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TOP AGENT REALTY, INC
      Policy Letter                                                                         Revised: 6/23/2010

Listings:

1. No agent shall place a sign on a property until they are fully licensed under the brokerage Top Agent Realty Inc. and their license is received by the office. 

2. It is mandatory to scan and upload property disclosures and a minimum of one photo for every listing entered into the MLS.  

3. When entering your listings in the MLS, please ensure that your cell phone or contact number is in the location of “Appt Contact #”.  
4. New listings shall be entered into the MLS within 72 hours.
      5.  All Listings, pendings, and closed contracts will be turned into the office        IMMIDATELY upon obtaining all necessary signatures.

      6.  When Withdrawing a listing from the MLS, an “Amendment to the Listing Agreement” will be signed by the client and turned in with the changed MLS sheet. 

Contracts:
1. We are a HUD certified Real Estate Broker. To submit electronic bids       through citysidecorp,  our NAID number is TOPAGN2267.

2. In reference to the Expiration of Offer in The Louisiana Residential Agreement to Buy or Sell.  It will be the policy of this office that all offers will be either accepted, rejected or countered within the time frame allocated, in order to prevent any liability. 
3. From the time a closed file is turned in it will be 24 hours before your commission check is ready for sales, leases, property managements and Broker Price Opinions. 
4. The payable to line on an Escrow Check Request should read the person who made out the check.  The check will be issued back to them and them only. 

5. When using formulator to write contracts please password protect your file by hitting Transaction and then password. This will protect you and your client. If you want to keep a copy in your computer file email the document to yourself and move to file.

6. When turning in a pending contract insure that an MLS sheet showing that it is Pending, whether Open Predication, Continue to Show or Under Contract with the file. 
7. When completing a Contract Release Form your name going on the blank line in the second paragraph. 

8. All ESCROW checks will be turned in immediately with all company listings.  A copy of the check will be attached to the back of the contract and the original check will be paper clipped to the front for easy access and observation.

Leases: 
1. For property you are managing, tenants may pay by personal check.  However, the check will be held for 5 days allowing it to clear, before agent commissions are cut.  Certified funds are highly recommended.   Should the tenant ever bounce a personal check, certified funds will be mandatory.  
2. When completing the lease agreement, complete a property disclosure along with a lead base paint.  It is not a requirement of the Real Estate commission to include a P/D unless there is a transfer of interest, but should the property be transferred at a later date through Bond For Deed, Pre-Occupancy Agreement or Purchase it is completed.
3. Commissions on leases will not be taken out of the lessor’s deposit check, EVER.   If there is a partial months rent due and it is not enough to cover commissions, then commissions will be paid out of first full month rent.  
4. Lease credit check applications are $30.00 and should be paid for in the form of either a cashier’s/bank check or cash.  Credit checks will be run in 24 hours upon submission of the application

Office: 
1. When you write a Listing Agreement or a complete Purchase Agreement, you must turn in those and all related documents to the office within 72 hours.  

2. For agents who are not available to pick up mail at the Pontchartrain office, your mail can be sent USPS by the office.  You will be invoiced for the mailing and you may pay once a quarter.
3. Please remember to sign a Designated Agent Form and have the broker sign it and a copy to the office, so we all know who is taking over your work while out of town so calls can be directed and it will be documented for inspections.

    Branch Office:
1. The privilege has been extended to the agents of Top Agent Realty to        utilize Patriot Title’s Mandeville office to conduct our real estate business as need be.  The Branch office address is 1011 North Mandeville Causeway, Suite 9, Mandeville LA 70471. Access is gained by using the combination lock box located on the side gate handle.  The code is 9090 to gain access to the two keys inside, one is marked back door and the other front door.  Please leave the office in the same condition you found it, if not better and replenished any items used immediately. Insure you turn the lights off and dispose of any garbage in the dumpster located at the back of the complex. 

   Agent Intranet:
1.   The Agent Intranet website:

            http://kimberlyhatcher.featuredwebsite.com/for-agents.asp
            contains links to Top Agent Forms, Education Sites, Advertising venues and many other useful features that we use at Top Agent Realty. The site is powered through Realtor.com and only set up to automatically upload one realtor’s listings, so you must manually load your listings to the site. Follow the instructions provided. IT IS CRITICAL that you do not access any other portion of the website template builder. Many hours and a lot of work went into building the site and it is appreciated that you leave the way you found it.  

    Advertising:
      1.  A proof of all advertising, to include business cards, car magnets, sign riders, etc will be approved thru the office prior to print.  

