
PASSPort, the City of New York’s digital procurement system, is making it easier for the City of New York 
to do business with Minority and Women-owned Businesses (M/WBEs). In January 2020, the City 
adopted the M/WBE Noncompetitive Small Purchase Method that enables City agencies to award 
contracts of up to $500,000 for goods, professional services, standard services and construction directly 
to M/WBEs. This method is now digital through PASSPort – making it more accessible, transparent and 
faster for City agencies and vendors. Get ready by following the steps below.

It is important for M/WBEs to enroll in commodities in PASSPort to maximize business 
opportunities. When enrolling in commodities, select commodities that best reflect current capacity to 
deliver the goods and/or services.

For step-by-step guidance, visit the Learning to Use PASSPort page where the following resources 
are available to assist with completing your commodity enrollment:
• Enrolling in Commodities in PASSPort Short Video
• Vendor Account Management User Manual (Section 4) 
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Only City-certified M/WBE vendors with PASSPort accounts can be awarded a direct contract using 
the M/WBE Small Purchase procurement method.

Creating a PASSPort account is a simple, two-step process:
Step 1: Establish a NYC.ID here.
Step 2: Once a NYC.ID is created, request a PASSPort account here.

The individual requesting a PASSPort account should be a principal or designee who is officially 
authorized to conduct business with the City of New York on behalf of its organization. For step-by-
step guidance, refer to the PASSPort Account Creation Manual.

Step 1: Create a PASSPort Account

Step 2: Enroll in Commodities

When a City agency has the opportunity to award a contract to an M/WBE through the M/WBE Small 
Purchase Method, it will release a Request for Information (RFI) through PASSPort. The City-certified 
M/WBE vendors the agency reaches out to will be notified of the RFI through PASSPort.

• Upon notification, the M/WBE indicates in system if the business is going to respond to the RFI. 
• The M/WBE provides the price/rate quote and other requested information through PASSPort.
• When awarded, the contract will be created and electronically signed in PASSPort.

For step by step guidance on creating and submitting responses in PASSPort, please refer to the 
Learning to Use PASSPort page.

Step 3: Look out for Opportunities

https://www1.nyc.gov/site/mocs/systems/passport-user-materials.page
https://www1.nyc.gov/assets/mocs/PASSPortVids/Taxonomy%20Short%20Video%20Final.mp4
https://www1.nyc.gov/assets/mocs/passport-downloads/pdf/resources-for-vendors/User_Manual_Vendors_Account_Management.pdf
https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww1.nyc.gov%2Fassets%2Fmocs%2Fpassport-downloads%2Fpdf%2Fresources-for-vendors%2FUser_Manual_Vendors_Account_Management.pdf&data=02%7C01%7CTali.Leger%40mocs.nyc.gov%7C4ff6d3f533c9458e2c9f08d807c75641%7C32f56fc75f814e22a95b15da66513bef%7C0%7C0%7C637267900008485293&sdata=NB3sIwEeW7y7WURyncthEMUhyY5u4uOD7gC7bCakZ3U%3D&reserved=0
https://www1.nyc.gov/account/register.htm?spName=PASSport_Prod&fromKiosk=false&target=aHR0cHM6Ly9wYXNzcG9ydC5jaXR5b2ZuZXd5b3JrLnVzL3BhZ2UuYXNweC9lbi91c3IvbG9naW4/YmxvY2tTU09SZWRpcmVjdD1mYWxzZQ==
https://www1.nyc.gov/account/login.htm?spName=PASSport_Prod&samlContext=bf56c23e-ae37-4e5b-9df7-06443ea0c3ad
https://www1.nyc.gov/assets/mocs/passport-downloads/pdf/resources-for-vendors/UserManual-Vendors_Account_Creation.pdf
https://www1.nyc.gov/site/mocs/systems/passport-user-materials.page
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