
SUBCONTRACTOR PROCESS

SITE NOMINATION

Sites will nominate potential
subcontractors they wish to collaborate

with using the intake form.

MAIN IDEA VETTING/APPROVAL

The CIT team will interview the
nominated subcontractors to assess

their compatibility in logistical,
programmatic, and budgetary aspects.

PROGRAM STARTS

When compliance informs us third
party staff have been cleared to
work program may begin on the

agreed upon start date!

CONTRACTS &
PAPERWORK

CIT will review and share final contracts
and paperwork. Subcontractors submit

documents through the intake form.

SITE REQUESTS
SUBCONTRACTOR

Sites will make their subcontractor
selection using the form linked here

PM, BOROUGH, &
BUDGET PROPOSAL

Site director will meet with the borough
lead or PM for preliminary approval.
Next, the site director will meet with

budget analyst for budget review and
approval.

MAIN IDEA SUBCONTRACTOR
LISTED ON PORTAL

Sites may visit nyeportal.org to
review the approved

subcontractor list

MAIN IDEA CONTRACT
APPROVED BY LEGAL

Once approval packets are
completed and accepted by legal,
the documents are sent for final

approvals and signatures.

STAFF COMPLIANCE

After contracts are signed,
subcontractor staff will be

submitted to compliance to follow
third party clearance process.

https://app.smartsheet.com/b/form/c60a9265db764410a38dfbfe7eccf026
https://app.smartsheet.com/b/form/c60a9265db764410a38dfbfe7eccf026
https://app.smartsheet.com/b/form/6792f7e11d7e408fa8d2fae20e47dc22
http://nyeportal.org/


MAIN IDEA 
MAIN IDEA MAIN IDEA 

All documents must be
completed

electronically. Hand
written submissions will

NOT be accepted. 

If your site is
Community School

your nominated
subcontractor may
not be listed on the

portal. 

Our Curriculum
Departments submit

subcontractor
nominations too!

Approved partners will
appear on the portal and

selection form.

SUBCONTRACTOR PROCESS

SITE NOMINATION

Sites will nominate potential
subcontractors they wish to collaborate

with using the intake form.

EXAMPLE

MAIN IDEA VETTING/APPROVAL

The CIT team will interview the
nominated subcontractors to assess

their compatibility in logistical,
programmatic, and budgetary aspects.

PROGRAM STARTS

EXAMPLEEXAMPLE EXAMPLE

When compliance informs us third
party staff have been cleared to
work program may begin on the

agreed upon start date!

TIP TIP TIPTIP

Note: The subcontractor
approval process occurs

every school year, even for
returning partners.

CONTRACTS &
PAPERWORK

Don’t have a
subcontractor to
nominate? Do not

fret! We’ll provide you
with a list of

approved ones.

TIP

TIP

CIT will review and share final contracts
and paperwork. Subcontractors submit

documents through the intake form.

SITE REQUESTS
SUBCONTRACTOR

Sites will make their subcontractor
selection using the form linked here

EXAMPLE

EXAMPLE

CONTRACT
APPROVED BY LEGAL

STAFF COMPLIANCE

TIP EXAMPLE TIP TIPEXAMPLE EXAMPLE

PM, BOROUGH, &
BUDGET PROPOSAL

Site director will meet with the borough
lead or PM for preliminary approval.
Next, the site director will meet with

budget analyst for budget review and
approval.

MAIN IDEA SUBCONTRACTOR
LISTED ON PORTAL

Sites may visit nyeportal.org to
review the approved

subcontractor list

Once approval packets are
completed and accepted by legal,
the documents are sent for final

approvals and signatures.

After contracts are signed,
subcontractor staff will be

submitted to compliance to follow
third party clearance process.

Make sure you sign
up by the provided
deadline! CIT may
ask for additional

confirmation of your
selection.

It’s possible you signed
up for too many

subcontractors; check
with your Budget

Analyst to make sure
you’re not

overspending!

Prepare for your
meeting with them by
checking your site’s

budget and
subcontractor costs
listed on the portal.

Sit back and relax. 
This step may take

some time depending
on specific

funding sources and
contract budgets

This is similar to NYE
staff compliance

process. Returning
third-party still

require clearance!

Returning third-party
staff may be required

to submit updated
medicals, and

fingerprint
clearance.

Mark your calendars! 

It’s the start of an
exciting season.

OCS contracts and
DYCD contracts

over $20,000
require additional

approval.

Want a quick
approval?

Subcontractor
information should
be thorough and

accurate. 

Rising Ground
(subcontractor)

provides services
particular to the

Community School
model

Ensure you and/or
subcontractor are

completing ALL required
fields. Including outcomes,
budgets, availability, etc 

Deadline: 
End of Day 12/12/23
Submissions entered
after deadline, may
result in processing

delays.

A subcontractor used a
pen to complete their

agreements then
scanned and submitted.

These were NOT
accepted. 

Sites receive an email
from CIT staff informing

them of clearance. 

GREEN MEANS GO

https://app.smartsheet.com/b/form/c60a9265db764410a38dfbfe7eccf026
https://app.smartsheet.com/b/form/c60a9265db764410a38dfbfe7eccf026
https://app.smartsheet.com/b/form/6792f7e11d7e408fa8d2fae20e47dc22
http://nyeportal.org/
http://nyeportal.org/

