VIRTUAL REAL ESTATE
SALES ASSOCIATE POLICY MANUAL

SALES ASSOCIATE ACKNOWLEDGEMENT FORM 

The Virtual Real Estate Sales Associate Policy Manual describes important information about sales associate relations policies and procedures at Virtual Real Estate, and I understand that I should consult my Broker regarding any questions or interpretations on statements in the Manual. 

Since the information, policies, and benefits described here are necessarily subject to change, I acknowledge that revisions to the handbook may occur. All such changes will be communicated by management, and I understand that revised information may supersede, modify, or eliminate existing policies. 

My signature below acknowledges that I have been provided with a copy of the Sales Associate Policy Manual can be found in its entirety and my understanding that I can make a written request and be provided with a hard copy or electronic copy of the manual at any time. 

In addition, my signature below acknowledges my understanding that Virtual Real Estate expects me to refrain from disclosing any confidential information on the organization to any person, organization or entity outside Virtual Real Estate. 

Confidential information is any information or data that is vital to the interests and business success of Virtual Real Estate. 

_______________________________________________ 

Sales Associate Name (printed) 

_____________________________________________

Sales Associate Signature

_______________________________________________ 

                                                                                  Date 
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1. WELCOME

Welcome to Virtual Real Estate

Virtual Real Estate is a new company formed to better serve the needs and interests of our clients, and you—our agents.  We are dedicated to providing you an excellent, professional work environment, strong broker support, the best and latest technology and tools, and compensation plans designed to keep more of your money in your pocket.  We believe that the most successful agents in the future will be internet-savvy, and will have specialized training designed to enhance and optimize their presence on the web.  We also believe agents who do not learn to utilize the latest technological tools to operate their businesses will be left behind.  At VRE we are committed to provide the training and tools you need for optimum success—now and in the future.

Virtual Real Estate Mission Statement

We will strive to obtain optimum results for our clients through implementation of the latest technology, state-of-the-art marketing techniques, and our traditional core values of personal service, integrity, and commitment to place our clients' goals and interests first and foremost at all times. 
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New Associate Check List:

Please insure that the following are completed and returned to the Office Manager/Broker:

1. Georgia Real Estate Commission Transfer Form 

2. Independent Contractor Agreement 

3. Agent Data Sheet 

4. FMLS Form (also GMLS form, if applicable) 

5. Supra Transfer Form 

6. Car Insurance Form 

7. Non-Discrimination Agreement 

8. Rental Property Acknowledgement 

9. Anti-Trust Compliance Policies 

10. Fair Housing Form 

11. Board of Realtors 

You should receive from the Office Manager/Broker the following:  

1. Orientation Paperwork

2. Procedures Manual 

You will be provided with a phone extension and voice mail that will receive your calls that come to the office, and prompt your callers to contact you directly on your cell phone or other number of your choice.

See the Support Staff to order business cards, signs, etc.
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2. GENERAL OFFICE PROCEDURES
Office Hours

In order to meet the individual needs of the Associates and the office location, the hours of operation will vary from time to time.  Generally, the office will be open during normal business hours, from 9:00am-5:00pm.  If you need access to the interior of the office, please call your Broker to confirm someone is available to meet you.  A mail slot is provided so that you may drop off paperwork or earnest money checks during any normal business hours, even if the office is closed.  

Business/Sales Meetings 

Business/Sales meetings may be held in the office. In order to offer the most convenient ways for our associates to gain important training and information, many meetings will be conducted via webinar format. Please contact your Office Manager to find out the exact date and time. 

While these meetings are optional, attendance is encouraged. Meetings are conducted for the purpose of informing Associates of any changes in company policy, company happenings, training, changes in the market, new financing procedures, etc. In general these meetings are used to keep the Sales Associates informed of all facets of the real estate business. 

Office Security/Keys

Support Staff and Sales Associates who have been issued office keys/security cards/security codes are responsible to safeguard the office and the appropriate entrance feature.  Because most of our associates will work almost exclusively out of their home offices, keys to the interior company office will not be given to most associates. Contact your Broker or support staff if you require access to the company office or use of its facilities.  Keys to the building lobby will be issued to Associates who wish to be able to drop off paperwork or earnest money checks in the slot under the door after hours, or when no one is in the office.  There will be a $10 fee for each key issued to the Associate. 

THIS COMPANY IS NOT RESPONSIBLE FOR LOSS OR THEFT OF PERSONAL ITEMS. It is the responsibility of the Sales Associate to carry insurance for any office equipment or personal items in the VRE office. 
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Office Cleanliness 
Our office appearance is a reflection of us to the public and other real estate professionals visiting our facilities. Cleanliness and an orderly appearing office are essential to a proper introduction to new clients/customers and to a continuing professional relationship. 

A cleaning service is provided for the general cleanliness of the entire building. However, it is the responsibility of each Sales Associate to maintain the cleanliness of his or her individual office work area when the company offices are so utilized.

There are several common areas of the office such as the conference rooms, halls, forms room, computer areas, and kitchen. These areas should be put back to the condition in which you want to find them when you or your customers/clients use them. This includes but is not limited to: 

• COMPUTER/WORK AREAS – please put materials back where they 

belong and either take your paperwork with you or throw it away. 

ABSOLUTELY NO EATING OR DRINKING NEAR THE AREAS 

OF THE COMPUTERS/COPIERS 

• CONFERENCE ROOMS - always straighten up before leaving - remove 

paper cups, arrange the chairs properly… in other words, leave the room 

ready for the next conference 

• KITCHEN - always keep the kitchen clean and please pick up after 

yourself. 

Dress Code 
We request that when you are in the office you dress in a manner conducive to meeting the public and presenting a professional image. Business Casual is acceptable.
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Office Equipment
Copy machines are available for office support staff only. 

A fax machine is located in the building for incoming faxes. All incoming faxes will be placed in the Agent’s individual mailbox.  The Agent will be notified via telephone whenever a fax is received on the office fax machine. Any outgoing long distance fax is an expense of the Associate and will be billed to the Associate.  In order to ensure the fastest delivery of important documents to the Associate, the Associate should encourage all parties involved in a transaction to utilize the Associate’s personal fax number whenever possible. 

Office Supplies
All Associates are responsible for all supplies for personal and business use.  Associates are free to utilize any vendors or suppliers of their own choice.  If you need assistance in locating a supplier or vendor for your personal needs, ask your Broker or Manager for assistance.  Remember, all supplies or printing that constitute any form of advertising, such as business cards, must have the content approved by your Managing Broker. 

Smoking/Drugs/Alcohol 
All Virtual Real Estate offices are “no smoking” offices. Smoking is permitted on the grounds but is prohibited around the front entrance. Smokers are asked to dispose of smoking materials in a proper manner, and not to litter the grounds in any way. Please do not put butts in receptacles intended for paper trash, as this could constitute a fire hazard. 

Absolutely NO illegal substances are permitted at any time. 

Parking 
Parking is provided at the front and/or rear of all offices. Sales Associates, assistants and Support Staff should not park in the spaces closest to the main entrance. There are several handicap-parking spaces and these should only be used by persons/vehicles with handicap stickers.

Agent Vacations 
Before you leave on vacation or plan to be absent from the office for an extended period of time, the following is required: 

A. inform the Support Staff that you will be out of town and provide them the name of the Associate who will be covering your business 

B. leave emergency numbers where you may be reached with your 

Support Staff or Associate who will be handling your business 

C. establish a written signed agreement regarding the basis of compensation to the substituting Associate
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3. OFFICE EXPENSES/FEES 
Monthly Expense Statements
Monthly statements are issued on or about the 23rd of the month. All bills are due and payable upon receipt. Late fees and late payment dates apply to monthly billing. 

Office bills are due by the first of each month and are past due after the 5th of the month.  Any unpaid Associates bills as of the 6th of the month will be assessed a $50 late fee. Agents who “auto-pay” by credit card each month will be excluded from the assessment of late fees. 

Personal Business Expenses 
Personal Business expenses could include but are not limited to the following: 

Copies 

Closing Pouches 

Stationary/Envelopes 

Postage, Overnight Delivery & Courier Fees 

Coffee/Flower Fund 

Yellow Pages Advertising 

E & O Insurance 

Long Distance Charges 

Presentation Folders 

Maps  

Signs 

Supra Lockboxes & Keys 

Business Cards/Announcement Cards 

Marketing 

Answering Service 

Board of REALTORS 
It is the policy of Virtual Real Estate that every sales associate be a member of a local board where a VRE broker is a member. Each agent will receive an invoice from their respective board and is required to pay this in a timely manner. Non-payment of the appropriate dues is grounds for dismissal. Currently, associations with which Virtual Real Estate is affiliated are: 

NORTHEAST ATLANTA METRO ASSOCIATION OF REALTORS

The company may join additional Boards, as it feels appropriate in the future.
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Real Estate License Renewal 
Georgia Real Estate Licenses are renewable every four years. Renewal notices are received from the Georgia Real Estate Commission and forwarded to the Associate. The Associate is responsible for payment of the renewal and any educational requirements to renew their license. 

When Associates renew their real estate license, the office must be notified. The Georgia Real Estate Commission allows Associates to renew on-line at www.grec.state.ga.us or to renew by mail. 

Virtual Real Estate will terminate any Associate whose license is not kept current either for non-payment or lack of educational requirements. 

4. REAL ESTATE BUSINESS GUIDELINES 

Adherence to Governing Bodies 
All sales associates are required to adhere to the rules and regulations of the following governing bodies: 

FMLS 

GAMLS 

Georgia Real Estate License Law 

National Association of Realtors Code of Ethics 

In the event of a conflict between the Georgia Real Estate License Law and any of the rules and regulations of the above referenced governing bodies, 

Georgia Real Estate License Law shall prevail. 

Advertising/Signage/Business Cards 
Personal advertising and advertising listings are the responsibility and expense of the Associate. No form of advertising may be charged or billed to the company. 

There are several areas of advertising compliance (including the internet) that Virtual Real Estate Associates are required to adhere to. They are: 

• The Federal Truth in Lending Act 

• The Georgia Real Estate Commission 

• Requirements and policies of Virtual Real Estate 

• Sign ordinances, laws, franchise requirements and all pertinent 

advertising laws directed at advertising 

Affiliated Business Arrangement Disclosure 
Statement Notice

As a matter of good business practice Virtual Real Estate has created business arrangements/joint ventures with companies that benefit our company and our Associates. RESPA requires that the Affiliated Business Disclosure statement be signed by ALL parties with whom we are working. 
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Georgia Real Estate Commission Advertising Law 
In order to comply with the Georgia Real Estate License Law relating to advertising, you must distinguish between Service or Specific Advertising because different rules apply.

Service – general advertising. Includes, but is not limited to: 

*business cards 

• newspaper advertisements 

• “agent of the month” flyers 

• personal brochures 

• home page of website 

• general mail out without advertising a property 

• holiday greetings 

Specific – Includes, but is not limited to: 

• “for sale” signs 

• advertising homes in the newspaper 

• classified ads, open house ads 

• directional signs 

• magazine advertisements of properties 

• mail outs with information about a property listed, etc. 

Requirements: 
Service (general) Advertising MUST have the name of the firm as registered with GREC, and that is the only requirement. You are not required to have the company phone number. However, be sure the name of the firm is exactly how it is registered with GREC (Virtual Real Estate) – no exceptions. 

Specific Advertising has two requirements. 

1. The firm name as registered with GREC. 

2. The telephone number of the firm. 

If the name of the agent is also included with the specific advertising, GREC requires the name of the firm and the firm phone number to be of equal or greater size, prominence and frequency as the name of any affiliated licensee.
“The firm phone number must be the number at which the public can reach the broker or a manager without going through the affiliated licensee(s) listed in the advertisement.” - GREC 520-1-09 Advertising

Block magazine ads: magazine ads such as REAL ESTATE BOOK must be in compliance. However, the frequency of the firm name and phone number is not an issue. For example, the header must be in compliance with specific advertising with agent name included. But under each picture of the homes, the agent can add their name and the frequency requirement is not an issue. 
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Agent’s own home: if the home is listed with a broker, you do not have to have put “Owner/Agent” on the sign. If FSBO, you must put “Seller holds a Georgia Real Estate License” on the For Sale Sign. 

Open house signs and informational boxes: have no specific rules if placed with a compliant “for sale” sign. 

Georgia License Law requires Broker approval of all forms of advertisement. 
In the interest of the Virtual Real Estate image, all materials and statements that are meant for public consumption should conform to VRE quality control standards. Camera- ready logos, and images for signage, business cards and other marketing materials can be obtained in electronic format from your VRE Broker or office manager.

No advertising will promote a discounted brokerage fee. A discounted brokerage fee is 
defined as anything less than the commission fee schedule as described in the 
Commission Policy section of this policy manual. 
County Requirements and Fines: All counties have specific requirements regarding signage. These local ordinance requirements are in addition to the Georgia Real Estate Commission’s requirements for signs. All signs placed by or on behalf of a sales associate must conform to the specific county requirements. Violations of these ordinances may lead to “ticketing” or other enforcement measures. Any Sales Associate receiving a citation from a county for improper sign placement must report the incident to the Georgia Real Estate Commission per their requirement and are solely responsible for any fines charged to them and/or the Broker.

Telemarketing & Farming 
Telemarketing can only be done by LICENSED Real Estate agents according to the Georgia Real Estate Commission. Calls must be made between the hours of 8:30 a.m. and 9:00 p.m. according to state regulations.  Associates must check the Georgia and National No-call lists before telemarketing to assure that you are not calling someone on these lists. The responsibility for checking the Georgia No-Call list, National No-Call list and the office list lies solely with the Associate. No farming or printed materials will promote a discounted brokerage fee. A discounted brokerage fee is defined as anything less than the commission fee schedule as described in the Commission Policy section of this manual. 

Referrals 
Outgoing Referrals: 
Outgoing referrals can be placed directly to an Associate or through their Broker. Referral forms can be found in the office or can be emailed to the Associate upon request. 

Virtual Real Estate does not participate in the referral commission. When a referral is established, make sure the referral commission is agreed to in advance and in writing.
All referral commission checks must be issued between companies and not between Associates. All referral fees are to be paid Broker to Broker. 
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In-Coming Referrals:
Referrals that come into the office for a specific Associate will not be accepted by the Broker without the expressed consent of the Sales Associate.

Call-in’s / Walk-in’s
Any calls or walk-ins from a specific listing of an Associate will go directly to the listing agent. If the call or walk-in is determined to have just called the office, this call is given to the Duty Agent. 

Listings 
All Associates shall abide by and follow the preeminent standard of conduct relative to exclusive listings as directed by the National Association of REALTORS, Code of Ethics and Standard of Practices. The NAR website is www.realtor.org. 

Sales Associates, licensed with Virtual Real Estate, may act as Authorized Agent and may sign the Exclusive Right to Sell Listing Agreement. 

Each Associate will abide by the rules and regulations and will participate in the services required of membership. All Associates must be members of FMLS and GAMLS and submit all listings accordingly. A copy of the rules and regulations for both services can be found on their corresponding website. 

The following forms are required when submitting a listing to the office: 

• GAR Exclusive Right to Sell Listing Agreement 

• Appropriate Dual Entry profile form 

• Applicable Seller’s Property Disclosure Statement 

• Affiliated Disclosure Statement 

No listings will be processed by the office without the proper completed paperwork. 

All listings are the property of the Broker and no listing can be released without the proper paperwork and the BROKER’s signature. In the case of a listing transfer or withdrawal, only the Broker can sign the corresponding paperwork. Upon termination of the Associate’s affiliation with the Broker, the status of all listings should be negotiated with the Broker in writing. 
All Associates shall abide by the Article and Standards of Practice but License Law will prevail. These Articles and Standard of Practices’ can be found on the NAR website (www.realtor.org). Both listing services require a fee to withdraw an active listing from the service. This fee is the responsibility of the Associate or the homeowner. 
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Buying/Selling/Leasing of Personal Real Property
Associates are required to notify the office in writing of their intent to buy / sell / lease real property for their personal purposes. 

Associates, when buying, selling or leasing personal real estate MUST DISCLOSE IN WRITING to all parties in the Purchase and Sale or Lease Agreement that they are an active licensed real estate agent in the state of Georgia and that they are the purchaser, the seller or the lessor/lessee in this transaction and are representing themselves. 

Purchase and Sale Agreements
All Purchase and Sale Agreements along with a completed Sales Processing Sheet MUST be turned into the office within 72 hours after the Binding Agreement Date. In the event the Purchase and Sale Agreement is not turned into the office within said 72 hours, the Broker reserves the right to assess penalties.  Paperwork may be turned-in via US Postal Service, overnight delivery services such as Federal Express, or in person by the agent. 

The Georgia Real Estate Commission requires all sales files be complete and in the Broker’s office. All Associates must abide by this requirement.

 Requirements for inclusion in office sales files: 



Complete, legible Purchase and Sale Agreement 



Completed Sales Processing Sheet 

Appropriate Seller’s Property Disclosure Statement 



Buyer’s Brokerage Agreement (if applicable) 



Listing Agreement (if applicable) 



All Amendments/Addendums/Exhibits 



Lead Based Paint Disclosure/Exhibit (if applicable) 



Affiliated Business Disclosure (if applicable) 



Final Counteroffer fully executed, legible and signed by all parties (if applicable) 



And any other documents pertaining to the transaction 

OFFICE FILES MUST CONTAIN ALL DOCUMENTS PERTAINING TO THE SALE! 
Virtual Real Estate uses the Georgia Association of Realtors (GAR) contract forms. All forms are available at www.atlantarealestate.net in Agent Central / Management Center. 

All Purchase and Sale Agreements and related contract forms that have the GAR logo are to be used only by licensed real estate agents who are a member of the Georgia Association of Realtors. No GAR contract forms are to be given to the general public, FSBO’s, family, etc. for their personal use. 
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Closings 
All closing information must be turned into the office no later than 72 Hours after the closing. The following are required to be turned into the office upon a closing: 

Original HUD 1 Settlement Statement 

Commission Check payable to Virtual Real Estate

Any contract documents that were signed at the closing table 

Any other documents required for the file to be complete 

**Commission checks may be held until the file is complete** 

Earnest Money 
In accordance with the Georgia Real Estate Commission Rules and Regulations, Sales Associates may not hold earnest money under any circumstances. All earnest money MUST be turned over to the Broker as soon after receipt as is practical and MUST be submitted to the Broker in the same form as it was received by the Sales Associate. 

SALES ASSOCIATES ARE NOT TO ACCEPT EARNEST MONEY IN THE FORM OF CASH. Cashiers Checks, Certified Money Order, Travelers Checks, Personal Checks and/or wired funds are acceptable forms of earnest money. 

Earnest Money Hold/Deposit Forms are provided to turn in earnest money. The form must be completed and earnest money attached to the appropriate section of the form. The instructions from the Associate and the Purchase and Sales Agreement must reflect the holding of the Earnest Money. 

Upon receipt of a binding Purchase and Sale Agreement, the office will deposit the earnest money into our attorney’s Trust Account. Currently, our in-house closing attorneys are MORRIS, MANNING AND MARTIN.   When writing Purchase and Sales Agreements, Associates must specify in writing that the earnest money will be held by either the cooperating Broker, or by VRE’s Attorneys.  If held by VRE’s Attorneys, the earnest money check should be made payable to Morris, Manning and Martin, NOT to Virtual Real Estate. Associates are required to turn-in a binding Agreement and completed Sale Processing sheet into the office within 72 hours of the Binding Agreement Date. If the Purchase and Sale Agreement provides any “non-standard” specific instructions for the handling of the earnest money, the Associate MUST make a notation of same on the Sales Processing Sheet. 

The GAR Purchase and Sale Agreement require that earnest money be deposited by the Holder into the Holder’s Trust Account within five (5) banking days of the Binding Agreement Date. No exceptions are allowed unless specified in writing and signed by all parties. If for any reason the earnest money is not deposited as required in the Agreement, the Sales Associate will prepare an Amendment, signed by all parties indicating the date the earnest money is to be or was deposited. 
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If the closing date is less the 15 days from the Binding Agreement Date, the Sales Associate should get certified funds, a money order or have the funds for the earnest money wired to our Attorney’s Trust Account. Not doing so could result in the Buyer not receiving credit for the funds at closing and/or the Sales Associate not receiving their commission until the earnest money check has cleared the bank. 

The Broker reserves the right to access penalties for violation of any of the policies regarding the handling of earnest money. 

Checks Returned for Insufficient Funds – If a check is returned from the bank as unpaid, the office will immediately notify the Sales Associate and FAX written notification to the co-op office/agent. It is the responsibility of the Sales Associate to notify their Buyer/Seller and inform them of their requirements and options as described in the Purchase and Sale Agreement. 
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Disbursement of Earnest Money – The GAR Purchase and Sale Agreement and Georgia License Law are very specific regarding who is entitled to the earnest money in the event of a default by either party and under what circumstances the funds can be disbursed. Under no circumstances will the earnest money be disbursed sooner than ten (10) banking days after the deposit date unless the earnest money was in the form of certified funds, money orders or the funds were wired directly into a Trust Account. 

If for any reason the transaction does not close, every effort must be made to obtain a fully executed Termination and Release Agreement specifying how the earnest money is to be disbursed by the Holder. If there is a dispute/disagreement over the disbursement of the earnest money, the Sales Associate must notify the Broker immediately.

Commission Policy 
Based on the cost of doing business and the value and level of the services rendered to the public by our Associates, the Virtual Real Estate recommended commission rates are: 

Residential Sales 6% - 7% 

REO/Relocation 5% - 7% 

Residential New Homes 5% - 6% 

Commercial Properties 6% - 10% 

Land/Lot Properties 7% - 10% 

Virtual Real Estate Associates are allowed to negotiate commission rates outside these recommended guidelines, with approval from their Broker, when both Associate and Broker deem such concessions constitute good business due to the specific circumstances.  Under no circumstances should commission rates outside the company guidelines be ADVERTISED without the written consent of the VRE Broker.

Agent Commission Checks 
Commission checks will be issued only when a closing file is complete with all required paperwork. 

If an Associate has any outstanding fees, those fees may be withheld from their commission check. 
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5. AGENCY
Agency
Virtual Real Estate practices Seller Agency, Buyer Agency and Designated Agency. We discourage Dual Agency and Transaction Brokerage. 
Virtual Real Estate does not offer sub agency to co-opting real estate companies. 

At Virtual real Estate all Agency Selection Disclosure’s signed by a Buyer or Seller must be maintained on file with the office. 

A. Agency Relationships 
The purpose of this document is to establish office policies & procedures relating to our brokerage relationships with other real estate brokers, sellers, buyers, landlords and tenants. 

1. "Agency" means every relationship in which a real estate broker acts for or represents another by the latter’s express authority in a real property transaction. 

2. "Broker" means any individual or entity issued a broker's real estate license by the Georgia Real Estate Commission (includes affiliated licensees except where the context would otherwise indicate.) 

3. "Brokerage" means the business or occupation of a real estate broker. 

4. "Brokerage Engagement" means an expressed written or oral contract wherein the client promises to pay the real estate broker or agrees that the real estate broker may receive consideration from another for producing a seller, buyer, tenant or landlord ready, able and willing to sell, buy or rent the property. 

5. "Brokerage Relationship" means the resulting agency formed between the broker and the client as a result of the Brokerage Engagement. 

6. "Client" means a person who has entered into a brokerage engagement with a real estate broker. 

7. "Customer" means a person who has not entered into a brokerage engagement with a broker but for whom a broker may perform ministerial acts. 

8. "Dual Agent" means a broker who has a brokerage relationship with both seller and buyer in the same transaction. 

* Dual Agency (Buyer as Client, Seller as Client, both represented by the same licensee) 

Our Company and affiliated licensees may act as a dual agency only with written consent of both the Buyer and Seller. Dual Agency does not have to be accepted and may be declined. Informed consent shall be presumed when the Seller has signed an "Exclusive Right to Sell" Brokerage Agreement and the Buyer has signed an Exclusive Buyer Brokerage Agreement. However, if the broker and/or affiliated licensees have a material relationship with either party client, an additional disclosure of the nature of such relationship must be made. A material relationship means one actually known of a personal, familiar or business nature between the broker and affiliated licensees and a client which would impair the ability of brokers to exercise fair judgment relative to another client. In any Dual Agency transaction in which you have an actually known material relationship with either client, that relationship must be disclosed to all parties. If in any transaction, either client does not consent to a disclosed dual agency, the Associate may withdraw from representing a client and may receive a referral fee for referring a client to another Associate within another real estate brokerage firm. 
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9. “Designated Agency” 
The Broker may assign different licensees affiliated with the company as designated agents to exclusively represent different clients in the same transaction. When designated agents are appointed the designated agents shall be considered to possess only actual knowledge and information, there shall be no imputation of knowledge or information between and among the broker, the designated agents and the clients. Designated agents shall not disclose, except to the Broker, information made confidential by request or instruction of the client whom the designated agent is representing, except information allowed to be disclosed. Unless required to be disclosed by law, the broker of a designated agent shall not reveal confidential information it receives from either the designated agent or the client with whom the designated agent is working.

6. INSURANCE INFORMATION/POLICIES

Automobile Insurance 

All Associates are required to provide the company with proof that Virtual Real Estate LLC is listed as additional insured parties on their auto insurance and that they are carrying at least the minimum required coverage. This will not affect the insurance premium you are presently paying. 

The minimum insurance coverage you must be carrying is $250,000 for Liability per Person; $500,000 as Maximum Liability Amount; $100,000 for Property Damage. 

At each renewal period, your insurance company should send your VRE office a Certificate of Insurance. 

General Liability Insurance 

Under an office general liability policy, independent contractors are excluded from coverage. For example: an Associate is showing a property and knocks over an expensive vase, the Associate is responsible for paying for it. Or, if the Associate causes someone to become injured, the Associate could be held liable for those injuries. Virtual Real Estate strongly suggests that all independent contractors purchase their own general liability insurance policies. This type of coverage may protect the Associate against bodily injury or property damage for which the Associate becomes legally liable. 

Personal Equipment/Property Insurance 

Associate’s personal equipment and items housed in the office are not covered under the company insurance policy. It is recommended that each Associate contact their insurance agent to obtain coverage for their equipment and personal items. 

This is official notice to all Associates that the company will not be financially or otherwise responsible for any loss resulting from fire, water, wind, or theft of Associate’s personal property or equipment. 
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Errors and Omission Insurance  

The Company’s Errors and Omission Insurance Policy will be renewed annually, with coverages and premiums based on volume of business and claims recorded. There is an applicable deductible for each office’s Errors and Omission Insurance Policy. Additionally, it is important that with each transaction the following guidelines have been met: 

• A Seller’s Property Disclosure Statement form was completed 

• A Home Warranty Policy was purchased or waived 

• A GAR contract was used 

• An independent home inspection was made 

Errors & Omission Insurance: 

Reporting of Claims 

Notice of each and every incident, claim, or suit is to be sent immediately to the Office Broker or Office Manager at your office. 

You may be asked to complete the appropriate form supplied by the insurance carrier. 

This information can be obtained from your Broker. 

7. TERMINATION

By Virtual Real Estate With Cause: Virtual Real Estate may terminate an Associate’s affiliation with the company if he/she fails to conduct his/her business in accordance with the terms of the Independent Contractor’s Agreement, the policy manual and/or the appropriate real estate governing bodies. 

By Either Party Without Cause: Either party, without cause, may terminate the Associate’s affiliation with the company. 

If an Associate wishes to terminate his/her affiliation with Virtual Real Estate, an appointment needs to be requested with the Broker for an exit interview. At the scheduled appointment, the proper paperwork will be completed and arrangements will be made to transfer the Associate’s license to his/her new affiliation. Commissions and current listings held by the company will be handled in accordance with the Independent Contractors Agreement. 

Associates leaving Virtual Real Estate must bring all their company financial obligations current or sign a promissory note with a payment schedule. 
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8. GENERAL INFORMATION

Training
All continuing education is the responsibility of the Associate. The company may from time to time have training in the office on subjects important to or relating to real estate. Associates are encouraged to attend all computer courses offered by the multiple listing companies and to be familiar with all real estate related technology.  The company will also offer ongoing training sessions via webinar technology.  These training sessions are not mandatory, but are provided for the education and benefit of our Associates.

9. MISCELLANEOUS
Virtual Real Estate 
Anti-Trust Compliance Policies 
1. The commission rates of our firm are based upon the cost of the services we provide, the value of these services to our clients and competitive market conditions. Our commission rates are NOT determined by agreement with, or recommendation or suggestion from, any person not a party to a listing agreement with our firm. 

2. Salespersons affiliated with this firm shall not participate in any discussion with any person affiliated with, or employed by, any other real estate firm concerning the commission rates charges by this firm, or any other real estate firm in our community. 

3. When soliciting a listing, or negotiating a listing agreement, no sales person affiliated with this firm 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. 

4. The amount of subagency compensation, or “commission split”, offered by this firm 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. Subagency 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 client. 

5. When soliciting or negotiating a listing agreement, no salesperson affiliated with this office 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 this office, the results we have achieved for other clients, and the value the client can expect to receive for the fees we charge. Potential clients should be invited, and encouraged, to compare the value of our services to those of any other real estate firm in 
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our marketing area. Likewise, any salesperson who is invited by a potential client to compare our services with those of any other real estate firm should do so by emphasizing the nature and quality of those services we provide. 

6. Whenever a salesperson is unsure about the proper way to respond to the concerns of an actual or potential client or customer, or whenever a salesperson has been present during an unauthorized discussion of fees or commission, he should contact his Broker immediately. If necessary, the Broker will consult our firm’s attorney.

Sexual Harassment Policy
Virtual Real Estate is committed to providing a work environment that is free of discrimination. In keeping with this commitment, Virtual Real Estate maintains a policy prohibiting unlawful harassment, including sexual harassment. This policy prohibits harassment in any form, including verbal, physical, or visual, when the harassment is based on race, color, religion, sex, national origin, age, disability, or any other factor protected by applicable law. 

Sexual harassment is broadly defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical contact of a sexual nature. Sex harassment does not refer to occasional compliments of a socially acceptable nature. It does refer to any remarks or actions of a sexual nature that are not welcome and are likely to be viewed as personally offensive. This includes sexual flirtations, unwelcome physical or verbal advances, propositions, verbal abuse of a sexual nature, vulgar talk or jokes, degrading graphic or verbal comments of a sexual nature about an individual or his or her appearance, the display of sexually suggestive objects, and physical contact of a sexual or particularly personal nature. Cartoons, pictures, or other graphic materials, which create a hostile or offensive working environment, may also be considered as harassment. In addition, no one should imply or threaten that an employee, Sales Associate or applicant’s cooperation with unwelcome sexual advances or requests for sexual favors (or refusal thereof) will have any effect on an individual’s employment, assignment, compensation, advancement, career development, or any other condition of employment or contractual relationship.

Prohibited harassment of a nonsexual nature is broadly defined as verbal or physical conduct that denigrates or shows hostility or aversion toward an individual because of that individual’s race, color, religion, gender, national origin, age, or disability (or that of the individual’s relatives, friends, or associates) and that. . . 

- has the purpose or effect of creating an intimidating, hostile, or offensive work 

environment 

- has the purpose or effect of unreasonably interfering with an individual’s work 

performance; or 

- otherwise adversely affects an individual’s work performance 

Prohibited harassing conduct includes epithets, slurs, negative stereotyping, and threatening, intimidating, or hostile acts that relate to race, color, religion, gender, national origin, age, or disability; and written or graphic material (for example, pictures or cartoons) posted or circulated in the workplace that denigrates or shows hostility or 
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aversion toward an individual or group because of race, color, religion, gender, national origin, age, or disability.

All harassing conduct prohibited by the Policy, whether committed by management or non-management personnel, is strictly prohibited and will bring prompt and certain disciplinary action, including possible termination. No one has the authority to engage in this kind of unacceptable behavior, and Virtual Real Estate will not tolerate it. 

If you believe a co-worker, supervisor, or Associate of Virtual Real Estate is in violation of this Policy has harassed you, you should promptly report, without fear of reprisal, the facts of the incident and the name(s) of the individual(s) involved to the Broker or the Office Manager. Appropriate corrective action will be taken in all such claims. All harassment complaints will be treated in the strictest confidence possible.

RESPA 
Prohibition of Referral Fees or “Kickbacks” 
Section 8 of the Real Estate Settlement Procedures Act (RESPA), 12 U.S.C. Sec. 2607, was adopted by Congress in 1974 to prohibit “kickbacks” and fee splitting for the referral of residential settlement services which could unnecessarily increase the costs of the settlement services to consumers. It is the policy of Virtual Real Estate that all Associates shall familiarize themselves with the requirements of RESPA and fully comply with the same. Under Section 8(a) of RESPA, it is illegal to give or receive anything of value pursuant to an agreement or understanding to refer real estate settlement services to a particular entity in connection with a federally related mortgage loan. Violations of RESPA may result in criminal penalties of up to one year in prison and fines up to $10,000.00 for each violation. In addition, violations may subject you to civil liability of three times the settlement service charge involved in the improper referral or fee split, plus legal fees. Virtual Real Estate assumes no liability or responsibility whatsoever for violations of RESPA by Associates.

Virtual Tours

It is the policy of VRE to offer a FREE Virtual Tour to each of our Seller-clients, whenever possible.  The VRE Client should NOT be charged for this service, as it is a company tool designed to help all our Associates gain more listings.  Exceptions to this policy include REO’s, fixer-uppers, vacant lots and land, or any property where the marketing efforts would not be enhanced by the utilization of such a visual presentation.  Consult your VRE Broker if you are unsure of the suitability of your listing.  Associates have a number of choices to meet this requirement.  Any vendor may be employed by the Associate at the Associate’s cost to design and upload any form of multimedia tour.  If the Associate does not wish to pay the vendor’s cost upfront, VRE’s in-house tour service will design and generate a suitable visual tour for the cost of $75.  This fee will be charged to the Associate at closing only if the listing is sold and closed.  In this case, the 
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Associate will be responsible for providing suitable photographs and information necessary to design the Virtual Tour.
