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Real Estate Brokerage Services RFP

REQUEST FOR PROPOSALS: REAL ESTATE BROKERAGE SERVICES

INTRODUCTION

The Sullivan County Land Bank Corporation (the “Land Bank”) is issuing this Request for Proposal (“RFP”)
to provide Real Estate Brokerage Services. The Land Bank is currently building four (4) new single family
3 bedroom 2 bath modular homes in Sullivan County, NY. Two (2) in the Village of Liberty and two (2) in
the Village of Monticello and is seeking a licensed Real Estate Broker to list and sell the homes to
qualified eligible homebuyers.

All homes will be highly subsidized to allow low income households the opportunity to purchase these
homes at an affordable price. The homes will be restricted for sale to income eligible homebuyers
purchasing with affordable loan products and that are eligible for all or part of the subsidies. All homes
will have residency restrictions for owner occupancy throughout the term of the agreement.

The Land Bank will require these homes to be marketed before the homes are complete and continue to
market after the homes are finished, if needed, until a qualified buyer is found but specific listing
agreements will be for a specific timeframe regardless of the level of completeness.

The Land Bank will require the broker to provide a set fee for each home instead of a percentage of the
final sales price sales price as in a traditional transaction as these homes will be sold at a subsidized sales
price that is determined later and dependent on the buyer’s individual eligibility and need for some or
all subsidies and bank appraisal.

The buyer will be required to be eligible for the subsidy and should be expected to provide verification
of household income, assets, household size and the ability to secure an affordable loan to the Land
Bank at time of offer. Information on what to submit with the offer will be provided. Homes will not be
sold to those not eligible for all or part of the subsidy.

The Subsidized Listing price will be determined by the Land Bank at the time they sign the Agency
agreement with the Listing Brokerage office based on the market analysis of comparable sales
information provided by the Broker and other information that the Land Bank determines minus the
estimated subsidy.

This is a competitive process designed to serve the Land Bank’s best interests and to provide firms a fair
opportunity for consideration of their services. The request is open to all qualified firms able to deliver
all services specified in this RFP. All proposals will be treated as confidential and reviewed only by the
Land Bank Board and staff. Proposals must be received at the Sullivan County Land Bank offices located
at 390 Broadway, Monticello, NY 12701, or via email at info@sullivancountylandbank.org, no later than
4:00 PM, Friday, January 9, 2026

BACKGROUND/CONTEXT

The Sullivan County Land Bank Corporation was approved by New York State Empire State Development,
pursuant to Article 16 of the New York State Not-for Profit Corporation Law in November 2016. The
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Sullivan County Land Bank is a not-for-profit formed in 2016 by the Sullivan County Legislature to
facilitate the return of vacant and abandoned properties to productive use. The Land Bank’s work will
includes the acquisition and resale of properties to qualified buyers/investors, Land Bank-managed
renovation of properties to sell in move-in or rehab-ready condition, and long-term holding and
assembly of certain properties to facilitate future development projects.

The Sullivan County Land Bank will be a unique client as this proposal involves “to be built” new
construction homes that must be sold to income eligible owner occupant home buyers that meet
specific qualifications as outlined by the SCLB Board. Marketing these properties will require a creative
approach and a thorough understanding of our policies, procedures, and buyer requirements. Please
see our website for more information regarding our other policies and procedures:
http://www.sullivancountylandbank.org

QUALIFICATIONS

e NYS Licensed real estate brokers, who have a Realtor designation and access to the Multiple Listing
Service covering Sullivan County.

e Additional consideration will be given to brokers that have access to list under other Multiple Listing
Services that cover adjoining counties such as Ulster or Orange.

o  Will be able to provide a 6 month Exclusive Right to Sell Agreement

e NYS Licensed Real estate broker may also personally represent as the Listing Agent or may assign to
a listing agent in their office that they feel has the experience to meet the challenges and
understanding of the program and offering.

e Land Bank New Construction Homes will be sold with large subsidies that reduce the sales prices of
the homes below market value. The homes will be listed at a subsidized sales price. The Broker and
Listing agent must have the capacity, knowledge of, and the ability to communicate the transaction
and financial incentives, and requirements of the program to buyers for a successful project.

e The lead broker on the proposal must possess a minimum of 5 years of experience as a NYS licensed
real estate broker and have

e Identify creative approaches and techniques beyond the MLS to identify eligible homebuyers and to
ensure a sale to a buyer who meets the requirements and eligibility criteria.

e Familiarity and experience with the Sullivan County real estate market and specifically trends in
more distressed neighborhoods. The Land Bank’s current focus areas are the Villages of Monticello
and Liberty.

SCOPE OF SERVICES

e The listing agent will determine an estimated market price of each property based on a market
analysis of nearby comparable sales prices and provide that information to the Land Bank. The
homes will be marketed at a sales price determined by the Land Bank before listing the property
based on the estimated market value or other value determined by the Land Bank minus the
estimated maximum subsidy. The actual subsidy that a
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buyer receives will be determined by the Land Bank based on the need of each eligible buyer. They
will utilize the actual appraised value of the home minus all available funds of the buyer such as
primary loan, personal funds and other grants if available. Buyers must show that the transaction is
affordable after all subsidies, other funds and grants are considered.

e The listing agent will be given an electronic marketing package to print & distribute in the homes
when they are complete including the eligibility criteria and information required by the buyers to
be submitted to the Land Bank for the subsidy request along with the offer. This material must also
be used in all marketing and MLS listings and other electronic or other media utilized by the broker
before the construction is complete.

e The listing broker and/or agent will familiarize themselves with the subsidies and requirements of
the buyers and what is expected of them regarding listing these properties and agree to attend a
meeting with the Land Bank and other parties to insure compliance.

During the Listing
e The listing agent will:

o Post all properties to the Multiple Listing Service (MLS) in Sullivan County and any other
counties they have subscription to upgrading photos as the project progresses. Include the
Land Bank’s electronic marketing package with eligibility criteria to the MLS listing for public
disclosure. Include this in any other advertising electronically or in paper form.

Place a MLS lock box on the home once it is constructed.

Additional outreach beyond the MLS to ensure adequate outreach to potential buyers in the
community —i.e. current renters — and identify other means to tap into other potential
applicants.

o Must be present during all showings to ensure the home is locked tight and windows/doors
shut etc. and the buyer’s agent has the information sheet and is responsible for all NYS Realtor
and NYS DOS requirements regarding Covid-19, fair housing, lead and other disclosures where
applicable.

o Must enter the property once constructed at least 1 time per week to take stock of any
condition issues that may be present and notify the Land Bank. Also notify the Land Bank if
other things may be needed such as plowing or shoveling, grass cutting etc. regularly when
applicable.

o Install the standard agency for-sale sign supplied by the broker including a weather tight
information tube where Land Bank information package can be placed along with the MLS
listing accessible to the public. Provide copies of the information package and Insure the
supply of information forms are always maintained.

o Educate buyers and buyers’ agents about the Sullivan County Land Bank and this opportunity
and eligibility requirements and process for the interested buyer.

o Any “good faith” deposit check collected by the broker from offers submitted must be
deposited into the brokers escrow account and given to the seller’s attorney when requested.
The application fee for purchase of the home is $200 and refundable should the sale not
proceed.
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Educate the buyer(s) that a traditional acceptance or denial of an offer may take more time
than a usual transaction as buyer eligibility will need time to review.

Provide the Land Bank with a monthly report summarizing all open listings, including any
recommendations and indicating the level of activity each property has attracted. May be via
email and in any comprehensive form.

Advise the Land Bank regarding price reductions for properties that have been listed for an
extended period of time and are not attracting adequate interest.

Attend any public outreaches that the Land Bank may arrange to group market the properties
to potential buyers.

Respond to referrals of prospective purchasers made by the Land Bank

Provide access to buyers and buyer’s brokers or agents for showings, appraisals, or inspection

Preparing to Close

e The listing agent will conduct activities to facilitate a timely closing of purchases, including but not

limited to:

O

Providing commission statements and collecting commission statements from the buyer’s
broker where applicable and submitting them to the Land Bank’s legal counsel. Arrange to
have utility meters read for electric and water and obtain final invoices from the utilities and
deliver them to the Land Bank legal counsel in order to expedite the timely preparation of a
Statement of Sale.

Periodically checking in on pending sales to ensure that the buyer has completed their loan
application, ordered title insurance if they plan to do so and if available, that abstracts are
being prepared, that appraisals are being conducted and that any inspections required by the
buyers’ lender are completed in a timely manner in order to expedite closing.

If the buyer is using legal counsel, encourage them to have the attorney review the purchase
offer and subsidy requirements and restrictions including the security instruments prior to
signing the offer (there is no attorney approval clause in the Land Bank’s sales contract;
buyers must review with their attorney prior to submitting the offer) and submitting it to the
Land Bank. Ensure that buyer’s counsel understands that the Land Bank’s process differs from
typical residential transactions.

BUYER PROFILE
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Buyer Profile:

While the following items describe the ideal buyer, they are used to highlight the grant

requirements and buyer restrictions that will be required of the sale:

e Buyer household must meet or be below the buyer median income, however one home may be
sold above this level, but preference will be given to at or below this level.

e  Must live/work in Sullivan County at time of application

e Buyer must commit to living in the home for a minimum of ten (10) years to meet eligibility
requirements or may have to repay the subsidies.

e Buyer must complete subsidy application at time of offer (documentation of household income,
household size, assets, identification of household members and mortgage pre-approval
certificate)

e Buyer must obtain a home inspection

e Buyer must commit to housing counseling session and on-line homebuyer education

PROPOSAL REQUIREMENTS

A proposal submitted in response to this RFP is to be formatted as follows to assure consistency:
Section A. Understanding of the Scope of Services to be provided for the Land Bank
Section B. Proposed Fee: See Section V of this RFP for more information

Section C. Qualifications, Experience, Resume & Qualifications of Key Personnel: Resume and copy of
license for broker responsible for the account, including knowledge of programs SCLB is working with

Section D. Approach to Market Analysis: How will you go about performing market analysis and advising
the Land Bank of a listing price given the new construction nature the properties to be listed and the
scarcity of arms-length comps in some distressed neighborhoods? What rules of thumb will you
recommend be applied to lowering prices based on consumer interest and time on the market?
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Section E. Marketing Plan: The Land Bank’s sales process differs from typical arms-length real estate
transactions due to the Land Bank’s efforts to screen buyer’s and identify eligible buyers with
sustainable incomes that fit specific mortgage criteria and to utilize a soft second “enforcement
mortgage(s)” once a property is sold to ensure the buyer remains the owner occupant, maintains the
home, makes timely mortgage and property tax payments and maintains homeowners insurance
through the end of the term as a condition of the subsidies. How will you work to educate buyers about
this process and encourage applicants to submit high-quality purchase offers? In general, how will you
market and attract attention to these listings?

Section F. Owner-Occupancy and Affordability Requirements: One of the primary goals of the Land Bank
is to attract owner-occupants to neighborhoods with lower-than-average owner occupancy rates in
order to promote better property maintenance, increase property values, and help stabilize
neighborhoods. We also think that more affordable homes in these areas can be a great opportunity for
first-time home buyers to make a smart investment in an up-and-coming neighborhood and build
equity. Please describe how you will attract owner-occupants to these ‘transitional’ neighborhoods, how
you will promote the financial incentives that may be available to them and how you will educate buyers
and buyers’ agents about the Land Bank’s sales process.

COMPENSATION

Please specify your proposed commission on a per house basis. Explain how commissions will be split
with buyer’s agents. It is the Land Banks intention to award one broker for all three homes. The Land
Bank reserves the right to award multiple brokerage contracts to each of these homes, if needed.

INSURANCE REQUIREMENTS

The successful bidder shall be required to provide for itself and maintain at its own cost and expense
until the completion of the work the following forms of insurance:

A. Commercial General or Professional Liability coverage with limits of liability not less than One
Million Dollars ($1,000,000.00) per occurrence and not less than Two Million Dollars ($2,000,000.00)
annual aggregate.

B. Comprehensive Automobile Liability coverage on owned, hired, leased, or non-owned autos with
limits not less than $500,000 combined for each accident because of bodily injury sickness or
disease, sustained by any person, caused by accident, and arising out of the ownership,
maintenance or use of any automobile for damage because of injury to or destruction of property,
including the loss of use thereof, caused by accident and arising out of the ownership, maintenance
or use of any automobile.

C. Workers' Compensation and Employers' Liability in form and amounts required by law if they have
employees.

D. Errors and Omissions Insurance: A policy or policies of errors and omissions insurance. Said
insurance must be issued by an insurer licensed to do business in the State of New York and must
have an A.M. Best rating of not less than "A".
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The Land Bank shall be named as an additional insured on the policies required by subparagraphs (A and
B) above (390 Broadway, Monticello, NY 12701).

The successful respondent shall furnish certificates of insurance to the Land Bank and corresponding
policy endorsement setting forth the required coverage hereunder prior to commencing any work, and
such policies shall contain an endorsement requiring the carrier to give at least ten days' prior notice of
cancellation to the Land Bank. All insurance required shall be primary and non-contributing to any
insurance maintained by the Land Bank. The successful bidder shall ensure that any subcontractors hired
carry insurance with the same limits and provisions provided herein. The successful bidder agrees to
cause each subcontractor to furnish the Land Bank with copies of certificates of insurance and the
corresponding policy endorsements setting forth the required coverage hereunder prior to any such
subcontractor commencing any work.

OTHER REQUIREMENTS

Indemnification

The successful contractor shall defend, indemnify and save harmless the Land Bank, its employees and
agents, from and against all claims, damages, losses and expenses (including, without limitation,
reasonable attorneys’ fees) arising out of, or in consequence of, any negligent or intentional act or
omission of the successful respondent, its employees or agents, to the extent of its or their
responsibility for such claims, damages, losses and expenses.

Non-Collusive Certification

By submission of this RFP, each respondent and each person signing on behalf of any contractor
certifies, and in the case of a joint proposal each party thereto certifies as to its own organization, under
penalty of perjury, that to the best of his knowledge and belief:

1. The prices in this proposal have been arrived at independently without collusion, consultation,
communication, or agreement, for the purpose of restricting competition, as to any matter relating
to such prices with any other contractor or with any competitor; and

2. Unless otherwise required by law, the prices which have been quoted in this bid have not been
knowingly disclosed by the contractor and will not knowingly be disclosed by the contractor prior to
opening, directly or indirectly, to any other contractor or to any competitor; and

3. No attempt has been made or will be made by the contractor to induce any other person,
partnership or corporation to submit or not to submit a proposal for the purpose of restricting
competition.

MWBE Promotion

It is the policy of the Land Bank that Minority-Owned Business Enterprises (MBE) and Women-Owned
Business Enterprises (WBE) are afforded the maximum opportunity to participate in the performance of
contracts. It is also the Land Bank's goal to award Procurement Contracts to those procurement
contractors who have evidenced compliance with the laws of the State of New York prohibiting
discrimination in employment.
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Affirmative Action

As required by Executive Law § 312, and in compliance with the Land Bank’s procurement policy, any
contractor awarded a procurement contract in excess of $25,000 for services rendered to the Land Bank
must acknowledge this affirmative action policy and agree to implement the same by making every
reasonable effort to award any subcontracts (none of hereby authorized) to MBEs and WBEs and to
utilize minority and labor in the performance of any agreement that is awarded to the contractor.
Specifically, any contractor awarded a contract in excess of $25,000 dollars will be expected to abide by
the following provisions:

1. The contractor will not discriminate against employees or applicants for employment because of
race, creed, color, national origin, sex, age, disability or marital status, and will undertake or
continue existing programs of affirmative action to ensure that minority group members and
women are afforded equal employment opportunities without discrimination. For purposes of this
section, affirmative action shall mean recruitment, employment, job assignment, promotion,
upgradings, demotion, transfer, layoff, or termination and rates of pay or other forms of
compensation.

2. At the request of the contracting agency, the contractor shall request each employment agency,
labor union, or authorized representative of workers with which it has a collective bargaining or
other agreement or understanding, to furnish a written statement that such employment agency,
labor union or representative will not discriminate on the basis of race, creed, color, national origin,
sex, age, disability or marital status and that such union or representative will affirmatively
cooperate in the implementation of the contractor's obligations herein.

3. The contractor shall state, in all solicitations or advertisements for employees, that, in the
performance of the MWBE Threshold Contract, all qualified applicants will be afforded equal
employment opportunities without discrimination because of race, creed, color, national origin, sex,
age, disability or marital status

Non-Discrimination Policy

In accordance with Article 15 of N.Y. Executive Law (also known as the Human Rights Law) and all other
State and Federal statutory and constitutional non-discrimination provisions, the Contractor agrees that
neither it nor any of its subcontractors shall, by reason of age, race, creed, color, national origin, sexual
orientation, military status, sex, disability, predisposing genetic characteristics or marital status refuse to
hire or employ or to bar or to discharge from employment such individual or to discriminate against
such individual in compensation or in terms, conditions or privileges of employment.

Miscellaneous Requirements

1. The Land Bank will not be responsible for any expenses incurred by any firm in preparing or
submitting a proposal. All proposals shall provide a straightforward, concise delineation of the firm’s
capabilities to satisfy the requirements of this RFP. Emphasis should be on completeness and clarity
of content.

2. The contents of the proposal submitted by the successful firm and this RFP may become part of the
contract for these services. The successful firm will be expected to execute said contract with the
Land Bank.
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3. Proposals shall be signed in ink by the individual or authorized principal of the responding party.

4. Proposals submitted shall be assumed valid for a minimum of sixty (60) days from the due date
unless otherwise stated.

5. The Land Bank reserves the right to reject any and all proposals received or to negotiate separately
in any manner necessary to serve the best interests of the Land Bank.

6. The selected agent is prohibited from assigning, transferring, conveying, subletting or otherwise
disposing of any agreement or its rights, title, or interest therein or its power to execute such
agreement to any other person, company or corporation without the prior written consent of the
Land Bank.

PROPOSAL SUBMISSION

Proposals must be emailed to info@sullivancountylandbank.org or received at the Sullivan County Land

Bank office:

Sullivan County Land Bank Corporation
Attn: Serra McDowall, Administrator
PO BOX 1496

Monticello, NY 12701

The proposal shall be clearly marked “Sullivan County Land Bank - REAL ESTATE BROKERAGE SERVICES
RFP”.

Note: Submissions must be submitted and received by or no later than 4:00 PM, Friday, January 9,
2026.

The Land Bank will not be responsible for any expenses incurred by any firm or person in preparing or
submitting a proposal.
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