PASSPort: Finding and
Responding to HHS RFPs



PASSPort: Procurement and Sourcing Solutions Portal
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Steps to Respond

Create
an account in PASSPort

Complete
HHS Prequalification
Application in PASSPort

Mayor’s Office
of Contract Services

-~

RFP Released in PASSPort
through the Procurement
Navigator & Browse Public
RFX

Complete & submit your
responses in PASSPort




Steps to Create a PASSPort Account

_”e

Submit an Account Request with Your NYC.ID

Note: It can take 1-2 business days for approval

Activate Your Account Once Your Request is Approved

Note: Providers will need to complete and file vendor disclosures in PASSPort
if the awards received during a 12-month period exceed $250,000

~
\
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https://www1.nyc.gov/account/register.htm?spName=PASSport_Prod&fromKiosk=false&target=aHR0cHM6Ly9wYXNzcG9ydC5jaXR5b2ZuZXd5b3JrLnVzL3BhZ2UuYXNweC9lbi91c3IvbG9naW4/YmxvY2tTU09SZWRpcmVjdD1mYWxzZQ==
https://www1.nyc.gov/site/mocs/systems/about-go-to-passport.page
https://www1.nyc.gov/site/mocs/systems/about-go-to-passport.page
https://www1.nyc.gov/site/mocs/systems/about-go-to-passport.page
https://www1.nyc.gov/site/mocs/systems/about-go-to-passport.page

HHS Prequalification In
PASSPort




HHS PQL Application in PASSPort

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

{9 PQAOO0019:HHS Accelerator Prequalification

* Questionnaire with 10 business questions

) Overview PQL Label | HHS Accelerator Prequalification ) H H S R F PS released to fu II H H S PQ L

Wendor : PART OF THE SOLUTION 133425071 CREATION BY IMPORT v

S Business Information Drop here your answer (in Excel format)
|} Upload {in Excel Format)

Corporate Structure
D Application History Please select your organization’s corporate structure

i= Questionnaire

&8 Documents

u Download in Excel 2007-2010 format {xlsx)
u‘j Download in Excel 87-2003 format (xIs}

Nonprofit
For Profit

Corporate Structure (Nonprofit/For Profit)
Certificate of Incorporation or Equivalent
By-Laws

Board of Directors

Tax Filings

IRS Determination Letter

User Roles

~ Vendor Procurement Level 1

Conflict of Interest Policy

Whistleblower Policy

Articles of Organization

Financial Controls Part 1 & 2 (# of individuals required to sign
checks, amounts, staff financial authorizations)

- Vendor Procurement Level 2*

oo ooopooo

- Vendor Admin*
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Prequalification Renewals/Expirations

Do you really want to submit your proposal? x
' T 7 ' G s S oy : : :
@ nyc-preivalua.us/buyer/nyc/prepd/xrt68/page.aspy/en/sup/pql_manage/103 & & e agree and affirmn that it is & material term of this Contract that the Wendor will -
€ c 0 e P AU S A A B M award the total dollar value Df_ thelM/WE-E Participation Goals to cer‘ti.ﬁled MBEs
Ir Vendors Catalog Requisition Sourcing Contracts Ordering Receiving Financials Reporting Rules  Admin and/or WBEs, unless a full waiver is obtained or such gaals are modified by
PASS POft the Agency; and
Config Integration  Settings Support o agree and affirm, if awarded this Contract, to make all reasonable, good faith
efforts to meet the MAWBE Participation Goals, or if a partial waiver is obtained
{990 PQLOODI0ZHHS PQL For Testing ?:E\ = or such goals are modified by the Agency, to meet the modified Participation
Goals by soliciting and obtaining the participation of certified MBE andfor WEE
firms.
o agree and affirmn that I have read and understand all iterns contained in the
associated Pregualification Questionnaire and certify that as of this date, these
3 Current Stanus : | Show Agproval Required Only: (] 4 iterns have not changed, or such changed items have been provided with this
i bid or proposal
B Overviow Application Activity : A EIN:
I
E Questionnaire L . L .. .
Vendor Current Status 0a:m.m::_uty Qualification Expiration Date ) By clicking this checkbox you are signing off the response and confirming that its
O s 0 contents are accurate.
) pgaph Approval Required  Draft -
=) vendor List | a g -
ADDITIONAL HISTORYw 9
Action Type Action Triggered By Action Date  Comments
Extension scheduler scheduler 772072021 The Application Expiration Date for this POL has been extended because of the RFx Participation to the POL Procurement
PQL Applications are valid for 3 years e As providers submit proposals to RFx in a Users can find current PQL status
or until Documentation expires, PASSPort they will be asked to validate in the Additional History section of
whichever occurs first. and confirm that PQL information is their application under the

current. Application History tab.
If Documentation expires, PQL status
changes from Approved to Expired. This restarts the clock on Approved

status, moving Expiration Date to 3 years

after proposal submission date.
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How to Find and Respond to
the RFP in PASSPort




Search for Funding Opportunities

m ltaliano » Translate | ¥ Text-Size

Mayor's Office of
Contract Services

. 1 About PASSPort HHSA Opportunities Resources Regulations Search P As s
About PASSPort Learn PASSPort PASSPort Financials PASSPort New Release

Procurement and Sourcing Solutions Portal

About PASSPort
ATED LINKS

PASSPort Highlights Ab 0 ut I AS S I o rt l Go to The City Record Online (CROL) n S . _ -
PAS5Port makes it easier to complete procuremen
competing for contracts. Manage your online profile by keeping information updated and filing critica
PASSPort FAQS PAS S I o rt Payee Information Portal (PIP) disclosure forms which are required to do business with the City.

and will improve your experience of

NYC Certified Businesses If you need assistance, please visit the MOCS Help page.
PASSPort Reports Sorvices . (formerly M/WBE Online Directory)
Thank you for partnering with us to deliver vital goods and services to New Yorkers.
PASSPort Login
9 w Procurement Navigator NYC Mavor's Office of C NP
PASSPort Public e ¥C Mayor's Office of Contract Services
Prequalified Lists (PQL)

PASSPort, the City of New York's end-to-end digital procurement platform, manages every stage of

oEno the procurement process from vendor sourcing — who we purchase goods and services from PASSPort Public
Share H

(that's you — the vendor) to releasing and responding to solicitations (referred to as “RFx” in the Public

S Print system), and contract award, development, registration and management.

HHS Accelerator

HHS Accelorator

Register NYC.ID

The first step to getting started in PASSPort is to create your NYC.ID account. Click on “Register
NYC.ID" to begin the process and check out the Getting Started: Doing Business with NYC for
more detailed instructions on creating your PASSPort account.

[ ] nyc.gov/passport

Mayor’s Office
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Find the RFP on Procurement Navigator

The PASSPort
PASS Port Procurement Navigator
provides the general public
with a complete list of all
RFx opportunities available
— . v in PASSPort.

Industry : v Agency : A
Publish Date : % (i Round : Additional Commaodities : | RFx allowing subcontractors: [_]
RFx Procurement Release Date (Your Due Date (Your Remaining -
Program Industry EPIN Procurement Name Agency T O] lecaliTime] Il T | (e Main Commaodity
o# DCAS-Cinywide Goods 8572180115 8572180115-2100064 - TRUCK, 16 C.Y. COLLECTION - PARKS = DCASDIVISION OF MUNICIPAL SUPPLY SERVICE Released  OmPEtveSealed  pg/02 h021 10:00:00 09/282021 | 23h 50min Automnative Vehicles
Pracurement Bid 10:30:00 17s
# Miscellaneous Construction 2412180020 24121 80039-841 215151442 -.St. .Geo.rge Terminal Diesel « DEPARTMENT OF TRANSPORTATION Released Cf:mpetl':i\.fa Sealed 09/24/2021 00:00:00 10/26/2021 29d .OOP‘ Pipes ard_PIurnb\r‘g Materials, Equipment,
Exhaust Fluid Storage and Distribution System Bid 11:00:00 20min 17s and Supplies
it 44
# Citywide Services - Capital  Construction 2462160061 8462180061-X002-119M-Ranagqua Roof Recanstruction + DEPARTMENT OF PARKS AND RECREATION  Planned g:””PE‘""E Sealed 10’551 ;Zgéé gud _04:? Genersl Contracior/Canstruction Services
|l 3 E min 5
# Citywide Services - Capital ~ Construction 8462180061 8462180061-X002-119M-Ranaqua Roof Reconstruction « DEPARTMENT OF PARKS AND RECREATION  Released g:mpe“-:i“a sealed  gor04/2021 11:30:00 10’11;’;2(%; ;gd _04:? General Contractor/Construction Services
|l = E min s
N - e _ - 85821P0001 Citywide Quality Control Services for Technology « DEPARTMENT OF INFORMATION Competitive Sealed . 10/29/2021 32d 03h Quality Control/Project
# |DCME Professional Services - IT Related  83821P0001 o @+ TECHNOLOGY AND TELECOMMUNICATIONS " ==2>%% g onosal 09/24/2021 12:00:00 14:00:00 20min 17s Management/Strategy Services
# Brooklyn - Capital Construction erEEmE ERBEL SRR e (R e « DEPARTMENT OF PARKS AND RECREATION Released COMPetitivesealed o 5051 10:00:00 I ) | 1] Ol Parks and Site Work Construction
Reconstruction Bid 15:30:00 50min 17s
ENGINEERING, DESIGN AND  Professional Services - . o « DEPARTMENT OF ENVIRONMENTAL Competitive Sezlzd 11/03/2021 37d 03h . )
4 82621P0030 82621P0030-BEDC - OB-136-DES-CM2 Released 09/22/2021 00:00:00 Civil E
¥ CONSTRUCTION Architecture/Engineering N . PROTECTION €%2%%%  Proposal 14:00:00 20min 17s Wil Engineening
. ) 84622Y0135-BKOPS - Ipe Hardwood Lumber "Non DCAS RC 08/30/2021 03d 0dh General Building and Constructicn
Maint & Dperat Good 84622Y0135 DEPARTMENT OF PARKS AND RECREATION ~ Released  RFI 09/23/2021 03:00:00
# | Maint=nance & tiperation= cocs Items" Needed for Repairs to Coney Island Boardwalk : lease 15:00:00 20min 17s Equipment, Materials, and Supplies
# Queens - Capital Constructicn 24621B0040 B462180040-Q509-220M-Namecke Park Construction + DEPARTMENT OF PARKS AND RECREATION  Released g:’;”pe‘“"'e Sesled  Gor21/2021 09:00:00 10’?:_;2(%; gg;li4:75 Parks and Site Work Construction
ENGINEERING, DESIGN AND  Professional Services - « DEPARTMENT OF ENVIRONMENTAL Competitive Sezlzd 10/28/2021 31d 03h ) )
4 82621P0016 B2621P0016-BEDC - RO-2-DES Released 09/20/2021 15:00:00 Mechanical E 2
? CONSTRUCTION Architecture/Engineering PROTECTION SEEEE proposal 14:00:00 20min 175 .
) - 85721B0146-2100116,GRP:FEDERAL SIGNAL SYSTEMS & Competitive Sealed 10/05/2021 07d 23h '
# OCP - Miscell Good 85721B0146 ‘ DCASDIVISION OF MUNICIPAL SUPPLY SERVICE Released 09/20/2021 12:00:00 Fleet Supplies
‘ fseslansous aecs : COMPONENT LIGHTS - 10:30:00 50min 175 stoupplle
o -
# Family Enrichment Center  Human/Client Service 06822P0002 06822P0002-Family Enrichment Centers 2 RFP + ADMINISTRATION FOR CHILDREN'S SERVICES  Released ED"”F’E"“"E sealed  40122/2021 13:00:00 W,I"jgzgéé ?Dd _04'1"? Preventive Services \
r’oposa 3 E min 5

Mayor’s Office
of Contract Services




Find the RFP through “Browse Public RFx” and “Browse My RFx Responses”

The Browse Public RFx
screen contains a similar
PASS Port eofic masis O structure to the Procurement
Browse My RFx Responses

€ 9 Y¢r  Browse Public RFx NaVigator, but now that you

Browse Prequalified Lists are Iogged |nt0 your

e PASSPort account, you will
be able to respond to the

M Commodiy — v RFP by clicking the Pencil
Industry : h Agency: v |C0n.

REXY Contracts Ordering Catilogs Financials Reporting Performance Support

Publish Date : “' (1 ] Round : Additional Commodities : = | RFx allowing subcontractors: [}
Procrament Release Date Due Date Remaini
Program Industry EPIN Procurement Name Agency RFx Status el (Your Local (Your Local et Main Commodity
Method T time
ime) Time)
s R ARmAs REL e = = S - Responses  Competitive /2172021 9/21/2021 Bid due date -
# Test rogram L i rvic 222P0002 00222P0002-Test CSP Ev JFFI F CONTRACT SERVI Agricultur rvic
# TestITCS Program Standard Services 00, 0002 00 0002-Test CSP Eval * OFFICE OF CONTRACT SERVICES Received Sealed Pronosa 11-00:00 AM 230:00 PM _has passed gricultural Services
. Street Homelessness . . T o - » DEPARTMENT OF HOMELESS Responses  Competitive a312021 9/2/2021 Bid due date Shelter and Hon
i n/Clien Vi 7121P0125 07121P0125-5afe Haven: n-En = R R
~ Solutions BITHETE AL & 2 - s SECHINCIE Ors Eidea kel SERVICES Received Sealed Proposa 12:00:00 PM 2:40:49 PM has passed Prevention B rOWSG My FX esponses
B ) - mne manan | nmane nan P - Competitive 8/30/2021 9/24/2021 01d 14h H h ” b bl
# Court rogr iuman/Client Servi 221P0032 00221P0032-Supervised R . 1 F CRIMIN Court- Suf
# Court Based Programs Human/Client Service 00221P0032 00221P0032-Supervised Release OFFICE OF CRIMINAL JUSTICE Released Sealed Prooosa £:00:00 BM 2.00:00 PM Z4min S8s urt-Based Su |S W ere you Wl e a e to
A AT ot e502180135 502180135-5136-383N - DSNY BK 17/18 Gerage  » DEPARTMENT OF DESIGN AND Relesseg  COmPEtiive 8/27/2021 9/22/2021 Bid due date E::e:'ac |||anage your responses and
' - - - Roof and HVAC Upgrade CONSTRUCTION Sealed Bid 12:00:00 AM 2:00:00 PM has passed Se~-—ehs‘ B

quickly locate solicitations

ADM - Bureau of Facilities -~ f
. . ; . Archibus Software Licenses and Maintenance * DEPARTMENT OF HEALTH AND 9/6/2021 Bid due date
# Planning and Administrative  Goods - IT Related 81622Y0098 I SETAL RV Released RFI . , Maintenance - &

Pl Renewal MENTAL HYGIENE 2:00:00 PM has passed you have begun Work on and
, Street Homelessness e ] i W PP * DEPARTMENT OF HOMELESS Competitive 8/27/2021 Bid duedate  Sheiter and Hor} 11 1
| nions Human/Client Service 07121P0124 07121P0124-Stabilization Beds Open-Ended RFP SER‘)ICIES = Released ko] Promens >00:00 PM o :;ssw ;'e‘-;er'.:icn Sollcltatlons you have

submitted responses to.

Mayor’s Office
of Contract Services




Respond in PASSPort

243

PASS Po rt Profile  Tasks RFx  Contracts Ordering Catalogs Financials  Performance  Support

< = 00224P0006-Example Contract Opportunity (020169) - Lot: 1/ Round : 5

m

i View RFx

w— The View RFx screen
Discussions with B Expected date format: MM/dd/yyyy displays an overview of the
- — RFP, including a Summary;,
rm'mg " 140 12n32min 274 Description, Key Dates,
associated Documents and

* Setup Team

v Response Activity Pre—ProposaI Information.
v Summary
EPIN Release Date
00224P0006 01/26/2024 12:0000 AM (Your Local Time) After AcC k now I ed g ement ) yOU
Program

may begin your proposal via
Estimated Number of Contracts the Manage Responses tab.

1.00

Estimated Procurement Value RESPONSE ACTIVITYv

10,000,000.00

Agency
OFFICE OF CONTRACT SERVICES e
® Submitced
Division % Inprogress
Your Proposal Info: Competition Pool &
Agencv Contact First Name
RFx Name Response Name Competition Pool Responsiveness Status Submission Status  Submitted on (Your Local Tin 8l S8I8€ jon Status  Response Price
# D5822P0003-Residential Care Services RFP Proposal # 1 In progress

W\~

1 Resuli(s)

of Contract Services




RFx Tabs Overview

The View RFx tab is where providers
acknowledge receipt and intent to respond.

View RFx

The Manage Responses tab is where
providers complete the RFP questionnaire,
item grid, affirmations, LL34 compliance,
and upload required documentation.

Manage Responses

Discussions with

buyer The Discussion with buyer tab is a forum

to communicate directly in PASSPort with
Setup Team the contracting agency after you have
decided to respond to the RFP.

The Setup Team tab provides the ability to
add team members to assist in the
response process.

Mayor’s Office 13
of Contract Services




Setup Team Tab — User Roles

Vendor Admin

User Roles

Receive direct invite to participate in RFx
Manage and add contacts in Vendor Profile
Create responses

Set up team for responses

Create and submit applications to PQLs

Vendor Procurement
Level 1 & Level 2

Receive direct invite to participate in RFx

Manage and add contacts in Vendor Profile
Create responses

Create applications to PQLs (*only L2 can submit)

Vendor Admin

ANENRNENEN

Vendor Procurement

Level 1, Level 2

=

- Contributor, Vendor

ANENANRN

Financials Level 1, Contributor, Vendor Financials

Level 1 & Level 2

Level 2

v' Create/edit responses when added to the RFx teasn in
the Setup Team Tab

W\~

Mayor’s Office 14
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Questionnaire

= T N i

Your Proposal Info

¥ Questionnaire

Cverview
ltem %
General Information 5/5 General Information
Subcontractors and
Joint Ventures Experience of the 0/8
Firm & Subconsultants
LL34 Compliance Firm Contact Information
ualifications & 0/4
Rglcvant Experience of Provide (a) the company name and address. and (b) the name, email
M/WBE Requirements Key Personnel address, and telephone number of the person authorized to represent the
_ proposer.
Proposed Technical 0/1
Approach
Firm's Capability 0/2 Answer *
test
Affirmations 0/2

Red asterisk indicates response
is required IS

of Contract Services



ltems / Proposal Budget Summary

=3
Your Proposal Info

Questionnaire ~ Creation By Import

$ ltem Download in Excel 2007-2010 format (xlsx)

Download in Excel 97-2003 format (xls)
Subcontractors and

Joint Ventures

Drop here your quotation form (in Excel format)

LL34 Compliance ® & Click or Drag to add a file

M/WBE Requirements

i

Currency

usD o~

Proposal Amount

100,000.00

Keywords
Response
0 Selected
Items Code Item Types
11_1 Required ltem
1 Result(s)

of Contract Services

Not answered items Reset

Label Total*

Response Price 100,000.00

&

The system will
automatically calculate
the total price for your
proposal.




LL34 Compliance

= eI e

Questionnaire v LL34 Compliance

Your Proposal Info

S lem

Subcontrach d « Select your organization's Principal Officers, Principal and Organization Owners, and Senior Managers in the sections below. See
Subcontractors an )
0% Joint Ventures also the LL34 FAQ.

« If your organization does not have a CEQ, CFO, COO, or their functional equivalents, check the appropriate box next to "Excluded
B LL34 Compliance Officers" below.

— ) « |If you are a nonprofit organization, under Principal Owners, please check the box next to "The entity is not-for-profit.” You should
B8 M/WBE Requirements still disclose all other

Principal Officers and Senior Managers.

« If you can't find your Principal Owners, CEO, CFQ, COO or Senior Managers by clicking the ellipsis (three dots) to the right of Add
Existing Contact, click
the “LL34 Contact Setup” button. This will take you to the 2. Contacts tab of your Vendor Profile where you may identify the
applicable LL34 contacts
and/or add new LL34 contacts. See also the Quick Guide: LL34 Compliance.

| affirm that | have read the guidance and will complete the LL34 Compliance held®

LL34 Contact Setup 0

~  Principal Officers

@ Excluded
Officers : ceo cFo coo

Add Existing Contact (@

The LL34 Compliance tab allows
you to complete Doing Business
Data information in PASSPort.

To populate information within
the LL34 Compliance tab of a
proposal, you must first make
sure your contacts are updated
within the Vendor Profile to
include the positions of the
Principal Owners, Principal
Officers, and Senior Managers
and indicate that they

are LL34 Contacts.

To Complete the LL34
Compliance Tab and Add

Contacts:
Click the “LL34 Contact Setup”
e button in the LL34 Compliance
tab to navigate directly to the
Vendor Profile to add coriactzfor

selection.
D I

of Contract Services



FAQs / Common Issues

Q: Where can | find documents

related to this RFP?

Q: My organization does not have one or

more principal officers! How do | fill out

{ O % 00224P0006-Example Contract Opportunity (020169) - Lot: 1/ Round : 5
i ViewRFx m
B  Manage Responses 07/01/2024
PRINCIPAL OFFICERS™ ®, Discussions with Anticipated Contract End Date
buyer -
06/30/2025
Excluded Offi : 3 28s
€ Exclude icers Oceo Ccro Bcoo #8% Setup Team Release Date
Add Existing Contact €3 : 01/26/2024
Due Date
02/14/2024

Questions Due Date O

A: Check the box next to "Excluded

v Documents

Officers" in the LL34 Compliance tab of

your proposal —e.g. if you do not have a @ s
COO y C h eC k O ff COO . & Addendum Document Addendum #1
2 Result(s) a

A: Documents for the RFx will be stored in the

"Documents"” tile on the "View RFx" Tab N

Mayor’s Office 18
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Need help or have a question? Submit an

iInquiry to www.nyc.gov/mocshelp

nyc.gov/passport

INYC | Mayor's Office of Contract Services

A About

About PASSPort

PASSPort Highlights

PASSPort FAQs

PASSPort Reports

PASSFort Public

BREAR s
53 Print

311 | Search all NYC.gov websites

Kreydl Ayisyen » Translate | ¥ Text-Size

Mayor’s Office of
Contract Services

PASSPort HHSA Opportunities Resources Regulations Search Q

About PASSPort

Learn PASSPort PASSPort Financials PASSPort New Release

About PASSPort/ Go to
PASSPort

PASSPort Login

PASSPort, the City of New York's end-to-end digital procurement platform, manages every stage of
the procurement process from vendor sourcing — who we purchase goods and services from
(that's you — the vendor) to releasing and responding to solicitations (referred to as “RFx” in the
system), and contract award, development, registration and management

Register NYC.ID

The first step to getting started in PASSPort is to create your NYC.ID account. Click on “Register
NYC.ID" to begin the process and check out the Getting Started: Doing Business with NYC for
more detailed instructions on creating your PASSPort account.

Procurement Navigator

N

Mayor’s Office
of Contract Services

nyc.gov/mocshelp

Help Center / MOCS Support

NYE nocs support

Need help or have a question? Click here to submit an inquiry!
What can we help you with?

MVE  Request Assistance

Raise this request on behalf of *
@ MOCS Social Services (socialservices@mocs.nyc.gov) -
Your Business / Organization Legal Mame *
=]
Your First and Last Name™
Your Phone Number
What is your inquiry related to? *

Question / Issue Summary *

Describe your concemns below (please be specific):*

Upload your files
Drag and drop files, paste screenshots, or browse

Browse b J \



http://www.nyc.gov/mocshelp

Key Steps

Create a PASSPort Account
Need help or have a

guestion? Submit an

Complete Prequalification in PASSPort inquiry to

nyc.gov/mocshelp!

Find RFP while logged into PASSPort, and acknowledge

Set up a team for your organization

Complete Questionnaire, Item grid, and LL34 Compliance

Submit Proposal!

of Contract Services
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