
PASSPort: Finding and 
Responding to HHS RFPs
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PASSPort: Procurement and Sourcing Solutions Portal

PASSPort Streamlines Citywide Procurement

View Citywide 

Contracting 

Opportunities

Respond to 

Citywide 

Contracting 

Opportunities

Real-Time Tracking

 of Submissions, 

Awards & 

Contracts

Digital 

Signatures
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Steps to Respond

Create

an account in PASSPort

Complete

HHS Prequalification 

Application in PASSPort

RFP Released in PASSPort

through the Procurement 

Navigator & Browse Public 

RFx

Complete & submit your 

responses in PASSPort
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Steps to Create a PASSPort Account

Establish a NYC.ID
Note: If you use HHS Accelerator, you already have a NYC.ID; if not, you can go to nyc.gov/PASSPort to register for one

1.

Submit an Account Request with Your NYC.ID
Note: It can take 1-2 business days for approval

2.

Activate Your Account Once Your Request is Approved3.

Note: Providers will need to complete and file vendor disclosures in PASSPort 

if the awards received during a 12-month period exceed $250,000 

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
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HHS PQL Application in PASSPort 

❑ Corporate Structure (Nonprofit/For Profit)

❑ Certificate of Incorporation or Equivalent

❑ By-Laws

❑ Board of Directors

❑ Tax Filings

❑ IRS Determination Letter

❑ Charities Filings/Exemption Letter/Financial Statement

❑ Conflict of Interest Policy

❑ Whistleblower Policy

❑ Articles of Organization

❑ Financial Controls Part 1 & 2 (# of individuals required to sign 

checks, amounts, staff financial authorizations)

• Questionnaire with 10 business questions

• HHS RFPs released to full HHS PQL

Vendor Procurement Level 1

Vendor Procurement Level 2*

User Roles 

Vendor Admin*
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Prequalification Renewals/Expirations

PQL Applications are valid for 3 years 

or until Documentation expires, 

whichever occurs first.

If Documentation expires, PQL status 

changes from Approved to Expired.

As providers submit proposals to RFx in 

PASSPort they will be asked to validate 

and confirm that PQL information is 

current.

This restarts the clock on Approved 

status, moving Expiration Date to 3 years 

after proposal submission date.

Users can find current PQL status 

in the Additional History section of 

their application under the 

Application History tab.

1

1
2

2 3

3



How to Find and Respond to 
the RFP in PASSPort
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Search for Funding Opportunities

nyc.gov/passport
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Find the RFP on Procurement Navigator

The PASSPort 

Procurement Navigator 

provides the general public 

with a complete list of all 

RFx opportunities available 

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

The Browse Public RFx 

screen contains a similar 

structure to the Procurement 

Navigator, but now that you 

are logged into your 

PASSPort account, you will 

be able to respond to the 

RFP by clicking the Pencil 

icon.

Browse My RFx Responses 

is where you will be able to 

manage your responses and 

quickly locate solicitations 

you have begun work on and 

solicitations you have 

submitted responses to. 
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Respond in PASSPort

The View RFx screen 

displays an overview of the 

RFP, including a Summary, 

Description, Key Dates, 

associated Documents and 

Pre-Proposal Information.

After Acknowledgement, you 

may begin your proposal via 

the Manage Responses tab.
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RFx Tabs Overview 

The View RFx tab is where providers 

acknowledge receipt and intent to respond. 

The Manage Responses tab is where 

providers complete the RFP questionnaire, 

item grid, affirmations, LL34 compliance, 

and upload required documentation.

The Discussion with buyer tab is a forum 

to communicate directly in PASSPort with 

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. 
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Setup Team Tab – User Roles 

User Roles 

Vendor Admin

Vendor Procurement 

Level 1, Level 2

Contributor, Vendor 

Financials Level 1, 

Level 2

Vendor Admin

Vendor Procurement 

Level 1 & Level 2

Contributor, Vendor Financials 

Level 1 & Level 2

✓ 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

✓ Receive direct invite to participate in RFx

✓ Manage and add contacts in Vendor Profile

✓ Create responses 

✓ Create applications to PQLs (*only L2 can submit)

✓ Create/edit responses when added to the RFx team in 

      the Setup Team Tab
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Questionnaire

Red asterisk indicates response 

is required 
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Items / Proposal Budget Summary 

The system will 

automatically calculate 

the total price for your 

proposal.
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LL34 Compliance

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” 

button in the LL34 Compliance 

tab to navigate directly to the 

Vendor Profile to add contacts for 

selection.

1

1



18

FAQs / Common Issues

A: Documents for the RFx will be stored in the 

"Documents" tile on the "View RFx" Tab

Q: Where can I find documents 

related to this RFP?
Q: My organization does not have one or 

more principal officers! How do I fill out 

the LL34 Compliance tab?

A: Check the box next to "Excluded 

Officers" in the LL34 Compliance tab of 

your proposal – e.g. if you do not have a 

COO, check off COO.



Resources
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Need help or have a question? Submit an inquiry to www.nyc.gov/mocshelp

nyc.gov/mocshelpnyc.gov/passport 

http://www.nyc.gov/mocshelp
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Key Steps

1 Create a PASSPort Account

3 Find RFP while logged into PASSPort, and acknowledge

4 Set up a team for your organization

6 Submit Proposal! 

Complete Questionnaire, Item grid, and LL34 Compliance5

2 Complete Prequalification in PASSPort

Need help or have a 

question? Submit an 

inquiry to 

nyc.gov/mocshelp!
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