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Preparing for Funding Opportunities
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NYS Grants Management & the Gateway Document Vault
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1.  Registering with NYS Grants Management
Register Your Organization | Grants Management (ny.gov)
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2.  Obtaining a Prequalified Document Vault
Get Prequalified | Grants Management (ny.gov)



7

Required Documents
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Q:   Why is a Certificate of Incorporation Papers or Other
Equivalent Document required?

A:    To verify an organization’s correct legal name and ensure they are able 
to do business in the State of New York. 

Q:   What would be considered an Equivalent Document?
A:   In most cases a Charter (issued by the NYS Education Department – for 

veterans’ organizations this would not be the Charter from the parent 
organization); or Certificate of Election (for Veterans’ Organizations 
identified as a subordinate under a parent organization) must be filed 
with the NYS Department of State  (DOS).

Certificate of Incorporation Papers or Other Equivalent Document
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Q. What needs to be on the Original Certificate of Incorporation 
Papers and any amendments?

A. Other than the legal name and purpose; the Certificate of 
Incorporation Papers should carry the DOS seal or ‘Filed’ stamp (see 
below), showing that the document has been filed with DOS.  
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Q. Which non-profit-organizations would be required to file a 
Certificate of Election and what must a Certificate of Election 
include?

A. If a Veterans’ Organization is not incorporated through DOS and they 
are a subordinate under a parent organization (National or State) as 
well as have rights given to them under the NYS Benevolent Orders 
Law (BOL), then the Veterans’ Organization must obtain from DOS, or 
file with DOS and then obtain, a stamped Certificate of Election.  

DOS has provided guidance for filing and obtaining a Certificate 
Election and will be posted with this presentation on the NYS DVS 
website.
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IRS 501c Determination Letter
“A ruling or determination letter will be issued to your organization if its application
and supporting documents establish that it meets the particular requirements of the
section under which it is claiming exemption.”
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IRS 990
“A tax-exempt organization must file an annual information return or notice with
the IRS, unless an exception applies. Annual information returns include Form 990,
Form 990-EZ and Form 990-PF. Form 990-N (e-Postcard) is an annual notice”
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Audit/Review and Findings
NYS Vendor Prequalificatoin Policy Manual
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CHAR500 or CHAR410
Charities, Nonprofits & Fundraisers | New York State Attorney General (ny.gov)
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Board of Directors Profile & Senior Leadership Resumes 
Get Prequalified | Grants Management (ny.gov)
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Corporate Bylaws
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Submitting the Document Vault & Prequalification Process 

Submit feature
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Grant Opportunities – Notifications and Searching
Search for Funding | Grants Management (ny.gov)
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Grant Opportunity 
Announcement 
Posted on 
11/11/22
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