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INVITATION TO SUBMIT PROPOSAL  
 
The Downtown Brooklyn Partnership, Inc. (“DBP”) is a not-for-profit local development corporation 
organized under the laws of the State of New York for the purpose of providing economic development and 
other services for Downtown Brooklyn. DBP works in conjunction with the MetroTech District Management 
Association, Inc. (“MTBID”), which manages the public spaces of MetroTech in Downtown Brooklyn. 
 
DBP is seeking proposals from qualified firms (“Respondents”) by this request (“Request”) to operate a 
retail kiosk. Potential kiosk uses are outlined in Appendix A of this RFP. The selected firm will operate a 
retail/café kiosk at the street-level arcade of 370 Jay Street (“Premises”), the newly renovated 500k square 
foot NYU building dedicated to its engineering, applied sciences, technology, and media arts programs. 
Over 120 faculty, 150 researchers, and 3,500 students make use of the academic facilities at 370 Jay Street.  
 
This Request comes at a pivotal moment for this central Downtown Brooklyn location. In 2019, The NYC 
Department of Transportation converted this section of Willoughby Street into a Shared Street, creating a 
pedestrian-friendly amenity that DBP programs with street furniture, and NYU recently completed a $500 
million refurbishment of 370 Jay that includes street-level “Media Garage” performance space adjacent to 
the proposed kiosk, and, with the MTA, a major renovation of the Jay Street/MetroTech Subway Station. 
 
Respondents are invited to submit proposals ("Proposal") for the operation of a kiosk detailed in “1.1 Kiosk 

Background and Details.” If a satisfactory Proposal is received, MTBID will enter a sublicense agreement as 

outlined in section 3.1. The selected operator will have the opportunity to provide input for the design and 

fabrication of the new kiosk, which will be constructed and funded by MTBID and NYU.  

 
PART 1: PROJECT OVERVIEW 

 
1.1 KIOSK BACKGROUND + DETAILS 
Located at the intersection of Jay and Willoughby Streets (see map and floorplan in Appendix B), the kiosk 
is intended to enliven the streetscape and serve local workers, residents, students, and visitors. Although 
not required, proposers are highly encouraged to incorporate Brooklyn-based businesses, such as from a 
local purveyor or selling products from a Brooklyn-based maker, in their submissions. A summary of 
potential uses is included in Appendix A of this RFP. 
 
The kiosk will be approximately 100 sf. The selected operator will be consulted during the kiosk design 
process to take into account the proposed use and needs (electrical loads, outlet locations, graphics and 
signage). Due to the kiosk's location over an active subway station, a physical data line and water/sewer 
connection cannot be provided at the site. The sale of alcoholic beverages is prohibited. The operator will 
be required to complete interior finishes, and equipment, where necessary at the operator’s sole expense. 

 
Key Information: 

• The selected operator will be awarded a sublicense agreement to operate a retail kiosk by 
MTBID. DBP and NYU will manage and fund the fabrication of the kiosk structure with input 
from the selected operator. 

• The selected operator is responsible for the interior fit out and customization with the approval 
of MTBID and NYU. 

• The kiosk will be compatible with the size and appearance of 370 Jay Street and other nearby 
kiosks managed by DBP in Albee Square and Willoughby Plaza. 

https://www.downtownbrooklyn.com/listings/al-bs
https://www.downtownbrooklyn.com/listings/willo-bs
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• Operator will pay rent and utilities.  

• Kiosk will be designed and built by DBP. We will deliver and install the kiosk in basic commercial 
finishes for ceilings, floor coverings, wall panels, the kiosk will include base lighting, and working 
electrical fixtures.   

 

1.2 SITE CONTEXT: 

NYU’s 370 Jay Street has undergone a $500 million renovation. The new kiosk will be steps away from the 

2nd busiest subway station (Jay Street/ MetroTech) in Brooklyn and at the heart of one of NYC’s busiest 

commercial districts (See Appendix B & C).  

The building includes a wide range of spaces and facilities to accommodate its interdisciplinary academic 

mission, including a media commons, audio labs, motion capture labs, virtual reality rooms, black box 

theaters, makerspaces, a performance space, an exhibit hall, workshop spaces, and classrooms. 

 

1.3 ABOUT DBP AND DOWNTOWN BROOKLYN 

Downtown Brooklyn Partnership works closely with a wide network of partners to transform Downtown 

Brooklyn into a thriving mixed-used community. DBP provides a variety of services and programs 

throughout the neighborhood, including supplementary sanitation and public safety, economic 

development support, marketing, and community programming. DBP also invests in the beautification of 

the neighborhood’s public spaces and streetscape. Additional information regarding Downtown Brooklyn 

Partnership can be found at https://www.downtownbrooklyn.com 

Neighborhood Highlights and more found here: Downtown Brooklyn Quick Facts 2021 

One of America’s fastest growing places in terms of: 

• Population Growth (24%)/ resulted in 10,090 new residents between 2014-2019 

• Business Growth (19%)/ resulted in 930 new firms between 2012 and 2017 

• Job Growth (16%)/ 10,350 new jobs (tech, advertising and information jobs grew 165% (3,210 jobs) 

 
PART 2: PROPOSAL SCHEDULE AND REQUIREMENTS  
 
2.1 PERTINENT DATES  

• RFP Release Date:   Wednesday, November 17, 2021 

• Pre-Proposal Conference Call:   Wednesday, December 1, 2021 

• Question Submission Deadline:  Monday, December 6, 2021  

• Site Visit:    Friday, December 10, 2021 

• Proposal Submission Closing Date:  Thursday, December 16, 2021 

• Anticipated Kiosk Opening Date:  September 2022 

 
Email RFP@downtownbrooklyn.com to RSVP to the December 10th site visit.  
 
 
 

https://www.downtownbrooklyn.com/
https://www.downtownbrooklyn.com/about/publications/downtown-brooklyn-quick-facts
mailto:RFP@downtownbrooklyn.com
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2.2 PRE-PROPOSAL CONFERENCE CALL  
 
DBP will hold a pre-proposal zoom conference call on Monday, December 1 at 1:00 PM EST to answer 
questions regarding the RFP. Attendance to the conference call is voluntary but highly encouraged as DBP 
will not share a recording of the meeting or issue an addendum. 

 

Questions regarding the RFP must be made in writing and should be submitted to 
RFP@downtownbrooklyn.com. Questions should be submitted no later than Monday, December 6, 2021 
at 5:00 PM EST. DBP cannot guarantee responses to questions received this deadline. 

 

Pre-Proposal Conference Call Registration: 

https://www.eventbrite.com/e/370-jay-street-kiosk-pre-proposal-conference-call-registration-registration-
211289672097  

 

2.3 RFP PROPOSAL SUBMISSION PROCESS  
 
A digital PDF version of the proposal must be received by DBP by the Proposal Submission Closing Date. 
Proposals received after the Closing Date may not be accepted and, if accepted, may not be considered in 
response to this RFP. DBP will not accept oral proposals.  
 
Digital PDF versions of proposals should be submitted electronically by the deadline to: 

RFP@DOWNTOWNBROOKLYN.COM 
 
2.4 RFP SUBMITTAL CONTENTS  

At a minimum, Respondents shall provide the following in their proposal: 

 

Cover Letter  
The cover letter, no longer than one (1) page, shall be addressed to Scott Hobbs, Senior Vice President 
of Finance and Operations and summarize key points of the Respondent’s proposal and business plan. 
Contact information should be provided on the cover letter. 

 

Statement of Qualifications  
Proposals shall include descriptions of Respondent’s experience with projects of similar size and scope, 
with emphasis on experience in cities, and with business improvement districts or entities overseeing 
neighborhood-scale public spaces. 

 

Business Plan + Rent Proposal 
Proposals shall include a full and complete estimated budget for the kiosk operation, including hourly 
staff rates and any additional fees and expenses anticipated for operation of the kiosk and proposed 
rent and/or revenue sharing expectations. 

 
References  
Respondents shall provide a list of three (3) contacts, preferably past clients, who can attest to 
Respondent’s professional experience and expertise, preferably past clients. Please provide the Name, 
Organizational Affiliation, Title, Phone Number, and Email for each of the three (3) contacts. 

mailto:RFP@downtownbrooklyn.com
https://www.eventbrite.com/e/370-jay-street-kiosk-pre-proposal-conference-call-registration-registration-211289672097
https://www.eventbrite.com/e/370-jay-street-kiosk-pre-proposal-conference-call-registration-registration-211289672097
mailto:RFP@DOWNTOWNBROOKLYN.COM
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2.5 REVIEW OF SUBMISSIONS  
DBP will review all submissions for completeness and compliance with the terms and conditions hereof. 
DBP reserves the right to request additional materials, including those it may deem useful or appropriate to 
evaluate each Respondent’s qualifications and experience, or clarification or modification of any submitted 
proposal. DBP will permit the correction of submissions that do not completely conform to this RFP on a 
case-by-case basis. Submission of a proposal shall constitute the Respondent’s permission for DBP to make 
such inquiries concerning the Respondent as DBP in its discretion deems useful or appropriate. DBP is not 
obligated to accept any unsolicited additional materials, clarifications, modifications, or background 
information. DBP may conduct discussions with some of the Respondents and not others. DBP reserves the 
right, in its sole discretion, to reject submissions; to postpone, amend and/or cancel this RFP or specific 
projects contained within; to require supplemental information; waive defects; permit corrections; and/or 
negotiate or hold discussions with any firm. DBP may exercise the foregoing rights at any time without 
notice or liability to any proposing firm or other party for expenses incurred in the preparation of responses 
hereto or otherwise. No copies of materials submitted in response to this RFP will be returned. 

 
2.6 SELECTION PROCESS  
DBP will select the Proposal which, in the sole judgment of DBP, most successfully demonstrates the 
following:  

• A comprehensive, clear business plan for the kiosk; 

• Respondent’s expertise and ability to accomplish the tasks and projects in Section 1.1; 

• Respondent’s experience in providing services similar to those included in Section 1.1;  

• Respondent’s ability to engage Brooklyn-based businesses or audiences;  

• Overall quality of the team or firm’s management, professional reputation, and references; and  

• A competitive rent proposal.  

 

DBP may award a contract to the Respondent whose Proposal is deemed to be most advantageous to DBP, 
at DBP’s sole discretion. Neither DBP nor MTBID shall pay any costs incurred by any Respondent to this RFP. 
The review or selection of a submission will constitute no legal relationship or equitable rights in favor of a 
Respondent, including, without limitation, rights of enforcement or reimbursement. Failure by DBP to 
select a firm, or to enter into a contract with a firm if selected as a result of this RFP, will not create any 
liability on the part of DBP or MTBID or any of their members, directors, officers, employees, agents, 
consultants, or other Respondents. Submission by a firm shall constitute a waiver by the Respondent of any 
claim or cause of action against any of the aforenamed for any costs incurred or for any matters arising in 
connection with the review of the submissions. 

 
Interviews may be held with any or all of the Respondents after initial review of the proposals. 

 

PART 3: SUBLICENSE AGREEMENT- KEY TERMS  
 
3.1 SUBLICENSE AGREEMENT 

The winning proposal will be granted a revocable sublicense agreement to occupy the Kiosk Premises, on an 

exclusive basis, for the conduct of a commercial use (approved by NYU in advance) including but not limited 

to: non-alcoholic beverages, prepared foods, locally grown produce or manufactured products, and 

merchandise that promotes the neighborhood. 
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3.2 TERM 

The Sublicense Agreement will commence on the date upon which MTBID provides written notice to 

Respondent and expire on the fifth (5th) anniversary of the commencement date. The Sublicense may be 

extended by mutual agreement for up to one (1) additional term of five (5) years. 

 

3.3 USE AND OPERATION OF THE KIOSK  

The sublicense agreement will include mutual covenants agreed to by NYU and MTBID. The following key 

provisions are provided as sample language. The selection features some, but not all obligations that will be 

included in the Sublicense Agreement.  

 

Obligations of the Operator 

 

a. Obtaining and maintaining any and all permits or approvals required for the operation of the Kiosk 
and complying with all applicable laws governing the operation and maintenance of the Kiosk.  

b. Keeping the Kiosk and Premises clean, neat, dry, well-lit, and in an attractive condition and proper 
state of repair.   

c. Undertaking ordinary maintenance and repair (interior and exterior), structural and nonstructural, 
of the structure and mechanical systems of the Kiosk including, without limitation, the mechanical, 
electrical, sanitary, HVAC systems, to the extent they exist, as well as cleaning of the Kiosk, removal 
of litter and obstructions; keeping all that are part of the Kiosk Premises in a clean, neat, safe and 
good condition, and storing or securing any movable furniture or other items when the Kiosk is not 
open for business.  

d. Opening the Kiosk for business for a minimum number of hours and days per week as shall be 
approved by MTBID and NYU on a reasonable basis, and continuously and without interruption 
operating the Kiosk for the entire term of this Agreement.  

e. Providing on-site management/staffing of the Kiosk at all times that the Kiosk is open for business 
and causing its employees to conduct themselves in an orderly manner and to be clearly identified 
as employees via badge, identification tag, or uniform. 

f. Securing the Kiosk (i.e. maintaining a locked entry).  
g. Obtaining prior approval from MTBID, NYU and relevant city agencies, if necessary, before modifying 

the design of the Kiosk and/or prior to installing any signage on the Kiosk or the Kiosk Premises.  
h. Taking all reasonable precautions to prevent nuisances or conditions dangerous or offensive (e.g., 

graffiti, Kiosk defacement, noise) to the public at large, and promptly complying with any demand 
of NYU or DBP to correct the nuisance or dangerous or offensive condition. 

i. Permitting DBP, NYU and its employees, representatives, and agents to access the Kiosk and the 
Kiosk Premises for any reason including maintenance and repair.  

j. Complying with the rules and regulations of NYU with respect to removal of trash, waste 
management, recycling and disposal methods including furnishing and maintaining trash receptacles 
sufficient to contain its own and its customers’ garbage, and regularly removing all such trash to the 
area designated for same by NYU. Respondent shall comply with NYU’s recycling rules which can be 

found at https://www.nyu.edu/life/sustainability/operations/waste.html. Respondent may bring 
its trash bins to the loading dock area of the 370 Jay Street building located on Pearl Street.  

k. Taking immediate action to cure violations (including the payment of penalties) issued by 
governmental agencies with respect to the operation or maintenance of the Kiosk or the Kiosk 
Premises.   

https://www.nyu.edu/life/sustainability/operations/waste.html
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l. Paying directly to the taxing authority, as and when due and payable: (i) any and all federal, state, 
and municipal taxes, assessments, levies, fees and charges, and all other governmental charges, 
general and special, ordinary and extraordinary, together with interest and penalties thereon, which 
may at any time be imposed or levied upon the Kiosk, the Kiosk Premises, or this Agreement or which 
arise in respect of the operation, occupancy or use of the Kiosk and/or the Kiosk Premises, (ii) any 
and all sales and use taxes levied or assessed against or payable by Respondent on account of the 
use of the Kiosk and/or the Kiosk Premises, and (iii) any and all  taxes imposed or levied upon or 
assessed on account of the use of the Kiosk and/or the Kiosk Premises.   

m. Complying with NYU Construction and Maintenance Work Rules (made available upon request)  
 

3.4 INSURANCE 

a. Respondent shall deliver to MTBID a certificate of insurance evidencing the following insurance 
coverage:  (i) Commercial General Liability Insurance with a combined bodily injury (including death), 
personal injury, and property damage limit of at least $5,000,000 per occurrence, (ii) Workers’ 
Compensation Insurance as required by applicable law and Employers’ Liability Insurance with a limit 
of at least $1,000,000 for each occurrence for all such employees not otherwise protected by 
Workers’ Compensation Insurance; (iii) Auto Liability Insurance of at least $2,000,000 per occurrence 
for all vehicles used in connection with the SUBLICENSE Agreement.  

b. The Commercial General Liability Insurance policy will be endorsed to (i) include NYU and MTBID as 
an additional insured and shall not include an Action Over Exclusion; (ii) provide that any notice gives 
its insurer of a claim, suit, proceeding, or occurrence resulting from, arising out of or occurring in 
connection with this Agreement will also be deemed by that insurer as a notice from NYU and MTBID 
as additional insured; (iii) state that any "other insurance" provisions in the policy will not apply to 
NYU and MTBID and that  Respondent’s insurance will be primary of any similar insurance carried 
by NYU; (iv) state that the insurer will take no recourse against NYU for payment of premium or for 
assessments of any kind; (v) provide that any deductibles in the policy will be assumed entirely by 
Respondent, at its sole risk; and (vi) state that the insurer has no right of recovery or subrogation 
against NYU and MTBID. 
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APPENDIX A: POTENTIAL KIOSK USES  

 
Below are examples of kiosk uses that could achieve the goals of creating an amenity that supports 
the community and activates the location. These examples are provided as prompts only, and not 
intended to be proscriptive in any way.  
 
BOOK STALL            ACCESSORY USE FOR NEIGHBORING RETAIL Uses  

      COFFEE + SNACKS              FLOWER STALL 

      

ELECTRONICS ACCESSORY/REPAIR STORE        GIFT SHOP 
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APPENDIX B: LOCATION MAP + SITE PLAN 
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APPENDIX C: KIOSK DESIGN CONCEPT 

 


