
Community District Needs and Budget Requests

Tips to Strengthen Submissions
Clear, concise and current Statements of Community District Needs and Budget Requests support 

more effective understanding of community perspectives and desired outcomes by City government 

decision makers, stakeholders and the public



Part 1: Needs Statements

• District Overview
• Top 3 Pressing Issues
• Policy Areas

Checklist:

❑ Avoid using abbreviations or acronyms and spell out or define references 

to specific programs, neighborhoods, and projects within each statement

❑ Locations (if applicable) should be clearly defined and stated within each 

statement. If there is no specific location, “borough-wide” should be 

indicated in the text

Note: Keep in mind that the reader will not necessarily be able to infer references from 

text provided elsewhere in the submission.Can the 

narrative be 

understood 
independently?

Example

Brooklyn 12 – Policy Area



Part 1: Needs Statements

• District Overview
• Top 3 Pressing Issues
• Policy Areas

Checklist

❑ Check that responses refer to the issue or policy area indicated in each section

❑ Within each need statement, explain the need and/or what is lacking in the 

district and advocate for what is needed to address the issue. If unknown, 

state that there is a need to solve for addressing the issue

❑ Reference research and figures and be sure to use current or most recent 

available data. Visit DCP's Community District Profiles amongst other 

resources.

Note: While many issues are interrelated, it is important that text reflects the content indicated within 

each section of the form. This will help the reader to accurately interpret the need specified and draw 

accurate conclusions when submission data is analyzed in aggregate form.

Does the 

narrative answer 
the question?

Example

Manhattan 3 – Top 3 Pressing Issues

https://communityprofiles.planning.nyc.gov


Part 1: Needs Statements

• District Overview
• Top 3 Pressing Issues
• Policy Areas

Checklist

❑ Use complete sentence structure and appropriate capitalization to ensure 

clarity of understanding

❑ Edit your submissions for grammar and punctuation before submitting

Note: Keep in mind that submissions are publicly accessible and frequently used by stakeholders and 

the public to learn about the district. While submissions entered in the form fields are formatted into a 

report, text will not be edited and will appear in the report as submitted.

Is the 
narrative

statement 

ready to be 
published?

Example

Bronx 4 – Top 3 Pressing Issues



Part 2: Budget Requests

• Correct Agency
• Explanation
• Location Information

• External Stakeholders

Checklist

❑ Confirm budget requests are submitted to the agency responsible for the 

service or project referenced

❑ Avoid submitting requests submitted to “Other” agencies, to the 

extent possible

Note: If you are not sure which agency is responsible for the service or project you are requesting 

funding for, you can call OMB to confirm which agency should receive the request.

Do the budget 

request 

narratives 

specify the 

correct agency?

Example

Queens 5 – Budget Requests



Part 2: Budget Requests

• Correct Agency
• Explanation

• Location Information

• External Stakeholders

Checklist

❑ Explicitly states needs and how the request would address the need

❑ Data or relevant agency information to support the request

❑ Clear definition of any projects or programs referenced, including current 

funding and service delivery conditions

Note: Budget request submissions should include an explanation detailing specific information 

regarding the need and background that supports a case for funding, similar to a proposal.Does the 

explanation 

clearly identify 

the need and 

provide 

rationale?

Example

Manhattan 7 – Budget Requests



Part 2: Budget Requests

• Correct Agency
• Explanation

• Location Information

• External Stakeholders

Checklist

❑ Specific location information should be included in the “Location Information” 

section of a request, when applicable. This includes a single address, site or 

street segment (including cross street references).

❑ Locations should be referenced in the explanation. If there is no specific 

location (i.e., “district-wide”), reference this in the explanation and select “None” 

for the Site Address.

Note: When requests are made for a specific location, it is helpful to include the details of the exact 

location, in order to alleviate confusion and to provide an opportunity to map or visualize the budget 

requests.

Is location 

information 

provided for 

site specific 

requests?

Example

Staten Island 2 – Budget Requests



Part 2: Budget Requests

• Correct Agency
• Explanation

• Location Information

• External Stakeholders

Checklist

❑ Specific stakeholders in support of the referenced project are identified

❑ An MOU or letter of support should be included and attached in the 

Attachments section of the report

Are external

stakeholders 

identified?

Example



Need help?

For support related to the form or submission process, please contact DCP:

• The Planning Support team at CDNeeds_DL@planning.nyc.gov.

For support related to CB Budget Requests and Borough Budget Consultations, please contact OMB:

• Tramell Thomas at thomast@omb.nyc.gov or (212) 788-6129

Support

9


