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Introduction 

For the New York City Fiscal Year 2024, the City developed a new Capital Grants Application portal site, the CapGrants Portal. All applications for 

Non-City Capital projects must be submitted through the CapGrants Portal. Before you begin the submission process, please review the 

Guidelines for Capital Funding Requests for Not-for-Profit Organizations and download and review the Application Materials carefully. The 

Application Materials for all projects (other than for Cultural Organizations) can be found at the following web address: 

https://www.nyc.gov/site/capitalgrants/index.page  

The Application Materials for Cultural Organizations can be found on the Department of Cultural Affairs website here: 

https://www.nyc.gov/site/dcla/cultural-funding/capital-funding-request-page-1.page  

 

Once you have completed the Application Materials, and gathered all necessary documentation, follow the below instructions to submit your 

Application for Capital Funding. All questions regarding the CapGrants application process or site should be directed to your Elected Official’s 

office.  

 

 

 

 

https://www.nyc.gov/site/capitalgrants/index.page
https://www.nyc.gov/site/dcla/cultural-funding/capital-funding-request-page-1.page
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I. Registering Your Account  

The first time you access the CapGrants portal, you must register for a new account. Note: Users who registered during the FY24 or FY25 

application process already have accounts and will not need to register again. Those users can sign in using their credentials from previous years. 

Click the “Register” tab, and enter the requested information, as shown below:  
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Once you complete the registration process, you will automatically receive a message to the email account you used to register with a link to 

verify your email address. Click the “Complete Registration” link or copy the web address into your browser to verify your email. Be sure to 

check your “Spam” or “Junk” folder for this email if you have trouble finding it. 
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Please note: You cannot submit your Capital funding application until your email account is verified. If you have not verified your email, your 

page will look like the screenshot below, and you will not see the “Organizations” or “Projects” tabs at the top of the page. If you see the below 

screen, please check your email for the message with the verification link.  

 

After verifying your email address, we recommend that you sign out and close your browser before signing back into the CapGrants portal. 
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II. Creating an Organization and Submitting Organization Documents 

Once you verify your email, the Home Page will look like this: 

 

Click the “Organizations” tab to begin registering your Organization or to request access to an existing Organization. Please note, each 

Organization can only be registered once. If another representative from your Organization has already begun the process, you will need to 

request access to the existing Organization (see Section IV below for instructions on how to request access).  
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Click on the “Register New Organization” button to begin registration.  
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Enter the requested information about your Organization. Please note, each Organization must have a unique 9-digit EIN. You will not be able to 

register an Organization with an EIN that has already been used. Please contact your elected official if you have difficulty registering your 

Organization with the correct EIN.  

 

You may register as either a Cultural or Non-Cultural Organization. Please note, Cultural Organizations must meet specific requirements, as 

detailed on the Department of Cultural Affairs website: https://www.nyc.gov/site/dcla/cultural-funding/capital-funding-request-page-1.page 

Organizations that do not qualify for Cultural funding must apply as Non-Cultural Organizations. If you are unsure whether to register as a 

Cultural or Non-Cultural Organization, please contact your elected official.  

Once complete, click “Next.” 

 

 

https://www.nyc.gov/site/dcla/cultural-funding/capital-funding-request-page-1.page
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On the following page, please enter the requested contact information for your Organization.  

 

Once complete, click “Save” at either the top or bottom of the page.  
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On the next page, upload your Organization Documents. Please note, some documents are required for all Organizations (Required Documents) 

and other are only required if relevant to your Organization (Supplemental Documents). Carefully follow the instructions in the Organization 

Form to determine which documents you must provide.  
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After uploading all the Organization Documents, click the “Submit Organization” button either at the top or bottom of the page.  

 

 

Note: You may “Save” and return to your project before it is submitted. 

Upon submitting your organization, you will receive an automated email confirming your submission: 

 

Please note: At this point, you have only completed half of the process. YOU MUST SUBMIT A PROJECT APPLICATION TO BE CONSIDERED FOR 

CITY FUNDING.  
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You can revisit your Organization by clicking on the “Organizations” tab: 

 

 

Please note: Once you submit your Organization, you cannot make any changes or upload new or updated documents unless changes are 

requested by an Elected Official. Please refer to Section V – Requests for Additional Information.  
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III. Submitting a Project Application  

 

Once you have registered an Organization, you can submit a project application by clicking on the “Projects” tab at the top of the Home Page.  
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Click on “Create New Capital Request.” 
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Select your Organization from the dropdown list and click “Next.” For most users, you will only see one Organization in this dropdown.  
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For Non-Cultural Projects, select the Application Category (All Other, Charter School, or Housing) and Project Type (Construction/Renovation, 

Standalone Equipment of Equipment Systems, Initial Outfitting Equipment, Real Property Acquisition, or Vehicle Purchase) and click “Next.” 
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For Cultural Projects, select a project type (Construction/Renovation, Standalone Equipment of Equipment Systems, Vehicle Purchase, or 

Repurpose) from the dropdown menu and click “Next.” You do not need to select an “Application Category” for Cultural Projects.  

 

 

 

 

 

 

 

 

 



18 
 

Enter all the requested information about your Project. 
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Identify the Elected Officials from whom you would like to request funding and the amount(s) you would like to request from each Official. 

PLEASE NOTE: The total amount you request from Elected Officials must match the “Total City Funding Request Amount” you enter at the top of 

the page.   
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Requesting Funds from City Council:  

PLEASE NOTE: You cannot request a specific amount of funding from an individual Councilmember or Delegation. As shown below, first enter 

the total funding request amount for City Council in general. 

 

Then add the Councilmembers and Delegations whom you want to see your application.  
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Upload your Project Application Documents. 

Please note: Some documents are required for all Projects (Required Documents) and other are only required if relevant to your Project 

(Supplemental Documents). Carefully follow the instructions in the Project Application Form to determine which documents you must provide. 
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After uploading all the Project Application Documents, click the “Submit Project” button either at the top or bottom of the page.  

 

Note: You may “Save” and return to your project before it is Submitted. 

You will receive an automated email once your project is submitted. 
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You can revisit your Project by clicking on the “Projects” tab: 

 

Please note: Once you submit your Project, you cannot make any changes or upload new or updated documents unless changes are requested 

by an Elected Official. Please refer to Section V – Requests for Additional Information.  

 

 

 

 

 

 

 

  



24 
 

IV. Managing Access to your Organization and Projects 

If another user has already registered your Organization, you can request access by clicking the “Request Access to Organization” button. 

 

Enter the Organization’s EIN and click “Send Request.”  

 

An email will be sent automatically to the Organization Administrator, requesting access to the Organization.  
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The process for approving accesss requests and assigning roles, as well as the descriptions of those roles, is described below. 

The Organization Administrator can manage access to the Organization by clicking the “Manage Access” button on the Organization Tab. 
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Click on the link under “Access Role” to set a role for a particular user. For a user who just requested access, this field will show “Access 

Request.” 

 

Choose from the following roles: 

 

Please note: An “Organization Admin” can make all changes related to the Organization and Projects submitted for that Organization, including 

managing access. A “Grant Admin” can only make changes to the Project applications. An “Auditor” can review Organization and Project 

materials but cannot make any changes. If a user is set to “Access Request,” “Rejected,” or “Access Revoked,” they cannot see or change any 

Organization or Project records.   
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If your request for access is granted, you will receive an automated email.  

 

You will now able to see the Organization and related Projects in the CapGrants portal.  
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V. Requests for Additional Information  

You will receive an automated email if the Elected Official(s) request additional information about your Organization or Project application. You 

can see the information requests by logging into the CapGrants Portal or clicking the link in the email as shown below:  
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Review the Organization and Projects tab for new information requests. If additional information is requested about your Organization, you will 

see a blue hyperlink under the “Messages” column. The column will be empty if no requests have been submitted.  

 

You can see the details of the information request by clicking the “Messages” hyperlink: 
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Click on your Organization Name to see your Organization Page and make requested changes. 

 

You will see a red box around items that require your attention.  
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Make the requested change(s) by uploading a new document, adding additional information, or changing your response to a particular section, 

as described in the Messages. Once complete, click the “Submit Organization” button. 

 

 

If additional information is requested about your Project, you will see a blue hyperlink under the “Messages” column. The column will be empty 

if no requests have been submitted. 
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You can see the details of the information request by clicking the “Messages” hyperlink: 

 

Click on the name of your Project to see your Project Page and make requested changes. 
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You will see a red box around items that require your attention.  
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Make the requested change/s by uploading a new document, adding additional information, or changing your response to a particular section, 

as described in the Messages. Once complete, press the “Submit Project” button.  

 

 

PLEASE NOTE: You should periodically log in to the CapGrants Portal to check for additional information requests. The system should send 

automated emails when requests are submitted, but there is always a chance that an error prevents the email from being sent or they may go to 

your junk folder. 


