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❑ Acronyms & Definitions

❑ When Subcontractor Approval is Required

❑ Requirements for Subcontractor Approvals for third-
party agreements greater than $25,000

❑ Requirements for subcontractor Approvals for third-
party agreements less than $25,000

❑ Submissions

❑ Forms: 65A, PASSport screenshot, Subcontractor Log, 
Preliminary Approval Request, Monthly Log,  
Procurement Requirements

❑ Important Links/Resources
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Acronyms 

& 

Definitions

▪ ACCO: Agency Chief Contracting Officer

The ACCO for DSS/HRA/ DHS is Vincent Pullo.  He 
oversees all procurement activities for DSS and 
DHS. He reviews and makes final determinations 
on all subcontracts.  

▪ VCR: Vendor Compliance and Relations. This unit 
is Directed by Lisa Morris.  She is also the DSS 
M/WBE Officer. 



Acronyms 

& 

Definitions

▪ Vendor, Consultant, Subcontractor:  all are third-party 
agreements (contracted services*)

These include, but are not limited to:

❑ IT consultants
❑ contracted food
❑ Security guards
❑ Language services
❑ Maintenance
❑ Elevator repair 
❑ Alarm systems 
❑ Locksmith service 
❑ Temporary staffing  
❑ Medical services 
❑ contracted services performed by other non-

profits (medical/mental health, case 
management, financial counseling, etc.

*DHS Fiscal Manual p.18



Acronyms 

& 

Definitions

▪ PIP: Payee Information Portal 

Registration is required.  PIP is where you can 
view your financial transactions with the City and  
where you are required to report your 
subcontractor payments. 

▪ PASSport: Procurement and Sourcing Solutions 
Portal

Subcontractors must register in PASSport and 
their profiles must be marked as “FILED”. 

Note: A “FILED” profile does not mean they are 
approved for you to do business with.  It only 
means that they have a profile.



WHEN SUBCONTRACTOR APPROVAL IS REQUIRED

❑ Department approval is required for subcontracts 
greater than $25,000 

❑ When total payments made to one entity or person in the 
course of a one (1) year period are equal to or greater than 
$25,000

❑ The threshold amount is not determined by individual 
subcontract amount, but by all subcontracts collectively

EXAMPLE:

Let's say you want to retain Dr. John Brown as a psychiatrist to work 
on 5 subcontracts for $5000 for each.  Do you need to submit a 65a 
form for Dr. Brown? 

YES, because the total subcontract value to be paid to Dr. John 
Brown for the year is $25,000.
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REQUIREMENTS FOR THIRD-PARTY AGREEMENTS GREATER THAN 
$25,000:

❑ Subcontractor Approval Form-65A (DSS) – Unit/Div: examples:  
Families With Children, Emergency Intervention Services, etc.

❑ Subcontractor Log listing your submissions included in the email –
you may use one log to list all subcontractors

❑ Subcontractor (vendor status) must be “FILED” in PASSPort, not in 
draft

❑ Subcontractor must be active in (PIP) 

❑ Prime Contractor must list the proposed subcontractor in PIP -the 65a 
must match what is in PIP, the dates, the description, and the value.  
Note, if the contract is not yet registered, you will not be able to list 
your sub in PIP. However, you can still submit your subcontractor 
approval forms, and add the subcontractors once the contract is 
registered.

❑ At least three (3) bids. At least three bids are required for all 
subcontracts greater than $25,000.  Bids must be obtained 
BEFORE submitting your package for approval.  Bids are to be 
dated, signed, and must include the name and contract info of 
the person who provided the quote. Pricing details and services 
must be explicitly outlined; the annual amount and number of 
guards. Security bids must include prevailing wage rates. For all 
subcontracts, it is best practice to either solicit bids every 3-5 
years and/or match the dates of the subcontract agreement.  
NOTE: the dates must fall within the dates of the prime 
contract. 
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REQUIREMENTS FOR SUBCONTRACTS GREATER THAN 
$25,000 (continued):

❑ Justification Letter: If the lowest bid is not 
selected, a justification letter is required. The 
letter must be addressed to the ACCO 
explaining why the vendor was chosen.  If you 
do not have bids, you must explain why and 
provide a bidding schedule which outlines your 
plan to comply with the procurement 
requirements of your contract. This must 
include dates/timeframe of when subcontract 
will be bid out. 

❑ Proof of professional liability insurance or 
error and omissions insurance, if applicable. 

Requirements 
for third-party 

agreements 
$25,000 and 

up 

Department 
Approval is 
Required



REQUIREMENTS FOR SUBCONTRACTS LESS THAN 
$25,000*:

❑ Subcontractor must be active in PIP

❑ Prime Contractor must list the proposed subcontractor 
in PIP

❑ PASSport It is recommended that the Subcontractor to 
be registered in PASSPort.  However, if the 
subcontract value increases beyond $25,000, they are 
required to register in PASSport. 

❑ Monthly Log submitted to VCR by the 15th of each 
month for the duration of the subcontract – you are 
required to report your monthly payments to 
subcontractors which we compare to your recorded 
payments in PIP.

NOTE: You must ensure that you are accurately forecasting 
expenses.  Per the Contract, you should also already have 
bids lined up in case you go over the $25,000 threshold.

*A 65A Form is NOT required 
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Submission 

All information must be sent in one email to:

subcontractorapprovals@dss.nyc.gov

Sending information sporadically, in piecemeal, 
or in different email threads will delay the 
approval process and you may be asked to 
resubmit your request. 

Packages should not be sent until you have the 
necessary documentation.

You may submit one email for multiple 
contracts for one vendor. Or vice versa, one 
contract for multiple vendors. Just be sure to 
specify what is being sent in your email. 

mailto:subcontractorapprovals@dss.nyc.gov


Submission 

To streamline the approval process, 
the subject line of the email must be 
formatted as follows: contract 
number - organization’s name –
subcontractor name (example: 
CT10170000000000 – Non Profit USA 
– ABC Foods)



The 

Subcontractor 

Approval 

Process

Step 1 – Once the contract has been 
awarded, the HRA/DHS Contract 
Manager/ program area complete 
the top portion of the 
Subcontractor Approval Form-65A
with all contract and prime 
contractor information. 



The 

Subcontractor 

Approval 

Process

Step 2 – HRA/DHS Contract 
Manager/ program instructs the 
prime contractor to fill out one 
Form for each subcontractor, per 
contract along with all required 
documents.  



The 

Subcontractor 

Approval 

Process

Step 3 – For emergency contracts a 
Preliminary Approval Request Form 
should be emailed to 
subcontractorapprovals@dss.nyc.gov. 

VCR shall notify the vendor within 
thirty days whether preliminary 
approval has been granted. Once 
preliminary approval is granted the 
prime contractor has 60 days to 
submit a complete subcontractor 
approval package for final approval.

mailto:subcontractorapprovals@dss.nyc.gov


The 

Subcontractor 

Approval 

Process

Step 4 – After VCR completes its 
review, the package is then submitted 
to the ACCO for final determination. 



The 

Subcontractor 

Approval 

Process

Step 5 –VCR notifies Prime Contractor and 
program area of agency’s decision via email. 
Approval times can take 30 days. 

Note, potential contractors with 
performance issues and/or business 
integrity issues will require additional 
scrutiny and may take longer.  It is in the 
ACCO’s sole discretion to determine if any 
potential subcontractor require additional 
scrutiny.

Subcontractors are approved when the 
Department approves the subcontractor in 
PIP or via a Subcontractor Approval Form-
65A, signed by the ACCO or designee.



Subcontractor 
Approval Form-
65A (DSS)



PASSport FILED 
vendor status



Subcontractor 
Log 
(subcontracts 
greater than 
$25,000)



Preliminary 
Approval 
Request Form

*primarily used for emergency 
contracts



Section 4.05 Procurement Requirements
(Standard Human Service Contract)



Important 
Links/Resources

Subcontracting FAQ’s:

https://www1.nyc.gov/site/dhs/about/contracts.
page.   

PIP Technical Assistance: email pip@fisa-
opa.nyc.gov. Include your business name, phone 
number, and vendor code in your 
communication. 

PASSport:
https://mocssupport.atlassian.net/servicedesk/c
ustomer/portal/8

M/WBE Online Directory:

https://Sbsconnect.nyc.gov/certification-
directory-search/

https://www1.nyc.gov/site/dhs/about/contracts.page
mailto:pip@fisa-opa.nyc.gov
https://mocssupport.atlassian.net/servicedesk/customer/portal/8
https://sbsconnect.nyc.gov/certification-directory-search/


Contact 
Information 

For all submissions and status updates please 
email us at subcontractorapprovals@dss.nyc.gov

Lisa Morris, Director of Vendor Compliance and 
Relations: morrisli@dss.nyc.gov

Rebecca Isaac, Deputy Director of Investigations 
and Contract Compliance: isaacr@dss.nyc.gov

mailto:subcontractorapprovals@dss.nyc.gov
mailto:morrisli@dss.nyc.gov
mailto:isaacr@dss.nyc.gov


Thank You


