Reguired
Appleatizn Adivity :  Draft

Quakibestion Expirstion Datedd

CESCRIPTEIM
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4. The Questionnaire consists of one section, the Business Information section. To begin filling out the application, select your organization’s
Corporate Structure (For Profit or Nonprofit) from the drop-down.

PASS Port Profile  Tasks Catalog RFx  Contracts  Ordering  Caetalogs  Financials  Reporting  Perforrmance  Support

<9 PQADDDI0EHHS Accelerator Prequalification it

Bave and Close Submit for Review Cancel Application

FOL Label: HHE Accelerator Prequalification
wendar: Today 061220111 CREATION BY IMPORT~

!E Suestionnaire
. H Business |nformation DOrop here wour answer {in Excel formatp
2 Documents |J Uplead (in Excel Farmat)

Corporate Structure
Fleaze select your organization’s corperate structure:

'} Application History

g% Dawnlead in Excel 2007-201 D farmat (k)
@ Downlkead in Excel §7-2003 formatiek)

MNenprofit
For Prefit

Based on the Corporate Structure selection, a list of questions, specific to your organization’s corporate structure will appear on the screen that you
are required to fill out.

If you select Nonprofit you will be asked a series of questions and upload documentation related to your structure: Certification of incorporation or
equivalent, Corporate by-laws, Board of directors, Tax filing/ IRS determination letter, Conflict of interest policy, and or Board conflict of interest
policy, Whistleblower policy, Financial Controls part 1, Financial Controls part 2, and Charities filings.

If you select For Profit, you will be asked to upload your Articles of Organization or equivalent, Board of Directors list or equivalent, Corporate by-
laws or equivalent, Financial Controls part 1, Financial Controls part 2, and Financial Statements.

Mayor’s Office of
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Note: A Progress Bar on the left-hand side will display your questionnaire Application progress as you complete the application.

5. Navigate to the Documents Tab to upload any required documentation in connection with your application. The Documents Tab displays the list of
required documents needed to successfully submit your PQL Application.

PAss Port Profile  Tasks <Catalog RFx Contracts Ordering Catalogs  Financials Reporting Performance  Support

<9 PQADDOIOEHHS Acceleratar Prequalification Search_ =

(85 | v e I St e ] o ot

0 Cver view: REQUIRED DOC UMENT S~

= Questio nnaire

Document Type Docunent Label Document Mame  Last Modified By Last Modified Date and Time [Your Local Tinel  Status Download  Validity
& Documents
# FinancialStatementer Repert Filings Decuments {ie. Charities or Financial Statement) Fending uplkead
D application Histary 1 Resuhis)

6. Only one Document Type is listed: Financial Statement or Report. Instructions on what documentation specifically applies to your organization and is
required to be uploaded here are included in the Questionnaire. To add a document, click on the pencil icon.

Mayor’s Office of
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4.1 Guidance on What Documents to Submit:

For Profits: All For Profit organizations are required to submit a 12 month Financial Statement or Profit & Loss Statement.

Nonprofits: Required documentation depends on the nonprofit organization’s revenue, among other factors. Please see the table below, or refer to the
Charities Bureau’s Annual Filings and Registry Search tool to help determine your nonprofit organization’s structure. For specific questions related to
your organization, please directly reach out to the Charities Bureau.

Determining HHS Prequalification Application Filing Documents

The Table below provides guidance on the required Filing Documents for nonprofit organizations. Identify the Type of Nonprofit Organization that applies to your organization to see which Filing Documents are
required for submission with your organization’s HHS Prequalification (PQL) Application. If your organization is required to submit multiple documents, combine into a single document and upload to your HHS PQL
Application through the Documents Tab.

Exempt
Filings Documents Required by Charities & HHS Prequalification Application from Annual Filings

Documents:

Exemption Letter &
Type of Nonprofit Organization IRS 990 form CPA Reviewed CPA Reviewed 12-month Financial
Report Audit Statement

Nonprofit Corp. new to Filing w/f Charities**
(within the last year)

Nonprofit Corp. Revenue $25K & under**

Nonprofit Corp. Revenue over $25K to
$250K**

Nonprofit Corp. Revenue over $250 to $1M**

Nonprofit Corp. Revenue over $1M**

Nonprofit Corp. Exempt from Filing w/
Charities

(determined by the Charities Bureau)*

*Required documents are typically based on your organization’s revenue. Please research and review the Nonprofit Revitalization Act/New York State Regulations.
* For specific questions related to your Charities Filings that are unique to your organization: Please reach out, directly, to the Charities Bureau.
**New to Registering with the Charities Bureau? Register via their online portal today and upload the completed Char410 form to your Pregualification application.

Mayor’s Office of
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https://www.charitiesnys.com/charities_new.html
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7. Upon clicking the pencil icon, a pop-up window will appear. The Document Version will default to 1 if this is your first time submitting an application
in PASSPort. Input a unigue Document Name describing your document. Input a Validity period associated with the submitted documents. The Begin
Date will be the HHS PQL submission date. The Expiration Date will be based on your organization’s required documentation, and additional
information on what to include as the Validity period can be found in the Questionnaire. Click on the paperclip icon next to Upload a Document to
upload the document. All documents must be submitted as a single file.

Financial Statement or Report & x

LS UMENT

Wersizn ) |1
Document Mame: |

Decument Lakel: Filings Documentsie. Charities or Financial statement;

Begin Date : |
Walidity :
Expiratizn Date : |
INFCR MAT KN~
Status : Pending upload
Upload a Documentfh: | ClickcrDOrag tzadd a file

Note: When the Expiration Date has passed, your Application Status will change from Approved to Expired and you will be required to update your
application to include new versions of your documentation to update your prequalification status.

8. Click Save and then Save and Close to submit your documentation.
Contract Semvicse 16



After you submit the required documentation, you will see the appropriate information reflected in Required Documents table in the Documents
Tab. The submitted Document Name will now appear in the table, along with the Modification Date, Time, and User, and the Document Status will
change to Uploaded and the Validity column will turn green if the validity period has not expired.

9. Next, click on the Submit for Review button located at the top of the page.

PAss Port Profile  Tasks Catalog RFx  Contracts Ordering Catalogs  Financials  Reporting  Performance  Support

( FO R d PQAODOI0E:HHS Acceleratar Prequalification Search =

Save and Close Submit for Review €Cancel Application E

=] a
- i REQUIRED DO UMENT 5~

= Questio nnaire

Document Type Document Label Document Mame Last Modified By Last Modified Date and Tine [Your Local Tine]  Status Download Validity

&= Documents

# Financial Statementer Repert Filings Decuments (i, Charities e Financis| Statement) CHARSOOH330+AUd V Balayi 02A 22021 13:55:10 Upleaded 4 CHARSDOHSSO+Audit pof (@)

'‘® Application History
1 Resultis)

Once submitted for review, The Current Status in the Vendor Status tile of the Overview tab will change to Approval Required and Application
Activity will display as Draft. A user at your organization with the Vendor Procurement Level 2 or Vendor Admin user role will review the submitted
PQL Application.

VERNDR BTAT LG~

Application |0 POACDMNOE
Current=tatus ;. Appreval Required
Applicatien Activity :  Draft

Qualificatizn Expiraticn Date £0:

Mayor’s Office of
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10. After the user clicks the Submit for Review button, users with the role Vendor Procurement Level 2 or Vendor Admin will see three buttons
located at the top of the screen:

a. Toedit the application, click the Return to Vendor L1 Draft button to make any changes.

b. Tosubmitfor review, click the Sign and Submit Application button.

c. Tocancel the application and start a new application record, select the Cancel Application button.

PAss Port Profile Tasks Catalog RFx Contracts  Ordering  Catalogs  Financials  Reporting  Performance Support

<9 PQADCOOI0EHHS Acceleratar Prequalification

Save and Close Return to Vendor L1 Draft Sign and Su bmit Application Cancel & pplication

POL IWFOR MAT KR~

= Questio nnaire
FOLID : POLOOO0GE Awzilahilty : Open

2 Documents FOL Lahel: HH5 Aczelerator Prequalification

2 application History Industry : Human/Client Serwice

Cammadities :
Managing Agency : OFFICE OF COMTRACT SERWICES
Cityavide Open Date: 081152021

Zopurce: PASSPoOMt ClseDate:
Approved Yendars: O
WVEMDOR STAT LS

Application 10 : F QAN 06
Current5tatus : Appreval Required
Applicatizn Adtivity © Returned

Qualiicatien Expiration Date £

DEGCRIPTION-~

HH5 Prequalification iz now live in PASSPort!
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11. Click the Sign and Submit button to submit the application. A pop-up window will appear requiring you to certify the information within the
application. Click the I certify all of the above checkbox and clickthe green Sign button. Once signed, the window will close and you will have

successfully submitted your application.

ELECTROMIC SICHATURE =X

By submission of this Prequalified List Application {"Application™), | hereby certifiz
1.1am an authorized representative of the submitting entity;

2 All contents of this submission are acturate;
2| have read and reviewed all documents and information contained within the Application, including any instructions and terms and conditions.

I certify allefthea havetd
=

Mayor’s Office of
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12. After you submit the application by clickingthe Sign button, a message will appear on the top of the screen in the

Overview tab, stating your application is currently In Review. Your Current Status will remain as Approval Required and your
Application Activity will change to In Review.

PAss Port Frofile  Tasks <Cetalog RFx Contracts Ordering  Catelege Financials  Reporting  Performance Support

£ 9 ¥ POADOOI0E:HHS Acceleratar Prequalification

Thiz application iz currently In Review. In order tomake any changes, please contact the Managing Agency toreturn thisapplication
|:| Crerview
POL INFOR MAT KM~
= Questionnaire

FOLID : POLODES Auailahility : Open
& Documents ity : Op:

FOL Label: HH5 Accelerator Prequalification

2 ication Histary
Eppitesiiion ko) Industry : HumansClient bervice

Commedities ©
Managing Agency : OFFICE OF COMTRACT SERVICES

Citywwide Open Date : 08,011,2021

Zource: PALSPort Cleze Date

Appreved Vendors: O

WENDOR STAT LS~

Application |0 ; POAGGO 06

Current=tatuz: Approwval Required
Application Activity @ In Fewiew

Qualificaticn Expiraticn Date {0

Mayor’s Office of
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5. Approved Application

1. If your organization’s HHS PQL Application is Approved by MOCS, users with Procurement Level 1, Level 2 and Vendor Admin user roles will receive
an email from PASSPort notifying them that their application has been Approved, with a brief message.

Subject |PASSRart Metification: Yeur Prequalified Applicatien POARD 05 Haz Been Approved
Oear Balai

Maszage

The Frequalified Application FOASID 06 veu submitted for POLOD00ES HHE Accelerater Fregualificatizn has heen Appreved with the fellwwing comments:
zur applicatien has been approved.

Tz wiew the FOL Applicatien, click this link: HHS Accelerater Frequalfication
Fleazecontact OFFICE OF COMTRALCT SERVICES directhy fwou hawve any guestizns.
REgards,

The FAZSRot Team
Mayer's Office of Contract Services (MOCS)

Ifpou have any questions or Need assistance, please reach out o MGCS at helpi@mocs.ayc.goy.
Unzubzcribe
This i an autzmatically generated e-mail please do nat reply

Mayor’s Office of
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2. Ifyour organization’s HHS PQL Application is Approved, the Application Status will change to Approved in the Application History tab.

PASS Por t Profile  Tesks Catalog RFx  Contracts

Ordering {etelogs  Financials  Reporting  Performance  Support

{9 FQAQODI0E:HHS Accelerator Prequalification

APPLICATION HISTORY -
= Questio nnaire

Current=tatuz: Appreved
& Documents
Applicatizn Activity © Mone
"E) Application History
Application I Submission Date  Submitted By Application Status  Decision Date
FAD0108 080132021 W Bala)i Approved 084132021
1 Resultiz)

ADDITEINAL HISTORY-~

0O Rezul=)

Mayor’s Office of

Contract Services
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6.Revising a Returned Application

1. If MOCS reviewers require revisions to your prequalification application to adjust an error, provide clarification or replace an outdated file, they will
Return the HHS PQL Application back to the vendor to make revisions. Your organization will receive an email notification from PASSPort with comment
from your MOCS reviewer specifying the requested revisions to your application. In this case, the Application Activity will display as Returned in the
Overview tab of the application.

PASS Port Profile Tasks Catalog RFx Contracts Ordering Catelogs  Finencials  Reporting  Performance  Support

{9 PQAOODI0E:HHS Acceleratar Prequalification

Save and Close Return to Vendor L1 Draft Sign and 5ubmit Application Cancel A pplication E

POL INFOR MAT KON~

= Questio nnaire
FOLID : POLOOI0SE Auailahility: Open

& pocuments FOL Label: HHS Accelerator Prequalifization

Industry : Human/Client Sarvi
2 Application Histary neustnr Rumanftiientendse

Commodities
Managing Agency : OFFICE OF CONTRACT SERVICES
Citywide Open Date: 02/11/2021

Seurce: PASSPort Chze Date:

Approved Vendors: O

VENDOR STATUS~

Application 10 : FOADGN 06
CurrentStatus : Approval Required
Application Activity ©  Returned

Qualification Expiraticn Date €0

DESCRIPTION~

HH5 Prequalification is now live in PASSPort!
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2. If your PQL Application is returned, users with Procurement Level 1, Procurement Level 2 and Vendor Admin user roles will receive an email from
PASSPort notifying them that the application has been returned, and a brief message informing them of the requested changes.

Subject |FASSRet Motification: Yeur Prequalifed Applicatizn POARIOCE Has Been Determined Returned far Revisizn

Message Ciear Balagity,

The Frequalified Applicatien FOAQDD 08 wou submitted fer PO LOODMEE HHE Accelerater Frequalificatien has heen Returned far Revisien with the fellewing comments:
Eric GIAMG :Flesze uplead 3 recent copy ef yeur erganizatien’s Beard of Directars List.

Tz wieww and editthe Frequalfied Applicatizn, click this link: HH: Accelerater Frequalificatizn
Fleaze contact OFFICE OF COMTRACT SERYICES directhy if weu hawe any guestizns.
FEgards

The PASSPet Team
Mayer's Office of Cantract Services {MOCE)

Jfyoe have anmy queshions or need assistance, please reach owd o MGCY at helpi@mocs.nycgoy.

Thiz iz an autematically generated e-mail pleaze do nat rephy

Mayor’s Office of
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3. Vendors with Procurement Level 2 or Vendor Admin authorization can (i) make revisions to the application content and sign to submit the revised
application, or (ii) return the application back to their colleague who is the Procurement Level 1 user to address any concerns before resubmitting
to MOCS for review by clicking the Return to Vendor L1 Draft button.

PAss Port Profile  Tasks <Catalog RFx  Contrects  Ordering Catalogs  Financials  Reporting  Performance  Support

<9 PQADDDT0E:HHS Acceleratar Prequalification

Save and Close Return to Vendor LI Draft Sign and S5ubmit Application Cancel &pplication

[ overview DAL INFOR MAT KN~
= Questio nnaire

FOLID : POLOCOOES Availability : Open
& pocuments FOL Label: HH5 Accelerator Prequalifization

D application Histary Industry : Human/Client Service

Commadities.

Managing Agency : OFFICE OF CONTRACT SERVICES

Citywide Open Date: 0211/2021
Seurce: PASSPort Cleze Date:
Approved Venders: O

VENDOR STATUS

Application 10 : POAGDO 06
CurrentStatus : Approval Required
Application Activity : Returned

Qualification Expiration Date €0

DESCRIPTION~

HH5 Prequalification is now live in PASSPort!

Mayor’s Office of
Contract Services 2 5



7.Making Updates to an Existing Application

1. When prequalification expires, to return to prequalified status, updates to the application or documentation may be required and submitted. To
initiate a new application, click the Update Application Button located at the top of the screen of the application.

PAss Port Profile  Tasks <Cataleg RFx  Contrects  Oroering <Catalegs  Finencials  Reporting  Performance Support

<9 POADDDI0EHHS Acceleratar Frequalification
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2. A new application will generate with a new, unique Application ID. This new application carries over content from the previous HHS PQL
Application.

3. To update a document, click the Documents Tab.

PAss Port Profile Cataloy RFx  Contrects Ordering  Catalogs  Financials

Reporting Performance  Support

9D PQAOODTIOT:HHS Accelerator Prequalification

S R APPLICATION HISTORY~

= Questio nnaire

CurrentStatus . Approved
2 Documents
Application Activity : Draft

=) application History

Application I Submizsion Date  Submitted By Application Status  Decision Date

POADDO106 08/13/2021 W Balai Approved 081372021
POADDN DT Draft
2 Resultis)

ADDITIONAL HISTORY~

O Resultis)

Mayor’s Office of
Contract Services
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4. To upload new documentation, click the Upload New Version button.

Financial Statement or Report =X

m Save and Close m Upload Mew Version

D LUIMEMT

Versiznd: 1
Document Mame : CHARROH*RH+ALit
Oecument Lakhel: Filings ODocumentsyie Charities or Financial statement;
Eegin Date: |C-3f1lfll:ll1 B a

Walidity :
Expiratien Date : |¢w1 1022 B 6

IMFOR BAT KW~

Etatus : Uploaded

|} Click.gr Dragte add a file
Upload a Document £ E

g EM - CHARSDHFF0+Audit. pdf
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5. The Version # changes from 1 to 2 to reflect there is an update to required documentation. Click the Save and then Save and Close buttons to
finish uploading your new document.

Financial Statement or Report =X

L2 LM EMT -

VersigniEl |2
Oocument Mame: |U|:|date-d CHARRDDHS S HALIt I
Oecument Lahel: Filings Documents{ie. Charities or Financial statement}
Begin Date : |-::n&r1mazz B 6

Walidity :
Expiraticn Date |c|&-f11fzaz_=. B 6

IRFOR FAT Kb

Status: DOraft

|| ClickgrDrag teadd afile
Upload 3 Document£l: -

w4t EN - Updated CHARSOD 930 Auditpdf
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6. Once you have finished updating your application, select the Submit for Review button.

7. After revisions have been submitted for MOCS review, the new application will appear in the Application History tab under the Application Status
as In Review.

PAss Port Profile  Tasks fCatalog RFx  Contracts Ordering  Catalogs  Financials  Reporting  Performance Support

{9 ¥ PQAOQOIOTHHS Accelerator Praqualification

This spplicarion is currenzly In Review. Jn order rcomake any changes. please conracr the Managing Agency ro rezwen this appficazion
3 Crer i

APPLICATION HIETORY-~
= Questio nnaire
B Documents CurrentStatus ;. Appreved

"7} Application History Applicatien Activity - In Review

Application [T Submission Date  Submitted By Application Status Drezision Date
POADOGE 08130200 W Balai Appraved 081372021
FOADICT 081302021 W Balai In Fewigs

2 Resultis)

ADDITIONSL HIETOR Y-

0 Results)
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Note: By selecting the Actions button at the top of the page, users with the Vendor Procurement Level 2 or Vendor Admin user roles have the
option to Withdraw their currently Approved PQL Application, and include any comments attached to the withdrawal. Withdrawn Applications are
stored in the Additional History Table under the Application History tab of a Vendor’s PQL Application.

PAss Port Profile  Tasks <Catalog RFx  Contracts Ordering Catalogs  Financials Reporting Performence  Support

{9 %% PQADODIOTHHS Accelerator Frequalification

Saveand Close Update Application m

o
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8. Prequalification Extension

When a vendor submits a response to an RFx using a PASSPort managed PQL, the vendor’s HHS PQL Application Expiration Date will automatically
extend by 3 years from the date of the submitted RFx response, or when your organization’s required documentation expires, whichever occurs first.
Nonprofits that are required to submit their annual NYS Charities Filings must update their HHS PQL application annually to maintain prequalification.

This extension only occurs when the vendor’s PQL application is currently Approved. The extension does not apply to vendors who have an updated PQL
Application that is currently Under Review (i.e. when the Application Activity is in Draft as reflected in the Application History tab).

If the above conditions are not met, a vendor can still submit a response to the RFx, but the Application Expiration Date will not be extended.

1. Before submitting your response to the RFx, you must certify that the previously submitted documentation and information in your PQL Application is
still current.

Do you really want to submit your proposal? x

o agree and affirmn that it is a material term of this Contract that the VYendaor will
award the total dollar value of the MAWBE Participation Goals to certified MBEs
and/or WBEs, unless & full waiver is obtained or such goals are rodified by
the Agency; and

o agree and affirm, if awarded this Contract, to rmake all reasonable, good faith
efforts to meet the MAWBE Participation Goals, or if a partial waiver is obtained
or such goals are modified by the Agency, to meet the modified Participation
Goals by soliciting and obtaining the participation of certified MBE and/or WEBE
firms.,
agree and affirm that I have read and understand all iterns contained in the
associated Prequalification Questionnaire and certify that as of this date, these
iterns have not changed, or such changed itemns have been provided with this
bid or proposal

By clicking this checkbox you are signing off the response and confirming that its
contents are accurate.

Subrit my proposal -

Note: Only after certifying the accuracy of the PQL information, will the updated Application Expiration Date be reflected in your PQL Application.

Mayor’s Office of
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ADDITIONAL HISTORYY

Action Type Action Triggered By Action Date Comments

Extension scheduler scheduler  7/20/2021 The Applicatian Expiration Date for this POQL has been extended because of the RFx Participation to the PQL Pracurement

2. Once the Application Expiration Date is extended, an extension record will be added to the PQL, accessible under the Application History Tab,
located in the Additional History table, with comments identifying the reason for extension.
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