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REQUEST FOR PROPOSALS  

for 

Commercial Real Estate Services 

RFP No. 19-03 

 
The Harris County Housing Authority (“HCHA”) is requesting proposal submissions from interested and 

qualified State of Texas licensed Commercial Real Estate Brokers (Offeror(s)) and their designated 

agent(s) to provide commercial real estate brokerage services including but not limited to the purchase 

and/or sale of real property located in Harris County, Texas.  

 

This RFP contains submission requirements, the scope of service, period of service, terms and conditions 

and other pertinent information for submitting a proper and responsive proposal. RFP #19-03 will be 

posted on April 30, 2019, and can be downloaded from HCHA’s website www.hchatexas.org. 

 
Prospective Offerors desiring any explanation or interpretation of this solicitation must make the request 

in writing no later than May 10, 2019. The request must be emailed to Samson Babalola at 

samson.babalola@hchcatexas.org Any information given to a prospective Offeror about this solicitation 

will be furnished to all other prospective Offerors as a written amendment to the solicitation. All 

amendment(s) to this solicitation, if issued, will be posted on HCHA’s website www.hchatexas.org. All 

Offerors are encouraged to check the HCHA website for amendment(s) issuance. 

 
The proposal(s) must be enclosed in a sealed envelope and labeled as follows: Commercial Real Estate 

Services - Request for Proposals. RFP #19-03, Due Date and Time: May 20, 2019, 2:00 P.M. (CST), 

Name of Offeror: ____________________. 

 

The RFP submission must be addressed to Attn: Samson Babalola, Harris County Housing Authority, 

8933 Interchange Drive, Houston, Texas 77054. Submissions may also be emailed as a PDF attachment 

to samson.babalola@hchatexas.org. 

 

Submittals must reach HCHA no later than 2:00 P.M. (CST) on May 20, 2019. Late submissions will be 

handled in accordance with the provisions in Form HUD-5369-B title “Late Submissions, Modifications, 

and Withdrawal of Offers.” Submittals will be held in confidence and will not be released in any manner 

until after the contract award. 

 

Submittals will be evaluated on the criteria stated in the RFP. Negotiations may be conducted with 

Offerors who have a reasonable chance of being selected. After evaluation of the proposals, if any, the 

contract will be awarded to the responsible Offeror(s) whose qualifications, project proposal and other 

factors considered are the most advantageous to HCHA. 

 
HCHA reserves the right to reject any and all submissions. 
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I.  INTRODUCTION 

The Harris County Housing Authority (“HCHA”) is requesting proposal submissions from interested and 

qualified State of Texas licensed Commercial Real Estate Brokers (Offeror(s)) and their designated 

agent(s) to provide commercial real estate brokerage services including but not limited to the purchase 

and/or sale of real property located in Harris County, Texas. The primary task will be the acquisition of 

sites that are suitable for affordable housing development by the Harris County Housing Authority. 

RFP’s must reach the Harris County Housing Authority no later than 2:00 p.m. CST, May 20, 2019. 

 

Offerors are required to submit written proposals that present the Offeror’s qualifications and 

understanding of the services to be performed.  The Offeror’s proposals should be prepared simply and 

economically and should provide all information it considers pertinent to its qualifications for the scope 

of services contained herein.  Emphasis should be placed on completeness of services offered and clarity 

of content of the proposal. 

The proposal must be submitted no later than 2:00 PM on Monday, May 20, 2019, to the following 

mailing or e-mail address:  

Harris County Housing Authority 

Attn: Samson Babalola 

8933 Interchange Drive 

Houston, TX 77054 

E-mail: samson.babalola@hchatexas.org 

 

II.  PROCUREMENT SCHEDULE 

The anticipated schedule for the RFP is as follows: 

SCHEDULE 

 

EVENT        DATE 

Advertised         April 28 and May 5, 2019 

Post on HCHA Website       April 30, 2019 

Pre-Submission Conference      N/A 

Receipt of Written Questions      May 10, 2019 

Response to Written Questions      May 14, 2019 

Submission Date       May 20, 2019 

 

III.  DELIVERABLES 

If submitting a hard copy, one (1) original proposal and three (3) copies of the typewritten submission, 

including all required information, must be executed and submitted in a sealed envelope or package. Any 

handmade corrections made in the proposal must be initialed by the principal or authorized officer of the 

Offeror. The original proposal must bear the original signature of a principal or authorized officer of the 

Offeror. 

Proposals may also be emailed as a PDF attachment to samson.babalola@hchatexas.org. If submitting an 

electronic copy, only one (1) proposal need be emailed. Electronic submission of the proposal shall be 

mailto:samson.babalola@hchatexas.org
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considered signed by a principal or authorized representative of the Offeror. Electronic submissions 

must be received by the due date and time for consideration.  

Offerors are solely responsible for ensuring that their proposals are received by the time and date stated. 

Receipt at HCHA after the due date and time specified will be cause for rejection. 

 

Proposal Due Date/Time:  

 

Proposals must be submitted on or before 2:00 p.m. CST on May 20, 2019, in a bound and sealed 

envelope or package or by email attachment. If submitting a hardcopy submission of the proposal, the 

face of the envelope or package must contain, in addition to the address below, the title “Commercial 

Real Estate Services” – Request for Proposals. RFP #19-03, Due Date and Time: May 20, 2019, 2:00 

P.M. (CST), Name of Offeror: ____________________.” If submitting an electronic copy of the 

proposal, the subject line must contain the title “Commercial Real Estate Services” – Request for 

Proposals. RFP #19-03, Due Date and Time: May 20, 2019, 2:00 P.M. (CST), Name of Offeror: 

____________________.” 

  

Submission Place/Address 

 
Proposals must be submitted to Attn: Samson Babalola, Harris County Housing Authority, 8933 

Interchange Drive, Houston, Texas 77054 or by email to samson.babalola@hchatexas.org. 

 

Proposals by telegram, telephone, or facsimile, or handwritten proposals, will not be accepted by HCHA. 

 

IV.  SCOPE FOR COMMERCIAL REAL ESTATE SERVICES 

The Harris County Housing Authority (HCHA) is seeking proposal submissions from interested and 

qualified State of Texas licensed Commercial Real Estate Brokers (Offeror(s)) and their designated 

agent(s) to provide commercial real estate brokerage services for real property located in Harris County, 

Texas.  The selected Offeror shall provide advice regarding the real estate market, represent HCHA in 

selling, leasing or purchase of property, and advise staff of various options or approaches to achieving the 

results desired. The services may include, but are not limited to: 

 Sale of property, commercial property, including vacant land 

 Purchase of property, commercial, industrial, multi-family, and/or retail, including vacant land 

HCHA and the selected Offeror will execute a Professional Service Agreement (PSA) with the scope of 

work included in this RFP. The initial term of the PSA will be two years renewable one-year increments 

up to two additional years. Task orders will be issued, and a standard Texas Association of Realtors 

Agreement (TAR) will be executed for each property to be acquired, leased, or sold. HCHA is willing to 

execute buyer’s agency and listing agreements if their terms do not conflict with the terms of the PSA (a 

sample PSA is attached to this RFP.) 

The primary task will be the acquisition of sites suitable for affordable housing development and/or 

existing housing developments for acquisition, and the listing, marketing of commercial space and 

property owned by HCHA. The agent will serve as an agent and consultant for HCHA. 

All work in this scope of services must be performed by licensed Texas real estate brokers or agents with 

a minimum of five years’ experience in Harris County, Texas.  
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V.  SUBMISSION REQUIREMENTS 

A. Letter of Interest: Offerors submittals shall be accompanied by a Letter of Interest on the Offeror’s 

letterhead. This letter should include the Offeror’s statement of understanding of the scope of work 

outlined in this RFP, the commitment to perform the work expeditiously within the allotted time frame, a 

brief statement indicating why the Offeror believes itself to be qualified to perform the scope of work, 

and a statement that the proposal including the fee schedule is firm and irrevocable for ninety (90) days. 

B. Structure, Focus, and Capacity of Offeror: Describe the organizational structure, real estates 

specializations, experience and capacity of the Offeror. Discuss the resources that will be mobilized to 

accomplish the tasks in the RFP. 

C. Ancillary Services: Describe any ancillary real estate services that may be available through the 

responding agency or its affiliates which may assist with the transactions anticipated with this RFP. 

These may include title, evaluation, space planning, and cost analysis. 

D. Qualifications and Experience of Principals and/or Agents Assigned to Project: Provide profiles 

of the relevant principals and assigned agent. This information should specify their roles, their previous 

commercial real estate experience, and their availability. Identify the individual who will serve as the lead 

agent and who will direct and coordinate the assigned tasks to completion.  

E. Prior Clients and Transactions: Provide a list of previous agency transactions relevant to the scope 

of services in the RFP. These should involve the acquisition and/or sale of sites/land and existing housing 

developments. Provide a name and contact information for each transaction.  

F. Workplan and Approach: Describe the agency’s and agent’s approach to completing the tasks 

anticipated in the scope of services. Describe the steps the Offeror will take to ensure the best possible 

real estate outcomes in a timely manner for HCHA.  

G. Eligibility to Bid and Contract: Any Offeror who has been disbarred from bidding on projects by 

any federal, state, or local government agency must fully disclose to HCHA the details of such 

disbarment.  

H. Fee Proposal: Submit a fee proposal that details the Offeror’s proposed compensation structure 

including fee and payment schedule. To the extent possible, fees will be paid in the manner conventional 

in the real estate industry – a percentage of the sales price or net lease. Clearly indicate the source of the 

fee for each type of transaction anticipated in the scope of services, e.g., seller, buyer, lessor or lessee. 

Also, specify any additional fees which may be anticipated in these transactions as a result of the services 

of the agency or its affiliates (it is not necessary to include the project title and other closing costs). Also, 

propose an hourly fee for consulting services where the task is otherwise unlikely to result in a standard 

real estate fee, e.g., advice and market data provided to HCHA during a project’s predevelopment 

process. 

I. Supplemental Materials: If Offeror chooses to provide additional materials beyond those requested, 

those materials should be included in a separate section of the proposal.   

 

VI.  EVALUATION/SELECTION CRITERIA AND PROCESS 

Offerors’ proposals will be evaluated based on the criteria listed in this section. Because multiple areas of 

expertise may be required for successfully performing projects, the offeror may, either through in-house 

staff, sub-consultants, or affiliates demonstrate additional expertise and have available experienced 

personnel in all the areas described.  



Offerors are encouraged to identify and clearly label in their proposal how each criterion is being fully 

addressed. Evaluation of responses to this RFP will be based only on the information provided in the 

proposal, interviews, and reference responses. HCHA reserves the right to request additional information 

or documentation from the Offeror regarding its submittal documents, personnel, financial viability, or 

other items to complete the selection process. In submitting, Offeror agrees that any fees or costs 

proposed shall be valid for a minimum of 90 days from the date of the proposal. 

The HCHA reserves the right to reject any and all proposals and to negotiate with top-rated Offerors. All 

Offerors will be notified by mail regarding the outcome. 

The following criteria with a point system of relative importance with an aggregate total of one hundred 

points will be utilized to evaluate each proposal. 

Your Proposal will be evaluated on the following: 

A. Agency/Firm: 

1. Minimum Qualifications: The selected Offeror must have a current Texas real estate broker license 

and have been active in Harris County, Texas for a minimum of five years.  

2. Offeror History, Capacity, and Services: What are the Offeror’s professional strengths, experience, 

and services that apply to HCHA’s potential real estate needs? 

3. Offeror Approach to Marketing and Client Service: What is the Offeror’s unique program to serve 

their client's marketing and leasing or acquisitions needs? What resources will the agency bring to support 

HCHA’s real estate goals? 

4. Relevance and Success of Prior Transactions: Based on the list provided with the proposal.  

B. Individual Agent: 

1. Minimum Qualifications: The assigned agent must have a current Texas real estate salesperson license 

and have been active in Harris County, Texas for a minimum of five years.  

2. Agent’s Qualifications and Experience: What are the agent’s experience and professional strengths that 

apply to HCHA’s potential real estate needs.  

3. Agent’s Approach to Marketing and Client Service: What is the agent’s unique approach to serving 

their client's marketing and leasing or acquisitions needs? What strategies and skills will the agent apply 

to support HCHA’s real estate goals? 

4. Relevance and Success of Prior Transactions: Based on the list provided with the proposal.  

C. References: Proposal shall provide contact information for four (4) references which should include 

one of each of the following: buyers, lenders, government agencies, lessees.  

HCHA staff will submit its recommendation to the Board of Commissioners of the HCHA 

of the most highly rated firm, for its approval and award of a contract for commercial real estate services. 
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The RFP will be evaluated and rated on, but may not be limited to, the following criteria: 

 

EVALUATION CRITERIA POINTS 

Agency/Firm: 

1. Offeror History, Capacity, and Services 
2. Offeror Approach to Marketing and Client Service 
3. Relevance and Success of Prior Transactions 

 

30 

Agent: 

1. Agent’s Qualifications and Experience 
2. Agent’s Approach to Marketing and Client Service 
3. Relevance and Success of Prior Transactions 

 

25 

Fee Proposal: 

1. Standard Transaction Fees 

2. Fees for Additional Services 

3. Minimum Fee Per Transaction 

4. Hourly Consultant Fee 

25 

References 15 

Section 3 and MWBE Efforts 5 

                                                                                       Total 100 

 

VII. INSURANCE  

The Offeror shall obtain insurance with a responsible company or companies, having a minimum rating 

of B+ or above, licensed to do business in the State of Texas. The Offeror or insurance carrier shall 

forward official insurance certificates to the HCHA reflecting HCHA as an additional insured with 

respect to liability. The Offeror shall provide professional liability insurance with respect to the delivery 

of services. 

 

VIII.   PAYMENTS 

Payment will be made to the Offeror within thirty (30) days upon receiving an approvable invoice.  The 

invoice shall state the period and services performed and amount.  Special services, if requested and 

provided, will be billed via a separate invoice and comprise of a detailed description of the service 

provided and the date it was provided.  HCHA and/or an HCHA affiliate shall notify Offeror of any 

adjustments required to be made to an invoice.  Invoices should contain an invoice number, remittance 

address, itemized products and/or services provided, and price as quoted. 

Prior to any and all payments made for goods and/or services provided under this contract, the Offeror 

must provide their taxpayer identification number or social security number as applicable.  This 

information must be on file with HCHA and/or an HCHA affiliate. Failure to provide this information 

may result in a delay in payment and/or backup withholdings as required by the Internal Revenue Service. 

HCHA and/or an HCHA affiliate is exempt from all federal, state and local taxes unless otherwise stated 

in this solicitation.  HCHA and/or an HCHA affiliate claims exemption from all sales and/or use taxes 

under Texas Tax Code 151.309 as amended.  Texas Limited Sales Tax Exemption Certificates will be 

furnished upon written request to HCHA and/or an HCHA affiliate. 



 

The duration and contract for services shall be for two (2) years with the option to renew for two (2) 

additional years in one-year increments. 

 

IX. CONFIDENTIALITY OF PROPOSALS 

There will be no public opening of proposals. All proposals and information concerning same shall 

remain confidential until all negotiations are completed, and the Notice of Award is issued. Offerors are 

hereby notified that all proposals received by HCHA shall be included as part of the official contract file. 

Therefore, any part of the proposals that are not considered confidential, privileged or proprietary under 

any applicable Federal, State or local law shall be available for public inspection upon completion of the 

procurement process. Any material submitted by the Offeror that is to be considered as confidential must 

be clearly marked as such; however, the applicable provisions of Federal, State and local laws shall 

govern the confidentiality of proposals despite anything contrary to this provision stated in the proposal. 

 

X.  MINORITY/WOMEN BUSINESS PARTICIPATION 

The Offeror awarded the contract agrees to use its best efforts to subcontract with minority business 

enterprises and/or women business enterprises, certified as such or recognized by the HCHA as such. The 

Offeror shall make a good faith effort to subcontract a sufficient dollar amount with MBE/WBE firms to 

ensure the final contract dollars are expended on one or more MBE/WBEs. All adjustments to increase 

the contract will also increase the total amount that the Offeror must make a good faith effort to expend 

on MBE/WBEs. In the event, HCHA has a reasonable belief that the Offeror will not use its best efforts 

to meet the 30 percent (30%) MBE/WBE participation goal, HCHA reserves the right to pull work from 

the contract. Best efforts may be established by showing the Offeror has contacted and solicited 

bids/quotes from subcontractors in identifying MBE/WBEs. 

 

XI.  AVAILABILITY OF RECORDS 

The U. S. Department of Housing and Urban Development, the U.S. Government Accounting Office, the 

Harris County Housing Authority, and any duly authorized representatives of each, shall have access to, 

and the right to examine any and all pertinent books, records, documents, invoices, papers, and the like, of 

the firm(s) office or firm, which shall relate to the performance of the services to be provided. 

 

XII.  PERTINENT FEDERAL REGULATIONS WITH REGARD TO NONDISCRIMINATION 

AND EQUAL OPPORTUNITY 

The requirements of Title VIII of the Civil Rights Act of 1968 and Title VI of the Civil Rights Act of 

1964, relating to prohibitions against discrimination in housing and the benefits of federally funded 

programs because of race, color, religion, sex or national origin must be met by the successful Offeror.  

The successful Offeror must adhere to federal regulations prohibiting discrimination on the basis of age 

under the Age Discrimination Act of 1975 and prohibit discrimination against disabled individuals under 

Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1989.  

The requirements of Executive Order 11246, relating to equal employment opportunity in connection with 

federally funded programs must be met by the successful Offeror.  

The successful Offeror must also meet the requirements of Section 3 of the Housing and Urban 

Development Act of 1968, relating to the training and employment of individuals, and contracting for 

business opportunities in metropolitan areas in which federally funded programs are being operated.  



The successful Offeror must meet the requirements of Executive Orders 11625, 12432, and 12138 

relating to the use of minority and women’s business enterprises in connection with federally funded 

programs.  

 

















































































ATTACHMENT K 

Sample Professional Services Agreement 

 

 

REAL ESATE SERVICES AGREEMENT WILL BE POSTED AS AMENDMENT #1 

 



Buyer Seller Leasee Lessor

Unimproved Land

< 15 acres

15 - 30 acres

31 - 100 acres

Existing Mult-family Development

100 - 200 units

201 - 300 units

301 - 500 units

Commercial Office Space Rental

1000 - 2000 sq.ft

2000 - 5000 sq.ft.

10000 - 15000 sq.ft.

15001 - 20000 sq.ft.

Commercial Office Space Acquisition

1000 - 2000 sq.ft

2000 - 5000 sq.ft.

10000 - 15000 sq.ft.

15001 - 20000 sq.ft.

Misc. Improved Property

Development Consulting hourly (per/hr) rate

ATTACHMENT L - FEE (%) PROPOSAL RFP NO. 19-03


