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222 Smith Street Owners Corp. 
 

SALES REQUIREMENTS FOR BOARD APPROVAL 
 

Please note: Three copies plus the original (4) of all papers are to be submitted to the 
Long Island office of Excel Bradshaw Management Group, LLC Attn: Leslie Cruz 
(lcruzz@ebmg.com, 516-333-7730 x.206).  All copies must be collated into individual 
sets for submission to the Board of Directors.  Incomplete packages will not be 
processed. 
 
Contract of Sale, Application and Financial Information: 

• Contract of Sale, fully executed – with Lead Paint Disclosure Form signed by 
seller, purchaser and broker. 

• Purchase application and acknowledgement (enclosed forms). 
Please attach supporting documents including six (6) months most 
recent checking, savings and brokerage statements. 

• Credit Application (enclosed form) 
• Copies of the last two (2) years Federal 1040 tax returns complete with W-2 

forms.  These returns must be signed. 
• Copies of six (6) months pay stubs. 
• If self-employed, copies of the last two (2) years Financial Statement and 

Business Tax. Returns and a letter from CPA confirming earnings. 
• Statement from the applicant(s) explaining in detail the source of funds for 

the purchase of apartment. 
• If purchase is to be financed, bank should provide: 

A. A copy of your commitment letter 
B. A copy of the Bank Loan Application 
C. Three original Recognition Agreements signed by a bank 

officer. 
i. AZTECH FORM ONLY 

 
Reference Letter 

• Letter from employer stating position, length of employment and salary 
• Reference letter current Landlord or Managing Agent. 
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Forms to be either completed and/or signed: (Forms included with this package) 

• House Rules Acknowledgement Letter 
 
Proof of Homeowner’s Insurance 

• Must be submitted at or prior to closing in order to close. 
 
A Guarantor must submit the same financial information as the applicant, must 
complete an application form and is subject to a credit check and the credit check 
fee. 
FEES TO BE SUBMITTED WITH APPLICATION: (non-refundable fees paid by applicant/s) 
 

• Application Processing Fee:  $450 payable to Excel Bradshaw Mgmt. 
• Application Fee   $250 payable to 222 Smith Street Owners 
• Credit Check Fee:   $75.00 per person payable to Excel 

Bradshaw Management Group, LLC 
• **Please note that if your lender requires a coop questionnaire to be 

completed,  there is a $50 charge for this payable to Excel Bradshaw at the 
time it is required. 

 
FEES TO BE COLLECTED AT CLOSING: (NON-REFUNDABLE) 
 
SELLER’S FEES: ALL CHECKS FROM THE SELLER MUST BE EITHER CERTIFIED, BANK CHECKS 
OR MONEY ORDERS (NO PERSONAL CHECKS OR ATTORNEY ESCROW CHECKS 
ACCEPTED) 

• Move Out Deposit:   $300 payable to 222 Smith Street Owners 
• Flip Tax    3% Contribution to Capital Improvements 
• Maintenance:    Must be paid up to date at closing. 

 
PURCHASER FEES: MOVE IN FEE AND DEPOSIT MUST BE CERTIFIED CHECK 

  
• Move In Deposit:   $300 payable to 222 Smith Street 
• Flip tax    3% Contribution to Capital Improvements 

    Deposit in Escrow – Refunded Upon Move Out 
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222 Smith Street Owners Inc. 
 

Sales Application 
 

Sales / Leasing Agent: Leslie Cruz  T: 516-333-7730 x.206 F:516-333-6182 
       E: lcruz@ebmg.com 
 
Property Manager: Robert Marra  T: 516-333-7730 x.207 F:516-333-6182 
       E:  rmarra@ebmg.com  
 
 
How Many Application Copies to Submit: The original application plus 3 copies. 
 
Mail or Deliver Application to:  Excel Bradshaw Management Group, LLC 
      393 Old Country Rd., Suite 204 
      Carle Place, NY 11514 
      Attn: Leslie Cruz 
 
Interviews:  Please mail, e-mail or fax requests in writing.  Please include building 
address and apartment number and where and to whom this information should 
be sent.  Fees must be received prior to processing request.  Offering Plans, By-
laws, financial statements are not faxed.  Arrangements can be made to either 
pick up documents or have them mailed. 
 
Contact Closing Agent for the following:  Fees Charged*: 
 
Offering Plans and Amendments   $200 
By-Laws       $30 (PDF is Free) 
Financial Statements     $30/yr (PDF is Free) 
Blank Proprietary Lease     $30 (PDF is Free) 
Coop Questionnaires     $50 
Review of Corporation Minutes    In Office Only 
Open Houses      Contact Robert Marra 
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Contact Manager for the following: 
 
Alteration Procedures and Fees 
 
Suggestions for expediting the process of applications: 
Designate one contact person 
Send only complete applications and submit required copies.  If an item is 
missing from the required documents, please indicate in writing a reason for the 
missing item. 

 
CLOSING INFORMATION 

 
Once a final decision is reached regarding your application, the Board of Directors will 
notify the Closing Department and we will notify you of their decision.  If approved, a 
closing date may be scheduled, however, no sooner than two weeks after approval. 

 
Maintenance and other Fees: 
Maintenance and all other fees and charges due to the Cooperative Corporation must 
be paid up to date.  All checks from the seller must be either certified checks or money 
orders. Move in/out fees and deposits must be certified checks. 
 
Power of Attorney: 
Please inform your attorney that if a power of attorney is being used, we request that a 
copy of the completed and signed power be faxed to the appropriate transfer agent in 
the closing department prior to the closing date for review and approval.  The fax 
number is 516-333-6182.  The original is to be delivered at closing with an affidavit as to 
the Power of Attorney being in full force.  It is important that this information be passed on 
to the seller’s attorney as well. 
 
Lost Stock Certificate and/or Proprietary Lease: 
If the seller has lost the Stock Certificate and/or the Proprietary Lease, please notify us 
prior to the closing so that we may obtain lien searches where applicable and prepare 
an affidavit of lost stock and lease for the seller to sign.  No transfer of the stock and lease 
will be made unless we have either a stock certificate to cancel or a signed affidavit 
prepared by our office.   
 
Estate Transfers: 
If this is an estate transfer, please fax us in advance of the closing the requested estate 
paperwork.  Please note that all executors must sign the required transfer documents. 
 
Foreclosure Sales: 
If this is a Foreclosure sale, please ask the foreclosing lender to submit the foreclosure 
paperwork prior to closing. 
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Move-In/Move-Out Refunds: 
Once you have closed on your apartment and after you have moved in or moved out, 
please notify the Property Manager who will then process the necessary paperwork for 
you to receive a refund of your deposit check.  Please allow between 30-45 days for this 
process. 
 
Location: 
The closing will be scheduled with Richard B. Martin, the Cooperative’s Attorney.  Ms. 
Blanchette can aid you in that scheduling. 

 
Thank you for your interest in purchasing a unit within 222 Smith Street Owners Inc., located at 
222 Smith Street, Freeport, NY 11520. All forms in this package must be completed. All required 
fees must be paid and included in order for your application to be processed. 
 
Once all required documentation is received, the Board of Directors will review the 
application for approval. If the application is declined the seller / realtor will be notified. If 
approved, an interview with the Board of Directors will be scheduled. At that time, there will 
be a $250 interview fee, payable to 222 Smith Street Owners Inc. 
































