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We’re here for you!

• Free Live Workshops

• Archive of Past Workshops

• LinkedIn Community

• Free Expert Support

Find out more at www.nphd.org
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JUST COMPLETE THE FORM AT WWW.NPHD.ORG!
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NYC Discretionary Funding: 
Should you apply? And if so, how?

The NonProfit HelpDesk and this technical 
support presentation series is funded through 
generous allocations from New York City Council 
Members including: 

Speaker Adrienne Adams
Council Member Justin Brannan
Council Member Crystal Hudson

Council Member Farah Louis
Council Member Ari Kagan

Council Member Inna Vernikov
Council Member Rita Joseph

Council Member Susan Zhaung



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.



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 word from the City 
Council Member’s office(s) awarding the grant.

2) Listed in the NYC Expense Budget, Schedule C 

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



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



The Discretionary Tracker:

• Search the status of all City 
Council Discretionary Awards 
from the past three fiscal years

• Updated about every six 
weeks, after City Council votes 
on transparency resolutions. 

• It will tell you your award, the 
amount, its status (cleared or 
uncleared and what NYC 
agency is administering it).



The Discretionary Tracker:

•Guide: Understanding NYC Council Discretionary Funding: 
https://www.nyc.gov/assets/mocs/downloads/PASSPort/learnin
g-to-use-
passport/Guide_UnderstandingCityCouncilDiscretionaryFundi
ng.pdf

•Discretionary Checklist: 
https://www.nyc.gov/assets/mocs/downloads/PASSPort/learnin
g-to-use-passport/DiscretionaryFundingChecklist.pdf

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


Discretionary Award Steps:

1. City Council Award Clearance & Vetting

2. Complete Procedural Requirements for Award 
Clearance

3. Contract Tasks in PASSPort

4. Contract Registration

5. Invoicing & Contract Management



Discretionary Award Steps:

1. City Council Award Clearance

City Council begins a thorough vetting process to assess integrity, 
compliance, and service delivery. If a discretionary provider’s award(s) 
is still pending City Council Clearance after the release of Schedule C 
in June, contact the City Council Discretionary Unit at 
discretionary@council.nyc.gov. 

If an award is associated with a Council Member (Council Member 
Item), the awardee may also reach out to their City Council Member’s 
Office for support. While organizations should be prepared to address 
any integrity issues, pending City Council Clearance may also mean 
that the organization has not submitted all required application 
materials. 



Discretionary Award Steps:

2. Complete Procedural Requirements for Award Clearance

Every discretionary provider must complete the following to progress 
towards contracting: 

a) Request (and get approved) a vendor PASSPort Account. 

b) Complete (and maintain) HHS Prequalification in PASSPort. 

c) Complete the Capacity Building Training (e-course).

NOTE: Awardees solely funded by DCLA are only required to have an 
approved DCLA Cultural Development Fund Application, complete 
the Capacity Building Training, and receive City Council Clearance. 



Discretionary Award Steps:

2. Complete 
Procedural 
Requirements for 
Award Clearance

a) Request (and 
get approved) a 
vendor PASSPort
Account. 
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b) User Roles for Completing HHS Prequalification
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Discretionary Award Steps:

2. Complete Procedural Requirements for Award Clearance

b) User Roles for Completing HHS Prequalification

The Vendor Admin is the only contact that may add and edit 
user roles.

Your Vendor Profile in HHS Prequalification must have at 
least one Contact with the Vendor Admin or Vendor 
Procurement L2 Role



Discretionary Award Steps:

2. Complete Procedural Requirements for Award Clearance

b) HHS Prequalification Application OR PQL

Necessary Documents for Upload:

• Certificate of Incorporation (include amendments, if 
applicable)

• By-Laws

• Board of Directors List

• IRS Determination Letter 501(c)3

• Your Organization’s Conflict of Interest Policy

• Your Organization’s Whistleblower Policy



Discretionary Award Steps:

2. Complete Procedural Requirements for Award Clearance

b) HHS Prequalification Application OR PQL

Charities Filings



Discretionary Award Steps:

2. Complete Procedural Requirements for Award Clearance

b) HHS Prequalification Application OR PQL

Charities Filings DATES
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Discretionary Award Steps:

2. Complete Procedural Requirements for Award Clearance

c) Capacity Building Training (e-course)

You have 30 days to complete it once you register and takes 
about 90 minutes to complete. It covers:

Legal Compliance

Board Governance

Financial Management

The certificate flows with the individual who completed 
the course!



Discretionary Award Steps:

2. Complete Procedural Requirements for Award Clearance

c) Capacity Building Training (e-course)

Who should take the training?

• Board Member

• Executive Staff



Discretionary Award Steps:

2. Complete Procedural Requirements for Award Clearance

c) Capacity Building Training (e-course)
To enroll: 

Capacity Building Training at http://mocs.matrixlms.com

using code UDKE-BQAO

https://mocs.matrixlms.com/


Discretionary Award Steps:

3. Contract Tasks in PASSPort
Currently, the following agencies process award registrations outside 

of PASSPort: 
• Department of Cultural Affairs (DCLA).
• The City of New York Department of Sanitation (DSNY) 
• Office of Emergency Management (OEM) 
• NYC Office of Technology and Innovation (OTI) 
• All Non-Mayoral Agencies (including The City University of New 
York-CUNY and NYC Health and Hospitals Cooperation-HHC) 
• Certain programs administered by Department of Education (DOE), 
Department of Health and Mental Hygiene (DOHMH), and Mayor’s 
Office of Criminal Justice (MOCJ).



Discretionary Award Steps:

3. Contract Tasks in PASSPort

In PASSPort, discretionary award contracts will have a status of Draft 
until the Agency initiates the contract. 

Once an agency has initiated the award contract, the contract will 
have a status of In Progress.

THEN you will be able to view additional information, including the 
Milestones Tracker, which contains a list of contract tasks and their 
corresponding statuses. Among these tasks is Vendor Document 
Submission. 



Discretionary Award Steps:

3. Contract Tasks in PASSPort

There are three tabs a Discretionary Provider must complete 
within their Award Contract before they can submit the Vendor 
Document Submission Task: 

a) the Sites tab, 

b) the Documents tab, and

c) the LL34 Compliance tab. 



Discretionary Award Steps:

3. Contract Tasks in PASSPort
a) Sites

Add an address to indicate where services will be delivered. You may 
add multiple sites per contract and label per award if appropriate. 



Discretionary Award Steps:

3. Contract Tasks in PASSPort

b) Documents

• Certification Regarding Substantiated Cases of Client Abuse or Neglect

• Conflict of Interest Disclosure and Compliance Certification

• Lobbying Certification Form

• Proof of insurance (obtained from Insurance Broker):
o Insurance Broker’s Certification
o Disability Insurance
o General Liability Insurance
o Workers’ Compensation

• Tax Affirmation

•EO 64 Certification and Policies (uploaded to PASSPort Vendor Profile)

•If utilizing subcontractors or consultants:
o Exhibit B Coversheet – Subcontractor Approval Form
o Exhibit B – Conflict of Interest Disclosure and Compliance Certification

https://www.nyc.gov/assets/nonprofits/downloads/pdf/Cert_Client_Abuse_Neglect.pdf
https://www.nyc.gov/assets/nonprofits/downloads/pdf/Cert_COI_Disclosure_Compliance_FY21.pdf
https://www.nyc.gov/assets/nonprofits/downloads/pdf/Cert_Lobbying.pdf
https://www.nyc.gov/assets/nonprofits/downloads/pdf/Cert_Insurance_Broker.pdf
https://www.nyc.gov/assets/nonprofits/downloads/pdf/TaxAffirmation_FY21.docx
https://www.nyc.gov/assets/nonprofits/downloads/pdf/Exhibit_B_Subcontractor_Approval.pdf
https://www.nyc.gov/assets/nonprofits/downloads/pdf/Exhibit_B_Subcontractor_COI.pdf


Discretionary Award Steps:

3. Contract Tasks in PASSPort

b) Documents

To fully expand the list of documents requested by the Agency 
within the contract, please click on the double down arrow button 
at the far right of the screen. This will expand the list and allow the 
user to see all the documents that must be uploaded before the 
task can be submitted for review. 



Discretionary Award Steps:

3. Contract Tasks in PASSPort

b) Documents



Discretionary Award Steps:

3. Contract Tasks in PASSPort
c) LL34 Compliance (digital version of Doing Business Data Form)

MUST be completed by the Vendor Admin – you have to check the 
“LL34” box next to the contact’s name within the Vendor Profile.



Discretionary Award Steps:

4. Contract Registration
Contracting Task: Completing and Submitting a Budget 
The contracting agency will notify the discretionary provider when it is time to 
complete and submit their contract budget, also referred to as the Purchase Order 
(PO). 

The budgeting and invoicing processes are managed in PASSPort. An 
organization’s users may receive a notification from PASSPort when it is time to 
work on their contract budget. 

Please reach out to your agency contact(s) for additional information about their 
respective agency’s process for completing and submitting a budget.

The Office of the City Comptroller has up to 30 days to review and register the contract.



Discretionary Award Steps:

4. Contract Registration



Discretionary Award Steps:

5. Invoicing & Contract Management
The discretionary award payment process is based on a reimbursement model 



Discretionary Award Steps:

5. Invoicing & Contract Management
EXCEPTIONS:

• DCLA

• If your contract is managed through DYCD Fiscal Agent YMS



Discretionary Award Steps:

5. Invoicing & Contract Management
PASSPort
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Discretionary Award Steps:

5. Invoicing & Contract Management
Budget



Payee Information Portal

Getting Paid!

1. A copy of your Bank Statement

2. A voided check or a letter from your bank.

https://a127-pip.nyc.gov/webapp/PRDPCW/SelfService





Q&A
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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