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Self-Declaring Minority-Owned/Woman-Owned Business Enterprise (M/WBE) Certifications
Follow the steps below to self-declare Minority-Owned/Woman-Owned Business Enterprise (M/WBE) certifications in PASSPort. Please note that self- 
declaring M/WBE certifications in PASSPort does not replace the certification process with NYC Small Business Services (SBS); however, self-declaring in 
PASSPort will allow SBS to run reports on self-declared M/WBE vendors and proactively reach out to them to start the SBS certification process. Once the SBS 
certification process is completed, PASSPort will update the Self-declared status to Certified. 
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1. From the PASSPort
homepage, click the
“Vendor Information” 
icon from the Quick 
Links window. 
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The Basic Information tab of 
your vendor profile is displayed. 

2. Scroll down on the page
to see the M/WBE
Certifications window. 
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3. To declare a new
M/WBE certification,
click the “Declare New 
Certification” button. 
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4. Click the   icon to
search for and select a
“Self-Declared
Certification.”
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5. Search for and select
the self-declared
M/WBE certification you
wish to add. When you
have found the
certification you wish to
add, click the icon.

Note: Self-declaring a 
certification here does not 
replace the certification 
process with Small Business 
Services (SBS). Once you self- 
declare a certification in 
PASSPort, SBS will contact you 
with next steps. 
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6 

6. Click the “Save and
Close” button.
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You have successfully self- 
declared an M/WBE 
certification. 

7. Continue to self-declare
additional M/WBE
certifications as 
necessary by clicking 
the “Declare New 
Certification” button. 

Note: After you self-declare an 
M/WBE certification, NYC SBS 
will reach out to you confirm 
the certification. 
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