
 
 
 

 
 
MEMORANDUM 
 

To: CRA Board 
From: Carlos Peralta 
Date: April 15, 2020 
Re: 93-99 Bishop Allen Drive Facilities Management Services 
 
 

INTRODUCTION 

 
On October 2, 2019 The CRA acquired the property at 93-99 Bishop Allen Drive (the “Property”) from 
Enroot, Inc. Previous to the CRA purchasing the building, Enroot had contracted The Senné Company 
(Senné) to handle facilities management Services for Property. In July of 2019 the CRA Board 
approved a sole source selection of Senne’ to continue management services for a term of 9-months 
during which time the CRA conducted a full procurement process for a permanent management firm.  .  
In October, the CRA finalized a contract with the Senné who has served as the property manager for 
the CRA to date. Senne’ and their subcontractors undertook a few immediate repair needs including 
replacement of an entry intercom system and repairs to the heat system. The CRA anticipates making 
substantial renovations to the building within the next year.  
 

CONTRACT SCOPE 

 
The CRA sought a qualified facilities management firms or independent contractor to provided services 
required to maintain the Property’s exterior and interior in functional condition. The property manager, 
with the direction of CRA staff, will develop a schedule for managing the real estate asset, maintaining 
the functions of the building systems,  and providing high-quality upkeep of the Property’s interior and 
exterior spaces.  
 
The CRA will work with the firm to further refine the scope during the negotiation phase of the final 
contract. However, the initial scope of work observes elements of the following: 
 

• Maintenance and repairs of all building systems including HVAC, plumbing, electrical, other    
systems 

• Management of service contracts with subcontractors   

• Rent collection 

• Monthly reporting 

• Technical input to inform the Property renovation project 

• Development of strategies to enhance the workplace environment that supports all the 
organizations in the building 

  



2 | P a g e  

 

RFQ PROCESS 

 

Date Activity Additional Detail 

January 13 – 15, 2020 Public Notice  Notices posted to Central Register, Boston Globe, and 
on CRA website. Emails sent to firms recommended to 
the staff as potentially suitable.  

January 23, 2020 Site Visit Four firms were represented at the site visit. 

February 7, 2020 Response Deadline Four Responses were received.  

February 25, 2020 Interviews Two firms interview by the Selection Committee. 

February 27– March 
3, 2020 

References 
contacted 

References were contacted for both interviewed firms. 

April 15, 2020 Board Vote on 
Recommended Firm 

CRA Board to consider a motion to enter negotiate and 
enter into a contract with the organization 
recommended by the Selection Committee 

April 16, 2020 – May 
15, 2020 

Negotiate and 
finalize scope and 
fees 

If agreement on fees cannot be found with the first 
ranked firm, the CRA will negotiate with the second 
ranked firm. 

 
 

SELECTION RECOMMENDATION 

 
The selection committee was made up of CRA staff Carlos Peralta, Hema Kailasam, and Erica 
Schwarz. Firms selected for interviews were found to have relevant and adequate experience in: 
 

• Facilities and property management of publicly accessible buildings 
• Managing occupied buildings during ongoing renovations projects 
• Operating and maintaining high performance mechanical equipment 
• Facilitating positive working relationships with tenants 

 
The two firms were invited to participate in interviews on February 25th were 
TSNE MissionWorks and UHM Properties. Through the interview process the firms were reviewed with 
regard to incorporating client needs and feedback, maintaining monthly operating budget, and capacity 
to undertake the project. The committee also reviewed feedback from references. Based on this review 
process, the selection committee recommends choosing TSNE MissionWorks as the property manager 
for 93-99 Bishop Allen Drive. 
 

CONTRACT TERM 

 
The CRA expects to enter into a three-year contract that will start in early May 2020.  
 

CRA BOARD MOTION 

 
Authorizing the Executive Director and Chair to negotiate fees and enter into a Facilities Management 
contract with TSNE MissionWorks in order to support facilities and property management services for 
the maintenance and operations of the property at 93-99 Bishop Allen Drive. 
 

EXHIBITS 

 
Exhibit A: RFP for Facilities Management Services at 93-99 Bishop Allen Drive 
 
Exhibit B: Response received from recommended organization: TSNE MissionWorks 
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RFP 
 

Facilities Management 

Services  
Nonprofit Social Service Office 

FOR 93-99 BISHOP ALLEN DRIVE, CAMBRIDGE, MA 02139   

 
 
Proposals will be received at the Cambridge Redevelopment Authority, 255 Main Street, 8th Floor, 
Cambridge, Massachusetts 02142 until 4:00 p.m. on Friday February 6, 2020 for furnishing the following to 
the Cambridge Redevelopment Authority (CRA): 
 
The Cambridge Redevelopment Authority is seeking proposals from qualified facilities 
management firms or independent contractors to provide facilities and property management 
services for the maintenance and operations of 93-99 Bishop Allen Drive (the “Property”), a 
converted brick townhouse structure utilized by nonprofit community service providers. 
 
Copies of the Request for Proposals may be downloaded from the CRA website at: 
www.CambridgeRedevelopment.org/jobs-contracting on and after January 13, 2020.  
 
The successful respondent (the “Contractor”) must be an Equal Opportunity Employer.  
 
The CRA adheres to the City of Cambridge’s commitments to contracting and sub-contracting to Minority 
and Women Owned Business.  The CRA reserves the right to reject any or all proposals, waive any minor 
informality in the proposal process, and accept the proposal deemed to be in the best interest of the CRA. 
 
Interested bidders (Respondents) are invited to a site inspection on January 23, 2020, at 11:00 am. You 
are encouraged to register for the tour by emailing Carlos Peralta at 
Cperalta@CambridgeRedevelopment.org 
 
 
One original hard copy and two (2) additional copies of the proposal and one electronic copy marked 
“CRA RFP, Facilities Management Services, Bishop Allen Drive” must be received by Carlos Peralta, 
Project Manager, Cambridge Redevelopment Authority, 255 Main Street, 8th Floor, Cambridge, MA 02142 
prior to 4:00 p.m., on Friday, February 6, 2020. Failure to submit the electronic copy will automatically 
result in rejection.  
 
Any proposals received after such time will not be accepted, unless the required submission date and time 
has been changed by addendum. Delivery to any other office or department does not constitute compliance 
with this paragraph, unless the proposals are received by the CRA by the established deadline. It is the 
responsibility of the applicant to assure proper and timely delivery.  
  

mailto:Cperalta@CambridgeRedevelopment.org
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1.  CONTEXT 

 
The CRA recently purchased the building at 93-99 Bishop Allen Drive (the “Property”) in the Central Square 
neighborhood of Cambridge, Massachusetts. The Property is a brick, four-story building located on the 
corner of Bishop Allen Drive and Essex Street. It was built in 1855 and has approximately 19,500 gross 
square feet. The Property is home to eleven Cambridge-based non-profit organizations that offer vital 
services to Cambridge residents. See Appendix B 
 
In the next year, the CRA will conduct approximately $2 million in improvements to the building. It is 
expected that tenants will largely stay in place during renovations, although some may swing into alternate 
spaces for short periods of time. Renovations will include improvements or replacement of bathrooms, 
elevator, entryways, HVAC system and fire safety systems, as well as improving the overall efficiency of the 
layout in order to maximize space. Detailed renovation plans and timelines are expected to be finalized by 
late spring 2020.  
 
The CRA's plans is to explore the creation of a broader center for mission-oriented organizations in the 
building, which would provide amenities beyond just affordable office and program space for nonprofits 
located in the building, as well as potential resources for other nonprofits throughout Cambridge.  Shared 
building amenities could include: collective internet services, shared copying; shared meeting rooms; shared 
back office services such as IT support; and sponsored trainings, nonprofit peer learning sessions or other 
events that enhance nonprofits' capacity to provide their programs 

 
The RFP is being issued consistent with the CRA’s Procurement Policy, and the requirements for services 
procurements set forth in M.G.L. Chapter 30B. Respondents will compete for designation as the Facilities 
Manager (the “Contractor”), based on the strength of their experience and of proposals demonstrating the 
ability to provide suitable property management functions during operations and throughout the renovation 
phases of the Property.  

2.  PROPOSAL SUBMISSION GUIDELINES 

 
In order to qualify for the work on this project, Respondents must submit all information requested in the 
RFP. Three hard copies and one electronic version must be received by 4:00pm on February 6, 2020.  Hard 
copies must be received by the CRA at 255 Main Street – 8th Floor, Cambridge, MA. The electronic version 
can be emailed to Carlos Peralta at cperalta@cambridgeredevelopment.org or provided on a thumb drive. 
The response will be opened and assessed by the CRA staff only. Once opened, responses may be 
disclosed to the extent required by applicable public records laws after the procurement process is complete. 
 
All proposals will remain in effect for at least 60 days from submittal. The CRA has the sole discretion to: (a) 
reject any and all proposals, and (b) negotiate the modification of any and all proposals with any Respondent 
in whatever manner it deems is in its best interests. There is no guarantee, either expressed or implied, that 
an award of a contract will be made to any firm. 
 
The CRA is not liable for any cost incurred by the Respondents in the preparation of Proposals.  

3.  CONTRACTOR INFORMATION 

 
The CRA may request additional information in support of proposals. This may include additional managerial 
and financial information, or evidence of technical capacity from the Respondents. 

4.  SITE INSPECTION  

 
Before submitting a proposal, each Respondent shall have the opportunity to examine the Property to fully 
understand the conditions that may affect the work proposed. A site inspection of the Property has been 
established for the date of January 23, 2020 at 11:00am. All prospective Respondents are invited to meet at 

mailto:cperalta@cambridgeredevelopment.org
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the Property at this time. Each Respondent will be allowed to submit questions in writing and will be provided 
with property information if available within the dates specified above. 
 
Participation in the site inspection is not required.  However, failure to inspect the Property in no way relieves 
the Respondents from the necessity of furnishing any requested materials and/or performing labor necessary 
for the satisfactory completion of facilities management services.  

5.  DURATION OF AGREEMENT  

 
The full maintenance Contract shall be a three-year (3) term beginning on or around July 1, 2020 (the “Initial 
Term”). The Contract will provide for an initial, pre-operational time period for the Contractor to provide 
advisory services related to the design of improvements and operational planning as needed.  At any time 
during the Contract, either the CRA or the Contractor may terminate the Contract by providing sixty (60) day 
prior written notice to the other. Termination shall be effective on the last day of the calendar month that 
occurs sixty (60) days after the date of such termination notice.  

6. SCOPE OF WORK (FACILITIES MANAGEMENT SERVICES) 

 
The Contractor shall furnish all labor, equipment, tools, services, and skills required to maintain the 
Property’s exterior and interior in functional condition throughout the Contract. All services shall be carried 
out by, or under the supervision of, trained service technician(s) at all times. In the event that any aspect of 
the Contract requires immediate or emergency attention, the Contractor shall be available to respond to a 
call from the CRA or building tenants within twenty-four (24) hours. 
 
The Contractor warrants to the CRA that all labor performed and materials furnished by Contractor shall be 
in accordance with the best professional practice and consistent with the duty of cared owed to the CRA. 
The Contractor shall develop a schedule for maintaining the health and appearance of the Property’s interior 
and exterior spaces in high-quality manner as determined by the CRA.  
 
 
The CRA shall work with the Contractor to further refine the scope during the negotiation phase of the final 
contract. However, the initial scope of work will observe elements of the following:  

 
Maintenance and Repairs: The Contractor will keep the interior and exterior of the Property in a safe, clean 
and sightly condition, make or perform (or cause to be performed) all cleaning, maintenance and repairs for 
the proper operation of the Property, and for the fulfillment of the CRA obligations in accordance with the 
current and future leases at the Property. This includes cleaning, maintaining and repairing as necessary all 
common areas, external grounds, office spaces and shared community spaces, co-working areas, meeting 
rooms, offices and an external parking surface. 
 
The Contractor will ensure maintenance and upkeep of all building systems including HVAC, plumbing, 
electrical, other systems.  
 
The Contractor will employ a system to allow tenants to communicate with the property manager about 
maintenance and other needs through the use of technology such as email, text messaging, and/or other 
software.   
 
Service Contracts: The Contractor may make contracts on behalf of the CRA for waste disposal, 
extermination, cleaning, painting, and other services as necessary, provided that entering into such contracts 
ensures that all work completed is within the annual property management budget agreed upon between the 
Contractor and the CRA. An exception may be made for snow removal, as the CRA currently holds the 
contract for this service for this site. 
 
Rent Collection: The Contractor will collect monthly rental fees from all tenants and will collect parking fees 
from some tenants as relevant. Nonprofit organizations will account for nearly all of the rentable square 
footage of the property.  
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Technical Advice to Inform Renovations: The Contractor will provide professional advice to help inform plans 
and designs for the renovation project that the CRA will undertake at the property. This may include advising 
on suitable locations for waste storage, HVAC system operations, security and building access, and other 
issues. 
 
Reporting: The Contractor shall provide the CRA with detailed information on property management at least 
monthly. This may be provided in a monthly static report or via an online portal that the CRA can access in 
order to view a range of data points. The types of data needed and format for the report will be developed 
during the refinement of the scope. At a minimum, the report will include total rents collected by tenant; total 
security deposits held and any accrued interest; bills paid for standing contracts or services; maintenance 
requests made by tenants; completion and cost of all repairs or maintenance performed; upcoming 
scheduled maintenance as required by certain building systems; maintenance or property management 
issues needing attention; the plan to address the issues; and updates on any prior issues that have been 
addressed. The Contractor will be available, as needed, to meet with the CRA regarding infrequent issues 
that require additional attention.  
 
Relationship Building: The Contractor will help facilitate a positive working relationship between and among 
the building’s tenants, the Contractor, and the CRA. Through exceptional customer service, the Contractor 
will become a trusted representative of the CRA to the tenants and will help ensure that the property is both 
safe and welcoming for members of the public. 
 
Other: The CRA plans to consider how the property may evolve over time into a share service center for 
mission-oriented organizations, which may include amenities for groups located in the building (such as 
shared IT services, shared internet services, peer learning gatherings, shared meeting rooms) and for 
organizations not located in the building (such as trainings, and access to meeting rooms, copier, and/or a 
mailing address). As relevant, the Consultant may help the CRA define and implement this program. 
 
NOTE: Closely parallel to this selection process, the CRA is conducting a procurement process for a 
construction manager that will represent the CRA during the redevelopment of the property. The selected 
facilities management team is expected to work closely with the construction manager during the 
construction process.  The construction manager will also need to work closely with the selected facilities 
management firm to coordinate with contractors during construction to accommodate the programmatic 
needs of the existing tenants to the maximum extent possible, balancing the goals of minimizing tenant 
impact and controlling construction project cost.  

7.  QUALIFICATION AND EXPERIENCE 

 
The scope of work shall be performed by an entity that is experienced in property management. The 
preferred Respondent will have facility management experience in buildings that: 

 
• Are occupied by organizations providing social services or education to low-income residents, 

people with disabilities, youth, and/or other populations,  
• Have multiple tenants conducting a range of different activities, 
• Are regularly accessed by members of the public, and 
• May include shared space and/or flexible-use spaces.  

 
By submitting the proposal, the Contractor certifies that it is qualified as per the following characteristics: 
 

1. Capable of undertaking all activities outlined in the Scope of Work section in this RFP. 
 

2. Maintains a permanent place of business within Massachusetts, with a minimum of five (5) years 

in business. 

3. Has undertaken within the past two (2) years a minimum of three (3) management projects of 

similar nature and scope to the Work being proposed and the type of work completed is similar to 

that being proposed.   
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4. Can demonstrate the ability to provide high quality property management for properties that are: 

mission-focused, provide public access to social services, civic, educational or other 
programming, and/or include shared or flexible use space.  
 

5. Has access to all necessary staff, equipment, organizational capacity, and technical competence 

necessary to do the Work properly and expeditiously. 

8. SUBMISSION REQUIREMENTS  

 
In order to qualify for the work on this project, Respondents must submit all information requested in the 
following pages. Proposals must adhere to the general format and content of this RFP and the forms below. 
Proposals will not be evaluated unless all information requested is submitted in a complete package. The 
information set forth is the minimum required to qualify for consideration. 
 
The purpose of information requested in this section is to assist the CRA in evaluating the Respondents 
overall qualifications for this project. Respondents should provide the information requested under each 
section, in a brief, yet complete form. The evaluations will be based on the qualifications of the Respondents. 
The CRA will award a contract to the firm or organizations offering the most advantageous proposal, taking 
into consideration all evaluation criteria, as well as billing rates. Finalists will be required to appear for an 
interview. 

 
Respondents are required to submit the following information: 
 
Please provide three (3) hard copies of your submission and an electronic version, which can be emailed or 
provided via thumb drive. The electronic version should be no larger than 10MB.  
 
Hard copies must be delivered or mailed to the CRA at 255 Main Street, 8th Floor Cambridge, MA 02142. 
The electronic version may be delivered or mailed via thumb drive, or emailed to: 
cperalta@cambridgeredevelopment.org. 
 
All components of all submissions must be received by the CRA no later than 4:00 pm on February 6, 
2020. 
 
Part 1: Company Overview  
 
Provide a brief history of the Respondent’s experience in providing property management of commercial 
buildings.  Include information on number of current accounts, years in business, and number of staff. 
Provide evidence that the individual or company has a minimum of five (5) years of successful business 
experience performing property management services.  
 
 
The CRA is particularly interested in understanding the Respondent’s experience with buildings with any 
combination of the following characteristics:  occupied by organizations providing social services or 
education to low-income residents, providing universal access to people with disabilities, having multiple 
tenants conducting a range of different activities, require regular public access into office spaces, hosting 
shared co-working space and/or flexible-use spaces. If your firm has provided or otherwise supported 
building amenities that the Property may provide in support of nonprofit organizations, as described earlier in 
the RFP, please include that information. 
 

 
Part 2: Property Management Personnel & References 

 
a. Provide a list of up to three (3) current or former property management client(s) for comparably occupied 

building(s). Please include the following:  
 

mailto:cperalta@cambridgeredevelopment.org
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• Name and address of the organization  

• Name and title of client contact  

• Telephone number of client contact  

• Monthly contracted amount or another fee structure 

• Date that service began, and reason for termination (if applicable). 
 

b.  Describe your experience in providing services for public buildings or facilities associated with human 
services providers.  

 
c.  Provide resumes for the proposed site manager and key property management staff. Resumes should 

include education, experience, specific professional accomplishments and any special qualifications. 
Describe the wage range for your employees.  
 
 

Part 3: Program Implementation  
 
a. Provide a proposed property management plan. Include information on: 

 

• System(s) you would employ to allow tenant to report maintenance issues, and to provide the CRA 
with property data in an ongoing basis. 

 

• Which functions would be provided by your firm directly and which functions would be provided by 
subcontractors. For each function proposed to be provided by a subcontractor, please give a brief 
explanation for why that function would be subcontracted, and list the subcontractor expected to be 
engaged (if known) and why they were engaged. 

 

• Your method for managing custodial services and for support of systems such as HVAC, audio visual, 
electrical and plumbing. 

 

• Approach to environmental sustainability particularly energy efficiency, waste management and 
indoor air quality.   

 

• Any training provided to your staff that will assist them in managing interactions with members of the 
public who will frequent the building and/or with the nonprofit tenants who will be located there and 
with the CRA? 

 

• How you would address any other property management concerns. 
 

b.  Describe the efforts your firm will take to hire and retain women and people of color to serve property 
management functions at all levels for the Property, including in senior management and organizational 
leadership roles at your company, and/or contracting with female / minority owned business for 
subcontract work. 

 
 
Part 4: Fees 

 
a.  Describe your fees and method of billing for contract services. Provide a description of all anticipated fees 

expected for conducting property management on a monthly and annual basis.  
 

b.  Describe any circumstances you foresee that might lead to additional billing for staffing or other needs. 
 

c.  Attach a conceptual budget for management of the Property based on your understanding of the scope 
outlined in this RFP.  Successful respondents and sub-consultants must conform with the City of 
Cambridge’s Living Wage Ordinance. The 2019 minimum living wage is $16.15 an hour (2020 rate; may 
be increased, see Appendix E).   
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While the fee proposal is used to evaluate proposals, the CRA anticipates some adjustments to the contract 
requirements as physical changes are made to the property and that the property management costs will be 
adjusted accordingly. The CRA is, by law, exempt from paying state and local taxes. Proposals are to 
exclude all applicable sales tax. 

9. SELECTION CRITERIA 

 
The CRA has determined that the selection of the most advantageous proposal requires comparison of 
factors in addition to price, because of the mission-based nature of the Property, and the variety of tenants.  
CRA Staff will evaluate each RFP response in order to choose any number of finalists to invite for interviews.  
The final selection will be made after considering the extent to which each respondent aligns with the 
qualifications and experience section of the RFP as well as with the scoring chart that follows in this section. 
See Respondent Scoring Chart below.



 8 

 Highly Advantageous Advantageous Non-Advantageous 

 
Relevance and Quality of 
Previous Similar Work  

 
Respondent’s previous experience is 
strongly relevant to the needs of the 
Property and represent a high level of 
performance in property management of 
buildings of similar age and 
characteristics.  
 
The Respondents has managed a multi-
tenant building that provides social or 
education services that are accessed by 
the public.  Respondent has experience 
that includes some shared office spaces 
or facilities. 
 

 
Respondent’s previous experience is 
generally relevant to the needs of the 
Property and represent a satisfactory 
level of achievement in property 
management best practices relevant to 
the scope herein.  
 
The Respondent has managed a building 
with non-profit tenants that provide social 
services or education programs accessed 
by the public.  

 
Respondent’s previous experience has 
little relevance to the needs of the 
Property and demonstrates limited 
achievement in implementation of 
property management best practices 
relevant to the scope herein.  
 
The Respondents has not managed a 
building with tenants that provide social 
services or education, or managed a 
facility that is accessed by the public. 
 
 

 
Experience and 
Qualification of Firm & 
Personnel 

 
The personnel assigned to the project, 
particularly the lead personnel for the 
property management, have extensive 
and well-rounded experience providing 
property management functions in similar 
projects. 
 
 

 
The personnel assigned to the project, 
particularly the lead personnel for the 
property management, have experience 
providing property management functions 
in similar projects 
  
 
 

 
The personnel assigned to the project, 
have little to zero experience providing 
property management functions in similar 
projects. 
 
 
 

 Highly Advantageous Advantageous Non-Advantageous 

 
Capacity 

 
The project team appears to have strong 
local capacity to undertake this project 
based on the timeline outlined in the 
scope. 
 
 

 
The project team appears to have 
adequate local capacity to undertake this 
project based on the timeline outlined in 
the scope. 
 
 

 
The project team appears to have little 
local capacity to undertake this project 
based on the timeline outlined in the 
scope. 
 
 

 Highly Advantageous Advantageous Non-Advantageous 

 
Fees 

 
The proposed fees are reasonable for the 
work proposed, and competitive as 
compared to other finalists and their 
proposed work. 
 

 
The proposed fees are moderately 
reasonable for the work proposed, and 
largely competitive as compared to other 
finalists and their proposed work. 
 

 
The proposed fees are significantly higher 
or lower than expected for the work 
proposed, and differ significantly from 
other finalists’ estimates for comparable 
work. 
 



 
 
 

11. MISCELLANEOUS PROVISIONS  

 
LIVING WAGE ORDINANCE 
 
All employees of the Respondents and their sub-consultants must be compensated in accordance with the Living 
Wage Ordinance of the City of Cambridge.  See Appendix E.   

ARBITRATION 

Unless otherwise stipulated herein, all claims, disputes, and other matters in question, arising out of this 
Agreement, between the parties to this Agreement or the breach thereof, shall be decided by arbitration in 
accordance with the Construction Industry Arbitration Rules of the American Arbitration Association then 
obtaining. No arbitration, arising out of or relating to this Agreement, shall include, by consolidation, joiner or any 
other manner, any additional person or a party to this Agreement except by written consent containing a specific 
reference to this Agreement and signed by the Respondents, the CRA and any other person sought to be joined. 
Any consent to arbitration involving an additional person or persons shall not constitute consent to arbitration of 
any dispute not described therein or with any person not named or described therein. This Agreement to arbitrate 
and any agreement to arbitrate with an additional person or persons duly consented to by the parties hereto shall 
be specifically enforceable under the prevailing arbitration law. 
 
Notice of demand for arbitration shall be filed in writing with the other party to this Agreement and with the 
American Arbitration Association. The demand shall be made within a reasonable time after the claim, dispute or 
other matter in question has arisen. In no event shall the demand for arbitration be made after the date when 
institution of legal or equitable proceedings based on such claim, dispute or other matter in question would be 
barred by the applicable statute of limitations. 
 
The award rendered by the arbitrators shall be final, and judgment may be entered upon it in accordance with 
applicable law in any court having jurisdiction thereof. 

CONFLICT OF LAWS, ASSIGNMENT & INTEGRATION CLAUSES 

Unless otherwise specified, this Agreement shall be governed by the law of the City of Cambridge and the 
Commonwealth of Massachusetts.  
  
The Respondents, respectively, bind themselves, their partners, successors, assigns and legal representatives to 
the other party with respect to all covenants of the Agreement. Neither the Owner nor the Respondent shall 
assign, sublet, or transfer any interest in the Agreement without the written consent of the other. 
 
The Agreement will represent the entire and integrated Agreement between the Owner and the Respondents and 
supersedes all prior negotiation, representations, or agreements; either written or oral. The Agreement may be 
amended only by written instrument signed by both the Owner and the Respondents. 

APPENDICES 

A.  Photos and Map of 93 – 99 Bishop Allen Drive 

B.  List of Existing Tenants of 93 – 99 Bishop Allen Drive 

C.  Insurance Requirements 

D.  Non-Collusion, Non-Discrimination, Tax/Employment Statements 

E.  City of Cambridge Living Wage Ordinance 
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APPENDIX A: PHOTOS AND MAP OF SITE AT 93-99 BISHOP ALLEN DRIVE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

93-99 Bishop Allen Drive, 2019 
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Map of 93-99 Bishop Allen Drive, Cambridge 
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APPENDIX B: LIST OF EXISTING TENANTS 

 

 

 

 

Algebra Project & Young People’s Project:  

• School-based and after school program provider 

Boston Area Rape Crisis Center (BARCC):  
 

• Provides services for survivors of sexual violence 

Cambridge Camping:  

• Summer program provider for low -income and special needs Cambridge youth 
 
Cambridge Community Foundation (CCF):  

• Organization that provides funding and other supports for local nonprofits 

Enroot:  

• Provides services to enable immigrant youth to achieve academic, career, and personal success 

Next Step Fund: art and music therapy, mentorship, and social engagement for youth with chronic illness and 

disease 

• Provides therapy in the forms of art and music, and social engagement to youth with chronic illnesses and 

disease 

Sustainable Business Network (SBN)*: support for small, locally owned businesses 

• Support provider for small, locally owned businesses 

* SBN subleases to three other mission relate entities: Brattle Film Foundation, Green Cambridge, and 

LaunchX 
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APPENDIX C: INSURANCE REQUIREMENTS 

INSURANCE REQUIREMENTS 

 

Submit a certificate of Insurance from your insurance agent or insurance company that evidences your company's 

ability to obtain the following minimum insurance requirements.  Attach and label as Exhibit 3.  

1.  Workers Compensation 

Coverage A: Statutory  

Coverage B: $ 1,000,000 Bodily Injury by Accident for Each Accident 

 $ 1,000,000 Bodily Injury by Disease for Policy Limit 

 $ 1,000,000 Bodily Injury by Disease for Each Employee 

2. Commercial Auto Liability Insurance for All Owners, Non-Owned and Hired Autos. 

 $ 1,000,000 Combined Single Limit for Bodily Injury and Property Damage Liability 

3. Commercial General Liability Insurance 

 $ 2,000,000 General Aggregate 

 $ 2,000,000 Products/Completed Operations Aggregate 

 $ 1,000,000 Personal and Advertising Injury Limit 

 $ 1,000,000 Combined Single Limit Bodily Injury & Property Damage - Each Occurrence 

 $    100,000 Fire Legal Limit 

 $      10,000 Medical Payment 

4. Umbrella/Access Liability Insurance 

 $ 3,000,000 Each Occurrence 
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APPENDIX D: NON-COLLUSION, NON-DISCRIMINATION, AND TAX/EMPLOYMENT STATEMENTS 
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NON-COLLUSION, NON-DISCRIMINATION, and TAX/EMPLOYMENT STATEMENTS 

NON-COLLUSION STATEMENT  

The undersigned bidder or agent, being duly sworn on oath, says that he/she has not, nor has any other member, 

representative, or agent of the firm, company, corporation or partnership represented by him/her, entered into any 

combination, collusion or agreement with any person relative to the RFQ response, to prevent any person from 

responding nor to include anyone to refrain from responding, and that this response is made without reference to 

any other response and without any agreement, understanding or combination with any other person in reference 

to such response.  

I HEREBY AFFIRM UNDER THE PENALTIES FOR PERJURY THAT THE FACTS AND INFORMATION 

CONTAINED IN THE FOREGOING RFQ FOR THE CRA ARE TRUE AND CORRECT.  

 

Dated this ___ day of ____________________, ________  

 

_________________________________________________  

Name of Organization, 

 

_________________________________________________ 

Title of Person Signing  

 

_________________________________________________ 

Signature 
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NONDISCRIMINATION STATEMENT  

The Consultant agrees:  

1. The Consultant shall not, in connection with the services under this Contract, discriminate by segregation 
or otherwise against any employee or applicant for employment on the basis of race, color, national or 
ethnic origin, age, religion, disability, sex, sexual orientation, gender identity and expression, veteran 
status or any other characteristic protected under applicable federal or state law.  
 

2. The Consultant shall provide information and reports requested by the Cambridge Redevelopment 
Authority pertaining to its obligations hereunder, and will permit access to its facilities and any books, 
records, accounts or other sources of information which may be determined by the Cambridge 
Redevelopment Authority to affect the Consultant’s obligations.  
 

3. The Consultant shall comply with all federal and state laws pertaining to civil rights and equal opportunity 
including executive orders and rules and regulations of appropriate federal and state agencies unless 
otherwise exempt therein. 
 

4. The Consultant’s non-compliance with the provisions hereof shall constitute a material breach of this 
Contract, for which the Cambridge Redevelopment Authority may, in its discretion, upon failure to cure 
said breach within thirty (30) days of written notice thereof, terminate this Contract.  
 

5. The Consultant shall indemnify and save harmless the Cambridge Redevelopment Authority from any 
claims and demands of third persons resulting from the Consultant’s non-compliance with any provisions 
hereof, and shall provide the Cambridge Redevelopment Authority with proof of applicable insurance. 

 

 

Signed (type name):  ________________________________________________________ 

Title:   ________________________________________________________ 

Date:    ________________________________________________________ 
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CERTIFICATE OF TAX, EMPLOYMENT SECURITY, AND CHILD CARE COMPLIANCE  

Pursuant to Massachusetts General Laws Chapter 62C, §49A and Chapter 151A, §19A(b) and Chapter 521 of the 

Massachusetts Acts of 1990, as amended by Chapter 329 of the Massachusetts Acts of 1991,  

I _________________________________________ (Name) whose principal place of business is located at 

________________________________________________________(Address), do hereby certify that:  

A. The above-named Respondent has made all required filings of state taxes, has paid all state taxes required 

under law, and has no outstanding obligation to the Commonwealth's Department of Revenue.  

B. The above-named Respondent/Employer has complied with all laws of the Commonwealth relating to 

unemployment compensation contributions and payments in lieu of contributions.  

C. The undersigned hereby certifies that the Respondent/Employer (please check applicable item):  

1. __________ employs fewer than fifty (50) full-time employees; or  

 

2. __________ offers either a dependent care assistance program or a cafeteria plan whose benefits 
include a dependent care assistance program; or  

 

3. __________ offers child care tuition assistance, or on-site or near-site subsidized child care placements.  

 

Signed under the penalties of perjury this ______ day of ______________, 202__.  

Federal Identification Number:  ______________________________ 

Signed (type name):  ________________________________________________________ 

Title:   ________________________________________________________ 

Date:    ________________________________________________________ 

 

 

 

 

 

 

 



 

       18 | P a g e  

APPENDIX E: CITY OF CAMBRIDGE LIVING WAGE ORDINANCE 
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CITY OF CAMBRIDGE LIVING WAGE ORDINANCE 

 

CITY OF CAMBRIDGE LIVING WAGE ORDINANCE FACT SHEET  

CHAPTER 2.121 OF THE CAMBRIDGE MUNICIPAL CODE  

Note: This fact sheet is a summary of several provisions of the Cambridge Living Wage Ordinance, intended to 

provide an introduction to the matters regulated by the ordinance. All determinations regarding the application of 

the ordinance to particular individuals or circumstances should be made by reference to the ordinance itself. 

Effective date: The Cambridge City Council enacted the Living Wage Ordinance effective July 2, 1999.  

Purpose: The purpose of the ordinance is to assure that employees of the City and employees of contractors, 

subcontractors, and beneficiaries of assistance from the City earn an hourly wage needed to support a family.  

Application: The ordinance applies to (a) City employees, (b) employees of contractors and subcontractors who 

have Service Contracts with the City in amounts over $10,000, (a Service Contract does not include contracts for 

the purchase of goods, products, equipment, supplies, or other property, and does not apply to services which are 

incidental to the delivery of such products, equipment or commodities), and (c) employees of Beneficiaries of 

Assistance in the form of grants, loans, tax incentives, bond financing, subsidies, or other forms of assistance 

over $10,000, received by or through the authority or approval of the City, including but not limited to, c. 121A tax 

abatements, industrial development bonds, Community Development Block Grant (CDBG) loans or grants, 

Enterprise Zone designations awarded after the effective date of the ordinance, and the lease of City owned land 

or buildings below market value.  

Covered Employers: The ordinance applies to the City, any contractor or subcontractor on a Service Contract with 

the City over $10,000, and any Beneficiary of Assistance over $10,000.  

Covered Employees: The ordinance applies to any person employed by a Covered Employer, and to any person 

employed by an independent contractor doing business with a Covered Employer, who would directly expend any 

of his or her time on the activities funded by the service contract or the activities for which the Beneficiary 

received Assistance.  

Living Wage: Effective March 1, 2019 the Living Wage is $16.15 per hour, subject to annual CPI adjustments 

each March 1st. Cuts in non-wage benefits prohibited: No Covered Employer may fund any wage increase 

required by the ordinance by reducing health, insurance, pension, vacation, or other non-wage benefits of any of 

its employees.  

Waivers: The City Manager may grant waivers to the requirements of the ordinance. There are three types of 

waivers: (a) General Waiver: if the City Solicitor finds that application of the ordinance would violate a specific 

federal or state statute or regulation; (b) Hardship Waiver: a non-profit employer may apply to the City Manager 

for a waiver if payment of the Living Wage would cause a substantial hardship; and (c) Chapter 30B Waiver: prior 

to issuing an invitation to bid for a services contract a department may ask the City Manager for a Living Wage 

waiver if it would make the contract inordinately expensive or would result in a significant loss of services.  

Exceptions: Certain positions are excepted from the ordinance upon certification in an affidavit signed by the 

principal officer of a Covered Employer that the positions are as follows: (1) youth hired pursuant to a City, state, 

or federally funded program during the summer or as part of a school to work program or other related seasonal 

or part-time work; (2) work-study or cooperative educational programs; (3) trainees who are given a stipend or 

wage as part of a job training program; (4) persons working in recognized supported employment programs that 

provide workers with additional services such as room and board, case management, counseling, or job 
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coaching; (5) positions where housing is provided by the employer; (6) employees who are exempt from federal or 

state minimum wage requirements; and (7) individuals employed by the City where such employment is intended 

primarily to provide a benefit or subsidy to such individuals, although they are paid for work performed.  

Notification Requirements: All persons who have signed a service contract with the City or a contract for 

Assistance are required to forward this Fact Sheet to any person submitting a bid for a subcontract on the 

contract. All Covered Employers must provide this Fact Sheet to each Covered Employee and must post this Fact 

Sheet in a conspicuous location visible to all employees.



 

 



 

 
 

NPC/TSNE Property 

Management Proposal for 93-

99 Bishop Allen Drive 
 

Partners in social change 



 
NonProfit Center, Suite 700  |   89 South Street, Boston, MA 02111-2680 

617.523.9361 phone  |   617.523.2070 fax  |   tsne.org 

Introduction 

 
On behalf of TSNE MissionWorks, we are pleased to present the Cambridge Redevelopment Authority with a 
proposal for property management of the building known and numbered as 93-99 Bishop Allen Drive. For 16 
years, we have offered access to affordable, well-maintained and professionally managed facilities to a wide 

range of nonprofits and other organizations with charitable or educational purposes.  
 
In addition to providing background on our organization, this proposal will also outline the qualifications, 
experiences and personnel profiles of all staff who will be involved in the management of this property should 
we be awarded the contract.  

I. About TSNE MissionWorks 

 

TSNE MissionWorks is a 501(c)(3) nonprofit corporation that provides programs and services to build the 
knowledge, power and effectiveness of nonprofit organizations that engage people in community and public 
life. We act to promote wider recognition of community-based organizations as the primary stewards of our 
societal values. The ultimate intention of our work is to create a more just and democratic society. Over our 
60-year history, TSNE MissionWorks has worked with thousands of nonprofits, foundations, networks, and 
charitable organizations to build their organizational capacity through a dynamic mix of management and 

consulting services, training programs and community-building investments.  
 
Our nonprofit space operations focus on providing high quality, convenient and below-market office and 
meeting space rentals. We currently operate in five properties in the Boston region: 
  The NonProfit Center, owner and operator, 16 years  
  Link at Kendall Square, operator and consultant, 1 year 

  New England Board of Higher Education, property management, 2 years 
  Conservation Law Foundation, property management, 8 months 
  National Consumer Law Center, property management, 8 months 
 
The NonProfit Center | Downtown Boston 
89 South Street, Located One Block from South Station 

 
Our experience includes the management and operation of the NonProfit Center in downtown Boston. The 
building is a hub for nonprofits working to advance social change. Purchased in 2004 before an upsurge of 
real estate development hit downtown Boston, TSNE MissionWorks carved out space and a home for 
nonprofits amid a wave of corporate and commercial development. The vision was to foster a sense of 
community for socially progressive nonprofits. The building is home to more than 50 tenant organizations and 

welcomes hundreds of visitors to its event facilities every year. This 110,000 square foot facility has eight 
floors of rentable office space and four state-of-the-art meeting spaces that includes a fully equipped 
conference center. The building is an architecturally distinctive property listed on the National Register of 
Historic Places. TSNE MissionWorks renovated the NonProfit Center, preserving the architectural details that 
embody the building’s past while also modernizing its facilities using environmentally preferred materials. As a 
LEED-certified facility, the building recycles or composts 75 percent of its waste, and has high-efficiency lights 

and HVAC systems.  
 
TSNE MissionWorks manages all the aspects of building maintenance, security and construction consulting to 
tenants. We also manage lease agreements, conference space rentals and other client services.  
 
 NonProfit Center Operations 

 Building maintenance 
 Security 
 Property management 
 Leasing services 
 Construction management and consulting 
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Link | Cambridge 
255 Main Street, Kendall Square 

 
TSNE MissionWorks is also the operator of Link at 255 Main Street in Kendall Square. Located in the heart of 
Kendall Square’s innovation district, Link is a co-working, training and event space catalyzing workforce 

development opportunities in Cambridge. Developed in partnership with the Cambridge Redevelopment 
Authority, Boston Properties and other nonprofits, Link hosts a cluster of classrooms, technical education 
programs and meeting spaces to deliver a high impact set of training programs matched to the needs of 
Kendall Square employers and residents. Link offers workspace to other nonprofits that specialize in education 
and workforce training, and is positioned to become a cornerstone of economic opportunity in the Greater 
Boston region. 

 
TSNE MissionWorks operates this space by recruiting nonprofit tenants that align with the mission of Link. As 
operator, TSNE MissionWorks develops and maintains user licenses with nonprofit providers and provides 
staffing and other amenities in order to create a high quality co-working space for users. 
 
 Link Operations 

 Operations management 
 Leasing and rental services 
 Construction management and consulting 
 Events facilities management 

 
 

New England Board of Higher Education | Boston 
45 Temple Place 
 
Conservation Law Foundation | Boston 
62 Summer Street 
 

National Consumer Law Center | Boston 
7 Winthrop Square 
 
 
TSNE MissionWorks provides property management services to the above nonprofits. Scope is as follows: 
 

 Property Management Services 
  Lease administration 
  Tenant Search 
  Tenant services 
  Property maintenance 
  Project management 
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II. Property Management Experience and Personnel 

  
Client/Tenant References: 
  
Compass Working Capital, 89 South Street 

Sherry Riva, Founder and Executive Director 
617-790-0810 x203 
October 3rd, 2007 to present 
  
Boston Senior Home Care, 89 South Street 
Lori Chase, Executive Assistant to ED 

617-938-5102 
February 1, 2008 to present 
  
Disability Rights Fund, 89 South Street 
Kerry Thompson, Inclusion & Analytics Officer 
Kthompson@disabilityrightsfund.org (No calls due to hearing impairment) 

January 2nd, 2008 to present 
  
New England Board of Higher Education 
Genevieve Davis, Chief Financial Officer 
617-533-9510 
March 2018 to present 

  
  
Project Lead: Faisal Abid 
Faisal oversees all real estate operations for TSNE MissionWorks. In addition to overseeing all aspects of the 
NonProfit Center’s operations ranging from budgeting to client relations, Faisal also oversees our operations at 
the other properties we manage or operate. Faisal began his time at the NPC as an employee for a contracted 

Property Management company where he gained knowledge and experience in operations for various types of 
properties in the Greater Boston area. 
  
Eliot Melo 
Eliot began his time at the NonProfit Center as the building’s day porter, then took a position as the Client 
Services Liaison for the NonProfit Center’s Property Management team. His work ethic, relationship building 

skills, and willingness to go above and beyond led to his promotion to Assistant Property Manager for the 
NonProfit Center. His duties include overseeing operations of the Center’s conference facilities and putting 
together events to foster a sense of community. Eliot is also the main point of contact for our c lients at several 
of our Downton Boston operations. 
 
Christian Cepeda 

Christian, while working his way to a college degree, began as the weekend security guard for the NonProfit 
Center. Upon graduation, he agreed to stay on as the Client Services Liaison for the NPC. In addition to his 
experience in the security industry, Christian has a degree in criminal justice that gives him a deep 
understanding of security best practices. He works as a liaison between the tenants and the management 
team at NPC, and also spends a significant amount of time working with our engineer on everyday repairs. 
 

Christina Dickson 
Christina has been the face of the Link at Kendall Square since its launch in the spring of 2019. With a strong 
background in hospitality working for some major hotel groups, she has been responsible for creating the 
policies and culture of the space in addition to overseeing the day to day operations. She is also responsible 
for meeting/event space reservations at both the Link as well as at the NonProfit Center. 
 

 
 

mailto:Kthompson@disabilityrightsfund.org
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Vickie Burns 
Vickie has been at TSNE for over 25 years; during this time, she has taken on numerous administrative 
positions. Over the past several years, Vickie has been the (much beloved) face of the NonProfit Center. She 
has fostered strong relationships with our tenants and clients, and is responsible for many of the social events 

we host. She has also spent a significant amount of time at the Link and is very familiar with the operations 
there as well.  
 
 
Joe DeLuca 
As chief engineer of the NonProfit Center, Joe ensures delivery of high-performance services that combine 

dependable, energy-efficient, cost-effective operation with attentive and responsive client care. Joe brings over 
23 years of diverse technical experience and proven management skills to his current post. During that time, 
he has built a significant body of expertise on a diverse array of building systems and equipment, including 
chillers, cooling towers, pumps, variable frequency drives and building automation systems. Overall, his 
management initiatives have significantly reduced outside vendor repair costs, while enabling the NPC to 
achieve Energy Star status. 

 
Jesus Maldonado 
Jesus has been at the NPC for 6 years. He began as the day porter and has grown in to his role as the 
Cleaning Manager for the NonProfit Center. He coordinates all cleaning requests and oversees the janitorial 
services for the building. Known by many as the hardest working man in Boston, Jesus’ tireless efforts have 

allowed us to keep the building looking as clean and organized as the day it was opened.  
 
Associate Engineer 

We currently have a contracted engineer on staff to assist with repairs in our Downtown Boston properties. 
Our plan is to hire an in house Associate Engineer to work under Joe DeLuca and handle preventative 
maintenance and engineering requests at all of our sites this Spring. 
 
  
  

Pay Equity 
At TSNE MissionWorks, we firmly believe that a competitive pay structure is crucial in attracting and retaining 
talent. As a result, we’ve instituted a pay structure where the lowest pay for entry level positions begin at 
$45,000/year. Our benefits package is also extremely competitive; we offer three weeks of vacation during the 
first year of employment, provide excellent health insurance plan options and offer a $1,000/year allowance for 
each staff member to use for their own professional development. 

 
 
 
Diversity and Inclusion at TSNE MissionWorks 
As a leading management support organization in the nonprofit sector, TSNE MissionWorks is committed to 
learning and building our practices and values around diversity, inclusion and equity, and working in a 

culturally proficient way with our staff and the organizations and communities we serve. We actively cultivate a 
work environment that values the experiences of individuals in an open-minded and collaborative atmosphere. 
Our vision and values are reflected in all our employment-related decisions, including hiring practices. 
Accordingly, TSNE MissionWorks actively seeks people who bring diverse backgrounds and perspectives to 
join us in our work. 
 

This commitment is demonstrated in the make-up of our organization’s leadership and staff. 
o Majority of women in leadership positions 60% 
o Senior management is 50% people of color 
o Board of directors is majority female and 60% people of color 
o NonProfit space operation staff 90% people of color with 2 female staff members 
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III. Scope of Services 

 
We would take on all activities related to the management of 93-99 Bishop Allen Drive ranging from 
preventative maintenance to handling tenant requests and other issues related to the building. We would put a 
work order system in place as well as a response time matrix to detail the turnaround time that can be 
expected for all types of issues. 

Our team’s philosophy is that our responsibility, as managers of not for profit real estate, is to minimize costs 
to the building owners to ensure long term sustainability. This mentality allows us to handle many issues 
internally that other managers may contract out. Please note that CRA may elect to add additional engineering 
hours to this contract at a later date; terms to be negotiated at the time if so. 
If issues arise that we cannot handle in house, we would solicit pricing and provide this to CRA ahead of 
engaging a vendor. 

 
 
Our scope of services will include but are not limited to: 
Property Management: 

 Coordinate with and provide access to the building for vendors related to preventative maintenance, 

janitorial services, or vendors called in for repairs that cannot be handled by our team. 

 Arrange and coordinate required inspections 

 Work order administration 

 Help find and coordinate with contractors for larger projects 

 Facilities work such as unclogging toilet, hanging pictures, assembling furniture, etc. 

 Be first responder to building issues during business hours 

 Coordination with the building’s alarm monitoring service 

 Manage building access control system 

 Project management on all required repairs or services 

 Development of property maintenance schedule 
 

Vendor Management: 

 Bid out vendor contracts periodically as agreed upon with owner to ensure pricing is fair 

 Ensure vendors are meeting the requirements under contract, and also that vendors’ services are up 
to our standards. 

 

Accounting: 

 Track all expenses related to building maintenance and operations and provide reporting to the owner 

 Ensure rents are paid in a timely manner 
 
Tenant Management: 

 Assist in negotiating new leases or lease renewals 

 Assist in finding suitable tenant organizations should a space become available 

 Ensure tenants are content with their tenancy, and strive to create a sense of community between 

tenants 
 
Other: 

 Host events to promote tenant interactions and collaborations 

 Work closely with the Owner to achieve their vision for the building as a hub for Cambridge area 

nonprofits 

 Strengthen connections between Cambridge nonprofits and our nonprofit clients across the river. 
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IV. Fees 
 
We propose a flat fee of $3,500/month plus expenses for the Property Management services outlined above. 
 
We are also able to provide Construction and Project Management services as requested for the fees below: 

 
For the supervision of renovation, alteration or capital improvement projects to the property: 
 

Project Cost Fee as a % of Project Cost 

Up to $10,000 0% 

$10,001 to $100,000 5% 

Next $150,000 4% 

Next $250,000 3% 

Next $500,000 2% 

Over $1,000,000 1% 

 
For supervision of tenant improvements in which the Property Manager does not serve as the project 
manager, and for which the Owner has not employed a third party project manager: 

 
Project Cost Fee as a % of Project Cost 

$0 to $50,000 0% 

$50,001 to $700,000 1.5% 

Over $700,000 1% 

 
We thank you for your consideration and look forward to working with you to maintain your beautiful property.  

 
Sincerely, 
 
 
 
Faisal Abid 

Property Services Manager 
TSNE MissionWorks 
fabid@tsne.org 
p: 617-838-4030
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