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I.   INTRODUCTION
The purpose of this Handbook is to set forth basic guidelines for the day-to-day operation of the Company.  It is not intended to cover every situation or circumstance, not to answer every question about Company procedures.  Any question not covered in this Handbook should be referred to Office Management, who will decide and be guided in such decision-making by personal experience, the REALTOR Code of Ethics, Multiple Listing Service rules, and regulations of the State of California Real Estate Commission, as well as applicable State and Federal laws.
a. REFERENCES

Carnahan & Associates is referred to in this Handbook as “Broker,” “Office,” “Company,” or “Management.”  Sales Associates are referred to as “Associates” or “Salespeople.”

b. INDEPENDENT CONTRACTOR STATUS

i. The relationship of Associates to Broker at all times is that of Independent Contractor (IC); no employer/employee relationship exists or is to be implied from any title, provision or language used in this Handbook.  The terms and conditions of this Independent Contractor relationship are set out in a written agreement between Broker and every Salesperson.

ii. Under Real Estate License Law, the Broker is responsible for the acts of his/her Salespeople; therefore, all Associates must follow California Real Estate Law and the REALTOR Code of Ethics to the letter.  Associates are not partners, joint ventures or employees of the Broker and have no authority to bind the Broker or Company without approval.

iii. Since Associates are Independent Contractors, Management shall have no obligation to withhold any payroll taxes from commission checks, and will not do so.

c. EQUAL OPPORTUNITY EMPLOYER

Carnahan & Associates is an equal opportunity employer.  All employment decisions and decisions related to independent contractors, including hiring, promotions and raises are made without regard to race, religious creed, color, national origin, ancestry, protected disabilities, marital status, gender, sexual orientation, age or veteran status.  We seek a workforce which reflects the diversity of our community.

d. PROHIBITION ON HARASSMENT AND DISCRIMINATION

State and federal law protects job applicants, employees and independent contractors at Carnahan & Associates from harassment or discrimination based upon race, religious creed, color, national origin, ancestry, physical disabilities, medical condition, marital status, sex, age, sexual orientation, or veteran status.  Harassment of any employee on the above basis is strictly prohibited.  Likewise, no individual/IC will be discriminated against in decisions related to hiring, promotions, raises, and the like upon those basis.

With regard to sexual harassment, the following conduct is prohibited:
i. Verbal conduct such as epithets, derogatory jokes, comments, slurs, unwanted sexual invitations or comments

ii. Visual conduct such as derogatory or sexually oriented posters, photographs, cartoons, drawings, gestures, emails and the like thereof.

iii. Physical conduct such as assault, unwanted touching, blocking normal movement, and the like thereof.

iv. Threat or demands to submit to requests of a sexual nature as a condition of obtaining or keeping employment, receiving benefits or promotions, or to avoid loss of the same.

v. Retaliation for having reported or threatened to report harassment.

If you believe you have been unlawfully harassed, you should immediately                 provide a verbal or written complaint to the Broker or Office Manager, as soon as possible.  If your complaint involves your supervisor, manager, or a member of management of the Company, please report the incident to any manager with whom you feel comfortable speaking.  Your complaint should include the details of the incident or incidents, the names of the individuals involved, and the name of any witnesses. The Company will immediately undertake an investigation of the allegations of harassment.
If the Company determines unlawful harassment has occurred, appropriate action will be taken to prevent further harassment and to remedy any direct loss caused by the harassment.  Any employee determined by the Company to have engaged in unlawful harassment will be subject to appropriate disciplinary action to and including termination.  A Company representative will advise all parties concerned of the results and conclusions of the investigation.   The Company will not retaliate against you for filling a complaint and will not tolerate or permit retaliation by management, employees or co-workers.

The Company encourages all employees/IC to report any incidents of unlawful harassment.

II. OVERALL GOALS AND OBJECTIVES

The fundamental business objective of the Company is to render only the highest standards of professional service to the public, and to operate competitively and fairly with other real estate professionals.

An equally important business objective of the Company is to make a profit; in order to accomplish this, it is the desire of Management to make available both marketing and management support to each and every Salesperson.
To help ensure these common objectives, certain standards of productivity and professional practice should be maintained by all persons associated with the Company.

III. BROKER RESPONSIBILITIES

a. Broker is duly licensed as a real estate Broker by the State of California.  
As such, Broker will maintain an office properly staffed and equipped for the proper operations of business.

b. Broker agrees that Salespersons may share with each other all the facilities 

of the office.

c. Broker agrees to make available to Salespersons all information regarding 

all current listings in the office.

d. At Salesperson’s request, Broker agrees to furnish such advice, 

      information and full cooperation as Salesperson shall reasonable request.  

      Broker agrees that he/she obtains no authority or right to direct or control 

      Salesperson‘s actions except where specifically required by law and that

      Salesperson assumes and retains discretion for methods, techniques and
      procedures in soliciting and obtaining listings and sales of listed property.

e. In no event shall Broker be personally liable to Salesperson for
      Salesperson’s share of commission not collected, nor shall Salesperson be

      entitled to any advance or payment from Broker upon future commissions,

      Salesperson’s only remuneration being his/her share of the commission
      paid by the party or parties for whom the service was performed.  Nor 
      shall Salesperson be personally liable to Broker for any commission not

      collected.  

f. Broker shall not be liable to Salesperson for any expenses incurred by 

Salesperson for any of his/her acts, except as specifically required by law.  Expenses that must, by reason of some necessity, be deducted from gross commission income, shall be paid by the parties (Broker and Salesperson) in the same proportions as provided for herein concerning the division of commissions.

IV. OFFICE POLOCIES

a. OFFICE HOURS
The office hours shall be Monday through Friday 8:30 through 5:30, Saturday and Sunday 10:00 through 4:00.  During this time period, a receptionist shall be on duty in the receptionist station.  However, Sales Associates shall be able to access the office at all times with a key issued by the company.

b. HOLIDAYS
      The company will observe the following legal holidays:  New Year’s Day, 

Easter Sunday, Memorial Day, Veteran’s Day, President’s Day, Independence Day, Labor Day, Thanksgiving (and the day after) and Christmas.  There will be no receptionist on duty on these holidays.

c. VACATIONS 
Since the sales staff consists of independent contractors who receive no vacation pay, Sales Associates may regulate their own vacations; however, Sales Associates should arrange for another Associate to look after their business during their vacations, illnesses, or extended absences.  Otherwise, the Manager may assign someone to do their work and share in the commission.   
d. CLOSING THE OFFICE

The last person to leave the office in the evening shall be responsible for:

i. Turning off lights.

ii. Turning off the coffee machine.

iii. Locking the door.

iv. Activating the office alarm.

e. OFFICE ORDER

It is important that the office always appear neat and orderly. All Sales Associates and employees are, therefore, urged to be conscious of this fact:  desks should be kept clean at all times.
f. USE OF BREAKROOM AREA

The Breakroom area has been provided for the enjoyment and convenience of all Associates who, on occasion, may want to remain in the office for a meal or snack.  All food (except coffee, soft drinks, etc.) is to be consumed in the Breakroom only.  This will insure a sanitary condition for the rest of our office areas and will be appreciated equally by our staff and clients.  Please do not bring food into the conference room, or near the computers and other office equipment.
g. COPY MACHINE

The Company will pay for all copies necessary for the completion of a transaction, or for the general business use of the Salespeople.  Copies of documents not pertaining to Company business will not be permitted.

h. FAXES, MESSAGES

All faxes and messages for Sales Associates received by office personel will be placed in the Associate’s appropriate message box.  It shall be each Associate’s responsibility to pick up these messages upon entering the office and to service all calls immediately.  Associates shall be notified by office personnel when they have received a fax.

V. SALES ASSOCIATES RESPONSIBILITIES

A.   Sales Associates must provide Carnahan & Associates with proof that   

       they have obtained a Sales or Broker License from the California 

       Department of Real Estate.  Additionally, Sales Associates must maintain 

       their real estate license in good standing and must immediately report any 

       discipline or change in license status to the Company.
B. Sales Associates, prior to being authorized to represent the Company,

      must agree to and sign the Broker-Agent Contract. 

C. Each Sales Associate, prior to being authorized to represent the Company, must read and agree to abide by the Code of Ethics established by the National Association of Realtors (see addendum), and abide by the rules, customs, and practices as outlined by the local Board of Realtors.

D.  Each Sales Associate, prior to being authorized to represent the Company, must also read and agree to the office guidelines as contained in the Office of Operations Handbook.
E.   Sales Associates should, within their time limits and abilities, support the Board programs and activities and attend educational programs whenever possible.
VI. GENERAL WORK AGREEMENTS

a. SALES ASSOCIATES

i. Management will not be liable for the DEBTS of Sales Associates.  All orders (NOT APPROVED BY THE BROKER) for materials or services placed by the Associate directly with the supplier; shall be the sole responsibility of the Sales Associate.

ii. Where applicable, the Sales Associate should make his or her personal check out to the supplier.  When local, state or national Realty Board dues are due, Sales Associates should make their checks payable to the Board.

iii. In general, Associates pay for personal business expenses such as insurance, M.L.S. dues, license fees, trade association memberships, personal sales promotion items.

iv. AUTOMOBILE INSURANCE:  Salespeople shall furnish the Broker with a certificate of insurance showing the name of company with which insured, policy dates, type of coverage and limits of liability for personal injury and property damage.  Minimum coverage of $100/300,000 is required.  Broker shall be named as “Co-insured” and be provided with a copy of the endorsement.
b. BROKER AGREEMENTS

i. Fees to join office… $150 E & O Insurance + $99.00 Admin. Fee.
ii. Carnahan & Associates shall be responsible for providing all Sales Associates with their first order of 500 business cards.

iii. Carnahan & Associates shall provide each new Sales Associates with corporate name badge.

iv. Carnahan & Associates maintains all required insurance coverage for the operation of the business and the contents of the offices.  Personal property of the Sales Associate is not covered by any insurance policy carried by Carnahan & Associates.

v. Carnahan & Associates maintains Errors and Omissions Insurance Liability Insurance. Cost of the E&O premium to the Sales Associate will be based upon attendance and compliance wit the Company’s Risk Management Program.

c. OFFICE MEETINGS

The office will conduct a business meeting each Wednesday, unless notified otherwise.  They will begin promptly at 9:30 a.m. and generally last for no more than one hour.

We try to keep meetings to a minimum; however, for our organization to function and work effectively, it must keep its lines of communication open.  In selling, particularly, the only way to be sure that all Sales Associates are up to date on the latest company policies and procedures, market conditions, selling techniques, etc., is to have scheduled business meetings.

We believe the successful Salesperson is open-minded, enthusiastic, willing to participate in Company activities and has the desire to learn anything that may help him/her to become more successful and professional in the real estate business.

You will be notified of scheduled meetings and are requested to attend.  Your presence at these meetings is an essential part of building the enthusiasm and team spirit necessary to a successful operation.

During the meeting, you are requested to turn off all cellular phones and pagers or set them to vibrate mode.

To ensure all Associates have access to the information given in the meeting, the minutes will be published and distributed for the benefit of those unable to attend.  It is the responsibility of each Sales Associate to keep informed.

d. OFFICE CARAVAN

When a listing is taken by a Sales Associate, every effort should be made to schedule a showing by our office during the Company office caravan.  The office tour shall take place immediately following our weekly office meeting.

Agents that have properties scheduled for the office Caravan will be a designated driver for that week’s caravan.  If you don’t drive or have a replacement driver your property will not be caravanned.  All other drivers, if needed, will be taken from the office roster in alphabetical order.

It is up to the listing Salesperson to schedule a caravan and to:

1. Set up the appointment.

2. Provide access to the property.

3. Conduct the caravan and answer questions.

4. Introduce the other Salespeople to the owner, if applicable.

5. Report back to the owner on the same day in general terms and thank the owner.

e.  FLOOR GUIDELINES

“Floor time” is for the mutual benefit of the Company, our Associates and our clients.  All guidelines regarding the “Floor System” are to be determined by the Office Manager.

All Associates are encouraged to take advantage of Floor Time.  We all want our listings properly and professionally represented when there is a floor call from another Agent or from a prospective Buyer.

Participation in the monthly floor schedule is voluntary.  The floor time schedule is made available to Agents prior to the start of a new month.  Please review your assigned dates immediately upon receipt of said schedule and book them into your monthly planner.  They are appointments not to be missed. 

It is recommended that no appointments be made by the “floor person” during floor-duty hours.  However, if a listing or prospect call is received during floor duty, then these calls should be serviced immediately.  It shall be the responsibility of the floor person to find a replacement, if the designated back-up floor person is not on duty. 
If, for any reason, you are unable to take your assigned floor time, it is your responsibility to inform the Office Administrator so that it can be covered by another Associate (72 hours notice is requested).  If you miss your scheduled floor time and fail to get the shift covered, you may not be eligible for future floor opportunities.

If you would like additional floor time, let your Office Administrator know that you are willing to be called on short notice as a possible substitute for an Associate who needs his or her floor time covered.  You are eligible for substitute floor time in any Carnahan & Associates office.

VII. LISTING POLICIES AND GUIDELINES

a. Carnahan & Associates policy is to charge 6% commission for all listings.  Any deviation from this policy must be approved in WRITIING by Management.

b. All listings taken by Carnahan & Associates MUST be submitted to the office within 24 hours (or at the beginning of the next working day) and MUST be reviewed and accepted by management before submission to the multiple listing system.  
c. All listings must be an EXCLUSIVE RIGHT TO SELL..
d. All listings must be taken for 90 days or longer.  The listing agreement needs to also cover the time needed for the escrow to be complete.
e. Listings must be priced within current market value as established by a written Competitive Market Analysis (CMA).

f. Listings must specify financing terms agreeable to owner.

g. The listing Salesperson is responsible for the accuracy of all information place on the following documents:

i. ESTIMATE OF SELLER’S CHARGES

ii. LISTING CONTRACT

All Listing Contracts and associated material must be turned into the Manager within 24 hours after the seller signs the Listing Contract or at the beginning of the next working day.

It is the responsibility of the listing Salesperson to obtain all pertinent information regarding the listing to establish the file, including but not limited to square footage, schools, etc.

iii. SIGN INSTALLATION INFORMATION

iv. REFERRAL FORM (if applicable)

v. MLS PROFILE SHEET

The listing Salesperson shall not enter any information on the MLS Profile Sheet that has not been verified with the seller.  Any errors on the MLS Profile Sheet could result in the listing Salesperson losing his/her listing commission.  The listing Salesperson must never underestimate the importance of properly filled out MLS Profile Sheet.  If, for any reason, the seller does not want a lockbox, the MLS Profile Sheet must indicate so.

vi. GENERAL LISTING INFORMATION CHANGES

Changes in price, terms, or other vital information of a listing must be in writing and shall be reported to the Office Administrator by the listing Salesperson.  He/she will make the proper changes on the contract.  The Office Administrator shall make the proper changes on the contract and on the MLS system.
h. LISTING MUST BE LOGGED INTO LISTING/SALES BOOK AND INFORMATION PAGE INSERTED IN THE LISTING BOOK

 Expenses caused by a Salesperson on behalf of a Seller, WITHOUT WRITTEN AUTHORIZATION FROM THE SELLER, to include a statement of Seller’s Liability for expense, WILL BECOME THE OBLIGATION OF THE SALES ASSOCIATE.
i. CANCELLING LISTINGS:  No listing can be withdrawn or canceled by a seller without Management approval.  Before a listing can be terminated, the listing Salesperson must obtain the same signature(s) which appear on the listing agreement

j. REPORTING SALES
i. It is the responsibility of the listing Salesperson to submit a sale to the Office Administrator within 24 hours for proper follow-up.

ii. DEPOSITS

All deposits received by Carnahan & Associates agents are to be immediately logged into Trust Book, and then when deposited with escrow, etc., disposition to be noted in Trust Book.
iii. CANCELLATION OF SALE

Once a sale has been reported to the office, the Sales Associate must notify Management of any intent to cancel by the Seller or Buyer.

A signed purchase or exchange agreement properly executed by both parties to the transaction constitutes a valid contract.  If the Salesperson is informed by one of the two parties to a contract that he/she does not wish to proceed with the transaction and wants the contract canceled, the selling Salesperson should explain to the party that the Salesperson has no authority to cancel the contract inasmuch as he/she is not a party to that contract.
The Salesperson shall inform his/her Broker of all pertinent facts regarding the matter and every effort will be made by the Broker/Manager involved to solve any difficulties that have arisen.
Sellers requesting a cancellation must sign a cancellation form.  Such form is to be prepared by the salesperson for seller’s signature.  If approved by Management, one copy will be retained by seller; one copy will be returned to office.

VIII. OFFICE RECORDS

All transaction contracts, agreements and all subsequent documents (including the CMA) pertaining to the listing or sale of a property are the sole property of the Broker.  Under the Department of Real Estate regulations, the Broker maintains the sole responsibility and liability for all transactions entered into by the Sales or Broker Associates working under his license.  The office transaction must be maintained by the Broker for 4 years.

a. OFFICE TRANSACTION FILE:  The Escrow Administrator is responsible for maintaining the office transaction file.  However, the Sales Associate is responsible for providing all documentation to the Escrow Administrator in a timely and complete manner such that the Broker/Manager can pull the file at any time and know, within 24 hours, the exact status of the transaction.

The primary office transaction file may NEVER leave the office.  Associates may not access the primary office file without the approval and supervision of the Office Administrator, Manager or Broker.

b. ORIGINAL DOCUMENTS/ORIGINAL SIGNATURES:  All original documents (those documents originated and/or created by Carnahan & Associates) must be maintained in the Office Transaction File.  Every effort should be taken to obtain the original signatures on all documents.  Fax copies of signatures are acceptable, if absolutely necessary, only if the fax document is completely legible.  Any faxed copies must be stapled to the original of corresponding document.
c. 24 HOUR (OR NEXT WORKING DAY) RULE:  Office transaction files must be opened within 24 hours (or the next working day) of a listing taken or a purchase contract ratified.  NO EXCEPTIONS.

The Sales Checklist, contract and escrow timelines must be followed and the appropriate document or entry must be made within 24 hours of completion.  Any exceptions or extensions must be noted in the office transaction file.

d. COMPLETE OFFICE TRANSACTION FILE:  If the transaction is ever subject to litigation at any time in the future, the file must stand alone as a true and complete documented record of exactly what transpired during the transaction.  This may be our only protection in the event of a lawsuit, since proper file documentation of the case may be our only defense.  REMEMBER:  IF IT’S NOT IN WRITING, IT NEVER HAPPENED!
IX. OPEN HOUSE POLICY

a. OPEN HOUSE SCHEDULING

It is the policy of the Company to encourage open houses.  Vital person to person contacts will be made; you may secure potential buyers or listing leads.

A Salesperson may hold open houses when desired; however, he/she must have permission from the owner.  Suggested minimum time for an open house is three (3) hours.  The open house appointment should be scheduled at least three (3) days in advance.

If you are unable to hold an open house for your listing, contact the Office Administrator to find another Carnahan agent who would be willing to hold the house open for you.

b. OPEN HOUSE ADVERTISING

When a date and time for an open house have been determined, the Salesperson may submit an open house ad to the Office Administrator in accordance with the Company’s advertising procedures and deadlines.

c. OPEN HOUSE SIGNS

The Salesperson should predetermine the number of open house signs needed and, upon reaching the property, post signs properly and lawfully.  Sales associates are responsible for knowing the various sign policies (number of signs allowed, placement and size, etc.)  in the cities in which they may be holding an open house.  This information is available at the local Board online site.

X. ADVERTISING AND PROMOTION
a. GENERAL POLICY

The company is working toward a balanced advertising program.  To accomplish this, the Company must not be bound by sellers who expect, or demand, special advertising on their individual properties.  It is with this thought in mind that we define our General Policy.

Salespeople should not promise to advertise any specific, individual property, but to advertise such properties as will aid in securing prospects for all listings.

The Company reserves the right to see and use advertisements that will fit into a well-balanced program.  It is a policy of the Company to advertise only those properties for which the Company has an Exclusive Right to Sell listing.  Our first obligation must be to the sellers who have entrusted us with their properties and, in all fairness, we believe that these sellers are entitled to receive the maximum benefit of the Company’s advertising dollar.

b. BUSINESS CARDS & NAME BADGE POLICIES

i. DESIGNATIONS FOR TITLES:  Each Sales Associate may use the designation, “Licensed Real Estate Salesman,” “Sales Associate,” “Realtor,” “Licensed Real Estate Sales Associate,” “Licensed Real Estate Salesperson (or Broker).   No other designation parties may be used without the express permission of the Owner/Manager.

ii. LOGO REGULATIONS:  Business cards and name badges will be ordered from a Carnahan & Associates approved supplier or other supplier who will print in accordance with the Carnahan & Associates approved layout, format, logo, design, color or paper stock. 

c. PROPERTY SIGNS

The most effective and inexpensive way to promote prospect inquiries and to advertise is by the use of signs.  Unless the property owner refuses a yard sign, all listed properties are to have an approved Carnahan & Associates post yard sign which must be placed within 72 hours of seller’s signing of the listing agreement.
i. INSTALLATION:  The Company employs a company to erect and remove all residential “For Sale” signs.  The Office Administrator is the only person authorized to order the installation of a sign after the listing has been submitted to the MLS.
ii. INSTALLATION COSTS:  The cost of employing an individual to erect and remove the “For Sale” signs will be paid by Carnahan & Associates directly to the supplier.

iii. SALESPERSON’S NAME RIDERS:  Salespeople are encouraged to attach their name riders to the signs on their listings.  The owner and the neighbors can then direct the honor and reward for a good job to the deserving Salesperson.  The Salesperson will pay for personal name riders.

iv. GENERAL PROCEDURES.  If any of the following are not being done properly, please inform your Manager immediately:

1. Signs must be kept clean and straight

2. When the property sells, the listing Salesperson is responsible for placing a “Sold” or “Sale Pending” rider on the “For Sale” sign.

3. Signs must be promptly removed after the sale has been closed or the listing has expired.  It is the Office Administrator’s responsibility to notify the sign installer when a sign is to be removed.

4. No sign of any kind is to be placed on any property without the owner’s permission.

5. IMPORTANT – It is the Salesperson’s responsibility to be aware of all local sign ordinances controlling the placement of signs.

XI. COMPUTER TECHNICAL SUPPORT GUIDELINES

A.  Agents are responsible for their own computers unless it is a network problem.
XII. VENDOR POLICY

In the course of a real estate transaction the Realtor, Buyer and Seller depend on a number of recognized specialist for information regarding the property, for reports, inspections and other services.

If asked for a vender referral by a client, whenever possible please provide your client with several sources for venders.  Carnahan & Associates maintains a Vendors File at the Administrators desk.

                SALES ASSOCIATES BECOME LIABLE FOR ANY COSTS THEY INCUR  

                ON BEHALF OF THEIR CLIENTS IF THERE WAS NO WRITTEN CLIENT                                

                AUTHORIZATION.

XIII.  COMMISSIONS GUIDELINES
a. COMMISSION AGREEMENT

All commissions earned are subject to allocation pursuant to the Broker-Agent Agreement.
b. REDUCING COMMISSIONS

From time to time, it may be necessary to change the commissions to other that what the written policy calls for.  In the event an Associate finds it necessary to reduce a prior agreed-upon commission WITHOUT MANAGEMENT APPROVAL, that reduction will be treated as offering a bonus and will be deducted entirely from the Salesperson’s share of the commission.

c. OFFICE COMMISSION SCHEDULE
When a commission check is received, it shall be reviewed by the Office Manager to ensure that the check received is correct and in accordance with the broker demand.  The check will be processed by the Operations Manager and returned to the Office Administrator.  
IF ALL REQUIRED TRANSACTION PAPERWORK HAS BEEN RECEIVED by the Office Administrator, they will notify the Associate that the commission check is available for pick up.  The company will make all reasonable efforts to ensure that this process take no longer than two business days from the date the commission package is received.

d. In the event that multiple agents are involved in a transaction, all agents who agree to a commission should have a clear understanding of how the commissions and fees are to be divided.  Such an understanding should be reached at the beginning of the transaction and SHOULD BE IN WRITING whenever possible.  Allocation of commission should occur at the time the Company receives payment.  An extended holding of commissions without agreement or proper cause is unprofessional and unethical.

XIII. TERMINATION PROCEDURES

A sales Associate who terminates his/her association with the Company, either voluntarily or involuntarily, should be thoroughly aware of the following termination procedures in advance:

A.  LISTINGS UNSOLD

      All such listing shall be presented to the Broker.  The Broker will assign       
      the listings to Salespeople in the office to service.
B. LISTINGS PENDING CLOSING

Broker may make arrangements with another Salesperson in the office to perform the required work, and the Salesperson assigned shall be compensated for completing the details of such pending transactions.  Each transaction will be handled on an individual basis.  No terminated Salesperson will be allowed access to any of the office files without permission of the Broker/Manager.  NO EXCEPTIONS!

C. PERSONAL INFORMATION FOR GAIN

A Salesperson shall not, after termination, use to his/her own advantage of the advantage of any other person or corporation, any information gained for or from the files or business of Broker.

                  D.  RETURN OF EQUIPMENT/SUPPLIES

           Upon termination, all equipment (including open house signs), supplies,    

            reference material, and keys must be returned to the Office Manager.

E.   NOTIFICATION TO COMMISSIONER

The Broker shall immediately notify the Real Estate Commission, in writing, when a Salesperson terminates or is terminated.

XIV. PAYMENT OF CHARGES

Upon termination, Salespersons shall pay all charges owed to the office, if any.
OFFICE OPERATIONS HANDBOOK AGREEMENT
My signature below signifies that the Company has given me a copy of the OFFICE PROCEDURE MANUAL HANDBOOK and explained it to me.

I understand and agree that this Handbook is confidential and is for my own personal use only.  I agree not to copy, allow copies to be made, or to show or divulge all or any portion of its contract to any person not associated with the Company.

Upon my termination with the Company, I agree to return the handbook to the office in its entirety.

__________________________________________           ________________________
Agent Signature                                                                    Date

__________________________________________

Print Name

___________________________________________          ________________________
Sales Manager                                                                         Date
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