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Purpose:

To obtain MTA Board approval of revised and updated 2014 MTA Real Estate Department Policies and Procedures for
the Leasing-Out and Sale of Real Property (the “2014 Real Property Disposition Guidelines”) and the 2014 All-Agency
Guidelines for the Disposal of Personal Property (the “2014 Personal Property Disposition Guidelines”), each promulgated
in accordance with Sections 2895-2897 of the New York Public Authorities Law (the “Property Disposition Law").

Discussion:

The Property Disposition Law requires that public authorities annually review and approve guidelines regarding the
disposition of property. The proposed 2014 Real Property Disposition Guidelines, prepared by MTA Real Estate are
annexed as Attachment A to this staff summary. The proposed 2014 Personal Property Disposition Guidelines, prepared
by MTA Corporate Compliance in consuitation with Agency procurement departments, are annexed as Attachment B to
this staff summary. Attachment C to this staff summary contains a list of the Personal Property Disposition Contracting
Officers, as required by the Property Disposition Law

Real Property Disposition Guidelines

In March of 2013 the MTA Board adopted the MTA Real Estate’s current real property disposition guidelines, which (i)
detailed MTA Real Estate’s operative policies and procedures regarding the disposition of real property, consistent with
the requirements of the Property Disposition Law, and (ii) designated the MTA Director of Real Estate as the Real
Property Disposition Contracting Officer for the MTA and the MTA agencies.

The proposed 2014 Real Property Disposition Guidelines (see Attachment A) are substantially the same as the 2013
guidelines, but contain minor technical and procedural changes, changes to reflect new legal requirements, clarifications
and updates of exhibits. :

Personal Property Disposition Guidelines

In March of 2013, the MTA Board adopted the current All-Agency Guidelines for the Disposal of Personal Property to
provide a consistent set of personal property disposal policies and practices, which comply with the Property Disposition
Law, across the MTA agencies.

The proposed 2014 Personal Property Disposition Guidelines (see Attachment B) are substantially the same as the 2013
guidelines, but contain minor technical changes, changes to reflect new requirements and clarifications,
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Recommendation:

It is recommended that the Board adopt the resolution attached to this Staff Summary approving the proposed 2014 Real
Property Guidelines and the proposed 2014 Personal Property Guidelines, ratifying the appointment of the MTA Director
of Real Estate as the Real Property Disposition Contracting Officer for the MTA and MTA Agencies, and designating the
MTA and MTA agency staff members listed on Attachment C to this Staff Summary as the Contracting Officers for the
MTA and MTA Agencies as the officers responsible for disposition of personal property.



RESOLUTION

WHEREAS, the Public Authorities Law in Sections 2895-2897 (the “Property
Disposition Law”) requires annual review and approval by resolution of guidelines
detailing a public authority’s operative policy and instructions regarding disposition of
property and the designation of a contracting officer responsible for the administration of
such disposition guidelines;

WHEREAS, the boards of Metropolitan Transportation Authority and its
subsidiaries and affiliates (collectively, the “MTA Agencies”), in accordance with the
requirements of the Property Disposition Law, have reviewed and by this resolution wish
to approve of the MTA Real Estate Department Policies and Procedures for the Leasing-
Out and Sale of Real Property (the “ 2014 Real Property Guidelines”) and the MTA All-
Agency Guidelines for the Disposal of Personal Property (the “2014 Personal Property
Guidelines™) referred to in the Staff Summary to which this Resolution is attached (the
“Staff Summary™) and to designate the MTA Director of Real Estate as the Real Property
Disposition Contracting Officer and to designate the MTA Agency staff persons listed in
Attachment C to the Staff Summary as Personal Property Disposition Contracting
Officers;

NOW, THEREFORE, BE IT:

RESOLVED, that the 2014 Real Property Guidelines are hereby adopted in
accordance with the requirements of the Property Disposition Law; and

RESOLVED, that the 2014 Personal Property Guidelines are hereby adopted in
accordance with the requirements of the Property Disposition Law; and

RESOLVED, that the MTA Director of Real Estate is hereby designated as the
Real Property Disposition Contracting Officer for the MTA Agencies in accordance with
the requirements of Property Disposition Law; and

RESOLVED, that the persons listed in Attachment C to the Staff Summary are
hereby designated as Personal Property Disposition Contracting Officers in accordance
with the requirements of the Property Disposition Law.

Dated: March 24, 2014



Attachment A - 2014 Real Property Disposition
Guidelines
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INTRODUCTION

MTA Real Estate Department: The MTA Real Estate Department (“RED”)' handles real-estate-
related transactions for the MTA and all of the MTA agencies, which include: MTA New York
City Transit, Manhattan and Bronx Surface Transit Operating Authority, MTA Metro-North
Railroad, MTA Long Island Rail Road, MTA Bridges and Tunnels, MTA Staten Island Railway,
MTA Bus and MTA Capital Construction (each, an “MTA Agency”, and, collectively with the
MTA, the “MTA Agencies”). .

Scope of Policies and Procedures: Except to the extent incorporated by reference in the “MTA
Real Estate Department Policies and Procedures for the Licensing of Real Property dated -
November 29, 2011 (the “Licensing-Out Policies and Procedures™), these Policies and
Procedures apply only to the leasing-out or sale of MTA real property (including interests in real
property such as easements). Licensing-out (pursuant to licenses that MTA may terminate at
will in the MTA’s sole and absolute discretion upon not more than 60 days notice without
repayment of any unamortized tenant improvement costs) is not subject to the mandates of
Section 2897 of the Public Authorities Law (“PAL”) because it does not constitute a disposition
of an interest in real property. As a general rule, leases rather than licenses should be used for
what are traditional retail uses to incentivize prospective tenants to make their strongest financial
offers, knowing that they may be terminated only for specified reasons, and, if so terminated,
may be compensated for the unamortized value of improvements they make as warranted. If a
license agreement provides that the third party’s right of use and occupancy is subject to
termination only for specified reasons or upon payment of compensation by the MTA, then it is
not a license for purposes of these Policies and Procedures and the requirements of these Policies
and Procedures for leasing-out must be satisfied.

Insofar as leases and sales of MTA property are concerned, these Policies and Procedures
supersede the MTA Real Estate Department Policies and Procedures for the Leasing-Out and
Sale of Real Property dated March 28, 2012. Insofar as licenses are concerned, all references in
the Licensing-Out Policies and Procedures to such 20121 guidelines will now be deemed to refer
to these Policies and Procedures.

Insofar as leases at Grand Central Terminal are concerned, these Policies and Procedures have
been supplemented by the Guidelines for Selection of Tenants for Grand Central Terminal that
were adopted by the MTA Board on November 11, 2009 (the “GCT Leasing Guidelines™). In

the event of any inconsistency or conflict between these Policies and Procedures and the GCT

- Leasing Guidelines, the GCT Leasing Guidelines shall govern.

Section 2897 of the Public Authorities Law, as amended, stipulates that, as a general rule, any
leasing-out or sale of real property can only be undertaken after public advertising for bids and

! A glossary-of defined terms used in these Policies and Procedures appears at the end of these Policies and
Procedures.
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for not less than fair market value. However, these limitations do not apply in certain
circumstances, which are specified below. Accordingly, although most dispositions by sale or
lease will be made pursuant to the request for proposals process that is described in Chapter III
of these Policies and Procedures (the “Lease/Sale RFP Process™), others may be made pursuant
to direct negotiations as described in Chapter IV of these Policies and Procedures (the
“Lease/Sale Negotiation Process™).

These Policies and Procedures are intended only for the internal guidance of MTA staff, and are
not intended to establish expressly or by implication any rights or privileges. Except to the
extent prohibited by law, any provision of these Policies and Procedures may be waived by the
MTA Board (by ratification or otherwise) or by the Chairman and Chief Executive Officer.

Lease/Sale RFP Process: The Lease/Sale RFP Process is designed, among other things, to
give effect to the following requirements under PAL Section 2897:
o the advertisement for bids must be made prior to the leasing-out or sale, through the
methods authorized by these Policies and Procedures;

o all bids must be publicly disclosed at the time and place stated in the advertisement;
and

e the award must be made with reasonable promptness by notice to the responsible
bidder whose bid will be most advantageous to the State, price and other factors
considered; provided, however that all bids may be rejected when it is in the public
interest to do so.

The Lease/Sale RFP Process can be single-step or multi-step as described in Chapter III of these
Policies and Procedures.

Lease/Sale Negotiation Process:

PAL Section 2897 specifies that the Lease/Sale Negotiation Process can only be utilized under
the following circumstances:

(a) the estimated fair market value of the property to be leased-out or sold does not
exceed $15,000, or

(b) bid prices after advertising are not reasonable, either as to all or some part of the
property, or have not been independently arrived at in open competition; or
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() the disposition will be to the State or any political subdivision, and the estimated
fair market value of the property and other satisfactory terms of disposal are
obtained by negotiation; or

(d) the transferee is a government or other public entity, and the terms and conditions
of the transfer require that the ownership and use of the asset will remain with the
government or any other public entity;

(e) the purpose of the transfer is within the purpose, mission or governing statute of
the public authority; or

® such action is otherwise authorized by law

In the case of (a), (b) or (c) above, the disposition must be for no less than fair market value. In
the case of (d) or (e), it can be for less than fair market value.

An “explanatory statement” is required if a leasing-out or sale pursuant to the Lease/Sale
Negotiation Process meets certain criteria, as described in Chapter IV of these Policies and
Procedures. Each such explanatory statement must be transmitted to the New York State
Comptroller, Director of the Budget, the Authorities Budget Office, the Commissioner of
General Services and Legislature not less than 90 days in advance of such disposition, and a
copy thereof must be kept in the project file.

Appraisal Requirement: PAL Section 2897 provides that any real property that is to be leased-
out or sold must be independently appraised, regardless of whether the Lease/Sale RFP Process
or the Lease/Sale Negotiation Process is used and regardless of the estimated fair market value of
the property. Policies and procedures with respect to appraisals are set forth in Chapter V of
these Policies and Procedures.
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CHAPTER I - INQUIRIES

Scope - This chapter establishes guidelines for responding to verbal and written inquiries made
to the RED regarding the disposition of MTA property (“Inquiries™).

Responsibilities - The RED is responsible for coordinating all responses to Inquiries. The
RED’s responsibilities include researching the ownership status of specific properties, contacting
the applicable MTA Agencies to determine whether property is available and responding to
inquirers.

Objective - To provide prompt, courteous and accurate responses to Inquiries.

Procedures — Except for Inquiries relating to the leasing of space at Grand Central Terminal,
which should be referred to the Director, GCT Development, all Inquiries should be referred to
the Director, Leasing & Acquisition, who should either respond directly or else charge an
appropriate deputy with doing so. In the first instance, the Director, Leasing & Acquisition
should ascertain:

(1) precisely what property the inquirer is referring to, and which MTA Agency
controls it; \

(2) whether the applicable MTA Agency owns such property or merely leases it
and, in the case of leased property, to what extent subletting of such property is
permissible;

(3) what use the inquirer proposes to make of the property and whether such use
would be compatible with MTA Agency use of any MTA facilities that adjoin
such property;

(4) whether the RED has already been authorized to dispose of such property or (if
not) whether the applicable MTA Agency might be amenable to disposing of
such property; and

(5) what restrictions would need to apply to any such disposition.

If the Director, Leasing & Acquisition determines that the subject property is available for
purchase or lease, he or she (or his or her deputy or deputy’s designee) should so inform the
inquirer, taking care to stipulate that (except as otherwise herein described) any such sale or lease
may be undertaken only in accordance with the Lease/Sale RFP Process, and should see to it that
the inquirer is provided in due course with an opportunity to participate in the Lease/Sale RFP
Process with respect to such property. If the Director, Leasing & Acquisition determines that the
subject property is available for license but not for purchase or lease, he or she (or such deputy or
deputy’s designee) should so explain to the inquirer, and in that case the Licensing-Out Policies
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and Procedures shall apply to such property. Otherwise, the Director, Leasing & Acquisition (or
such deputy or designee) should inform the inquirer that the subject property is not available on
any terms, but offer to add the inquirer’s contact information to the RED’s database for purposes .
of alerting the inquirer to other opportunities. '

l For templates for appropriate written responses, see Figures 1 — 6.
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CHAPTER IT — ASSESSMENT OF OPPORTUNITIES

Scope — This chapter establishes guidelines for the assessment of opportunities to sell or lease
MTA-controlled property that is not needed for operational purposes.

Responsibilities — The RED is responsible for encouraging the MTA Agencies to identify MTA-
controlled property that is either never going to be needed by the MTA for operational purposes
or not expected to be needed for such purposes until some time in the future; for assessing the
marketability of such property for sale, lease or license, as appropriate (taking into account
relevant legal constraints, physical conditions and real estate market conditions); and for
coordinating with the MTA Agencies to facilitate the disposition of such property when and as
feasible.

Objective — To generate revenues for the MTA, consistent with the fulfillment of the MTA’s
operating purposes.

Procedures — In response to Inquiries, on its own initiative and/or at the request of MTA
Agencies, the RED should evaluate MTA-controlled properties for their revenue-generating
potential. To the extent that MTA-controlled property holds such potential, whether best to
realize that potential by sale, lease or license will depend on an assessment of (a) the desirability
and feasibility of sub-dividing and physically separating such property from adjoining MTA-
controlled property, (b) the extent, if any, to which any future operational MTA use of the
property is or can be envisioned, (¢) whether (in any case) it will be necessary or desirable for
the MTA to maintain long-term control over the ownership and/or use of the property, (d)
whether the MTA owns the property or merely leases it, and the extent, if any, to which
disposition of the property is limited by reason of the terms of any lease pursuant to which the
MTA controls the property or by reason of any other title encumbrances, and (e) the potential
revenues to be realized. With respect to each property to be evaluated, the Director, Leasing &
Acquisition should refer such property to the appropriate Deputy Director, who will designate a
Project Manager to conduct the evaluation under his or her supervision. In certain cases the
Director, Leasing and Acquisition, will consult with and in some cases refer the inquiry to the
Director, Transit Oriented Development.

A. Site Analysis

The RE Manager should conduct a site inspection (with Tenant Management, if appropriate) in
order to evaluate the condition of the property and the surrounding area. As a part of this
inspection, the RE Manager should assess the need for and extent to which improvements might
be required, and consult with appropriate personnel of the applicable MTA Agency concerning
the feasibility and potential costs of such improvements, and (assuming that the cost of such
improvements would be justified by the revenue-generating potential of the property) whether it
would be most efficient and cost-effective for the applicable MTA Agency to make such
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improvements (either in anticipation of rental or license fee income or at the direct cost of a
lessee, licensee or purchaser) or for the making and/or cost of such improvements to be left to the
purchaser, lessee or licensee. The RE Manager should also consult with Information
Management and MTA Legal to ensure that the RE Manager is aware of any contractual or other
legal limitations that would affect the MTA’s ability to dispose of the subject property.

In order to determine the marketability of a property, the following (where applicable) should be
considered:

Present use/condition of site

Accessibility

Visibility

Surrounding uses

Size, shape and physical characteristics of site

Condition of street and station improvements

Impact of any MTA Agency restrictions

Availability of utility services

Extent to which improvements are needed and MTA Agency funds are
available to pay for such improvements

Easements or restrictive covenants

Traffic patterns/passenger volume counts - peak and off peak
Existing retail at station ‘

Consumer activity during rush and non-rush hour periods
Condition of neighboring properties

Existing vacancies in the area

New/potential development nearby

Any operating issues noted by Tenant Management
Adequacy of storage space

Environmental matters

Generally, the leasing-out or sale of MTA real property constitutes an “action” under the State
Environmental Quality Review Act (SEQRA) and thus is subject to SEQRA’s

requirements. SEQRA requires review of actions to determine whether they may have a
significant adverse environmental impact and, if so, preparation of an environmental impact
statement before the action may be approved and undertaken. While most lease renewals will be
Type II actions under SEQRA regulations — actions which the State Department of
Environmental Conservation has found to have no significant adverse impacts — and thereby
exempt from review, and some new leases may also fall within a Type II category, the RE
Manager should consult with the MTA Legal Department’s attorneys as early in the process as
practical to determine what measures are necessary to insure SEQRA compliance. Further
consultation may be necessary as a proposal develops or changes over time. Board approval of a
lease or sale cannot occur unless SEQRA requirements have been met either through (a) the
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action being exempt as a Type II action or falling within the PAL § 1266(11) exemption from
SEQRA; (b) issuance of a negative declaration, or (c) preparation of a final environmental
impact statement. Each proposed lease or sale, whether via RFP or the Lease/Sale Negotiation
Process, requires preparation of and signoff on a Pre-RFP s-Authorization Memo (Figure 11), as
further described in Chapters III and IV. Each Pre-RFP Authorization Memo should note the
SEQRA type or NEPA status, and required actions, if any, to be taken before the transaction is
presented to the MTA Board.

Additionally, MTA Bond Counsel must review the location(s) being offered in each RFP. with
MTA Real Estate providing location-specific information as required. prior to the issuance of the
REP to determine whether there are any tax-exempt bond related tax issues that would arise from
private use. Only when MTA Bond Counsel clears such location and use should it be advertised.
The Pre-RFP Authorization Memo contains two boxes which must be checked by the project
manager indicating that MTA Bond Counsel reviewed the location and use and has given
approval to proceed with the RFP. A copy of the MTA Bond Counsel determination should be
kept in the RFP file.

Prior to issuing an RFP, the RE Manager should prepare a Parcel Information Sheet (Figure 7)
for each property that he or she determines to be marketable. The purpose of the Parcel
Information Sheet is to collect information and will ultimately be modified for use in the RFP.

Each Parcel Information Sheet should include information for all applicable fields. A form of
Parcel Information Sheet applicable to all agencies may be found in the RED shared folder at
SARFP Documents and Forms\RFP Boilerplate Forms. The parcel information includes:

Yardi property identification number and address

Block and lot number, if applicable

Site plan

Site' description, including approximate size and any unusual attributes
Interest (i.e., lease, license, sale) being offered

Preferred or required uses or any use restrictions

Utility requirements and availability

Improvement requirements and associated cost estimates

Design guidelines (if any)

RE Manager site visit date

The assessment of potential uses and restrictions on use (including any restrictions on items to be
sold at the subject location) should take into account the following considerations, if applicable:

e MTA Agency requirements
e Restrictions in existing MTA Agency licenses or leases at location
e Restrictions in MTA Agency's deed or chain of title
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¢ Land use regulations and building, fire, health and other like codes, to the
extent deemed by MTA Legal to be applicable to the subject facilities
e Environmental conditions

B. Preliminary Fair Market Value Analysis

Prior to ordering a formal appraisal or during the period that a formal appraisal is being prepared
(see Chapter V), the Real Estate Manager should to the best of his or her ability seek to estimate
the fair market value of the subject property. For such purpose, the Real Estate Manager may
rely on his or her knowledge of market conditions, information in the Yardi database, the
experience of RED colleagues, informal discussions with appraisers, posted broker listings for
comparable properties and/or discussions with brokers; provided, however, that any brokers so
contacted should be informed that the inquiry is for information purposes only and that the MTA
is not (or is not yet) seeking the assistance of such brokers to locate prospective purchasers or
tenants. If an estimate of fair market value has already been obtained, the Real Estate Manager
should use the information in such report to help inform his or her analysis.

C. Conclusion of Site and Preliminary Fair Market Value Analysis

The RE Manager should prepare a Market Analysis Work Sheet (Figure 8) describing his or her
analysis of the property and conclusions regarding the marketability of the property. The RE
Manager should use such Market Analysis Work Sheet to guide his or her discussions with his or
her Deputy Director, and #-the discussion should encompass the following:

- Parcel Information Sheet

- Review of the Market Analysis Work Sheet Derivation-and explanation of fair
market value estimate

- Analysis of whether revenue-generating potential appears to justify cost and
effort to make any required improvements to the property.

- Critical assumptions.

The Deputy Director should, upon conclusion of discussions with the project manager and
resolution of any outstanding issues, then present eenelusions-and-recommendations-the Pre-
RFP Authorization Memo (with the Market Analysis Work Sheet attached) to the Director,
Leasing & Acquisition, for approval. Both the Deputy Director and Director, Leasing &
Acquisition should agree as to whether the property should be marketed for sale or lease or
license. If they determine to move forward with marketing for sale or lease, the Director,
Leasing & Acquisition should authorize the commissioning of an appraisal, if it has not already
been commissioned, as provided in Chapter V of these Policies and Procedures. The Pre-RFP
Authorization Memo is also approved by the Director of Operations.
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CHAPTER II1 _REQUESTS FOR PROPOSALS (RFPs)

Scope - This chapter describes the Lease/Sale RFP Process.

Responsibilities — Unless use of the Lease/Sale Negotiation Process is authorized, the RED is
responsible for providing all qualified members of the general public with an opportunity to lease
or purchase available properties from the MTA and for selecting tenants or purchasers based on
predetermined priorities while ensuring the integrity of the selection process.

Objective - To maximize MTA revenues while choosing qualified tenants who will meet their
obligations and improve the appearance of MTA facilities and the quality of the amenities
offered to the public at such facilities.

Procedures - The Lease/Sale RFP Process is described in the following pages.

A. RFP PUBLICATION

1. The RE Manager is responsible for preparing the request for proposals (“RFP”). The
RFP must include:

(a) an “RFP Cover Letter”, which highlights information about the offering, contains
general instructions, and the following two PAL and Lobbying Law-required statements:
(1) “All bid proposals shall be publicly disclosed in the agenda for the meeting of the
Finance Committee of the MTA Board at which the transaction will be considered
for approval”, and (2) “All contacts with MTA relating to this RFP must be made
through the designated Point(s) of Contact identified herein. Contacts with anyone
else at MTA relating to this RFP may be a violation of law and may result in the
disqualification of the proposer.” The RFP Cover Letter should include the names and
contact information for the designated Point(s) of Contact (a sample RFP Cover Letter is
shown in Figure 9);

(b) the Parcel Information Sheet or Term Sheet (absent the Work Sheet — see Figure 7,
(c) a Proposer Information Form (“PIF” — See Figure 10) which includes a General
Affidavit authorizing credit background and reference investigations,

(d) a Procurement Lobbying Law Certifications form,

(e) An Iran Divestment Act Certification form,
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(fe) a Proposed Rent, Compensation or Purchase Price Form,

(gf) a form W-9.

(hg) To the extent practicable, the RFP should also include (or provide a link to a page on
the MTA website that includes) a proposed form of lease or contract of sale, or a
summary of the principal terms of such lease or contract, and it may to the extent the
Director, Leasing & Acquisition deems appropriate require proposers to state any
objections that they may have with respect to such form or terms at the time they respond
to the RFP.

When this package is complete, the RE Manager should forward the RFP package to his
or her Deputy Director and the Director, Leasing & Acquisition for final approval via an
appropriately titled Pre-RFP Authorization Memo (see Figure 11) before it is issued. An
RFP should also be reviewed and approved by MTA Legal to the extent that (a) standard
RFP provisions have been materially modified or changed, or (b) the contemplated
transaction may present special legal issues.

2. Except as the Director, Leasing & Acquisition may otherwise determine, RFPs should
generally not be printed and distributed by mail. Instead, emails, or, where emails are
not possible, mailings should be used to advise prospective tenants or purchasers of
the availability of RFPs on the MTA’s website, typically using the Pre-RFP Letter
format (see Figure 12). Under the direction of the Director, Leasing & Acquisition,
the RED Executive Secretary responsible for RFP management should periodically
update and seek to expand the RED’s database of potentially interested parties who
should receive such emails and/or mailings.

3. If the subject property is currently occupied by an incumbent lessee or licensee in
good standing, the RE Manager should notify such incumbent by a certified
Incumbent Lietter and email that such property is going to be marketed in an
upcoming RFP._The RE Manager must check that the address for the incumbent used
in the letter is up to date and reflects any changes of address, change of business
name, etc\. (For an example of such a letter, see Figure 132.) A copy of such letter
and the return receipt should be maintained in the incumbent’s file. The letter should
not mention any details of the RFP, as that might give the incumbent an unfair
advantage over other proposers, nor should it state or imply that the incumbent will
receive preferential consideration. The letter should be mailed to the incumbent's
address as listed for notice in the incumbent’s original agreement, as modified by any
subsequent amendments. Any questions regarding the appropriate address for notice
should be referred to Tenant Management (and MTA Legal, if necessary).
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Subsequently, when the RFP is issuedplaced on the MTA website, a hard copy should
be sent to the incumbent by the Real Estate Manger, certified/return receipt requested
and first class mail, even if the incumbent does not request one.

After receiving approval of the Pre-RFP Authorization Memo from his or her Deputy
Director and the Director, Leasing & Acquisition, the RE Manager should initiate the
advertisement of the RFP. RED's advertisements for RFPs and any other
opportunities will generally be advertised along with all other agency procurements in

the classified section of the New York Post—This-glebalMTA-procurementpage
appears-every-Thursday—The-advertisements-will-also-be-placed-in, the Minority

Commerce Weekly-and-, a Spanish language newspaper, currently E/ Diario, and the
Amsterdam News. For each RFP, the advertisement should include a one-line
sentence description of the opportunity, including the RFP reference number (i.e.,
RFPBG0912), and a reference to and listing of the MTA website for Real Estate
procurements (http://mta.info/mta/realestate/retail leasing.html).—will-suffiee. For an

example efsueh-a-deseription-in-an-advertisementthe RFP Advertisement, see Figure
143. The RFP website link should have the same language as the ene-line-deseription

appearing-in-the required-pertodiealsdescription in the advertisement. The
advertlsement W111 direct feadefs—potentlal proposers to the MTA-home-pageand-then

aﬂéwﬂkbe—free%e—pfeeeed%e—vie%%@s—feﬁeasmg—eﬁa}es”Retail + Leasing” page

of the MTA website, from where they can access RFPs by signing in with a username
and password. Point of Contact information will be included in the RFP Cover
Letters that are included in the .PDFs of F2d RFPs on the website;-butnotin-the

advert o odical | above.

Advertisements may also be placed in additional periodicals with the approval of the
Director, Leasing & Acquisition, depending on the targeted market, size and location
of the property, etc. (e.g. for a restaurant, trade journals targeted to franchisees might
be included). A copy of all advertisements should be included in the RFP File. In
addition to the information required for the Post listed above, these targeted
advertisements should include a more expansive description of the opportunity, and a
map, plan, or picture if appropriate. Also, these advertisements should include Point
of Contact information and the Lobby Law language shown above in 1.(a)(1) and
1.(a)(2). See Figure 154 for an example of such an advertisement. ,

Advert1smg (amohan@mllleraa com, tel. (212) 366-0901) by the Monday before the

Thursday planned for the advertisement to have the RFP information placed in the
next MTA advertisements for the three-four required periodicals. Joy Read. Manager
of Production, MTA Marketing, and Rick Osborne, MTA Chief of Creative Services,
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should be cc:d on the email to Miller Advertising. The RE Manager should also
ensure that the RED Executive Secretary responsible for RFP management timely
posts the RFP on the MTA’s website.

5. At the same time, the RE Manager should call or send an email to the MTA press
office, being sure to email the individual responsible for press for the relevant agency,
advising that a RFP is forthcoming, indicating whether a purchaser or tenant is being
sought and describing the property being offered. The RE Manager should discuss
with the press office whether a press release is warranted for the RFP due to the
special circumstances or locations being offered in the RFP, and if so. coordinate the
drafting and review of the press release with the relevant Deputy Director and
Director, Leasing & Acquisitions. If warranted, the government affairs office of the
relevant agency should also be advised of the RFP.

6. On a case by case basis, the Director, Leasing & Acquisition may, with the
concurrence of the Director of Real Estate, (a) elect to make RFPs available to
brokers and undertake in such RFPs to pay brokerage commissions (at rates not to
exceed industry standard rates) to any brokers that shall be the procuring cause of
consummated sales or leases of properties that are the subject of such RFPs, and/or
(b) procure (with MTA Board approval) the services of marketing consultants to
identify prospective purchasers or tenants to which particular RFPs should be sent.

7. The RE Manager is responsible for seeing to it that each person that has made an
Inquiry with respect to any particular property or type of property receives notice of
the issuance of any RFP relating to such property or type of property.

8. A site inspection time is typically identified in the RFP. At the indicated inspection
time, the RE Manager should be present at the site and available to answer any
questions. The RE Manager should maintain a sign-in sheet for each location visited.

9. Addenda to RFPs can and should be issued as approzpriate to apprise prospective
purchasers or tenants of modified expectations or requirements and/or to provide
them with other additional information. Care must be taken to ensure that in this way
all interested parties are provided in writing with all material information that is
provided (whether orally or in writing) to any one such party.

10. The Real Estate Manager must establish an RFP file which shall include all relevant
documents for the RFP in question.
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B. Determination of Whether to Utilize Single-Step or Multi-Step Lease/Sale RFP
Process

In the first instance, the applicable Deputy Director and the Director, Leasing & Acquisition,
should determine whether to utilize a single-step or a multi-step RFP process, based on the
nature of the subject property, the complexity of the offering and prior experience with similar
types of property.

C. Single-Step Lease/Sale RFP Process

In a single-step Lease/Sale RFP Process, the RED’s selection is based on the initial proposer
submission (except that the RED may seek clarifications and/or completion of submissions as
described below). Following review and consideration of the bids and the making of
responsiveness and responsibility determinations, the RED determines which proposer’s bid is
most advantageous to the State, price and other factors considered. Unless it determines to
reject all bids, the RED must then seek authorization from the MTA Board to enter into a lease
or contract of sale, as applicable, with such proposer. All bids must be publicly disclosed in the
agenda for the Finance Committee meeting at which the RED seeks such authorization.

D. Multi-Step Lease/Sale RFP Process

In a multi-step Lease/Sale RFP Process, the initial proposer submission is followed by one or
more revised submissions. If the incumbent has submitted a proposal, all addendums to the RFP,
requests for best and final offers, or other correspondence must be sent to the incumbent by the
Real Estate Manager via certified mail, return receipt requested., first class mail, and by email. If
the incumbent’s proposal was prepared by an attorney or other agent or representative, all
addendums should also be sent to such representative or agent certified mail, return receipt
requested. first class mail, and by email. Following each submission, RED staff may
communicate with proposers to clarify the bids or to obtain additional information. Following
review and consideration of the bids and the making of responsiveness and responsibility
determinations, the RED may decide to make a final determination based on such bids or it may
request that proposers submit revised bids. At any point, the RED may eliminate from the next
step those proposers determined to be unresponsive, not responsible or outside of the competitive
range on the basis of the selection criteria specified in the RFP. When the RED decides that it is
not going to seek any further submissions, it determines which bid is most advantageous to the
State, price and other factors considered. Unless it determines to reject all bids, the RED must
then seek authorization from the MTA Board to enter into a lease or contract of sale, as
applicable, with such proposer. All bids must be publicly disclosed in the agenda for the Finance
Committee meeting at which the RED seeks such authorization.

E. Earnest Money Deposits
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Typically, the RED requires each proposer to deposit with the MTA, at the time of its initial
submission (in the case of a single-step RFP), or best and final submission (in the case of a
multi-step RFP), earnest money in the amount of the security deposit that will ultimately be
required under the applicable lease or contract of sale, as the case may be. Except as the
Director, Leasing & Acquisition may otherwise determine, such earnest money deposit should be
in the amount of three times the proposed monthly rent in the fifth lease year, in the case of a
lease, or ten percent of the purchase price, in the case of a sale.

All earnest money checks and W-9 forms should be forwarded to Tenant Management, which
should make a record of such checks and then transmit such checks to the MTA Comptroller’s
office. Once a proposer has been eliminated from further consideration, Tenant Management and
the MTA Comptroller’s office should be so notified by the RE Manager and (except as described
in Chapter IX of these Policies and Procedures) such proposer’s earnest money deposit should be
returned to such proposer. '

The submission of earnest money may be waived for a given RFP. by the Director, Leasiﬁg &
Acquisitions.

F. Opening Proposals

The receipt of proposals should be conducted with a high degree of confidentiality until the
selection process is complete. Documentation such as proofs of receipt, and preliminary
screening for completeness of RFP submissions, are critical in maintaining the integrity of the
process. The RED-ReceptionistReal Estate Manager responsible for the RFP should maintain a
proposal log that includes the name, date and time of receipt of each RFP response (Figure 15).
All proposals should be opened at once, in the presence of two RED staff members, and in the
meanwhile they should remain sealed and unopened. Subsequent to opening the proposals, each
submission should be examined to ensure that all required items have been included. A checklist
should be used for that purpose (Figure 176).

G. Evaluating Proposals

The following should serve as a guide for evaluating proposals, regardless of whether a single-
step or multi-step Lease/Sale RFP Process is used. In the case of a single-step Lease/Sale RFP
Process, a decision is made based on the initial proposer submission.

1. Responsiveness. The first threshold to further consideration of a proposal is its
“responsiveness”. The following are to be considered to determine whether a proposal is
responsive:

a. Required forms (including Procurement Lobbying Law and Iran Divestment
Act forms) are completely filled out and executed by principals.
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b. Receipt of earnest money deposit, in the correct amount as specified in the
RFP.

c. Appropriate conceptual plans for improvements have been submitted, if
requested.

d. Proposed use is acceptable in accordance with criteria stated in RFP.

Generally, a proposal must be complete to be considered, and an incomplete proposal should be
disqualified if the deficiencies are material and allowing the proposer to correct the proposal
would afford the proposer a significant unfair competitive advantage or would not be in the
MTA's best interest. However, the MTA reserves the right to waive any non-conformity with an
RFP’s requirements and the RE Manager should afford a proposer an opportunity to rectify any
such non-conformity if it is relatively minor or such proposer’s proposal is the best or only viable
one received. In all instances, the RE Manager must discuss any such non-conformity with his or
her Deputy Director. If there is any doubt about the appropriate action to take, MTA Legal
should be consulted, and all relevant decisions should be made by the Director, Leasing &
Acquisition and/or the Director, Real Estate. If a decision is made to request action by the
proposer to conform its submission with RFP requirements, an email or letter should be sent to
the proposer requesting such action. Any such email or letter should state that the non-
conformity must be rectified within five working days, except that a longer time may be allowed
by the RE Manager, after consulting with his or her Deputy Director, if the nature of the non-
conformity (e.g. missing architectural plans) warrants such longer period.

If an RFP identifies a preferred or mandatory use, it should make clear whether such use is
mandatory or merely preferred. If an RFP identifies a disfavored or prohibited use, it should
make clear whether such use is prohibited or merely disfavored. A proposal received in response
to an RFP should be deemed to be “unresponsive” (and thus disqualified) if such proposal
contemplates uses that such RFP identified as prohibited or fails to provide for uses that such
RFP identified as mandatory. A proposer should not be disqualified by reason of such proposer
having proposed uses that the RFP identified as merely disfavored or failed to propose uses that
the RFP identified as merely preferred (although that may be taken into account in scoring
proposals, as described below).

2. Responsibility. The second threshold to further consideration of a proposal is whether
the proposer is “responsible”. A proposer should be disqualified as “not responsible” if such

proposer or any Affiliate of such proposer:

a. has been convicted of a felony or any misdemeanor involving moral turpitude;
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b. has been disqualified from contracting with the MTA, the City of New York,
the State of New York, the Port Authority of New York and New Jersey or the
federal government;

c. has violated the Procurement Lobbying L.aw (as more particularly described in
Chapter XI of these Policies and Procedures); or

d. owes, with respect to amounts due not more than five years prior to the date of
the RFP, in excess of $10,000 to the MTA; such amount is not (in the view of
the MTA Legal Department) the subject of a bona fide dispute; and such
amount has remained unpaid for more than 90 days; provided, however, that
before disqualifying any proposer by reason of any such non-payment, the
RED must provide written notice of such non-payment to such proposer and
afford such proposer a period of not less than 30 days to pay the amount that
remains unpaid. Late payment, as opposed to non-payment, shall not
constitute grounds for disqualification of an otherwise responsible proposer
(although it may be taken into account in scoring proposals, as described
below).

If a proposer is deemed to be not responsible, no further consideration of such proposer’s
proposal should be undertaken.

For purposes of these Policies and Procedures, “Affiliate” of a proposer means any entity that (a)
controls or owns more than a 30% equity interest in such proposer or (b) is controlled by, or
more than a 30% equity interest in which is owned by or for the benefit of, either (i) such
proposer or (ii) any person (or any member of the immediate family (i.e., spouse, father, mother,
brother, sister, children, and stepchildren) of any person) or entity that controls, or owns more
than a 30% equity interest in, such proposer.

3. Selection Criteria. Once a proposal has been determined to be responsive and the
proposer responsible, the following evaluation and selection criteria should be considered to the
extent relevant (recognizing that some of such criteria may in some instances not be relevant, as,
for example, in the case of a sale):

e Present value of proposed compensation to the MTA, including the present value to
the MTA (if any) of any improvements to be paid for by the proposer but net of the
cost of any improvements to be paid for by the MTA (“Net Present Value” or “NPV”)
Quality of proposed improvements

Nature of proposed business and potential benefit to MTA customers

Financial capability of proposer and adequacy of business plan

Business/personal references

Management and operational experience of proposer

Compatibility and consistency of proposed use with MTA Agency operations
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Rent proposals should be compared based on the present values of anticipated rental streams.
Such present values should be calculated using appropriate risk-adjusted discount rates
determined by the Director, Leasing & Acquisition and consistently applied. In calculating such
present values, any percentage rent projected by the proposer should be included only to the
extent that the RE Manager deems such projections to be reasonable and then should be afforded
only half the weight that is afforded to guaranteed minimum rent.

In the case of any improvements that are to be made by a tenant and used by such tenant in its
business (as opposed to any improvements to be made by a tenant or purchaser for the direct and
immediate benefit of the MTA), the value of such improvements should be included in NPV only
to the extent, if any, that such improvements are expected to have residual value to the MTA
upon the scheduled expiration of the lease term; and then the NPV should include only the
present value (as of the lease commencement date, calculated using the discount rate used to
calculate the present value of the rents to be paid by such tenant) of the anticipated value of the
MTA’s reversionary interest in such improvements as of such scheduled expiration date, based
on commercially recognized standards for depreciating the cost of improvements over their
useful life. Typically, the installation of utility connections (conduit and lines for water, sewer,
sprinkler, power, and telephone, for example) from some point outside of the leased premises to
the premises, and roofs and windows, are improvements that will provide residual value to the
MTA because the following tenant will not need to pay to make such installations, which should,
all other things being equal, generate higher proposed rents in subsequent offers to lease the
space. However, most pre-existing interior renovations will be demolished and replaced by a
new tenant, and generally would therefore not have residual value for the purposes of calculating
the NPV.

As part of the RFP evaluation process, the RE Manager should complete RED’s NPV calculation
Excel template (see Figure 187, which has been designed to facilitate the calculation of Net
Present Value and its components for use in discussion and write-ups of RFP proposals.

These Policies and Procedures establish a rebuttable presumption that the responsive and
responsible proposer whose proposal offers the highest guaranteed payments to the MTA
(calculated on a present value basis) should be designated as the lessee or purchaser of the
subject property. However, as appropriate (depending on whether a lease or sale is
contemplated), the Real Estate Manager should assess, compare and take into account the
respective proposers’ business plans, business experience and financial capability, and may (with
the concurrence of his or her Deputy Director, the Director, Leasing & Acquisition and the
Director of Real Estate) determine that another proposer should be so designated because such
other proposer would:

(a) be materially more likely to meet its financial obligations to the MTA;

(b) provide a substantially superior amenity to the MTA’s customers, the benefit to the



METROPOLITAN TRANSPORTATION AUTHORITY
REAL ESTATE DEPARTMENT
POLICIES AND PROCEDURES FOR THE LEASING-OUT
AND SALE OF REAL PROPERTY

March, 2013 CHAPTER 11l - REQUESTS FOR PROPOSALS (RFPs) Page 19

MTA of which would outweigh the financial benefit to the MTA of accepting the
proposal that would provide the MTA with the highest guaranteed payments;

(c) make improvements to the MTA’s property, the present value of which to the MTA
would cause the NPV received by the MTA from such proposer to be higher than the
NPV the MTA would receive from the proposer offering the highest guaranteed rent;
and/or

(d) very likely pay percentage rent such that (even discounting such anticipated
percentage rent by at least half as described above) the NPV received by the MTA
from such proposer would be higher than the NPV the MTA would receive from the
proposer offering the highest guaranteed rent.

.In all events, however, except as the MTA Board may otherwise decide in accordance with PAL
Section 2897(7), the NPV offered by the designated proposer must equal or exceed fair market

value determined in accordance with Chapter V of these Policies and Procedures.

H. Selection Process

1. Oral Presentations.

| After reviewing credit background checks and completed Proposer Information Forms, the RE
Manager should (except as described in the next paragraph) schedule an oral presentation with
each responsive and responsible proposer. It is important that two staff persons attend each
interview to maintain the integrity of the process. The oral presentation should focus on any
aspects of the proposer’s proposal that are not self-explanatory and any discrepancies in or

| questions concerning the proposer’s Proposer Information Form or credit background report. If,
as the result of an oral presentation there are changes to any of the terms or conditions
theretofore proposed by a proposer, the RE Manager should secure written confirmation of such
changes from such proposer. :

If there are several qualified and responsible proposers, the RE Manager may choose to conduct
oral presentations with the two or three proposers whose offers, over all, are most highly rated.
In cases where there is only highly rated proposer, the RE Manager, consulting with his or her
Deputy Director, may choose to schedule an oral presentation with that proposer only. An oral
presentation may be waived if the proposer is an existing MTA tenant or licensee.

2. Short listing in Multi-Step RFP.

In the case of a multi-step RFP process, the RE Manager should determine (a) whether there will
be any short listing of proposers before the revised offer stage and (b) whether oral presentations
will be held before a revised offer stage. If there will be any short listing before the revised offer
stage, the RE Manager should prepare an Authorization Memo recommending such short listing
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to his or her Deputy Director, the Director, Leasing & Acquisition, and the Director, Real Estate
Operations. The purpose of such Authorization Memo is to provide support and justification for
such short listing.

3. Revised Offer Stage in Multi-Step RFP.

In the case of a multi-step RFP process, after oral presentations and short listing, if any, the RE
Manager should prepare a letter instructing the remaining eligible proposers with respect to the
process for the submission of revised proposals. Such letter, which should be emailed as a .PDF
document and mailed via First Class Mail, should set forth:

e The date, time and place for the submission of the revised proposals;

o The information that needs to be supplied in the revised proposals; and

e Any supplemental information, not previously supplied, of which the proposers ought to
be aware.

There may be more than one call for revised proposals. When the RED decides that that it is not
going to seck any further submissions, the RE Manager should proceed as if the last proposals

received were the proposals received in a single-step RFP process.

4. Recommendation of Award

Single-Step RFP: In the case of a single-step RFP process, upon completion of all oral
presentations, if any, the RE Manager should prepare air-a RFP Award Authorization Memo to
his or her Deputy Director, the Director, Leasing & Acquisition, and Director, Real Estate
Operations (Figure 198). The purpose of such RFP Award Authorization Memo is to provide
support and justification for the rejection of all bids or the issuance of a Conditional Designation
Letter. Each such RFP Award Authorization Memo must include a-a check in the applicable
SEQRA/NEPA _“type”-determination-or NEPA-actioncheck-box and any follow-up action
required prior to the disposition._The Lobbying Law check box must also be completed as
directed on the RFP Award Authorization Memo.

Multi-Step RFP: In the case of a multi-step RFP process, upon completion of all oral
presentations, if any, and after the receipt of the final revised proposals, the RE Manager should
prepare an RFP Award Authorization Memo to his or her Deputy Director, the Director, Leasing
& Acquisition, and the Director, Real Estate Operations. Again, the purpose of such
Authorization Memo is to provide support and justification for the rejection of all bids or the
issuance of a Conditional Designation Letter (see Chapter VIL.A).

It is the responsibility of the applicable Deputy Director and the Director, Leasing & Acquistion
to verify the RE Manager’s present value calculations and to assess the reasonableness of any
determination by the RE Manager that the opportunity to lease or purchase the subject property
should, for one or more of the reasons set forth above, be afforded to a proposer other than the
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proposer that offered the highest guaranteed compensation (as calculated on a present value
basis). Any such determination should be highlighted and explained in the RE Manager’s
Authorization Memo, as well as in the applicable Staff Summary.
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CHAPTER1YV - ENTERING INTO AGREEMENTS THROUGH THE LEASE/SALE
NEGOTIATION PROCESS

Scope — This chapter establishes procedures for entering into lease or sale transactions based on
negotiations where use of the Lease/Sale Negotiation Process is permitted by law and determined
to be appropriate.

Applicability.

The Public Authorities Law allows the Lease/Sale Negotiation Process to be utilized only under
the following circumstances:

(a) the estimated fair market value of the property to be leased-out or sold does not
exceed $15,000, or

(b) bid prices after advertising are not reasonable, either as to all or some part of the
property, or have not been independently arrived at in open competition; or

(c) the disposition will be to the State or any political subdivision, and the estimated
fair market value of the property and other satisfactory terms of disposal are
obtained by negotiation; or

(d) the transferee is a government or other public entity, and the terms and conditions
of the transfer require that the ownership and use of the asset will remain with the
government or any other public entity;

(e) the purpose of the transfer is within the purpose, mission or governing statute of
the public authority; or

® such action is otherwise authorized by law.

In the case of (a), (b) or (c) above, the disposition must be for no less than fair market value. In
the case of (d) or (e), it can be for less than fair market value.

Negotiations with responsible prospective tenants or purchasers may under the foregoing
circumstances be undertaken without utilizing the Lease/Sale RFP Process, but only pursuant to
a_Lease/Sale Negotiation s-Authorization Memo signed by the appropriate Deputy Director, the
Director, Leasing & Acquisition, Director of Operations_for transactions to be entered into
pursuant to Board-approved policy, and also by -MTA Legal, and the Director of Real Estate for
transactions that are not pursuant to policy. (See Figure €2019). At the first instance that a RE
Manager, prior to or after obtaining a signed Lease/Sale Negotiation Authorization

MemoAutherization Memo-for-the Lease/Sale NegotiationProeess, solicits an offer from the
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potential lessor or purchaser (which should be in writing), the RE Manager should send a letter
or email to such other party stating that the RE Manager is the Point of Contact for the
transaction and include in the letter the language in A.1(a)(1) and A.2(a)(2) of Chapter III. If he
or she deems such negotiations to be successful, then in due course the Director of Real Estate
may on the basis of such negotiations enter into a Conditional Designation Letter or lease with
respect to a proposed transaction and then submit such transaction to the MTA Board for
approval as contemplated by Chapter VII of these Policies and Procedures.

Explanatory Statements.

An “explanatory statement” must be prepared in the case of any disposition pursuant to the
Lease/Sale Negotiation Process that involves:

(a) any sale of real property that has an estimated fair market value in excess of
$100,000;

(b) any real property disposed of by lease if the estimated annual rent over the term of
the lease is in excess of $15,000 (if the base rent in any year of the initial term is
over $15,000, then the lease qualifies for an explanatory statement); or

(c) any real property or real and related personal property disposed of by exchange,
regardless of value, or any property any part of the consideration for which is real

property.

Each such explanatory statement must be transmitted to the NYS Comptroller, the Director of
| the Budget, the Authorities Budget Office, the Commissioner of General Services and
Legislature not less than 90 days in advance of the closing of such disposition, and a copy
thereof must be preserved in the RED’s files.

The explanatory statement, which may be in the form of a staff summary, must include at a
minimum:

(a) Description of the parties involved in the property transaction;
(b) Justification for disposing of property by negotiation:

(¢) Identification of property, including its location;

(d) Estimated fair market value of the property:

(e) Proposed sale price of the property;

(f)_Size of the property: and

(g) Expected date of sale of property.
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The RE Manager is responsibie for preparing any such transmittal, which should be reviewed
and approved by his or her Deputy Director and the Director, Leasing & Acquisition before it is
sent out.

State Comptroller Review & Approval

Contracts for the disposition of real property via the Lease/Sale Negotiation Process that are
valued at $1 million or more, and all amendments to such contracts, must be reported to the
Office of the State Comptroller (“OSC”) and may be subject to review and approval by OSC.

All contracts entered into via the Lease/Sale Negotiation Process with a value of $1 million
or more (with value being determined as the sale value in the case of a sale or the Net
Present Value of the rental payments under the full term of a lease, including all option
periods), and all amendments to such contracts are “eligible contracts” for OSC review.

Each eligible contract that the MTA anticipates entering into in a given year must be reported to
OSC in December of the prior year. The DirectorsLeasing-&-AequisitionReal Estate Finance
Manager, with the assistance of the Deputy Directors, Leasing & Acquisition, will prepare this
list on an annual basis_and update it quarterly.- If an eligible contract that has not been
previously reported arises after the December reporting period, then it must be reported to OSC.
The Director; Leasing-& AequisitionReal Estate Finance Manager, with the assistance of the
Deputy Directors, Leasing & Acquisition, will prepare this report. No eligible contract may be
entered into less than ten days prior to the execution of the eligible contract.

OSC may designate specific eligible contracts that must be submitted automatically to OSC for
prior review and approval, in the manner determined by OSC (various materials, including RFP
or other solicitation materials, may need to be submitted). All eligible contracts submitted for
review must contain a provision stating that such contracts are not valid until approved by OSC
(unless OSC has not approved or disapproved a contract within ninety days, in which case such
contract shall become valid and enforceable without such approval).

However, all eligible real-estate contracts that were not selected for review and approval by
OSC, must be filed with OSC within 60 days of execution. That means in 20143 that all
agreements, or amendments to agreements, using the Lease/Sale Negotiation Process with a
value of over $1 million must be filed with the OSC within 60 days of execution.
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CHAPTER V — APPRAISALS AND FAIR MARKET VALUE

Scope — This chapter contains guidelines for estimating the “fair market value” of MTA real
property to be offered for lease or sale.

Responsibilities — As required by PAL Section 2897(3), the RED must obtain an “independent
appraisal” in connection with every sale or lease of MTA real property (including an interest in
real property, such as an easement).

Objective — To aid the RED and MTA Board in their efforts to obtain appropriate compensation
from lessees and purchasers and to ensure compliance with PAL Section 2897(3), which, except
in limited specified circumstances, prohibits the sale or leasing out of MTA property for less than
its “fair market value”.

Procedure — PAL Section 2897 does not define “fair market value”. However, such term is
commonly understood in the real estate industry to mean the price (in the case of a sale) or rent
(in the case of a lease) for which a typical owner of property comparable to the subject property
would be willing to sell or lease such property and a typical prospective buyer or lessee would be
willing to purchase or lease such property as of a specific date, assuming that neither party is
specially motivated and that the property is sufficiently marketed so that its availability is -
reasonably well known.

In many cases, estimating fair market value, while inherently imprecise due to the uniqueness of
property, is relatively straight-forward. Anyone with knowledge of the local real estate market
can survey published data relating to recent transactions to find examples of sales or leases of
comparable properties where the owner presumably solicited or could have solicited offers from
any number of potential buyers or lessees. And, in such cases, one need then only make
appropriate adjustments to per square foot prices or rents to account for variations among
properties. In other cases, however, determining a “market” value is more difficult, as a property
(or interest therein such as an easement) can be uniquely valuable to an adjoining property owner
and (by virtue of such property’s size, shape or inaccessibility) have relatively little or no value
at all to anyone else. In such cases, the fair market value of such property lies at an
indeterminate point somewhere between the polar extremes of (a) One Dollar (the amount that
the adjoining property owner would have to pay to win such property at an auction without any
reserve price) and (b) the amount by which adding such property (or interest therein) to the
adjoining property owner’s property would increase the fair market value of the adjoining
owner’s property.

In these Policies and Procedures, the term “Type I Transactions™ is used to refer to sales or leases
of MTA property (such as stores or independently developable parcels) where the purchasers or
lessees could be anyone; and the term “Type II Transactions” is used to refer to sales or leases of
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MTA property to adjoining property owners where such property has unique value to such
adjoining property owners.

PAL Section 2897 does not distinguish between Type I Transactions and Type II Transactions;
in either case, it requires that an independent appraisal of fair market value be obtained and
retained in RED’s records and (except in the special circumstances identified in Chapter IV of
these Policies and Procedures) requires public advertising for bids. However, because many of
the transactions that the RED handles are Type 11 transactions (given that MTA rights-of-way
often have only one logical adjacent user), it is important, as a practical matter, to recognize that
the RED will not in fact receive competitive offers in the case of Type II Transactions, and for
RE Managers to give suitable instructions to appraisers to avoid confusion and ensure that in all
cases the intentions of this chapter are properly served by the appraiser’s work.

In the case of a Type I Transaction, the RE Manager should instruct the appraiser to prepare a
typical assessment of the value of the subject MTA property assuming full and adequate
competition among potential purchasers or lessees, as the case may be. In the case of a Type II
Transaction, the RE Manager should instruct the appraiser to prepare an assessment of the
incremental value to the adjoining property owner of adding the subject MTA property (or
interest therein) to such adjoining property owner’s interest. The RE Manager should instruct
the appraiser to explicitly state in the appraisal the reasoning used in determining the estimated
incremental value to the adjoining property owner.

It is important to note that in either case, the value determined by the appraiser will not
necessarily equate with “fair market value”.- Appraisers can only estimate value, and indeed
appraisers commonly disagree when more than one is asked to value any given property. And, in
the case of a Type I Transaction to be entered into after the Lease/Sale RFP Process has in fact
resulted in competition between two or more typically motivated potential purchasers or lessees,
the actual results of such Lease/Sale RFP Process constitute more concrete evidence of fair
market value than an appraiser’s estimate does. However, the estimate of value determined by
an independent appraiser does nonetheless constitute rebuttable evidence of fair market value,
and a tool for assessing the efficacy of the RED’s efforts to maximize income from the
disposition of MTA property (regardless of whether the Lease/Sale RFP Process of the
Lease/Sale Negotiation Process is used). Accordingly, each Staff Summary presented for MTA
Board approval should include a statement of the appraiser’s estimate of value, and, if the
proposed transaction would yield to the MTA less than such estimate of value, either (a) an
explanation as to (i) why the RED does not believe such estimate of value coincides with fair
market value and (ii) why the compensation to the MTA that is being recommended in the Staff
Summary represents at least fair market value or (b) information and proposed MTA Board
findings of the kind required by PAL Section 2897(7)(b) and (c), which read as follows:

“b. In the event a below fair market value asset transfer is proposed, the following
information must be provided to the authority board and the public:
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(i) a full description of the asset;

(i1) an appraisal of the fair market value of the asset and any other information
establishing the fair market value sought by the board;

(iii) a description of the purpose of the transfer, and a reasonable statement of the
kind and amount of the benefit to the public resulting from the transfer, including
but not limited to the kind, number, location, wages or salaries of jobs created or
preserved as required by the transfer, the benefits, if any, to the communities in
which the asset is situated as are required by the transfer;

(iv) a statement of the value to be received compared to the fair market value;

(v) the names of any private parties participating in the transfer, and if different
than the statement required by subparagraph (iv) of this paragraph, a statement of
the value to the private party; and

(vi) the names of other private parties who have made an offer for such asset, the
value offered, and the purpose for which the asset was sought to be used.

(c) Before approving the disposal of any property for less than fair market value, the
board of any authority shall consider the information described in paragraph b of this
subdivision and make a written determination that there is no reasonable alternative to the
proposed below market transfer that would achieve the same purpose of such transfer.”

Each appraisal commissioned by the RED pursuant to these Policies and Procedures should be
prepared by a member of the Appraisal Institute, or the equivalent, except that in the case of a
proposed space lease such appraisal may be prepared by a licensed real estate broker experienced
in the leasing of space in the area where the subject property is located.
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CHAPTER VI - ANALYSIS OF PROPOSER’S FINANCIAL CAPABILITY

Scope - This chapter outlines the procedures to be utilized to evaluate a proposer’s financial
ability to comply with the terms of a lease or contract of sale.

Responsibilities - The RE Manager is responsible for receiving and taking into account the
information reported on Proposer Information Forms and for ordering and taking into account
the results of independent credit and background reports.

Objective - To evaluate the creditworthiness of a prospective tenant or purchaser.

Procedures - The necessary procedure for conducting the credit and background check begins
with the RE Manager obtaining a completed Proposer Information Form from each proposer in
order to gather reference and credit and background information for such proposer. The Proposer
Information Form includes an authorization to order a credit background report- and check
financial references. The RE Manager should provide the requisite information to the RED’s
credit reference service, currently LIDA Credit Agency, Inc., 450 Sunrise Highway, Suite 201,
Rockville Center, NY 11570 (phone: 516-678-4600; fax: 516-678-4611), and order a credit
background report from such service. (See Figure 219). Typically this process takes two to
three weeks.

In the case of a proposed sale, the primary evidence of a prospective purchaser’s financial
capability is such prospective purchaser’s ability and willingness to put at risk a substantial down
payment (typically equal to 10% of the purchase price). However, the RE Manager should
nonetheless seek evidence of each prospective purchaser’s ability to finance the balance of the
purchase price, recognizing that such evidence is likely to take the form of expressions of interest
and indicative terms from prospective equity owners and lenders, as opposed to definitive
commitments.

In the case of a lease:

(a) except in special circumstances with the approval of the Director, Leasing &
Acquisition (as, for example, where the tenant makes a substantial pre-payment of
rent or funds a substantial improvement of substantial value to the MTA), the
prospective tenant should be required to demonstrate that it is ready and able to post
cash or a letter of credit as a security deposit in the amount of three times the
projected monthly rent for the fifth year of the lease term;

(b) the prospective tenant should be required to furnish a business plan, including pro
forma projections of income and expense, that demonstrates that the tenant will be
able to afford to pay the proposed rent from its operating revenues;
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©

(d)

(©)

if the proposed rent is substantially higher than the RED’s estimate of fair market
value, then (unless the tenant is itself a creditworthy entity or will make
improvements that would have substantial residual value to the MTA if the lease
were to be terminated for non-payment of rent) the tenant’s obligation to pay such
rent should be personally guaranteed by a creditworthy principal of the tenant;

alternatively, if the projected rent is not substantially higher than the RED’s estimate
of fair market value, it will suffice for a creditworthy principal of the tenant to
provide a so-called “good guy” guaranty, pursuant to which the guarantor guarantees
the payment of rent through the date that is six months after the date on which the
tenant surrenders the premises (or such guaranty may be dispensed with entirely if the
tenant itself is creditworthy); and

if the tenant is to be required to undertake and pay for substantial capital
improvements, the tenant should be required to post security for the completion (and
payment of the costs) of such improvements, which security may take the form of (i)
a personal guaranty from a creditworthy principal of the tenant, or (ii) a letter of
credit (the amount of which may be periodically reduced as construction costs are
paid by the tenant).

It is in light of the foregoing requirements that the financial information provided by proposers
should be evaluated by RED staff.
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CHAPTER VII - BOARD APPROVAL PROCESS

Scope — This chapter reviews the process for the preparation of Conditional Designation Letters
and Finance Committee Staff Summaries and for the obtaining of MTA Board approval of sale
and leasing-out transactions recommended by the RED. All proposals to sell or lease out MTA
property must be reviewed by the Finance Committee, and no such sale or lease can become
effective until and unless the MTA Board (acting upon the recommendation of the Finance
Committee) has specifically authorized such sale or lease.

A. Conditional Designation Letters

When the RED has determined that it wishes to accept the proposal of a prospective tenant to
lease MTA property or of a prospective purchaser to purchase MTA property (whether pursuant
to the Lease/Sale RFP Process or pursuant to the Lease/Sale Negotiation Process), the RE
Manager should prepare a conditional designation letter for execution by the Director of Real
Estate and counter-signature by such prospective tenant or purchaser (a “Conditional
Designation Letter”). See Figure 22+ for an example. Such letter should spell out the terms of
the proposed transaction with as much specificity as possible under the circumstances, not in the
body of the letter itself but by incorporating by reference the most recent written materials
(typically a signed Parcel Information Sheet Term or Sheet and signed Rent Proposal) that
embody the agreements that the RED believes have been reached to date with respect to such
transaction. Each Conditional Designation Letter must stipulate that it does not constitute a
legally binding agreement insofar as the MTA is concerned and that it is subject to MTA Board
approval.

Once an Authorization Memo approving a proposed disposition has been signed, a lease or
contract of sale executed by the prospective tenant may serve in place of the Conditional
Designation Letter. Each such lease or contract must stipulate that it is not a legally binding
agreement insofar as the MTA is concerned and that it is subject to MTA Board approval.

B. Staff Summaries

After the prospective purchaser or tenant counter-signs the Conditional Designation Letter or
returns a signed lease or contract of sale, the RE Manager should prepare a Staff Summary
(unless not required pursuant to MTA Board-approved policy) for Finance Committee approval.
The following is the sequence of steps for preparation of the Staff Summary. This process
typically takes approximately three-five weeks and results in a presentation to and discussion
with the Finance Committee.

1. The assigned Executive Secretary distributes a schedule of Finance Committee and
MTA Board meeting dates to all RED staff. This schedule includes deadlines for the
submission of Staff Summaries.
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2. The RE Manager submits a project title to his/her Deputy Director for review, and
then to the assigned Executive Secretary who is responsible for RED’s Finance
Committee agenda.

3. The RE Manager prepares a first draft of the Staff Summary, using the RED’s
standard form (Figure 232). Details such as the following should be included as
appropriate:

Finance Committee meeting date

MTA Agency involved

Purchaser or tenant

Location (street address)

Activity (use)

Action requested (approval, extension of term, etc.)
Term (years)

Renewal options (if any)

Space (square feet)

Rent or compensation, (annually, by term and by square foot, if appropriate) or
sales price

Security deposit (if any)

Guarantor (if any)

Insurance (if any)

Required improvements (if any)

Comments

The comments section should review the justification for the selection of the
proposed tenant or purchaser, and should include the number of proposals received (if
the purchaser or tenant was selected via an RFP), the names of any proposers that
were disqualified and the reasons why, the present values of the guaranteed
compensation offered by each responsive and responsible proposer, the discount rate
used to calculate such present values, and, if the responsible and responsive proposer
with the highest such present value was not selected, an explanation as to why a
different proposer was selected.

4. The applicable Deputy Director, the Director, Leasing & Acquisition, and the
Director of Real Estate review the draft with the RE Manager and make changes as
they see fit.
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5. MTA executive staff (General Counsel, Chief of Staff and Chief Financial Officer)
review and (following implementation of any changes they may require) initial the
Staff Summary.

6. The Director of Real Estate signs the Staff Summary.

7. The completed Staff Summary is submitted along with the remainder of the RED’s
Finance Committee agenda package for printing.

C. Board Approval

The RE Manager and his or her Deputy Director should be present during the Finance
Committee discussion in order to help answer questions as needed. The Finance Committee may
instruct the RED staff to make changes in the Staff Summary as reflected in the minutes of the
Finance Committee meeting. Any such changes must be made to the Staff Summary prior to
submission to the full MTA Board. If the transaction is recommended by the Finance Committee,
the RE Manager should update Yardi with the Finance Committee approval date and the
transaction is included in the Finance Committee’s report to the MTA Board. Once the MTA
Board has approved the transaction, the RE Manager should enter the MTA Board approval date
into Yardi.

D. SEQRA Compliance

As indicated above, RED staff must consult and coordinate with MTA Legal to ensure that,
before the MTA Board takes action to approve any sale or leasing-out transaction, the
requirements of SEQRA have been satisfied to the extent such requirements are applicable to
such transaction. Depending on the circumstances, the MTA Board may need to make certain
SEQRA-related determinations before it takes such action. Prior to submitting an Authorization
Memo for any transaction, the RE Manager should, in consultation with MTA Legal, determine
what, if any, SEQRA requirements must be satisfied and whether and how such requirements
need to be addressed in the applicable Staff Summary.
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CHAPTER VIII - PREPARATION OF FORMAL AGREEMENTS

Scope - This chapter reviews procedures relating to the preparation of definitive legally-binding
agreements.

Objective - To develop a fully executable agreement as well as provide documentation of the
approval and revision of such agreement.

Responsibilities - The RE Manager has primary responsibility for the preparation of the draft
agreement, preparing the Document Approval Form (“DAF”) and soliciting input from the
applicable Deputy Director, the Director, Leasing & Acquisition and MTA Legal.

Procedures - The necessary procedures for preparing the lease or sale agreement include
drafting the agreement and obtaining Legal Department approval and tenant concurrence with
the written agreement.

A. Drafting of Formal Agreement

Prior to or following the acceptance of the terms of the agreement by the MTA Board, the RE
Manager should in consultation with MTA Legal prepare a first draft of a formal agreement
based on the Conditional Designation Letter, form of lease provided with the RFP (if applicable),
and Staff Summary, accompanied by the Authorization Memo, Document Approval Form, and
draft or Board-approved staff summary. To the fullest extent possible and appropriate, such draft
should be based on a form previously approved by MTA Legal.

B. Internal Review

Once the RE Manager has prepared such draft, it should be forwarded to the applicable Deputy
Director for review. Depending on the Deputy Director's comments, the RE Manager may need
to make additional modifications. The agreement should then be forwarded to either the Director
of Operations or Senior Director, Tenant Management Unit (depending on the nature of the
agreement), and then to the Director. s-Leasing & Acquisition and the assigned attorney at MTA
Legal for their review and comment. As changes are made to the draft agreement, the RE
Manager should highlight the changed text with each revision and have his or her Deputy
Director, the Director, Real Estate Operations and the assigned attorney review and approve the
changes. A draft agreement may not be sent to the prospective purchaser or tenant until such
internal review has been completed.

C. Document Approval Form



METROPOLITAN TRANSPORTATION AUTHORITY
REAL ESTATE DEPARTMENT
POLICIES AND PROCEDURES FOR THE LEASING-OUT
AND SALE OF REAL PROPERTY

March, 2013 CHAPTER VIII - PREPARATION OF FORMAL AGREEMENTS Page 34

The Document Approval Form is to be used for documenting revisions and approvals. (See
Figure 243). The Document Approval Form, along with supporting documentation, should be
routed with the draft agreement for all internal RED reviews, comments and approvals. The
Document Approval Form itself does not travel to the Law Department during the review
process. However, the date of sending the agreement to the Legal Department is to be noted on
the form and resides in the tenant file. The Tenant ID # from Yardi should be included on the
Document Approval Form.

D. Execution By Purchaser or Tenant

Once the required internal review has been completed, the RE Manager should send the
proposed documentation to the prospective purchaser or tenant for execution. Should the
prospective purchaser or tenant request changes, the RE Manager should present such requested
changes to his or her Deputy Director, the Director, Leasing & Acquisition and/or MTA Legal
for discussion as needed. Once the agreement is finalized, the prospective purchaser or tenant
should be directed to execute five original counterparts of the agreement and return them to the
RE Manager.

E. Execution By Director of Real Estate

Once the agreed-upon documentation has been executed by the tenant or purchaser, the RE-
Manager should use the Document Approval Form to send it (by way of his or her Deputy
Director, the Director, Leasing & Acquisition and MTA Legal) to the Director of Real Estate for
execution on behalf of the applicable MTA Agency.

F. Required Deliveries

In addition to executed copies of the agreement, the RE Manager should obtain the following
from the purchaser or tenant:

1. Any required security deposit, to the extent, if any, not already deposited with the
MTA, and any required personal guarantees of payment and/or performance,
including any required guaranty of completion with respect to required
improvements.

2. In the case of a lease, the first month’s rent.

3. Inthe case of a lease, an insurance certificate evidencing coverage as required by the
lease. This item must be delivered to the RE Manager prior to possession being
granted. The RE Manager should make an initial inspection of the certificate to verify
that the amounts specified match those in the agreement, and that all the additional
insured’s as required under the agreement are named on the certificate, that the
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address of the concession is correct and that the named insured is correct as per the
lease. (After the file is conveyed to Tenant Management, Tenant Management will
be responsible for forwarding the insurance certificate to MTA Risk Management for
further review.)

Note: Insurance for construction is due upon approval of plans and prior to
commencement of any work.

All checks should be forwarded to Tenant Management immediately upon receipt. Copies of all
the items referred to in this chapter should be maintained in the Tenant File.

G. Proposer’s Failure to Execute

If a proposer has held a proposed agreement for more than two weeks, the RE Manager should
send a letter to the proposer, UPS Next Day Air, stating that if the agreement is not executed
within two weeks the subject property may be offered to another proposer.

Every effort should be made to contact the proposer to identify and resolve any open issues; and
if the RE Manager judges the proposed tenant's reasons for failure to execute to be valid, an
adequate time period should be granted for finalizing and executing the agreement. In no event,
however, should the proposed tenant be allowed an inordinate amount of time to complete
contract negotiations and satisfy any pre-conditions to contract execution or be allowed to renege
on understandings that were reflected in the proposer’s proposal or Conditional Designation
Letter.

If a proposer purports to withdraw such proposer’s proposal or refuses to execute definitive
documentation reflecting the terms of the proposal or Conditional Designation Letter, the RE
Manager, after consulting with his or her Deputy Director and MTA Legal, should instruct
Tenant Management to seize such proposer’s earnest money deposit, and in such event Tenant
Management should notify the MTA Comptroller’s office that it should transfer such deposit to
the applicable MTA Agency's operating account; provided, however, that the Director, Leasing
& Acquisition may in any event elect to return any earnest money deposit received from any
governmental agency or not-for-profit agency. Alternatively, if negotiations have terminated by
reason of an impasse over contract terms that were not addressed in the proposal or Conditional
Designation Letter, and if the RE Manager and his or her Deputy Director and MTA Legal
concur that the proposer has been dealing in good faith, the MTA Comptroller’s office should be
directed to return the proposer’s deposit with interest, if any.

The RE Manager should take care to maintain contemporaneous notes of all communications
that could have a bearing on the determinations that are described in the preceding paragraph.
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CHAPTER IX - TENANT INFORMATION TRANSFER

Scope - This chapter is designed to assist in preparing lease-related documentation to be
forwarded to Information Management and Tenant Management.

Objective - To assist in the accurate transfer of pertinent information to Information
Management and Tenant Management.

Responsibilities - The RE Manager prepares the necessary documentation and communicates
the information to Tenant Management and Information Management.

Procedures - The necessary procedures for conveying the information are as follows:
A. Documentation

1. If the Director, Leasing & Acquisition approves the selection, the RE Manager with
the assistance of Information Management (which advises the Real Estate Manager
of the correct property and unit descriptions) should enter basic proposer information
(name, address, property unit) into Yardi. The RE Manager notifies Information
Management via email to change status of tenant to “future”.

2. Once a tenant has been selected, approved and entered into Yardi with “future”
status, this tenant will now show up on Yardi’s Lease Tracking Report. This report
may be printed and reviewed at monthly staff meetings between the applicable
leasing team and the Director, Real Estate Operations (Figure 254)

3. The Director of Real Estate signs all of the copies of the final lease agreement and
these are returned to the RE Manager who distributes the signed copies of the
agreement as follows:

o The tenant (1 copy)
e Tenant File - (2 copies)
¢ One copy to MTA Agency legal department (if applicable)

4. The RE Manager assembles or updates the RFP File to include all proposals, rejection
letters, copies of interview notes and memos pertaining to the project and forwards to
the Information Center. The RE Manager assembles or prepares the Tenant File,
which includes the original proposal, all correspondence with the tenant, confirmation
letter, two copies of the agreement, Staff Summary, insurance certificate, W-9 form,
construction security, Document Approval Form and the Routing Execution Form,
and attaches the Tenant Control Checklist (Figure 265), which is affixed to the
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respective project file before forwarding to Tenant Management. Tenant Management
is responsible for forwarding this to the Information Center.

The completed file for all new agreements or amendments and changes to existing
agreements should immediately be handed over to Tenant Management staff. Within
24 hours of when a RE manager plans to mail a tenant a copy of an executed lease
agreement, the RE -Manager should e-mail Tenant Management staff for a meeting.
At the meeting, Tenant Management staff will verify:

o All items on the tenant file check list are in the file.

e That the key qualitative tenant management elements (insurance, rent and
security checks, executed routing form and lease) are in the correct amounts,
received from the correct party.

If all is in order, Tenant Management staff will enter the “hand-off” date into Yardi.
If qualitative elements are not in order, the Real Estate Manager and Tenant
Management staff will work together to remedy the matter, and once remedied, the
“hand-off” date will be entered by the Tenant Management staff into Yardi.

NOTE: It is the responsibility of the RE Manager to ensure that no agreement is
executed by the Director of Real Estate unless checks are received in the appropriate
amounts, and from the appropriate corporate entity, and that initial insurance
certificates are received in the limits and coverages contemplated by the lease.

5. For the Lease/Sale Negotiation Process, the Authorization Memo plus all
correspondence, maps and the agreement serves as the Tenant File and is forwarded
to Tenant Management.

B.  Insurance Coordination

Note: If a tenant’s insurance forms are incomplete at the time the Tenant File is forwarded to
Tenant Management, a notation as to the status of insurance should be made. Valid reasons for
uninsured status typically include the tenant not being in possession or not being required to
maintain insurance during the design and construction process. However, during construction,
the tenant’s contractor is required to maintain adequate insurance. The tenant may not be in
possession of the facility until active coverage is in place.

C. Planning & Construction

Tenant Management is responsible for the coordination of the construction process from plan
submission and approval through completion. Tenant Management should copy the RE Manager
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on all correspondence and include Tenant Management in all meetings relating to the
construction process. Tenant Management is responsible for updating Yardi with respect to all
construction activity.

D. Maintenance of Marketable Property List

The Deputy Directors are responsible for maintaining the Marketable Property List for their
respective areas of responsibility. Tenant Management is responsible for notifying the
appropriate Deputy Directors of previously leased or licensed property that is due to become
available.
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CHAPTER X - CONSTRUCTION MANAGEMENT

Scope - This chapter provides guidelines for standardized monitoring of the tenant improvement
construction process from design through construction completion and the commencement of
operation.

Objective - To ensure that tenant improvements are efficiently and appropriately completed in
compliance with lease terms and with the applicable MTA Agency’s architectural, engineering
and code compliance department.

Responsibilities - The applicable MTA Agency is responsible for approving plans and
monitoring and approving the construction of the proposed facilities.

Procedures - The necessary procedures for coordinating the construction process include the
following:

A. Plan Submission
The tenant submits construction plans for approval by the MTA Agency through the RED.

1. Tenant Management, with the assistance of the leasing RE Manager, is generally
responsible for coordinating the approval of design and plans for proposed
improvements. After the lease is fully executed, the tenant has a prescribed number of
days to submit plans to Tenant Management or its designated receiver. Tenant
Management then forwards the plans to the appropriate MTA Agency for review.
Subsequent to A&E review, the plans are forwarded to the applicable MTA Agency.
If changes need to be made after the MTA Agency review, the tenant should be so
notified in writing. The leasing RE Manager should be copied on all correspondence
relating to plan submission and approval meetings on tenant plans should include the
leasing RE Manager only if necessary.

2. Once plans are approved, a letter should be sent by Tenant Management to the tenant
indicating that the plans have been approved and requesting evidence of contractor's
insurance (if not already sent) so that construction may commence.

3. Each MTA Agency deals with tenant construction differently. Tenant Management
tracks the MTA Agency process. As a general rule, the following paragraphs
describe how the MTA Agencies manage tenant construction. Appropriate
exceptions to these general rules can be made with the approval of the Director,
Leasing & Acquisition in consultation with the Sr. Deputy Director, Tenant
Management.



METROPOLITAN TRANSPORTATION AUTHORITY
REAL ESTATE DEPARTMENT
POLICIES AND PROCEDURES FOR THE LEASING-OUT
AND SALE OF REAL PROPERTY

March, 2013 CHAPTER X — CONSTRUCTION MANAGEMENT Page 40

MTA NYCT: The Maintenance of Way Department approves plans. Tenant
Management arranges a construction kick-off meeting. Attendees include: the tenant, its
contractors, licensed subcontractors, architect and engineer, the RE Manager, Tenant
Management, and Maintenance of Way. Maintenance of Way is responsible for all
inspections and for Approval to Open (oral or written) and Final Approval (written). The
Final Approval concludes the process for NYCT. Tenant Management communicates
this information to the tenant.

MTA LIRR:

1. For Penn Station Tenants: The Capital Program Management (CPM) staff
assigned to Penn Station approve the plans. CPM arranges a construction kick-off
meeting. Attendees include Tenant Management, the Station Manager, the RE
Manager, LIRR Engineering, CPM and the tenant and its contractors, architect
and engineers. CPM is responsible for issuing a Construction Permit and for all
inspections. After satisfactory construction completion, CPM issues a Certificate
of Occupancy to the tenant with a copy to the RE Manager, who then forwards a
copy to Tenant Management.

2. For Tenants in Space Other Than Penn Station: CPM staff approve the plans.
CPM staff, together with LIRR Engineering Department personnel, are
responsible for inspections and CPM issues the certificate of
occupancy/construction approval. Tenant Management communicates the
approval to the tenant.

MTA METRO-NORTH: Capital Programs (CP) approves the plans. CP is responsible
for issuing a Building Permit and for inspections. Tenant Management coordinates the
construction kick-off meeting. In attendance are: CP (including the Chief Architect,
Engineers and Code Compliance) the RE Manager, Tenant Management, the tenant and
its architect, engineers and contractors. CP issues a Certificate of Occupancy upon
satisfactory completion of construction. The Certificate of Occupancy is forwarded to
Tenant Management.

B. Construction Monitoring

1. Tenant Management communicates with the Engineering Department/Maintenance of
Way on the status of the improvements. In some cases, Tenant Management will find
it necessary to physically inspect the premises. Accordingly, Tenant Management
essentially monitors the construction process endeavoring to ensure that construction
proceeds according to schedule and that all inspections by the appropriate technical
personnel occur. Tenant Management is responsible for documenting any delays and
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the reasons for such delays. Once the construction is completed, the applicable MTA
Agency is notified that construction is complete and a final inspection is requested.

C. Construction Completion

1. Upon construction completion and approval, Tenant Management arranges the return
of the construction security, if applicable.

2. Where an agreement indicates that rent commences upon completion of construction,
Tenant Management sends the tenant a rent start notice and provides a copy to the RE
Manager and Information Management.
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CHAPTER XI-NEW YORK STATE PROCUREMENT LOBBYING LAW

Scope - This chapter establishes policies and procedures for the implementation of the
requirements relating to lobbying with respect to real estate transactions as provided in the State
Finance Law and Legislative Law and as amended by Chapter 1 of the Laws of New York of
2005 (the “Procurement Lobbying Law™). The applicable provisions of the Procurement
Lobbying Law took effect on January 1, 2006. The Procurement Lobbying Law is a statute
enacted by the New York State Legislature and the MTA is obligated to comply with its
requirements.

Objective - To enhance the public’s confidence in State procufement processes by increasing
disclosure requirements for persons attempting to influence a procurement or Real Estate
transaction.

Responsibilities — Proposers must not make “Contact” during the Restricted Period with anyone
other than the Designated Point(s) of Contact.

Procedures - The Procurement Lobbying Law applies to “the purchase, sale or lease of real
property or an acquisition or granting of other interest in real property.” Among other things, it
restricts certain contacts during the procurement process and requires the MTA to record all such
“Contacts” and include them in the transaction record. Violations of the policy regarding
permissible contacts must be reported to the appropriate MTA officer and investigated
accordingly.

A. Definitions:

As used in this chapter and as provided in the Procurement Lobbying Law, the
following terms have the following meanings:

1. Contact: any oral, written or electronic communication with a governmental entity
under circumstances where a reasonable person would infer that the
communication is intended to influence an MTA real estate transaction.

2. Offerer: an individual or entity, or any employee, agent or consultant or person
acting on behalf of such individual or entity, that contacts the MTA about a real
estate transaction during the Restricted Period or that bids, proposes or enters into
negotiations with respect to an MTA real estate transaction.

3. Restricted Period: the period of time commencing with the earliest written notice,
advertisement or solicitation of an RFP or, in the case of a Lease/Sale Negotiation
Process transaction, when the RE Manager first solicits a response from a
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potential lessor or purchaser intending to result in contract of sale or lease, which
solicitation should be in writing, and ending with the final closing of the
transaction.

B. Applicability:

1. The Procurement Lobbying Law applies to all contracts with an estimated annual

expenditure in excess of $15,000, including, but not limited to, RFPs and
agreements entered into via the Lease/Sale Negotiation Process.

A transaction is not subject to the provisions of this section if the commencement
of the Restricted Period occurred prior to the effective date of the Procurement
Lobbying Law, even if the contract is awarded after the'effective date.

During the Restricted Period, bidders/proposers, or those acting on their behalf,
may make only Permissible Contacts with the MTA with regard to a real estate
transaction. In addition, bidders/proposers may not attempt to influence a real
estate transaction in a way that violates or attempts to violate the ethics provisions
of the Public Officers Law Section 73(5), relating to the receipt of gifts intended
to influence; and Section 74, which addresses the ethical standards of employees
of state agencies (including public benefit corporations), members of the New
York State Legislature and Legislative employees.

C. Communications Not Prohibited by the Procurement Lobbying Law (“Permissible
Contacts”):

1.

A “Contact” (i.e., a communicatoin infended to influence a real estate transaction)
that is made with a Designated Point of Contact, whether such contact is one of
the types of “Contacts” listed in C.2 below or not, or

One of the following communications, (all considered “Contacts™), with the
Designated Point(s) of Contact OR another agency representative (i.e., an
employee of the Real Estate Department) who is NOT a Designated Point of
Contact:

a. Proposals: Submission of written proposals in response to an RFP or
other solicitation, pursuant to the submission requirements set forth in
the solicitation.

b. Written Questons: The submission of written questions by a method set
forth in the solicitation, advertisement and/or real estate transaction
package, when all such questions and responses are to be disseminated
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to all Offerers who have expressed an interest in the RFP or other
solicitation.

c. Pre-Proposal Conference: Participation in a pre-proposal conference,
oral presentation or interview provided for in an RFP.

d. Complaints: Complaints by an Offerer regarding the failure of a
Designated Contact to reply in a timely fashion.

e. Negotiations: Communications by Offerors, who have been tentatively
designated as the prospective tenant or purchaser, provided that such
communications are solely for the purpose of negotiating the terms of
such designation and/or negotiating the terms of the lease or contract of
sale after being notified of such designation.

f. Review of award: Contacts regarding protests, appeals or other review
proceedings before the MTA.

g. Protests or complaints: Complaints of alleged improper conduct.

h. Communications between offerers and governmental entities (i.e., state
legislature, public authorities, courts) that solely address the
.determination of responsibility by the MTA of an Offeror.

i. Contact by a member of the New York State Legislature or legislative
staff, when acting in their official capacity, regarding a particular real
estate transaction.

In addition and in the absence of the Point of Contact, the Director of Real Estate may authorize
another contact within the Real Estate Department to receive communications on behalf of the
Point(s) of Contact.

D. Communications Prohibited by the Lobbying Law (“Impermissible Contacts”): Any
CONTACT that is not a PERMISSIBLE CONTACT as defined above is an

“Impermissible Contact” and a violation of the Lobbying Law. To clarify, a
communication is an “Impermissible Contact” if all of the following are true:

1. An Offeror makes an oral, written or electronic communication with a
person in an MTA Agency;

ii. who is not a designated point of contact for the solicitation;

iii. during the solicitation’s RESTRICTED PERIOD;
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iv. under circumstances that a reasonable person would infer was an attempt
to influence that solicitation; and

v. in a manner that does not fall under any of the areas considered a
PERMISSIBLE CONTACT.

E. Recordation of Permissible and Impermissible Contacts:

1.

Permissible Contacts: Upon any Permissible Contact during the Restricted Period,
the employee being.contacted must obtain the name, address, telephone number,
place of employment and occupation of the person or organization making the
Contact and whether or not such person (if such person is not the Offeror) or
organization was retained, employed or designated by or on behalf of the Offerer
to contact the MTA regarding the procurement. Such Permissible Contacts must
be recorded on the Report of Contact form (see Figure 276), with the appropriate
“Permissible Contact” box checked. The person recording the information makes
a copy of the form for themselves, and sends an additional copy to the Director,
Real Estate who maintains a central repository of the forms as well as the original
to the RE Manager for placement in the Project file.

Impermissible Contacts: Any employee of the MTA, including employees outside
of the RED, who becomes aware that anyone has violated the Procurement
Lobbying Law by making an Impermissible Contact must obtain the name,
address, telephone number, place of employment and occupation of the person or
organization making the Impermissible Contact and whether or not such person or
organization was retained, employed or designated by or on behalf of the Offerer
to contact the MTA regarding the procurement and inform the Director of Real
Estate immediately, using the Report of Contact form, checking the
“Impermissible Contact” box. (Figure 276).

The person recording the information makes a copy of the form for themselves,
and sends an additional copy to the Director who maintains a central repository of
the forms as well as the original to the RE Manager for placement in the Project
file. In addition, the Director of Real Estate will investigate the allegations. If
there is reasonable cause to believe that the allegations are true, the Offerer must
be notified of the investigation and given an opportunity to respond to the
allegations in accordance with the MTA’s procedure regarding responsibility
determinations.

The MTA Director of Real Estate must report knowing and willful violations of
the Procurement Lobbying Law to the Executive Director of the MTA and the
Office of General Services (“OGS”).
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F. Contract Requirements:

1. All RFP or Lease/Sale Negotiation offering documents must contain the name of
the designated contact(s) (the Point(s) of Contact) for that particular procurement.

2. All RFP or Lease/Sale Negotiation offering documents must contain a summary
of the requirements of the Procurement Lobbying Law. This summary is
contained within Schedule W.

3. Schedule W (Figure 287) must be made a part of, and returned with, the
bid/solicitation documents for each real estate transaction covered under the
Procurement Lobbying Law. Failure of a bidder/proposer to return a completed
Schedule W will deem such bidder/proposer as ineligible for award. Schedule W
consists of the following, which satisfy the submission requirements of the
Procurement Lobbying Law:

a. Affirmation of the Offerer’s understanding of, and agreement to comply
with, the Procurement Lobbying Law.

b. Certification that the information the Offerer has provided the MTA
with is complete, true and accurate.

c. Disclosure of any findings of non-responsibility made within the
previous four years that were due to a violation of the Lobbing Law or
as a result of intentionally providing false or incomplete information to a
government entity (as defined in the Procurement Lobbying Law).
Failure to disclosure such prior determinations of non-responsibility will
be considered in the determination of responsibility.

d. The MTA may confirm the accuracy of the information provided in this
disclosure by accessing the list of all Offerers who have been determined
to be non-responsible or debarred due to violations of this section,
maintained by the OGS.

G. Responsibility Determination:

1. A finding that an Offerer has knowingly and willfully violated the Procurement
Lobbying Law may result in a determination of non-responsibility and the Offerer
may not be awarded the lease or sale.

2. The lease or sale may be awarded to an Offerer found non-responsible as a result
of a violation of the requirements of this section, if the MTA determines that the
award of the license or sale to the Offerer is necessary to protect public property,
health or safety, and that the Offerer is the only source capable of fulfilling the
contract within the required timeframe. Such finding must be documented in the
transaction file.

3. Any subsequent determination of non-responsibility due to a violation of this
section within four years of a determination of non-responsibility will result in the
Offerer being debarred from submitting a bid/proposal on or be awarded any real
estate contract for four years from the date of the second determination.
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4. Compliance with the requirements of the Procurement Lobbying LLaw and this
Procedure will be considered in the overall responsibility determination of the
Offerer.

H. Termination
1. Each lease or sale contract covered by the Procurement Lobbying Law must
contain a provision that authorizes the MTA to terminate any such transaction if
any of the certifications provided by the Offerer pursuant to the Procurement
Lobbying Law is found to be “intentionally false or intentionally incomplete”.
2. The MTA must include the basis for any action taken pursuant to such
termination provision in the transaction record.
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GLOSSARY

Authorization Memo: A memorandum prepared by a RE Manager seeking authorization as
required by these Policies and Procedures.

Authorization Memos recommending award pursuant to an RFP require SEQRA check
off and signature of the appropriate Deputy Director, Director, Leasing & Acquisition,
and Director, Real Estate Operations.

Authorization Memos recommending award pursuant to the Lease/Sale Negotiation
Process require SEQRA check off and the signatures of the appropriate Deputy Director,
the Director, Leasing & Acquisition, the Director, Real Estate Operations, MTA Legal,
and the Director, Real Estate.

Lease/Sale Negotiation Process File: This file results from the Proposer File and includes the
Authorization Memo, the Proposer Information Form, the Conditional Designation Letter, the
Staff Summary, the Document Approval Form, two copies of the definitive agreement(s), the
insurance certificate and the W-9 form. This file is assembled by the RE Manager and resides in
the Information Center.

Conditional Designation Letter: As described in Chapter VII.

Contact: As defined in Chapter XI.

Deputy Director: The Deputy Director of the RED who has primary responsibility for RED
leasing & acquisition activities relating to property of a particular MTA Agency.

Document Approval Form: As described in Chapter VIII.

Finance Committee: The Finance Committee of the MTA Board (or any other committee of the
MTA Board that may assume responsibility for oversignt of the RED).

GCT Leasing Guidelines: As defined in the Introduction.

Information Center: The area of the RED office devoted to maintaining central files, Val
maps, Sanborn maps, Tax maps, Station Diagrams and other documents that are regularly needed
and must be permanently retained. ‘

Information Management or IMU: The information management unit of the RED.

Inquiries: As defined in Chapter 1.
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IPIS: IPIS is a database that contains a list of properties owned by the City of New York.
Information concerning tax status, descriptive property history and any in rem action is also
available. Access to this information is provided via CityNet Computer Hook-up. Certain items
from this information can also be found in Yardi for each City-owned property.

Iran Divestment Act: The New York State Office of General Services maintains a list of persons
who have been determined to engage in investment activities in Iran (“the List™), as defined in the act.
Under Public Authorities Law § 2879-c. Iranian Energy Sector Divestment, public benefit authorities may
not enter into or award a contract, including a real estate contract, unless it obtains a certification from a
proposer that it is not on the list.

Lease/Sale RFP Process: The leasing-out or selling of real property of the MTA pursuant to an
RFP.

Lease/Sale Negotiation Process: The leasing-out or selling real property of the MTA other than
pursuant to an RFP.

Licensing-Out Policies and Procedures: As defined in the Introduction.

Marketable Property List: A list of all properties available for marketing by the RED. This list
should be updated and reviewed regularly to determine the marketability of properties.

MTA: The Metropolitan Transportation Authority.
MTA Agency: As defined in the Introduction.
Net Present Value or NPV: As defined in Chapter II1.

New York City Department of Finance Data: The Department of Finance maintains all
ownership records for the five boroughs. The records include information relating to current
ownership, mortgages, zoning, location, age of improvements and assessed real property value.
The data are accessed via select personal computers within the RED.

Parcel Information Sheet: As described in Chapter II.
Procurement Lobbying Law: As defined in Chapter XI.

Proposer File: The Proposer File is assembled by the RE Manager and contains the original
signed proposal, all relevant correspondence with the selected proposer, the Conditional
Designation Letter, the Staff Summary, the Document Approval Form, , two copies of the
definitive agreement(s), the insurance certificate and the W-9 form. This file resides in the
Information Center.
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Proposer Information Form (PIF): The Proposer Information Form provides detailed
information with respect to proposers and their principals and Affiliates, including addresses,
past dealings with state and municipal agencies, business history and experience, references,
available lines of credit and assets and liabilities, and includes a business plan with financial
projections and a credit check authorization. The PIF is used for both the Lease/Sale RFP
Process and the Lease/Sale Negotiation Process.

Real Estate Data, Inc. (REDI): REDI is a resource of property ownership, tax maps and tax
status on microfilm and land books, organized by block and lot and cross-referenced by name
and address. REDI is available through the RED library. Any of the Metro-North lines outside
of the five boroughs are available only in book form.

Recordation of Contact: As defined in Chapter XI

RED: The MTA real estate department.

RE Manager: A RED staffer who reports to a Deputy Director.
Restricted Period: As defined in Chapter XI.

RFP or Request for Proposals: A request for proposals issued in accordance with these
Policies and Procedures.

RFP File: The RFP file results from the Project File after the Tenant File is assembled, and
contains all relevant information regarding the RFP, including all proposals and correspondence
with proposers and the RE Manager notes regarding the project. This file resides in the
Information Center.

RFP Mailing List: The mail log is maintained in Yardi by an assigned executive secretary and is
comprised of a list of persons who have expressed an interest in leasing property from the MTA.

Sanborn and Land Maps: Sanborn and Land Maps are organized by county and municipality;
parcels may be identified by location. Sanborn is available for the five boroughs only. In addition
to the type of information that REDI provides, the Sanborn provides brief building improvement
information, subway stations, utility/municipality easements, condominiums and any air rights.

SEQRA: As defined in Chapter II.

Staff Summary: The document by which the RED summarizes a transaction for the purpose of
obtaining MTA Board authorization to enter into such transaction.
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Tenant File: The Tenant File contains all documentation relating to a given tenant, including
correspondence, agreements and plans. The files for current tenants and recently (within the past
two years) terminated tenants are maintained in the Information Center. All other terminated
files are maintained at MTA's offsite storage facility and are subject to MTA's document
retention policy.

Tenant Management or TMU: The tenant management unit of the RED.

Term Sheet: A sheet or sheets listing the terms of the agreement, requirement improvements,
and other information about the transaction.

Type I Transaction: As defined in Chapter V.
Type II Transaction: As defined in Chapter V.

Valuation (VAL) Maps: The VAL Maps indicate Metro-North and LIRR ownership right of
way and indicate property rights along the railroad lines. They also contain limited historical
information and identify current tenancies. The RE Manager should check the VAL Maps to
verify that property is owned by the MTA and update the maps as new leases are consummated.
These maps are located in the Information Center.

W-9 Form: Federal tax form W-9.

Work Sheet: As described in Chapter II.

Yardi: Yardi Systems Inc.is a Santa Barbara, CA based computer-systems and data-processing
company that provides property management/ accounting software and maintenance services to

the RED. In this document “Yardi” refers to the PC based program developed and customized
specifically for the MTA.



METROPOLITAN TRANSPORTATION AUTHORITY
REAL ESTATE DEPARTMENT
POLICIES AND PROCEDURES FOR THE LEASING-OUT
AND SALE OF REAL PROPERTY

March, 2013 Page 52

Figure 1 — Request to be on RFP Mailing List
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m Metropolitan Transportation Authority
MTA Real Estate Department
Request to be Included on the RFP (Request for Proposal} Mailing List

To be on the MTA mailing list, you must complete the following information, print the form, and matl it to:

RFP Mailing List

MTA Real Estate Department
347 Madison Ave,, 8" Floor
New York, NY 10017

Location (Check the agency or location(s) that are of interest to you by clicking in the box)

New York City Transit
Five Boroughs of New York

Long Island Rail Road Company
Manhattan, Brooklyn, Queens, Nassau & Suffolk Counties

Metro-North Commuter Railroad Company
Manhattan, Bronx, Westchester, Putnam,
Rockiand, Orange and Dutchess Counties

MTA Bridges & Tunnels
Five boroughs of New York

NN

Concession Type (Check the type of concessions of interest to you by clicking in the box}
D Retall D Vacant Lot
D Newsstand D Mobile Food Service

D Parking Lot D Vending Machines

D Taxi Stand

Applicant Information (enter the information by typing in the boxes).

Last Name o V First Name

Address : A

city !

State -

Telephone No.

Date

Please notify this office when you change your a&dress
(212) 878-7049

RED (02/02)
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Figure 2 — Property Subject to RFP
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EXAMPLE OF A PROPERTY SUBJECT TO RFP LETTER

(DATE)

(NAME)

(STREET ADDRESS)

(CITY), (STATE) (ZIP CODE)

Dear (NAME):

Thank you for the interest you expressed in leasing property owned or managed by the
Metropolitan Transportation Authority (MTA). Please be advised that it is the policy of
the MTA to offer lease opportunities through a request for proposals (RFP) process.

IF you would like to be on our RFP mailing list, please complete the enclosed mailing list
form and return it to my attention at your earliest convenience.

If you have further questions, you may reach me at (212( (878- ). Again, thank you
for your interest in MTA property.

Sincerely,

(STAFF NAMF)

Enclosure (RFP Brochure and Figure2)

cc: (Director of Real Estate Operations)
(Deputy Director. Leasing & Acquisition)
File
Chron
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Figure 3 — Acknowledgement Letter
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EXAMPLE OF ACKNOWLEDGEMENT LETTER

(WHEN sUbsiInlinl FEYeArTh Srovt agenty fevew musl ke pace. ¥ Real Ealato Manage in hre'hes pogrnent tebeves 3
tesomeh Of A0ENe, Fevew 1t (DRNCOMING, this Ak KN nent can ba foregone  Tecphone Comazi o fhen Auened
appropriate’

(DATE)

(NAME)
(STREET ADDRESS)
(CITY), {STATE) {ZIP CODE)

Re:  LIRR Property West of Centerport Road, Huntington, New York (PROPERTY
CODE) {UNIT CODE)

Dear (NAME)

The Real Estate Depariment of the Matropolitan Transportation Authority {MTA) is 0
receipt of your request for an agreement lo use Long Istand Rai Road {LIRR) property at
the refersnced location. for the recoipt, storage and sale of masonry supphes

Please be advised that this request has been forwarded o the LIRR for review  Upon
receipt of its comments, you will be nolified accordingly.

Should you have any questions, | can be reached a1 (212) (878 )

Sincerely,

(NAME)
Real Estale Manager
Real Estate Department

cc {Dwector of Real Estate Operations)
{Depuly Drrector. Leasing & Acquisition)
Fite
Chron
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Figure 4 — Property Not Owned/Managed by MTA
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EXAMPLE OF PROPERTY UNAVAILABLE FOR LEASE LETTER

(DATE)
(NAME)

(STREET ADDRESS)

(CITY), (STATE) (ZIP CODE)

Re:  LIRR Property — Block 6499, Lot 22, Brooklyn, New York (PROPERTY CODE,
UNIT CODE)

Dear (NAME):

With reference to your letter dated January 7, 2008, regarding the use of LIRR property,
it appears that the LIRR is not the owner of the property you wish to use.

If I can be of further assistance to vou, please call me at (212) (878- ).

Sincerely,

(NAME)
Real Estate Manager
Real Estate Department

Enclosure (RFP Brochure and Figure2)
ce: (Director of Real Estate Operations)

(Deputy Director, Leasing & Acquisition)
Chron
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Figure 5 — Property Unavailable for Lease
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EXAMPLE OF PROPERTY UNAVAILABLE FOR LEASE LETTER

(DATE)

(NAME)
(STREET ADDRESS)
(CITY). (STATE) (ZIP CODE)

Re:  LIRR Property — Flatbush Avenue, Brooklyn, New York (Block 11216499, Lot 1)
(PROPERTY CODE, UNIT CODE)

Dear (NAME):

Thank you for the interest you expressed in leasing property owned or managed by the
Metropolitan Transportation Authority (MTA). As a follow-up to our phone
conversation, please be advised that the referenced site is currently under rehabilitation
and will not be available until winter 2010.

If I can be of further assistance to you, please call me at (212( (878- ). Again, thank
you for your interest in MTA property.

Sincerely,

(NAME)

Senior Real Estate Manager

Real Estate Department

Enclosure (RFP Brochure and Figure2)

cc: {Director of Real Estate Operations)

(Deputy Director, Leasing & Acquisition)
Chron
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Figure 6 — Letter Denying Request
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EXAMPLE OF LETTER DENYING REQUEST

(DATE)

(NAME)
(STREET ADDRESS)
(CITY), (STATE) (ZIP CODE)

Re:  Parking Request - West of Endo Boulevard, Garden City, New York
Property Code Unit Code

Dear (NAME):

Thank you for the interest you expressed in leasing Long Island Rail Road (LIRR)
property at the above-referenced location. Iregret to inform you that your request has
been denied at this time, as this property is being retained for future freight operations..

If I can be of further assistance to you, please contact me at (212) (878- ).

Sincerely,

(NAME)
Real Estate Manager
Real Estate Department

cc: (Director of Real Estate Operations)
(Deputy Director. Leasing & Acquisition)
File
Chron
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Figure 7 — Parcel Information Sheet
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MTA Parcel information Sheet

[enter location, e g, 2 Broadway Newsstand]
[enter the RFP #, e.g., RFP BG0912]

Page 1 of 5
Location: [enter location description If a station, enter complete and correct
station name]
Property Code / Unit [enter Yardi property code/unit number)
Code:

[Landlord OR
Licensor]:

[ MTA New York City Transit (“NYCT") or MTA Long Island Rail Road
(“LIRR") or MTA Metro-North Railroad (“Metro-North") or MTA Bridges &
Tunnels or Metropolitan Transportation Authority (“MTA")]

Site Description:

[describe space, e g , "Ground floor lobby newsstand (inside security
checkpoints) at 2 Broadway "]

Station Ridership:

['N/A” or enter

Average weekday ridership: [enter number]

Average Saturday ridership [enter number or “N/A"]]
Average Sunday rnidership  fenter number or “N/A]

Size: [enter size of retail or other area in square feet, and separately show the
size of any storage areas)
[Add if applicable “A [plan or drawing] of the space is attached hereto as
Exhibit A *]

Term: [enter number of years of initial or totat term, if no option] years

Options: [enter option(s) and number of years and “at [licensee/lessee] OR
landlord's discretion” or put “N/A"] [years]

Termination: [Put "N/A" if purchase] Landlord may terminate [leaseflicense} upon [enter

number of days] days’ notice to tenant [enter “at will” or for “corporate or
transportation purposes”]

[Use the following if an amortization provision Is being provided, otherwise
delete. “If the lease is terminated by landlord within [enter number] years
after the commencement date, landlord will reimburse tenant for the
documented unaimortized reasonable costs of its permanent
improvements, amortized on a straight line basis over [enter number of
years] years

Suggested Annual
[Rent or Compensation
or Purchase Price]:

[enter annual rent or compensationj and add “for Year 1 of the term, or
enter purchase price]

Suggested Average
Annual Rate of
Increase:

[enter percentage, 1 e, “3%" or “5%" or “N/A’]

Additional Rent:

Electricity fee

["N/A” or “Tenant shall pay a fee of ${number] per [month or year] for
electricity as additional rent  This amount shall increase annually by
3%"]

{rev. 12/27/2012)
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MTA Parcel Information Sheet

[enter location, e.g, 2 Broadway Newsstand)
[enter the RFP #, e g, RFP BG0912]

Page 2 of §

Trash collection fee

[‘N/A" or “Tenant shall pay a fee of $[number] per [month OR year] as a
trash collection fee. This amount shall increase annually by 3%.")

[Security Deposit or
Down Payment]:

Upon signing of [lease/license], three months’ [rent or compensation)
based on the fifth year's [rent or compensation}

Limited Personal
Guarantee:

[Landlord/Licensor] reserves the nght to require ftenant/licenseej to
provide a personal guarantor with sufficient financial resources, in
{landlord/licensor’s] opinion, to guarantee payment of
[rent/compensation] through [tenant’s/licensee’s] surrender of premises
n case of default, plus an additional six months of rent from the date of
surrender

Limited Corporate
Guarantee:

If in [landlord's/licensor’s] opinion the tenant has insufficient financial
resources, [landlord/licensor] reserves the right to require the parent
company of [tenant/licensee] ta provide a corporate guarantee of
payment of [rent/compensation] through [tenant'sflicensee’s] surrender
of premises In case of default, plus an additional six months of rent from
the date of surrender

Completion Guarantee:

[Landlord/Licensor] reserves the nght to require [tenant/licensee] to
provide a personal or corporate guarantor, with sufficient financial
resources, in [landlord’s/licensor's] opinion, to guarantee the complete
performance of the required iImprovements and other improvements that
[tenantficensee] has proposed and [landlord/licensor] has approved

[Required OR
Permitted] Use[s]:

[enter required or permitted uses - match what is in form of lease or
license, if a form 1s being used — DO NOT put In an exhaustive list of
items, like exist in newsstand agreements]

Prohibited Items and
Uses:

[enter prohibited items and uses — match what is in form of lease or
license, if a form 1s being used]

Minimum Hours:

[enter minimum hours for weekdays and add “except for weekends and
MTA holidays®, or whatever required operating days and times are ]
[Tenant/Licensee] may remain open at other times subject to
[landlord’s/licensor’s) approval

Sales Reporting
[optional}:

[Tenant/Licensee] shall provide Landlord with gross sales figures on a
monthly or annual basis, If required by landlord.

Condition of Premises:

Premises will be delivered “as 1s.” [Landlord/Licensor/Grantor]
anticipates making no improvements to the premises-or the systems
serving the premises.

Utilities:

Electrical The space is served by a [enter size, e.g, “60 amp single phase” or 100
amp three-phase, etc ] electrical service and [is/is not] sub-metered or
separately metered

Fire Alarm [“N/A” or describe the fire alarm situation and what if anything will need

(rev 12/27/2012)
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MTA Paréel Information Sheet

[enter location, e g, 2 Broadway Newsstand]
[enter the RFP #, e g, RFP BG0912]

Page 3 of 5

to be done, i e., “connection to a central station located at [location] via
rigid conduit is required”]

Sprinkler [‘N/A” or describe sprinkler situation and what if anything will need to be
done with it]

Plumbing [“N/A" or describe plumbing situation and what if anything will need to
be done with it]

Natural Gas [‘N/A” or describe natural gas situation and what If anythuing witl need to
be done with it]

Domestic Water ["NfA" or describe water situation and what If anything will need to be

done with it]

Sanitary Service

["N/A” or describe the sanitary service (1 e , “3" sanitary line with ¥2 hp
120v 1ph ejector pump”), and what if anything will need to be done with
it]

HVAC

[*N/A” or describe HVAC situation and what if anything will need to be
donewithit]

Telecommunications

[“N/A" or describe the telephone andfor other telecommunications (1 e,
cable or other data lines) situation and what If anything will need to be
done with 1it; also, If applicable, indicate the designated provider such as
“Telephone service Is avallable through Verizon®)]

Condition of Existing
Equipment and Utilities:

Tenant Is responsible for repair, maintenance, and replacement of all
equipment located in or exclusively serving the Premises No
warranties or representations are made regarding the condition of
existing equipment or utilities, or the suitabilty of existing equipment
and utilities for [licensee’s or tenant's] proposed use

Required
Improvements:

[Tenant/Licensee] shall be responsible, at its sole cost and expense, for
the completion of alt improvements required for {tenant’s or icensee’s]
use and as required by [landlord or licensor]

The minimum improvements required by [landlordflicensor] are as
follows

[enter required improvement]

[enter required improvement]

[enter required improvement]

[enter required improvement]

[enter required improvement].

[add additional numbers to fist if necessary to describe
additional discrete improvement items}

OO A BN =

Improvements must meet the requirements of the New York State
Uniform Fire Safety and Building Code [Landlord/Licensor] or its

(rev 12/27/2012)
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Page 4 of 5

MTA Parcel Information Sheet

[enter location, e.g, 2 Broadway Newsstand)]
[enter the RFP #, e.g, RFP BG0912]

designee shall review all proposed improvements or later alterations for
compliance with aforementioned code

Compliance with Codes
and Ordinances:

In addition to compliance with the New York State Fire Safety and
Building Code, [tenant/licensee] shall comply with all other applicable
cedes and ordinances, including health regulations, and obtain all
required permits.

Estimated Cost of
Improvements:

Each proposer should take into consideration the requirements for high
quality design, materials and workmanship, as well as compliance with
all applicable regulations and codes when preparing plans and
estimating construction costs

We strongly encourage each proposer to obtain professional
construction estimates before submitting his or her proposal If actual
construction costs exceed estimated costs, the [tenant/licensee] should
not anticipate any relief from [tandiord/licensor] The [tenant/licensee]
will, in any event, be responsible for completing all required
improvements.

Insurance:

The lease agreement will specify the nsurance requirements and will
generally include, at a mnimum. Commercial general liability insurance
in an amount not less than [$1,000,000 or $2,000,000 or $3,000,000],
workers' compensation insurance, and all-nisk property insurance policy

[Enter if applicable or delete “Railroad protective liability insurance in
the amount of [enter amount] will be required of {tenant’s/licensee’s]
contractor”]

Assignment &
subletting:

[enter “N/A” or “Subject to [landlord’sflicensor’s] approval, in its sole
discretion. However, [landiord/licensor] will not be unreasonable In
approving an assignment to an individual or corporation with similar or
superior financial position to [tenant’s/licensee’s] position at the time of
award of this lease, In real terms, so long as such individual or
corporation demonstrates it has the resources and capabiiity of
maintaining the {enter kind of space, 1 e , “retail space”] to the standard
the [landlord/iicensor] requires.

Broker:

Any tenant broker is to be paid by the tenant

Site Visit:

[enter time], [enter day of week], [enter date including year]

(rev 12/2712012)
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MTA Parcel Information Sheet

[enter location, e g, 2 Broadway Newsstand]
[enter the RFP #, e g, RFP BGD912}

Page 5 of 5

This Parcel information Sheet must be signed by an officer of the prospective {tenant/icensee]

Prospective [tenant/licensee]’

Authorized Signature:;

Name.

Title

Date.

(rev. 12127/2012)
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w Metropolitan Transportation Authority

[Rent or Compensation Proposal Form]

[RFP number]
[RFP name]

Shown below Is the suggested annual {rent or compensation] Proposers must specify their
proposed annual rent for each year of the [lease or license] Proposed [rent or compensation]
should include a minmum {3% or 5% or other] annual escalation over the term of the agreement

Suggested Annual [Rent or Compensation] $
for Year 1:
Proposed Annual [Rent or Year 1 $

Compensation.]:

Year 2 $
Year 3 $
Year 4 $
Year 6 $
Year 6 $
Year 7 $
Year 8 $
Year 9 $
Year10 $
Option Term(s} Year 11

To add additional option years, place cursor in “Option Term” box above, click the “Layout”
tab on the toolbar, and click the “Insert Below” icon to add a line below Enter “$” signs as
necessary.

To delete the “Option Term[s]" ine and additional lines, if necessary, place cursor in the
“Option Term[s] box above, click the “Layout” tab, and click the “Delete” icon, then the

2/11/2013 Page 1 of 2
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w Metropolitan Transportation Authority

"Delete rows” line.

This [Rent or Compensation] Proposal must be signed by an officer of the prospective [tenant
or licensee]:

Prospective [Tenant or Licensee}

Authorized Signature:

Name

Title.

Date.

Page 2 of 2
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m Metropolitan Transportation Authority

Purchase Price Proposal Form

[RFP number]
[RFP name]

indicated below.

Suggested Purchase Price: 3

offered for sale in this RFP

Proposed Purchase Price: 3

In the space below write In the amount of your proposal to purchase the property interest[s]

this proposal If selected, this deposit will become your down payment.

Amount of proposal deposit: $

A proposal deposit of [ %] of the proposed purchase price must be submitted along with

Prospective Purchaser

Authorized Signature.

Name*

Title:

This Purchase Price Proposal must be signed by an officer of the prospective Purchaser:

Date

2/11/2013 1

Shown below I1s the suggested purchase price for the property interest[s]' offered for sale in this RFP.
Proposers must specify their proposed purchase price and amount of proposal deposit where
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[RFP number]
[RFP name]

agreement

Year 1

Year 2

Year 3

Year 4

Year 5

Year 6

Year 7

Year 8

Year 9

Year 10

2/11/2013

w Metropolitan Transportation Authority

[Rent or Compensation Proposal Form]

Suggested Annual Base Rent for Year 1:

Proposed Annual Rent:

Shown below is the suggested annual [rent or compensation] Proposers must specify their
proposed annual rent for each year of the [lease or license] Proposed [rent or compensation]
should include a minimum [3% or 5% or other] annual escalation of Base Rent over the term of the

Base Rent Percentage Rent

Plus % of gross sales over
$ breakpoint of $

Plus % of gross sales over
$ breakpoint of $

Plus % of gross sales over
$ breakpomnt of $

Plus % of gross sales over
$ breakpoint of $

Plus % of gross sales over
$ breakpoint of $

Plus % of gross sales over
$ breakpoint of $,

Plus % of gross sales over
$ breakpoint of $

Plus % of gross sales over
3 breakpoint of $

Plus % of gross sales over
$ breakpomnt of $

Plus % of gross sales over
3 breakpont of $

Page 1 of 2
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m Metropolitan Transportation Authority

Option Term[s]

Year 11 Plus % of gross sales over
$ breakpomnt of $

To add additional option years, place cursor in “Option Term” box above, click the “Layout” tab on the
toolbar, and click the “Insert Below” icon to add a line below. Enter “$” signs as necessary.

To delete the “Option Term([s]" line and additional lines, If necessary, place cursor in the “Option
Term(s] box above, click the “Layout” tab, and click the “Delete” icon, then the “Delete rows” line

This [Rent or Compensation] Proposal must be signed by an officer of the prospective [tenant
or licensee]:

Prospective [Tenant or Licensee)

Authorized Signature. ‘

Name-

Title

Date

Page 2 of 2
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Figure 8 — Market Analysis Work Sheet
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Address:
Brooklyn, New York

Comparables — For rental of vacant land
Source L.acation
Bushwick/Brooklyn

Bushwick/Breoklyn
Bushwick/Bronklyn

major capital investment fo either refurbish or demolish.

Recommended Torm: Five (5)years

S/SF

$1.1%
$0.80- $1.20
$1.38 :

Comments: As mentioned above, there are approximatcly three buildings situsted
on this site which appear to be structurslly unsouad, and thercfore would require o

As such, the

recommended asking compensation for this site is $1.00 per square foot.

| NSO S

FACT SHEET
Parcel # 1
Market Analysis Work Shect
L . RF¥PH_
é - = -
Property bescripiion
Property Code . Unit Code Parcel¥ .

Asking Compensation or Comparable Value: $1.00 per square foot ($100,000.000 annnally)
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Figure 9 — RFP Cover Letter
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347 Madison Avenue
New York, NY 10017-3739
212 878-7000 Tel

E Metropolitan Transportation Authority
State of New York

[enter date]
Re: Request For Proposals: {enter RFP number] - [enter RFP name}
Dear Prospective [Tenant or Licensee or Purchaser]:

Thank you for your interest in this offering of [MTA New York City Transit or MTA Long Island
Rail Road or MTA Metro-North or MTA Bridges and Tunnels] property for {lease or license or
sale] at {enter description of property]

Enclosed is the entire Request for Proposals ("RFP") package, which is also available on the
internet at:

http:/imta.info/mta/realestate/retail leasing.htm!

DEADLINE: Proposals must be received by 5:00 p.m. on [enter day of week,
day of month, month name, and year]. Proposals submitted after such deadline
will, at the MTA’s sole discretion, only be considered if the MTA determines that
such consideration is in the public interest. Each proposal must include the items
listed in the “Submission Requirements” section befow. Proposals not including alf
requested items may be rejected.

In addition to this letter, the he RFP package includes the following components:

1. Parcel Information Sheetfs]. This section provides information about|[each of] the locations}]
offered and the date and time that the location{s] may be viewed.

2. Request for Proposals—Rules and Regulations. This section contains regulations,
information and instructions that relate to the submission of proposals. Please take the time
to read this section carefully and refer to it as you fill out the Proposer Information Form.

3. [Rentor Compensation of Purchase Price] Proposal Form. This form is to be used to specify
the [rent or compensation or purchase price] that the prospective [tenant or licensee or
purchaser] proposes to pay to the MTA for the applicable space.

4. The Proposer Information Form. Please take the time to read the instructions carefully and
ensure that all questions are answered completely. Also, note that the last page must be
notarized.[Edit PIF by crossing out irrelevant sections not applicable to the parcel that
would only confuse bidders]

5. U.S. Internal Revenue Service Form W-9, Request for Taxpayer Identification Number and
Certffication.

6. New York State Finance Law Sections 139+ and 139-k (‘tobbying Law”) Disclosure
Statement.
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7. [Delete the following if N/A] Standard Format for Architectural Drawing Submissions. These
guidelines are for the tenant and tenant's architect and contractor to use in preparing design
plans following [lease or license] execution.

8. [Delete the following if N\/A] Form of [Lease or License or Contract of Sale]

SUBMISSION REQUIREMENTS: Please provide the following information with your
submission (all forms are available for download from the MTA's website listed above):

= Fully completed and signed Parcel Information Sheet

= Fully completed and signed [Rent or Compensation or Purchase Price] Proposal
Form.

» Fully completed and signed Proposer Information Form. Notarize the last page of
where indicated.

= Fully completed and signed U.S. Internal Revenue Service Form W-9, Request for
Taxpayer Identification Number and Certification.

= Fully completed and sighed NYS Finance Law Sections139-j and 139-k
Certification

» Proposal Deposit in the amount [of three months’ of Year & [Rent or compensation,
(i.e., three times the amount proposed for Year 5) OR [enter]% of the proposed
purchase price]. Proposals submitted with multiple checks drawn on different
accounts may be rejected. You should enclose money orders or checks drawn
on a single account.

» [Include the following only if applicable] Please list material objections, if any, to the
Form of [Lease or License or Contract] in a cover letter or on a separate sheet
of paper. If you do not list any objections, MTA will proceed on the basis that you
have no objections to the Form of [Lease or License or Contract] and will reserve
the right to award the [lease or license or contract] to another bidder, should you
later raise such objections.

Four hard copies of submissions should be delivered in sealed envelopes by the
date listed above to:

Ms. Odette Forestier

Executive Secretary

Metropolitan Transportation’ Authority

347 Madison Avenue, 8th Floor

New York, NY 10017

RFP Number: [enter RFP number]

Parcel Numberls]: [enter number(s) or delete line if none]
Location: [enter location(s) or delete line if none]

All bid proposals shall be publicly disclosed in the agenda for the meeting of the Finance
Committee of the MTA Board at which the transaction will be considered for approval.

The MTA reserves the right, at any time, to modify or waive requirements of this RFP.
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347 Madison Avenug
New York, NY 10017-3733
212 878-7000 Tel

T Metropolitan Transportation Authority

State of New York

[enter date]
Re: Request For Proposals: [enter RFP number] - [enter RFP name]
Dear Prospective [Tenant or Licensee or Purchaser]

Thank you for your interest in this offering of [MTA New York City Transit or MTA Long Island
Rail Road or MTA Metro-North or MTA Bridges and Tunnels] property for [lease or license or
sale] at{enter description of property)

Attached is the entire Request for Proposals ("RFP") package, also available on the internet at:

http:/imta.info/mtalrealestate/retail leasing.html

DEADLINE: Proposals must be received by 5:00 p.m. on [enter day of week, day
of month, month name, and year]. Proposals submitted after such deadline will, at
the MTA's sole discretion, only be considered if the MTA determines that such
consideration is in the public interest. Each proposal must include the items listed in the
“Submission Requirements” section below. Proposals not including all requested items
may be rejected.

In addition to this letter, the RFP package includes the following components:

1. Parcel Information Sheelfs]. This section provides information about [each of] the location[s]
offered and the date and time that the location[s] may be viewed.

2. Request for Proposals—Rules and Reguiations. This section contains regulations,
information and instructions that relate to the submission of proposals. Please take the time
to read this section carefully and refer to it as you fill out the Proposer Information Form.

3. [Rent or Compensation or Purchase Price] Proposal Form. This form is to be used to
specify the [rent or compensation or purchase price] that the prospective [tenant or licensee
or purchaser] proposes to pay to the MTA for the applicable space.

4. The Proposer Information Form. Please take the time to read the instructions carefully and
ensure that all questions are answered completely. Also, note that the last page must be
notarized.[Edit PIF by crossing out irrelevant sections not applicable to the parcel that
would only confuse bidders]

5. U.S. Internal Revenue Service Form W-9, Request for Taxpayer ldentification Number and
Cettification.

6. New York State Finance Law Sections 139+ and 139-k (‘Lobbying Law’) Disclostre
Statement.
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Please be aware that there are rules regarding permissible contact (oral, written, and
electronic communications) with the MTA during a public procurement process. Effective
January 1, 2006, New York State Lobbying Law requires that all contact with the MTA
relating to this RFP must be made through the following persons/designated Points of
Contact. Contact with anyone else at the MTA regarding this RFP may result in ineligibility to
participate in the RFP.

The designated Points of Contact are:
Odette Forestier
Tel. (212) 878-1043
Email: oforesti@mtahq.org
(for general inquiries regarding the administrative aspects of the RFP only)
[enter project manager information]
(for questions regarding the specific content of the RFP or RFP procedures and rules)

Sincerely,

[enter project manager name]
MTA Real Estate Department
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7. Iran Divestment Act Certification.

8. [Delete the following if N/A] Standard Format for Architectural Drawing Submissions. These
guidelines are for the tenant and tenant's architect and contractor to use in preparing design
plans following [lease or license] execution.

9. [Delete the following if NJA] Form of [Lease or License or Contract of Sale].

SUBMISSION REQUIREMENTS: Please provide the following information with your
submission (all forms are available for download from the MTA's website listed above):

= Fully completed and signed Parcel Information Sheet

* Fully completed and signed [Rent or Compensation or Purchase Price] Proposal Form.

» Fully completed and signed Proposer Information Form. Notarize the last page of where
indicated.

= Fully completed and signed U.S. Internal Revenue Service Form W-9, Request for
Taxpayer Identification Number and Certification.

= Fully completed and signed NYS Finance Law Sections139-j and 139-k Certification.
= Fully completed and signed /ran Divestment Act Certification.

= Proposal Deposit in the amount [of three months’ of Year § [Rent or compensation, (i.e.,
three times the amount proposed for Year 5) OR [enter]% of the proposed purchase
price]. Proposals submitted with multiple checks drawn on different accounts may be
rejected. You should enclose money orders or checks drawn on a single account.

= [Include the following only if applicable] Please list material objections, if any, to the
Form of [Lease or License or Contract] in a cover letter or on a separate sheet of
paper. If you do not list any objections, MTA will proceed on the basis that you have no
objections to the Form of [Lease or License or Contract] and will reserve the right to
award the [lease or license or contract] to another bidder, should you later raise such
objections.

Four hard copies of submissions should be delivered in sealed envelopes by the date listed
above to:

Ms. Odette Berg’

Executive Secretary

Metropolitan Transportation Authority

347 Madison Avenue, 8th Floor

New York, NY 10017

RFP Number: [enter RFP number] .
Parcel Number{s]: [enter number(s) or delete line if none
Location: [enter location(s) or delete line if none]
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All bid proposals shall be publicly disclosed in the agenda for the meeting of the Finance
Committee of the MTA Board at which the transaction will be considered for approval.

The MTA reserves the right, at any time, to modify or waive requirements of this RFP.

Please be aware that there are rules regarding permissible contact (oral, written, and
electronic communications) with the MTA during a public procurement process. Effective
January 1, 2006, New York State Lobbying Law requires that all contact with the MTA
relating to this RFP must be made through the following persons/designated Points of
Contact. Contact with anyone else at the MTA regarding this RFP may result in ineligibility
to participate in the RFP.

The designated Points of Contact are:
Odette Berg
Tel. (212) 878-1043
Email: oforesti@mtahq.org
(for general inquiries regarding the administrative aspects of the RFP only)

[enter project manager information)]
(for questions regarding the specific content of the RFP or RFP procedures and rules)

Sincerely,

[enter project manager name]
MTA Real Estate Department
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@ Metropolitan Transportation Authority

Proposer Information Form

The following information is provided to the Metropolitan Transportation Authority (“MTA") Real Estate Department in connec-
tion with the submittal of a proposal to lease or license space The acceptance by MTA of this Proposer Information Form does
not constitute an offer by the MTA or any affilate or subsidiary thereof. Please attach additional sheets as necessary Please

print or type
MTA Property Parcel Number (if applicable) Proposed Use
Property Address
Pf°P°SeF Name Social Securty No - -
Information
(if a sole
proprietor) Street. e —————
City State Zip
Telephone Telephone (alternate)
Proposed
Bus‘i)ness Name of Business o e
Street - - e I
City State Zip
Telephone . . Telephone (alternate) S
Type of business
[ corporation  [] Joint Venture [] Partnership [] Limited Liability Gorporation [] Sole Proprietor
Year Formed
Federal Tax IDNo .. _ .. .. State of Formation _ . _ . _ _ . . .
Name of the business's president or most senior executive
Name of the business's chief financial officer or treasurer
Information Below, Iist all Affiliates of the proposer and provide the requested information for each Affiliate. Add additional
Relating to pages If necessary An "Affliate” of a proposer 1s any entity that
Affiliates

(a) directly or incirectly or owns more than a 30% equity interest in such proposer, or

(b) otherwise directly controls proposer, or

(c) 1s controlled by, or has more than a 30% equity interest which 1s owned by or for the benefit of either
(1) such proposer, or

(1) any person (or any member of the immediate family (1 e, spouse, father, mother, brother, sister, chil-
dren, and stepchildren) of any person) or entity that controls, or owns more than a 30% equity interest
In, such proposer

1 Name % of Ownership
Street . - - —
City State Zp
Telephone Telephone (alternate)

MTA RE (PIF 02/11) Page 1
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Proposer Information Form
Information .
Relating to 2 Name - . %ofOwnership . e
Affiliates
(cont'd) Street
City State Zip o
Telephone . el o
3 Name % of Ownership
Street
City State Zip
Telephone e-mail -

e

-

If, applicable, list below the name(s) of principal(s) who will provide any guaranty or guaranties to the pro-

posed lease or license

Name

Street

City State Zip
Telephone e-mall

Name

Street

City State Zip
Telephone e-mail

Neme _ o

Street

City State Zip
Telephone e-mail

Has the proposer or any of its principals done business under any other name within

the past three years?

Is the proposer owned or controlled by any other organization or business entity?

Does the proposer own more than 30% of any other organization or business entity?

D Yes

D Yes
] ves

DNO

DNO
DNo

If yes was checked for any of the above, provide the following information for each organization, corporation,

or business Add additional pages if necessary

Name of Business

Federal Tax ID No

Owner/Manager Name

Street . S - o S
City State 2ip
Telephone _ Owner/Manager e-mail_

MTA RE (PIF 10112) Page 2
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Proposer Information Form ~
Information 2 Name of Business
Relating to
Affiliates Federal Tax No, Owner/Manager Name
{cont'd)
Street
City State Zip
Telephone B Owner/Manager e-mail

List gross receipts of each business for the past three years Attach coptes of Federal Income Tax returns

1 Name of Business Gross Receipts $§ Year
Gross Receipts $ Year
Gross Recelipts $ Year o
2 Name of Business e ____Gross Receipts $ . Year
Gross Receipts § Year
Gross Recelpts $ Year
3 Name of Business Gross Recepts § Year
Gross Receipts $ Year
Gross Receipts § Year

Other Leases
or Licenses
with MTA and
its Subsidiaries
and Affiliates

List all leases or licenses during the last 5 years between the MTA (and its subsidiaries and affiliates) and
the proposer and any Affiliate of the proposer

Location

MTA Agency

2 Name of lessee or licensee

Location

MTA Agency

MTARE (PIF 10/12) Page 3
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m Metropolitan Transportation Authority

Proposer Information Form

Other Leases
or Licenses
with MTA and
its Subsidiaries
and Affiliates
{cont'd)

3

Name of lessee or licensee

Location

MTA Agency

Describe any lessee or licensee defaults under such lease(s) or license(s).

Business
History and
Experience

oy

N

w

List all relevant business experience

Name of Company From To

Type of Business Your Title

Street o
City State Zip

Name of Company S Fom o T

Type of Business Your Title

Street

City , L. Bae AP
Name of Company From To

Type of Business Your Title o
Street e R B
City State Zip

Business
References

-

Provide at least three references from companies with which the proposer, or one or more of its Principals,
does business (include at least one vendor).

Name of Company From To

Street

City State Zip
Contact Title Telephone

MTA RE (PIF 10/12) Page 4
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Business )
References 2 Name of Company From To
(cont'd)
Street
City State Zip
Contact Title Telephone
3 Name of Company From To
Street
oy State D0
Contact - NN Title Telephone
Bank Provide at least one reference from a bank with which the proposer (or a Principal) has an account and
References regularly does business. List all other bank account information that represents the means of financial

support for the proposed business

1 Bank Name Branch Number or Location
Street .
City State o
Name of Bank Officer o Title
Telephone No. Account No

Name on Account

2 Bank Name ! Branch or Location
Street
City State Zip _
Name of Bank Officer ____ Tile ]
Telephone No. Account No

Name on Account

3 Bank Name Branch or Location
Street
City - State Zip
Name of Bank Officer o Title B
AocountNo

Telephone No

Name on Account

MTARE (PIF 10/112) Page §
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Proposer Information Form N
Bank Provide at least one bank reference for each guarantor identified on page 2 of this Proposer' Information .
References Statement
(cont'd )
1 Bank Name Branch or Location
Street
City State Zip
Name of Bank Officer Title
Telephone No. Account No
Name on Account
2 Bank Name Branch or Location
str B e _ I
City State Zip
Name of Bank Officer Title
Telephone No . AccountNo . )
' Nvan‘qe on Account o
3 Bank Name Branch or Location
Street
Oty L . State Zp S
Name of Bank Officer Title
Telephone No Account No
Name on Account e e o
Available Provide information about lines of credit, or other sources of financing, available to undertake required
Financing improvements and fulfill annual rental obligations
1 Name of Source
Street _ R S
cty __ State Zip
Avallable Amount of Financing $ Interest Rate
Telephone No Account No
Letter Attached? [:] Yes l:, No
MTARE (PIF 1012) Page 6




METROPOLITAN TRANSPORTATION AUTHORITY
REAL ESTATE DEPARTMENT
POLICIES AND PROCEDURES FOR THE LEASING-OUT
AND SALE OF REAL PROPERTY

March, 2013 Page 91

w Metropolitan Transportation Authority

Proposer Information Form

Available 2 Name of Source

Financing

(cont'd) Street
City State Zip
Availlable Amount of Financing $ Interest Rate
Telephone No Account No.

Letter Attached? D Yes I:‘ No

3 Name of Source

Street
L A - -. . S 4 J S
Available Amount of Financing $ Interest Rate
Telephone No __Account No
Letter Attached? D Yes D No
Proposed Describe below the proposed retail concept, including the price range of merchandise or services
Retail Concept Add additional pages If necessary If the use Is food service, attach a proposed menu

and Use

MTARE (PIF 10/12) Page 7
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m Metropolitan Transportation Authority

Proposer Information Form

Operation and
Management Plan

Indicate proposed staffing during business hours
personnel during these hours

Provide an entry for each change in the number of

Dayls) __Hourls No Personnel
Day(s) Hour(s) No Personnel
Day(s) Hour(s) No. Personnel
Day(s} Hour(s) No Personnel

Manager at Location
Manager at Location
Manager at Location

Manager at Location

[]ves [ ]no
[Jves []no
[]ves [ Jne
[dves [ Jno

Describe the involvement of the principals in the operation of the proposed business Attach an organiza-
tion chart (if available) of the proposed entitiy

MTA RE (PIF 10/12) Page 8
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Proposer Information Form

m Metropolitan Transportation Authority

Projected
Startup Costs

Improvements

1~ Architectural Fees

2 —~ Construction Costs

3 — Trade Fixtures

4 - TOTAL IMPROVEMENTS

$ add lines 1to 3

Other Costs

S-LlegalCosts

6 — Incorporation Fees

7 —Licensing Fees

8 — Franchise Fees

9 -~ Consulting Fees

10 — Merchandise [nventory

11— Rent During Construction §
12 -Miscellaneous

13 — TOTAL STARTUP COSTS

S add lines 4to 12

Scope of
Work and
Improvements

Describe the proposed improvements

Add additional pages if necessary

MTA RE (PIF 10/12) Page 9




METROPOLITAN TRANSPORTATION AUTHORITY

REAL ESTATE DEPARTMENT
POLICIES AND PROCEDURES FOR THE LEASING-OUT
AND SALE OF REAL PROPERTY

March, 2013

Page 94

Proposer Information Form

m Metropolitan Transportation Authority

Financial Statements: Provide financial statements (audited, If available) for the prospective business entity and each guarantor for the past
two full fiscal years If financial statement are not otherwise available, please provide the following information

Assets

Funds
1-Cash
2 - Checking

i
|
i

3~ Savings

©® {7 Len

4 — Other

5 — Subtotal-Funds

add lines 1to 4

Receivables

& — Trade or Business $

7 — Other $

8 — Subtotal-Receivables

add ines 6 and 7

Securities
9 — Stocks $

10 — Bonds $

11 — Other (Pensions, Annuities) S

12 — Subtotal-Securities

add lines 9 to 11

Fixed Assets
13 — Equipment $

14 — Other $
15 — Subtotal-Fixed Assets

add lines 13 and 14

Other Assets
16 — Trade, Auto $

17 — Life Insurance $

18 — Subtotal-Other Assets

add Iine 16 and 17

19— Inventory

20 ~ Miscellaneous

21 - Land and Buildings

22— GRAND TOTAL ASSETS

add lines 5,8.12,15, 18-21

Liabilities

23 - Payables

24 - Notes Payable
25 —~ Mortgages

26 — Deferred

27 — Miscellaneous

28 - GRAND TOTAL LIABILITIES

29 —- CAPITAL/INET WORTH

R T I A )

addlnes 2827

line 22 minus line 28

[] Hthe business entity is In the process of being organized and does not yet have assets or habilities, check here and complete the
financial statement on the basis of the personal assets and liabiliies of the principal(s) who will provide a guaranty(ies) Clearly
indicate all sources of capitalization.

MTA RE (PIF 10/12) Page 10
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Proposer Information Form
Income: Proposed First Year Business Plan Provide projected iIncome and expenses for the first year of the
One-year lease or license term
Projection
1 — Estimated Sales/Revenue
2 - Cost of Goods Sold
3 - GROSS PROFIT subtract line 2 from line 1
Expenses: 4 — Wages, Salanes
One-year
Projection 5.- Rent
6 ~ Telephone
7 - Gas
8 — Electncity’

9 — Interest on Loan

10 — Advertising

11 - Postage

12 —Travel

13 — Vehicle Expense

14 — Payroll Taxes

15 — Other Taxes

16 — Supples

17 — Legal Fees

18 ~ Accounting Fees

19 — Insurance

20 - Repairs

21 ~ Equipment Rental

22 — Depreciation

23 — Other

24 — TOTAL EXPENSES

add lines 4 through 23

25 — ESTIMATED PROFIT (LOSS)

subtract line 24 from line 3

MTARE (PIF 1012} Page 11
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m Metropolitan Transportation Authority

Proposer Information Form

Projected Sales
for Lease or
License Term

Provide projected sales for the lease or license term after the first year (include only those years dur-

ing the proposed lease or license term).

Year 2 $
Year 3 $
Year 4 $
Year 5 . $
Year 6 $
Year 7 $
Year 8 §
Year 9 $
Year 10 $

Responsibility
Related Questions

Has the proposer or any Affillate thereof ever been barred from bidding on contracts, [dYes [InNo
or declared not responsible by any city, town, village, county, state, or federal public

entity?

Are any outstanding liens pending against the proposer or any Affiliate thereof? [Jyes [Ino
Are any Judgments outstanding against the proposer or any Affihate thereof? [Jyes [Ino
Is any suit or other legal action pending against the proposer or any Affiliate thereof? [dves []No
Has the proposer or any Affiliate thereof been adjudged bankrupt, voluntanly or mvol- [dves o
untarlly, under any provision of the Bankruptcy Law, executed an assignment for the

benefit of creditors, or abandoned a business without satisfying its outstanding debts?

Has the proposer or any Affiliate thereof ever been convicted of a felony? [dYes [InNo

If yes to any of the above, please provide all detalls below Add additional pages If necessary

MTARE (PIF 10/12) Page 12
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w Metropolitan Transportation Authority

Proposer Information Form

General Affidavit

Representations, Warranties, Covenants, and Consent to a Credit Review
By executing this Proposer Information Form, the undersigned represents and warrants the following

A The undersigned has received and read the entire Request for Proposals, has acquainted itselffhimself/
herself with all matters therein referred to 1n connection with this proposal, will accept the premises “as-1s”
and will secure any necessary permits and licenses pertaining to the operation of, or the making of any
impravements to, the site The undersigned acknowledges that the MTA makes no representation or war-
ranties as to the information supplied herein or the type of use or development permitted at each location

B The undersigned acknowledges that improvements and other work (1) may not be carned out without the
prior approval of the MTA, (2) will become the property of the MTA, and (3) must conform to appropriate
health, safety, fire, and building codes, as required

C. Netther the undersigned nor any Affiliate of the undersigned Is In arrears in the payment of amounts due
to the MTA or any of its affilated agencies or the State of New York or the City of New York or any instru-
mentality thereof

D. The undersigned is of lawful age.

E No person, firm, or corporation other than herein above named has any interest in this proposed lease or
license agreement

F By executing this Proposer Information Form, the undersigned represents and warrants that

(1) The compensation and other terms of this proposal have been arrived at independently without any
agreement, collusion, consultation, or communications intended to restrict competition

() Unless otherwise required by law, the compensation and other terms quoted in this proposal have not
been knowingly disclosed by the undersigned or any other individual and, before the proposal s opened,
shall not knowingly be directly or indirectly disclosed by the prospective tenant or licensee or any other
individual or by or on behalf of the proposer to any other proposer or to any competitor, and

(i) No attempt has been made or will be made by the undersigned or by any other indvidual or by or on
behalf of the prospective tenant or licensee to induce any other person, partnership, corporation, or
other entity to submit or not to submit a proposal, for the purpose of restricting competition

G The undersigned represents and warrants that no elected representative or other officer or employee or
person whose salary is payable in whole or i part from the Federal Government or State or City of New
York, and no member officer or employee of the Metropolitan Transportation Authority or any affihate or
subsidiary thereof is directly or indirectly interested in this proposal or in the proposed lease or license
agreement to which it relates or will have an Interest in any of the profits thereof

H The undersigned declares under the penalties of perjury provided for by Article 210 of the New York Penal
Law that the undersigned has read fully and understands all of the terms and conditions of this Request
for Proposals and all of the foregoing questions in the Proposer Information Form and the Rent Proposal
Form or Proposed Compensation Form The answers and statements herem including, without imitation,
the Proposer Information Statement and the Credit Authorization, are to the best of the undersigned’s
knowledge and belief true, correct, and complete The undersigned agrees that In the event that circum-
stances reflected by the answers herein change, the undersigned will promptly notfy the Real Estate
Department of the Metropolitan Transportation Authority in wnting by certified mail  The undersigned
also understands that a misstatement, omission, or failure to update information may be cause for the
Metropolitan Transportation Authority not to award to the proposer, or its current principals, the proposed
lease or license, and may have the effect of precluding persons or entities from doing business with the
Metropolitan Transportation Authonity or its affiliates or subsidiaries in the future

MTARE (PIF 10/12) Page 13
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w Metropolitan Transportation Authority

Proposer Information Form

By executing this Proposer Information Form, the undersigned authorizes the Metropolitan Transportation
Authority or its designated agent or contractor to conduct a credit and reference investigation of the pro-
poser and It Affilates This authorization includes commercial and financial institutions, credit reporting
agencies and present and former customers, including without imitation the entties described in this

Proposer Information Statement

This Proposer Information Form must be signed below.

Proposer

Authorized Signature

Pnnt Name and Title

Sworn to me this day of , 20

Notary Public’s Signature

Notary Seal

MTA RE (PIF 10/12) Page 14
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Figure 11 — AutherizationMeme—REP Rackage-ApprovalPre-RFP
Authorization Memo




METROPOLITAN TRANSPORTATION AUTHORITY

REAL ESTATE DEPARTMENT

POLICIES AND PROCEDURES FOR THE LEASING-OUT

AND SALE OF REAL PROPERTY

March, 2013

Page 100

State of New York

Memorandum

Metropolitan Transportation Authority

Date: [month][day], 2011
To: Prescott Vann, David Bosch, Michael Bader
From: [project manager]
Re: AUTHORIZATION MEMO: RFP Package Approval
AGENCY: [enter agency name]
LESSEE: N/A
LOCATION: [descriptive information about the RFP]
ACTIVITY: Approval of RFP Package
SEQRAINEPA; Type (check) Actions required:
>
Unlisted
EIS
NEPA
COMMENTS:

(Signatures on following page.)
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Page 2

Cormments

RECOMMENDED.

Prescott Vann, Deputy Director Date

Comments

RECOMMENDED:

David Bosch, Leasing & Acquisition Supervisor Date

Comments

RECOMMENDED:

Michael Bader, Director of Operations Date

cc 5. Ambos
File
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Real Estate Department
Authorization Memorandum—General

Date: [Month [DD], [YYYY]]

To: [Deputy Director], [Director, L&A], [Director RE Operations}

From: [Project Manager Name)

Re: [if RFP, list reference number, agency, description (i.e., retail, vending, etc.)]
AGENCY:

[LESSEE/LICENSEE/GRANTEE or N/AJ:

LOCATION[SL:
ACTIVITY: Approval of RFP
SEQRA/NEPA: Y v Actions Required
Type 1 EIS .
Type 2 NEPA
Unlisted NIA
BOND REVIEW: (YIN/NA)Y
Bond counsel consulted?
OK to proceed?
COMMENTS:

[Very briefly summarize RFP and list EVERY location and use (i.e. DeKalb Av — Newsstand) in
the RFP]

Comments:

Recommended: Date
[NAME], Deputy Director
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Prospective Tenant’s Affirmation and Certification
By signing below, the undersigned

a) Affirms that the prospective tenant understands and agrees to comply
with the policy regarding permissible contacts in accordance with New
York State Finance Law Sections 139-j and 139-k

b) Certifies that all information provided to the MTA with respect to New
York State Finance Law §139-j and §139-k is complete, true and
accurate ‘

Prospective Tenant:

Authorized Signature:

Name:

Title:

Date:

MTA'’s Right to Terminate’

The MTA reserves the right to terminate any lease with the prospective tenant ansing out of this
RFP in the event it 1s found that the foregoing certification, in accordance with New York State
Finance Law §139-k, was intentionally false or intentionally incomplete. Upon such finding, the
MTA may exercise its termination right by providing written notification to the tenant in
accordance with the written notification terms of such lease
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Comments

Recommended Date

David Bosch, Director, Leasing & Acquisttion

Comments

Recommended Date

Michael Bader, Director, Real Estate Operations
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Figure 12 — Pre-RFP Letter




METROPOLITAN TRANSPORTATION AUTHORITY
REAL ESTATE DEPARTMENT
POLICIES AND PROCEDURES FOR THE LEASING-OUT
AND SALE OF REAL PROPERTY

March, 2013

Page 106

347 Madison Avenue
New York, NY 10017-3739
212 878-7000 Tel

Metropolitan Transportation Authority
State of New York

«FNarme» «LName»
«Addri»
«Addr2»
«City», «Staten «Zip»
«hMy» - «sCode»
Date: «PreRFPDate»
RFP Number: «RFPNum»

Dear Mr. /Ms. /Mrs. «LName»:

The Metropolitan Transportation Authority ("MTA") intends to issue a request for proposals ("RFP”) in
[month, YYYY] for the [lease/net lease/sale/license] of the location[s] listed below:

Location

1. [Retail Store/Newsstand/etc. ] at [station name or other location], [county or
borough], [town or village or hamlet], NY.

2. [if required for additional sites, same info. as above]

The RFP (including detailed property information, site visit times if applicable, proposal guidelines, and
necessary application forms) is available on the MTA website for viewing, downloading, and printing at
http:/mta.info/mta/frealestate/retail leasing.htmi.

PLEASE NOTE: A PAPER COPY OF THE RFP WILL NOT BE MAILED TO YOU.

Proposals in response to this RFP will be due on [month dd; YYYY].

Sincerely,

MTA Real Estate Department

The agencies of the MTA

MTA New York City Transit MTA Long Island Bus MTA Bridges and Tunnels MTA Bus Company
MTA Long Island Rail Road MTA Metro-North Railroad MTA Capital Construction
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Figure 132 — Incumbent NetificatienLetter
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347 Madison Avenue
New York, NY 10017-3739
212 878-7000 Tel

m Metropolitan Transportation Authority

State of New York

CERTIFIED MAIL # [enter number] —RETURN RECEIPT REQUESTED
and First Class Mail

[DATE]

[NAME]
[ADDRESS)]
[CITY, STATE 21P]

Re: {LOCATION DESCRIPTION, e.g.: Newsstand at 96™ Street Subway Station, Manhattan]
Tenant ID: [YARDI TENANT NUMBER]
Property ID: [YARDI PROPERTY NUMBER]

Dear [MR.MS NAME]:

As you know, your [lease/license/permit] for the above location [has expired/will expire soon]. it is the
Metropolitan Transportation Authority’'s (MTA's) policy to offer lease and license opportunities through a
Request for Proposals (“RFP”) process. This is to inform you that the MTA will shortly be issuing an RFP
fo [LEASE/LICENCE] the above location, and you are invited to submit a proposal. The RFP due date is
[MM/DD/YYYY]. To view and download a copy of the RFP, go to the MTA website at:

hitp//mta.info/mtafealestatesetail leasing. html.

Please note that all contacts with the MTA relating to this RFP must be made through the designated
Points of Contact. Contact with anyone else af the MTA relating to this RFP may be a violation of the law
and may result in the disqualification of the proposer. The Points of Contact for this RFP will be myself,
[PROJECT MANAGER’S’'S NAME], at 212-878-[XXXX]} (for questions regarding the specific content of
the RFP or RFP procedures and rules), and Odette Berg at 212-878-1043 (for general inquiries regarding
the administrative aspects of the RFP only).

If you have any questions regarding the RFP, please call one of the Points of Contact listed above.

Sincerely,

[PROJECT MANAGER’S NAME]
MTA Real Estate Department

The agencies of the MTA

MTA New York City Transit MTA Long Istand Bus MTA Bridges and Tunnels MTA Bus Company
MTA Long Island Rail Road MTA Metro-North Railroad MTA Capital Construction
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ENXAMPLE OF INCUMBENT NOTIFICATION

CERTIFIED MAIL — RETURN RECEIPT REQUESTED

(DATE)

(NAME)
(STREET ADDRESS)
(CITY), (STATE) (ZIP CODE)

Re:  Lease Agreement Between the Long Island Rail Road Company (LIRR) and
Dated March 20, 2008, for a Taxi Dispatch Office at the
Former Cedarhurst Station Building.

Tenant Code Property Code Unit Code____

Dear (NAME):

Reference is made to my recent conversation with , former
president of . regarding your month-to-month tenancy at the
above referenced location. In accordance with the Metropolitan Transportation
Authority’s (MTA) policy to offer lease opportunities through a request for proposals
(RFP) process, the referenced property will be offered in LIRR’s upcoming RFP.

You will be receiving an RFP package within the next month and are invited to submit a
proposal for the use of the referenced property.

For your information. attached is a brochure which outlines the RFP process. If you have
any questions, [ can be reached at (212) 878-

Sincerely.

(NAME)
Real Estate Manager
Real Estate Department

Enclosure (brochure)

ce: (Director of Real Estate Operations)
(Deputy Director, Leasing & Acquisition)
File
Chron
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Ficure 142 — One-Line PesernsticnRFP Advertisement
g 4
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@ Metropolitan Transportation Authority

Contraclors will be required to comply with EEQ, D/MMWBE and cther fed-
eral and sfafa procuremant laws, regulations and Executive Ordars.

MTA HEADQUARTERS (MTA HQ)
Bf,ﬁﬁa112140, Description: Entry-Level Police Officer Examination Due
Date: 7/19/12 Time- 400 DM Feoa- §

License of Vacant Land bf
3. info/mialrealestatedretail_fod

posals for the
0 /AW,

ot

st for Pro

Documents for the following procurements m &abe obfainsd by faxing your
raquesf fo 718-558-4735: 1T02648-MW04 - Granular Chemical Deicer &
Sand/Salt r?g{ Mix (Opens 7/25/12); IT02640-GP08 - Cumercy Counter
géamz; 535-E90 - Transformer, Switches, Cornector, & Tenmination
ble (801/12); IT02630-ME23 - Magnetic Door Holders (7/23/12);
IT02601-MW22 - 1-Year Blanket for Substation Cable (7/19/12); IT02623-
GPO8 - Trailer élﬁ%’}? T02614-GP14 - Crew Cab DS'?%er Derrick Trucks
(7126112); IT02 8 - Fluorescent Droplights (7/25/12); IT02611-ME26
- Gear, Low Speed, 88 Teeth, M-3 { 7/26/12); IT02605-MW12 - 3-Year
Blanket Order for Cable {7/20/12); Y102407-MW52 - 2-Year BO for Re-
placement Truck/Auto Pards (7/17/12), TT02612-MW04 - Railvad Track
Transition Rail (7/30/12); [T02u84-MW51 - 3-Year Conlract for JBL Sound .
Equipment ’7!19112; 02647-E90 - Insulated Bonded Juints {8/7/12);
110265 12 - Pu Poles FRP (7/24/12); RFQO2661-MW53 - Vege-
tation Management & Emarogencyﬂ\JomEme ncy Tree Removal along
LIRR's Right of Way (&/2/2012), 1T026 12 - Fiberglass Gross Ams
(opens 7/27112); Contract 002676 - Request for Expression of Interest for
software and hardware maintenance services, Prior to issuing a formal so-
licitation for procurement of software to support an Enterprise Architeclure
Program 1o be used throughout the MTA, the LIRR requests that any inter-
ested party capable of providing such software submit an Expression of
interest lo C. Altshuler (718-725-2650, chaltsc@limorg- Due &2/12);
IT02677-MW04 Railroad steel bndge strugture fzmk& Bids will be
opened at 2:30 PM at LIRR, 80-27 Suiphin Bivd. Jamaica NY 11433.
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MTA REAL ESTATE

Request for Proposals—{Describe RFP, e g., “Lease of 8 Newsstands in
the MTA New York City Transit subway system”), [brief description of
location, i e, at various subway stations in Brooklyn, Queens, and the
Bronx"] Proposals must be received by 5:00 p m on [day of week],

[day of month], [YYYY]

For information on this Request for Proposals, please go to
http /imta info/miasrealestatesetal leasing htm!

[MTA log here for Amsterdam News only] Metropolitan Transportation
Authority
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Figure 154 — Sample Advertisements
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REQUEST FOR PROPOSALS
Newsstand/Coffee Concession Opportunities

MTAMetro-North Rallroad is seeking proposals from experienced professionals (o lease, operate
and maintam newsstands and coffee concessions at the White Plans, North White Plams,
Bronxvilla and Mt Vernon East stations in New York

More nformation on these propetties and an explanation of the Request for Proposals (‘RFP")
process by which these concesstons will ba offered tothe public are avarlabls from the persons
listed below as Points of Contact All contacls with the MTA relating to this RFP must be made
through these designated Points of Contact. Contact with anyone else at MTA related to this
RFP may be a violation of the law & may resut in the disqualfication of the proposer.

To receive a copy of the RFP and for administrative questions only, please contact:
METROPOLITAN TRANSPORTATION AUTHORITY
Real Estate Department, 347 Madison Avenue, New York, New York 10017-3739
Point of Contact Odette Forestier -
Tel (212) 878-1043 or email
Reference No. RFP ABO113
For further information regarding the specific contents of the RFP, please contact:
Point of Contact Alicia Biggs -
Tel. (212) 878-7148 or emall ABIGGSBMTAHQ.ORG
This mformaton is also avatable on the Internet at
hitp/imta.n ! fretail_leasing hirl

w Metropolitan Transportation Authority

MYA 54271

MTA

NY Post

4126 x nec 14"
12313
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Figure 165 — Proposal Receipt Log
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NYCTA RFP
July 25, 2008

PROPOSAL RECEIPT LOG

Parcel No.

Proposer Address Time of Delivery
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Figure 176 — Proposal Checklist
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m Metropotitan Transporiation Authority
Proposal Checkiist
1 an ies 1s ressing, piease ndicate if the proposal will be rejectod of if the missing itlem or ilems will be sent Please
nescate n the space provided why the project manager bas debwmined tha! the proposal should ot be rejecisd on
he Gaws O an incompletg proposal.
fropet Menagar Verihe:
Patent N - e LicpnOs
Proposers Name . Bussess Name
. RFP Raceived K ra‘f’b J’\ o Follow Up
2ppheant informaton Satement D D Lenor Sore D
Busiress Prite [_:] [__J Responeo Gue
Fiaanaos Profky [_l D Reason
Crznds Arnonsaten [] i' D D
O yer Buninass Py D [:]
B kol a D ! D
Gl »‘..;tca-ex D D E‘j I:]
o S | L
froposed Comppnegton Fonm D U
0o |0
Prgiminery P:‘a*m E_j {3
Deponn [:] £
R ] )
Cne sk b ¥
Aot 3
Progac: Managor's Signatuia X Date:
~renbar s Signat.ge - Oope.
WUARCD RE3 Dnc
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Figure 18% — RFP Evaluation Form
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Enter interestraie or NPV [ 900% )
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Figure 198 — Autherization-Memoe—REP-AwardRFP Award
Authorization Memo
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@ Metropolitan Transportation Authority

Real Estate Department
Authorization Memorandum—General

Date: [Month [DD], [YYYY]}
To: [Deputy Director], Director, L&A, Director RE Operations
From: {Project Manager Name)
Re: [RFP reference number, agency, description (i.e., retail, vending, etc.)]
AGENCY:
LESSEE:
LOCATION:
ACTIMITY:
SEQRA/NEPA: v v Actions Required
Type 1 EIS
Type 2 NEPA
Unlisted N/A
LOBBYING LAW: (Y/N)
Have there been Contacts?
Were Contacts permissible?

COMMENTS:

Paragraph 1: Introduction
a) Summarize in a couple of sentences why property is being disposcd of, licensed, or
acquired.
b) Summarize recommendation as to method of disposition/acquisition and price.

Paragraph 2: Discuss property
a) Location ~ Municipality, closest MTA operation, any other noteworthy items.
b) Nature of MTA or agency ownership.
¢) Physical atuibutes (improved, vacant, structures, fencing, etc.)
d) Current usc
¢) Possible uses
) Restrictions placed by MTA agency (1.e., use: disposition method (license only, etc); time
limitations; termination rights.)

Paragraph 3: Nature of interest being disposed of or acquired
a) Describe interest: Fee/permanent casement/temporary easement/net
lease/lease/license/permit/other)
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b) Describe circumstances that may impact value: describe any unusual or unique
circumstances.

¢) Describe WHY that interest is being offered or purchased (i.e., if a lease, was a sale
considered? If a license, could it be leased? Did the agency restrict the interest, and
why?)

Paragraph 4: Method of disposition or acquisition
.a) RFP (obviously N/A for acquisitions)
b) If'not RFP, why not?
i. Pursuant to policy
ii. Pursuant to special circumstances noted in Licensing Procedures when
competition is not feasible (Board approval still required)
iti. Other reasons

Paragraph 5; Discussion of Proposals
a) How many proposals received? Refer to spreadsheet if applicable.
b) Discussion of top proposers:
i. Creditworthiness
ii. Financial wherewithal to start up and make improvements.
iii. Experience applicable to proposed operation; note if prior or current
experience with MTA and if so, licensee/tenant history.
iv. Discussion of proposals in comparison to appraised value or market value.
v. If proposals are below appraised or estimated fair marhet value, discuss
the reasons therefor.

Paragraph 6: Negotiations
a) What items were negotiated (note: if sole bidder, MUST negotiate: if many responses 1o
RFP, usually take high bid. unless extenuating circumstances).
b) Result of negotiations

Paragraph 7: Recommendation
a) Recommend course of action, citing reasons.

Comments

Recommended. Date
[NAME], Deputy Director

Comments:

Recommended Date

David Bosch, Director, Leasing & Acquisition
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State of New York

Memorandum

Metropolitan Transportation Authority

Date: [month][day], 2011
To: Prescott Vann, David Bosch, Michael Bader
From: [project manager]
Re: AUTHORIZATION MEMO: Award recommendation, RFP [enter number ],
[loeatien], .-

AGENCY: fenter agency name]
LESSEE: [enter lessee/licensee name]
LOCATION: [station name/line name/other identifying information]
ACTIVITY: [describe proposed deal}]
SEQRA/NEPA: Type (check) Actions required:

1

2

Unlisted
EIS
NEPA

COMMENTS:

(Signatures on fdlowing page.)
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Recommended Date

Michael Bader, Director, Real Estate Operations
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Page 2

Comments

RECOMMENDED"

Prescott Vann, Deputy Director Date

Comments

RECOMMENDED

Dawvid Bosch, Leasing & Acquisition Supervisor Date

Comments-

RECOMMENDED

Michael Bader, Director of Operations Date

cc S Ambos
File
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Figure 2019 — Autherization-Memo—ease/Sale Megstiation
Processlease Sale Negotiation Authorization Memo
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Memorandum

Metropolitan Transportation Authority
State of New York

Date: [month] [day], 2011
To: Prescott Vann, David Bosch, Michael Bader, [attorney name], Jeffrey Rosen
From: [project manager]
Re: AUTHORIZATION MEMO: Lease/Sale Negotiation Process Award - [project
name/identifier)
AGENCY: [enter agency name]
LESSEE: [enter lessee/licensee name]
LOCATION: [station name/line name/other identif;(ing information]
ACTIVITY: [describe proposed deal]
SEQRA/NEPA: Type (check) Actlions required:
1
2
Unlisted
EIS
NEPA
COMMENTS:

(Signatures on following page.)
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vending, etc.)]

@ Metropolitan Transportation Authority

Real Estate Department
Authorization Memorandum—General

Date: [Month {DD], [YYYY]]

To: [Deputy Director}, Director, L&A, Director RE Operations

From: [Project Manager Name]

Re: Authorization Memo — Lease/Sale Negotiation Process Award[agency, description (i e., retail,

AGENCY:
LESSEE:
LOCATION:
ACTIVITY:

SEQRA/NEPA:

LOBBYING LAW:

BOND REVIEW:

COMMENTS:

Paragraph 1- Inti

acquired.

Paragraph 2: Discuss property

¥ v Actions Required
Type 1 EIS
Type 2 NEPA
Unlisted N/A
(YIN)
Have there been Contacts?
Were Contacts permissible?
(Y/ININA)
Bond counsel consulted?
OK to proceed?
roduction

b) Summarize recommendation as to method of disposition and price.

a) Location - Municipality, closest MTA operation, any other noteworthy items.

b) Nature of MTA or agency ownership.

¢) Physical attributes (improved, vacant, structures, fencing. ete.)

d) Current use

¢) Possible uses

) Restrictions placed by MTA agency (i.c., use; disposition method (license only, ete); time
limitations, termination rights.)

a) Sununarize in a couple of sentences why property is being disposed of, licensed, or
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Page 2
Comments
RECOMMENDED

Prescott Vann, Deputy Director Date
Comments.
RECOMMENDED

David Bosch, Leasing & Acquisition Supervisor Date
Comments’
RECOMMENDED.

Michael Bader, Director of Operations Date
Comments
APPROVED.

Jerry Page, Deputy General Counsel Date
Comments.
APPROVED

Jeffrey R Rosen, Director, Real Estate Date

cc S Ambos
File
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Paragraph 3: Nature of intercst being disposed of or acquired

a) Describe interest: Fee/permanent easement/temporary easement/net
lease/lease/license/permit/other)

b) Describe circumstances that may impact value; describe any unusual or unique
circumstanges. .

¢) Describe WHY that interest is being offered or purchased (i.e., if a lcase. was a sale
considered? If a license, could it be leased? Did the agency restrict the interest, and
why?)

Paragraph 4: Whyv no RFP
a) Describe why the Lease/Sale negotiation process is being used:
i. Pursuant to policy
ii. Pursuant to special circumstances noted in Licensing Procedures when
competition is not feasible (Board approval still required)
iii. Other reasons

Paragraph 5: Discussion of Proposals
a) Discussion of proposed lessee/grantee:
i. Creditworthiness

ii. Financial wherewithal to start up and make improvements.

iil. Experience applicable to proposed operation: note if prior or current
experience with MTA and if so. licensee/tenant history.

iv. Discussion of proposal in comparison to appraised value or market value.

v. Ifproposal is below appraised or estimated fair market value, discuss the
reason(s) therefor.

Paragraph 6: Negotiations
a) What items were negotiated?
b) Result of negotiations

Paragraph 7: Recommendation
a) Recommend course of action, citing reasons.

Comments

Recommended Date
[NAME], Deputy Director

Comments.

Recommended: Date

David Bosch, Director, Leasing & Acquisition
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Comments

Recommended- Date

Michael Bader, Director, Real Estate Operations

[delete two signature lines below If transaction 1s pursuant to Board-approved policy]

Commerts:

Recommended. Date
[enter name], Deputy General Counsel

Comments

Recommended. Date

Jeffrey B Rosen, Director, Real Estate
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Figure 219 — Letter to Credit Agency
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March 13. 2001

Mr. Jim Farrell

LIDA Credit Agency. Inc.
330 Sunrise Highway
Rockville Center, NY 11570

Re: Credit Checks: MTA/New York City Transit Vending Machine RFP “DB1200”
Dear Mr. Farrell:
Enclosed please find copies of the MTA’s Prospective Information Statements for the

following potential MTA-NY City Transit vending machine service providers. Please
perform the noted investigation on each of the respective candidates and their

corporations:

1. (Name)

Full Credit Background Check
2.

Full Credit Background Check
3.

Full Credit Background Check
4.

Full Credit Background Check
If you have any questions or comments, please contact, me at (212) 878-0118. I would
appreciate receiving the results of your investigation at your earliest convenience.
Sincerely,

David Bosch
Real Estate Manager

cc: R. Krsulic
M. McElroy
Chron
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Figure 22+ — Conditional Designation Letter
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March, 2013

ﬁ Metronoiitan Transporiaiion fashoriy
i

Bine of Mew Youu

December 13, 2012

Susan Wysocki
President

Babycakes Café

1-3 Collegeview Avenue
Poughkeepsie, NY 12603

Re: Conditional Designation Letter for the Lease of Retail Space at the Poughkeepsie
Train Station

Dear Ms. Wysocki:

We bave recently completed our enalysis of your best and {inal offer for the above-referenced Request for
Proposals. [ am pleased to inform you that Babycakes Café has been conditionally designated as the
successful propeser, subject vour acceptance of the terms herein and MTA Board approval,

Attached is a term sheet based on the terms included in your best and final offer., along with other standard
provisions that will be part of the lease agreement between Babyeakes Café and the MTA. We have attached
both a elean version of the term shectand & version that shows our changes,

As you had previously discussed with our Broker, Royal Properties, an 8% natucal breakpoint provision will
be part of the lease, Under this provision, the MTA will receive 8% of all sales over the natural breakpoint
pertaining fo that year, beginning with year four of the lease (see attached modified remy proposal),

Kindly review the attached term sheet and modified rent proposal sheet. Please sign both sheets and this letter
aqd Torward all three signed documents back to me. Upon receipt of the signed documents, MTA Real Estate
will present this proposal Tor approval at an upcoming meeting of the MTA Board,

Please contact Danjel Levine, project manager, at 212-878-4631 if you have any gquestions,

Sincere!;{f
- 7 -
,,ﬁ:’”/ : Qm;_ i \Q ._LIO 2013
p J’_ rey B. Rosen Susan Wysocki Date
!}Q;mctor, Real Estate Owrner, President

¥ Rent-A- . :
~Enelosures tt~-A-Chef Inc. dba Babycakes Café

¢e: D Bosch
N. Mastropietro
D. Levine
Jeft Kintzer
J. Rosen Chron

SADLevine\NET LEAS!NG\Poughkccpsid\CDL\FINAL Babyeakes CDL docx
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Figure 232 — Staff Summary
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_ Staff Summary . .
o Pm‘ld:
LEASE NOVEMBER 9, 2009
Deparbment .
REAL ESTATE
Contract Number
[Contract Manage: Name
Talle of Cortarts et ¥
: :
"Other | [Order | Approval Order App A
Diractor 2 |cvings TP‘
Chief of 812 1 |k R
Oirsctor of BAFM R
3 [Depiusc D of adwin }J

Narrative
AGENCY:

LESSEE:
LOCATION:
ACTMTY:

" | ACTION REQUESTED:

TERM:
SPACE:

COMPENSATION

" MTA Long Isiand Rail Road (‘LIRR")

JJ Penn Station LLC d/b/a Jamba Juice
Level A, Penn Station, New York
Retaii sale of food and non-aicoholic beverages

Approximatety 1600 square feet of Retail Space A , and approximately 100 square feet of
D

Approval of terms

Ten (10) Years

Storage Space

Retail

Yeac  Annual
1 $200,000.00
2 $210,000.00
3 $220,500.00
4 $231,525.00
S $243,101.00
6 $255,256.00
7 $268,019.00
8 $281,420.00
9 $295,481.00
10 $310,265.00

pSE

* $125.00

$131.25
$137.81
$144.70

§151.84

$159.54
$167.51
$175.80
$184.68
$193.92

E

L2 B I T R Y S T RS R N
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. Staff Summary D et
2012
CAPITAL CONSTRUCTION/PLANNING/REAL ESTATE cOlHITTEE MEETING
JY Penn Station LLC d/b/a Jamba Jmce {Cont'd) . ‘
Storage ' ’
1&. Annual PSF % Increase
1 $4,00000  $40.00 »
2 $4,200.00 $42.00 5
3 $4,410.00 $44.10 5
4 $4,830.50  $46.31 5
5 $4,862.03 $48.62 5 -
6 $5105.13  $51.05 5
7 $5,380.38 $53.60 5
8 $662840  $58.28 §
9 $5,009.62 $58.10 5
10 $6,205.31 $62.05 §

COMMENTS:

in response to a recent Request for Proposals (RFP) for Retall Space A at Penn saaiiom saven (7) proposals were
recaived to occupy the space, including one.that did not include a proposed rent schedule.

The rental payments proposed (calculated on a present value basis, using a discount rate of 8%) ranged from $88,708 to
$1,590,878. The highest proposal was recelved from Healthy Food Concepts at $1,590,879. The remaining proposals
were made by Sarah's Kitchen at $1,386,792; Dunkin Donuts at $1,207,198; Michael Chung at $1,154,168; Safar Ali at
$728,831 and Subway Restaurants at $88, 708 Randy Page submuﬁed a proposal, but naglected to submxt a proposed
rent schedule.

'| Healthy Food Concepts proposes to operate a Jamba Juice store under a franchise fmm Jamba Julce Company (‘Jamba
Juice”), Jamba Juice stores feature blended-to-order frult smoothies, squeezed-to-order juices, blended beverages and
snacks. As of Dacember 30, 2008, Jamba Juice had a total of 729 stores, including 511 company-owned siores and 218

, | franchisee-owned stores in the United States and the Bahamas. As the Lessee is to be single-purpose LLC, the
- {Lessae's principal, Mr. Altaf [sanl, has agreed to provide @ personal guarantes as part of the laase agreement. M. Isani
is known to the MTA through his ownership interest in Roaen’s Cafd at 347 Madison Avenue, New York.

Basad on the foregoing, MTA Real Estate requests authorization to enter Into a lease agneemenl with JJ Penn Staﬁon
LLC on the above-described terms and conditions.
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Figure 242 — Document Approval Form
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Document Approval Form

Transaction Type:

Metropolitan Transportation Authority
Real Estate Department

Lessee / Licensee / Permittee / Grantee Yardi Account #
Use & Location Yardi Property # / Unit#
Project Manager Attachments SEQRA /NEPA
Yes  N/A Achion Required
Proposer Info Fonm 0o 0O Type ! [J
ATN/ Selectiori Memo 0o 0O Twe2 [
Deputy Director Credit Report oo|? O
Good Standing Opinion 0O [ | Uniisted
NPV Analysis O o |Neea O
DOCUMENT REVIEW
I. Deputy Director Il. Tenant Management L L & A Supervisor
Date Submitted | Approved and Date Date Submitted Approved and Date Date Submitted Approved and Date
Comrents / Date Comments / Date Comments / Date
IV. Legal Review V. Final Review (if required) VI, External Execution
Date Submitted | Approved and Date Deputy Director Signature and Date Date Sent Vi
a:
[ Overnight
Comments and Date L & A Supervisor Signature and Date Date Retusned U Certified
[JHand

DOCUMENT EXECUTION

Real Estate Department Staff

Date Returned

to RED
. Deputy Director, Leasing & Acquisition Date
Date Retumned to
Prgect Manager
David Bosch, Leasing & Acquisitions Supervisor Date
Legal Department Staff
Date Finance Committee
Approval Date
Executed by Agency Officer
MTA Board
Approval Date
Jeffrey B. Rosen, Director, Real Estate Date
Filed with the office of the New York State Controlier Date or N/A

Rev 6211152012
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Figure 254 — Yardi Lease Tracking Report
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eNYOT 2 Tt 1700
Agency=NYCT 10 15 Ak
- Property=tel18300. tsx26900, tbw30300. thy00500, th40000, t
Report Date=10/16:2000
Prop Name unit Code Tonani Use Doate REC Brd Appr tan Exnc Hand Of Ofoel) Rent Com
Tonant Codt Status Locatoa Methad
=aCy Jenant Name Sqft
2Gpde  REMacanger e o e e e e [N R - .
KYCY
#3000 42 ST-TIMES $0 02 Pay Phone 050111939 a3oYa0d
EXERNIR Correnit
NSGR00 A2 ST-TIMES 50 o1 [ TRt QaRNI207
WO Curant
[}
1616200 4287 o1 082711989 BUOVZO0D
0000107 Curreit
] -
42 87 Qz Barbar 14111995 03K
10000108 Cument
o
42 5T ©3 Hivviteauly 11011008 DIO172000
W00 10% Current
o
4237 04 Flanwt . 0AISI1997 N2RER2000
10000110 Current
0
4257 5 Cher Retadd 202/4994 QIO
100rn Cunent
a
42 5T 06 Navesstand IR/ 1933 0AH2000
0o0C132 Curet
©
4297 a7 Otiver Rtak 14011885 DHO2000
©000113 Curram
[¢]
5
42 5T 08 OXD41B34 03012060
10000114 Currenit
o
4287 4} VA998 . 03012000
nanatig Current
0
42 5Y 1w Newsstand 0D 1UDS
tOD0OIT Current
4281 11 QBTG4 GITVLNND
WONFT17 Caaerend
[}
A2 5T 12 Nowsstandg DMO/1986 oMOL2000
DR Cutrent
Q
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Figure 265 — Tenant Control Checklist
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TENANT CONTRO[, LOG

TUn Nt NAME AccounyNoo
AULNCY: LIRR . LIB MN [H] MRS
,,,,, NYCT  _ SIRTOA _ _ SBK
PROFLRYY: i U,
Locanoxn: R S

Rrquigry

v 2 executed onganal counderparts of Agreeiuent
= Staff Smamary gr Infonnation fum

. REP Site Data Sheet g RN

4. Houting Feom for Execution

5. Ducument Preparation History Form
6. Determination of Responsibitin: 1*]
IEAPELICAR | &

v RS Form Wey

« Seenrily Depasit

s Record of Coninads)

o Cenifivate of Iaurane

o U/B/A Cortificow

* v Atonth Rent

s Alastee-Sub Report

e Appleant tnlomution Statement [**]
o Credt Report

s Prootef Inan poration

o Copy of advartisanent

* REP Proposal Anadysny

o Agioetnentd atsmittal Lol

o Qther. I e

COMMENT

L&A PROIICE MANAGER NAME:

Nt TENSANT ACCEPTED FOR MANAGEMENTY

Date.

By, . L

e Ly Ee,

vd 1t saate of g ecment s oves $15,000 @y sear during (rm
pdst A nfy conapletonosy of Eabbying Law Dse,ovare Statement pages

Bt
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Figure 276 — Record of Contact Form
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m Metropolitan Transportation Authority

! 11}

) RECORD OF CONTACT
UNDER THE NEW YORK PROCUREMENT LOBBYING LAW
{State Finance Law §139-j and §139-k)

It you receive & Conlact in connection with a real aslate transsction youw must complete this form and submit i
to the Director of Rea/ Estste. If you believe that the Cantact was an Impermissible Contact o7 you are nat sure

hother it wasan 1 1ot Contact, then yoi must also submit » copy to MTA Corporalc Compliance - see
below,
P - |
(heck One. Ths Cantact i C] Pernissiple U Iiprerimissrble ] Yo vt surc”

Ta: MTA Director of Real Estate, 347 Madison Avenue, 8" Floar, Fax: (212) 878-0162

I i 15 an Jnperaussil: e Contact or you are 101 sure whether it is ais Tmpernvssiiie Contazt, you must also senrd
a copy to the Chief Compliance Officer, MTA Corporate Compliance, 2 Broadway, 16™ Floor, Fax: (646)
252-14D3, together with 30 Impormissible Coitact Referra! Form.,

Froni: . . e
Ya,¥ Hame, Titke and Departuen)

Date:

. * W R ¥ S & & %k 9 B ¥ S W kW
{ was otacted ty the :ndividual named below regardiag the real estate transaction tdentified bevow. It
reascnably appears Nat this was a Contact as defined In State Finande Law §139-{1)(c) because 1 infer that the
corumancation vas intended to Influence the real estate transaction, [n accoedanze with State Finance Law §139-
k{13, the “o.lnwing informanon was obtained. The Contact was made by means of:

TV eorrespondence [ lteephone  [Jeman  [Jinpecson . CJother Lo

Real £state Transacvon No. (if krown):

fo:suipuon of (¢ Reel Estate Tranisaction:

| . . e

iContect’s hesme:

_Contact’s Address

Contact’s Teephore Number:

iCortact’s Page of Prive.pal Employment:

iConact's Gecupation/Tue: N R

I3 the above named person of organization the ether party to this real estate transaction? ives [ ro

.1 ho, was the above named person or organizabion retained, employed or designated by or on behalf of the other
21ty L0 this real estate rdfisaction to appear before of contact MTA about this real estate transaction?
Cives [T

iDatels) Contact was made:

TOTICIES e dl (001 wbby Lo/ Hecor 6O sa At E 1%
ey, 7Y
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Figure 287 — Procurement Lobbying Law Disclosure Statement



METROPOLITAN TRANSPORTATION AUTHORITY
REAL ESTATE DEPARTMENT
POLICIES AND PROCEDURES FOR THE LEASING-OUT
AND SALE OF REAL PROPERTY

March, 2013

Page 151

@ Meirapolitan Transpartaton Authorty

Hew York State Finance Law Sections 133+ and {38k ("Lobbying Law”™) - Disciosure Statement

General Infgrmation  Ab prac, aeanis (a1 'Y 8¢ defingg 1o Mcude essetally aill rea! estaie tra~sucloes) by the MTA n ox-
coss of $15 000 arraally, ate sutyest 10 hew Yok State’s Siale France . aw Scstors 1397 and 1334
wilbgive vanmary 1 2008 ‘Lotbyrgtaw’)

#1°5200% 19 vie LALPNgG Law, 2l contasts” {aelined 35 oral. whilen of e@SifonIC COMMUNICATIONS with
he MYA intyrded (o nluside 3 £rooute™ent; dynng & prosuremen” myst be made w'h ane ut more des.
r3ed Poniis of Cortagt only  Excenloss 12 ths rale 1o de wallel questions duning the hid/aroposal
2'0Ce%s commun&abons wiik regard to profests conlract regobations and REP conlerence parhosa-
101 Aolhorg in the Lobbying Law mhibits any nghts 1o mase an BEpes! protest of Comuiant urder gusi-
Ny I asleatize o (odial procedures

Vic 3100 of the soicy regarding permiss ble contacls must ba reporiad Uy 1he approgate MTA atheer
arg neost gated secorongly  The firs! vio alon may fesult n & determinaban ¢t ran-espans bilty ava
kg ity for awaiyg 12 the viotator and s subs O-anug 4fhkales ard reared cnates  “he poraity fov @
BCONG vilatiny withen four (1) yoars 15 nekg bilty for bidding/uropas ny £1 @ proguoment argar g
5 DIty f1om beng awardad ury contract for a perog of four {4 yea's. The MT& w 1 n0ify ihe New ek
Blawe Othoe of Cenerat Seoveces (QGS") of any "8 af a6N resp ¥ or GEbaTMCALS G0
to ¥olatons of tre Loboyig Law  Viofabons 'ound 1o Do "« awrj arg w L™ mugl 0@ resawg fo i
MTA Exceut ve Drestor and OGS

Morais er, 1ha Statates mguie the MTA (o ablar teran aMimat ons aro terlicaions fier bikders ano
proposers  This Discloscrs Blarament Contalng 1ne forms with afich 1o corply, logelber with addibonal
nformsion 450 nsinuclions

Instructions New Yora Stale Fnarca Law §135-k{2) cbhgates the MIA Lo oblarr spesilic wlornalioe regataing par
AaR-reepansdady dolerrastigrs  This i formabicn must be codected ¢ sdardion 1 1he ricrmation $ha!
15 Sepacaluy ottuned pursuart o New Yo State Foance Law §183i5) in acconsancy w-Ih New York
Glate France Law 4733k, ar sliere 7 uvt bo ashed 10 datlose wheiber (hare hay buas u | 1ding of wen
ressonsbiliny Maos with. the previous (our (4) yeacs by any governmental ent iy cuc [ (3] 3 violahun
of New Yore State Firance Law §1394 br [by e avacloral of {stse ur el
a2 govwronenal oy .

£3 pati ol s c2sponsibiny delermninaton, New York State Finznce Las §135-«:3) manddtes consder-
3%~ of whetber an affere” £33 1o bmely distiose accu 2l o complate infasmolion regauding the azove
- oreigspnsibity determeeaior [y accordanrce wilh law, no procurermant sontract shall bu awarded 1o
any olfecet hat feis ta ruely cisclose accarale 0f compiete mformation under this sechen, unless the
faciual elernents of 1he kmiled walver prownsion Can be sats(ed on Ihe wrlter 'ead

Disciosura of Prior Hi P o

Name of BioderProposer.

Audress

Name and Tile of Person
Submiling this Form:

Has any goveramental ently' mase a inding of NOT-resoans Lty tegaiding the v ..
HddeaProposer n the prenocy four years? D L D Ri

Wyes ‘Was *ne baws for the tioing of the Bidde-'s'7opasers ron-responsb i
ity Tue 0 3 wohaton of Siale Funaree Law §139.7 {:] Yes D Ho

" A g reetameatal vy’ s {1 4y depacime, board bussal cormigsios, diviacn, office. councd, co rmidine o
oihgir ol hew Yark Stale, whethas Permant of muXvacy (2] edch ho.sse of this New Yora Stale Legsistuie, (3¢
1w unled court syster, @A) 87y pubkc sutronly pubie benglit corperaticn o Lommiseon ereated by of eashing
PUSLAY I the pubiikt UIhiies 1Gw: (D7 2y PUDET dulheidy af pLDBiC Denelt Corparabion, al Was! onw Of wiose
rembers it sppITes by Wne gowerncr oF who gafves 4t 8 menber by winiue of holding a T c'ice 21 e Rate; (6)
a Ttnogal agency o8 Matiem s tetred n parag-ann o) of utrinagion(s; of s4Cl TN SNe-¢ <TG LAQEIiIVG L aw,
o {71 o sunsidhary o aMibela of Madi @ pubhs ARNOATY (SFL §129. Pdayapd ta )

RIAFr Law 138 1330 Ty e -Page t
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m Metrapolitan Transportation Authonty

New York $tate Finance Law Sections 138 and 139k ("Lobbying Law"} — Dsclosure Statoment

Was the bas s tor the nding of Sidder’ sPropaser's hon-espansibidity due lo the D Yes D Ne
intemional provisot of false or ncomguete informabon 1o 3 governmental erdity?

It yes pease provise details regarding e finding of nan-responsishiy delow.

Savernmantal Ectity

Yea' of Futing of Noretesponsibildy e

Das s 0¥ Firding of Non-Responsity sty?

\AGT aGaTIoNal pages as NEceBsay)

35 any governmental entty ferminated a procursment cont-act vath the Buidar/ D Yes [:} No
Freposer due 10 'he milentiona: pravision of flse or moomplete niaanation?

MTAs Right
to Terminale

Bidder's/Proposer's Affinnation and Certiication

By sgning below the Bioder/Froposar:

3} Alfems thet 1he Bidde/Fropaser undersiands and agrees o conply with lng pohcy regarding peThiss:hie
contacts in accardance wafh New Yo'k Stale Flnanhce Law Sechons 139 and 139k,

2) Ceruties that ai mlormaton provided to the MTA with reapect to New Yok Siate Fmance Law §139-; and
§138-k 13 comples, trye and accurate

By Date

:filgnatwc ol Peison Carfyng)

Frnt Name uod Tl . Tole |

Bisae s Prososer of ContactoriConsultant (Full L zgal Name)

Address of Bisder/Fropaser ar CenlractoriC H — —

Business Telephione Humber,

The MTA recervas ths tight to terminate » Contract {Incfuding any lcase, cease, entty permit, or
sale documenta} In the ¢vent il s tound thal the cemllcchon litsd &Y the Snddorleponr, in accor-
dance with Now York State Finance Law §139K, was | Wy talse os k

Jpon such finding, the MTA may exercise its taemination right by proviging written nouﬁcn!on to
the Bldder/Proposer in secordance with the written nolification tarms of the Contesct.

MIAF Law 103 Dbk g "0-360—Page 7
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METROPOLITAN TRANSPORTATION AUTHORITY
ALL-AGENCY GUIDELINES FOR THE

DISPOSAL OF PERSONAL PROPERTY
Adopted by the Board on March 26, 2014

These guidelines, which have been adopted by the Board of the Metropolitan Transportation
Authority (“MTA”), address the disposal of personal property, including obsolete, unneeded, and
outdated personal property, by the MTA and its subsidiary and affiliated agencies in accordance
with Public Authorities Law (“PAL”) §§ 2895 — 2897 and other applicable provisions of law.
These guidelines shall not apply to the disposition of real property which is governed by the
MTA Real Estate Department Policies and Procedures for the Leasing-out and Sale of Real
Property.

The purpose of these guidelines is to:

1. Ensure that disposal of MTA personal property is undertaken in compliance with
governing laws;

2. Define the means for identifying obsolete, unneeded, or otherwise outdated personal
property, including but not limited to furniture, equipment, computer equipment, and
automobiles;

3. Provide cost-savings to the MTA by outlining a procedure for the transfer of surplus
personal property;

4. Recover value from surplus personal property through its sale, either for reuse or for
scrap; and '

5. Minimize disposal and storage costs by providing means for the donation of surplus
personal property with negligible resale value.

These guidelines apply to the MTA and current and future affiliated and subsidiary agencies of
the MTA (each, an “MTA Agency”). The MTA subsidiary and affiliated agencies consist of:

Triborough Bridge and Tunnel Authority

New York City Transit Authority

Manbhattan and Bronx Surface Transit Operating Authority
The Long Island Rail Road Company

Metro-North Commuter Railroad Company

Staten Island Rapid Transit Operating Authority

MTA Bus Company

MTA Capital Construction Company

For purposes of these guidelines, the terms below are defined as follows:

Contracting Officer(s): The Contracting Officer is the officer or employee of each MTA
Agency who is designated by resolution to be responsible for the supervision and direction of the
disposition of such MTA Agency’s Surplus Property.

DISPOSAL OF PERSONAL PROPERTYGUIDELINES
Internal Control Number GRC002900 Page I of 8




Dispose or disposal: Transfer of title or any other beneficial interest in Surplus Property in
accordance with the methods of disposition described herein. The act of disposition may include
the acts of transferring, trading-in, selling, donating or destroying goods that are of no further use
to the MTA. '

Fair Market Value: The price at which the item of Surplus Property would change hands in a
competitive and open market under conditions requisite to a fair sale between a willing buyer
and a willing seller, neither being under any compulsion to buy or to sell and both acting
prudently and having reasonable knowledge of the relevant facts.

Furniture: Office furnishings and fixtures including but not limited to desks, tables, chairs,
lamps, modular wall units, and partitions.

Metropolitan Transportation Authority or “MTA” or “MTA Ageﬁcv”: For purposes of this
Policy, the terms “MTA” and “MTA Agency” include the Metropolitan Transportation Authority
and/or its current and future subsidiaries and affiliates.

MTAHQ: MTA Headquarters.

Not-For-Profit Organization: An organization incorporated for educational, charitable, or
cultural purposes and recognized as tax-exempt under article 501(c) (3) of the Internal Revenue
Code.

Personal Property: Tangible property, other than real property. Personal Property is physical
and movable, subject to ownership, with exchangeable value. Examples of tangible personal
property include, but are not limited to, furniture, supplies, automobiles or other vehicles,
computer equipment, and commercial “off-the-shelf” software that is transferable pursuant to the
software’s licensing agreement.

Qualifying Surplus Property: Surplus Property with a value in excess of $5,000, and any
inchoate or other interest in such Surplus Property, to the extent that such interest may be
conveyed to another person, other than an MTA Agency, for any purpose, excluding an interest
securing a loan or other financial obligation of another party.

Surplus Property: Personal Property (i) that does not have a useful purpose for a particular
department of the MTA or has been deemed to be no longer useful to the MTA; or (ii) the
disposition of which has been determined by the Agency’s Contracting Officer to be in the best
interest of the MTA or the MTA Agency.

Surplus Property Officers: Regular employees to whom an MTA Agency or Agency
department or division head has delegated responsibility for the identification and release of
Surplus Property within that agency and/or department or division.

Section 1: General Provisions

1.1 Compliance with Laws and Guidelines.

a. Disposals of Qualifying Surplus Property (i.e. Surplus Property with a Fair
Market Value in excess of $5,000) shall comply with applicable provisions of
PAL §§ 2895 - 2897, the MTA’s enabling legislation, any other applicable law for
the disposal of Personal Property, and the provisions of these guidelines.

b. Disposals of Surplus Property having a Fair Market Value equal to or less than
$5,000 and disposals of Surplus Property, regardless of Fair Market Value, to an
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1.2

1.3

1.4

1.5

1.6

1.7

MTA Agency are not subject to the disposition requirements set forth in PAL §§
2895 — 2897. Disposition of such Surplus Property should be undertaken in
compliance with the provisions of these Guidelines, other than Section 2
(addressing the requirements of PAL §§ 2895 —2897).

Responsibility for Compliance. The Contracting Officer(s). and~MTA Procurement

Departmentts), of-the-MTAHQ-and-the-MIA-Ageneiesand MTA Corporate Compliance

are responsible for ensuring MTA’s compliance with and enforcement of these
Guidelines.

Surplus Property. Surplus Property shall be disposed of as promptly as possible in a
manner that returns as much value as possible to the MTA. Value may be returned
through internal transfer of items, thereby reducing expenditures; through sale of items to
outside buyers, thereby producing revenue; or through donation or other disposal without
direct income, thereby avoiding the costs associated with carrying excess inventories or
disposal costs of items of negligible value.

Responsibilities of Surplus Property Officers. Surplus Property Officers shall be
responsible for periodically identifying Surplus Property as defined above:

User departments will periodically review their inventory of Personal Property such as
furniture, office equipment, computer equipment, and security equipment and determine
whether such Personal Property is Surplus Property that should be disposed of.

Computer Equipment/ Telecommunications Equipment. The Information Technology
Departments for each MTA Agency will be responsible for the review of the continued
usefulness of computer equipment and telecommunications communications equipment
in their agency and may, in conjunction with the department or division to which such
equipment is assigned, identify such equipment as Surplus Property.

Automobiles. Each MTA Agency shall review the continued usefulness of that MTA
Agency’s automobiles, and may, when appropriate, identify automobiles as Surplus
Property and shall dispose of such vehicles in compliance with these guidelines, the All
Agency Vehicle Usage Policy Directive, and their agency’s vehicle usage policies and
procedures.

Estimation of Value.

a. If the method of disposal of Surplus Property is not planned to be by
publicly advertised bid (see Section 5.1), the user department responsible for such
Surplus Property shall estimate the Fair Market Value of such Surplus Property.
In estimating the Fair Market Value of such Surplus Property, reference shall be
made to identifiable active markets for such property and information concerning
additional factors may also be considered, which may include but are not
necessarily limited to:

e Original purchase cost;

e Depreciation;

e Residual Value;

e Estimated Replacement Value; and/or

e Current condition of the item.

DISPOSAL OF PERSONAL PROPERTYGUIDELINES
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b. If the estimated Fair Market Value of such Surplus Property is in excess of
$15,000, it must be disposed of by publicly advertised bid unless it is otherwise
eligible for disposition through negotiation or public auction (PAL § 2897(6)(c);
see Section 2.1(b)).

c. If because of its unique nature or the unique circumstances of the proposed
transaction, Qualifying Surplus Property is not readily valued by reference to an
active market for similar property, an independent appraisal must be performed
prior to disposing of such Qualifying Surplus Property (except in circumstances in
which the Surplus Property is being designated for transfer to another MTA
Agency user).

Section 2: Compliance with Public Authorities Law 8§88 2895 - 2897

2.1  Permitted Methods of Surplus Property Disposal: Publicly Advertised Bid or
Negotiation. Under the Public Authorities Law, Surplus Property valued in excess
of $5,000 and being disposed of to other than an MTA Agency (“Qualifying
Surplus Property”) either must be disposed of

a. in accordance with publicly advertised bid procedures (as set forth in
Section 5.1 below), or,

b. through negotiation or by public auction, subject to obtaining such
competition as is feasible. Disposal by negotiation or by public auction
may be used only when at least one of the following conditions is
satisfied:

6 the Qualifying Surplus Property involved has qualities separate
from the utilitarian purpose of such property, such as artistic
quality, antiquity, historical significance, rarity, or other quality of
similar effect, that would tend to increase its value, or the
Qualifying Surplus Property is to be sold in such quantity that, if it
were disposed of by publicly advertising for bids, would adversely
affect the state or local market for such property, and the estimated
Fair Market Value of such property and other satisfactory terms of
disposal can be obtained by negotiation;

(i)  the Fair Market Value of the Qualifying Surplus Property does not
exceed fifteen thousand dollars;

(iii)  bid prices after advertising therefore are not reasonable, either as to
all or some part of the Qualifying Surplus Property, or have not
been independently arrived at in open competition;

(iv)  the disposal will be to the state or any political subdivision, and the
estimated Fair Market Value of the Qualifying Surplus Property
and other satisfactory terms of disposal are obtained by
negotiation;

W) under those circumstances described in Section 2.3 below; or

(vi)  such action is otherwise authorized by law.
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2.2 Advance Explanatory Statement Requirement for Certain Qualifying Surplus Property
Disposals. PAL § 2897(6)(d) requires that MTA Agencies prepare and disseminate to
certain public officials ninety days in advance of a Qualifying Surplus Property disposal,
an explanatory statement for (i) disposals by negotiation of any Qualifying Surplus
Property with an estimated Fair Market Value in excess of $15,000; or (ii) a disposal of
Qualifying Surplus Property by exchange, where the exchange involves disposal of real
property together with related Surplus Property (regardless of value). The explanatory
statement shall be sent by the MTA Agency preparing it to the comptroller, the director
of the budget, the commissioner of general services, the legislature and the independent
authorities budget office at least 90 days before making the disposal.

The explanatory statement shall include:

description of the parties involved in the property transaction;

b. justification for disposing of property by negoliation:

¢. identification of property, including its location:

d. estimated fair market value of the property;

proposcd sale price of the property:

[£]

£, size of the properiy: and

. expected date of sale of property.,

A copy of the statement shall be preserved in the MTA Agency’s files.

2.3 Less than Fair Market Value Disposals. The MTA may dispose of Qualifying Surplus
Property for less than Fair Market Value, pursuant to PAL § 2897(7), if:

a. The transferee is a governmental or other public entity and the transfer terms require
that ownership of the asset will remain with the governmental entity, or

b. The transfer is within the purpose, mission or governing statute of the MTA.

Where a proposed transfer of Qualifying Surplus Property is for less than Fair Market
Value but does not satisfy either of the above two criteria, the proposed transfer may not
proceed without the MTA Agency first providing written notice to the governor, the
speaker of the assembly and the temporary president of the senate. Such proposed
transfer shall be subject to denial by the governor, the senate or the assembly. The
governor, senate or assembly has 60 days from receipt of the notice to act if the notice is
received between January and June; if the notice is received between July and December,
the senate or assembly has 60 days from the following January in which to act on the
notice.

24 Board Information and Approval Requirements: Proposed Less than Fair Market Value
Disposal. If a below Fair Market Value Qualifying Surplus Property transfer is proposed,
the following information must be provided to the MTA Board and to the public, in
accordance with PAL § 2897(7)(b): ‘
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a. a full description of the Qualifying Surplus Property;

b. an appraisal of the Fair Market Value of the Qualifying Property and any information
establishing the Fair Market Value;

c. adescription of the purpose of the transfer and a statement of the kind and amount of
the benefit to the public resulting from the transfer;

d. astatement of the value received compared to the Fair Market Value;
e. the names of any private parties participating in the transfer; and

f. the names of other private parties who made an offer for the asset, the amount
offered, and the purpose for which the asset was sought.

Before proceeding with such a proposed disposal, the MTA Board shall consider the
information required to be provided and make a written determination that there is no
reasonable alternative to the proposed below market transfer that would achieve the same
purpose of the transfer.

Section 3: Compliance with Federal Transit Administration Circular 5010.1D — Federally
Funded Property

In addition to complying with PAL §§ 2895 - 2897, the MTA must also comply with Federal
Transit Administration (“FTA”) Circular 5010.1D which governs the disposal of Federally-
funded Property with an acquisition value in excess of $5,000. That Circular requires grantee
agencies such as the MTA to obtain FTA approval prior to disposing of such property if the
disposition occurs before the end of the asset’s useful life, as determined under the Circular. In
addition, upon disposition, the MTA must reimburse the FTA its share of any remaining Federal
interest in the asset, as calculated pursuant to Circular 5010.1D.

Section 4: Reassignment or Transfer of Surplus Property to Other MTA Agencies

Prior to disposing of Surplus Property, the MTA Agencies should attempt to reassign it to other
departments/divisions within that MTA Agency and/or transfer the Surplus Property to another
MTA Agency.

4.1 Reassignment. The Surplus Property Officer for each MTA Agency will notify its
departments/ divisions of the availability of Surplus Property and will facilitate' the
transfer of same among departments/divisions if such transfer will result in a cost savings
to the MTA. Such notification shall take place at least once per year, by publication of an
inventory of Surplus Property, and may be supplemented by informal notification of
departments on an ad hoc basis. In the event that more than one department or division
expresses interest in the reassignment of Surplus Property, the MTA Agency’s Surplus
Property Officer and Contracting Officer shall determine the recipient, based on their
judgment of which reassignment would be most beneficial to the MTA. Whenever
possible, reassignment of Surplus Property shall be accomplished directly, minimizing
the number of times an item must be moved.
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4.2  Transfer to a Constituent Agency. Each Surplus Property Officer will circulate to the
MTA Agencies on a periodic or ad hoc basis as appropriate, notice of the availability of
Surplus Property. The inspection and, upon acceptance, physical transfer of such
property shall be the responsibility of the MTA Agency accepting it.

In the event that more than one MTA Agency expresses interest in the same Surplus
Property, the Surplus Property Officer and Contracting Officer shall determine the
recipient, based on his judgment of which reassignment would be most beneficial to the
MTA. Whenever possible, reassignment of Surplus Property shall be accomplished
directly, minimizing the number of times an item must be moved.

Section 5: Disposal of Surplus Property With Estimated Fair Market Value in Excess of
$5,000

5.1 Sale by Publicly Advertised Bid. Qualifying Surplus Property (i.e. valued in excess of
$5,000) should periodically be offered by MTA for sale by the competitive process of
publicly advertised bid, which is the preferred method of disposal.

The following requirements of PAL § 2897(6)(b) must be observed:

a. The advertisement for bids shall be made at such time prior to the disposal through
such methods and on such terms and conditions as shall permit full and free
competition consistent with the value and nature of the Qualifying Surplus Property;

b.  All bids shall be publicly disclosed at the time and place stated in the advertisement;
and

c. The award shall be made with reasonable promptness by notice to the responsible
bidder whose bid, conforming to the invitation for bids, will be most advantageous to
the MTA, price and other factors considered; provided, that all bids may be rejected
when it is in the public interest to do so. :

5.2 Disposal of Property by Negotiation or Public Auction.  Surplus Property may be
disposed of by negotiation or public auction when (i) the Fair Market Value of such
Surplus Property does not exceed $15,000 or (ii) where any of the other criteria listed in
Section 2.1(b) above for such disposal is satisfied.

Section 6: Disposal of Surplus Property With a Fair Market Value of $5.000 or Less

6.1 Sale. The preference is to sell property having an estimated or appraised Fair Market
Value of $5,000 or less, in an effort to recover value from Surplus Property for MTA.

6.2  Contribution. Items with an estimated or appraised value of $5,000 or less may be
offered to a not-for-profit organization if, in the judgment of the MTA Agency’s Surplus
Property Officer and Contracting Officer, such property may have value if returned to
use in such an organization, such a disposal by contribution will minimize disposal and
storage costs to MTA, and the Surplus Property either has negligible resale value or the
costs of MTA conducting a sale of such Surplus Property relative to the resale value that
could likely be obtained are such that proceeding by contribution is deemed warranted.
In such circumstances, physical transfer of the property will be the responsibility of the
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receiving organization. Such an offering shall be conducted at the convenience of the
MTA, and at minimal expense to the MTA.

Section 7: Disposal as Waste

Surplus Property that the Surplus Property Officer determines has no net monetary value (taking
into account costs of storage) and has been unable to dispose of through reassignment, transfer,
sale, or donation as outlined above should be disposed of as waste in the most cost-effective
means consistent with all relevant laws and regulations.

Section 8: Inventory Management/Internal Controls

Each MTA Agency shall maintain adequate inventory controls and accountability systems for all
individual items of Personal Property.

Section 9: Regulatory Disclosure

9.1 MTA Agency Reporting. Each MTA Agency’s Contracting Officer shall annually
provide a report to MTAHQ of all Surplus Property under its custody and control as well
as a list and full description of all Surplus Property disposed of during the previous
calendar year with the price received and the name of the purchaser.

9.2  Format and Timing. The report shall be provided in a format and at such time as
requested by the MTA Corporate Compliance to facilitate required reporting of sale
information.

9.3  Annual Report. MTAHQ shall annually publish, in accordance with PAL § 2896(3), a
report with a full description of all Qualifying Surplus Property disposed of during the
previous calendar year by all of the MTA agencies with the price received and the name
of the purchaser. MTAHQ shall send copies of such report to the comptroller, the
director of the budget, the commissioner of general services, the legislature, and the
independent authorities budget office.

Section 10: Procedures

Each MTA Agency shall create written policies and procedures as needed for the implementation
of these guidelines. Such written policies and procedures, once executed, shall be filed with
MTA Corporate Compliance.
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ATTACHMENT C

PERSONAL PROPERTY DISPOSITION CONTRACTING OFFICERS

Agency Contact Phone E-mail

MTA All-Agency Angel Barbosa 646-376-0091 abarbosa@mtabsc.org

MTA Headquarters Clifford Shockley 646-376-0098 cshockley(@mtabsc.org
Business Service Center Hilary Ring 646-376-0102 hring@mtabsc.or

Bridges and Tunnels Anthony W. Koestler 646-376-0111 akoestler@mtabt.org

Capital Construction Anthony D’ Amico 646-252-4200 AD'Amico@mtacc.info

Long Island Rail Road Dennis L. Mahon 718-725-2620 dlmahon@lirr.org
Metro-North Railroad Anthony J. Bombace, Jr. 212-340-3055 bombace@mnr.org

MTA Bus James Curry 718-927-7766 James.Curry@nyct.com

New York City Transit Stephen M. Plochochi 646-252-6050 Stephen.Plochochi@nyct.com
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