PUBLIC HEALTH SOLUTIONS
HIV Care Services

VENDEX QUESTIONNAIRE GUIDELINES

These guidelines are provided to assist you with the completion of the VENDEX Questionnaires.

SUBMISSION of VENDEX (Full and Changed Questionnaires) to MAYOR’S OFFICE OF CONTRACTS, NOT PUBLIC HEALTH SOLUTIONS/HIVCS: All Full and Changed VENDEX questionnaires must be submitted directly to the Mayor’s Office of Contracts (MOCS) at the address below. MOCS and/or Public Health Solutions /HIVCS will contact you for any missing or incomplete information. The only items your organization must submit to Public Health Solutions /HIVCS to meet your contractual requirements are: 

-
the “VENDEX Submission Memorandum”, provided to you by Public Health Solutions /HIVCS, on which you indicate the date you sent your organization’s Full or Changed Questionnaires to MOCS 

Mayor’s Office of Contract Services

VENDEX Unit

253 Broadway, 9th Floor

New York, NY 10007  

SUBMISSION of VENDEX Certifications of No Change Public Health Solutions /HIVCS only 
Certifications of No Change should be submitted if there are no changes to the Vendor and/or

Principal Questionnaires.  They should be submitted directly to Public Health Solutions/HIVCS for processing. 

Please Answer All Questions Completely. Answers are to be typewritten or completed in ink. A response of “N/A” is not acceptable. If you need more space, photocopy the appropriate page and attach it to the Vendor and/or Principal Questionnaires.  

Note: The submission of forms other than those provided to you will not be processed.  
TYPES OF SUBMISSION FOR THE VENDOR QUESTIONNAIRE
1. Box 1 - Fully Completed Questionnaire - If a Vendor Questionnaire has never been submitted to a NYC government agency or was submitted more than three years ago - Complete and submit pages 1 through 20.  Note that the Certification (page 20) must be notarized.

· Please note that all individuals listed in response to Question 6a, on pages 8-9 of the Vendor Questionnaire must complete and submit a Principal Questionnaire.

2. Box 2 - Changed Questionnaire - If a Vendor Questionnaire has been submitted to a NYC government agency within the last three years and there has been a change of information - Complete and submit page 1, and any pages, where the specific information has changed, and also page 20. Note that the Certification (page20) must be notarized.

3. Certification of No Change - If the Vendor and Principal Questionnaires have been submitted to a NYC government agency within the last three years and there has been NO change of information, complete and submit a SINGLE Certification of No Change form.  You should not be submitting separate Certifications of No Change for the Vendor and Principal Questionnaire(s). Two originals of the form, with original signatures and notarization, must be submitted to Public Health Solutions /HIVCS to be considered complete.   
TYPES OF SUBMISSION FOR THE PRINCIPAL QUESTIONNAIRE

1. Box 1 – Fully Completed Questionnaire – If a Principal Questionnaire has never been submitted to NYC government agency or was submitted more than three years ago  – Complete and submit pages 1 through 7.  Note that the Certification (page 7) must be notarized.

2. Box 2 – Changed Questionnaire – If a Principal Questionnaire has been submitted to a NYC government agency within the last three years and there has been a change of information – Complete and submit page 1, and any pages, where the specific information has changed, and also page 7.  Note that the Certification (page 7) must be notarized.

3. Certification of No Change – see instructions for this document above. 
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