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https://www.nyscr.ny.gov/

Finding Certified MWBEs

➢ Make sure your organization is 
registered

➢ Advertise contracting/ 
subcontracting opportunities
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https://ny.newnycontracts.com/

✓ Houses the Directory of over 8,700 

Certified MWBEs

✓ Can search by…

✓ Business Name

✓ Work Regions

✓ Industry Codes

✓ Geographical location

✓ Business Descriptions

✓ Contact Person

Finding Certified MWBEs
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Suggestions On Searching the Directory

➢ Know and search by industry and commodity codes

➢ Conduct a search by keywords as a supplement

➢ Search by “Work Districts/Regions”

➢ Search by “Location” as a supplement
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The NYS Certified MWBE Vendor List can be found at:                  

https://ny.newnycontracts.com/

Minority and Women Owned Business Enterprise Requirements

https://ny.newnycontracts.com/
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Use the Lookup Commodity

Code Link to find vendors 

that can provide the 

equipment you are looking to

Purchase.

Minority and Women Owned Business Enterprise Requirements
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In this example we searched 

security in category CSI: 

Construction Specifications 

Institute Divisions   

Minority and Women Owned Business Enterprise Requirements
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Click the Add Button for 

the categories that match 

your search.

Minority and Women Owned Business Enterprise Requirements
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Click on Search     

Minority and Women Owned Business Enterprise Requirements
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A list of MWBE 

vendors will be 

displayed.     

Fictitious vendor 

names are displayed 

in this example. 

Minority and Women Owned Business Enterprise Requirements
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Grantees must also submit the following documents:

• DHSES MWBE  Utilization Form 

• DHSES MWBE EEO Staffing Plan Form A

• DHSES MWBE EEO Staffing Plan Form B (Vendor)

• Reimbursement cannot be made until these forms are 

submitted

MWBE Forms can be found on DHSES website: 

http://www.dhses.ny.gov/grants/mwbe.cfm

Minority and Women Owned Business Enterprise Requirements

http://www.dhses.ny.gov/grants/mwbe.cfm
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Minority and Women Owned Business Enterprise Requirements

MWBE Compliance

DHSES requires that all state-funded contracts comply fully with the 30% MWBE goal.  

Your MWBE Goal is 30% of your award/contract amount.     

Example:  $50,000 x 30% = $15,000 MWBE Goal

The amount of your contract that is applied to your MWBE Goal is called the 

Discretionary Amount.  In the example above $50,000 is your Discretionary Amount.  

Some purchases (such as an approved Single/Sole Source purchase) are exempt from 

MWBE goals and will then reduce your discretionary amount.

Example:  $50,000 - $15,200 (approved sole source) = $34,800 (New 

Discretionary)

$34,800 x 30% MWBE Goal = $10,440 New MWBE Goal
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If you are unable to reach your MWBE goal, you will need to request a waiver.   A waiver 

must show Good Faith Effort that you tried to reach your MWBE goal.

Information needed in Waiver Request:

• A statement justifying the reason for requesting the waiver

• Dollar amount of the procurement

• A list of the publications your RFP was published in along with the dates published

• A list of all certified MWBE’s you solicited for purposes of complying with your MWBE 

goals

• A list identifying all vendors that submitted proposals, their bid price, who was selected 

and reason why the vendor was selected

• Describe specific reasons why certified MWBEs were not selected

• A copy of the RFP used to solicit vendors 

MWBE Waivers

What happens if I am unable to meet my MWBE goal?

Minority and Women Owned Business Enterprise Requirements
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▪ If the reason for the MWBE waiver is lack of MWBE’s – provide screen 

shots of your searches on the MWBE website

▪ If the reason for the MWBE waiver is lack of MWBE response –

provide solicitation logs whether it be copies of emails or a 

spreadsheet of who and how the MWBE’s were contacted and their 

reply or lack thereof.  Provide copies of responses made by certified 

MWBEs to your solicitations when possible. 

MWBE Waivers cont.

Minority and Women Owned Business Enterprise Requirements
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DHSES MWBE Waiver Form

Instructions for filing out 

these forms can be found 

on our website at:

http://www.dhses.ny.gov/grants

/mwbe/DHSES-GPA-MWBE-

Guidance-for-Grantees.pdf

Minority and Women Owned Business Enterprise Requirements

http://www.dhses.ny.gov/grants/mwbe/DHSES-GPA-MWBE-Guidance-for-Grantees.pdf
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As purchases are completed over a multi-year period of performance, you may find that you need to request certain 

components/purchases of your contract be exempted from MWBE goals.  These are referred to as partial waivers 

reducing your discretionary.   

While your MWBE goal of 30% still stays the same, you are asking for this specific purchase to be exempt from 

MWBE goals.         

This waiver, once approved, will reduce your discretionary amount which is the amount of your contract that is 

applied to your MWBE goal.

Example:   $50,000 contract X 30% MWBE goal = $15,000 MWBE goal

Partial waiver approved reducing discretionary to $35,000

$35,000 x 30% MWBE goal = $10,500 MWBE goal

You can still attempt to achieve the 30% goal on your original contract amount, but for right now you are asking for 

this portion of the project to be waived so that you can start working on this project.

MWBE Waivers cont.

Waivers Reducing Your Discretionary

Minority and Women Owned Business Enterprise Requirements
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Amendment Process

• PRIOR approval required before moving forward

• Amendment requests must be in writing and include:

• Strong justification for adding/removing items from the budget

• Information on status of project being removed from the budget i.e. project funded 

by County/Local funds

• Snapshot of new budget figures

• Amendment Request Example:

We would like to send four members of our hazmat team to a training in Pennsylvania.  

The training will provide the team with knowledge on proper decontamination 

techniques. Our original budget had $10,000 allocated for equipment (portable radios). 

This purchase came in under budget, leaving us a balance of $4,000 in cost savings that 

we would like to use to send our hazmat team to this training.
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Training Approval

• Trainings/Conferences/Out of State Travel

• All requests must be submitted and approved PRIOR to attendance 

and/or travel using the Training/Conference/Out of State Travel 

Form

• For travel expenses, you must follow the Federal, State or Local 

travel policy, whichever is most restrictive, to ensure that grant 

funds are being used cost effectively
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Training - Procurement Guidelines 

• Travel Expenses - shall be reimbursed at the lesser of the rates set forth in the 

written travel policy of the subrecipient, the NYS Office of the State Comptroller 

(OSC) guidelines or United States General Services Administration rates.

• Documentation – Travel policies and procedures, travel authorizations, training 

agenda, sign-in sheets, reimbursement request documents (airline, vehicle 

rental, hotel, gas, toll & meal receipts, mileage claim forms), credit card 

statements, check register and cancelled check, DHSES pre-approval for out of 

state travel. 

• Consultants & Training Schools – All consultant services must be obtained in 

a manner that provides fair and open competition. Subrecipients shall retain 

copies of all solicitations seeking a consultant, written agreements and 

documentation justifying the cost and selection of the consultant or training 

school. Any single/sole source procurement requires prior written approval from 

DHSES.
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Sole Source Procurement

Must include:

• Grant program 

• Dollar amount

• Name of vendor

• Brief description of 

service/equipment

• Uniqueness of 

service/equipment
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Common Observation  - Procurement
• Sole Source 

• Condition – ABC County Emergency Management Office contracted with XYZ 

Company to conduct a 2-day Hazmat training for the ABC County HazMat Team. 

The cost for this training was $11,400. This price includes all instructor fees, 

travel expenses and course materials for up to 30 students. Included with the 

documentation reviewed by DHSES was a “Sole Source Justification” letter from 

the vendor. Also, in the justification space of the County’s purchase request, it is 

mentioned that the course has been approved by NYS Division of Homeland 

Security and Emergency Services, however, there was no written pre-approval 

from DHSES Grants Unit available for our review. A sole source request was 

subsequently sent to DHSES for approval, but since DHSES does not grant 

after-the-fact pre-approval, the Grants Unit responded that they would have 

approved the sole-source request had the County requested such prior to hiring 

the vendor. Other than the aforementioned, the County provided no written proof 

from DHSES and therefore is non-compliant with the Contract.
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Fiscal Reporting

• Submit for reimbursement on a quarterly basis

• Ensure all fiscal paperwork is completed in its entirety 

and correct
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Progress Reports

• “Tell your story”

• No activity this quarter should rarely be used

• Be sure to check Final Report when appropriate
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Questions?


