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Procurement and Sourcing Solutions Portal

Completing the PASSPort
Vendor Enroliment
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Introduction

All contracting activities with the City of New York (“the City”) take place in one centralized
procurement system: PASSPort, the City's digital Procurement and Sourcing Solutions Portal. This
guide provides you with step-by-step instructions for completing and submitting a Vendor Enrollment
Package in PASSPort.

Why Complete the Vendor Enroliment Process?

Vendors who are planning to do business with the City should complete the Vendor Enrollment
process. The Vendor Enroliment process in PASSPort allows vendors to introduce themselves to the
City and provide background information. A Filed status is required for City Agencies to initiate
contracting tasks with vendors.

The Vendor Enrollment Process

Basic . . . L
Information @@ Documentation @@

What is the Vendor Enroliment Package?

The Vendor Enroliment Package is a series of business questions and disclosures that are completed
and submitted in PASSPort. Upon successful Vendor Enroliment, PASSPort will send an email
confirming Filed status and the PASSPort Vendor Status will update to Filed status.
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PASSPort Vendor Status

There are two ways for vendors to view and track their progress towards completing Vendor
Enrolliment. To check your PASSPort Vendor Status, go to your Vendor Homepage in PASSPort.
In the Vendor Check List section, look at the text next to Vendor Record Status.

In the example below, you'll notice that the PASSPort Vendor Status says Draft. This means that the
Vendor Enrollment Package has not yet been signed and submitted.

VENDOR CHECK LIST &)

£ Account created Yes
€ Administrator identified Yes
@ signatory identified Yes
@ Commodity enrollment MNo
£ Vendor Record Status Draft
© Principal identified Yes
€ Principal Questionnaire(s) Completed No

When the PASSPort Vendor Status says Filed, it means that the Vendor Enroliment Package has
been completed, signed, and submitted. You have successfully disclosed your organization’s
information to the City and are ready to do business!

Another way to view your Vendor Enrollment progress is to view the PASSPort Vendor Status in the
Basics tab of the Vendor Profile. It is also displayed below the top navigation menu when visiting any
tab within the Vendor Profile. The example below shows the vendor's name and a PASSPort Vendor
Status of Draft.

PASS Port Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support

Vendor Training Vendor 1 - Draft

EI Save and Refresh Check Progress

1 Basic Information 0

ALERTS @
2 Contacts €

3 Disclosures o BASIC COMPANY INFOv

4 Documentation €) PASSPor Vendor Stetus < Draft / EINEY: 00010

Vendor name €) : | Training Vendor 1 Corporate structure : | Non|

5 signature €

Doing Business As: DUNS number €} :

Page 4 of 31 — Completing the PASSPort Vendor Enroliment m
Last Updated: 1/11/2023

Mayor’s Office of
Contract Services



Accessing the Vendor Enroliment Package

The Vendor Enroliment Package is located in the Vendor Profile. To start your Vendor Enroliment
Package, log in to PASSPort. You will land on the Vendor Homepage. Click Profile in the top
navigation menu, then click Vendor Profile. By default, the Basic Information tab will display.

PASS P Or t _ Tasks RFx Contracts Ordering

Wendor Profile
L 5 O Homepage

The Vendor Enroliment Package can also be accessed by clicking the Vendor Information icon
located on the Vendor Homepage.

PASS Por t Profile Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance
< O Yr  Homepage

AMNNOUNCEMENT m

205 0ol
Now Live: Simplified Process for Vendors to meet M/WBE .. ..

S &

Browse Create

Requirements

MOCS is pleased to announce the successful implementation of the Public Rfx  Invoice
following PASSPort enhancemnent: Effective July 29, 2022, all
procurements with M/WBE participation goals now feature a
simplified process for vendors to meet M/AWEBE requirements when EXTERNAL QUICK LINKS
responding to a solicitation (RFx).

What's changed? The ‘Subcontractors and Joint Ventures' tab of an

RFx has been updated; It now allows vendors to (1)View their own City Record Online
M/WBE certification(s) and how they count towards the M/WBE

requirements, (2)View a subcantractor/joint venture's M/WBE Payee Information Portal
certifications and the option to pick and choose which certification to

select to meet the relevant requirements, (3)View in-system alerts M/WBE Online Directory

that highlight exactly which certifications still need to be met, and
(4)Reference in-system instructicns on how to complete the HHS Accelerator
HHS Acceleratar

requirements.
PDACC
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PASSPort Alerts and Required Fields

As you complete your information in PASSPort, you will come across visual prompts that will tell you
what you must do:

PASS Port Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support

{9 Vendor Training Vendor 1 - Draft

|5l save and Refresh Check Progress

1 Basic Information o

ALERTS @v
2 Contacts €

) @ - State whether you have a Parent or Controlling Entity in the Disclosures tab
3 Disclosures )

@ - Assign Signatory in Contacts tab

4 Documentation €) @- Complete each section of the Disclosures tab

- Please navigate to the documents tab to add your 'Charities Bureau Filings Documentation' under Miscellaneous Document. This is required if you are a Non Profit Organization

Pl i he d b to add your ‘Charities B Filings Dy ion' under Miscell, D This i ired if Non Profit Organizati (i ]
5 signature €) @- Upload your Certificate of Incorporation (or equivalent) in the Documentation tab

@- In Disclosures tab, identify all principal owners and the 3 officers with the most substantial degree of cantrol. Don't have 37 Affirm below.

- Please upload your Equal Employment Opportunity (EEO) documentation in the Documentation Tab

BASIC COMPANY INFOv

PASSPort Vendor Status : Draft EIN€D: 000100100
Vendor name €) : | Training Vendor 1 Corperate structure : | Nonprofit Corporation v
Doing Business As : DUNS number € :
Annual gross revenue : | ~ | Charities Bureau Status:
Business category : | ¥ FMS Vendor Code €3
Date this business was formed : Eoki) Click here to visit the Payee Information Partal (PIP).
Website :
Courtry in which business was formed €) ¢ |
Twiteer :
County in which business was formed :
Facebaok:
Mational or regional stock exchange or
NASDAQ listing : Other social media :

e Theredicons e are blocking alerts. You must address each to complete Vendor Enroliment.

e The yellow icons are non-blocking alerts. These will not stop you from completing Vendor
Enrolliment. However, if there are upcoming contracting actions, your Contracting Agency may
reach out to request EEO documentation submission.

e Ared vertical line | or a red box L1 indicate fields that must be completed and are
required. Note: The red line will not disappear once you have provided the required

information.
Page 6 of 31 — Completing the PASSPort Vendor Enroliment m
Last Updated: 1/11/2023 Mayor's Office of

Contract Services



Basic Information Tab

In the Basic Information tab, vendors provide information about their organization. To access this tab,
click Profile in the top-level navigation menu, then click Vendor Profile. By default, the Basic

Information tab displays.

<9 w Vendor Training Vendor 1 - Draft

1 Basic Information o

PASS Port Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support

|8l save and Refresh Check Progress

ALERTS @)
2 contacts €@
3 Disclosures €} BASIC COMPANY INFO
“ Documentation € PASSPort Vendor Status : Draft EINED : 000100100

Vendar name €9 - | Training Vender 1

5 signature €
Doing Business As:

Annual gross revenue : |

Business category : |

Date this business was formed :
s formed @ |

County in which business was formed :

Country in which busines

National or regional stock exchange or
NASDAQ listing :

Corporate structure = | Nonprofit Corporation hd
DUNS number @ :
hd Charities Bureau Status :

~ | FMS Vendor Code @ :
Click here to visit the Payes Information Partal (PIP).

Website :

Twitter :

Facebook :

Orher social media :

BUSINESS ADDRESSY

Address Line 1 :

Addrezs Line 2 :

Ciey:

Country = | UNITED STATES

Stare/Province @ | New York

Zip Code:

Phone number :

PRIMARY PLACE OF BUSINESS (IN THE NYC METROPOLITAN AREA) 0“
Property Type : |

Addressline 1: |
Addressline 2:
o |
— -

Zip Code:

1. Complete all the following sections:
e Basic Company Info

e Business Address

¢ Primary Place of Business (In The NYC Metropolitan Area).

2. Click the Save and Refresh button at the top of the page.
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Contacts Tab

In the Contacts tab, vendors list all the organization’s Contacts which would include principal owners,
officers, and anyone else that requires PASSPort user access. Vendors must assign roles to the
contacts in this section. The contact who submitted the PASSPort account request is automatically
granted the Vendor Admin role and is able to add contacts and assign roles.

1. Click the Contacts tab in the left navigation menu.
2. In the Vendor Contact Information section, click the Add a new Contact button.

3. In the Contact Management pop-up window, enter the contact’s First Name, Last Name, and
Email address.

4. Click the Save and Close button.

PAssport m Tasks RFx Contracts Ordering Catalogs Financials Reporting Performancs  Support

<9 o Vendor Training Vendor 1 - Draft

1 Basic Information €

LERTS )
2 Contacts
o G Contact Management° adx

3 Disclosures @ CEC [OR EQUIVALENT) INFORMATION ¢}

(= L=
# Documentation @ Firsz Name £} : Jane st Hame ) : Smith
. Email € : trnprovZamgr@mailinator.com 212123456
5 signature IDENTITY
v
] ted questionnaires
An officer is defined as any individual who serves as or performs the functiens of chiefe Phane NamGer juivalens, of the enralfing vendor, without regard to such individual’s title,
Cell
Siefaul Languags | English v
Contact Email ' Piiom 1&] Chick or Drag ro add a pécture LL34 Contact Posi
St Jane ov2amgriBm: 134 Conez: (] 0 w
= -
NDOR CON "

5. In the Profile column located in the Vendor Team table, select at least one role for each
contact from the drop-down menu. Note: A contact cannot log in unless they register a NYC.ID
with an email address that matches the one listed in their contact.

Vendor Team ) v Add a new Contact
Contact Email Profile €0 Li] LL34 Contact Position
Smith Jane wrnprovZamgr@mailinator.com l | - ' # ‘:E:' (]} A
m Contributar

Real-Time Bidding Contact
Signatory
Wendar admin

VENDOR CONTACTS HISTORY?

Wendor Contract Signatory
Wendor Financials L1
Wendor Financials L2
Wendor Procurement L1
Wendor Procuremenc L2
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Each new contact must be assigned at least one system user role. Multiple roles
may be selected for a contact. The following roles and tasks are relevant to
completing the Vendor Enrollment process:

Vendor Contact Roles

e Vendor Admin: Has full access to all Account Management and Vendor
Enrollment functionalities except signing the Vendor Enrollment
Package. MOCS recommends every organization has at least two
contacts with the Vendor Admin role. This role is mandatory.

e Signatory: Has full access to Vendor Enroliment functionalities and is
the only role that can sign the Vendor Enroliment Package. This role is
mandatory.

e Contributor: Can enter information but has limited functionality. This role
is optional.

6. Click the Save and Refresh button at the top of the page.
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Disclosures Tab

In the Disclosures tab, vendors are required to:
e Answer and complete all eight sections of the Vendor Questionnaire carefully.
¢ Identify all Principal Owner(s) and all Officer(s) in your organization.

e Ensure Principal Questionnaires are completed by each identified Owner and Officer.
¢ |dentify Parent and/or Controlling Entities.

®

Visual Progress Cues in PASSPort

PASSPort will provide you with visual progress cues as you complete the Vendor and Principal
Questionnaires. You can see in the screenshot below that:

e An orange circle with a white X indicates a section that is Not Started.
¢ A blue icon with a white pause symbol indicates a section that is In Progress.
e A green icon with a white checkmark indicates a section that is Completed.

Business Relationships / Related Entities
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If a vendor responds Yes to any question in the Questionnaire, additional details must be provided by
the vendor by adding rows to enter the required information.

1. Click the Add Row button and then enter the details related to the question.

CURRENT BUSINESS INFORMATION v

Resource-Sharing

1. Does the submitting vendor share office spaces, staff, expense or equipment with any other entities?

Yes v i

p—
+.I¢HM
——

Type Entity Name Entity EIN (1) Address Line 1 Address Line 2 City State Zip Code

2. Click the Save button at the top of the page to save your entries.
3. To add additional rows, repeat steps 1 and 2.

®

Make sure that the details you add contain complete and pertinent information. For example,
when providing details about an investigation, include specific dates, a description of what
happened, and a summary of the results.

Adding Details and Important Information

PAss Port Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support

€ O Yr Vendor Training Vend

Investigative History afx
(B e
2. Ident
1 Basic Information €@ e
SECTION 5: INVESTIGATIVE HISTORY™
2 contacts @
= ~
3 Disclosures €} (o) x) &
4 Documentation €@ VENDO
Section Status : Not Started
5 signature @ VEND Selecting 'Yes' requires that you add a row.
Section 1
INVESTIGATIVE HISTORYY
Section 2
INVESTIGATIONS™
Section 3
d a pring i
Section 4
vie
Section 5
Section 6
Section % Type Name of Investigating Government Agency Date Initiated Date Completed @ still Ongoing Investigation Summary
Sectiont 8 In this text box, please provide details about the investigation
including specific dates, a description of what happened, and a
1] | Vendor ~ | New York Police Department 01/03/2022 £ O |02/oz/znzz e O summary of the results.
VENED
= Y
ORe
CONVICTIONS>
PRINCI —— s
To p d, pl lick the "Review Req to review the list of requirements and definitions for completing Principal Questionnaires

Do not use acronyms or shortened names. For example, write “New York Police Department”
instead of “NYPD” or “N.Y.P.D.”
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Vendor Questionnaire
Follow the steps below to complete the Vendor Questionnaire.
1. Click the Disclosures tab in the left navigation menu.
2. Go to the Vendor Questionnaire section.
3. Click the Edit button to open a section in the Vendor Questionnaire.

PASS Port Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support

<9 Vendor Training Vendor 1 - Draft

1 Basic Information € Questionnaire completion status : Not Started

2 Contacts € On this page, you will finalize your Disclosures by:

he 8 sections of the Vendor Qi
our Principal Gwner(s) AND Office:
our Parent and/or Contrelling enti

aire carefully and completely.
and completing all required Principal Questionnaires.

3 Disclosures 0

4 Documentation @

included in the PASSPort
uncertainties regarding

and madifies the meaning of the ter
lease refer to this Glossary to resalve

Click here for a Glossary of Terminology, which cl
Vendor Questionnaire and Principal Questionn,
5 Signature @ the meaning of these key terms.

VENDOR QUESTIONNAIRE™

VENDOR QUESTIONNAIRE SECTIONS™

Section 3: Vendor Integrity History m Not Started
Section 4: Vendor Fin. al History m Not Started
Section 5: Investigative Histary m Not Started
Section 6: Employment of City-Affiliated Individuals m Not Started
Section 7: Site Information m Not Started
Section 8: NYC Contracting History m Not Started

4. Answer all questions within each section.

5. Regularly click Save to save the information entered.

6. To continue to the next Section, click the Save and Next button.

Basic Information (=122 8

= ==

SECTION 1: BASIC INFORMATION™

Basic Information Status : Complete

Principal Questionnaire Completion Status : Complete

7. After all sections of the Vendor Questionnaire are Complete, click the Save button.

8. Click the X-icon X at the top right of the window to close the Vendor Questionnaire pop-up
window. PASSPort will then update the Questionnaire Completion Status.
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If a vendor responds Yes to any question in the Questionnaire, in addition to providing complete and
pertinent information within the added row(s), you must also upload supplemental attachments.

Supplemental attachments should indicate the corresponding section and question number.

Follow the steps below to add supplemental attachments to your Vendor Questionnaire.

1. Click the Add an Attachment button.

PASS Port Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support

<92

Vendor Training Vendor 1 - Draft

Bl save and Refresn

1 Basic Information @ Questionnaire completion

2 contacts €

carefully and completely.

3 Disclosures )
completing all required Principal Questionnaires.

4 Documentation €)

erminology, which clarifies and modifies the meaning of the term

Click here for a Gl
Ver i and Pri
5 signature € the meaning of these key terms.

es. Please refer to this Glossary to resolve an;

VENDOR QUESTIONNAIRE™

VENDOR QUESTIONNAIRE SECTIONS™

Section 1: Current Business Information

Section 2: Business Relationships / Related Entities

Section 3: Vendor Integrity History

Section 4: Vendor Financial History

Section 5: Investiz, tory
Section 6: Employment of City-Affiliated Individuals

Section 7: Site Information

Section 8 NYC Contracting History

VENDOR QUESTIONNAIRE ATTACHMENTS

tarted

tarted

tarted

started

started

started

tarted

tarted

Add an Attachment
Resuli(s

2. In the Edit document pop-up window, enter a name in the Document’s name field that
indicates the section and question number to which the attachment corresponds.

afx

Edit document

m &

@ Document

DESCRIPTION™

[l Click or Drag to add a file

raining Provider 1 234345567

Document's owner : TESTVENDOROS01 Traingd
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3. Upload the attachment by clicking on the Click or Drag to add a file button.

4. Add notes in the Comment field that indicate what the attachment relates to.

5. Click the Save button.

Edit document

3 =3

% Document

et x

DESCRIPTION™

ocument's Type ! Enroliment Attachments

ment’s name :

Document’s validity from : 11/30/2022

ent €Y | [) Click or Drag w0 add a file

Document's owner: TESTVENDORO901 Traing4

COMMENTSY
Comment@:
¥
HISTORY™
Modified :
Created :

6. Click the Close button to close the window.
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Principal Questionnaires

|dentifying Princi

pal Owners and Officers

All Principal Owners and/or Officers must first be listed in the Contacts tab to be able to identify them
in the Disclosures tab. Principal Questionnaires must be submitted by each of your organization’s
Principal Owners and/or Officers.

Follow the steps below to identify the number of principal owners and officers in your organization.

1. In the Disclosures tab, go to the Principal Identification And Questionnaires section.

2. Click the Review Requirements button.

* o proceed plescse i
| Review Requirements I

PRINCIPAL IDENTIFICATION AND QUESTIONNAIRES §)v

k the "Review Requirements” button below to review the list of requirements and definitions for completing Principal Questionnaires

3. An Affirmation for Principal Questionnaire Overwrite pop-up window will display. Read the
requirements for completing the Principal Questionnaires and the definitions for principal
owner and officer.

Click the checkbox at the bottom of the window to confirm having read all contents.

Click the Save and Close button.

Affirmation for Principal Questionnaire Overwrite L

Save and Close Close

Principal Questionnaire Requirements:
= All principal owners must submit a principal questionnaire, AND

* The three officers who exercise the most substantial degree of control over the entity must submit a principal
questionnaire.

= If the vendor's principal owner is an estate or trust, then the executor or trustee must submit a principal
guestionnaire.

= If the submitting vender is a partnership, then all partners performing work, or that you know will be performing
work, on any contract with the City of Mew York must submit a principal questionnaire.

= Additionally, any partner who owns 10% or more of the partnership must also submit a principal questionnaire.
What is a Principal Owner?

PRINCIPAL OWNER: An individual, partnership, joint venture or corperation that holds a ten (10) percent or greater
ownership interest in an enrolling vendor or subcontractor.

What is an Officer?
OFFICER: Any individual who serves as or performs the functions of chief executive officer, chief financial officers, or chief
operating officer of the enrolling vendor, without regard to such individual's title e.g. president, vice president, secretary,

board chairperson, trustee, (individual or entity whe administers a trust) or their equivalents.

These definitions can be found in the Beginner's Guide to PAS5Port on ocur webpage.

B x

Note: The City of New York, in its sole discretion, may require that other individuals complete a principal questionnaire.

ﬁue read the requirements for completing the Principal Questicnnaires, and the definitions for Principal Owner and Officer.
[
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New information will appear on the screen asking vendors to identify if their organization has fewer
than three (3) individual Principal Owners/Officers.

6. Click the ellipsis icon [/ at the far right and select the appropriate response in the drop-down
menu.

PRINCIPAL IDENTIFICATION AND QUESTIONNAIRES )~

* To proceed, please click the "Review Requirements"” button below to review the list of requirements and definitions for completing Principal Questionnaires

Review Requirements
After reviewing the above, does your organization have less than three (3) individual Principal Owners/Officers? || D
Note: If this vendor is a Parent/Controlling entity that is not currently or not intending to do business with the City, No
please Contact MOCS to request a possible change in Principal Questionnaire requirements. Ves O
es, Only
Yes, Only 2

7. Click the Save and Refresh button.

If an organization has less than three (3) individual Principal Owners/Officers, the vendor needs to

complete an additional process—the Principal Overwrite Request — before selecting principal
owners and/or officers.

1. Click the second Review Requirements button at the bottom of the section.

PRINCIPAL IDENTIFICATION AND QUESTIONNAIRES £~

* To proceed, please click the "Review Requirements" button below to review the list of requirements and definitions for completing Principal Question nairesv

Review Requirements

After reviewing the above, does your organization have less than three (3) individual Principal Owners/Officers? Yes, Only 2

Note: If this vendor is a Parent/Controlling entity that is not currently or not intending to do business with the City,
please Contact MOCS to request a possible change in Principal Questionnaire requirements.

i i n to complete your Principal Overwrite Request
Review Requirements

1. A new window will appear displaying the Affirmation for Principal Overwrite Request. Read
the text.

2. Click the checkbox under “| certify the above.”

3. Click the Save and Close button. You are now ready to identify your organization’s principals
and/or officers.

Affirmation for Principal Questionnaire Overwrite a8 x

Save and Close Close

Principal Overwrite Request

“I herewith confirm that my organization has less than three (3) individual Principal Owner(s) and Officer(s).”

Note: This does not preclude the disclosing of entity principal owner(s), if required.

cin:ify the above.
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Follow the steps below to identify your Principal Owners and/or Officers:
1.

3.

Click the ellipsis icon -1,

PRINCIPAL IDENTIFICATION AND QUESTIONNAIRES v

* To proceed, please click the "Review Requirements" button below ta review the list of requirements and definitions for completing Principal Questionnaires agf

Review Requirements

After reviewing the above, does your organization have less than three (3) individual Principal Owners/Officers? Mo

Note: If this vendor is a Parent/Controlling entity that is not currently or not intending to do business with the City,
please Contact MOCS to request a possible change in Principal Questionnaire requirements.

Select your Principal(s) and / or Officer(s) :

In the Vendor Contact (Ellipsis) pop-up window, click the checkbox next to the vendor

contact(s) in order to identify the contact(s) as a Principal Owner or Officer.

Vendor Contact (Ellipsis) B x

Keywords : Q, Search m

Please select from the options below: )

[J ©One Participant

@'\"a}rne John

2 Resulis)

In the Role column, select either Principal Owner or Officer.

4. Click the Save and Refresh button.

PASS Port m Tasks RFx Contracts Ordaring Catalogs Financials Reporting  Performance  Support

{9 W vendor Blg vendor - Draft

1 Basic Information

ALERTS @
2 Contacts @ o

3 Disclw.lreso INSTRUCTIONS?

i Besmmecsten ) VENDOR QUESTIONNAIRES

5 Signature €
PRIMCIPAL IDENTIFICATION AND QUESTIONMAIRES v

Note: 1 this vendor is a Parent/Contralling entity that is net currently or notintending 1o do busness with the City,
please Concact MOCE to requit a possilie change in Mriscipal Questionaairs requirements.

* Please dick an below burrsn to complete your Principal Quarwrize Request

Selew: your Prncpalls) end [ or Officer(z)

* Ta procesd, please cick the *Review Requiremonts’ burton betow o roview the list af requirements and definitians for camploting Principal Questiannaires e

After reviewing the abave, does your organization have less than three (3] individusl Principal Owners/Officers? Yes, Orly 2

First Name Last Name Role Start or Edit Questionnaire
W # loan Warme | Principal Owner v N
§ # Panicipant | Dfficer - edit
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Completing the Principal Questionnaire

The Principal Questionnaire consists of six sections. Follow the steps below to begin the Principal
Questionnaire for each Principal Owner and Officer in your organization.

1. Click the Edit button next to the name of the Principal Owner or Officer.

FPRINCIPAL IDENTIFICATION AND QUESTIONNAIRES g™

* To proceed, please click the "Review Requirements" button below to review the list of requirements and definitions for completing Principal Questiunnaires«

Review Requirements

After reviewing the above, does your organization have less than three (3) individual Principal Owners/Officers? Yes, Only 2 i ]

Norte: If this vendor is a Parent/Controlling entity that is not currently or not intending to do business with the City,
please Contact MOCS to request a possible change in Principal Questionnaire requirements.

* Please click on below button to complete your Principal Overwrite Request v

Review Requirements

Select your Principalis) and f or Officer(s) :

First Name Last Name Role Start or Edit Questionnaire Status
T & John Wayne | Principal Owner v =T Complete
T & Partcipant One | Officer ~ car | Mot Started
2 Result(s)

2. Answer all questions within the six (6) sections.
3. Regularly click the Save button to save the information entered.

4. To continue to the next section, click the Save and Next button.
PASS Port 2 -

Basic Information

<D Vendor Big vendor - Draf
==
SECTION 1: BASIC INFORMATIONY
1 Basic information
2 contacs @ e ©
5 Disclosures ) INSTRUETIE
— Basic | ation Status : Not Started
% Documentation
VENDOR Q1 Y Seatus : Not Started
5 signature @ Seatue: Drahe
FRINCIPAL Selecting "es' requires that yau add 2 row.
T2 proneee BASIC INFORMATION~
PRINCIPAL OWNER / OFFICER INFORMATION
| First Namne = Participant
* Please click ¢
Py
L
irst
o
B
BUSINESS ADDRESS™
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5. After all six sections of the questionnaire are complete, click the Save button.

PAss Port ki Basic Information
<D % Vendor Big vendor - Draft
==

SECTION 1 BASIC INFORMATIONY
1 Basic Information €}

2 contacts i e ) e o e o
3 Disclosures ) INSTRUCTION
Ees stus: Complete
% Documentation €
VENDOR QU inal

atus: Complete

6. Click the X-icon X to close the Principal Questionnaire pop-up window and return to the
Disclosures tab. The questionnaire status will update.

PAss Port T Basic Information
£ o Vendor Big vendor - Draft m m

SECTION 1: BASIC INFORMATIONY
1 Basic information @

2 ot Q) ALERTZ & e © © ©) ©

| Znirjmumo INSTRUCTION

7. Click the Save and Refresh button towards the top of the Disclosures tab.

@ Adding Attachments to Principal Questionnaires

In addition to clicking the Add Row button to provide relevant details to a Yes response in
the Principal Questionnaire, Principal Owners and Officers can upload documents at the
bottom of each of the six questionnaire sections.

Click the Click or Drag to add files button and select the relevant file to upload. Please be
sure to name the file so that it identifies the relevant section and question of the Principal
Questionnaire (e.g., an attachment for the Principal Questionnaire Section 4 and Question 6
should be named “VendorName — PQS4Q6”).

6. At any time during the past five (5] years, have you, andfor any entity in which you have been @ principal awner or officer, received an oversll unsatisfactory performance rating from any government agency on any coniract or agreement, whether pending or
completed?

|VE5 Ve

Action Date To €) Action Appliesto  Action Date From Name of Agency Initiating Action Entity EIN @)  Entity Name €) Contract Number Still Ongoing Reason for Action Title € Action Status Comments

More details
 about what

i 127017201 £ 0| Entity = 1201200 BB BlMayurs Office of Contract & 123456789 Acme Corp 123457 ] happened.

Completed

4
1 Results)

COMMENTS @~

Comment

{lj Click or Drag to add files

BY PROVIDERI BRIAN , AT 12/20/202210:03:34 + %

VendarName - PQS4Q6.docx
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Checking the Principal Questionnaire Status

The Status column shows the progress of each Principal Owner/Officer Principal Questionnaire. The

screenshot below shows an example where the Principal Owner’'s Questionnaire is Complete and the
Officer's Questionnaire has Not Started.

PRINCIPAL IDENTIFICATION AND QUESTIONNAIRES @)™

* To proceed, please click the "Review Requirements” button below to review the list of requirements and definitions for completing Principal Question nairesv
Review Requirements

After reviewing the above, does your organization have less than three (3) individual Principal Owners/Officers? Yes, Only 2 i ]
Mote: If this vendor is a Parent/Controlling entity that is not currently or not intending to do business with the City,
please Contact MOCS to request a possible change in Principal Questionnaire requirements.

* Please click on below button to complete your Principal Overwrite Request

<

Review Requirements

Select your Principal(s) and / or Officer(s)

First Name Last Name Role Start or Edit Questionnaire Status /
M & John Wayne | Principal Owner » m Complete
] & Participant One | Officer hd m Mot Started
2 Result(s)
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Parent/Controlling Entities Identification
About Parent/Controlling Entities

As part of the Vendor Enrollment process, Parent and/or Controlling Entities must be identified in the
Disclosures tab.

Parent Entities are defined as an individual, partnership, joint venture, or corporation that owns more
than 50% of the voting stock of a vendor. Controlling entities are any entities that hold 10% or more
ownership of the business or have the right to direct daily operations.

To identify the parent and/or controlling entity in PASSPort, the parent and/or controlling entity must
have a PASSPort account. In order for your organization to be Filed, meaning the vendor has
completed the Vendor Enroliment process, the vendor’s parent and/or controlling entity must also be
Filed first.

Identifying Parent/Controlling Entities

Follow the steps below to complete the Parent/Controlling Entities Identification section in the
Disclosures tab of the Vendor Profile.

1. Scroll down to the Parent/Controlling Entities Identification section. Select the appropriate
response from the drop-down menu.

PARENT/CONTROLLING ENTITIES IDENTIFICATION

Do you have any Parent or Controlling Entities? M
fes
No

2. If your answer is No, click the Save and Refresh button.
If your answer is Yes, click the ellipsis icon -] to identify your parent/controlling entities.

PARENT/CONTROLLING ENTITIES IDENTIFICATION

Do you have any Parent or Controlling Entities? [ Yes V]

Select your Parent and/or Controlling Entities : D

3. In the Supplier (Related entities selection) pop-up window, search for the parent/controlling
entity by typing the organization’s legal name in the Keywords field.

4. Click the Search button to reveal results. Note: Parent/controlling entities must have a
PASSPort account to appear in the search results.

Supplier (Related entities selection) B x

[] Please select from the options below: §)
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5. Review the search results and identify the appropriate parent or controlling entity by clicking

the checkbox next to the entity name.
Click the Close button.
Select the Entity Role from the drop-down menu.

PARENT/CONTROLLING ENTITIES IDENTIFICATION™

Do you have any Parent or Controlling Entities?€): | Yes hd
Select your Parent and/or Controlling Entities :

Entity Role PASSPort Vendor Status
[il IDEAL A Draft

1 Results) Contralling
Parent

8. Click the Save and Refresh button at the top of the page. In this example, the vendor identified

a Parent organization whose PASSPort Vendor Status is Draft.

PASS Port Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support

{9 1 Vendor Big vendor - Draft
===

INSTRUCTIONS>

1 Basic Information €

VENDOR QUESTIONNAIRE>
2 Contacts €@

3 Disclosures o PRINCIPAL IDENTIFICATION AND QUESTIONNAIRES €~

% Documentation €) # To proceed, please click the "Review Requirements” button below to review the list of requirements and definitions for completing Principal Questionnaires s

Review Requirements

5 signature €
After reviewing the above, does your organization have less than three (3) individual Principal Owners/Officers? Yes, Only 2 ;]

Note: If this vendor is a Parent/Controlling entity that is not currently or not intending to do business with the City,
please Contact MOCS to request a possible change in Principal Questionnaire requirements.

* Please click on below button to complete your Principal Overwrite Request V4

Review Requirements

Select your Principal(s) and / or Officer(s) :

First Name Last Name Role Start or Edit Questionnaire Status
i & Jon Wayne | Principal owner v Complere
] & Participant One | Officer - Not Started

2 Resuli(s) m
=n

PARENT/CONTROLLING ENTITIES IDENTIFICATIONY

Do you have any Parent or Controlling Entities?€) : | Yes ~
Select your Parent and/or C liing £

Entity Role PASSPort Vendor Status
[i IDEAL |Pm-m ~ Draft

9. Repeat this process to add additional parent or controlling entities.

O

If the vendor’s parent or controlling entity is not found in PASSPort, that entity does not
have a PASSPort account. Once the entity has a PASSPort account, it can be identified
in the Disclosures tab under Parent/Controlling Entities Identification.

Missing Parent/Controlling Entity
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Documentation Tab

The Documentation tab is where vendors upload their organization’s required Certificate of
Incorporation (COIl) or equivalent document. Alternative COIl equivalent document names may be
Articles of Incorporation, Articles of Association, Business Certificate, or Corporate Charter.

Follow the steps below to complete the Documentation tab.

1. Click the Documentation tab in the left navigation menu of the Vendor Profile.

2. Scroll down the page to the Miscellaneous Documents section.

3. Click the Add Document(s) button.

{9 Vendor Big vendor - Draft

1 Basic Information €

PASS Port Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support

E‘ Save and Refresh

ALERTS @)>
2 contacts €

3 Disclosures €

4 Documentation o

Keywords : State tadate: 11/30/2022 ] €

COMMODITY ENROLLMENT~
5 signature €)

Examples of acceptable decumentation include 2 license, certification or invoice,

Whenever you enrallin & commaodity, you are required to provide documentation which indicates your organizat

Owner Commedity
& John Wayne 007 - Clathing and Accessories
1 Resuli(s)

ion can supply that commadity.

Title

EQUAL EMPLOYMENT OPPORTUNITY DOCUMENT (EEQ)v

This is where you upload the Equal Employment Opportunity (EEC) documentation.
Please visit the Small Business Services (SBS) website for guidance: hitpilfw

Add EEO Document

0 Resuli(s)

ye.govihtm/sbs/heml/procurement/dis.shiml

To expedite the processing of your documentation, please upload documents as readable .PDF files whenever possible. Scanned paper documentation will resultin potentially longer processing times.

MISCELLANEOUS DOCUMENTSY

Add Document(s) '

esults
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4. In the Edit document pop-up window, click the drop-down menu next to Document’s Type.

5. Important: Regardless of whether a vendor has a Certificate of Incorporation or an equivalent,
such as Articles of Incorporation, the vendor must select Miscellaneous / Certificate of
Incorporation from the drop-down menu to satisfy the requirement. PASSPort requires a
document submission with this document type selected.

Edit document

=

% Document

=%

DESCRIPTIONY

Document's Type :I

|

Document's name :

Document

Vendor:

Document’s owner :

¥: Miscellaneous / Charities Bureau Filing Documentation

Miscellaneous / Certificate of Incorporation
Caioos S Doe poseee . A
o

Miscellaneous / Certification of Vaccine Mandate

Miscellanecus / Child Care Program Vaccine Certification
Miscellaneous / COVID-5afe Requirement Certification
Miscellanecus / Mask / Vaccination Certification for Contractors
Miscellanecus / Vendor Pelicies Establishing Vaccine Mandate

COMMENTS™ Sl =3 oo
Miscellaneous / Other
Miscellaneous / Federal Certified Indirect Rate
£ Miscellanecus / de minimis Indirect Rate
Comment Miscellaneous / Sexual Harassment Policy
¥
HISTORY

Modified :

Creared: —]

Page 24 of 31 — Completing the PASSPort Vendor Enroliment

Last Updated: 1/11/2023

Mayor’s Office of
Contract Services



6. In the Document’s name field, enter the document’s name.

7. Click the Click or Drag to add a file button to select and upload the Certificate of
Incorporation or equivalent document.

8. Click the Save button.

Edit document aSfx
) £

% Document

DESCRIPTION™

Document's Type : | Miscellaneous / Certificate of Incorporation

Document's name @ Certificate of Incorporation

Document's validity from :

to:

Document l & click or Drag to add a file
Vendor :

Document's owner : CONTACT Admin

COMMENTS™
Comment€d:
4
HISTORY™
Modified :
Created:

9. After ensuring you have uploaded the correct document, click the Submit button.
Note: A document cannot be deleted once it has been submitted. If an incorrect document was
submitted, upload and submit a new document and indicate in the Comment field that the
previous document submission was made in error.

Edit document adix
= &

+ Data has been saved x

R Document

DESCRIPTIONY

Document's Type : Certificate of Incorporation
Document's name : |Cemficaﬂe of Incorporation
Document's validity from : 12/12/2022
to
‘ I click or Drag to add a file
Document€) :
R Certificate of Incorporation.pdf
Vendor : TEST 051720171

Document's owner : CONTACT Admin

10.Click the Close button.
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Clicking the Check Progress Button

Once the entire Vendor Enrollment Package has been completed, the Vendor Admin must click the
Check Progress button. This is a critical step that must be completed to move the PASSPort Vendor
Status from Draft to Ready to Submit - a status indicating that the Vendor Enroliment Package is
now ready to be signed and submitted.

PASS Port m Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support @ Newtest N. +
€ 9 ¢  vendornewtest-Draft

& save and Refresh '

Note: Once the Vendor Enroliment Package is in Ready to Submit status, changes can no longer be
made. To return to Draft status, click Return to Preparation Package.

If the Check Progress button has been clicked and the required information is complete, a system
message will appear confirming that the mandatory fields have been completed. Click OK.

Mandatory fields have been completed. Confirm that all red blocking
alerts have been addressed, Then, a Signatory can proceed to the
Signature tab to add a signature and submit your package.

If required information is missing in the Basic Information, Contacts, Disclosures or Documents tabs,
PASSPort alerts will display in the Alerts section in any tab.

ALERTS A

@ - State whether you have a Parent or Controlling Entity in the Disclosures tab
@- Complete each section of the Disclosures tab
@ - Upload your Certificate of Incorporation (or equivalent) in the Documentation tab
- Please upload your Equal Employment Opportunity (EEO) documentation in the Documentation Tab

Complete the required actions and click the Check Progress button again. Vendors will not be able
to proceed to the Signature tab if the Vendor Enroliment Package is incomplete.
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Signature Tab

Once all parts of the Vendor Enrollment Package have been completed and the Vendor Admin has
clicked the Check Progress button, the PASSPort Vendor Status will update from Draft to Ready to
Submit. The Signatory must then review the entire package and its attachments before signing and

submitting it. Only Signatories can add a signature.

1. Click the Signature tab in the left navigation menu.
2. In the Vendor Electronic Signature section, click the Add Signature button.

PASS Port Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support
{9 % Vendor Training Provider 2 - Ready To Submit
I

1 Basic Information €
ALERTS g~
2 Contacts €

3 Disclosures €3 @ - Sign in the Signature tab

4 Documentation €)
VENDOR ELECTRONIC SIGNATURE™

[*] Add signature

VENDOR EMROLLMENT SIGMATURE™

5 Signature 0

0 Resulifs)

VENDOR ENROLLMENT SIGMATURE FOR CERTIFICATION OF NO CHANGE™

0 Resuli{s)

3. In the Edit document pop-up window, click the Submit button to create a new e-Signature.
Sx

Edit document

v Signature

DESCRIPTIONY

Document's Type : New Enrollment Signature

Vendor : Test Vendor PASSPort Organization 101101101

Document's owner : CONTACT Test F

COMMENTS™
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4. Read the text within the PASSPort Questionnaire Certification section. Be sure to scroll
down to read the text in its entirety.

5. Click the checkbox next to “I certify all of above.”
6. Inthe NYC.ID Password field, enter the same password used to log in to your PASSPort

account.

7. Click the Sign button to add your e-Signature.

Edit document

Sfx

+ Data has been saved

rd Signature

DESCRIPTION™

Document's Type : New Enrollment Signature
Vendor : Test Vendor PASSPort Organization 101101101
Document's owner : CONTACT Test F

ELECTRONIC SIGNATURE™

PASSPORT QUESTIONNAIRE CERTIFICATION™

These questionnaire  submissions, including the Vendor
Questionnaire(s). and Principal Questionnaire(s), (collectively
“Questionnaires”), are being submitted on behalf of an entity that
desires to do business with the City of New York (the “Submitting
Vendor”). A materially false statement made in connection with
these Questionnaires may result in a determination that the
Submitting Vendor is non-responsible pursuant to the Procurement
Policy Board Rules ("PPB Rules”) of the City of New York (the “City),
and, in addition, may subject the person submitting these
Ouestionnaires and the Submitting Vendor to criminal charges.

| certify all of above |

NYC.ID Email€): testcontactf@mailinator.com
NYC.ID Password :fsessssss

Signature Date :
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8. A green message stating Signature has been successful! will be displayed. Click the gray X-
icon X at the top of the box to close the signature pop-up window.

Edit document Q:@

" Data has been saved » X

# signature

DESCRIPTION

Document's Type : New Enroliment Signature
Vendor : Test Vendor PASSPort Organization 101101101
Document's owner : CONTACT TestF

ELECTRONIC SIGNATURE™

PASSPORT QUESTIONNAIRE CERTIFICATION™

These guestionnaire submissions, including the Vendor Questionnaire(s). and Principal
Questionnaire(s). (collectively “Questionnaires”), are being submitted on behalf of an
entity that desires to do business with the City of New York (the “submitting Vendor”).
A materially false statement made in connection with these Questionnaires may result
in a determination that the Submitting Vendor is non-responsible pursuant to the
Procurement Policy Board Rules ("PPB Rules”) of the City of New York (the “City"), and,
in addition, may subject the person submitting these Questionnaires and the
Submitting Vendor to criminal charges.

By submitting these Questionnaires, | certify that:

I certify all of above : | /
NYC.ID Email€):  testcontactf@mailinator.com
Signature has been successful!

NYC.ID Password :

Signature Date : 11/09/2022 09:07:38 (Your Local Time)

The e-signature will be displayed in the Vendor Enroliment Signature section with the name of
the signatory who signed the package, as well as the date and time it was signed.

PAss Port Tasks Contracts  Performance  Support

< OO vendeor Vendera04 - Ready To Submit

e ———

1 Basic Information i
ALERTS {1

Z Contacts

A\ Please upload your Division of Labor Services [DLS) documentation (0]
3 Dpisclosures.

4 Documentation
VENDOR ELECTRONIC SICNATURE v

5 signature (1)

[#] Add signature

Vendor Enrollment Signature

At Owner Status Signature Date fyour local time)

L 'r'l Jordan Doo Accepted 12772017 08:18:02 I

Vendor Enrollment Signature for Certification of Mo Change  +

0 Result(s)
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Submitting the Vendor Enroliment Package

Click the Submit Package button to submit the Vendor Enroliment Package.

PAssPOrt Tasks Contracts Performance Support

<9

wendor Vendor804 - Ready To Submit

1 Basic Informaticn

Return to Proparation Package | SUbmit Package

ALERTS  (D)v
2 Contacts

A\~ Please upload your Division of Labar Services [DLS) documentation
3 Dpisclosures

4 Documentation

VENDOR ELECTRONIC SICNATURE *

[#] Add signature

Vemdor Enrollment Signature

At Cwner Status
# 9 Jordan Doe Azcepted

1 Resulis)

Vendor Enrollment Signature for Certification of Mo Change  +

Signature Date fyowr loal time)

V20T 08:18:02

0 Resuls)

@

Adding the Signature and Submitting the Vendor Enroliment Package

Adding an e-signature is not the same as submitting the Vendor Enrollment Package. Ensure
the e-signature is displayed in the Vendor Enroliment Signature table and then click the

Submit Package button.
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Next Steps

Vendors may confirm whether their organization has completed filing their enrollment package by
viewing their Vendor Record Status on the PASSPort Homepage.

= B TE S &

VENDOR CHECK LIST

Account created Yes

Administrator identified Yes

Signatory identified Yes

Commodity enrollment Yes

Vendor Record Status Filed

Principal identified Yes

Principal Questionnaire(s) Completed Yes -

Next to the Vendor Record Status the following PASSPort Vendor Statuses may display:
e Draft — The Vendor Enroliment Package is incomplete.

e Filed — Vendor Enrollment Package has been filed successfully. This does not guarantee a
contract.

e In Review — Submission is pending review and, if needed, MOCS will reach out for additional
information.

e Pending Parent/Controlling Entity — If a vendor has a parent or controlling entity, then that
entity must also complete the Vendor Enroliment process in PASSPort and have a PASSPort
Vendor Status of Filed.

e Ready to Submit — All required information has been entered for the Vendor Enroliment
Package and a Vendor Admin has clicked the Check Progress button. An e-signature must
be added and/or the Submit Package button must be clicked.

Vendors who need to make changes to their disclosures after they have Filed should do so using the
Change Request process. Vendors should also review their Disclosures at least once a year to make
sure the information is current and accurate.
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https://www1.nyc.gov/assets/mocs/passport-downloads/pdf/resources-for-vendors/JobAid-Vendors_Change_Requests.pdf
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