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1. INTRODUCTION AND GENERAL STATEMENT

The purpose of this manual is to present general guidelines to be followed in the day-to-day operation at The 
Company. It can never be so complete that it will cover every instance, nor can it answer every question about 
company and office procedures. In any matter not covered by this Manual, The Company will make its decisions 
based on the following:

• History and knowledge of similar experiences
• The Code of Ethics and Standards of Practice of the NATIONAL ASSOCIATION OF REALTORS®
• The by-laws, rules and regulations of your REALTOR Association and Multiple Listing Service, and the laws 

and statutes of the Florida Real Estate Commission.

From time to time, additions and revisions will be made which will be published and will become effective upon 
notification. It is the Sales Executives’ responsibility to familiarize themselves with the latest changes.

Berkshire Hathaway HomeServices Florida Properties Group is referred to in this manual as The Company 
and all real estate licensees are referred to as Sales Executive(s). The relationship of a Sales Executive to The 
Company is that of independent contractor and no employer-employee relationship exists or is to be implied 
from any title, provisions, or language used in this Recommended Guidelines and Procedures Manual.

In order for the members of a firm to pull together as a Team, it is necessary to have a guideline of operation. It 
is designed as follows:

• To promote efficiency and a harmonious relationship within The Company.
• To protect the interests of the principals in a real estate transaction as well as those of the Sales Executives 

and The Company.
• To ensure consistent practice to the public and trade.
• Maintaining a reputation as an ethical, actively progressive, successful real estate organization.
• To ensure compliance with local, state and federal laws as to Equal Opportunity in Housing and to provide 

each individual, without regard to race, color, sex, national origin or religion, with the highest level of 
competent service our Company can provide.

This Manual is the property of The Company. The Company intranet website shall have an updated copy for the 
Sales Executives to review. If printed from the intranet, any copy is to be returned to The Company immediately 
upon notice of termination or for updating. This is a confidential manual and shall not be shared with anyone 
outside The Company. If any situations arise that are not specifically covered in this Manual, the Sales Executive 
shall abide by the decision that is made by Management.

2. MISSION STATEMENT AND GUIDING PRINCIPLES

2.1 Vision and Mission Statements
Vision: To forever serve our communities by creating meaningful relationships and legendary experiences 
throughout our customer’s financial and Real Estate journeys.

Mission Statement: To be legendary.

Our Core Values: Teamwork | Integrity | Passion | Excellence

2.2 Brand Promises
Our mission is to be the T.I.P.E. of company that provides legendary service. By choosing to be a member of 
our team, you’re agreeing to carry out our brand promises in all you do. This means being committed to putting 
relationships above transactions. In order to do that, we are asking each team member to commit whole-
heartedly to our brand promises below.
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1. To make communicating with every customer a top priority at each opportunity, even when it might seem we 
have nothing new to tell them. 

2. To be their Forever Real Estate advisor even when they’re not actively buying or selling.  
3. To take full ownership over the trust they’ve placed in us and act accordingly. 
4. To never leave any doubt that we are placing their best interest above all else.
5. To truly listen to what they’re telling us so they get personalized service.
6. To walk through their journey alongside them, as their partner. 
7. To exert a level of skill, knowledge and expertise so at every interaction they feel like they’ve chosen a Real 

Estate Genius. 
8. To never put them in a position to doubt we have the highest integrity in all that we do.

2.3 Core Beliefs
Every Sales Executive with The Company must practice the highest level of business ethics. All interactions, 
inside and outside The Company, should be a reflection of the professionalism, honesty, integrity and sense of 
morality of those Sales Executives affiliated with The Company.

The Company cannot compromise its standards, ideals or values in order to obtain a customer, close a deal or 
increase personal or corporate income. Every Sales Executive with The Company must share the same ideals 
and values about what constitutes appropriate professional behavior.

The Company’s image and that of its Sales Executives, as quality providers of real estate services is critical to its 
ability to succeed.

Being a good citizen while being personally involved in the communities we serve is important to each of our 
success and the personal well-being of our Sales Executives.

The Company must think and act strategically at all times. Every action should foster success and continue to 
make a company attractive to everyone who can benefit.

3. GENERAL COMPANY POLICIES

3.1 Confidentiality of Business
The confidential nature of our business cannot be stressed strongly enough. It is most important that what each 
Sales Executive hears in their office and in the course of doing business be kept confidential. All records, files, 
documents and correspondence of The Company and its Sales Executives, as well as conversations between 
any persons with The Company, are privileged and confidential. Privileged information cannot be used to one’s 
own advantage or that of another person, firm, partnership or corporation to the detriment of The Company. This 
applies during the Sales Executive’s affiliation with The Company and anytime following termination of affiliation 
with The Company, since fiduciary responsibilities to customers extend beyond the transaction.

3.2 Sexual Harassment
The Company will not tolerate any form of sexual harassment. Sexual harassment may be overt or subtle. It 
includes behavior that is not welcome, that is personally offensive, that fails to respect the rights of others, that 
lowers morale and interferes with the effectiveness of work. Sexual harassment may take different forms. One 
specific form is a demand for sexual favors.
Other forms of harassment include:

• Verbal – Jokes of a sexual nature, sexual propositions, and threats.
• Non-verbal – Sexually suggestive objects or pictures, graphic commentaries, suggestive or insulting sounds, 

leering, whistling, obscene gestures.
• Physical – Unwanted physical contact, including touching, pinching, brushing the body, coerced sexual 

intercourse, assault.
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Whatever form it takes – verbal, non-verbal, or physical – sexual harassment is insulting and demeaning. Sexual 
harassment of any member or employee by any other member or employee will not be tolerated. All Employees 
and Sales Executives will be expected to behave accordingly and take appropriate measures to ensure that 
such conduct does not occur. Appropriate disciplinary action will be taken against anyone who engages in 
sexual harassment.

Sexual harassment does not include occasional compliments or voluntary relationships between members and 
employees.

You should report any incident of harassment, including work-related harassment by any Company personnel 
or any other person, promptly to your Supervisor or Managing Broker (or to any other member of Senior 
Management Team who is responsible for investigating the matter). Managing Brokers who receive complaints 
or who observe harassing conduct should inform the Senior Management Team or Human Resources 
immediately. The Company emphasizes that you are not required to complain first to your Supervisor if your 
Supervisor is the individual who is harassing you.

3.3 Politics
Each Sales Executive has the right to believe or not to believe in any political system, so long as it does not 
interfere with the day-to-day professional conduct of the real estate business as it relates to the office. It is 
inappropriate to discuss politics in the presence of customers or principals. It is inappropriate to utilize the office 
resources to foster particular political agendas or candidates without the consent of the owners.

3.4 Online Activity
Sales Executives at no time shall advocate or participate in any racial, ethnic, religious or gender-based 
slurs, jokes or communications, threaten or harass others or conduct or participate in any online activity or 
communication that might reflect negatively on the real estate profession, the company or another broker. 

1. Identification 
a. Sales Executives shall identify themselves in any online activity (social media, website, blog, vlog, etc.) in 
such a way that Users know the Sales Executive’s name, their status as a real estate licensee and the name 
of the brokerage with which they are affiliated.  
b.  In any posting related to the brokerage, the Sales Executive shall assure that the Sales Executive’s 
relationship to the brokerage is clear so as to avoid violation of the FTC rules. 
c. Sales Executives shall not participate in real estate related online activity of another party without 
disclosing their identity and the brokerage with which they are affiliated. 
d. Abide by and update all Berkshire Hathaway HomeServices and HomeServices Affiliate franchise 
disclosures. 

2. Sales Executive shall be responsible for compliance with all laws and regulations governing real estate 
business including fair housing, antitrust and real estate license laws and regulations. 
a. Where identification is required the same items of identification listed above shall apply or 
b. Where identification is required, at a minimum the following elements shall be disclosed (see list above 
to select)

3. Terms of Use 
a. REALTOR® is responsible for establishing the process for governance of online activity by posting terms 
of use. 
 i. Sales Executive shall use the terms of use of the brokerage; or 
 ii. Sales Executive shall create terms of use and allow them to be reviewed by broker prior to launch. 
b. The terms of use shall include: 
 i.  Users shall abide by any legal requirements related to the use of the blog/vlog and the site’s terms of 

use including specifically its privacy policy. Users shall be responsible for their conduct on site 
ii. Obtain clear authority from Users to utilize anything the User includes on the site 
iii. Prohibit the unauthorized use of third-party content or the posting of any unlawful or objectionable 
materials 
iv. Prohibit the use of the site to harass or stalk anyone 
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v. Prohibiting the posting of content which infringes on the rights of any third-party 
vi. Prohibit the posting of content which expresses a preference based upon an individual’s 
membership in a protected class 
vii. Provide a take-down policy in the event any such materials are posted to the site 
viii. Disclaim responsibility for any third-party sites linked to through the site 
ix. Generally disclaim and limit any liability arising from the content of the site whether provided by 
Sales Executive or a User 
x. Provide a privacy policy consistent with that used by the brokerage

4. Sales Executive shall not pay or provide anything of value to another party in consideration of comments 
placed on the blog. If Sales Executive does allow comments to be posted in return for consideration, the fact 
that the commenter has received compensation shall be disclosed.

5. Responsibility for Maintenance 
a. All online activity must be monitored by Sales Executive for false / defamatory / demeaning / degrading 
comments at least once per month 
b. Sales Executive is responsible for removing or clarifying any comment if the Sales Executive knows that it 
is false or misleading

6. Sales Executive is responsible for assuring that the content and operation of online activity conform to the 
standards established in the Code of Ethics

7. The Company must be notified of any offer of compensation to the Sales Executive for real estate related 
services communicated or established through the online activity

3.5 Social Media
There are hundreds of providers of social media services in which real estate Sales Executives may participate. 
The purpose of this policy is to provide guidelines intended to provide both Sales Executives and The Company 
with legal liability risk management and to protect both party’s reputation and good will in the community. The 
scope of this policy is intended to relate to use of social media in connection with the real estate business, but 
regardless of the social media service being used, when related to the real estate business the Sales Executive 
should observe these guidelines.

1. Sales Executives at no time shall advocate or participate in any racial, ethnic, political, religious or gender-
based slurs, jokes or communications, threaten or harass others or conduct or participate in any online 
activity or communication that might reflect negatively on the real estate profession, The Company, yourself 
or another broker. 

2. Sales Executives are required to read and be familiar with the policies and requirements of any site on 
which they participate and to comply with the requirements of that site. In particular, Sales Executives should 
know the privacy practices and policies of the sites. Where options are provided, the Sales Executive shall 
/ may select an option which provides a level of protection to Users of Sales Executive’s social media site 
consistent with the level of protection afforded by the brokerage at the brokerage’s web site.

3. Sales Executives should remain aware that items posted on social media sites may be forwarded or used for 
purposes other than originally intended. Sales Executives should be aware of this when making decisions as 
to what to include on their social media sites.

4. Posting of Professional Contacts/Qualifications (i.e., LinkedIn) 
a. Sales Executive is responsible for assuring that any listing of qualifications, credentials or training 
contained on the site is current, accurate and not misleading. Any changes to the foregoing shall be 
promptly revised on the site. 
b. Sales Executive shall not falsely claim association with any person or group 
c. Notwithstanding any provision herein, Sales Executive remains responsible for complying with the 
license laws and regulations governing the conduct of licensees and all applicable local, state and federal 
laws. 
d. Sales Executive is responsible for assuring that the content conforms to the standards established in the 
Code of Ethics

5. Posting of text (i.e., Facebook, Instagram, Twitter) 
a. All text shall be the Sales Executive’s own and not plagiarized or copied from another party without that 
party’s permission. This shall not prohibit the use of reasonable quotations from the writings of others or 
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writing for which the Sales Executive has received permission to use or using writings consistent with the 
practices of the site (i.e., retweeting). No content which infringes the rights of any third-party may be used. 
b. Sales Executive may write regarding the listings of other licensees within the brokerage 
c. Sales Executive may write regarding the listings of other brokerages as long as the Listing Broker is 
disclosed 
d. Sales Executive shall assure that writings do not contain unauthorized disclosures of confidential 
information of customers or REALTOR® 
e. Sales Executive is responsible for assuring that the use of the site is consistent with the Code of Ethics, 
local, state and federal laws and all applicable real estate license laws and regulations, including where 
necessary identifying Sales Executive.

6. Posting of comments to social media pages of others 
a. Any statement regarding the brokerage shall clearly disclose the Sales Executive’s relationship to the 
brokerage 
b. The Sales Executive shall disclose his/her status as a real estate professional as a part of any real estate 
related statement 
c. Sales Executive may/may not accept compensation for placing a comment on a site 
d. Sales Executive is responsible for assuring that the use of the site is consistent with the Code of Ethics, 
local, state and federal laws and all applicable real estate license laws and regulations, including where 
necessary identifying Sales Executive.

7. Posting of photos (i.e., Facebook, Instagram, MLS, blog/vlog, etc.) 
a. Sales Executive is responsible for assuring that that Sales Executive is authorized to use any photo 
posted to the site (to avoid copyright issues) 
b. Sales Executive shall secure permission to post for marketing purposes the image of another person on 
the site 
c. If an image has been materially altered in any way by Sales Executive, the fact that the image is altered 
shall be disclosed 
d. Sales Executive is responsible for assuring that the use of the site is consistent with the Code of Ethics, 
local, state and federal laws and all applicable real estate license laws and regulations, including where 
necessary identifying Sales Executive.

8. Posting of audio/video (i.e., YouTube, Facebook, TikTok, Snapchat, blog/vlog, etc.) 
a. Sales Executive is responsible for assuring that that Sales Executive is authorized to use any audio/video 
posted to the site (to avoid copyright issues) 
b. Sales Executive shall secure permission to post for marketing purposes the image of another person on 
the site 
c. If an image has been altered in any way by Sales Executive, the fact that the image is altered shall be 
disclosed 
d. Sales Executive is responsible for assuring that the use of the site is consistent with the Code of Ethics 
and all applicable real estate license laws and regulations, including where necessary identifying Sales 
Executive.

3.6 Alcohol / Illegal Drugs
Due to the nature of our business, The Company sees no reason to accept any risk to the safety of our Sales 
Executives and customers, the quality of work, and our productivity resulting from the use of alcohol, controlled 
substances or illegal drugs. Therefore, no Sales Executive will be allowed in the office or to conduct business 
while under the influence of any alcohol, controlled substance or illegal drug.

3.7 Telephone Solicitation and Do-Not-Call Policy
State and Federal law requires companies that initiate telephone sales calls to institute policies and procedures 
for maintaining a list of telephone numbers of consumers who do not wish to receive telephone solicitation calls. 
In compliance with these requirements, The Company has established the following “Do-Not-Call Policy” to be 
followed by all staff and Sales Executives.
1. The Company provides all Sales Executives and staff access to the Do-Not-Call lists thru The Company 

intranet site. Both the Federal and State Do-Not-Call lists are located on this site.
2. Before making any calls to a person that The Company or the Sales Executive does not have a prior 
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business relationship with, each telephone number shall be checked against the Do-Not-Call List. If the 
number is on the list, the Sales Executive shall not call the number. If any such call is being made to an area 
code other than 813, 727, 352, or 863, the Sales Executive shall use the Interactive Phone Search feature of 
the Federal List (http://www.donotcall.gov) to determine if the telephone number is on that list.

3. No calls should be made before 8:00 a.m. or after 9:00 p.m. of the local time for the residence being called.
4. Upon making initial contact with a person on the telephone call, the Sales Executive shall within a 

reasonable time period: 
(a) Identify themselves; 
(b) State that they are Sales Executives with The Company; 
(c) Identify the services being offered pursuant to the telephone call; and 
(d) Leave a contact number or address at which the person may contact the Sales Executive at a later time.

5. Sales Executives shall not: 
(a) Attempt to block any identifying characteristics of The Company such as name or telephone number of 
The Company from appearing on any caller identification system of any person being called; 
(b) Initiate any telephone call using an artificial or prerecorded voice to deliver any message; 
(c) Deny or interfere with a person’s request or attempt to have a telephone number placed on the Federal 
List. 
(d) Use any form of machinery in order to assist them in generating or placing such calls, including but not 
limited to auto-dialers or “predictive” dialers.

In addition to the foregoing policies, Sales Executives shall not use a telephone facsimile machine, computer or 
other device to send an unsolicited advertisement to a telephone facsimile machine. Moreover, the Federal List 
may only be used by a Sales Executive for the purposes of determining whether they are in compliance with the 
Federal Rules.

Be advised that fines for violation of telephone solicitation laws can be as much as $11,000.00! Any fines shall be 
the sole responsibility of the Sales Executive.

3.8 Agency
In the State of Florida after July 1, 2008 it is implied and understood that we will be working as Transaction 
Brokers and no paperwork for disclosure is necessary to be provided to Sellers or Buyers other than what is 
referenced in the Listing Agreement and the Buyer’s Disclosure Form. The Company and its Sales Executives 
will act as Transaction Brokers. When working with buyers, sellers, tenants and owners they should be referred 
to as “customers” not “clients”. 

3.9 Transaction Management Fee
The Company, through its Sales Executives, will collect a Transaction Management Fee of $325 from Buyers 
and/or Sellers on all transactions in which The Company participated. This fee is not considered to be part of 
the commission and as such should be issued as a separate check at the closing. Any transaction for which 
the fee is not accounted for will have that fee deducted from the Sales Executive’s portion of the commission. 
A Transaction Management Fee may or may not be charged to VA or FHA buyers. Some corporate customers 
have included this fee in their negotiations with the referral company and will not be charged a separate 
Transaction Management Fee. The Business Development Department will inform the Sales Executive at the 
time of the referral whether or not this fee is to be charged.

3.10 Legal Assistance Program
The Company provides and requires that each Sales Executive join the Legal Assistance Program (LAP) in order 
for them to be covered in the event that they or The Company should be brought into any legal action regarding 
any property they have either listed and/or sold. There is an annual fee for this coverage. 

3.11  Willful Negligence
Sales Executives who, through their willful or negligent acts, have placed The Company in a position of financial 
liability, shall be held accountable and make restitution to The Company for any loss that The Company shall incur.
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4. SALES EXECUTIVE CATEGORIES AND GUIDELINES

4.1 Single Sales Executive
Single Sales Executive is defined as an Independent Contractor working independently of any other Sales 
Executives.

• They will be credited with 100% of their Sales Units, Sales Volume and Gross Commission.
• They will be recognized for Office and Berkshire Hathaway HomeServices Awards as a Single Sales 

Executive.
• They are solely responsible for their MLS Fees, Board Dues and Legal Assistance Program fee available 

through The Company.

4.2 Single Sales Executives with Shared Transactions
Single Sales Executives with Shared Transactions is defined as at least two (2) Independent Contractors working 
independently of any other Sales Executives who occasionally combine their efforts for a transaction. This 
occasional sharing of transactions is not considered a Team.

• All Sales Units, Sales Volume and Gross Commissions resulting from this occasional sharing of transactions 
will be split according to a signed agreement between the Sales Executives, which has been approved by 
the Managing Broker.

• All Office and Berkshire Hathaway HomeServices Recognition resulting from this “partnership” will be 
awarded according to a written agreement between the Sales Executives, which has been approved by the 
Managing Broker. If no written agreement exists recognition will be divided equitably. 

• Each Sales Executive is solely responsible for their MLS Fees, Board Dues and Legal Assistance Program fee 
available through The Company.

4.3 Teams and Partnerships
This information regarding Teams is only a guide and The Company reserves the right to modify the guidelines 
on a case-by-case basis. All Team situations and arrangements are subject to management approval.

Teams and partnerships are defined as at least two (2) or more Independent Contractors regularly working 
together. Teams of two or more Sales Executives require a completed Team Agreement Form approved by 
Management. Company generated referrals will be placed with individual Team Members or the Team Leader. 
Whomever is assigned to the lead should be the person actively working the lead. Partnerships and Teams are 
treated as “one” for referrals.

A Partnership generally consists of two Sales Executives who work everything together and split the earnings 
and credit for all of their transactions. Two Sales Executives in an office may decide to join their businesses 
together to form a partnership, but may not do so to pool their earnings to obtain a higher commission split at 
the time the partnership is formed. Should a partnership decide to add members, the Team Agreement and 
guidelines below go into effect immediately.

A Team usually consists of more than two people and has a Team Leader who has other Sales Executives/
Team Members working for the Team Leader who decides how the business is to be allocated and how the 
commissions are to be divided at closing. As a guideline, Team Leader should take a minimum of a 10% override 
on all team members’ production.

No Team Leader or Team Member can recruit from the existing pool of Sales Executives who are already 
affiliated with The Company to enhance their Team. The Team Leader is responsible for recruiting their own 
Team Members who must be interviewed and approved by the Managing Broker before they are hired as a new 
Team Member. Said approval will not be unreasonably withheld.

• Teams must execute the Company Team Agreement Form and establish a Team Leader in addition to 
identifying all of the members of the Team.
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• Team Leader may not pay Team Members directly for any reason and must establish the split between the 
Team Leader and the Team Members on the Company Team. Agreement Form. Team Leader must notify The 
Company of compensation agreed to with Team Member at time of hire. 

• Sales Executives in a newly formed Team start with commission levels set by the Managing Broker.
• Approved Teams are to be a legitimate business arrangement and not solely for the purposes of combining 

production to raise commission levels and/or qualify for awards.
• Recruited Team Members’ production from a prior company will not be used toward advancement in splits.
• Team marketing must be consistent with the intent of the Team and cannot appear as though the Sales 

Executives are working as individuals. 
• Sales Recognition will be in the name of the Team Leader or Team name only.
• Only the Team Leader accrues GCI and volume.
• Team Leaders and Team Members are not eligible to receive TeamBuilder bonuses on Sales Executives they 

bring to their Team; however, they are eligible to receive TeamBuilder bonuses on anyone recruited to any of 
the branch offices that is not on a Team.

• The Team Leader is responsible for making sure that all members of the Team are in good standing with 
the company for the payment of any monies that are owed to the company and will become personally 
responsible for the payment of same if any bills extend past 90 days.

• All Sales Executives in a Team must abide by all the rules of the office and The Company’s Recommended 
Policy and Procedures Manual and shall attend all training for any Sales Executive that is newly licensed with 
The Company.

• Staff will look to the Lead Sales Executive to resolve any questions on reporting, commissions, etc.
• The Lead Sales Executive and its members will be responsible for all Team expenses and supplies.
• Team Name and operation are done so in compliance with state and federal laws and guidelines. 
• The Team Leader and any Team Members will be assigned desk at the Managing Broker‘s discretion. If a 

Team Leader has a desk there is no guarantee that all new Team Members recruited will automatically have 
a desk. 

Single Sales  
Executives

Combined  
Transactions Team

Sales Units Individual Individually Team Leader

Sales Volume Individual Individually Team Leader

GCI Individual Individually Team Leader

1099 Income Individual Individually Team Leader and Team Members

Commission Split Individual Individually Team Leader

National Awards Individual Individually Lead Sales Executive or Per 
National

Local Awards Individual Individually Team Leader/Team

Incoming Referrals Individual Individually Treated as if One Sales Executive

On Call Floor Time Individual Individually Treated as if One Sales Executive

Number of Sales Executives One Usually Two Two or More

Desk(s) Manager Discretion Manager Discretion Manager Discretion

E&O, MLS Fees, etc. Individual Paid Individually Paid Individually

Company Benefits 
 (I.e. business cards) Individual Receive Individually Varies
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4.4 Assistants – Licensed and Unlicensed
Personal Assistants will not be given personal access to any tools or technology provided by The Company. 
Assistants should utilize Sales Executive’s tools and/or technology. (Refer to the Exhibits in this manual that are 
to be used when hiring assistants, licensed or unlicensed).

a) Licensed Personal Assistants
In the event the Sales Executive engages a licensed individual to assist him/her in the performance of Real 
Estate related activities, the Licensed Personal Assistant must be licensed with The Company and must be 
interviewed and approved by the Managing Broker. There is no obligation or guarantee that a desk will be 
provided for the LPA.

Paying the Licensed Personal Assistant can be a delicate legal issue. Understand that, by law, any Licensee 
can be compensated for those duties for which a license is needed only by his/her broker. Therefore, to 
avoid violating Florida law, no Sales Executive can directly pay another Sales Executive for assistance in any 
task, which requires a real estate license. Sales Executives who wish to have a Licensed Personal Assistant 
can only directly compensate that Assistant for those tasks that an Unlicensed Personal Assistant could 
have provided either on an hourly or piecework basis, not a commission basis.

Compensation for services requiring a real estate license will be paid by The Company using a 
predetermined arrangement between the Licensed Personal Assistant, the Sales Executive and the 
Managing Broker. Before making any agreement to engage the services of a Licensed Personal Assistant, 
please consult your Managing Broker.

The Sales Executive acknowledges that The Company remains responsible for all brokerage activities of 
the Licensed Personal Assistant. The Company therefore reserves the right to take any action that it deems 
necessary to ensure compliance with the rules of The Florida Real Estate Commission and to maintain the 
integrity of The Company including termination of the individual if necessary.

The Sales Executive and their Licensed Assistant must read and sign a copy of the Licensed Personal 
Assistant Status Letter before an Assistant is engaged for the performance of Real Estate related activities.

b) Unlicensed Personal Assistants
In the event the Sales Executive engages an unlicensed individual to assist him/her, the Sales Executive 
is responsible for understanding Florida Real Estate Commission Guidelines for Unlicensed Assistants. 
This document defines the relationships between brokers, unlicensed support personnel, and brokers’ 
licensed affiliates who engage unlicensed personnel. Certain activities cannot be performed without a 
Florida Real Estate License and the Sales Executive is expected to know these guidelines and stay within 
these guidelines for work that is requested of the Unlicensed Personal Assistant. There is no obligation or 
guarantee that a desk will be provided for the UPA.

The Sales Executive acknowledges that The Company remains responsible for all brokerage activities 
of the Unlicensed Personal Assistant. The Company therefore reserves the right to take any action that 
it deems necessary to ensure compliance with the rules of The Florida Real Estate Commission and to 
maintain the integrity of The Company including termination of the individual if necessary.

5. THE SALES EXECUTIVE AS INDEPENDENT CONTRACTOR

5.1 Independent Contractor’s Agreement / Confidentiality Agreement
The goal of The Company is to provide the greatest opportunity for personal and economic satisfaction for its 
Sales Executives. Ultimately, however, our Sales Executives’ success is their own to make as, in many ways, they 
are in business for themselves and will be recognized as such. Every Sales Executive is expected to be willing to 
give of himself/herself and to educate and train himself/herself in order to gain sufficient technique, knowledge 
and experience.
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It is a condition of association with The Company that each Sales Executive enters into a contract defining both 
status and obligation as an Independent Contractor and agreeing to Confidential Non‐Disclosure. Each Sales 
Executive and Broker shall maintain one Copy of this contract.

5.2 Independent Contractor Status
In order to maintain Independent Contractor status, the following items are both understood and followed in 
day-to-day operations:

• Sales Executives pay all their own dues.
• Sales Executives are responsible for any and all marketing, shipping, office supplies, and business expenses. 
• Sales Executives pay auto expenses without compensation from The Company.
• Sales Executives pay their own entertainment expenses without reimbursement.
• Sales Executives are not required to maintain a specific schedule, nor forced to attend meetings.
• Sales Executives are not required to meet mandatory quotas.
• Each Sales Executive shall decide individually when to take vacations.
• Sales Executives pay their own income tax and FICA.
• Sales Executives receive no minimum salary or sick pay.
• Either party may terminate this association at any time upon notice.
• This Recommended Guidelines and Procedures Manual is advisory only.
• Sales Executives are not required to join training programs or group programs.

6. SALES EXECUTIVE RESPONSIBILITIES

6.1 Guiding Principles for All Sales Executives
All Company Sales Executives, regardless of their association with other Company Sales Executives, are subject 
to the same standards and requirements. These are specifically outlined in this manual. It is the responsibility of 
every Company Sales Executive to familiarize themselves with the information contained in this manual.

• The Managing Broker will terminate all Sales Executives according to Company policy.
• Sales Executives are responsible for their Continuing Education.
• Sales Executives will individually receive Company Orientation and Training.
• Sales Executives will receive a key to the office. This key must be returned upon termination. Any failure to 

do so will result in a $250 charge to the Terminated Sales Executive.
• Sales Executives will receive training on the proper use of office phones, copiers, fax machines, codes, 

e-mail access, web site access and computers.
• Sales Executives are encouraged to attend Office Business Meetings.
• Sales Executives must abide by all the rules of their office and of The Company Recommended Guidelines 

and Procedures Manual.
• Desk Assignments will be at the Managing Brokers’ discretion.
• 1099’s will be issued by The Company’s Accounting Department in January of each year.

6.2 Requirements Prior to Starting Real Estate Activities
All new Sales Executives of The Company must satisfactorily complete all of the following prior to engaging in 
real estate activities:

• Each Sales Executive shall be licensed by the State of Florida. They will maintain an active real estate license 
complying with all educational requirements and shall furnish The Company with proof of same.

• Each Sales Executive shall promptly apply for and maintain membership in the appropriate Board of 
REALTORS®. He/she shall remain a member in good standing.

• Each Sales Executive shall be thoroughly familiar with this Recommended Guidelines and Procedures 
Manual and all office procedures stated in the Office Procedure Manual.

• Each Sales Executive should participate in The Company training program as training is essential for 
success.
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• Each Sales Executive shall execute an Independent Contractor Contract, which defines obligations of both 
Sales Executives and The Company.

• Every Sales Executive shall be trained on how to complete Purchase Agreements, listing contracts, Multiple 
Listing Service profile sheets, referral forms and other commonly used documents. The Managing Broker 
will closely scrutinize each of these for accuracy. If the Managing Broker is not satisfied with these contracts, 
they may request they be redone until satisfactory.

• Each Sales Executive shall be fully aware of all Interpretations of The Code of Ethics and Standards of 
Practice as published by the NATIONAL ASSOCIATION OF REALTORS®.

6.3 Automobile Insurance
Each Sales Executive should consider analyzing their auto insurance coverage to reflect the business use of 
their auto. It is recommended that Sales Executives carry a combined single limit automobile liability insurance 
policy in the amount of $500,000.for each occurrence.

6.4 Temporary Absence by Sales Executives – See “Away from the Office”
Although Sales Executives will need to leave town for business or personal reasons, our customers should not 
experience a reduction in service during this period. The Managing Broker should not be expected to, and will 
not, assume the workload.

It is suggested that during a Sales Executive’s absence that all of their business activities be assigned to a 
SPECIFIC person and that the office administrator and/or Managing Broker be advised of same. The Sales 
Executive and the assignee are responsible for determining the compensation structure between them. All 
agreements between Sales Executives should be in writing and a copy given to the Managing Broker prior to the 
Sales Executive’s departure. A suggested form for handling this is shown in this manual under Exhibits. If a Sales 
Executive fails to make arrangements for handling his/her responsibilities, the Managing Broker may request a 
different Sales Executive to handle, in which case a referral or equivalent fee will be paid to the assigned Sales 
Executive.

The absent Sales Executive must also provide the assignee with any additional information needed to conduct 
business in the Sales Executive’s absence, including names and phone numbers of Buyers, Sellers, title 
companies, mortgage companies, attorneys, and other affiliates. The office should have a telephone number 
where the absent Sales Executive can be reached in case of an emergency. The Company files must always 
remain in the office when a Sales Executive is absent.

6.5 Personal Image
The Company takes great pride in presenting a successful image. That pride must be expressed each day 
through the way you dress and carry yourself. It also means avoiding behavior and language that can distract 
customers and coworkers, or make them uncomfortable.

Men’s and women’s attire should reflect the highest standards of business attire and should reflect a business 
image. Casual attire such as shorts, flip flops, and sports clothing in general will be avoided except for project or 
lifestyle sales circumstances.

Driving habits are important and will affect your image. Be a relaxed, careful driver. Plan your trip to and from 
properties prior to showings.

For more information regarding the importance that dress has on successful sales activities, there are a number 
of books on the subject available at most libraries, booksellers, and online.

6.6 Taxes on Sales Executive’s Income
As an Independent Contractor, the Sales Executive is responsible for taxes levied against his/her earned income. 
The Company will pay the Sales Executive the full amount of all commissions due, with no withholding for 
Federal, State, or local income taxes (as applicable). The Company will not be responsible for the payment of 
FICA (Federal Insurance Contributions Act – Social Security), F.U.T.A. (Federal Unemployment Tax Act) or other 
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charges with respect to the Sales Executive’s earned income. It is recommended that Sales Executives seek the 
counsel of a reputable tax advisor.

6.7 Additional Expenses
During the course of conducting real estate business, the Sales Executive will have expenses that cannot or will 
not be paid by The Company. Those items include, but are not limited to the following:
 
REALTOR® Dues Key Boxes and Key Box 

Keypads
Personal Office Supplies Health, Life and Disability

Insurance
Multiple Listing Service® 
Fees

Cell Phones Personal Sales and Listing
Tools

Specialty Advertising 
(items and ads)

E and O Insurance Automobile Expenses Personalized Sign Riders Computer Software / 
Hardware

Non-Company Supported 
Personalized Web pages

Property Lead Generation

 
 
6.8 Sales Executives Duties to the Public
To abide by the golden rule. 
To act in good faith. 
To disclose material facts. 
To use best judgement. 
To obtain best possible price for customer. 

To keep informed. 
To have highest moral character in all dealings. 
To ask for help and assistance when needed. 
To always put forth best possible effort for customer. 
To use discretion and confidentiality. 

6.9 Transferring Between Offices
A large benefit of our company is the multiple offices. Sales Executives are encouraged to work at the office that 
is most conducive to their growth. When a Sales Executive transfers from one Company office to another they 
may take their listings with them to the new office. 

6.10 Termination
When a Sales Executive terminates their affiliation with The Company, the Sales Executive must complete 
a “Termination Form” along with any other documents required by the Florida Real Estate Commission. The 
Managing Broker may conduct an exit interview if deemed necessary by either party.

a) Assignment of Listings
Listings are contracts between The Company and the Seller. Upon termination, the listings brought in by the 
departing Sales Executive, are reassigned to another Sales Executive to service and sell. The departing Sales 
Executive may not assign or promise these listings to another Sales Executive. Additionally, no commission or 
referral fee is paid to the departing Sales Executive unless that Sales Executive is affiliating with Tropical Realty 
Referrals, Inc. Departing Sales Executives are also reminded that it is a violation of NAR’s Code of Ethics and 
Standards of Practice to contact a Seller about his/her listing once departed.

b) Commission on Company Listings
When a Sales Executive is the listing Sales Executive for a property that sells subsequent to the Sales 
Executive’s termination of affiliation with The Company, he/she is not entitled to a commission from the sale of 
the subject property.

c) Commission on Pending Transactions
In the event a Sales Executive terminates his/her affiliation with The Company prior to the close of any pending 
transactions, the commission split to the Sales Executive is 50% of the Gross Commission Income. Sales 
Executive ledger credits will not be valid upon termination.
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d) Return of Company Related Property and Materials
Upon termination, the Sales Executive shall immediately return all company related property and materials to 
their Managing Broker. Any company materials furnished for the purpose of obtaining and selling real estate 
are the sole property of the Company and are to be returned upon termination. Office property includes signs, 
prospect cards, copies of all agreements, this Recommended Guidelines and Procedures Manual, systems, 
technology, related software and whatever personal property purchased by The Company in the possession 
of the Sales Executive. Listing and Purchase contract copies shall also remain with the office. Any failure to 
promptly return Company property shall be dealt with as a breach of trust or larceny as appropriate.

7. OFFICE PROCEDURES AND OPERATIONS

7.1 Office Records
Office records are the sole property of The Company. Under no circumstance is it acceptable for a Sales 
Executive to read/view the accounting files or other administrative records without prior consent of the 
Managing Broker.

7.2 Listings / Sales Broker Files
Any office files containing records and documents pertaining to sale and listing transactions are the property of 
The Company. The law requires the Managing Broker to maintain original records regarding each transaction for 
a minimum of five years. Should a Sales Executive need information from a file, he/she may make photocopies 
of the needed information but is not to remove the original file from the office under any circumstance. If a Sales 
Executive wants to maintain their own file on a transaction it is their responsibility to be sure that the Office 
file is kept up-to-date at all times. Should a legal matter arise on a transaction and the office file is missing any 
required or pertinent documents the Sales Executive’s E&O coverage could be negated. The Sales Executive 
must understand that in the event he/she is unable to work for a period of time, someone else may need to fulfill 
his/her responsibilities, and all information must be available to the substitute Sales Executive.

Taking the original of any document is larceny. Photocopying materials and removing them from the office is 
evidence of bad faith. Either occasion may warrant prosecution by The Company.

7.3 Office Conduct
Your Managing Broker recognizes that positive, comfortable working conditions will directly influence the 
productivity of each Sales Executive; therefore, it has been the policy to maintain a comfortable, well-equipped 
real estate brokerage. Please use these resources wisely. While it is the intent of your Managing Broker to 
maintain a comfortable working environment. 

7.4 Office Hours
Office hours are generally 8:30 AM to 5:30 PM Monday through Friday; however, certain locations may require a 
variation of this schedule.

7.5 Business Meetings / Training Sessions
The Company conducts business meetings/training sessions regularly for the benefit of the Sales Executives. 
Attendance at sales meetings and participation in training sessions is strongly encouraged and the Sales 
Executive is requested to manage their schedule to avoid conflicting appointments. Meeting topics will include 
education, business updates, current market information, and discussion of industry trends. Additionally, 
sales meetings provide information to make the Sales Executive aware of Company policy, changes in office 
procedures and discussion of internal issues.

7.6 Listing / Selling Out of One’s Specialty (Area of Expertise)
It is The Company’s philosophy that the customer is best served by specializing in residential sales, commercial 
sales, residential asset management or commercial property management. The most common scenario to take 
place regarding listing/selling out of one’s specialty is for a residential Sales Executive to sell a commercial 
property or a commercial Sales Executive to sell a residential property. The Company recognizes that in the 
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course of business this occurs. The Company prefers to have the Sales Executive refer the business to a Sales 
Executive that specializes in that area. A Sales Executive who wishes to pursue more than one type of business 
should consult with their Managing Broker.

7.7 “Farm” Areas
Effective prospecting can be accomplished by marketing to a specific geographic area or neighborhood or to 
a demographic group called a “farm”. Regular, meaningful contact is the best approach to prospecting a farm 
area. While farm areas are not protected, it does not make much sense to market an area where a Company 
Sales Executive is already effective. Additionally, it will do nothing to endear you to your fellow Team Members. 
Therefore, doubling up on farm areas is discouraged.

7.8 Business Postage
Postage is provided by The Company for listing maintenance and listing/sales contracts. As a general rule 
postage for ‘Just Listed’, ‘Just Sold’, general outreach, soliciting or marketing is not provided by The Company 
and is a responsibility of the Sales Executive.

7.9 Postcard Program
From time-to-time The Company will run special post card marketing campaigns for Sales Executives to use 
to promote their listings and/or sales using select companies. The Company offers a postcard program with 
subsidies that are based on the number of post cards mailed.

7.10 Overnight Delivery
If necessary The Company will provide for overnight delivery of listings and contracts via a prearranged national 
express delivery company for delivery that is outside the effective service area of Tampa Bay. All other overnight 
mail is at Sales Executive’s expense.

7.11 For Sale Signs
A designated number of sign panels and stands will be ordered and supplied to the Sales Executive upon 
affiliation. After the initial order, it is the Sales Executive’s responsibility to pay for any additional signage. 
Specialty signs, such as riders, open house, and directional signs, are the Sales Executive’s responsibility. The 
Company will supply Company branded sign panel and post installation for qualifying luxury properties at 
no additional expense to the Sales Executive. If HOA has sign requirements, a generic Company sign can be 
provided with Market President approval. All signs must meet brand guidelines. 

7.12 Business Cards
Sales Executives are responsible for purchasing business cards through a company approved vendor. See 
Branch Administrator for sources and discounts.

7.13 Photography
Professional photography is an essential element to effective marketing. All Sales Executives are encouraged 
to hire a professional photographer to support their marketing efforts. Individual Sales Executives and/or staff 
should not condone or hire any third-party photographer without verifying proper and appropriate licensure.

7.14 Advertising
Sales Executive is responsible for any cost associated with personal or property advertisement. All 
advertisements must meet brand guidelines and be compliant with any applicable laws. 

7.15 Office Equipment
The Company will provide office equipment for business use only. All equipment is to be used according to the 
office policies. Copiers are not intended to be used as printers. Any excessive amount of copying is to be taken 
to a print shop.
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7.16 Ordering Work for Buyers and Sellers and Vendor Recommendations
Sales Executives have no authority to order work or services either in the name of The Company or in the name 
of the customer. Often, any warranty that might be associated with the repair is not transferable to anyone other 
than who ordered and paid for the work. The best procedure is to provide your customer with a list of reputable 
vendors, if asked, and ask your customer to personally contract for the repairs or service. In addition to any 
vendors that the Sales Executive may supply to a customer, Company Core Services vendors will be offered to 
the customer as well.

8. TEAMBUILDER AND BENEFITS SOLUTIONS 401K PROGRAM

8.1 How TeamBuilder Works
When a Company Sales Executive has a relationship with a professional from another company that they 
think would benefit from affiliation with The Company, they can register that TeamBuilder candidate with their 
manager and then assist in setting an appointment with the candidate. If that candidate affiliates with The 
Company, the Sales Executive will be rewarded by earning 1.5% of the recruited Sales Executive’s closed GCI as 
long as they are with The Company. All payments will be made after the close of each quarter.

Sales Executives who are eligible to receive TeamBuilder will not earn any revenue in the event the recruitee 
joins a team.

9. ESCROW

9.1 Deposits into Escrow Accounts
The Company encourages our Sales Executives to deposit escrow with the Title Company elected to close 
the transaction. However, The Company holds escrow monies for our buyers so that in the event of an escrow 
dispute we have the option of requesting an EDO (Escrow Disbursement Order) which involves no cost. Only 
real estate brokers have the EDO option. Title companies and attorneys do not as they frequently elect to file an 
interpleader. We do not hold escrow monies for other real estate company’s buyers.

Any deposit on real estate must be immediately given to The Company or the escrow holder to be deposited, 
according to the Florida Real Estate Commission.

It is unacceptable to take a post-dated check unless noted on the Purchase Agreement and/or to assure a 
prospect that a check will not be immediately deposited. We comply with the spirit and letter of the law with all 
the requirements of the FREC.

Please remind the customer that no refund may be made until their funds clear the bank. If an escrow check is 
sent through the mail the envelope should be kept in the file to show that we have complied with receipt and 
deposit rules.

9.2 Release of Escrow Funds
No funds shall be released from escrow unless they have cleared their host banks. No funds shall be released 
after a Purchase Agreement has been accepted by both parties without the signatures of both the buyer 
and seller. The Company uses the escrow release form that is contained in the Forms Program, “Release and 
Cancellation of Contract for Sale and Purchase” (RC-3). The FAR form may also be used.

If there is no agreement regarding the release of escrowed funds, the broker is to be notified immediately as 
the Florida Real Estate commission must be notified, in writing, within 15 working days of conflicting demands on 
trust money.

Trust money is sacred, and will be treated as such. In the event of an escrow dispute, implied or actual, the 
Managing Broker is to be immediately notified so that he/she can notify the Florida Real Estate commission, as 
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required by Chapter 475, F.S., and assist in the satisfactory resolution of that dispute.

9.3 Third-Party Escrow
The Company will not hold escrow where another company represents the buyer. All Sales Executives are to 
notify their Managing Brokers, immediately, if this situation occurs. There will be no exception to this policy 
unless management gives express approval prior to the event.

If escrow is provided by a 3rd party on behalf of a Buyer and the contract fails with the escrow being released by 
the Seller, the escrow money will be returned to the Buyer noted on the contract, NOT to the party who provided 
the funds unless language in the contract specifies that the money is to be returned to the 3rd party.

10. WORKING WITH SELLERS

10.1 Ethics
Although a Sales Executive may legally list property for sale anywhere in the state as authorized by their license, 
solicitation of sellers and listing activity should be limited based on the ability of The Company and its Sales 
Executives to perform adequate and efficient service to those entrusting them with their properties.

10.2 Types of Listings
Exclusive Right of Sale: All properties listed with The Company will be listed with an Exclusive Right of Sale 
listing agreement. Sales Executives are authorized by The Company to sign our Exclusive Right of Sale contract. 
This authorization can be revoked at any time. 

Listings with Exclusions: These are listings with side agreements which allow Sellers to procure buyers for a 
reduced commission for a limited period of time or to exclude certain parties with whom the Seller has had 
previous contact, or corporate exclusions at any time with no fee due. The Corporate exclusion is an example of 
this type of listing. These exclusions require approval of the Managing Broker.

Open Listings and Exclusive Agency Listings are not Company authorized listing agreements.

10.3 Duration of Listings
All listings should have a minimum duration of 180 calendar days when possible in order to give the Sales 
Executive adequate time to market the property.

10.4 Listing Procedures
Studies show that more listings are obtained when the Sales Executive uses a Listing Presentation System 
on appointments. It can be personalized with the Sales Executive’s individual profile, customer testimonials 
and other information. Sales Executives are encouraged to use the Listing Presentation System on all listing 
appointments.

The office must have the documents for each listing within 24 hours of execution of the Seller. Each listing 
must be maintained by the office. Each Sales Executive is responsible for completing all of the required 
documentation that is outlined on the most current Checklist for Listings and Sales Form at the time the listing 
is taken. Only Company forms are to be used to comply with The Company listing requirements. Listings should 
also be completed in accordance with the rules and regulations of the governing multi-list and the local real 
estate board.

Sales Executives are responsible to provide a copy of the listing agreement and MLS printout in addition to any 
other pertinent information.

10.5 Property Disclosure Statement
Before any listing for residential property is accepted, the seller must complete a Sellers Property Disclosure 



17

Statement. It is helpful to explain to the seller why The Company has instituted this procedure, emphasizing 
that it will help to protect the seller as well as the real estate Sales Executive from future claims by a Buyer. If 
the Seller has no personal knowledge of the property condition (i.e. an estate sale), there is a separate form to 
cover these circumstances. When an offer is obtained on the property the seller should update the disclosure 
in the area indicated on the form in case anything has changed from the time of listing to the time of sale. This 
disclosure form must be presented to a Buyer, be signed by the Buyer and a copy must be kept in The Company 
file as evidence that the Buyer was made aware of all of the information. This document is for disclosure 
purposes and is not to become a part of the contract.

10.6 Servicing Responsibilities
The Seller deserves to be kept informed of all events regarding their listing during the listing period. The listing 
Sales Executive should establish a standard for regular communication with the Seller and should keep a log of 
all communications, advertising, etc.

The listing Sales Executive is responsible for arranging all advertising, tours, signs, lock boxes, open houses and 
all other functions normally connected with the professional marketing of real estate and must keep the Seller 
advised on all activities.

The listing Sales Executive is responsible for the presentation and negotiation of all offers obtained from a 
Company Sales Executive or from cooperating brokers. The listing Sales Executive controls the presentation and 
is obligated to make immediate contact with the Seller.

10.7 Open Houses
The Company strongly encourages Sales Executives to hold open houses. Prospect development and listing 
servicing are actively accomplished by this activity. A Sales Executive should learn the steps to having a 
successful open house and follow those each time an open house is scheduled. Security of the property and the 
Sales Executive is paramount and Sales Executives should never let guests wander through an open house by 
themselves.

a) Parties Authorized to Hold Open Houses
Property showings, open houses and/or any other event which provides an opportunity for open access to any 
customer’s property may only be conducted by an authorized Company management representative, Sales 
Executive, Managing Broker, property manager, company employee or authorized third-party. Anyone other than 
those just stated who hold an open house should have management approval in addition to the approval of the 
property owner. The Legal Assistance Program does not provide protection for claims or damages involving or 
arising from any unauthorized third-party actions

10.8 Cancellation of Listing
Anytime an owner wants to withdraw their listing the Sales Executive must explain to them that it is not our policy 
to allow a listing to be withdrawn without cause. The Sales Executive needs to determine what has caused the 
Seller to make this request and should then discuss it with their Managing Broker. The Seller must not be led to 
believe that we will automatically withdraw their listing. Cancellation may be granted upon review of the Seller’s 
reason for withdrawal, the Sales Executive’s service level, legal consequences and expenses incurred by the 
Sales Executive and The Company at the time of the request. The final decision will be made by the Managing 
Broker.

11. WORKING WITH BUYERS

11.1 Ethics
Sales Executives are encouraged to prospect for Buyers just as they do for Sellers. It is important to stay within 
the standards of practice as set out by the Realtors Code of Ethics and the Florida Real Estate Commission 
regulations.
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When pursuing a Buyer it is always advisable to inquire if they are working with another Sales Executive prior to 
spending your time and efforts without an opportunity to receive compensation for your services. In the event 
you learn that they have an established working relationship with another Berkshire Hathaway HomeServices 
Florida Properties Group Sales Executive you should complement them on their choice. If they continue to 
solicit your services you should discuss the matter with your Managing Broker and the other Sales Executive 
prior to proceeding. These same guidelines apply with regard to a Seller of property listing through a Berkshire 
Hathaway HomeServices Florida Properties Group Sales Executive who is seeking to purchase property and 
comes in contact with another Berkshire Hathaway HomeServices Florida Properties Group Sales Executive.

Buyers expect as much information as possible about the home purchasing process. Buyer Presentations can 
be personalized with your individual profile and customer testimonials. Sales Executives are encouraged to use 
these with each Buyer.

11.2 Proper Contract Procedures
Only sales contracts and related forms approved by The Company may be used to prepare and present an 
offer to purchase. All documents that are required and outlined on the Listing and Sales Checklist Form are to 
be maintained by The Company. All copies of deposit receipts, purchase agreements, leases (whether ratified 
or not) are to be maintained by The Company for a period of seven years following the date of negotiation. No 
copies of checks are to be maintained in a Sales Executive’s file.

All contact with an owner by the selling Sales Executive is to be made through or with the specific knowledge 
of the listing Sales Executive, including the presentation of an offer. All offers must be in writing and each 
paragraph of the contract should be explained. The sales contract is a legal document and should be completed 
with that in mind.

When selling a property listed by another brokerage, use standard FAR contract forms. It is the responsibility of 
the listing brokerage to submit any offer to the Seller. It is acceptable for a Sales Executive to be present when 
their offer is presented to the Seller if the listing broker agrees.

The Buyer should always be presented with information on the Home Warranty and sign either a waiver or 
acceptance unless the Seller is providing same. The Seller’s Disclosure Statement must be presented to the 
Buyer and signed by the Buyer either before or at the time the contract is written or receipt and approval of the 
document becomes a contingency of the contract.

A valid contract must have all of the documents signed by all parties. Initials by all parties are required to show 
agreement with any and all changes that a Seller or Buyer has made to the contract. Under no circumstances 
shall a Sales Executive authorize or indicate an approval on a change of the contract even if verbally directed to 
do so.

11.3 Verbal Offers
Verbal offers must be submitted. Chapter 475, F.S., is very explicit regarding this issue. Although the seller may 
request a written offer (which is more likely to prevail) any verbal offer must be promptly submitted. Only the 
principal has the right to demand a written offer even though the verbal offer is probably not enforceable.

11.4 Simultaneous Offers
It is inevitable that simultaneous offers will be received for the same parcel of real estate. In that event, all offers 
tendered (oral or written) will be immediately submitted to the seller.

No Sales Executives involved shall take unfair advantage of the situation by informing his purchaser of any of the 
details of their offer. It is also inappropriate to make any price suggestions about a counter-offer.

Do not divulge any information to prospective purchasers. Seek advice if needed. Tread carefully.
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It is inevitable that only one buyer will negotiate an acceptable contract with a seller. A sense of fair play is 
absolutely necessary and the Code of Ethics must be strictly enforced. It is not difficult to be honest when the 
outcome of the situation will be in your favor. A test of honesty will occur when a Sales Executive must make a 
decision knowing that his/her purchaser may not ultimately execute an accepted contract. Honesty is essential 
in all phases of the real estate business.

11.5 Liquidated Damages
It is the policy of The Company to avoid liquidated damages whenever possible. We must rely on our income 
from the successful closing of real estate transactions, not liquidated damages. Some Purchase Agreements 
indicate that The Company has the right to retain all deposit monies (not to exceed the amount of the 
commission) in case of a contract breached by a purchaser. If this situation should arise, the liquidated damages 
will be distributed according to the Sales Executive’s commission split. The Managing Broker will make the final 
decision regarding liquidated damages after consultation with any Sales Executives involved.

11.6 Voiding Contracts
The Managing Broker must be notified immediately when a contract is in danger of failing to close. The 
Managing Broker may be able to salvage the transaction through his/her expertise and knowledge. If the 
contract cannot be salvaged, signatures must be obtained from all parties to the contract on a Cancellation of 
Contract and Release of Escrow Agreement. Additionally, the brokers to the transaction must sign the release. 
The agreement is submitted to The Company for processing.

12. ANTI-TRUST

The commission rates of The Company are based upon the cost of services we provide, the value of these 
services to our customers, and competitive market conditions. Our commission rates are not determined by 
agreement with, recommendation by, or suggestion from any person not a party to a listing agreement with The 
Company. Sales Executives affiliated with The Company shall not participate in any discussion with any person 
affiliated with or employed by any other real estate firm concerning the commission rates charged by this firm, or 
any other real estate firm in our community. When soliciting a listing, or negotiating a listing agreement, no Sales 
Executive shall make any reference to a “prevailing” commission level in the community, the “going rate”, or any 
other words or phrases that suggest that commission rates are uniform or “standard” within our marketing area.

The amount of “commission split” offered by The Company to Cooperating Brokers is determined by the level 
of service we can expect a cooperating office to perform, and the amount of compensation necessary to induce 
cooperation under prevailing market conditions. Cooperating Broker compensation, or commission splits, are 
not intended, and may not be used, to induce or compel any other real estate firm in our marketing area to raise 
or lower the commission they charge to their customers. The Company retains the right and discretion to modify 
cooperating compensation offered to other brokers through any listing agreement and/or multiple listing service. 
This may include, but not be limited to, a reduction in cooperating compensation to any other broker that is 
consistent with what the other broker offers as cooperating compensation through any multiple listing service on 
its own listings.

When soliciting or negotiating a listing agreement, no Company Sales Executive shall disparage the business 
practices of any other real estate firm, nor suggest that this office, or any other office, will not cooperate with any 
other real estate firm. Listing presentations shall focus exclusively upon the level of service and professionalism 
provided by The Company; the results we have achieved for other customers; and the value. The customers 
should be invited, and encouraged, to compare the value of our services to those of any other real estate firm 
in our market area. Likewise, any Sales Executive that is invited by a potential customer to compare our services 
with those of any other real estate firm should do so by emphasizing the nature and quality of the services we 
provide. Whenever a Sales Executive is unsure about the proper way to respond to the concerns of an actual or 
potential customer, or whenever a Sales Executive has been present during an unauthorized discussion of fees 
or commissions, he/she should contact his/her Managing Broker immediately.
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13. SALES EXECUTIVE’S COMPENSATION

The Sales Executive is an independent contractor and is compensated by The Company on a commission basis 
exclusively. The Sales Executive is paid at the successful completion and funding of a transaction in which a 
commission is earned. The Sales Executive is paid in accordance with the applicable commission schedule, 
which varies depending on the source of business and type of transaction. In the event that payment of a 
portion of the commission due The Company is deferred to a future date, the Sales Executive’s share of the 
commission is paid to them when it is collected. Any fees connected with collection of the commission will be 
deducted from the Sales Executive’s share.

13.1 Commission Schedule / Compensation Agreement
The Company is pleased to offer a commission structure to their Sales Executives that rewards sale and listing 
production. There are Commission Schedule Addendums that cover many exceptions to our main Commission 
Schedules, however there will be instances that are not covered. Examples of those exceptions are REO 
Commission Schedule, Commercial Commission Schedule, Referral Payout Schedule, Property Management 
Commission Schedule, and our Preferred Builder Partner program.

13.2 Payment of Commission
Commissions will be paid to Sales Executives as soon as it is practical after The Company has received the 
gross commission. Every effort is made to distribute the Sales Executive’s commission check in a timely manner.

13.3 Full Commission Sales (No Company Dollar)
If a Sales Executive earns a commission on a BPO or Rental Assistance that is $100 or less, they will be entitled 
to the full amount of the commission, after payment of the Berkshire Hathaway HomeServices Franchise Fee.

13.4 Franchise Royalty / Marketing / Administration Fee
A six percent (6%) Fee for Franchise Royalty/Marketing/Administration will be deducted from the Sales 
Executive’s portion of their commission.

13.5 Disclosure of All Consideration
The Sales Executive understands that charging or accepting any valuable consideration including, but not 
limited to, commissions, rebates, gifts, prizes or direct profit of any kind from a real estate transaction must be 
disclosed to all parties to the transaction. This must be done in writing, in either the purchase agreement or in 
an addendum to the purchase agreement, and signed by all parties to the transaction. Additionally, any payment 
other than a standard commission payment must have the prior approval of the Managing Broker. The Sales 
Executive understands that all commissions or other valuable consideration paid by anyone from a real estate 
transaction is paid directly to The Company. Payment made directly to the Sales Executive is unlawful.

13.6 Costs after Closing
The Company does everything possible to see that no costs are incurred after a transaction has closed. If a cost 
is incurred after closing and the Sales Executive is responsible, that Sales Executive is responsible for 100% of 
the after-closing costs. If the responsibility cannot be accurately determined, then the costs are divided into a 
ratio commensurate with commission received.

13.7 Bonus Programs and Awards
From time to time, The Company will participate in Bonus Programs. It must be stressed that these Bonus 
Programs are designed for self-challenge, not direct competition against colleagues. The dollar amount of the 
award is bonus commission, and will be added to Internal Revenue Service (IRS) reporting form 1099, which a 
Sales Executive receives at the end of the taxable year. This amount reflects commission income.

13.8 Recruiting Bonuses
Sales Executives can earn bonuses when they help recruit other Sales Executives to work for The Company. See 
TeamBuilder information in Section 8.
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14. PURCHASE / SALE OF SALES EXECUTIVE’S PERSONAL REAL ESTATE

The Company encourages Sales Executives to buy, sell, and invest in all forms of real estate, either as 
individuals or as members of a syndicate. Any real estate bought or sold by a Sales Executive of The Company 
must be processed through The Company. Since the Managing Broker is liable, by law, for all the Sales 
Executive’s transactions, the Managing Broker must be aware of all activity when a Sales Executive purchases 
or sells for their own portfolio. All documents must be uploaded to The Company’s transaction management 
system. Violation is grounds for termination.

• In the event Sales Executive desires to sell their existing property, it is strongly encouraged that they list the 
home with another Sales Executive currently affiliated with The Company rather than listing it themselves. 
This reduces risk and allows a neutral third-party to facilitate the transaction. 

• In all transactions involving the Sales Executive as a principal there must be a clause in the sales contract 
disclosing this fact. The purchase agreement must state that the Sales Executive is a licensed real estate 
Sales Executive in the State of Florida, and further, the property is being purchased for their personal 
portfolio.

• In all transactions involving the Sales Executive as a principal that are not on the sale or purchase of their 
homesteaded property, there will be a discount to the Sales Executive of 50% of The Company dollar on 
the appropriate side. Note that the commission paid to Sales Executive counts towards commission level 
earnings. The discount paid does not.

• When a Sales Executive sells or purchases their primary residence, which is or will be homesteaded, they 
can do so without paying a commission. The total commission discount to the Sales Executive will be 
capped at fifteen thousand dollars ($15,000.00) per calendar year. This waiver shall be granted ONLY on 
the applicable side of (purchase or sale) of the transaction, not on both sides of the same transaction. A 
maximum of two units per calendar year can be taken: one sale and one purchase. The Sales Executive must 
have three properties sold, closed and funded through The Company prior to taking advantage of the waiver 
option on a sale of this type.

• The Sales Executive is awarded a unit and sales volume on the sale or purchase of their primary residence 
on commission waived transactions.

• Sales Executives wishing to sell their personal properties must list their property with MLS at The Company’s 
standard commission rate per this manual.

• Sales Executives placing their personal properties on the market “For Sale by Owner” are inconsistent with 
the spirit of our service and are not permitted.

• In order for the Sales Executive to receive legal coverage on the purchase or sale of their homesteaded 
residence they must include the supplement to the Real Estate Purchase Agreement required by The 
Company’s E&O Carrier.

IRS has ruled that a 1099 should be issued for the full amount of the commission that would have been earned 
by The Company (Sales Executive’s and company dollar). It is not an acceptable practice for any Sales Executive 
to attempt to waive a commission on the purchase or sale of any personally owned property.

15. COMPLAINTS

15.1 From the Public
Customer experience is paramount. The only commodity that this Company has to sell is service. Our company 
cannot operate profitably if its representatives are the objects of complaints by either principals or customers.

The following procedure shall be adhered to regarding complaints: Upon receiving a complaint from either 
a customer or principal, the Managing Broker will discuss the issue with the Sales Executives involved and 
determine whether the complaint is justified or unjustified. If the complaint is valid, the offending Sales Executive 
may be placed on probation insofar as the complaining customer or principal is concerned and will be expected 
to handle this person without further incident. Management does not anticipate having to go beyond this point.
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If a principal or customer makes a second complaint they will be assigned another Sales Executive, by the 
Managing Broker. The only way to avoid becoming involved with this type of issue is to provide the kind of 
service to every customer or principal that you would like to receive from them.

15.2 Disputes between Sales Executives
Sales Executives will occasionally have a disagreement or misunderstanding regarding customers or 
commissions. This is to be expected. If handled promptly and fairly there will be a settlement to the satisfaction 
of all parties concerned.

If the Sales Executives are unable to come to an agreement to resolve the dispute, they will meet with the 
Managing Broker and explain the situation, so that the Managing Broker may resolve it. If this does not resolve 
the issue then the matter in dispute will be presented to the Senior Management Team for arbitration.

The Company arbitration resolution procedures are as follows:
1. Obtain complete copies of all property related information, i.e. listing agreement, purchase agreement, and 

any disclosures. Information to be provided by the Managing Broker.
2. Sales Executives are to provide a written summary of events outlining their position on the issue in question 

along with any other documentation they wish to provide.
3. Documents from Managing Broker and Sales Executives are to be sent to the Executive Assistant at the 

Home Office for collection of all documents.
4. Management panel will have 5 business days to review all supporting documents and set a date to interview 

the Sales Executives involved.
5. Management will do a final review after meeting with the Sales Executives and may provide in writing to the 

Sales Executives the final ruling and resolution within 48 business hours.

Sales Executives will sign an Arbitration Resolution Agreement wherein they understand and agree to accept 
the final ruling of the Management Panel as final and binding on all parties.

16. MARKETING

16.1 Identity (Logo) Standards
The integrity of the Berkshire Hathaway HomeServices brand is closely guarded. There are strict restrictions 
on its use. An approved form of The Company logo must appear in all Sales Executive, office and company 
advertisements, communications and marketing materials. When working with outside vendors of magazines, 
newspapers, billboards, bus benches, direct mail postcards, graphic design and any other type of advertising/
marketing related products, the Sales Executive must inform those representatives of the following guidelines. 
Please note signature elements refer to the Quality Seal, Berkshire Hathaway, HomeServices, and Florida 
Properties Group (DBA) line.

The protection of the Brand and its consistent use in accordance with established standards is critical to 
maintaining the value of our Network and the Brand. As such, we appreciate your cooperation toward these 
efforts. From time to time Berkshire Hathaway HomeServices may closely monitor the Signature to ensure its 
correct use. Any variation from exact and correct usage will weaken and corrode the identity of the Network 
and could result in the loss of trademark protection. NO VARIANCE FROM THE TERMS OF THE IDENTITY 
STANDARDS IS PERMISSIBLE.

The use of the abbreviation “Berkshire Hathaway HomeServices” is only to be used in the quality seal and 
internally circulated documents that are only available to Affiliate and Berkshire Hathaway HomeServices 
personnel. The abbreviation “Berkshire Hathaway HomeServices” may never be used in marketing or 
advertising. The only acceptable use is with permission by Berkshire Hathaway HomeServices for use in internet 
domain names.

Keeping The Company logo relative to the size of the Sales Executive’s personal marketing elements— including 
personal logos—maintains an overall professional, quality appearance in all advertising and promotional 
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materials. Ads, brochures, flyers, postcards, outdoor advertising, etc., should quickly identify the Sales Executive 
as a member of The Company.

16.2 Berkshire Hathaway HomeServices Signature Guidelines
Only use the approved logo provided on The Company intranet site or consult the Marketing Department to 
have an electronic version forwarded to your vendor. It is strongly recommended that you utilize only those 
suppliers who are approved by The Company.

1. Approved logo cannot be altered in any way.
2. Never alter the size relationship of the signature elements.
3. Never alter the spacing between the signature elements.
4. Never reposition the elements within the Signature.
5. Never make the DBA larger than Berkshire Hathaway HomeServices or reposition it within the Signature.
6. Affiliate DBAs are set in upper and lower case.

If working with outside vendors, please contact the Marketing Department for exact specifications on all four 
logo designs.

16.3 The Quality Seal
Marketing materials and websites must always contain our approved company logo with or without the Quality 
Seal. The Quality Seal should never be used alone without our logo being somewhere on the page.
1. Do not use colors outside the approved palette.
2. Do not combine color combinations.
3. Do not scale horizontally or vertically.
4. Do not add special effects, i.e. shadow, watermark, etc.

16.4 Typography
Proxima Nova, Georgia, or Georgia Pro, our primary typefaces, reflect the Berkshire Hathaway HomeServices 
brand proposition. Its classic look speaks to trust; it is also a font designed for digital purposes.

For all uses and variations of the Berkshire Hathaway HomeServices logo with DBA name, we will be using 
Proxima Nova, Georgia, or Georgia Pro, Regular weight set with Optical Kerning and a Tracking Value of 0.

16.5 Color Uses
The color of the Berkshire Hathaway HomeServices signature is Cabernet Pantone 7659C and Cream Pantone 
9143C.
1. All elements of the Signature must be the same color (PMS 7659C or PMS 9143C).
2. All elements of the Signature must be in 100% of the color. (No tinting or watermark)
3. Never use a gradient, shadow, or any decorative patterns to fill Signatures.

NOTE: When working with outside vendors, consult the Marketing Department for exact specifications on the 
Berkshire Hathaway HomeServices color palette.

16.6 References to Warren Buffett
References to Mr. Buffett, whether in electronic, print and social media, and including references made by third 
parties and outside sources, plus photos, illustrations and graphics, are not allowed unless specifically provided 
by HomeServices of America. Mention or references to Berkshire Hathaway Inc., outside of reference to 
Berkshire Hathaway HomeServices™, also are not allowed.

Affiliates must not link to any webpage or website that refers to, describes or includes Berkshire Hathaway Inc. 
or Warren Buffett, unless the web address, text or graphics are provided by HomeServices of America.
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17. INTERNET AND COMPUTER USE POLICY

17.1 Introduction
The Company provides its users with Internet access and electronic communications services as required for the 
performance and fulfillment of job responsibilities and Real Estate endeavors.

Users must understand that this access is for the purpose of increasing productivity and not for non-business 
activities. Users must also understand that any connection to the Internet offers an opportunity for non-
authorized users to view or access corporate information. Therefore, it is important that all connections be 
secure, controlled, and monitored.

To this end, Company users should have no expectation of privacy while using company-owned or company-
leased equipment (this includes personal computers attached to The Company network). Information passing 
through or stored on company equipment can and will be monitored. Users should also understand that The 
Company maintains the right to monitor and review Internet use and e-mail communications sent or received by 
users as necessary.

17.2 E-mail Address
The Company provides, at no expense to the Sales Executive, a personal e-mail address. The Company e-mail 
address should always be used for business purposes to be sure that you receive all communications from The 
Company, your customers and all referrals.

The Internet connection and e-mail systems of The Company are primarily for business use.

Users may send and receive e-mail attachments that do not exceed 1 MB in size, provided that all attachments 
are scanned before they are opened by up to date anti-virus software.

Users shall not use The Company’s Internet or e-mail services to view, download, save, receive, or send material 
related to or including:

• Offensive content of any kind, including pornographic material.
• Promoting discrimination on the basis of race, gender, national origin, age, marital status, sexual orientation, 

religion, or disability.
• Threatening or violent behavior.
• Illegal activities.
• Commercial messages.
• Messages of a religious, political, or racial nature.
• Gambling.
• Sports, entertainment, and job information and/or sites.
• Personal financial gain.
• Forwarding e-mail chain letters.
• Spamming e-mail accounts from The Company’s e-mail services or company machines.
• Material protected under copyright laws.
• Sending business-sensitive information by e-mail or over the Internet.
• Dispersing corporate data to The Company’s customers without authorization.
• Opening files received from the Internet without performing a virus scan.

17.3 Responsibilities
The Company users are responsible for:
• Honoring acceptable use policies of networks accessed through The Company Internet and e-mail services.
• Abiding by existing federal, state, and local telecommunications and networking laws and regulations.
• Following copyright laws regarding protected commercial software or intellectual property.
• Minimizing unnecessary network traffic that may interfere with the ability of others to make effective use of 
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The Company’s network resources.
• Not overloading networks with excessive data or wasting The Company’s other technical resources.
• Not attaching or implying ownership of any information without express approval of the person who has 

provided the information or through an IDX Agreement.

17.4 Violations
Violations will be reviewed on a case-by-case basis. If it is determined that a user has violated one or more of 
the above use regulations, that user will receive a reprimand from his or her supervisor and his or her future use 
will be closely monitored. If a gross violation has occurred, management will take immediate action. Such action 
may result in losing Internet and/or e-mail privileges, severe reprimand, or termination of employment at The 
Company.

18. AWARDS AND RECOGNITION

In addition to the national Berkshire Hathaway HomeServices awards presented at the annual Sales Convention, 
we will recognize Sales Executives.

18.1 Annual Awards
At the end of the calendar year, The Company will recognize its leading Sales Executives using the same 
categories and qualifying criteria as outlined in Berkshire Hathaway HomeServices’ Award guidelines.

1. Production Criteria – All production is measured according to closed Sales Transaction Reports and other 
sources of revenue from franchised business reported to Berkshire Hathaway HomeServices from January 
1 – December 31 of the production year.

2. Gross Commission Income – Awards are calculated based on adjusted GCI (total company GCI less referral 
fees and employee discount fees, but not Berkshire Hathaway HomeServices franchise fees.) Residential 
and commercial GCI cannot be combined to qualify for Chairman’s Circle, President’s Circle, or Leading Edge 
Society awards.

3. Residential GCI – Production includes residential sales transactions, referral income and residential leasing 
income within the scope of franchised business. Unimproved land also qualifies for GCI and Unit awards, 
based on whether land is zoned for residential or commercial usage. In the case of ties, Residential GCI is 
the determining factor.

4. Commercial GCI – Production includes commercial/investment sales transactions involving five or more 
units, commercial land, commercial leasing and commercial property management income within the scope 
of franchised business.

5. Residential Units – Each unit reported is either a listing or selling side of an actual sales transaction. When a 
sales executive handles both sides of a transaction, it will count as two units.

6. Teams – Production must be reported as it is truly allocated between sales executives and cannot be 
adjusted for award calculation purposes. Licensed sales executives working as a Team must either split their 
production or receive all awards under a “Team” name.

7. Competitive Awards – To be eligible for the Top 100 (Top 100 Sales Executives or Teams in the entire 
Network, total GCI or Residential Units), all production must be achieved while affiliated with Berkshire 
Hathaway HomeServices.

8. Non-Competitive Awards – Pre-affiliation production may be included only for achievement of Chairman’s 
Circle, President’s Circle, or Leading Edge Society awards.

18.2 Berkshire Hathaway HomeServices Awards Category Guidelines for Sales Executives
These are annual national awards based on criteria selected by Berkshire Hathaway HomeServices. Award 
winners are recognized at the annual Berkshire Hathaway HomeServices Sales Convention and at the local 
level.

18.3 The Company Annual Awards
Minimum Award Criteria can be found on bhhsresource.com. 
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NOTE: Only one award will be given to each Team. Team production will begin as of the effective date of Team 
Agreement. Team Agreement will determine the Team’s volume, units and GCI.

19. BUSINESS DEVELOPMENT DIVISION

(Including Corporate Relocation, Broker-to-Broker Leads and E-Commerce websites)
Having an aggressive strategy to attract home buyers and sellers to The Company is one of the most important, 
difficult and expensive jobs that The Company has. The Company is active and diligent in working in a variety of 
areas to provide business leads to its Sales Executives. Based on our aggressive strategy and the cost involved 
in acquiring leads, Sales Executives will pay a referral fee for business that results from these leads.

19.1 Corporate Relocation
A corporate referral is defined as: Qualified leads on buyers or sellers from third-party companies representing 
Corporate Customers or directly from a Corporation as a direct result of a job transfer, new hire or group move. 
Corporate Relocation includes three different services consisting of Destination Services, Marketing Services, 
and Inventory Services. In order to be a member of the Corporate Relocation Team, a Sales Executive must meet 
minimum eligibility criteria, maintain certifications, and uphold all service standards. 

All Corporate leads come through The Company’s Business Development Department and will be placed with 
the Managing Broker and/or the appropriate Sales Executive. These leads have a referral fee of 45%. Refer to 
the Referral Payout Schedule.

19.2 Broker to Broker, Referral and Other Company Generated Opportunities
Any opportunities received from a HomeServices company, whether they came directly to the agent or through 
the department, will follow the referral payout schedule. Trained and qualified Sales Executives are eligible 
to receive company generated lead opportunities upon successful completion of Business Development 
Onboarding. Sales Executives are expected to participate in training and a detailed follow up system to stay 
connected to any opportunities. A Sales Executive must meet minimum eligibility criteria, maintain certifications, 
and uphold all service standards.

19.3 The Company Website Leads
The Company will place website inquiries on Sales Executive’s listings directly with the listing Sales Executive 
without any referral fee. This policy refers only to website leads The Company receives directly from its various 
online sources that feed into the website. It is the listing Sales Executive’s responsibility to contact the person 
making the inquiry in a prompt manner so that the customer is retained by the listing Sales Executive and not 
lost to another Sales Executive or company because of a slow response. The most acceptable time frame for 
this response is 5-15 minutes. The Company reserves the right to reassign after that time and if a customer calls 
complaining that the listing Sales Executive has not contacted them. This no fee policy does not change the fact 
that if a customer calls in and requests a specific Sales Executive that the leads will be placed as requested by 
the customer without consideration for whose listing they are inquiring about.

If a customer requests a specific Sales Executive, then the lead will be placed based on the customer’s request. 
If a listing Sales Executive consistently turns down leads or we receive complaints that the Sales Executive 
does not respond to the customer then The Company reserves the right to place the lead with another Sales 
Executive who will respond to the customer.

The Company policy is to protect the listing Sales Executive on direct inquiries about one of their listed 
properties. By that same token, if anyone contacts a Company branch office inquiring about a Sales Executive or 
one of their listings, the office receiving the call or inquiry is to make every effort to ensure that the customer is 
directed to that Sales Executive.

If a Sales Executive wants to receive their listing leads that come through the website they MUST set themselves 
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up in the system. Otherwise the system has no idea whose listing it is, and it will not be able to place the lead 
appropriately.

19.4 Tropical Realty and Referrals (TRR)
Tropical Realty and Referrals is the brokerage for licensed Sales Executives who have an active real estate 
license who no longer want to work as active Sales Executives. They do however want the ability to earn 
commission through referrals. They must continue to keep their license up-to-date and continue with their 
education requirements. They are no longer required to belong to a Board of Realtors or be affiliated with a 
Company office. They will operate under the Tropical Realty and Referrals Independent Contractor Agreement 
and earn referral fees according to the commission structure of TRR. At no point can a licensee with TRR use or 
insinuate they are a Berkshire Hathaway HomeServices agent. 

19.5 Leads Placed Directly with Sales Executives
No individual may commit The Company to pay any referral fee without first checking with the Customer 
Acquisition Division to be sure that this referral has not already been received and accepted as a legitimate 
referral by The Company. A copy of the referral agreement must be sent to the Customer Acquisition Division 
for review prior to its being either approved or denied. Any duplication of referral fees owed that result from an 
individual acting on their own will be the sole responsibility of the individual who has signed the acceptance of 
the lead.

20. COMMERCIAL OPERATING GUIDELINES AND QUALIFICATION CRITERIA

The Company believes that listing and selling commercial properties is a specialty and therefore the guidelines 
for this facet of the business are outlined in a separate manual that cover the Commercial Division and those 
Sales Executives who solely specialize in the commercial real estate business.

Sales Executives in a residential branch office who wish to list and sell commercial properties must demonstrate 
an experience level that qualifies them to be knowledgeable in the category they wish to work in on a case-by-
case basis or to work through a Commercial Specialist. These activities of non-commercial specialist must be 
approved by the Managing Broker.

21. PROPERTY MANAGEMENT AND RENTALS

The Company believes that leasing and property management are specialties. Sales Executives wishing to 
specialize in this facet of real estate can do so only after completing adequate training. All Sales Executives 
participating in Property Management and Rentals will follow the operating protocols of the Asset Management 
Division which are covered under a separate manual.

Any Sales Executive who does not wish to specialize in leasing and property management may earn referral 
feels from any potential business that relates to leasing and property management by referring that business 
to a specialist. Any business that is referred to a specialist shall remain the customer of the referring Sales 
Executive for all sales and listing activity.

22. AUCTION DIVISION

The Company offers Sales Executives and customers the opportunity to auction their properties through our 
experienced Auction Team. Any Sales Executive who has a listing or an opportunity for a listing that has been 
evaluated using the Auction Evaluation Check List and determined that the property is a candidate for auction 
has the opportunity to introduce the seller of the property to our Auction Team. If the Seller enters into an 
agreement with the Auction Division to list the property, The Company Sales Executive will have the opportunity 
to earn a commission as per the Auction Referral Program. For complete information on this program ask your 
managing broker or contact the Auction Team.
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23. CLOSING STATEMENT

This manual is an outline of general policies and procedures and all parties understand that every instance 
cannot be covered. The Company reserves the right to make decisions not covered in this manual or make 
changes based on the scenario. It is a responsibility of every person affiliated with The Company to carry out our 
mission and brand promises in all we do. 


