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IntroducƟon & Overview 

The NYC Department of Design and ConstrucƟon’s (“DDC”) Law Unit administers the City’s Non-Profit Reimbursement 

Program (“Program”). Under this Program, New York City’s (the City) Borough Presidents and/or City Council members 

(“Elected Official(s)”) award from the City’s capital budget, purchases made by 501(c)(3) not-for-profit organizaƟons 

and public benefit corporaƟons on a reimbursement basis. Eligible organizaƟons must be organized under New York 

State law or registered to do business in New York State. Since this is a reimbursement program and not a grant, 

funding is never advanced to your organizaƟon towards the purchase of capital items. 

Funds for the reimbursement of eligible capital purchases are generated through the sale of New York City bonds.  
Click here for more informaƟon on bond sales. Eligible organizaƟons are invited to apply for capital reimbursement 

funding by submiƫng their project ideas to their Elected Official(s).  Once the Elected Official(s) have reviewed and 

awarded funding for the specific project, the New York City’s Office of Management and Budget (“OMB”) will review 

the applicaƟon to ensure that the project is capitally eligible. This review process is done through the CapGrants 

applicaƟon portal. DDC is not involved in the CapGrants applicaƟon review process. Contact your elected officials if you 

have any quesƟons regarding the applicaƟon submission. The CapGrants applicaƟon period begins in the December 

prior to the FY of the upcoming award cycle (E.g. December 2025 for an FY 27 applicaƟon, as the FY 27 begins on July 1, 

2026) and the submission deadline is in late February (request from the Borough President or a combinaƟon of 

Borough President and the City Council) or late March (request from the City Council), depending on the elected 

officials from which you are requesƟng funding. 

NoƟficaƟon to submit iniƟal documentaƟon towards the creaƟon of a funding agreement, which outlines the terms 

towards reimbursement, is sent by DDC in the late summer/early fall of the award’s FY, aŌer the budget allocaƟons are 

placed. Reimbursement for the city funded equipment/vehicles consists of several documentaƟon submission 

packages, broken down into phases, which are reviewed and approved by DDC, OMB, and the Comptroller’s Office. 

Reimbursement takes at least one year from the date of the award noƟficaƟon from DDC. 

Your organizaƟon must commit to using the purchases for a “City Purpose”, which are front line services made directly 

available to City residents during normal business hours (that are typical of an organizaƟon considering the services 

provided) without discriminaƟon, for a performance term of five years aŌer receiving reimbursement, and give the City 

a first priority security interest on the items for the duraƟon of the performance term. 

This handbook provides a step-by-step guide on how to navigate each stage of the capital award process. The secƟons 

in this handbook contain checklists and corresponding aƩachments which may be used as an aid in preparing 

submissions for each stage. The checklists outline the documents groups must submit, and the corresponding 

aƩachments are sample, blank, or template documents which will be completed by your organizaƟon. These items, 

which are available on the Program website at this link Click here, are subject to periodic updates. Please note that for 

some sample documents in this handbook, you will need to zoom in to view them with clarity.  

If you have any quesƟons throughout the award process, contact your assigned DDC Project Manager or use the 

following link to set up an appointment via MicrosoŌ Teams. DDC Law Non-Profit Reimbursement Program 

Appointment Click here. 

Note: This handbook contains web links that provide informaƟon to assist you throughout the capital award process. 

These links may become outdated over Ɵme. Please noƟfy the DDC Law unit at NRP@ddc.nyc.gov if this happens, so 

that they can be updated. 

https://www.nyc.gov/site/ddc/contracts/not-for-profit-forms.page
https://outlook.office365.com/book/NPRNotforProfitReimbursementProgram@nyco365.onmicrosoft.com/?ismsaljsauthenabled=true
https://comptroller.nyc.gov/services/financial-matters/nyc-bonds/overview/
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Glossary of Acronyms 

Below are some acronyms you will find in this handbook or in correspondence throughout the 

capital award process. AddiƟonal acronyms and terms are available in the Glossary of Terms 

document of your CapGrants applicaƟon package. 

CP – CerƟficate to Proceed 

DASNY – Dormitory Authority of the State of New York 

DDC – Department of Design & ConstrucƟon 

DLS – Division of Labor Services 

DMV—New York State Department of Motor Vehicles 

ECB – Environmental Control Board 

EULA – End User License Agreement 

FMS – Financial Management System 

FR – Funding Recipient 

FY – Fiscal Year (July 1 to June 30) 

HUD – U.S. Department of Housing and Urban Development 

IO – IniƟal Ouƞiƫng 

ISM – InformaƟon Systems Management 

MOCS – Mayor’s Office of Contract Services 

MOPD – Mayor’s Office for People with DisabiliƟes 

NYSDOS – New York State Department of State 

OMB – Office of Management and Budget 

PASSPort – Procurement and Sourcing SoluƟons Portal 

PIP – Payee InformaƟon Portal 

PM – Project Manager 

SBS – Department of Small Business Services 

UCC – Uniform Commercial Code 
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Award Types & Eligibility Overview 

DDC administers three types of projects under this Program: Vehicles, Equipment, and IniƟal 

Ouƞiƫng.  While general eligibility requirements for all awards are listed below, please note 

that other capital eligibility requirements vary for each award type. Your organizaƟon will 

need to work closely with their DDC Project Manager during the capital award process to 

ensure capital eligibility, pursuant to OMB’s approval. 

General InformaƟon for all awards 

 The minimum eligible award amount under this program is $50,000. Awards containing items that are

minimally aƩached to the premises require at least $250,000 in overall eligible items, for minimally

aƩached items to be reimbursable.

 Minimally aƩached items are screwed, bolted, or nailed to a wall, floor, or ceiling of the premises and

are easily removable while causing a negligible amount of damage to the site during installaƟon or

removal. ConnecƟons to water or gas lines and items with wiring that run through the walls are

considered fixtures and are ineligible.

 Purchases should be consistent with the moveable property list from the CapGrants applicaƟon. NoƟfy

DDC of any changes in the proposed items, prior to placing any orders. IniƟal Ouƞiƫng awards allow

more leeway with purchases that differ from the CapGrants applicaƟon. Changes to the proposed items

aŌer a budget is approved, may result in re-submission of the budget.

 Prior to purchasing any equipment/vehicles, you must obtain bids from at least three vendors and

select from the lowest bidder, if possible.

 Equipment and vehicle orders cannot be placed prior to the FY of your award. The City’s fiscal

year runs from July 1 to June 30. For example, you cannot place orders for items under an FY 27

award prior to July 1, 2026.

 Items must have a useful life of at least 5 years from the date of reimbursement, though eligible IT

awards may proceed with a 3-year useful life.

 Items with embedded soŌware or purchases of soŌware licenses, require transferability to the City

and/or the City’s designee.

 Personalty (non-fixture) agreements from your landlord and/or lender are required for minimally

aƩached items.

 Reimbursement amount will be the lesser between the total eligible costs or the award allocaƟon.

Excess dollars aŌer registraƟon and reimbursement are returned to the City’s capital budget.

Refer to the Comptroller’s DirecƟve #10 for more informaƟon on the eligibility criteria at this link Click here. 

Some eligibility requirements for this program may differ from the Comptroller’s DirecƟve #10. 

https://comptroller.nyc.gov/wp-content/uploads/documents/Directive-10-Charges-to-the-Capital-Projects-Fund.pdf
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List of Ineligible Items 

 Cars or passenger vehicles that hold fewer than 10 people* 

 Used items or vehicles 

 Luxury or unique items 

 EnƟty specific signage (e.g., graphics on vehicles). Custom made items/custom fabricated 

items (including custom fabricated furniture)/unique items 

 Training 

 Maintenance/support services 

 Extended warranƟes 

 Laptops, tablets, iPads, cellphones, USB flash drives 

 Disposable/consumable items, including toner, paper, CDs, DVDs, badges, IDs, key fobs, 

baƩeries, light bulbs 

 Spares/inventory/supplies/backup items 

 Items with an esƟmated useful life of less than 5 years (except eligible purchases for IT 

awards) 

 Maintenance equipment including floor buffers, vacuum cleaners, snow and leaf blowing 

machines 

 Carrying cases/storage cases (when included with an Equipment System) 

 SoŌware subscripƟons 

*Wheelchair accessible vans/ambuleƩes may be capitally eligible even if they hold fewer than ten people, if such a vehicle, in a 

different standard configuraƟon, can legally accommodate ten or more people. If you requested funding for a wheelchair 

accessible vehicle with seaƟng capacity in intended configuraƟon of less than ten people, provide the number of wheelchair slots 

and number of seats for ambulatory persons in intended configuraƟon and explain how the vehicle is consistent with this 

requirement. 

Ineligible Items 

Not all items or features for capital award purchases are eligible for reimbursement. Below is 

a list of such items, which are derived from the CapGrants applicaƟon files. This list is not 

intended to be exhausƟve, as there are other types of items that are ineligible, based on 

varying criteria. Your DDC Project Manager will assist your organizaƟon in idenƟfying such 

items. 
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Vehicle Awards 

These awards provide services such as transporƟng senior ciƟzens, paƟents, and children to 

nursing, medical, and recreaƟonal faciliƟes, also paƟent care, and food delivery. Common 

vehicle purchases include ambulances, passenger vehicles, mobile medical units, and food 

delivery vehicles. 

Notes 

 If purchasing mulƟple vehicles, each one must

have at least $50,000 in eligible costs.

 Passenger vehicles require minimum seaƟng of 
10 people, which includes the driver. See Page 10 
for seaƟng capacity for wheelchair accessible 
vehicles.

 Sales orders/quotes must contain full

specificaƟons, including a seaƟng diagram for

passenger vehicles, if the passenger count is not

noted.

 If a vehicle includes moveable property, such

items must be mounted to the vehicle, in order

to be eligible.

 Vehicles must be parked in a secured area, to

avoid theŌ or damage, and be within New York

City limits. Streetside parking is not allowed.

 OrganizaƟons are responsible for the

replacement and repair of vehicles that are

stolen or damaged.

 Vehicles parked in faciliƟes not owned by your

organizaƟon, require a lease agreement.

 Purchases of used vehicles are not allowed, due

to the difficulty of determining its useful life.

 Passenger trips and/or mobile services provided

must be within New York City limits.

Wheelchair Accessible Passenger Vehicle - Bay Ridge Center 

 Common ineligible items include spare keys,

extended warranƟes, spare Ɵres, fire

exƟnguishers, first aid kits, and custom graphics.

 Passenger vehicles or vehicles that provide

services to clients inside the vehicle should be

wheelchair accessible. If a vehicle is not

wheelchair accessible, then your organizaƟon

must provide a statement confirming alternate

transportaƟon arrangements or services for

such clients.
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Equipment Awards 

Equipment awards are used to purchase equipment for faciliƟes such as schools, hospitals, 

clinics, community centers, and support groups. Common equipment purchases include 

computer network systems, audio and video systems, CT scanners, X-ray machines, surgical 

robots, musical and theatre equipment. 

Notes 

 Purchases may be an equipment system 

composed of a group of related elements 

working together or a standalone piece of 

equipment. 

 If an award consists of mulƟple systems, each 

one must have a collecƟve amount of at least 

$50,000 in eligible items. A stand-alone piece of 

equipment would be eligible if it meets this 

minimum amount threshold. 

 Items that are part of a system must be mutually 

dependent upon each other, and physically 

connected or connected through a wireless 

network.  

 Components that funcƟon independently from 

the system or are not connected to the main 

piece of hardware when it’s in use, are ineligible. 

 Purchases of components must be made within a 

year between the first and last purchase for each 

equipment system. This Ɵmeframe does not 

apply if purchasing separate systems (e.g. a CT 

scanner and a C-arm) that do not interact with 

each other. 

 Common ineligible items include extended 

warranƟes, storage cases, training, monthly or 

annual subscripƟon soŌware, support services, 

spare or interchangeable parts, and consumable 

or disposable items. 

Da Vinci Surgical Robot - Mount Sinai Queens 
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IniƟal Ouƞiƫng Awards 

These awards are used to purchase equipment and furniture for a newly occupied or 

renovated facility. Common purchased items include desktop computers, workstaƟons, 

conference tables, filing cabinets, and chairs. These purchases are made by organizaƟons such 

as charter schools, clinics, community centers, & support groups. 

Notes 

 FaciliƟes covering lease renewals are not

eligible.

 Minimum unit cost for each item is $165, unless

an item is a component for a larger piece of

equipment or forms a funcƟonal unit which

costs at least $165, and such item cannot

funcƟon on its own. This does not apply to

shipping costs or hourly rates for labor.

 Items cannot be ordered earlier than 6 months 
before (with excepƟons, see Page 46) or 6 
months aŌer (no excepƟons) the move-in date. 
The move-in date is when the facility is first 
occupied for business use.

 If a facility is opened in stages, the IniƟal

Ouƞiƫng equipment for each stage must be

ordered within six months of the first use of

that stage.

 Items minimally aƩached to the property

require personalty (non-fixture) agreements

from the landlord, lender, or lienholder, staƟng

that these items are not part of the real

property.

 Appliances connected to uƟlity lines, such as

water and gas, are ineligible for reimbursement.

 InstallaƟon and delivery costs are ineligible, if

there is less than 5 years remaining on a

facility’s lease.

Harlem Service Center IniƟal Ouƞiƫng 
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PART III: PROJECT PHASES 
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Overview of Project Phases 

The capital award process consists of five phases: Budget & Pre-CP Review (CP=CerƟficate to Proceed), CP 

Request, RegistraƟon, Lien Clearance, and Reimbursement. The amount of Ɵme to complete all phases 

takes at least a year, but it varies based on the complexity of the award, document package preparaƟon, and 

response Ɵme from all parƟes (organizaƟon, DDC, OMB, & Comptroller’s Office) involved. 

The Budget & Pre-CP Review phase begins aŌer OMB approves your organizaƟon’s CapGrants award 

applicaƟon and a DDC Project Manager (PM) noƟfies you of its acceptance, which is in the late summer/early 

fall of the award’s FY.  In this phase, you will provide a budget based on the proposed purchases, along with 

supporƟng materials such as quotes/invoices, confirmaƟon of usage of the item(s), useful life esƟmates, 

connecƟvity of the items, and use of soŌware.  Once these items are compiled, a DDC aƩorney draŌs a 

funding and security agreement, which dictates the terms and condiƟons of use and reimbursement of the 

equipment, and the Budget & Pre-CP package is forwarded to OMB for review and approval. 

Upon OMB’s approval of the Budget & Pre-CP package, the PM will submit a CP Request to OMB, which 

apporƟons the funding for reimbursement upon approval. At the same Ɵme, the CP Request takes place, the 

DDC aƩorney prepares the final funding and security agreements and forwards them to you, along with a 

checklist of items required for RegistraƟon. AddiƟonal registraƟon items include insurance cerƟficates, 

employee data reports, and an opinion of counsel. 

Once a CP is issued, and the RegistraƟon package is forwarded to DDC, the agreements are executed and 

registered with the Comptroller’s Office.  Prior to registraƟon, you should clear any potenƟal outstanding 

liens, judgments, and violaƟons, which clears the way for DDC to issue Reimbursement, upon registraƟon of 

the funding agreement. 

DDC will noƟfy you to submit a Reimbursement package upon registraƟon of the funding agreement. These 

items include copies of invoices, invoice proofs of payment, insurance cerƟficates, and evidence of lien 

placement and clearance. Once these items are received and accepted, the PM will submit the 

reimbursement package for final approval and funds are disbursed to your account. Your organizaƟon is 

required to use any reimbursed equipment/vehicles for a minimum of five years aŌer receiving 

reimbursement. 

DDC recommends that purchases are not made prior to registraƟon of the funding agreement, except for 

IniƟal Ouƞiƫng awards, which have strict Ɵmeframes for purchases (see Page 13). If you decide to order 

equipment/vehicles prior to registraƟon (as long as it’s within the FY of your appropriaƟon or later), it is 

done at your own risk, due to eligibility and useful life requirements. 

If your organizaƟon has an award in the early stages where the project site needs to be relocated, noƟfy DDC 

prior to the move, so that the informaƟon can be relayed to OMB to determine if the award can proceed. 

During this Ɵme, do not place any orders, as it could jeopardize the eligibility of the purchases. Any eligible re 
-locaƟons must be within the 5 boroughs of New York City.

The next page details the workflow of each stage in the capital award process.
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Workflow Charts 
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Phase 1: Budget & Pre-CerƟficate to Proceed (CP) Review 

DDC receives a list of project awards from OMB at the beginning of each fiscal year (July 1 

through June 30). Once the Project IDs are created and the allocaƟons are placed in the City’s 

budget management system (between late summer and early fall), the Budget & Pre-CP 

Review phase begins. The DDC Project Manager (PM) email’s your organizaƟon of the award’s 

acceptance, which includes details on the award as noted in the example below. This 

informaƟon is used on documentaƟon throughout the award process. 

Project ID CapGrants ID Funding Recipient Name Project Title 

Award 
Amount 

Award 
Type 

PWDNABCNY 1312345 G-6789 ABC Center of New York, Inc. Passenger Vehicle for Senior CiƟzens $100,000 Vehicle 

You will receive a Budget & Pre-CP Checklist, lisƟng all the required documents and 

informaƟon needed for the proposed purchase of the vehicles/equipment. Once the PM 

receives, reviews, and accepts these items, they are forwarded to a DDC aƩorney, who 

conducts a legal review and then draŌs the funding and security agreements. These draŌ 

agreements along with the other package items, are submiƩed to OMB for Pre-CP approval.  

Approval Ɵme from the date of submission to OMB ranges from as liƩle as two weeks to at 

least 2 months, depending of the complexity of the award and accuracy of the submission 

package. Passenger vehicle awards have the shortest review Ɵmes, while awards with 

hundreds of line items, purchases of equipment with embedded soŌware or that is minimally 

aƩached to the premises, have the longest review Ɵmes. 

Once the Pre-CP is approved, the final funding and security agreements are prepared by the 

DDC aƩorney and the DDC PM will submit a CP request to OMB, apporƟoning the funding for 

eventual reimbursement. 

Please see the following pages for the Budget & Pre-CP Checklist, with accompanying notes 

and sample and template documents. 
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Budget & Pre-CP Checklist Overview 

Below is the list of items that are on the Budget & Pre-CP Checklist. The items on the leŌ 

apply to all projects, no maƩer what is being purchased. The DDC Project Manager will let you 

know which items, if any, you will need to provide from the If Applicable list on the right. 

Blanks and templates for many of these items are available on the DDC Not-for-Profit page at 

this link Click here, in the Step 1: Forms Required for the Budget & Pre-CP Review secƟon. 

See the next three pages for the checklist and notes related to each checklist item. 

Required for all Projects 

 Schedule A Budget Spreadsheet

 Price Quotes or Invoices

 OrganizaƟon’s Hours of OperaƟon &

Frequency of Use of the Equipment/

Vehicles

 Useful Life Statement

 Non-DiscriminaƟon AffirmaƟon

If Applicable 

 Parking Facility Lease

 InformaƟon Systems Management (ISM)

QuesƟonnaire for Equipment, IT, & Medical

Systems

 IniƟal Ouƞiƫng AffirmaƟon

 Major Medical Systems LeƩer

 SoŌware Checklist

 Preliminary Approval LeƩer of the NYC

SoŌware License Agreement

 Minimally AƩached Moveable Property

QuesƟonnaire

 Personalty Agreements

 DASNY & HUD-Related Liens

https://www.nyc.gov/site/ddc/contracts/not-for-profit-forms.page


 

Page 19 

Budget & Pre-CP Checklist 
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Budget & Pre-CP Checklist Notes 

Part A Items Required for All Awards 

Schedule A Budget Spreadsheet: List all items (descripƟon, make, and model), quanƟƟes, and costs, that will 

be purchased under the award, along with where the items will be used and the dates in which they will be 

or were ordered. Entering TBD for non-purchased items is not acceptable. See Page 15 on purchasing items 

prior to registraƟon. 

Current Price Quotes/Invoices: Price quotes or invoices must itemize costs for each item purchased. Labor 

costs must be broken down by hours, rates and job Ɵtles. For Vehicle Projects, full specificaƟons must be 

provided, to include a seaƟng diagram for passenger vehicles, if the passenger count is not noted on the 

quote. Purchases of medical systems require the invoice, purchase order, and quote. Non-purchased medical 

systems only require the quote. 

OrganizaƟon’s Hours of OperaƟon and Frequency of Use of the  Equipment/Vehicles: OperaƟng Hours are 

the daily hours your organizaƟon is open for business. Frequency of Use are the days and hours in which the 

vehicle/equipment will be used during the week and the minimum number of days in the year in which the 

vehicle/equipment will be used. 

Useful Life Statement: This statement affirms that all vehicle/equipment purchases will have a specified 

minimum useful life from the date of acquisiƟon through 5 years from the date of reimbursement. Eligible 

purchases for IT awards may only require a 3-year useful life esƟmate. Purchases of IT equipment require a 

cerƟficaƟon signed by your organizaƟon’s CFO and CIO cerƟfying that the useful life of the equipment is Ɵed 

to its replacement cycle. If equipment has varying degrees of useful life, then aƩach a spreadsheet to the 

statement lisƟng each item and their respecƞul usefulness. 

Non-DiscriminaƟon AffirmaƟon: AffirmaƟon acknowledges that your organizaƟon will abide by the 

mandates of all Federal, State and City non-discriminaƟon laws. Failure to abide by these laws, could result in 

forfeiture of equipment to the City. OrganizaƟonal name must match its legal name as registered with New 

York State’s Department of State, as well as the ArƟcles and CerƟficate of IncorporaƟon. 

Part B Items Required for Specific Awards 

Parking Facility Lease: Required for vehicles parked in a leased facility. 

InformaƟon Systems Management (ISM) QuesƟonnaire for Equipment, IT, & Medical Systems: Only 

applicable to Equipment System awards. This form inquires about the use and connecƟvity of the system and 

its components. Include the Equipment System Diagram and other applicable documents, as noted on the 

form. If necessary for larger systems and medical devices, include a list of components and their means of 

connecƟvity to the other system items. 



Page 21 

Budget & Pre-CP Checklist Notes (conƟnued) 

Part B Items Required for Specific Awards (conƟnued) 

IniƟal Ouƞiƫng AffirmaƟon: Applicable to projects for the ouƞiƫng of a newly occupied or renovated 

facility. The form contains quesƟons about the acquisiƟon, construcƟon/renovaƟon, and move-in date of the 

site. SupporƟng documents such as a copy of the lease/deed, cerƟficate of occupancy, floor plan, and 

statement of work for construcƟon/renovaƟon must be submiƩed with this form. 

Major Medical Systems LeƩer: Applicable only for medical equipment system awards. The leƩer 

acknowledges that the medical device meets the requirements for connecƟvity and useful life. 

SoŌware Checklist: Required for purchases of equipment with embedded soŌware and firmware or soŌware 

applicaƟons. Licenses must have a term of at least 5 years. List all applicable products and answer quesƟons 

about their transferability. End-User License Agreements from the licensor(s) must also be provided, except 

for products with firmware. For non-transferable licenses, the licensor must execute a SoŌware License 

Agreement. 

Preliminary Approval LeƩer of the SoŌware License Agreement: If soŌware licenses are not freely 

transferrable, a preliminary soŌware license agreement leƩer is required from the licensor. This leƩer 

acknowledges that the licensor will execute a SoŌware License Assignment agreement prior to 

reimbursement, granƟng the City and/or the City’s designee a transferable license, if the City were to 

repossess the equipment with the soŌware, due to an Event of Default. 

Minimally AƩached Moveable Property QuesƟonnaire: For awards $250,000 and greater, with minimally 

aƩached equipment, you will answer quesƟons based on the ease of removal and re-installaƟon, and method 

of aƩachment of the property, along with ownership and lienholder status of the premises where the 

equipment is aƩached. AddiƟonal supporƟng materials must be provided, based on your responses. 

Personalty Agreement: Required from your Landlord and/or Lender for awards with equipment minimally 

aƩached to the property. This leƩer(s) acknowledges that such equipment is not a fixture and is easily 

removable and transportable. The leƩer(s) will include a list of all aƩached equipment. For leased faciliƟes, 

the lease term must have at least 5 years remaining from the date reimbursement is issued. If your 

organizaƟon owns the property and has no mortgages, then the Personalty Agreement is not required. 

DASNY and HUD-Related Liens: For HUD and private HUD-insured lenders, an acknowledgment leƩer is 

required agreeing to submit the Personalty Agreement and SubordinaƟon Agreement, along with an 

amended financing statement (UCC-3 Amendment Statement), prior to reimbursement. For DASNY only 

liens, just the UCC-3 is required prior to reimbursement. Refer to the UCC Guidelines, beginning on Page 63 

for more informaƟon. 

See Pages 22 through 45 for samples and templates on these items, along with addiƟonal notes. 
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Schedule A Budget Spreadsheet & Price Quotes/Invoices 

The budget spreadsheet (see sample below) lists all items that will be purchased, based on the price quotes/

invoices. Quotes/invoices should clearly idenƟfy the descripƟon, make, & model of each item. Quotes should 

not be older than 6 months from the Ɵme the budget review is submiƩed to OMB. Items and quanƟƟes 

purchased should be consistent with the Moveable Property List in the CapGrants applicaƟon. See the next 

two pages on entering informaƟon for each field and column and Page 25 for informaƟon on the quotes/

invoices. 

Note: For awards classified as Vehicles or Equipment, if there are any differences in the proposed item (e.g. 

make and model, quanƟƟes, etc.), provide a wriƩen jusƟficaƟon for the change(s) to DDC prior to submission 

of the Budget & Pre-CP review package, so that OMB is aware of the changes. Never place orders for 

equipment/vehicles that differ from the applicaƟon proposed items without noƟfying the City in advance. 

There is leeway for changes in equipment for IniƟal Ouƞiƫng awards, as long as the changes fit within the 

scope of the services provided under the award. 
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Schedule A Budget Spreadsheet Notes 

Funding Recipient (FR) Name must match its legal name as registered with New York State’s Department of State, as 

well as the ArƟcles and CerƟficate of IncorporaƟon. 

FR HQ Address is the address of the your organizaƟon's headquarters. This must match the address registered with 

New York State Department of State, as well as the OrganizaƟon Form in CapGrants. 

The CapGrants ID, Project ID, and Award Amount are provided by the DDC PM upon noƟficaƟon of your award. 

The Item Type column should be brief (no more than a few words) and clearly idenƟfy what type of product is being 

purchased (e.g., Desktop computers). For passenger vehicle awards, include the number of passengers the vehicle 

seats and if it’s wheelchair accessible (e.g., 15-passenger, wheelchair accessible van). 

The Make, Model, & DescripƟon column idenƟfies the item’s manufacturer, model name, and specs (e.g., Dell OpƟPlex 

5090: Win 11,1TB HD,16GB DDR5 RAM and 2022 Ford T350 XLT). 

The amount to enter in the Total column is the product between the QuanƟty and Unit Cost columns, which must be 

entered as a formula. Eligible line items will have the extended amount entered in the City Funded column. If a line 

item is ineligible for reimbursement or the total dollar amount of an eligible item(s) exceeds the Award Amount, then 

the relevant or excess amount is placed in the Non-City Funded column. 

In the Actual/EsƟmated Order Date column, enter the actual or esƟmated date of when the order will be or was 

placed for the equipment/vehicle(s). Entering TBD is not acceptable. 

In the Date of First Use column, enter the date of when the purchased item was or will be put into use. If an item has 

not been ordered, then leave it blank. 

Vehicle Parking/Equipment Use Address refers to the address where the equipment will be used or the vehicle(s) will 

be parked, when not in use. For iniƟal ouƞiƫng awards, include the room or floor number. This address must match 

what was stated in the CapGrants applicaƟon. If this address differs from the original applicaƟon, then provide a signed 

statement jusƟfying the change. See Page 15 for more details. 

For the Minimally AƩached? Y/N column, enter Y if an item is minimally aƩached to the premises (i.e., nailed, bolted, 

or screwed to a wall, floor, or ceiling). If an item is minimally aƩached, then a Personalty Agreement may be required. 

For the SoŌware Licensing? Y/N column, enter Y if an item (only if it’s City Funded) is for a soŌware product or a piece 

of equipment with embedded soŌware or firmware that has a transferable or non-transferable license, as stated in the 

licensor’s End User License Agreement, which must be provided.  

For budgets with mulƟple invoices/quotes, list the appropriate vendor and invoice/quote number for each line item in 

the Vendor & Quote/Invoice Number column. 

Any addiƟonal perƟnent informaƟon about a line item such as ineligible features, connecƟvity to other items, etc., 

should be entered in the Notes column. 

DDC Contract Not to Exceed Amount is the sum of the City Funded items. The dollar amount in this field is based on a 

formula and cannot be altered.  

In the Funding Sources secƟon, the City amount is the DDC Contract Not to Exceed Amount. The Funding Recipient 

amount is the sum of the Non-City Funded items. The dollar amounts in these fields are based on a formula and cannot 

be altered. The Insert FMS Budget Line field name will be filled in by the DDC PM. 
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Schedule A Budget Spreadsheet Notes (conƟnued) 

If an item descripƟon includes ineligible features such as an extended warranty or training at “no addiƟonal 

cost”, but has a value associated with it, if offered separately, then deduct the value of the feature from the 

cost of the product in the City Funded column and place it in the Non-City Funded column. Such costs must 

be provided by the vendor via email or in wriƟng. This would not apply to a feature such as a standard 

warranty, which requires a vendor confirmaƟon staƟng that such a feature is provided to all customers at no 

addiƟonal charge. In the Notes column, provide an explanaƟon for the Non-City Funded amount (e.g. a 

$75,000 Laser Scalpel, which includes training valued at $2,000). 

Item Type Make, Model, & Description Quantity Unit Cost 
City 

Funded 
Non-City 
Funded TOTAL Notes 

Laser Scalpel Lumenis Pulse 50H 1 $75,000 $73,000 $2,000 $75,000 

$2,000 Non-City Funded 
amount consists of training 
costs 

Eligible items whose cost exceeds the Award Amount, will have the overflow amount placed in the Non-City 

Funded column (e.g. Purchasing a $55,000 piece of equipment for a $50,000 award). See example below. 

Item Type Make, Model, & Description Quantity Unit Cost 
City 

Funded 
Non-City 
Funded TOTAL Notes 

Surgical Table 

Skytron 6702 Hercules bat-
tery/line powered electro-
hydraulic table 1 $55,000 $50,000 $5,000 $55,000 

$5,000 Non-City Funded 
amount consists of award 
allocation overflow 

Award Amount: $50,000 

If a budget consists of mulƟple quotes/invoices, enter the vendor and invoice/quote number in the Vendor & 

Quote/Invoice Number column for each line item. For quotes/invoices with mulƟple line items, the order of 

items listed on the budget must be consistent with the order of items listed on the quotes/invoices. 

For iniƟal ouƞiƫng awards, if an invoice contains line items that have a unit price of less than $165, but 

serves as a component for a larger item that has a unit price of $165 or more, or forms a funcƟon unit that 

costs at least $165 per unit, then enter the amount of the item in the City Funded column and in the Notes 

column, idenƟfy the specific budget line item the component is connected to. Independently funcƟoning 

iniƟal ouƞiƫng items with a unit price less than $165, are ineligible for reimbursement (excluding shipping). 

As reminder from the Eligibility Requirements secƟon of this handbook (Page 9), orders cannot be placed 

prior to the FY your award, even if the item is paid for and delivered during the FY of the award or later. 

Item Type Make, Model, & Description Quantity Unit Cost 
City 

Funded 
Non-City 
Funded TOTAL Notes 

Laser Scalpel Lumenis Pulse 50H 1 $75,000 $75,000 $75,000 

Training 
2 Days Training for Lumenis 
Pulse Laser Scalpel 1 $0.00 ($2,000) $2,000 $0 

$2,000 Non-City Funded 
amount consists of training 
costs 

As per the example above, if an ineligible feature appears on a quote or invoice as a separate $0 line item, 

then enter $0 as the unit cost, the itemized value of the feature as a negaƟve amount in the City Funded 

column, and the posiƟve amount in the Non-City Funded column. See example below. 
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Notes on the Quotes/Invoices 

If you are not purchasing any equipment/vehicles during this stage, then submit only one set of quotes. If 

you are purchasing equipment/vehicles in this stage, you must obtain bids from at least three vendors and 

select from the lowest bidder (if possible) prior to placing the orders. Only provide the invoice(s) based on 

the selected bid(s) and list the item(s) from the selected vendor(s) on the Schedule A Budget Spreadsheet. 

For purchased items, submission of the quotes for the non-selected items are not required during this stage, 

but if you submit them, please do so as separate files. You are required to retain your bid records and proofs 

of payment for the purchases and present them prior to reimbursement. See the Procurement AffirmaƟon 

on Page 99 and Proofs of Payment on Page 106 for more informaƟon. 

For awards with large numbers of invoices, submit the invoices as a bookmarked file with each bookmark 

referencing the vendor’s name and invoice number. The order of the invoices in the bookmarked file must be 

consistent with how they are listed on the budget. 

Shipping addresses on invoices/quotes should be consistent with the address of where the equipment will be 

used, as per the budget. For any inconsistencies, provide a confirmaƟon leƩer acknowledging that all items 

for the award will be used at the site noted in the budget. 

If an quote/invoice is for a vehicle which includes equipment (e.g. mobile medical vehicle), all equipment 

must be mounted to the vehicle, in order for them to be eligible for reimbursement. Free standing items will 

not be reimbursed. You may need to obtain confirmaƟon from the vendor on the mounƟng for any or all 

items the DDC Project Manager flags. 

Invoices with milestone payments (e.g., 50% IniƟal deposit & 50% final balance due) must include all invoices 

from that order. For furniture milestone billing, list the items on the budget only once, based on the final 

invoice, but you can reference all the invoice numbers in the Vendor & Quote/Invoice Number column. 

Quotes from online vendors are acceptable, as long as the vendor and printout date are visible. 

Passenger vehicle quotes/orders must include a seaƟng diagram, if the passenger count is not noted. 

As menƟoned on Page 20, purchases of medical systems require the invoice, purchase order, and quote, as 

the quote will include detailed descripƟons of each feature. The DDC Project Manager and OMB must review 

the feature descripƟons to determine if any are ineligible for reimbursement (e.g., interchangeable or 

consumable parts, soŌware subscripƟons, and training). Make sure the invoice, purchase order, and quote 

numbers all Ɵe to each other. 

Invoices/quotes with vague line item descripƟons require addiƟonal informaƟon from the vendor such as 

detailed specificaƟons. Detailed specs are required for purchases of desktop computers. 

Invoice/quote line items with negaƟve dollar amounts such as discounts or trade-ins, must be listed on the 

budget with their values entered in the City Funded column. 

Costs for installaƟon or labor must detail the work performed, along with a cost breakdown by hours, rates, 

and job Ɵtles, which must be provided by the vendor in wriƟng. 

Joshua Lombay
Highlight
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OrganizaƟon’s OperaƟng Hours and Frequency of Use of the Equipment 

and/or Vehicles 

OrganizaƟons will provide a memo (see sample below) staƟng the hours and days during the 

week in which their faciliƟes are in operaƟon and the equipment/vehicles will be used, along 

with the minimum number of days in the year in which the equipment/vehicles will be used. 
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OrganizaƟon’s OperaƟng Hours and Frequency of Use of the Equipment 

and/or Vehicles Notes 

The hours and days of the week in which your organizaƟon is open for business and when the 

proposed equipment/vehicles will be used, should be expressed as a range (e.g., 8am to 5pm, 

Monday through Friday), unless the item will be used 24 hours a day, seven days a week. 

StaƟng that the equipment/vehicles will be used “x Ɵmes a day” or “on a daily basis” on its 

own, is not acceptable. 

The basis for the minimum number of days in the year in which the equipment/vehicles will 

be used should come from the days of the week in which the equipment/vehicles will be 

used, less any holidays or weekends, if your organizaƟon is not open for business, or has no 

need to use the equipment on those days. Like the previous note, staƟng that equipment/

vehicles will be used “approximately x Ɵmes a year” or “serve x people per year” on its own, 

is not acceptable. 

The daily, weekly, and annual usage of the equipment/vehicles is based on the informaƟon 

provided in Part I: Project InformaƟon, of the CapGrants applicaƟon. If the hours and days 

provided in the statement differ from the applicaƟon, then include a jusƟficaƟon for the 

differences as an addiƟonal bullet point on the statement. 
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Useful Life Statement 

This statement (see sample below) is a signed confirmaƟon by the organizaƟon staƟng that 

the equipment/vehicles will be used for a minimally specified amount of Ɵme, at least 5 years. 

Your organizaƟon is responsible for using these items on a consistent basis, as stated in the 

frequency of use, and for the upkeep of these items and their replacement, if damaged or 

stolen. 
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Useful Life Statement Notes 

The Fiscal Year and Project ID for your award is provided by your assigned DDC Project Manager (DDC PM). 

The descripƟon of the item(s) should be brief. (e.g., 14-passenger transportaƟon vehicle, iniƟal ouƞiƫng 

equipment for the ABC Center) 

The minimum number of years for the useful life esƟmate must be 5, except for eligible IT systems which 

require a 3-year esƟmate. Do not include units of measurement such as hours or miles. 

 If the proposed equipment/vehicles have been purchased, then the esƟmate will be based on how long 

the equipment/vehicles have been in use from the date of purchase to the date the useful life statement 

is prepared, plus the one-year esƟmate to register a funding agreement and issue reimbursement, plus 

the 5-year performance period aŌer reimbursement is received. 

 If items have varying degrees of useful life, you can provide separate statements for each item or groups 

of items with similar useful life expectancies (e.g. one statement lisƟng 6 years for IT items and another 

lisƟng 10 years for furniture), or use our useful life template for Items with Different Useful Life 

Expectancies and aƩach a spreadsheet lisƟng each item and their respecƞul useful life esƟmates (see 

sample table below). The laƩer scenario is recommended for awards with large varieƟes of items. 

  Item Type Make Model & Description Quantity Useful Life 
Estimate 

1 Workstations Cityline Height Adjustable Workstation Typical 10 15 years 

2 Conference Table Bungee/B3060RES, 30D x 60W x 29H 3 12 years 

3 Chairs Torsion Air Task Chair 10 8 years 

It is possible for more than one source of the useful life esƟmate to be checked off. 

 If the manufacturer’s statement is checked off, then aƩach a copy of the statement to the leƩer. The 

statement should be in their leƩerhead and signed by the manufacturer’s representaƟve. 

The signatures of the CEO/authorized representaƟve and the staff member providing the useful life esƟmate 

must be employees of the organizaƟon. These signature blocks cannot be filled in by a consultant, vendor, or 

manufacturer. For the staff member providing the useful life esƟmate, it should be someone who is familiar 

with the proposed equipment/vehicles (e.g., faciliƟes director, IT manager, etc.). 

If your award contains IT equipment, use the useful life statement template For Awards That Include IT 

Equipment. This template has an addiƟonal secƟon for the CFO and CIO CerƟficaƟon, which is an affirmaƟon 

about the replacement cycle of the IT equipment. These signature blocks must be filled in by the 

organizaƟon’s staff members who have those Ɵtles, their equivalents, or perform duƟes of these Ɵtles. If 

these Ɵtles do not exist in your organizaƟon, then note it in the statement, but the cerƟficaƟon sƟll requires 

signatures. 

Based on the type of vehicles/equipment proposed and their useful life esƟmates, it is possible that you may 

need to use mulƟple useful life statement templates. Your DDC PM will noƟfy you on which templates to use. 
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Non-DiscriminaƟon AffirmaƟon 

Your organizaƟon is obligated to abide by the mandates of all Federal, State, and City non-

discriminaƟon laws, which include not denying the benefits of its services to any person 

based on race, religion, creed, color, naƟonal origin, sex, age, disability, marital status, sexual 

orientaƟon or poliƟcal affiliaƟon. Failure to abide by the non-discriminatory laws, could re-

sult in forfeiture of equipment to the City. 
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Parking Facility Leases 

If your organizaƟon is purchasing a vehicle that will be parked in a leased facility that you 

operate or in a locaƟon that you do not operate, then a lease agreement must be provided. 

Refer to the CapGrants Funding ApplicaƟon to determine if a vehicle will be housed in such a 

facility. 

If your organizaƟon is uƟlizing a parking facility on a monthly or annual basis, then the facility 

must provide a leƩer confirming this. If a vehicle is parked in a leased facility that your 

organizaƟon operates, then there must be at least 5 years remaining on the agreement by the 

Ɵme the budget package is submiƩed. Agreements with less than 5 years remaining require 

an amendment to extend the lease term. 

NoƟfy DDC if you change parking faciliƟes prior to receiving reimbursement or the OMB 

Compliance Officer, during the performance period of the funding agreement, aŌer 

reimbursement is received. 

As noted on Page 11, the parking site must be in a secure area with features such as indoor 

parking, fencing, gates, and/or security cameras, and must be within New York City limits. You 

may need to provide a descripƟon of the security features of the site for the budget 

submission. Streetside parking is not allowed. 

Improper Parking LocaƟon Proper Parking Site
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InformaƟon Systems Management (ISM) QuesƟonnaire (Equipment 

Awards Only) 

The ISM QuesƟonnaire contains a series of quesƟons pertaining to the connecƟvity of an equipment system’s 

components, usage of soŌware applicaƟons, accessibility of soŌware applicaƟons, and funcƟon for medical 

treatment. Refer to Part I, SecƟons 11, 12, & 13 of your CapGrants applicaƟon, as it also includes the 

quesƟonnaire. If the informaƟon in the quesƟonnaire from your applicaƟon does not change when you 

submit the Budget & Pre-CP package, then you can re-use that data when filling out the quesƟonnaire. 

A diagram of all components of the equipment system, showing how they are physically and/or wirelessly 

connected and networked will be included with the quesƟonnaire. See below for a sample diagram. System 

components should be clearly labeled. For large or complex IT systems or medical devices, a template 

spreadsheet is available on our website, where you list the components, idenƟfy if they are permanently 

connected to the system, what component or main device they are connected to, and method of 

connecƟvity (physical or wireless). Use mulƟple tables, if necessary. This list can be used to supplement the 

system diagram. Components that funcƟon independently from the system, excess or interchangeable parts, 

or consumables, are ineligible for reimbursement.  

Sample IT Network 
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InformaƟon Systems Management (ISM) QuesƟonnaire Notes 

The quesƟonnaire is not required for equipment purchases that are part of an IniƟal Ouƞiƫng award. 

If a quesƟon does not apply to your award, then enter N/A as the response. 

If there are soŌ costs for design, installaƟon, or consulƟng, provide a scope of work detailing the type of work 

performed, along with hourly rates for each job Ɵtle and total cost. 

If the system is connected to hardware that your organizaƟon already owns, which is not part of the budget, 

then provide a list of such hardware, their date(s) of purchase, cost, and a wriƩen affirmaƟon that these 

exisƟng items will have a useful life of at least five years from disbursement of the City funds. See the sample 

leƩer below for this requirement. 
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IniƟal Ouƞiƫng AffirmaƟon 

If you are occupying a new or renovated facility, then the affirmaƟon below (and the next page) 

must be completed. You will answer quesƟons based on how the facility was acquired and means of 

how it was set up. Refer to the Timeline secƟon of the CapGrants applicaƟon to determine the 

Building Type that applies to your iniƟal ouƞiƫng. SupporƟng documentaƟon such as a deed, lease 

agreement, or cerƟficate of occupancy must be provided, based on your responses. Deeds and 

leases must be under your organizaƟon’s legal name. For any differences in names, provide in 

wriƟng an explanaƟon on the relaƟonship between the name on the agreement and legal name. 

AddiƟonal documentaƟon may be required for certain sites. 
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IniƟal Ouƞiƫng AffirmaƟon Notes 

If the ouƞiƫng does not account for the enƟre building, then note the occupied floor(s) of the 

building in the address. Check Yes or No for each quesƟon. Fill in the applicable dates and include 

supporƟng documentaƟon for each quesƟon where Yes was checked off. For newly constructed or 

renovated faciliƟes, provide a Scope of Work from the architectural firm, which details the tasks 

performed, along with a cost breakdown of the construcƟon/renovaƟons. A copy of the floor plan 

must be provided for all ouƞiƫng awards. As noted on Page 13, purchases cannot be made more 

than 6 months before (with excepƟons, see Page 46) or aŌer (no excepƟons) the move-in date. 
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Major Medical Systems LeƩer 

The sample leƩer below is filled out by your hospital’s authorized representaƟve, if you are 

purchasing a large medical device such as a mammography unit or a CT scanner under an 

Equipment award. This leƩer affirms eligibility requirements such as the connecƟvity of the 

parts, useful life of the machine, and that there are no spare items, disposable, or 

consumable items. 
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SoŌware Checklist 

The SoŌware Checklist is filled out if you are purchasing equipment with embedded soŌware, 

firmware, or soŌware products for use on hardware. List all applicable and eligible products (see 

the next page for more informaƟon) and review the licensor's End-User License Agreement 

(EULA) to determine the transferability of the license and provide a copy of the EULA.  
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SoŌware Checklist Notes 

The checklist must be completed by an employee of your organizaƟon, who is knowledgeable 

of the soŌware products. 

List any soŌware applicaƟons, along with hardware products with embedded soŌware or 

firmware. 

 Not all soŌware products are required to be listed on the checklist. Do not include

applicaƟons such as Windows, iOS, and Adobe. Consult with DDC to determine if an

applicaƟon or product should be listed on the checklist.

For hardware purchases, you must review the features of the device to determine if there is 

embedded soŌware. You can go to the manufacturer’s website or do an online search to 

review the End User License Agreement (EULA)/Terms and CondiƟons. Consult with your 

vendor or manufacturer if you need assistance in verifying this. 

SoŌware licenses are capitally eligible if they are valid with the iniƟal purchase for at least 5 

years from disbursement of City capital funds. SoŌware subscripƟons with ongoing monthly 

or annual fees are not eligible, thus they should not be included on the checklist. 

If a product does not have a EULA, then a wriƩen confirmaƟon (see Page 41) must be 

provided from the licensor, acknowledging that any embedded soŌware automaƟcally 

transfers to another user, if they were to take possession of the equipment. 

If a license is transferable or is a firmware product, then do not answer QuesƟons 4 & 5 on 

the checklist. 

If the EULA states that a soŌware license is non-transferable or is transferable via wriƩen 

permission from the licensor (see Page 39), then the licensor must complete the Preliminary 

Approval LeƩer of the SoŌware License Agreement (see Page 40). This leƩer acknowledges 

that the licensor will execute the SoŌware License Agreement, upon registraƟon of the 

funding agreement, which grants the City and/or the City’s designee a transferable license at 

no addiƟonal cost, if the City repossesses the equipment, due to an Event of Default under 

the terms of the funding agreement. This leƩer is not required for any transferable soŌware 

licenses. 
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Sample End-User License Agreements (EULA) 

EULA referencing a transferable license 

EULA referencing a non-transferable license 

EULA referencing a transferable license with wriƩen permission for business enƟƟes 
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Preliminary Approval LeƩer of the SoŌware License Agreement 

The preliminary agreement template below is completed by each licensor for purchases of items 

with non-transferable soŌware licenses. One leƩer is required per invoice/quote, though mulƟple 

invoices/quotes may be referenced in one leƩer, if they cover the same product. There is also a 

template leƩer (not pictured) covering purchases through a third-party seller. This leƩer includes an 

Exhibit A for the actual agreement leƩer (see Page 115) which is not filled out unƟl a funding 

agreement is executed. SubstanƟve changes to the preliminary or final approval leƩers are not 

allowed. If the licensor refuses to sign the preliminary approval leƩer, then any affected items will 

not be reimbursed by the City. 

Note: DDC recommends your organizaƟon hold off on placing orders or submiƫng quotes from a 

licensor or a vendor that distributes products from a licensor, unƟl you receive confirmaƟon that the 

licensor is willing to sign the leƩer for any products with non-transferable soŌware. 
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ConfirmaƟon LeƩer for Hardware with Embedded Firmware 

If purchasing hardware with embedded firmware that does not have an end-user license 

agreement (EULA), then a confirmaƟon leƩer (see template below) must be filled out by the 

manufacturer acknowledging that there is no EULA for the product and that use of the 

hardware with firmware automaƟcally transfers over to another user. 
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Minimally AƩached Moveable Property QuesƟonnaire 

If your eligible award amount is at least $250,000 and contains equipment that is minimally aƩached 

to the premises, then the quesƟonnaire below must be filled out. Such items are aƩached through 

the applicaƟon of bolts, plaster, cement, nuts, screws or nails and are easily installed and removed 

while causing no more than a negligible amount of damage to the property.  
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Minimally AƩached Moveable Property QuesƟonnaire Notes 

SupporƟng documentaƟon must be provided for some quesƟons where Yes was answered. Costs for 

uninstalling and re-installing at another locaƟon are esƟmates. Providing backup is not necessary, 

but the esƟmate should be a reasonable amount. Provide as much detail as you can for the 

descripƟon of the method of aƩachment. Include photos of the aƩached items, if possible. 
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Personalty Agreements 

For awards with minimally aƩached equipment, the personalty agreements are filled out if 

your facility is leased and/or has an outstanding mortgage. Your CapGrants applicaƟon 

idenƟfies the ownership status of the facility along with any lienholders. These agreements 

acknowledge that any minimally aƩached items are not fixtures and thus are not part of the 

real property. A list of such items will be aƩached to the agreement(s) (see Exhibit A list on 

the right). Template leƩers (landlord leƩer is on the leŌ) are available for landlords and 

lenders. You many need to provide one or both leƩers, depending on the ownership & 

lienholder status of your facility. These leƩers are not required if your facility is owned and 

has no outstanding mortgages.  
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DASNY and HUD-Related Liens and Private Lenders with Broad Liens   

If your organizaƟon has liens with the Dormitory Authority of the State of New York 

(“DASNY”), the United States Department of Housing and Urban Development (“HUD”), HUD-

insured lenders, or private lenders, then each lien must be addressed to ensure that any 

compeƟng liens exclude the City-funded equipment. 

During the Budget & Pre-CP Review, your organizaƟon needs to verify whether all relevant 

lienholders were listed in the organizaƟon’s CapGrants applicaƟon.  If not, then your 

organizaƟon must advise if there are any new Uniform Commercial Code (“UCC”) liens 

pending with DASNY, HUD, HUD-insured lenders and private lenders that are filed with the 

New York State Department of State (“NYSDOS”), which are broad in nature and may conflict 

with the City’s lien over the City-funded equipment. (This informaƟon can be found on the 

NYSDOS’ website using this link Click here) A list of any such lienholders must be provided to 

DDC to ensure that your organizaƟon will address these liens before its submission for 

reimbursement.   

DDC requires an acknowledgment leƩer from private HUD-insured lenders that affirmaƟvely 

notes that the lender will agree to either subordinate or delete its lien(s) over the City-funded 

equipment.    

DDC does not need acknowledgment leƩers from DASNY and HUD regarding the 

subordinaƟon of these types of liens, because DASNY and HUD typically approve the City’s 

request for subordinaƟon of these liens to protect the City’s lien over equipment funded by 

the City.  However, if such liens apply, then your organizaƟon should immediately reach out to 

DASNY, HUD, HUD-insured lenders and/or private lenders to ensure that any compeƟng liens 

are either subordinated or deleted before the organizaƟon submits its equipment project for 

reimbursement from DDC. For more informaƟon on how to subordinate or delete UCC liens, 

please refer to the UCC Guidelines beginning on Page 63 for more informaƟon on the legal 

steps necessary. 

If an award contains minimally aƩached items, a personalty agreement may also be required 

from lenders that have a lien interest on the property where the equipment is located (only if 

the equipment is minimally aƩached at the locaƟon that may have a mortgage Ɵed to that 

parƟcular property.)  Refer to the secƟon on personalty agreements on Page 44. 

Your organizaƟon should seek assistance from your legal counsel in relaƟon to these maƩers.  

https://ucc-efiling.dos.ny.gov/
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Final Notes on the Budget & Pre-CP Review Phase 

If your organizaƟon must purchase any vehicles/equipment prior to the Budget & Pre-CP Review 

approval, it is done at your own risk, as not all items or features are guaranteed to be reimbursable 

(see Page 10). Budgets with ineligible purchases/features may greatly impact awards whose 

allocaƟons are at or slightly above the minimum thresholds for general award eligibility ($50,000) or 

awards with minimally aƩached equipment ($250,000).  

If your award’s eligibility amount falls below $50,000, then the award cannot proceed. If your award 

has minimally aƩached equipment and the eligible amount falls below $250,000, then all minimally 

aƩached items become ineligible, which may significantly reduce your reimbursement amount. 

Items located in leased faciliƟes, whose lease agreement expires in less than 5 years from the date of 

the Budget & Pre-CP submission, require a lease amendment to extend the lease term. 

DDC recommends that all purchases for IniƟal Ouƞiƫng awards be made prior to submission of the 

Budget & Pre-CP package. This is to avoid any possibility of your organizaƟon making changes to the 

proposed equipment, which requires addiƟonal review from DDC and OMB, delaying the approval 

process, as IniƟal Ouƞiƫng awards have higher quanƟƟes of budget line items than other awards. 

For iniƟal ouƞiƫng orders placed more than 6 months prior to the move-in date, provide a wriƩen 

jusƟficaƟon for the Ɵme gap between the orders and move-in date. ConstrucƟon delays are a 

common reason for such gaps. IniƟal ouƞiƫng orders placed before the 6 month limit aŌer the 

move-in date, but are received aŌer the 6 month period, will sƟll be eligible for reimbursement, as 

the costs are incurred when the orders are placed, not when the items are received or when 

payment is made. 

If none of the items have been purchased, delays in submiƫng the Budget & Pre-CP package can 

lead to the proposed items being no longer available for purchase or substanƟal price increases for 

exisƟng items. As noted on Page 24, you will not be reimbursed for any dollars in excess of your 

award amount. For purchased items, long term delays will negaƟvely impact their useful life. 

Once a budget is approved for non-purchased items, make all efforts to commit to buying the 

specific makes and models, as any major changes aŌer the Pre-CP is approved, may result in re-

submission of the budget package from the beginning. 

DDC and OMB may have quesƟons and comments on the Budget & Pre-CP documentaƟon provided. 

Respond to any inquiries quickly, as prolonged delays may require re-submission of some or all 

budget items, as the informaƟon in those items may change over Ɵme. The signature dates for the 

hours of operaƟon & frequency of use, useful life statement, and non-discriminaƟon affirmaƟon 

should not be more that 6 months prior to the date of submission to OMB. 
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Phases 2 & 3: CerƟficate to Proceed (CP) Request & RegistraƟon 

The CP Request and RegistraƟon phases occur concurrently. 

AŌer OMB approves the Budget & Pre-CP Review package, the DDC aƩorney prepares the 

final funding and security agreements, while the DDC Project Manager (PM) prepares a CP 

Request, which includes those agreements, along with other internal documents and some of 

the Budget & Pre-CP Review items, which are submiƩed to DDC’s Budget unit for review, 

before it is forwarded to OMB for final review and approval. 

Note: If the Budget & Pre-CP items listed below, which are part of the CP Request package, 

were signed over six months ago by the Ɵme the CP Request is prepared, you must re-submit 

them with current signature dates, as it is possible that the informaƟon in those items may 

change over Ɵme. This may also apply to quotes. 

 Useful Life Statement

 IniƟal Ouƞiƫng AffirmaƟon

CP Request approval Ɵme varies, but it usually takes between 2 to 3 months for approval, 

once the CP Request is sent to OMB. Approval of a CerƟficate to Proceed (see next page) 

authorizes the allocaƟon of funds from the City’s capital budget towards your capital project. 

This does not mean that an award has been registered nor reimbursement is ready to 

commence.  

Once the final funding and security agreements are prepared, the DDC aƩorney will forward 

them to your organizaƟon, along with a list of other items required for registraƟon. AŌer the 

CP is approved and DDC receives all registraƟon items, they are submiƩed to DDC’s Contracts 

unit for review and then uploaded to the Procurement and Sourcing SoluƟons Portal 

(PASSPort, see Page 54). AŌerwards, the registraƟon package is forwarded to the 

Comptroller’s Office for registraƟon. The Ɵmeframe between submission of the registraƟon 

package and Comptroller’s registraƟon ranges from 3 to 5 months. 

See Pages 49 through 60 for the RegistraƟon Checklist, with accompanying notes, sample, 

and template documents for each checklist item. 
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Sample CerƟficate to Proceed (Redacted) 
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RegistraƟon Checklist 

The DDC aƩorney will send your organizaƟon a RegistraƟon Checklist (see below) that lists all 

required documents for the registraƟon of your award. The last two checklist items may not 

be applicable to your award. Blanks and templates for some of these items are available 

using this link Click here, in the Step 2: Forms Required for RegistraƟon secƟon. 

https://www.nyc.gov/site/ddc/contracts/not-for-profit-forms.page
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Funding & Security Agreements 

The Funding & Security Agreements outline the terms and condiƟons for use and reimbursement of 

city-funded equipment/vehicles. There are different agreement templates based on the type of 

award (Vehicles, Equipment, & Vehicles & Equipment), each with varying criteria. Funding 

agreements using the Vehicles & Equipment template are used for vehicle purchases with mounted 

moveable property that is easily removable, such as a mobile medical unit with an exam table. 

Templates for these agreements are available at this link Click here, in the Legal Documents secƟon. 

There are exhibits and schedules within the Funding & Security Agreements that require inserƟon or 

compleƟon. This includes Exhibit A (Project Budget), Exhibit C (Opinion of Counsel), and Exhibit F 

(Tax AffirmaƟon) of the funding agreement and Schedule I List of Equipment/Vehicles (Project 

Budget) of the security agreement. The Project Budget is included in the RegistraƟon Checklist 

noƟficaƟon, while the other two items are templates or blanks that are included in the agreements. 

Replace the blank and template pages for the Opinion of Counsel and Tax AffirmaƟon with the 

completed ones. Once you complete the review of the agreements, enter the funding and security 

agreement dates in the noted secƟons (cover page for both agreements and the Recitals page of the 

funding agreement), which will be the dates the review was completed. NoƟfy the DDC aƩorney of 

any changes to the language in the funding and security agreements, as they must review them for 

acceptance. 

The Opinion of Counsel may be prepared by an in-house or outside counsel, but it cannot be 

prepared by an aƩorney who is on your organizaƟon’s Board of Directors, nor can the leƩer have any 

substanƟve changes. 

The name of your organizaƟon in the Tax AffirmaƟon must be consistent with the legal name noted 

in the ArƟcles and CerƟficate of IncorporaƟon. This form must be signed and notarized, which 

acknowledges that your organizaƟon is not in arrears with the City of New York for taxes or other 

debts. 

The aƩachments provided within Funding Agreement Schedules I through VIII or Schedules I through 

V, depending on the type of agreement, are applicable during the reimbursement phase and the 

performance period of the funding agreement, which takes place aŌer reimbursement is issued. 

These schedules are not to be filled out at this Ɵme nor their pages removed from the agreement. 

Completed funding and security agreements are submiƩed to DDC for review. Upon acceptance, 

these agreements are uploaded in PASSPort for DocuSign e-signature. 

https://www.nyc.gov/site/ddc/contracts/not-for-profit-forms.page


 

Page 51 

Insurance Responsiveness Checklist 

The checklist below, which is included with the RegistraƟon Checklist, outlines the required 

insurance cerƟficates such as Disability, General Liability, & Workers’ CompensaƟon, so 

that the appropriate insurance coverage is in place. 
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CerƟficates of Insurance 

The name of the Policy Holder/Insured for each cerƟficate should be consistent with the 

organizaƟon name noted in the ArƟcles and CerƟficate of IncorporaƟon. 

Make sure that the policies listed on all cerƟficates are current and the appropriate fields and 

blocks are filled in and boxes checked off. Liability cerƟficates (Acord 25) for Vehicle awards 

must list policy informaƟon for Automobile Liability. CerƟficates with expired policies are not 

acceptable, even if the other policies noted on the cerƟficate are acƟve, as with the case of 

the Acord 25. CerƟficates with policies that expire aŌer the registraƟon package is submiƩed, 

but before the funding agreement is registered, require submission of renewals. 

Insurance cerƟficates must include the NaƟonal AssociaƟon of Insurance Commissioners 

(NAIC) number next to the name of each insurance carrier.  You can search for NAIC numbers 

using this link Click here. 

The City of New York Department of Design and ConstrucƟon, with our address (30-30 

Thomson Ave. Long Island City, NY 11101), must be listed in the CerƟficate Holder box of each 

applicable cerƟficate, as DDC occasionally receives cerƟficates showing other City agencies as 

the CerƟficate Holder or DDC listed as the cerƟficate holder, but with our street name 

misspelled (e.g. Thompson Ave.). 

The DescripƟon of OperaƟons box of the Acord 25 must note that The City of New York, along 

with its officials and employees, are listed as addiƟonal insured on a primary and non-

contributory basis, along with the Project ID and project Ɵtle. If you have mulƟple awards in 

the registraƟon phase, you will need to submit separate Acord 25 cerƟficates for each award, 

as this cerƟficate is project specific. See the Contract Specific InstrucƟons secƟon of the 

insurance checklist for more informaƟon and the sample cerƟficate in the next page. 

The notary date of the Insurance Broker’s CerƟficaƟon must be on or aŌer the date of the 

CerƟficate of Liability Insurance, which is noted in the upper right porƟon of the form. 

https://content.naic.org/cis_consumer_information.htm
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Sample CerƟficate of Liability Insurance (Acord 25) 
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Enrollment in the Procurement and Sourcing SoluƟons Portal 

(PASSPort) 

The Procurement and Sourcing SoluƟons Portal (PASSPort) is the City’s online procurement 

plaƞorm for management and registraƟon of your organizaƟon’s awards. 

Notes: 

All organizaƟons must create a PASSPort account using this link Click here.  

AŌer the DDC Contracts unit receives the registraƟon package, they will noƟfy your 

organizaƟon to complete a series of PASSPort tasks such as the CerƟficaƟon of No Change, 

Vendor Final Review, and Vendor Contract Signature. 

PASSPort tasks may be performed by different members of your organizaƟon. 

Quick Ɵps on compleƟng PASSPort tasks are available at this link Click here.  

For further PASSPort assistance, you can set up an online appointment with the Mayor’s 

Office of Contact Services at this link Click here. 

https://passport.cityofnewyork.us/page.aspx/en/usr/login?ReturnUrl=%2fpage.aspx%2fen%2fbuy%2fhome
https://www.nyc.gov/assets/nonprofits/downloads/pdf/Discretionary_Contracting_Provider_Tips.pdf
https://outlook.office.com/book/NPODiscretionaryOfficeHours@nyco365.onmicrosoft.com/?ismsaljsauthenabled=true&utm_medium=email&utm_source=govdelivery
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Doing Business Data Form 

The Doing Business Data Form (see below and next page) requires informaƟon to be provided 

on your organizaƟon’s principal officers, owners, and senior managers. The name, employer, 

and Ɵtle of each person idenƟfied on the Data Form will be included in a public database of 

people who do business with the City of New York. 
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Doing Business Data Form Notes 

If your organizaƟon is compleƟng this form for the first Ɵme or there have been changes to 

the principal officers, since the last Ɵme the form was filed with the City, then the applicable 

informaƟon on these individuals is required. 

If there are no changes to your organizaƟon’s principal officers since the last Ɵme the form 

was filed, then note it on the form and skip to the signature block. 

The signature on the form is valid for 90 days. 
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Division of Labor Services (DLS) Employment Report & CerƟficaƟon 

If your organizaƟon’s contract is for at least $100,000, then you must complete the DLS Employment 

Report. You will provide informaƟon such as personnel headcount and policies regarding leave, 

benefits, hiring, evaluaƟons, and EEO. This report is sent to the DDC Project Manager for review and 

then is forwarded to the Department of Small Business Services (SBS), where they will review the 

report and issue a CerƟficate of Approval (see Page 59), which cerƟfies that your organizaƟon is 

compliant with the City’s non-discriminatory hiring and employment pracƟces. See the next page for 

informaƟon on compleƟng the report. 

Notes: 

DLS Employment Report documentaƟon must also be uploaded in PASSPort in the Vendor Profile 

tab. 

If your organizaƟon has mulƟple awards in the registraƟon phase that would require a DLS 

Employment Report, then you only need to complete one report. The DDC Project Manager will 

noƟfy you on which project you should complete the report. 

The type of report to complete depends on whether your organizaƟon overall employs 50 or more or 

less than 50 individuals. OrganizaƟons that employ less than 50 individuals must complete an online 

form.  For organizaƟons that employ 50 or more persons, they must complete the DLS Employment 

Report quesƟonnaire and provide supporƟng documentaƟon for each quesƟon on the report, where 

applicable. 

Employee Data Tables which detail employee data for incumbents, hirings, and terminaƟons, must 

be provided if your organizaƟon employs 150 or more individuals, regardless of the employee count 

at the project site. 

The DLS CerƟficaƟon is valid for three years, though a CondiƟonal Approval (valid for three months) 

may be issued , if your organizaƟon is not in full compliance of the pracƟces menƟoned at the top of 

this page. You must make the noted correcƟons on the condiƟonal approval, to receive full 

cerƟficaƟon. 

If your organizaƟon received a DLS CerƟficaƟon within the last three years, then you do not need to 

fill out another report during the cerƟficaƟon period. The prior cerƟficaƟon is acceptable for any 

current or future registraƟon packages during that Ɵme. 

The DLS Employment Report forms, instrucƟons, and addiƟonal resources are available in the DDC 

website in the Step 2: Forms Required for RegistraƟon secƟon and in the link below from the Dept. 

of Small Business Services in the Supply and Services Contractors secƟon. 

SBS link for the DLS Employment Reports and instrucƟons Click here 

https://www.nyc.gov/site/sbs/businesses/contract-compliance.page
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Division of Labor Services (DLS) Employment Report Notes 

The DLS Employment Report should be completed by your HR representaƟve. Answer all quesƟons on the report. 

QuesƟons 3 & 35 may be leŌ blank or have N/A entered, if they do not apply to your organizaƟon. Below is addiƟonal 

informaƟon on filling out specific quesƟons on the report. 

For QuesƟon 1, the contractual relaƟonship is for the prime contractor. 

For QuesƟon 2, the employment report will be on your organizaƟon’s headquarters. 

If Yes is answered for QuesƟon 5, then list all the local affiliates and provide the applicable  collecƟve bargaining 

agreements (see QuesƟon 23g), which must be current. 

The employee count for QuesƟon 13a is based on the facility noted in QuesƟon 9. Enter the employee count across 

your enƟre organizaƟon for QuesƟon 13b. 

For QuesƟon 14, Industry code, a list of codes are available in the DDC Law Not-for-Profit site or upon request. 

Project specific informaƟon is entered for QuesƟons 15a through g. See below on what to enter for each sub-quesƟon. 

15a. ContracƟng Agency: NYC DDC 

15b. Contract Amount: Funding agreement amount (do not literally enter the words you see here) 

15c. through f.: TBD (the informaƟon for these fields are not available for contracts that have not been registered) 

15g. DescripƟon of contract: Enter a brief descripƟon of your award (E.g. Purchase of a 15-passenger vehicle) 

For QuesƟon 16, only list the faciliƟes and employee counts where the project will be performed. 

If Yes was checked for QuesƟons 17-19, 21-23, 26, 29-33, provide the applicable supporƟng documentaƟon. These 

items must reference the quesƟon number and document type in the file name (e.g. 23c Employee Policy 

Handbook.pdf). For the policies listed in QuesƟon 23, only check the boxes for which a policy is available for your 

organizaƟon. For any quesƟons that require supporƟng documentaƟon, but are not available, make a note next to the 

quesƟon explaining why. For QuesƟon 23g, if CBAs are provided, they must be current. For QuesƟons 30 & 31, refer to 

the SBS instrucƟons (see previous page for the link) on how to complete the complaint logs. 

If filling out the Employee Data Tables, you must complete a table for each occupaƟonal category (MGRS, PROF, TECH, 

etc.) and facility for the Job ClassificaƟon & Incumbents table. A list of OccupaƟonal Codes is available (see DDC Law 

website) for the Census Code column of the incumbents and new hires tables. For each job Ɵtle in the incumbents 

table, enter the number of individuals employed in that Ɵtle by the noted demographics (gender and race). For each 

incumbents table, double check to see that tallies for the demographics for all Ɵtles total the employee count noted in 

the table header. If compleƟng more than one incumbents table, make sure that the employee count across all tables 

totals the employee count noted in QuesƟon 13b. For the new hires and terminaƟons tables, a table must be 

completed for each facility, and must only include the employee data going back three years. Employee data tables 

must be submiƩed as Excel files. 

When you complete the DLS Employment Report and compile the supporƟng documentaƟon, compress these items 

into a zip file and forward it to the DDC Project Manager (PM). The PM will review the package for completeness and 

accuracy and forward it to the Department of Small Business Services (SBS) for the DLS CerƟficaƟon. It will take several 

weeks for SBS to review and issue the cerƟficaƟon. If SBS has comments on the DLS package, please respond quickly. If 

you have a quesƟon that DDC cannot answer, please contact the SBS DLS division at dls@sbs.nyc.gov. 
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Sample Division of Labor Services CerƟficaƟon (redacted) 
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Clearance of Environmental Control Board (ECB) ViolaƟons and Tax Liens 

Before a Funding Agreement is registered, DDC may receive noƟficaƟons from PASSPort if 

your organizaƟon has any outstanding ECB violaƟons or tax liens. If there are outstanding 

violaƟons or liens, you must pay them and provide proof of payment via an email 

confirmaƟon from the NYC Department of Finance. You can go to the Finance and Tax secƟon 

of your organizaƟon’s Vendor page in PASSPort to see if you are incompliance with tax liens 

and ECB violaƟons. 

Payments should be made as quickly as possible, to avoid addiƟonal fees or violaƟons that 

may show up in a future report, which delays registraƟon of your Funding Agreement.  

OrganizaƟons can go to NYC CityPay to search and pay for outstanding violaƟons.  

NYC CityPay Click here 

https://a836-citypay.nyc.gov/
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Final Notes on the CerƟficate to Proceed (CP) Request & RegistraƟon 

Phases 

Compile the registraƟon package prior to the approval of the CP (see Page 47 on the approval Ɵmeframe), 

as the package would be ready for submission once the CP is approved. Always ask your DDC Project 

Manager (DDC PM) for assistance on quesƟons you have on any registraƟon items. As noted on Page 49, not 

all RegistraƟon Checklist items are required. If you are unsure that a specific item needs to be provided, ask 

your DDC PM. 

Timing of the compiling of the registraƟon items is important, as several items have expiraƟon dates and 

these dates vary. Delays in compleƟng the registraƟon package may cause previously valid items to expire, 

requiring re-submission. Delays in re-submission could lead to other items expiring. OMB may have 

comments on the CP package, thus any replies must be done quickly, to avoid the expiraƟon of any 

registraƟon items, if they have been submiƩed. 

If your organizaƟon has mulƟple awards in the registraƟon phase, then the items below can be used across 

them, as long as they are not expired, as their informaƟon is not project specific. 

 Disability CerƟficate

 Workers’ CompensaƟon CerƟficate

 Doing Business Data Form

Prior to the submission of the registraƟon package, DDC may ask for the names and Ɵtles of your 

organizaƟon’s three principal officers. If this informaƟon is noted in the Doing Business Data Form, then DDC 

will use that data. 

If there are changes in the proposed vehicles/equipment prior to the approval of a CP or aŌer, then your 

organizaƟon will noƟfy DDC with a wriƩen jusƟficaƟon of these changes prior to ordering. This informaƟon is 

forwarded to OMB for review. If the changes are significant (e.g. change in make for a medical system), you 

will need to submit an updated budget for a CerƟficate to Proceed amendment. If the changes are minimal 

(e.g. change in make or model of a desktop computer or passenger vehicle) and accepted by OMB, then a 

budget amendment is not required. Note: Using the above examples for subsƟtuƟons, medical systems 

require an intensive review compared to simpler products like desktops and passenger vehicles. 

If your organizaƟon has purchased the budgeted items when the registraƟon package is submiƩed, then your 

DDC PM will noƟfy you to submit a porƟon of the reimbursement request package based on the payment 

checklist items on Pages 97 and 98 (depending on the type of your award). The DDC PM will let you know 

which items to send, along with detailed instrucƟons. Please note that reimbursement will not be issued unƟl 

aŌer the funding agreement is registered and all remaining reimbursement items are received and accepted. 

Awards that are for at least $100,000 require a Public Hearing, prior to registraƟon by the Comptroller’s 

Office. 
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Phase 4:  Lien Clearance 

The City’s template Funding and Security Agreements for the reimbursement of capitally 

eligible equipment purchases require Funding Recipients that receive discretionary City 

funding for such projects from elected officials to secure the City’s financial interests in the 

City-funded equipment before the City may make any reimbursements on a project. 

This legal process requires the Funding Recipient’s attorney to take certain steps to ensure the 

perfection of the City’s security interest in the City-funded equipment, as defined by Article 9 

of the Uniform Commercial Code (UCC). The City’s requirements for this purpose are 

delineated in the UCC Guidelines on Pages 63 through 94. Basic background information 

regarding the UCC and secured transactions can be found in Attachment 1 of the UCC 

Guidelines. 

Lien clearance steps are performed before and after the funding agreement is registered. For 

any questions on these steps, contact the DDC attorney that was assigned to your award. 
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Uniform Commercial Code (UCC) Guidelines 
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Phase 5:  Reimbursement 

Upon registraƟon of a funding agreement with the Comptroller’s Office, the DDC Project 

Manager will noƟfy your organizaƟon that the agreement was registered and will provide a 

list of items required to complete the Reimbursement Request (See Page 61 on parƟal 

reimbursement request submissions prior to registraƟon). The reimbursement items vary, 

based on the project type. To receive reimbursement, the items must be purchased, paid in 

full, and put into use, liens are applied to the items without any compeƟng lienholders, and 

the items have the appropriate insurance coverage in the event of loss, theŌ, or damage. 

Once the Reimbursement Request is signed off by the DDC Law unit, it is uploaded in the 

agency’s internal payment system for final approval. Final approval takes between one to two 

weeks. EFT is released 5 to 10 days aŌer final approval. 

DDC issues only one reimbursement per funding agreement, thus the organizaƟon must 

complete all purchases prior to submiƫng reimbursement documentaƟon. The 

reimbursement package must be submiƩed within one year of the contract registraƟon date.  

Note: If your organizaƟon cannot meet this deadline, then provide a jusƟficaƟon to DDC in 

wriƟng, as we may allow an extension. If the jusƟficaƟon for the delay is not provided, then 

your award may be flagged for de-registraƟon and rescindment, as the capital monies can be 

freed up for other purposes. 
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Payment Checklist Overview 

Your DDC Project Manager will send you either the Payment Checklist for Equipment or 

Payment Checklist for Vehicles, depending on the funding agreement type. For funding 

agreements classified as Vehicles & Equipment (See Page 50), both checklists will be sent, due 

to separate lien coverage for the vehicle and its fixtures (DMV CerƟficate of Title), plus the 

moveable property mounted inside it (UCC-1 Financing Statement). Each checklist contains 

common items, along with items exclusive to each award, as noted below. Blanks and 

templates for many of these items are available on the DDC Not-for-Profit Forms page at this 

link Click here, in the Step 3: Forms Required for Reimbursement secƟon. See Pages 97 

through 120 for the Payment Checklists and informaƟon for each checklist item. 

Required Reimbursement Items 

All Projects 

 Procurement AffirmaƟon

 Enrollment in the Payee InformaƟon Portal (PIP)

 Payment RequisiƟon Forms A & C

 Invoices and Proofs of Payment

Equipment/IniƟal Ouƞiƫng Projects

 AƩorney Equipment Lien AƩestaƟon Form Package

 CerƟficates of Insurance

 SoŌware License Agreements (if applicable)

Vehicle Projects

 Judgment and Tax Lien Search

 DMV CerƟficate of Title, showing DDC as the lienholder

 DMV Vehicle RegistraƟon

 NYS Insurance IdenƟficaƟon Card

https://www.nyc.gov/site/ddc/contracts/not-for-profit-forms.page
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Payment Checklist for Equipment 
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Payment Checklist for Vehicles 
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Procurement AffirmaƟon 

This affirmaƟon acknowledges that your organizaƟon made a reasonable effort to obtain bids 

from at least three (3) vendors and accepted the lowest bid for all items to be reimbursed by 

the City. Your organizaƟon must retain all bid records, consisƟng of vendors and quoted prices 

for each item or item packages. Responses to each quesƟon require supporƟng aƩachments, 

as noted on the form. 
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Procurement AffirmaƟon Notes 

All supporƟng documents for the Procurement AffirmaƟon must note the AƩachment number 

and subject on the pages, based on their respecƟve quesƟons on the form. 

If three bids were not received or if the lowest bid was not accepted, then provide an 

explanaƟon (AƩachment #2). Examples include sole source provider, meeƟng compaƟbility 

requirements with exisƟng equipment, and product specificaƟons best meeƟng the needs of 

the organizaƟon. These reasons must include a detailed narraƟve. 

If a selected vendor is affiliated with your non-profit organizaƟon, then wriƩen approval from 

the City is required (AƩachment #4). 

The affirmaƟon must be signed by your organizaƟon’s CFO or equivalent and notarized. 

The list of bids consists of the vendor names and 

bid amounts (AƩachment #1), with a separate 

aƩachment noƟng the selected vendor(s) 

(AƩachment #3) (see the examples to your right). 

For purchases of large quanƟƟes of line items, a 

bids lisƟng template is available on the DDC Not-

for-Profit Forms website, so that you can list the 

vendors and bids received for each line item, 

idenƟfy the selected vendors and bids, and any 

specific details about the bids received (see 

below). Quoted items should be consistent across 

the board with each vendor. Quoted prices must 

be reasonable and are subject to audit. If there 

are differences in the equipment lists for the bids, 

such as bid packages for furniture, then note the 

vendors and bid package amounts in a format like 

the top-right example of this page. Separate lists 

can be provided for each bid package. 
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Enrollment in the Payee InformaƟon Portal (PIP) and ConfirmaƟon of 

EFT Status 

Your organizaƟon must enroll in PIP, in order to receive payments from the City. PIP 

enrollment informaƟon is available at this link Click here. Provide a screen capture of the 

PIP page showing your EFT eligibility status (see example below). 

https://a127-pip.nyc.gov/webapp/PRDPCW/SelfService
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Payment RequisiƟon Form A 

This spreadsheet lists the purchased items and their costs, based on the City Funded budget items 

from Exhibit A of your funding agreement. For non-purchased budget approved items, there may be 

changes in their availability (e.g., change in model number, item disconƟnued) by the Ɵme the items 

are purchased. If this happens, your organizaƟon will provide DDC a wriƩen jusƟficaƟon of these 

changes prior to ordering. This will be forwarded to OMB for eligibility review (see Page 61). If the 

changes are significant, you will need to submit an updated budget for a CerƟficate to Proceed 

amendment, which delays reimbursement. For minimal changes of items accepted by OMB, a 

budget amendment is not required. See the next page for informaƟon on lisƟng approved 

subsƟtuƟons. DDC typically does not reimburse for items that exceed the quanƟƟes listed in the 

approved budget. There are circumstances where this is allowable (see Page 121). 
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Payment RequisiƟon Form A Notes 

Submit this document as an Excel file. 

Enter your organizaƟon’s legal name and headquarters address in the Name of OrganizaƟon and 

OrganizaƟon's Address fields. Other header informaƟon such as Title of Award, Award RegistraƟon No., 

FMS ID, Award RegistraƟon Date, and RequisiƟon No., is provided by DDC, upon noƟficaƟon of your award’s 

registraƟon.  

Pay Period From and To Dates is the date the payment was cleared, thus you will enter the same date in 

each field. If the reimbursement request contains mulƟple payments, then the pay period will be the latest 

payment cleared date. 

Payment Type must be checked Final, as only one Reimbursement Request is allowed per award. 

In the DescripƟon column, enter the type, make, model, and quanƟty of each item, based on the Schedule A 

Budget in the Funding Agreement (addiƟonal pages are provided) and/or invoices. Only include items from 

the approved budget that have City Funded amounts. If a purchased item (e.g. HP Pavilion TP01-2255t 

Desktop Computer) is an OMB approved subsƟtuƟon from a budgeted item (e.g. Dell OpƟPlex 7050), then 

enter the details of the purchased item and aŌer that, in parenthesis within the same cell, enter the details 

of the budgeted item it replaced. See below for an example: 

The Total Scheduled Value is the dollar amount of each budgeted item from the City Funded column of the 

Schedule A Budget Spreadsheet in the Funding Agreement. 

The Adjusted Value is the invoiced amount of each purchased item. 

The From Previous ApplicaƟons is leŌ blank, as there will be only one Reimbursement Request per award. 

The amount entered for the This Period column will be equal to the Adjusted Value for each item. 

The amounts in the Total Completed to Date column will be equal to the This Period amount for each item. 

The percentage entered in the % Complete column will be based on the Total Completed to Date amount 

divided by the Adjusted Value amount, which is always 100%. 

The amount entered in the Balance to Finish column will be the Adjusted Value amount subtracted by the 

Total Completed to Date amount, which is always $0.00. 

If the Adjusted Value total exceeds the Award Amount, the DDC Project Manager will make an adjustment 

to the Adjusted Value total, so that it equals the Award Amount. If the Adjusted Value total is less than the 

Award Amount, then you will receive reimbursement for the lesser dollar figure. 

This form is signed and dated by the DDC Project Manager. 
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Payment RequisiƟon Form C 

This requisiƟon form acknowledges the amount that will be reimbursed. Some of the informaƟon to 

enter in this form is provided to you upon noƟficaƟon of the funding agreement registraƟon. As per 

the form’s highlighted instrucƟons, not all fields are filled out by your organizaƟon. The below 

sample shows what fields you are to complete. The unfilled secƟons are filled in by DDC. 

Notes: Barring any changes in the value of the funding agreement due to an amendment (which is 

very rare), the amounts entered in Lines 1 & 3 (in dollars and cents) will be the same, and $0.00 is 

entered in Line 2. The amounts entered in Lines 4 & 6 (in dollars and cents) will be the same, as only 

one reimbursement is issued per funding agreement. $0.00 is always entered for Line 5, as there 

would be no prior payment requests issued. 
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Invoices and Proofs of Payment Overview 

Your organizaƟon will provide all invoices associated with the funding agreement purchases, 

along with proofs of payment, showing that all amounts due were paid in full. Proofs of 

payment can vary, with each type having specific requirements as noted in the next page. 

Invoice Notes 

Only include invoices for budget approved items or their equivalent, if the original items are 

no longer available for purchase. 

Some equipment purchases are billed in milestone payments. Include all invoices and 

payments for such purchases. 

Online orders must include all pages and include informaƟon such as the payee, item 

descripƟons, order date, and shipping address. 

If items were purchased through a contractor, then provide all contractor and vendor invoices 

that Ɵe to the contractor’s billing, along with proof of payments made to the contractor, 

regardless of the number of milestone invoices submiƩed by the contractor. 

Purchases of major medical devices under equipment awards must include the invoice(s), 

purchase order, and quote. 

Vehicle sales orders must include the Vehicle IdenƟficaƟon Number (VIN). This is essenƟal in 

verifying that the DMV documentaƟon lines up with the invoice(s) associated with the 

reimbursement, so that DDC places the lien on the correct vehicle(s). 

As previously menƟoned on Page 25, shipping addresses on invoices should be consistent 

with the addresses of where the equipment will be used based on the approved budget. For 

shipping address inconsistencies, provide a confirmaƟon leƩer acknowledging that any 

affected items were sent to and are in use at the site noted in the approved budget. 
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Proofs of Payment 

Your organizaƟon will provide documentaƟon proving that the invoices/sales orders were paid 

in full. Below is a list of acceptable proofs of payment. 

Payment Type Notes 

Cancelled Check Both the front and back of the check must be scanned, along with 
the financial insƟtuƟon's stamp on the back of the check, showing 
that the check was cleared. See the example below. 

Electronic Wire Transfer/ACH/Debit 
Card Payment 

Provide a copy of the bank statement highlighƟng the transacƟon
(s). The transacƟon must idenƟfy the payee. Redact any sensiƟve 
informaƟon from these statements, such as the account numbers, 
except for the last 5 digits. 
  

Credit Card 
 
 
 
 

Provide a copy of the credit card statement highlighƟng the 
transacƟon(s), along with a copy of the cancelled check or EFT 
transacƟon showing that the statement balance was paid in full. 
Any sensiƟve informaƟon should be redacted. 
  

Credit Memo Provide the credit memo, along with the invoice for which the 
credit was issued, with proof of payment for that invoice. The 
vendor must confirm in wriƟng, all invoices the credit memo was 
applied to. 

Sample Cancelled Check 
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Proofs of Payment AddiƟonal Notes 

If the payment amount(s) does not match the invoice amount (e.g., $70,000 check for a 

$50,000 invoice), then you must provide a full list of invoice numbers and amounts the 

payment covers, to ensure that the invoice in quesƟon is part of the payment. Your internal 

payment system should provide such a list or it may appear in the check stub. 

If submiƫng proofs of payment for many invoices, also provide a spreadsheet lisƟng each 

payment and the invoice(s) they correspond to. 

MulƟple credit card statements with proofs of payment, unƟl any past balances are closed 

out, may be required if an outstanding card balance is not paid in full for the statement period 

in which the purchases were made. Make sure that the credit card statements include the 

cover page showing the card balance. 

Screenshots from your organizaƟon’s internal payment system showing that an invoice was 

paid, is not an acceptable primary means of proof of payment. All proofs of payment must 

come from your financial insƟtuƟons. It is imperaƟve that your organizaƟon safeguard all 

payment records for these purchases. 
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AƩorney Equipment Lien AƩestaƟon Form Package (For Equipment/

IniƟal Ouƞiƫng Projects) 

The DDC Project Manager will noƟfy you to begin work on the AƩorney Equipment Lien AƩestaƟon 

Form Package once all other reimbursement items are received and accepted. The noƟficaƟon will 

include detailed instrucƟons on compiling the package. The aƩestaƟon form (see Pages 93 and 94) 

requires your organizaƟon’s aƩorney to aƩest that they have complied with the requirements set 

forth in DDC’s Funding and Security Agreement to secure a perfected security interest for the City 

pursuant to ArƟcle 9 of the Uniform Commercial Code (UCC) with respect to the City-Funded 

Equipment and other Collateral covered by the Security Agreement. The items listed below are 

required for this form. Refer to the UCC Guidelines within this handbook for more informaƟon on 

each item, along with Pages 110 & 111. 

UCC, Judgment, and Tax Lien Search 

The aƩestaƟon package begins with ordering the UCC, judgment, & tax lien search. The search 

results must be under your organizaƟon’s full legal corporate name (and any DBAs), based on the 

ArƟcles and CerƟficate of IncorporaƟon, and ordered from a reputable Ɵtle search company. Search 

results must cover UCC filings, judgments, tax liens, & ECB violaƟons. UCC searches must list all 

acƟve filings with the New York State Department of State (NYSDOS) and include complete copies of 

the filings, including all pages. Judgment search results must be done statewide and for each county 

within New York City (Kings, Queens, New York, Richmond, Bronx). Tax lien search results must be 

provided for both Federal and New York State Tax Liens. All search results must include supporƟng 

files where applicable (e.g., pages for UCC filings, noƟces from jurisdicƟons for liens and judgments, 

etc.). If the search results list any judgments, ECB violaƟons, or tax liens, then you must provide 

proof that they were paid and/or saƟsfied. 

UCC-3 Amendment Statements 

If the search results include NYSDOS UCC-1 filings for creditors that hold a security interest/lien that 

impacts the City-funded equipment, including the Dormitory Authority of the State of New York 

(DASNY), then the creditor or your organizaƟon’s aƩorney, with the creditor’s approval, must file a 

UCC-3 Amendment Statement (UCC-3) with the NYSDOS to address each compeƟng UCC lien. 

CompeƟng UCC-1 filings will have language in the Collateral secƟon such as “all inventory whether 

owned now or acquired later”. The UCC-3 carves out (excludes) the City-funded equipment from a 

creditor’s lien. The carve out aƩachments include the Exhibit A (Collateral Deleted) and Schedule I 

(List of Equipment) pages, along with Payment RequisiƟon Form A, which lists the excluded 

equipment. The Exhibit A and Schedule I pages are available on the DDC Not-for-Profit Forms 

website. A sample UCC-3 for guidance will be provided upon noƟficaƟon of the aƩestaƟon package. 
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AƩorney Equipment Lien AƩestaƟon Form Package (For Equipment/

IniƟal Ouƞiƫng Projects) (conƟnued) 

HUD Lien SubordinaƟon Agreements 

The Funding Recipient has executed the HUD and City approved subordinaƟon agreement with HUD 

and the HUD-insured lender(s) and have been properly filed as a UCC-3 amendment statement 

against the compeƟng HUD-related UCC lien(s) on file with the NYSDOS.  

UCC-1 Financing Statement 

Upon clearing all maƩers noted above, your organizaƟon will file a UCC-1 Financing Statement (UCC-

1) with the NYSDOS, with respect to City-Funded Equipment covered by the Reimbursement Request 

and other Collateral covered by the Security Agreement. If you organizaƟon has UCC filings under a 

DBA, in addiƟon to your legal name, then UCC-1s must be filed under each name. AƩached to the 

UCC-1 will be the Exhibit A (Collateral) and Schedule I (List of Equipment) pages, along with Payment 

RequisiƟon Form A, which lists the secured equipment. The UCC-1 filing places a DDC lien on the 

equipment for a period of 5 years. A sample UCC-1 for guidance will be provided upon noƟficaƟon of 

the aƩestaƟon package. See the next page for informaƟon on UCC filing acknowledgments. 
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AƩorney Equipment Lien AƩestaƟon Form Package - UCC Filing 

Acknowledgments 

Prior to filing any UCCs with the NYSDOS, draŌ copies must be sent to DDC for review and 

acceptance. For each filed UCC, you should receive a NYSDOS filing acknowledgment leƩer 

(see lower leŌ sample redacted leƩer). This leƩer notes the filing number, filing date, number 

of pages in the filing. Each leƩer should be accompanied by the UCC filing with all pages, with 

the filing number printed on the first page. If the leƩer includes only the first page of the UCC 

filing, you can request the full copy from NYSDOS, or your aƩorney can fill out a UCC filing 

acknowledgment leƩer of their own (see lower right UCC-1 template leƩer), which will 

include the same informaƟon as the NYSDOS leƩer. AƩached to the leƩer will be all pages 

used for the UCC filing, based on the accepted draŌ provided to DDC prior to filing, the 

NYSDOS filing acknowledgment leƩer, and the UCC page with the filing number. The NYSDOS 

UCC search website (Click here) may not always allow us to view the UCC filings, which 

necessitates the need for this leƩer. Template leƩers are available for UCC-1 and UCC-3 filings. 

https://ucc-efiling.dos.ny.gov/


Page 111 

AƩorney Equipment Lien AƩestaƟon Form Package Notes 

The aƩorney aƩestaƟon package is the last reimbursement item to complete, to ensure that the 

search results and UCC filings are as current as possible before the reimbursement request is 

submiƩed for approval. The search results should not be more than three months in age, which is 

why we require this last, in the event your organizaƟon has difficulƟes in obtaining the other 

reimbursement items. Older search results may require a new search or a conƟnuaƟon search, which 

would cover the period from the end date of the last search through the present. While DDC cannot 

recommend which search companies to use for the UCC, judgment, & tax lien search, you can reach 

out to the firm that prepared your opinion of counsel for assistance on obtaining the search. 

If your organizaƟon has mulƟple equipment/iniƟal ouƞiƫng awards in the reimbursement phase, 

complete the reimbursement packages for each one (if possible) prior to ordering the UCC, 

judgment, & tax lien search, as the same search results can be used across each award. MulƟple lists 

of collateral (Payment RequisiƟon Form A) can be used in each UCC filing. 

Your organizaƟon's name listed on all UCC filings must match the name noted in the ArƟcles and 

CerƟficate of IncorporaƟon. Be mindful of the spelling and grammar of your organizaƟon’s name on 

the filings, as those with misspelled names will be difficult to search for in the NYSDOS site, if these 

errors are not caught. Such misfiled UCCs may require re-filing. 

All UCCs are filed with the NYSDOS by mail. Click here for more informaƟon on submiƫng a UCC 

filing with the NYSDOS.  

Once DDC gives your organizaƟon the green light to file any UCCs, you must file them as soon as 

possible. Filing delays may result in potenƟal new UCC-1 filings, from a creditor lisƟng all inventory as 

collateral, appearing in NYSDOS. Such filings will require a UCC-3 Amendment. These amendments 

must be filed, prior to the UCC-1, so that the City maintains its first-priority security interest in the 

City-funded equipment. 

Once you receive and resolve all items on the AƩorney Equipment Lien AƩestaƟon Form, you will 

complete the form and include all supporƟng files for submission to and review by the DDC aƩorney. 

This package should be submiƩed as single pdf with all documents bookmarked. If you are working 

on mulƟple awards at this stage, then separate aƩorney aƩestaƟon form packages must be 

completed for each award. The informaƟon entered in the form is project specific, though these 

legal packages will contain the same supporƟng files, assuming that the reimbursement packages are 

completed at the same Ɵme. 

https://dos.ny.gov/file-ucc-financing-statement
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CerƟficates of Insurance 

Your organizaƟon will provide DDC copies of your CerƟficates of Insurance, as proof that the appropriate 

property and liability coverages are in place. The following cerƟficates are required: 

 CerƟficate of Liability Insurance (Acord 25) and

 Evidence of Property Insurance (Acord 27) or

 Evidence of Commercial Property Insurance (Acord 28) and

 Insurance Broker’s CerƟficaƟon

Notes:

All CerƟficates

The legal name of your organizaƟon must listed as the policy holder in the Insured box.

The applicable boxes for insurance coverage and policy data must be checked off or filled in.

Acord 25

DDC’s name and address (City of New York Department of Design & ConstrucƟon, 30-30 Thomson Ave., Long 

Island City, NY 11101) must be listed as a CerƟficate Holder and the City of New York as an AddiƟonal 

Insured. Refer to the Insurance Responsiveness Checklist from the RegistraƟon phase and Page 53 for a 

sample Acord 25 for more informaƟon. 

If the Acord 25 cerƟficate that was provided prior to registraƟon, is sƟll valid when the reimbursement 

request is submiƩed, then you don’t need to re-send it. Your DDC Project Manager will noƟfy you if you need 

to submit a renewal. 

Acord 27 & 28 

Acord 27 is used for small commercial properƟes such as equipment mounted in vehicles. Acord 28 is used 

for large commercial properƟes where the equipment is located inside buildings. In the LocaƟon/DescripƟon 

box for each cerƟficate, enter the parking locaƟon and descripƟon of the vehicle (Acord 27), or the address of 

the covered property (Acord 28), and note that the vehicle/locaƟon contains the list of covered equipment 

idenƟfied by item type, make, model, and quanƟty. DDC will provide a list of covered property. Enter DDC’s 

name and address (see the above Acord 25 notes) in the AddiƟonal Interest secƟon and check off the Loss 

Payee box. AƩach Acord 101, AddiƟonal Remarks Schedule, if you need more space than what is available in 

the LocaƟon/DescripƟon box. All Acord 101 pages must have the header informaƟon filled in, along with the 

reference to the Acord form number. See the next two pages for a sample Acord 28 and Acord 101. 

Insurance Broker’s CerƟficaƟon 

The broker’s cerƟficaƟon must be notarized on or aŌer the dates on all Acord cerƟficates. Revisions to any 

Acord cerƟficates require updated cerƟficaƟons. 
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Sample Property Insurance CerƟficate (Acord 28) 
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Sample AddiƟonal Remarks Schedule (Acord 101) 
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SoŌware License Agreement 

Upon registraƟon of the funding agreement, the licensor will execute the SoŌware License Agree-

ment for any non-transferable soŌware licenses. This agreement grants a transferable license to the 

City and/or the City’s designee, allowing conƟnued use of the equipment, if the City were to repos-

sess it due to an Event of Default under the terms of the funding agreement. 

Notes: 

The list of applicable licensors, if any, are found in Schedule VI of your funding agreement. 

 If a licensor changes from the one listed in the agreement, then an amendment to the budget 

and funding agreement must be done to reflect this change. 

One leƩer is submiƩed per licensor, even if several preliminary leƩers were provided from a licensor 

during the Budget & Pre-CP Review. 

The City will idenƟfy to the licensor the person(s) or enƟty that will make use of the soŌware, if 

there is an Event of Default. 

Licenses must be transferable to the City and/or the City’s designee at no addiƟonal cost. 

SubstanƟve changes to the SoŌware License Agreement are not allowed. 
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Judgment & Tax Lien Search (Vehicle Projects) 

Your organizaƟon will obtain a judgment and tax lien search (see redacted sample below) from an 

independent lien search company to verify that any past unpaid taxes (federal, state, or local) and/or 

judgments against the organizaƟon have been cleared and that there are currently none outstanding. 

Notes: 

The search is conducted on the organizaƟon’s legal name. Search results must cover judgments, tax liens, & 

ECB violaƟons. Judgment search results must be done statewide and for each county within New York City 

(Kings, Queens, New York, Richmond, Bronx). Tax lien search results must be provided for both Federal and 

New York State Tax Liens. Proofs of saƟsfacƟon of seƩled judgments, violaƟons, and/or liens must be 

provided. 

Search results should not be more than three months old, thus the search will be ordered aŌer all other 

reimbursement items are received and accepted. The DDC PM will noƟfy you on when to order the search.  

If your organizaƟon has mulƟple vehicle awards in the reimbursement phase, complete the reimbursement 

packages for each one prior to ordering the judgment & tax lien search (if possible), as the same search 

results can be used for each award. 
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Department of Motor Vehicles (DMV) DocumentaƟon 

Vehicle purchases require documentaƟon from the DMV such as the CerƟficate of Title, 

RegistraƟon, and Insurance ID Card. See Page 120 for sample documentaƟon. 

Notes: 

The Vehicle IdenƟficaƟon Number (VIN), Make, and Model, & Year must be consistent across 

all DMV documents and match what appears on the invoice. 

The organizaƟon will place the DDC lien on the vehicle, prior to compleƟng the 

reimbursement package by filling out the DMV Form MV-900. See the next page for 

instrucƟons on compleƟng this form and submiƫng the lien request. Your DDC Project 

Manager will provide a memo on these instrucƟons, which includes DMV links. This memo is 

also available on the DDC Not-for-Profit Forms website. 

DDC will be listed as the only lienholder on the DMV CerƟficate of Title. No excepƟons. 

DMV RegistraƟon and NYS Insurance ID Cards must be current. 

If aŌer reimbursement is issued, your vehicle is stolen or damaged beyond repair, then your 

organizaƟon is required to replace the vehicle and noƟfy DDC and OMB in wriƟng about the 

incident, so that a new lien can be applied to the replacement vehicle. The 5-year 

performance period does not reset for a replacement vehicle. See the Contract Compliance 

secƟon on Page 124 for more informaƟon. Reimbursement for the damaged/stolen vehicle 

will not be issued if this occurs prior to submiƫng the reimbursement package, though you 

can purchase a replacement vehicle and seek reimbursement for that. 

Once 5 years have passed from the date the DDC lien was placed on the CerƟficate of Title 

and the organizaƟon received reimbursement, a lien removal request is required for DDC to 

release the lien. See Page 119 for instrucƟons on removing a DDC lien. 
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DMV Lien Filing InstrucƟons 

1. Your organizaƟon receives a CerƟficate of Title from the NYS Department of Motor 

Vehicles (DMV). The cerƟficate must not list any lienholders. The cerƟficate date must be 

current, as per the Check Title or Lien Status search engine results on the DMV’s website. 

2. Your organizaƟon's representaƟve completes the DMV Form MV-900 - NoƟce of Lien (MV-

900). All data in the Vehicle, Owner, and Lien InformaƟon secƟons must be typed in. The 

data entered in the first two secƟons menƟoned above must match what is shown on the 

CerƟficate of Title. In the Lien InformaƟon SecƟon, the following informaƟon is entered for 

the fields listed below. Check off Yes for the issuance of a CerƟficate of Title, located at the 

boƩom of the form. You are not to sign the Lienholder’s signature line or enter the date of 

the security agreement. 

 a. Lien Filing Code: To be provided by the DDC Project Manager 

 b. Lienholder’s Name: NYC Dept. of Design & ConstrucƟon 

 c. Mailing Address: 30-30 Thomson Ave. 

 d. City, State, & Zip Code: Long Island City, NY 11101 

3. AŌer typing in the applicable data in the MV-900, your organizaƟon emails the DDC Project 

Manager (DDC PM) a copy of the form, along with the CerƟficate of Title, for review. Once 

the DDC PM approves the form, they will provide the Lien Filing Code, which you will type 

in the noted secƟon. Your organizaƟon's representaƟve then types their name and Ɵtle in 

the Owner's Statement secƟon and then prints the MV-900. You will sign and date the 

form in the Owner(s) Sign Here line. The signature must be done in ink. E-signatures are 

not allowed. You will then, via physical mail, send the original signed MV-900 and original 

issued CerƟficate of Title to the DDC PM. 

4. When the DDC PM receives the completed MV-900 and CerƟficate of Title, they sign the 

Lienholder's signature line and enter the date of the security agreement. The DDC PM 

prepares a vehicle lien recording request leƩer, which places DDC as the lienholder on the 

CerƟficate of Title. The leƩer also exempts DDC from paying the $5 filing fee, as per the 

Lien Filing Code provided in the MV-900. The DDC PM mails out the MV-900, CerƟficate of 

Title, and lien recording request leƩer to the DMV. The DMV reviews the lien request 

package and upon acceptance, issues a new CerƟficate of Title to your organizaƟon, 

showing DDC as the sole lienholder on the vehicle. You will email a copy of the new Ɵtle 

cerƟficate to the DDC PM. 
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DMV Lien Removal InstrucƟons 

1. Your organizaƟon will send an email request to the DDC Non-Profit Reimbursement

Program at NRP@ddc.nyc.gov to have the DDC lien removed from the vehicle(s). The

request must include the following details: Vehicle IdenƟficaƟon Number (VIN), year,

make, & model. Also include copies of the NYS DMV CerƟficate(s) of Title showing DDC as

the lienholder. For this request to be fulfilled, DDC will verify that their lien was placed on

the vehicle(s) and reimbursement was issued to your organizaƟon at least 5 years ago, to

comply with the performance term of your funding agreement.

2. Once DDC verifies that the funding agreement requirements of the vehicles are saƟsfied,

they will prepare a lien release leƩer, addressing the New York State DMV Title Services,

that your organizaƟon has fulfilled its obligaƟons to DDC and DDC releases the lien on the

vehicle. The leƩer will reference the vehicle details menƟoned in Step #1. The leƩer is

signed, notarized, and mailed to your organizaƟon.

3. When your organizaƟon receives the signed lien release leƩer(s), you will mail that leƩer

along with the original NYS DMV CerƟficate(s) of Title, & a $20 check or money order

payable to "Commissioner of Motor Vehicles" for each lien removal, to the address below.

 Lien Release 
New York State DMV Title Services 
6 Empire State Plaza 
Albany, NY  12228-0331 

4. Once the NYS DMV receives the documentaƟon menƟoned in Step #3, they will review it

and when accepted, a new CerƟficate of Title is issued to your organizaƟon (in 60 to 90

days) with the DDC lien removed. You can confirm the lien removal, prior to receiving the

new Ɵtle cerƟficate, by going to the NYS DMV Check Title or Lien Status page (see below)

and entering the required vehicle informaƟon.

NYS DMV Check Title or Lien Status Page: Click here 

Link for lien removals: Click here 

https://process.dmv.ny.gov/TitleStatus/?_ga=2.120115656.1515379567.1647871578-159743012.1647871578
https://dmv.ny.gov/titles/add-or-remove-a-lienholder
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Department of Motor Vehicles (DMV) DocumentaƟon Samples 

NYS DMV CerƟficate of Title 

NYS DMV RegistraƟon 

NYS Insurance ID Card 
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Final Notes on the Reimbursement Phase 

While work on the legal requirements may take place prior to registraƟon, DDC recommends 

that lien placements (UCC-1) on equipment be the last item completed in the Reimbursement 

Request. This is so that the lien period (5 years) overlaps the performance term of the funding 

agreement (5 years aŌer reimbursement) as close as possible, in case there are delays in 

compiling the other reimbursement items. This does not apply to vehicle liens, as their lien 

periods have no automaƟc lapse dates. 

It is possible for the reimbursement amount to be less than the funding agreement amount. If 

this happens, the reimbursement amount must meet the minimum award dollar figures 

noted in the Award Types & Eligibility Overview secƟon on Page 9. 

As with the RegistraƟon phase, some reimbursement items, such as insurance cerƟficates and 

registraƟons have expiraƟon dates. You may need to provide renewals for such items if there 

are delays in compleƟng the reimbursement package. 

Delays of several years in the compleƟon of an award, assuming that the equipment/vehicles 

have been purchased, may require your organizaƟon to submit inventory lists or take photos 

of the equipment/vehicles, or for DDC to make a site visit to inventory the city-funded 

equipment. These requirements are to verify that the items are sƟll in use and will meet 

useful life requirements. For the laƩer, an updated useful life statement is required. 

Purchasing city-funded equipment via a loan will create a compeƟng lien on the item. The City 

cannot place its lien unƟl the loan is paid off and the compeƟng lien is cleared. 

NoƟfy DDC of any delays in delivery of equipment/vehicles and confirmaƟon as to when they 

are delivered and put into use, as reimbursement cannot commence, even if the items are 

paid in full. Prolonged periods of inacƟvity may lead to your award being de-registered and 

rescinded, if you do not provide a reasonable jusƟficaƟon for your award’s delays. 

If your organizaƟon wants to purchase increased quanƟƟes of a budget approved item, due to 

price decreases, noƟfy DDC for the jusƟficaƟon in wriƟng before placing any orders. This 

applies to small scale items such as desktops and monitors. Large scale items such as vehicles 

and medical systems would require a CerƟficate to Proceed (CP) amendment.  If approved, an 

Equipment Budget Amendment will be done, so that these items can be reimbursed. This will 

not require an amendment to the CP. 
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Final Notes on the Reimbursement Phase (conƟnued) 

City-funded equipment and vehicles must have tags (see example below) indicaƟng they were 

funded by the City of New York and that the City has a first-priority lien. These tags cannot be 

removed unƟl the expiraƟon of the performance term of the funding agreement, which is 5 

years aŌer receiving reimbursement, as per the City Purpose Covenant in SecƟon 4.01a of 

your funding agreement. 
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PART IV: CONTRACT COMPLIANCE 
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Overview of Contract Compliance 

SecƟon 11.04 of your funding agreement states that a compliance report must be submiƩed 

to the OMB Compliance Officer at complianceofficer@omb.nyc.gov within 18 months of the 

date the funding agreement is registered by the Comptroller’s Office and on an annual basis 

aŌerwards unƟl the first anniversary aŌer the last year of the Performance Term (see SecƟon 

4.01 of the funding agreement). 

InformaƟon on the compliance report and the report itself is available in the Contract 

Compliance for Reimbursed Awards secƟon of the DDC Law Not-for-Profit website or 

Schedule IV of your funding agreement. The compliance report is an affirmaƟon that your 

organizaƟon has used the city-funded equipment in accordance with the terms of the funding 

agreement. Such terms include availability and use of the equipment/vehicles, lien 

placement, locaƟon of the equipment/vehicles, non-discriminaƟon pracƟces, and insurance 

coverage. The compliance report must include an inventory of the City-Funded items (see 

Schedule III of the funding agreement). 

During the performance term, the OMB Compliance Officer must be noƟfied of any 

circumstances such as loss, theŌ, damage, change of use, re-assignment, or re-locaƟon of the 

equipment/vehicle(s). The OMB Compliance Officer will provide instrucƟons on 

documentaƟon to submit for any changes to the city funded equipment or vehicle(s). Such 

documentaƟon includes the jusƟficaƟon for the change of use, re-assignment, or relocaƟon of 

the items, lease agreement for the new site, or an accident and police report. For the loss, 

theŌ, and damage of items, they must be replaced at your own expense, but are oŌen funded 

through insurance proceeds from the loss of the prior items. Insurance claim checks are 

issued to the City, to be held in escrow, which are then disbursed to your organizaƟon, aŌer 

the purchase of the replacement item. Replacement items do not reset the clock on the 

performance term period. For the theŌ or total damage of vehicles, a lien release request 

must be submiƩed (see Page 119) once the replacement vehicle is acquired. A new lien will 

be placed on the replacement vehicle. A UCC-3 amendment will be filed to re-state the 

collateral for replacement equipment. For the change of use, re-assignment, or re-locaƟon of 

the equipment/vehicles(s), an amendment to the funding agreement is required. If re-

locaƟng, you must noƟfy OMB prior to the move, as soon as you are noƟfied. Re-locaƟon may 

not allowed for iniƟal ouƞiƫng awards, due to the iniƟal approval of the award being site 

specific. 
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Final Notes on the Capital Award Process and Handbook 

The informaƟon provided in this handbook covers the basics of the capital award process. All 

awards are handled differently, to include those with nearly idenƟcal purchases. There are 

circumstances that may arise during the process that require you to provide informaƟon or 

documentaƟon to DDC or OMB that is not covered in this handbook. We have an FAQ secƟon 

on our website that covers addiƟonal informaƟon not found in this handbook. 

The Ɵmeframes menƟoned in each phase are best case scenarios. They do not account for the 

Ɵme it takes your organizaƟon to compile the required phase documents or DDC internal 

reviews for some phases, as such esƟmates can vary greatly depending on the type of award 

and its complexity, or other assignments you or the DDC team may be working on. 

There are circumstances that can delay submission and approval of documentaƟon packages 

for each award phase, such as difficulty in obtaining documentaƟon from outside sources, 

construcƟon/renovaƟon delays, change in legal name of the organizaƟon, outstanding tax 

warrants or ECB violaƟons, or supply shortages of the proposed items. Always noƟfy DDC of 

such obstacles, as we can assist you in resolving some of these maƩers. 

DDC recommends that your organizaƟon have at least two individuals working on an award, 

as it keeps the communicaƟon of the award process moving, in case one staff member is away 

for an extended period or departs your organizaƟon. For the laƩer, try to transfer any 

knowledge of the award to the next staff member that takes on the award. 

Throughout the capital award process, your organizaƟon will submit dozens of files. For ease 

of review, all files must have names that clearly idenƟfy what item is being submiƩed, along 

with the Project ID (E.g. PWDNABCVH Useful Life Statement). The DDC Project Manager will 

oŌen re-name the files to simplify the review process for anyone that looks at these items. In 

most cases, try to submit document package items as separate files, as it is easier for us to 

review each checklist item. If submiƫng combined files in a single pdf, such as invoices, 

bookmark the pages for easy navigaƟon. 

Your organizaƟon may work on mulƟple capital awards at once. Each capital award is assigned 

a unique Project ID. This ID is provided upon noƟficaƟon of your award. All email 

correspondence for a specific award must reference its assigned Project ID in the email 

subject. For each award phase, try to maintain one email thread, as submiƫng mulƟple 

threads breaks the flow of communicaƟon, making it difficult to track the phase progress. 
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Final Notes on the Capital Award Process and Handbook (conƟnued) 

Respond to any inquiries and comments from DDC or OMB in a Ɵmely manner. DDC reports 

the progress of all capital awards to OMB and this informaƟon is passed on to the elected 

officials. Prolonged inacƟvity without a valid reason may lead to the rescindment of your 

award, as the capital monies need to be reallocated towards other projects. 

If your organizaƟon is unable to proceed with a capital award, noƟfy DDC for the reason in a 

wriƩen memo. You may be able to repurpose the allocaƟon towards a future award, if 

approved by your elected official(s), unless the items do not meet the eligibility requirements 

or have already been purchased. Repurposing is done when you apply for a future CapGrants 

award, by providing the repurposed award informaƟon in the Repurposing page (Page 2) of 

the CapGrants applicaƟon. The Ɵming of when you noƟfy DDC of your intent to repurpose is 

crucial. Please see the IntroducƟon and Overview on Page 6 for the CapGrants applicaƟon 

filing period. 
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END OF HANDBOOK 

CLICK HERE TO RETURN TO THE TABLE OF CONTENTS 

For any questions, email us at NRP@ddc.nyc.gov 
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