
REQUEST FOR WRITTEN QUOTE 

Real Estate Listing and Sales Services 

I. PURPOSE 

Finance New Orleans, “FNO” or “Agency” is seeking written quotes from qualified real 
estate professionals or brokerage firms to provide listing, marketing, negotiation, and 
transaction coordination services for the eventual sale of up to seven (7) Agency-owned 
properties. Five (5) of the properties are vacant land parcels with no structures, and two (2) 
properties contain single-family residential structures that are currently vacant. The 
properties vary in size, characteristics, and anticipated market value. 

The properties have been identified for potential disposition due, in part, to the ongoing 
costs associated with maintaining the properties. Three (3) properties are currently 
expected to be ready for immediate listing, while the remaining properties are expected to 
become available for sale during the approximately twelve-month engagement period.  

The Agency intends to select one qualified listing agent or brokerage to provide services for 
the properties as they become ready for sale. Selection of an agent under this solicitation 
does not guarantee that all seven properties will be listed or sold during the contract 
period. 

II. ANTICIPATED ENGAGEMENT 

The anticipated term of the engagement is twelve (12) months from execution of the 
agreement, unless terminated earlier in accordance with the agreement. 

The Agency anticipates listing the properties on a staggered basis. The Agency will 
determine when each property is ready to be marketed and will provide written 
authorization to the listing agent before commencing listing services for each property. 

The Agency reserves the right to determine the timing, listing price, marketing strategy, and 
whether and when to accept an offer for each property. 

III. SCOPE OF SERVICES 

The selected listing agent shall provide all services reasonably necessary to market and 
facilitate the sale of each property, including, at a minimum: 

A. Pre-Listing Services 

1. Conduct a market analysis for each property that considers the property's physical 
characteristics, location, zoning and land-use considerations, surrounding 



development, comparable sales, and other factors that may affect marketability 
and value.  

a. For vacant land, the analysis should identify the most likely purchaser profile 
and potential development or investment use, as appropriate. 

b. For vacant single-family structures, evaluate condition and marketability of 
the structures. Recommend whether the properties should be marketed in 
their existing condition or whether specific improvements would reasonably 
increase marketability or sale proceeds. 

2. Meet with Agency representatives to review each property and establish a marketing 
strategy and recommended listing price. 

3. Identify factors that may affect the property's marketability or anticipated sales 
price. 

4. Provide recommendations regarding reasonable repairs, maintenance, cleaning, 
staging, signage, or other measures that could improve marketability, if applicable. 

The Agency will have final authority regarding the listing price and whether any 
recommended pre-listing work will be performed. 

B. Listing and Marketing 

For each property authorized for sale, the listing agent shall: 

1. Prepare and submit the property listing to the appropriate Multiple Listing Service 
(MLS), where applicable. 

2. Clearly distinguish between known property characteristics and assumptions 
regarding potential development or use. 

3. Prepare accurate and professional property-specific marketing materials and 
strategy appropriate to the characteristics and anticipated purchaser market for 
each property.  

a. For vacant land, the strategy should identify and target appropriate 
purchasers, including developers, investors, adjacent property owners, 
and other potentially interested parties, as appropriate.  

b. For properties containing residential structures, the strategy should 
address the condition and vacancy status of the improvements and 
identify the most appropriate purchaser market. 



4. Arrange for professional photography and/or other appropriate marketing materials, 
as needed. 

5. Place appropriate signage at the property, where permitted and appropriate. 

6. Market the property through MLS, applicable real estate platforms, brokerage 
networks, and other appropriate channels, as needed. 

7. Conduct or coordinate open houses or other marketing events when appropriate. 

8. Actively market the property to prospective purchasers, investors, developers, and 
other appropriate buyers. 

9. Maintain the property listing and marketing materials throughout the marketing 
period. 

10. Monitor market activity and make recommendations to the Agency regarding pricing 
or marketing strategy. 

Ordinary marketing expenses shall be included in the proposed compensation unless 
specifically identified as an additional reimbursable expense in the quote. 

C. Showings and Buyer Communications 

The listing agent shall: 

1. Coordinate and conduct property showings, as needed. 

2. Establish appropriate procedures for providing access to vacant properties. 

3. Communicate with prospective purchasers and their representatives. 

4. Respond to reasonable inquiries regarding the properties. 

5. Provide the Agency with relevant feedback regarding showings and prospective 
purchasers. 

6. Maintain appropriate records of showings and significant buyer inquiries. 

D. Offers and Negotiations 

The listing agent shall: 

1. Receive and promptly communicate all offers to the Agency. 

2. Provide the Agency with a summary of material terms of each offer. 



3. Assist Agency representatives in evaluating offers and identifying material terms, 
contingencies, and other considerations. 

4. Prepare or facilitate counteroffers and other transaction documents as authorized 
by the Agency. 

5. Negotiate price and other business terms on behalf of the Agency only within the 
authority provided by the Agency. 

6. Immediately notify the Agency of material developments affecting a pending 
transaction. 

The listing agent shall not accept an offer, execute a contract, or otherwise bind the Agency 
without appropriate Agency authorization. 

E. Contract-to-Closing Services 

For each accepted offer, the listing agent shall: 

1. Coordinate with the purchaser, purchaser's agent, title/closing company, lender, 
inspectors, appraisers, and other transaction participants. 

2. Monitor applicable contract deadlines and contingencies. 

3. Coordinate property access for inspections, appraisals, and other necessary 
activities. 

4. Assist in addressing issues arising during the transaction. 

5. Communicate material transaction developments to the Agency. 

6. Assist with coordination of the closing and transfer of possession. 

7. Provide the Agency with copies of relevant transaction and closing documentation. 

IV. VACANT PROPERTY REQUIREMENTS 

Because several of the properties are currently vacant, the selected agent should 
demonstrate experience in marketing and selling vacant or otherwise non-owner-occupied 
properties. 

The listing agent shall take reasonable steps to protect the properties during the marketing 
period, including promptly notifying the Agency of: 

• Unauthorized entry or apparent vandalism; 

• Damage observed during showings; 



• Security concerns; 

• Maintenance conditions that may materially affect marketability; or 

• Other significant conditions observed at the property. 

The listing agent shall not authorize repairs, maintenance, security services, or other 
expenditures on behalf of the Agency without prior Agency approval. 

V. REPORTING 

The listing agent shall provide regular written status updates to the Agency during the 
marketing and sales process. 

At a minimum, reports should include: 

• Number of showings; 

• Significant buyer inquiries; 

• Buyer/agent feedback; 

• Marketing activities conducted; 

• Offers received; 

• Status of pending transactions; 

• Recommended changes to pricing or marketing strategy; and 

• Other material issues affecting the anticipated sale. 

The Agency may establish a reporting schedule following selection of the listing agent. 

VI. COMPENSATION 

Respondents shall provide their proposed compensation structure for the services 
described in this solicitation. 

The quote shall clearly identify: 

1. Listing commission percentage, if applicable; 

2. Any minimum commission per property; 

3. Any proposed compensation or commission associated with a buyer's agent; 

4. Any transaction, administrative, or other fees; 

5. Any reimbursable expenses not included in the proposed commission; 



6. Any fees applicable if a property is withdrawn from the market before sale; 

7. Whether the proposed compensation applies uniformly to all seven properties; and 

8. Any reduced commission or other pricing available based on the Agency listing 
multiple properties with the same agent. 

The Agency is particularly interested in proposals that provide a competitive overall 
compensation structure for marketing all seven (7) properties over the twelve-month 
engagement. 

No compensation shall be earned or payable for a property unless the Agency has 
authorized the property to be listed and the services have been performed in accordance 
with the agreement. 

VII. CONFLICT OF INTEREST AND INDEPENDENCE 

The respondent shall disclose any actual, potential, or apparent conflict of interest 
involving the respondent, its brokerage, its employees or agents, or any person or entity 
with which the respondent has a business or financial relationship that could affect the 
respondent's ability to independently represent the Agency. 

The respondent shall specifically disclose whether the respondent, its brokerage, its 
agents, employees, affiliates, or any related party: 

• Has an ownership interest in any of the properties; 

• Has expressed an interest in purchasing any of the properties; 

• Represents or intends to represent a prospective purchaser of any of the properties; 

• Has a financial or business relationship with a potential purchaser; or 

• Has any other relationship that could reasonably create an actual, potential, or 
apparent conflict of interest. 

The selected listing agent shall be required to promptly disclose any conflict that arises 
during the engagement. 

The Agency reserves the right to determine whether a disclosed conflict is acceptable and 
whether the agent may continue to provide services. 

VIII. AGENCY RELATIONSHIP 



The selected listing agent shall clearly identify the nature of the agency relationship with 
the Agency and comply with all applicable federal, state, and local requirements governing 
real estate agency relationships. 

The listing agent shall act in the best interests of the Agency within the scope of the agency 
relationship and applicable law. 

IX. QUALIFICATIONS 

Respondents should provide information demonstration: 

1. Current real estate license and good standing; 

2. Experience listing and selling properties comparable to those described in this 
solicitation; 

3. Experience selling vacant, investment, commercial, land, or otherwise non-
traditional properties, as applicable; 

4. Knowledge of the local real estate market; 

5. Experience representing governmental entities, nonprofit organizations, or other 
institutional property owners, if applicable; 

6. Experience marketing multiple properties simultaneously; 

7. Proposed personnel who will be responsible for the engagement; and 

8. References from comparable clients or transactions. 

X. QUOTE SUBMISSION 

Written quotes should include: 

• Name of respondent/brokerage; 

• Primary contact information; 

• Real estate license information; 

• Brief description of qualifications and relevant experience; 

• Proposed approach to marketing the Agency's properties; 

• Proposed compensation and all associated fees; 

• Identification of any proposed reimbursable expenses; 

• Conflict-of-interest disclosure; 



• At least two relevant references; and 

• Any assumptions or exceptions to this Scope of Work. 

XI. EVALUATION 

The Agency anticipates evaluating quotes based on the following factors: 

• Overall cost and compensation structure; 

• Relevant experience and qualifications; 

• Experience with vacant or non-traditional properties; 

• Experience handling multiple property listings; 

• Knowledge of the applicable local real estate market; 

• Responsiveness and proposed level of service; 

• References; and 

• Absence of actual, potential, or apparent conflicts of interest. 

The Agency is not required to select the respondent offering the lowest commission if 
another respondent is determined to provide greater overall value to the Agency. 

XII. AGENCY RIGHTS 

The Agency reserves the right to: 

• Reject any or all quotes; 

• Request clarification or additional information; 

• Negotiate final terms and compensation with the selected respondent; 

• Determine when individual properties will be listed; 

• Determine the listing price for each property; 

• Accept or reject any offer; 

• Withdraw property from the market; 

• Add or remove properties from the anticipated list of properties, subject to the 
terms of the resulting agreement; and 

• Terminate the engagement in accordance with the agreement. 



Nothing in this solicitation guarantees that any particular property will be sold or that the 
selected listing agent will receive listings for all seven properties. 

XIII. ANTICIPATED PROPERTY SCHEDULE 

The Agency currently anticipates that three (3) properties will be ready for immediate 
listing, with the remaining four (4) properties expected to become available for sale during 
the twelve-month engagement period. 

A final property list, including property addresses, estimated values, and anticipated listing 
dates, will be provided to the selected listing agent as properties are authorized for listing. 

XIV. DEADLINE FOR QUOTES 

Questions regarding this solicitation should be directed to 
procurement@financeauthority.org by Monday, September 14th at 4:00 PM. Responses 
to questions after this date will not be provided. All questions and answers will be posted at 
financenola.org. 

Written quotes should be submitted to procurement@financeauthority.org no later than 
Friday, September 18th at 4:00 PM. 

The Agency anticipates selecting a listing agent promptly following receipt and evaluation 
of the written quotes so that the three properties currently ready for sale can be brought to 
market without unnecessary delay. 
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