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INTRODUCTION

The Soboba Economic Development Corporation ("SEDC") is soliciting proposals from qualified 
California-licensed real estate brokerage firms to provide limited commercial property management 
services requiring a California real estate broker's license.

SEDC will retain responsibility for the day-to-day operation of its commercial properties through its 
internal staff. The selected firm will provide brokerage, leasing, marketing, licensed property 
management, and owner financial reporting services while working collaboratively with SEDC 
personnel.

The intent of this procurement is to establish a long-term professional relationship with a firm 
experienced in commercial real estate and capable of supporting SEDC's ongoing economic 
development initiatives.



BACKGROUND

SEDC owns and manages a portfolio of commercial properties located on the Soboba Indian Reservation. 
The selected firm will provide only those services requiring a California real estate license.

SEDC personnel will retain the following functions:
• Daily property inspections
• Tenant communication
• Coordination of maintenance
• Vendor scheduling
• Showing available space
• Collection and coordination of information from prospective tenants
• Move-in and move-out coordination
• General property oversight
• Capital improvement coordination
• Emergency response coordination



SCOPE OF SERVICES
The successful proposal shall provide the following professional services.

Leasing and Marketing
• Develop and implement marketing 

strategies for vacant commercial space
• List available properties on commercial 

real estate platforms
• Coordinate with commercial real estate 

brokers
• Prepare marketing materials
• Conduct licensed leasing activities
• Negotiate Letters of Intent
• Negotiate lease terms with prospective 

tenants
• Prepare lease documentation
• Coordinate lease execution

Strategic Leasing Services
Provide recommendations regarding:

• Rental rates
• Market trends
• Tenant retention
• Property positioning
• Lease renewals
• Expansion opportunities
• Competitive market analysis

Marketing Strategy
Describe the following:

• Vacancy marketing
• Broker outreach
• Online advertising
• Tenant recruitment
• Market analysis



SCOPE OF SERVICES (cont’d)

Licensed Property Management
Provide all services that require a California-licensed real 
estate broker, including:

• Lease administration
• Rent administration
• Security deposit accounting
• Compliance with California real estate 

regulations
• Licensed owner representation
• Tenant legal notices requiring broker 

administration
• Coordination with legal counsel when 

necessary

Financial Reporting
Prepare monthly owner reports including:

• Rent roll
• Occupancy report
• Accounts receivable summary
• Delinquency report
• Financial statement
• Budget variance report
• CAM reconciliation summary
• Leasing activity report
• Market vacancy update



PROPOSAL REQUIREMENTS

Company Information
• Company history
• Office location
• Years in business
• Number of employees
• California Real Estate Broker License Number
• Proof of Errors & Omissions Insurance

Experience
• Commercial office properties
• Retail centers
• Mixed-use developments
• Tribal commercial properties (if applicable)
• Provide at least three client references

Assigned Personnel
• Broker of Record
• Leasing Agent
• Financial Reporting Staff
• Include resumes for all key personnel



OTHER REQUIREMENTS

Desired Partnership
SEDC seeks a collaborative partner that recognizes the 
Corporation will remain actively involved in the day-to-day 
management of its commercial portfolio. The selected brokerage 
firm will complement SEDC's operational expertise by providing 
licensed real estate services, professional marketing, leasing 
expertise, regulatory compliance, and transparent financial 
reporting that supports informed decision-making by ownership.

Proposal Submission 
• Cover Letter
• Technical Proposal
• Fee Proposal
• References
• Sample Reports
• Proof of Licensure
• Proof of Insurance

Submission Deadline
All questions and submissions should be sent to sedcbod@sobobaedc.org
no later than Friday, July 17, 2026 at 5:00pm



Soboba Economic Development Corporation
Board of Directors

sedcbod@sobobaedc.org
(951) 487-7744 ext. 4801

Proposals must be received no later than Friday, July 17, 2026 at 5:00pm


