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POLICY & PROCEDURES MANUAL 

 

WELCOME 

Welcome to Resort Properties of the Pacific. We have prepared this Policy & Procedures 
Manual for your information and review. Whether you are new to Resort Properties of the 
Pacific, or a seasoned professional, it is important that you read and understand what is 
contained in this document. It is a requirement of all Resort Properties of the Pacific 
Associates to read, understand, and acknowledge this document. 
 
The Policy & Procedures Manual contains general office information, mission statement, goals, 
objectives, Real Estate terms, company policies, listing/sales policies, and more. This will 
immediately clarify many things about the operation of Resort Properties of the Pacific 
and we encourage you to review this material often. 
 
 
If at any time you have questions regarding your association with Resort Properties of the 
Pacific, or any policy or procedure, please email info@resortpropertiespacific.com.  We want to 
address your concerns. This includes not only the material in this manual, but any information you 
receive or question during your association with our company. 
 
Thank you for taking the time to read this information. We wish you success in your association 
with Resort Properties of the Pacific 
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POLICY & PROCEDURES MANUAL GUIDELINES 

 
This document is subject to revision. RESORT PROPERTIES continually re-evaluates the 
contents and updates any legal requirements or necessary changes in operating procedures. 
 

� Periodically, we will send notice of revisions to the Policy and Procedures Manual. Please bring 
any discrepancies or questions about the Policy and Procedures Manual to our attention. 

Manual Objective 

The material within the RESORT PROPERTIES Policy & Procedures Manual is confidential. 
Associates are not to disclose this material to owners, tenants, vendors, or to the public. The 
confidential information includes, but is not limited to, the following examples: 
 

� Real estate commissions, referrals, and/or fees 

� Associates compensation 

� Associates records 

� Associates conversations 

� Client records or conversations 

� Marketing and/or strategic plans 

AssociatesAssociatesAssociatesAssociates Responsibilities  

All Associates are to read the Resort Properties of the Pacific Policy & Procedures 
Manual as part of their orientation to the company.  
 

� All Associates are required to read the RESORT PROPERTIES Policy and Procedures 
Manual within 5 days from date of employment or hire. 

� All Associates hired prior to the implementation of this document are to read the entire 
RESORT PROPERTIES Policy & Procedures Manual within 5 business days from the date 
of receiving the manual. 

� All Associates are required to sign the Associates Acknowledgment Agreement, which 
states that they have read, understand, and will comply with the Policy and Procedures 
Manual.  

� This manual is only for the use of Associates.   

� It is the Associates responsibility to read, understand, and refer to the enclosed material 
when necessary.   

� If there is any confusion regarding the material, it is the responsibility of Associates to 
discuss this with RESORT PROPERTIES as soon as possible. 

� Associates are not limited to only the material within this Policy and Procedures Manual. 
Associates are to adhere to any directive from Management, in either written or verbal form. 

� The printed material within this policy is not for public distribution. Therefore, Associates are 
not to share this printed information with prospective and/or current clientele, vendors, or the 
public. 

� RESORT PROPERTIES expects all Associates to follow the guidelines of this policy when 
in contact with prospective and/or current clientele, vendors, or the public 
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GLOSSARY OF TERMS 

 
Associates will find the following basic real estate terms often used during business in the 
RESORT PROPERTIES office. 
 

� Broker of record – the licensed supervising broker recognized by the Hawaii Department of 
Real Estate 

� Broker/Manager – the licensed Real Estate broker who supervises Broker Associates and 
Sales Associates 

� Broker Associate – an agent with a broker’s license 

� Sales Associate – an agent with a sales person’s license 

� Agent – refers to both Broker and Sales Associates 

� Sales Agent – refers to both Broker and Sales Associates 

� Selling Agent –agent representing the Buyer 

� Dual Agent – an agent who represents both Buyer and Seller 

� Listing Agent – agent representing the Seller Listing Team – two or more agents who represent 
the Seller 

� Buyer – a person of legal age who is purchasing real property 

� Seller– a person of legal age who is selling their real property 

� Purchase/Sales Agreement – a written document that follows the guidelines and laws of the 
Department of Real Estate for buying real property in the State of Hawaii 

� MLS is the acronym for Multiple Listing Service. This service distributes listings and sales 
information for the Real Estate community. 

� Listing – an agreement between an owner of real property and a real estate broker, where the 
broker agrees to market the property to procure a buyer for an agreed price, terms, and 
commission/fee 

� Purchase Contract- – a contract offered by a Buyer to the Seller based on specific terms from 
the Buyer. 

� Counter-offer – terms that counter the purchase agreement offer that are not acceptable; a 
counter offer can be from either a buyer or seller 

� Earnest Money Deposit – money deposited in good faith when a purchase/sales agreement is 
written and is kept in trust until the property closes/records or the purchase agreement is 
cancelled 

� Seller’s Disclosure Statement – a document that discloses all known material defects, work, 
and/or problems concerning the property in the purchase agreement/offer 

� Agency – the relationship between licensed real estate agents and buyers or sellers 

� Escrow – a neutral place where all documentation, information, and funds pertinent to the sale 
of real property are collected for the purpose of transferring the deed from a seller to a buyer 

� Pending sale – a period where buyer and seller have agreed to terms, and the transaction 
enters into escrow 

� Close of escrow – the date the property records with the county in which the property is located 
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� Escrow Company – the company who acts as a neutral third party in a sales transaction of real 
property between buyer and seller and who conducts a search to ensure that the title to the 
property is clear Escrow Officer/Closer – the third party person who physically collects and 
communicates all information during the escrow 

� Title Insurance – insurance that covers the property against any recorded or unrecorded liens 
affecting the subject property and is issued by a Title or Title Insurance Company 

� Walk-through – when the buyer walks through the property to determine if it is acceptable prior 
to close of escrow and that all repair obligations of the seller are completed 

� Lender – the party that lends money to a buyer to procure the property  

� Loan Officer – a person who works to assist a buyer in obtaining a loan; depending on the 
licensing, a loan officer can also be referred to as a loan broker or mortgage broker/lender 

� Underwriter – a party that takes responsibility for making sure that the loan program follows the 
specific guidelines required 

� Appraisal – the value of real property based on other sales and recorded deeds 

� Appraiser – one who conducts the appraisal of the real property for the lender 

� Pest Control (Termite) Inspection – a report prepared by an inspector to check for termites, 
pests, and/or dry rot during the sale of the real property 

� Home Inspection – an inspection that looks at the condition of the real property such as 
plumbing, electrical, structure, and many other items 

� Home Warranty – a private warranty coverage that protects the buyer after escrow closes 
against defects such as plumbing, electrical, heating, etc. and normally involves a service fee 
or deductible for service calls. 

Company Terminology 

The following terms are specific to Resort Properties of the Pacific 

� RESORT PROPERTIES – Resort Properties of the Pacific  

� RESORT PROPERTIES Associates – any person who receives compensation from 
Resort Properties of the Pacific 

� RESORT PROPERTIES Independent Contractor – a Broker Associate or Sales Associate, 
who holds a real estate license, receives payment in commissions for real estate sales 

� RESORT PROPERTIES Sales Agent – an independent contractor, referred to as a Sales 
Agent or Agent in this manual. 

� RESORT PROPERTIES Listing Agent -  an independent contractor, referred to as a Listing 
Agent in this manual 
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Relevant Acronyms 

� NAR® – National Association of REALTORS® 

� _HAR__ -  Hawaii Association of REALTORS® 

� _KBR_ -Kauai  Board of REALTORS®  

� IRS – Internal Revenue Service 

� HUD – Housing & Urban Development 

� FHEO – Fair Housing and Equal Opportunity agency 

� ADA – Americans with Disabilities Act 

� EPA – Environmental Protection Agency or Environmental Protection Act 

� RLPHRA – the Residential Lead-Based Paint Reduction Act 

� RESPA – Real Estate Settlement & Protection Act 

� FIRPTA – Foreign Investment in Property Tax Act 

� FACTA – Fair and Accurate Credit Transactions Act 

� FCRA – Fair Credit Reporting Act 

� FCC – Federal Communications Commission 

� FTCA – Federal Trade Commission Act 

� TCPA – Telephone Consumer Protection Act 

� SCRA – Service Member’s Civil Relief Act 

� EEO – Equal Employment Opportunity 

� ECOA – Equal Credit Opportunity Act 

� FMLA – Family and Medical Leave Act 

� FLSA – Fair Labor Standards Act 

� ADEA – Age Discrimination in Employment Act 

� USERRA – Uniformed Services Employment and Reemployment Act 

� HIPAA – Health Insurance Portability and Accountability Act of 1996 

� EPPA – Employee Polygraph Protection Act 

� OSHA – Occupational Safety and Health Administration 
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COMPANY INFORMATION 

 

Resort Properties of the Pacific provides services  in Kauai in an ethical and moral 
manner, in accordance with the Hawaii Department of Real Estate, abiding by the National 
Association of REALTORS®, NAR® Code of Ethics. 

Goals 

It is Resort Properties of the Pacific goal to achieve the following. 

Objectives 

While achieving their goals, Resort Properties of the Pacific objectives are to do the 
following: 
 

� To provide quality services to all persons and clientele Legal Identity 

Resort Properties of the Pacific is a Limited Liability Corporation registered in Hawaii 

� associated with RESORT PROPERTIES 

� To maintain the ethics and standards outlined by the National Association of REALTORS 

� To abide by and support Federal Fair Housing 

� To uphold the standards of an Equal Opportunity employer 

� To follow the Hawaii Association of REALTORS® and the Kauai Board of REALTORS® Code 
of Ethics 

� To continually plan, implement, and follow the RESORT PROPERTIES Long Range Plan 

� To continually plan, implement, and follow the RESORT PROPERTIES Marketing program 

� To maintain professionalism in listings and sales 

� To associate with, and use, only competent workmen 

� To maintain a positive work environment for Associates  

� To encourage Associates growth and promote education for all Associate 
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 ASSOCIATES POLICIES 

 

Additional Federal Acts 

As an Equal Opportunity Employer, RESORT PROPERTIES also follows, but is not limited to, 
the following Federal legislation and/or agencies.  
 

� ADEA – Age Discrimination in Employment Act (ADEA) 

� FMLA - Family and Medical Leave Act Of 1993 

� ECOA – Equal Credit Opportunity Act 

� FLSA – Fair Labor Standards Act 

� USERRA – Uniformed Services Employment and Reemployment Act 

� HIPAA – Health Insurance Portability and Accountability Act of 1996 

� EPPA – Employee Polygraph Protection Act 

� OSHA – Occupational Safety and Health Administration 

� Federal Privacy Act 

 

RESORT PROPERTIES does not permit harassment of any kind, including sexual harassment, 
in the RESORT PROPERTIES workplace.  
 

� Associates are to report any harassment as soon as possible and in writing. 

RESORT PROPERTIES works diligently to comply with the Immigration and Nationality Act of 
1952 (INA), and the United States Immigration Reform and Control Act of 1986 (IRCA) at all times.  
 

� RESORT PROPERTIES knowingly only employs United States citizens and those non-US 
citizens authorized to work in the United States 
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GOVERNANCE AND ASSOCIATIONS 

RESORT PROPERTIES incorporates the laws and guidelines of the following agencies into the 
operation of RESORT PROPERTIES real estate. 
 
It is the policy of RESORT PROPERTIES to follow, but is not limited to, the guidelines of the 
following government agencies. 
 

� Federal agencies 

o IRS - Internal Revenue Service 
o HUD – Housing and Urban Development 
o EPA – Environmental Protection Agency 
o FCC – Federal Trade Commission 

� State agencies 

o Department of Real Estate in the State of Hawaii 
o Hawaii State Department of Taxation  
o Hawaii Department of Labor 

� Local Agencies 

o Department of Real Estate in the State of Hawaii 

 
 

Industry Associations 

RESORT PROPERTIES belongs to the following Associations, following their code of ethics, and 
uses them as a source for education and information. 
 

� NAR® – National Association of REALTORS® 

� HAR – State Association of REALTORS® 

� KBR  -  Kauai Board of REALTORS® 
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REAL ESTATE POLICIES 

There are many laws and agencies, which govern real estate companies throughout the United 
States. RESORT PROPERTIES incorporates the laws and guidelines of those agencies and 
legislation listed in this manual.  

Department of Real Estate  

RESORT PROPERTIES follows all guidelines and requirements of the Hawaii Department of 
Real Estate. RESORT PROPERTIES incorporates these into this manual and the operation of 
the RESORT PROPERTIES office. RESORT PROPERTIES is a licensed Real Estate Broker. 
Code of Ethics  

National Association of Realtors 

RESORT PROPERTIES abides by the ethics of the National Association of REALTORS®. 
RESORT PROPERTIES takes pride in fair dealings in the real estate industry and as a leader of 
the community.  

Fair Housing 

Fair Housing affects all areas of the real estate industry. There is a separate section on Fair 
Housing polices to follow in this manual and many cross-references. RESORT PROPERTIES 
follows all Fair Housing laws and guidelines. The following federal acts are the foundation for 
Federal Fair Housing. 
 

� The Civil Rights Acts of 1866 and 1870, 42 U.S.C. Sections 1981, 1982 

This Act provides that all persons have the same right to make and enforce contracts, to the full 
and equal benefit of all laws and proceedings for the security of persons and property, as is 
enjoyed by white citizens. 

 
Cases have held that these laws prohibit refusing to sell lots to African Americans; a 
homeowner association’s discriminatory interference with the sale of a home to a black person, 
racial based steering, racially motivated opposition to the construction of low-income housing. 
 

� Title VIII of the United States Civil Rights Act of 1968, as amended in 1988 

Prohibits discrimination based on race, color, religion, sex, national origin, handicap, familial 
status, or handicap in the sale or rental of housing. Prohibited acts include refusing to sell or 
rent, discriminating on terms, discriminatory advertising, and discrimination in the provision of 
brokerage services, “steering,” and “redlining.” 
 

The U.S. Department of Housing and Urban Development (HUD) administers the Federal Fair 
Housing Law. This agency plays a significant role in the real estate industry. The office of Fair 
Housing and Equal Opportunity (FHEO) administers federal laws and establishes national policies 
that everyone has equal access to the housing of their choice. 

Americans with Disabilities Act 

This Act prohibits discrimination against individuals with disabilities in employment, public services, 
telecommunications, public accommodations, and commercial facilities. 
 
The provisions of the ADA regarding commercial facilities and public accommodations affect the 
real estate industry by requiring owners or lessees of such buildings to make sure that their 
buildings comply with the rules. 
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Antitrust 

Antitrust plays a significant role in the real estate industry. The Federal Trade Commission (FCC) is 
one of the enforcing agencies for Antitrust. There is more to antitrust legislation than the items 
listed below, but the following are keys areas regarding Antitrust. There are many references to 
Antitrust in this manual. 
 

� Antitrust prohibits discussion on fees, commissions, charges, and business practices as it 
relates to control of others during any type of gathering. 

� Antitrust forbids price fixing on real estate commissions or fees between licensed real estate 
agents/brokers or real estate groups. 

� Antitrust forbids assignment of “territories” between agencies. 

� Antitrust forbids “boycotting” of specific parties between agencies. 

The following is legislation regarding Antitrust: 

� The Sherman Act of 1890 - 

o Prohibits agreements, combinations or conspiracies between two or more persons, 
companies or associations which unreasonably restrain trade 

o Prohibits the monopolization or any attempted monopolization of any market for a 
particular product or service 

� The Clayton Act of 1914 

� The Robinson-Patman Act of 1936 

� The Federal Trade Commission Act (FTCA) – this allows the authority of the Federal Trade 
Commission (FCC)  in matters of Antitrust 

Real Estate Settlement & Procedures Act (RESPA)  

Another significant act affecting the real estate industry is RESPA. Legislators enacted the Real 
Estate Settlement and Procedures Act, RESPA, in 1974, to protect buyers and sellers from 
unnecessary kickbacks or fees in real estate transactions. There are many references to RESPA in 
this manual. 
 

� RESPA does not allow kickbacks or payments of anything of value to persons in a real estate 
transaction for referrals unless they are licensed. This does not included referral fees to other 
licensees for services performed. 

� Referral fees cannot be paid to non-licensed persons, and this includes attorneys 

� RESPA prohibits listing referral fees or other inducements in advertising.  

� RESPA requires that borrows receive disclosures at various times. 

� RESPA covers loans secured with a mortgage place on a one-to-four family residential 
property. 
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Foreign Investment in Real Property Tax Act (FIRPTA)  

� "FIRPTA" or the Foreign Investment in Real Property Tax Act of 1980 provides that foreign 
investors buying US real estate be subject to US capital gains tax on the sale or disposition of 
U.S. real property interests.  

� In 1984, Legislators enacted Section 1445 of the Internal Revenue Code to ensure that foreign 
investors file U.S. tax returns and pay U.S. taxes on the sale or disposition of U.S. real property 
interests.  

�  It is mandatory that escrow withhold 10% of the sales price from the foreign investor unless the 
property is exempt. Investors must file a US Income Tax Return to obtain a refund of any 
excess monies withheld.  

Environmental Protection Agency (EPA) 

RESORT PROPERTIES follows the guidelines of the Environmental Protection Act in respect to 
public housing guidelines and mandates. 
 

� RESORT PROPERTIES follows all lead-based paint legislation, including RLPHRA, outlined 
in the following section. 

Residential Lead-based Pain Reduction Act (RLPHRA)  

Lead-based paint was banned by the Federal Consumer Product Safety Commission in 1978 
because lead-based paint exposure can harm individuals exposed to contaminated dust, soil, or 
deteriorated paint. To enforce the ban, Congress enacted RLPHRA in 1992.  
 

� RLPHRA requires residential sellers, property owners and their real estate agents of pre-1978 
residences to disclose if they know of lead-based paint and provide buyers and tenants with an 
informational booklet about lead-based paint.  

� Federal law does not require sellers and property owners to remove lead-based paint. 

� Long-term leases and month-to-month rentals require the disclosure and informational booklets 
given to tenants regarding lead-based paint 

� Short-term rentals less than 100 days are exempt. 

� Homebuyers can waive the 10-day contingency period in writing. 

Federal Communications Commission (FCC) 

The FCC, Federal Communications Commission has specific rules regarding cold calling, email, 
and fax as it pertains to real estate. 
 

� There is additional RESORT PROPERTIES policy concerning Do-Not-Call/Fax/Email in this 
manual. 

Fair Credit Reporting Act (FCRA) 

RESORT PROPERTIES abides by all laws of the Federal Credit Reporting Act in all real estate 
transactions.  
 

� Credit plays a significant role in real estate sales and property management. 
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Equal Credit Opportunity ACT (ECOA) 

RESORT PROPERTIES does not do business with any lender or creditor who does not follow 
ECOA. 

� This Act prohibits discrimination based on race, color, religion, national origin, sex, marital 
status, or on the grounds of receipt of income from a public assistance program. Any lender or 
creditor who denies an application for credit must provide the applicant with a statement of the 
reasons or a written notification of the applicant’s right to obtain a statement of the reasons. 

Fair and Accurate Credit Transactions Act (FACTA) 

RESORT PROPERTIES follows the disposal provisions of the Fair and Accurate Credit 
Transactions Act (FACTA), particularly as it applies to shredding of documentation.  

� The RESORT PROPERTIES policy includes the Junk Protection Act of July 2005.  

� A document shredding policy is contained in this manual under the Office Policies section.  

Service member’s Civil Relief Act of 2003 (SCRA) 

RESORT PROPERTIES follows the guidelines of the Serviceman’s Civil Relief Act.  
 

� This act has replaced the Soldier and Sailor’s Civil Relief Act of 1940.  

� This gives all military certain rights in public housing, mortgage, credit, and employment issues 
while they are serving their country. 
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STATE LAWS 

 

Hawaii Revised Statues  - Department of Commerce and Consumer Affairs 

RESORT PROPERTIES requires Associates to become read and follow the guidelines of:   
HRS Chapter 467 - Real Estate Brokers and Salespersons  
These statutes are available online at: 
http://hawaii.gov/dcca/main/hrs 

Hawaii State Fair Housing Laws 

Hawaii State Lead-Based Paint Laws 

 

Hawaii State Credit Reporting Laws 

Hawaii State Megan’s Law 

Hawaii State Laws/Shredding and identity protection policiies 

 

Foreign Language Laws 
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RESORT PROPERTIES LICENSEE POSITIONS 

 
 
Licensee positions with RESORT PROPERTIES fall into the following categories 
 

� Broker/Sales Manager 

� Broker/Associate 

� Sales/Associate 

� Any person holding an active real estate license in the State of Hawaii who is an 
associate of RESORT PROPERTIES 

� This can include any position with the exception of the positions of 
Broker/Association and Sales/Associate. 

 

 

Broker/Sales Manager 

The Broker/Sales Manager is the recognized Broker of Record for RESORT PROPERTIES in 
the state of Hawaii, and licensed by the Hawaii Department of Real Estate. The responsibilities of 
the Broker/Sales Manager are: 
 

� Supervision of other Management/Associates  

� Supervision of all Sales Agents 

� Supervision of RESORT PROPERTIES real estate activities, which includes, but is not 
limited to: 

o Hiring of licensed Associates 
o Supervision of Broker Associate and Sales Associate training 
o Supervision of Broker Association and Sales Associate activities 
o Supervision of licenses and licensee files 
o Supervision and review of all commissions for Sales Agents  
o Supervision of RESORT PROPERTIES Sales Meetings 
o Supervision and review of all banking accounts, including the RESORT 

PROPERTIES Trust Account 
 
o Review of all real estate transactions and documentation relating to RESORT 

PROPERTIES, which includes, but is not limited to: 
� Listing agreements 
� Purchase/sales agreement 
� Counteroffers 
� Seller’s disclosure agreements 
� Inspections 
� Extensions 
� Rescissions/cancellations 

o Discipline of all RESORT PROPERTIES licensed employees as necessary 
o Mediation all Associates disputes 
o Termination of all Associates as necessary 
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Broker Associate  

Broker Associates list and sell real property for RESORT PROPERTIES. They also have various 
real estate activities in the RESORT PROPERTIES office, such as Floor Time, Sales meetings, 
etc. 

� Broker Associates are licensed real estate brokers in the Hawaii 

� Broker Associates are independent contractors. 

� The “Sales Agent” section contains more information on their duties and requirements. 

� Broker Associates are not eligible for employee benefits. 

Sales Associate  

Sales Associates list and sell real property for RESORT PROPERTIES. They also have various 
real estate activities in the RESORT PROPERTIES office, such as Floor Time, Sales meetings, 
etc.  

� Sales Associates are licensed real estate agents in the Hawaii 

� Sales Associates are independent contractors. 

� The “Sales Agent” section contains more information on their duties and requirements 
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Personal Assistant  

RESORT PROPERTIES may in the future hire Personal Assistants to assist Broker Associates 
and Sales Associates with their real estate activities. Their job description includes, but is not 
limited to the following: 
 

� The Personal Assistant is  required to have a real estate license 

� The Personal Assistant is an independent contractor with RESORT PROPERTIES 

� The Personal Assistant does not engage in the activities of listing, selling, or managing real 
property. 

� The Personal Assistant is required to know and assist in all general procedures of RESORT 
PROPERTIES.  

� The Personal Assistant is required to follow, but is not limited to: 

o The RESORT PROPERTIES Real Estate Policy and Procedures Manual 
o The RESORT PROPERTIES Property Management Policy and Procedures Manual 

 
Guest Services Manager 
The RESORT PROPERTIES Guest Services Manager oversees all property management 
activity and interacts with the property owners, tenants, applicants, vendors, and public. RESORT 
PROPERTIES Guest services Property Managers interact with, and when directed by 
Management, can supervise property management Associates and assistants. Their job 
description includes, but is not limited to the following: 
 

� RESORT PROPERTIES Guest Services Managers are required to know and participate in all 
general procedures of RESORT PROPERTIES. 

� RESORT PROPERTIES Guest Services Managers are either licensed real estate agents or 
brokers in the state of Hawaii 

 

� All RESORT PROPERTIES Guest Services Property Managers must follow the: 

o RESORT PROPERTIES Real Estate Policy and Procedures Manual 
 

Owner Services Manager 

RESORT PROPERTIES Owner Services  Managers are responsible for showing property for 
rent, the procurement of applications when necessary, inspections, property move in/move outs, 
placement of tenants in properties, delivery of notices, and other property management duties as 
directed by RESORT PROPERTIES Property Managers or Management. Their job description 
includes, but is not limited to the following: 
 

� RESORT PROPERTIES Owner Services Managers are required to know and participate in 
all general procedures of RESORT PROPERTIES. 

� RESORT PROPERTIES Owner Services Managers are a either licensed real estate agents 
or brokers in the state of Hawaii 

� All RESORT PROPERTIES Owner Services Managers must follow the: 

o RESORT PROPERTIES Real Estate Policy and Procedures Manual 
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SALES AGENTS REQUIREMENTS 

The RESORT PROPERTIES recruitment policy is to follow the guidelines of the Internal 
Revenue Service, governing state agencies, Fair Housing, the American Disabilities Act (ADA), 
and the National Association of REALTORS® Code of Ethics, in their recruitment of Sales Agents 
as Independent Contractors.  

Company Requirements  

RESORT PROPERTIES hires either licensed Broker Associates or Sales Associates as Sales 
Agents 

Sales Agent Standard License Requirements 

All licensed Sales Agents must have current Real Estate license in the State of Hawaii 
 

� RESORT PROPERTIES requires licensed Sales Agents to have previous real estate sales 
experience. 

Commission 

The Broker/Sales Manager conducts all negotiations or discussions on Broker/Agent commission 
splits during the sales interviews and discusses the RESORT PROPERTIES Commission policy 
with prospective Sales Agents.  
 

� Appendix A contains the general guidelines of the RESORT PROPERTIES Commission 
Policy. However, the Commission Policy is subject to change at any time. 

� Beginning Hiring commissions splits are based on, but not limited to the following: 

o Training 
o Previous real estate listing and sales production 
o Years of sales experience 

Agent Standards 

RESORT PROPERTIES policy is to hire licensed real estate agents who are honest, ethical, and 
who will promote listings and sales. 
  

� RESORT PROPERTIES requires all Sales Agents to have a criminal-free background 

�  

� RESORT PROPERTIES requires all prospective Sales Agents to: 

o Maintain a current Real Estate license in the state of Hawaii and  have active 
membership in NAR®, Hawaii Board of REALTORS®, Kauai Board of REALTORS®  

o Join the Hawaii Multiple Listing Service (HIS) 
o Follow the NAR® Code of Ethics 
o Abide by all licensee laws in the state of Hawaii while performing the services of Sales 

Agent for RESORT PROPERTIES 
o Agree to follow all legislation governing Real Estate practices while performing the 

services of Sales Agent for RESORT PROPERTIES 
o Agree to abide by RESORT PROPERTIES Policies and Procedures while performing 

the services of Sales Agent for RESORT PROPERTIES 
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Transfer of License 

If RESORT PROPERTIES agrees to hire the services of the licensed applicant, the licensee 
agrees to the transfer of their Real Estate license to RESORT PROPERTIES and supplies all 
necessary information to RESORT PROPERTIES. 
 
 

Financial Requirements 

During the hiring process, RESORT PROPERTIES outlines their expectations of Sales Agents, 
which includes, but are not limited to the following: 

� To list and sell property 

� To maintain office contact 

� To participate in Tours/Caravans 

� To provide their own transportation and the transportation of their clients, as well as their own 
vehicle maintenance and expense 

� To pay their own dues in professional organizations 

� To pay for their own lockboxes 

� To pay for the services of personal assistants or transaction coordinators. Pay for Agent 
marketing as outlined in the Sales Associates section of this manual. 

� To pay for all personal medical and/or dental plans, vehicle insurance, and personal Errors and 
Omissions Insurance, if desired 

� To fill out and sign appropriate documentation needed for IRS and State purposes to support 
their Independent Contractor status 

� To notify RESORT PROPERTIES of any problems with listings or sale transactions as soon 
as possible  

� To notify RESORT PROPERTIES of any problems with their real estate license as soon as 
possible 

� To notify RESORT PROPERTIES  as soon as possible if they cannot fulfill their duties, such 
as open house, listing activity, sales transactions, etc. if they are ill or feel they cannot 
adequately represent their clients or safeguard the interests of RESORT PROPERTIES. 
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SALES AGENTS 

RESORT PROPERTIES has outlined this section of the manual to assist Sales Agents with 
RESORT PROPERTIES expectations and licensing requirements.  

Sales Agent Definition 

This manual refers to both Broker Associates and Sales Associates as Sales Agents or Agents. 
 

� All Sales Agents have the status of independent contractor. 

� No Sales Agents qualify for employee status and employee benefits.  

� Sales Agents do not fall under the guidelines of the RESORT PROPERTIES Employee 
Manual. 

The Broker/Manager, also known as the RESORT PROPERTIES Broker of Record, supervises 
all licensees in the RESORT PROPERTIES office. 
 

� The RESORT PROPERTIES Broker of Record provides notification to the Hawaii 
Department of Real Estate that the licensee is working within the Broker’s authority. 

Independent Contractor Agreement 

All licensed Associates are required to sign the RESORT PROPERTIES Independent 
Contractor Agreement with Resort Properties of the Pacific (refer to Appendix B) 
 

� The Independent Contractor Agreement is an at-will agreement and either party has a right to 
cancel the agreement at any time. 

� RESORT PROPERTIES makes every effort to follow Internal Revenue Service requirements 
for Independent Contractors. 

License Requirements 

RESORT PROPERTIES requires all Independent Contractors to have the following license 
requirements: 
 

� RESORT PROPERTIES Broker Associates are required to have a current real estate 
brokers’ license in the State of Hawaii. 

� RESORT PROPERTIES Sales Associates are required to have a current real estate sales 
license in the state of Hawaii. 

� All Sales Agents understand they bear the following responsibility to RESORT PROPERTIES 
regarding their license. 

o To maintain an active Real Estate license in the State of Hawaii 
o Notify Broker/Manager of any licensing changes in: 

� Status of license 
� Professional Hawaii and/or legal Hawaii 
� Current address 
� Decision or action not to maintain license 
� Any possible action that could affect maintaining a current license 
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License Renewal Requirements 

All Sales Agents are required to renew their license in order to receive compensation from 
RESORT PROPERTIES and this includes, but is not limited to the following: 
 

� Completion of all education required to renew license in the State of Hawaii 

� Completion of all licensing requirements in the State of Hawaii 

� Renewal of real estate license as required by the State of Hawaii by the required renewal date 

Form Requirements 

All licensees are required to complete the following forms prior to working and receiving 
compensation from Resort Properties of the Pacific 
 

� 1099 Form 

� US Immigration form, I-9  

� Independent Contractor agreement (refer to Appendix B) 

� Commission Agreement Form (refer to Appendix B) 

� Policy Manual Acknowledgement form (refer to Appendix B) 

� Agent/Independent Contractor Information form (refer to Appendix B) 

� Office Key Form 

File Confidentiality 

RESORT PROPERTIES maintains a confidential Associates file for all Sales Agents. 
RESORT PROPERTIES does not disburse any Sales Agent documentation and/or information 
unless by: 
 

� The express permission or request of the Sales Agent 

� A lawful order requiring RESORT PROPERTIES to provide information to another party 

Duties 

All Broker Associates and Sales Associates, in the Independent Contractor Agreement, have 
voluntarily agreed to: 
 

� Actively pursue listings of real property in the Hawaii and the County of Kauai. 

� Actively pursue buyers of real property in the Hawaii and County of Kauai  

� Report all listings and sales to the RESORT PROPERTIES Broker/Sales Manager 

� Participate in RESORT PROPERTIES sales meetings 

� Participate in Tours/Caravans 

� Read the RESORT PROPERTIES Real Estate Policy and Procedures Manual 

� Sign the Policy and Procedures Manual Acknowledgment Form 

� Interact reasonably with other RESORT PROPERTIES associates 
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Limitation of Authorization 

Broker Associates and Sales Associates are limited in their authority and are subject to the 
authority of the RESORT PROPERTIES Broker of Record and the Hawaii Department of Real 
Estate. Therefore, they are: 
 

� Limited to real estate sales activities 

� Unable to act in the capacity of tax professionals, insurance agents, attorneys, maintenance 
contractors, or any other professional person when representing Buyers and Sellers in 
RESORT PROPERTIES real estate transactions unless they have a specific agreement with 
the Broker/Manager and if they have the proper credentials. 

� Sales Agents are not to remove RESORT PROPERTIES files from the RESORT 
PROPERTIES office without permission of Management 

� Sales Agents cannot destroy any RESORT PROPERTIES listing or sales records. 

� Sales Agents cannot perform property management services for property other than their own 
without prior arrangement  

Sales Agent General Requirements 

The RESORT PROPERTIES Real Estate Policy and Procedures Manual is required reading: 
 

� The Policy and Procedures Acknowledgment Form must be signed prior to performing any 
duties as an Sales Agent 

� All licensees are required, but not limited, to:  

o Follow guidelines of the RESORT PROPERTIES Real Estate Policy and Procedures 
Manual 

o Conduct all Real Estate business/transactions in an ethical and moral manner 
o Adhere to the licensing laws of the State of Hawaii 
o Follow the laws and guidelines of the Hawaii Department of Real Estate 
o Follow the NAR® Code of Ethics 
o Abide by, and practice Fair Housing  
o Follow all federal, state, and local legislation and guidelines related to Real Estate 

activities, and any subsequent changes or additions to legislation (Refer to previous 
sections on legislation) 

� Licensed Sales Agent responsibilities to the RESORT PROPERTIES office include, but are 
not limited to: 

o RESORT PROPERTIES office procedures 
o Record and store real estate records in an appropriate manner and according to 

RESORT PROPERTIES policy 

� Licensed Sales Agent responsibilities to all Associates include, but not limited to: 

o Be courteous and considerate to all Associates and clientele 
o Respect other Associates responsibilities and duties 
o Not interrupt or interfere with the duties and responsibilities of all other Associates 

� Licensed Sales Agent responsibilities to Management include, but are not limited to: 

o Notify Management of any problems or difficulties with their Real Estate activities  
o Notify Management of any problems or difficulties interacting with other Associates 
o Notify Management of any conflict, questions, or concerns with the guidelines of the 

RESORT PROPERTIES Real Estate Associates Policy and Procedures Manual 
o Notify the Broker/Manager if the licensee notices any discrepancies in RESORT 

PROPERTIES policies and procedures, both written and verbal 
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� Licensed Sales Agent responsibilities to RESORT PROPERTIES clientele include, but are 
not limited to: 

o Maintain confidentiality of all client records and information  
o Conduct all transactions with clients in a fiduciary and ethical manner 
o Provide clients with all required disclosures for Real Estate transactions and dealings in 

the State of Hawaii 

� Sales Agent affiliations 

o All licensees working for RESORT PROPERTIES have voluntarily agreed to pay for 
and maintain an active membership in: 
� The National Association of REALTORS®, NAR® 
� The Hawaii Association of REALTORS®,HAR 
� The Kauai Board of REALTORS®, KBR 
� Hawaii Multiple Listing Service, HIS 

o RESORT PROPERTIES does not pay for any part of the above referenced 
memberships 

Agent Commissions 

RESORT PROPERTIES splits commissions of recorded sales transactions with Sales Agents 
based on: 
 

� The current RESORT PROPERTIES commission agreement signed by the Sales Agent ans 
subject to renewal in January of each year.  

� Split with the selling or listing broker’s office agreed to in the Purchase Agreement between 
Buyer and Seller 

Agents and Fair Housing 

It is the responsibility of all licensed Sales Agents to know the guidelines and laws regarding Fair 
Housing. 
 

� Federal Law requires Sales Agents to meet the specifications and guidelines of all Fair Housing 
legislation. 

� RESORT PROPERTIES does not tolerate any Fair Housing violations. 

� RESORT PROPERTIES does not tolerate any “steering” related to real estate sales and 
listings. 

� RESORT PROPERTIES does not tolerate any violations of Fair Housing in advertising. 

� It is the Sales Agent responsibility to notify Management if they have questions or concerns 
regarding Fair Housing. 

Agents and Antitrust 

It is the responsibility of all licensed Sales Agents to know the guidelines and laws regarding 
Antitrust. 
 

� Federal Law requires Sales Agents to meet the specifications and guidelines of all antitrust 
legislation. 

� RESORT PROPERTIES will not tolerate violations of Antitrust. 

� All Sales Agents must follow the current RESORT PROPERTIES commission policy, which 
supports Antitrust. 

� Sales Agents understands that RESORT PROPERTIES policy is that all fees and/or 
commissions are negotiable with clients. 
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� Sales Associates are not to discuss, collude, or set fees/commissions with other real estate 
agents, brokers, and/or groups. 

� If any Sales Agent has concerns regarding any activity that could be a violation of Antitrust, 
they are to contact Management immediately before proceeding further. 

Agents and RESPA 

It is the responsibility of all Sales Agents to know the guidelines and laws regarding the Real 
Estate Settlement and Procedures Act (RESPA).  
 

� Federal law requires all licensed Real Estate agents to meet all guidelines and laws regarding 
the Real Estate Settlement and Procedures Act (RESPA).  

� RESORT PROPERTIES will not tolerate violations of RESPA in any real estate 
transactions/business of any Sales Agent. 

� Sales Agents cannot promise or give referral fees to mortgage brokers, title companies, escrow 
officers, and/or any other person under the guidelines of RESPA. 

� Sales Agents cannot receive referral fees from mortgage brokers, title companies, escrow 
officers, and/or any other person under the guidelines of RESPA. 

� Sales Agent cannot pay any referral fees to non-licensed persons, and this includes attorneys. 

� Sales Agents cannot advertise referral fees or other inducements.  

� If any Sales Agent has concerns regarding any activity that could violate RESPA, they are to 
contact Management immediately before proceeding further. 

Sales Agent Education 

RESORT PROPERTIES feels that education is not only important to maintain a license, but to 
keep Agents from making serious mistakes in their real estate activity, which could lead to licensing 
problems. Therefore, RESORT PROPERTIES supports Agents in their pursuit of real estate 
education. 
 

� Sales Agents are required to maintain the education required for renewal of their real estate 
license. 

� Sales Agents are responsible for educating themselves on all new legislation affecting Real 
Estate. 

� The cost of all education is at the Sales Agent expense unless RESORT PROPERTIES 
offers an education opportunity to Sales Agents at RESORT PROPERTIES expense. 

� RESORT PROPERTIES encourages all Sales Agents to attend available educational 
opportunities. 

Sales Agent Training 

Although a Sales Agent may receive prior training and education from various sources, attending 
office meetings and other educational opportunities provided by RESORT PROPERTIES will 
assist Agents with their real estate business.  
 

� All new RESORT PROPERTIES licenses associated with Resort Properties of the 
Pacific are encouraged to participate and benefit s series of  training opportunities 
recommended by RESORT PROPERTIES.  
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Sales Agent Vacation  

RESORT PROPERTIES recognizes the importance of vacation time for all Associates. Since 
Agents have an independent contractor status, it is their decision when to take and schedule all 
vacation time. However, RESORT PROPERTIES requests Agents to do the following in 
consideration of the RESORT PROPERTIES office. 
 

� RESORT PROPERTIES requests that Sales Agents notify Management at a minimum of two 
weeks in advance of any pending vacations as a professional courtesy. 

� Sales Agents are responsible for monitoring their sales activities during their vacations. 

� RESORT PROPERTIES requests Sales Agents to provide information and discuss with 
Management how they will maintain their Real Estate responsibilities during their vacation 
period. 

Agent Sick Time 

No one can anticipate an illness. In the event Agents are unable to handle their sales activity due 
to sickness, RESORT PROPERTIES requests agents to do the following: 
 

� RESORT PROPERTIES requests Sales Agents notify Management as soon as possible 
when they are ill and unable to perform their obligations toward maintaining a listing, 
completing a sale, maintaining their floor duty schedule, opening a scheduled open house, etc. 

� RESORT PROPERTIES requests Sales Agents to notify Management as soon as possible if 
they are unable to continue work for RESORT PROPERTIES 

Office Presence/Contact/Interaction 

It is important for Sales Agents to interact with the office for many reasons and RESORT 
PROPERTIES requests that Sales Agents regularly attend office meetings. 
 

Sales Meetings 

RESORT PROPERTIES conducts meetings to assist the Sales Agents with their sales activity 
and any problems with office support. The Broker/Manager normally conducts the meetings and is 
there to support the real estate activity and provide guidance to all Agents. 
 

� RESORT PROPERTIES requests Agents to attend Sales Meetings regularly. 

� RESORT PROPERTIES policy is to hold Sales Meetings twice a month on Wednesday at 
9:00 AM 

� RESORT PROPERTIES will notify Agents in advance of any change in Sales Meeting times. 

Sales Agent Vehicles 

The following outlines the policy regarding vehicles and transportation of Sales Agents. 
 

� Vehicle policy 

o All Sales Agents must provide their own vehicles for their personal transportation and 
transport of their clientel 

o All Sales Agents are responsible for their personal vehicle insurance to cover their 
passengers and themselves. 

o RESORT PROPERTIES does not assume any responsibility for a Sales Agent’s 
inadequate vehicle insurance. 

�  
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� Vehicle maintenance 

o Sales Agents are to provide and pay for maintenance of their personal vehicles at all 
times. 

o RESORT PROPERTIES does not assume any responsibility for a Sales Agent’s 
personal vehicle repairs. 

� Vehicle safety 

o RESORT PROPERTIES encourages and requests all RESORT PROPERTIES 
Sales Associates to observe all highway laws and take all safety precautions when 
transporting their clientele or prospective clientele. 

o RESORT PROPERTIES encourages and requests Sales Agents to avoid hazardous 
cellular telephone usage when transporting RESORT PROPERTIES clientele or 
prospective clientele. (refer to next section on cellular telephones) 

o RESORT PROPERTIES will not assume or pay for any liability for Sales Agents 
vehicular accidents or irresponsible actions. 

Sales Agent Cellular Telephones 
 

� Cellular telephone/pager expense 

o RESORT PROPERTIES requests Sales Agents provide the RESORT 
PROPERTIES office with their personal cellular number. 

o RESORT PROPERTIES will not reimburse any Sales Agent for their cellular 
telephone. 

� Cellular telephone usage in RESORT PROPERTIES office 

o RESORT PROPERTIES does not allow use of any personal cellular telephone to 
interfere with the RESORT PROPERTIES office meetings.  

o RESORT PROPERTIES requests all Sales Agents to use courtesy and consideration 
when utilizing their cellular telephone in the RESORT PROPERTIES office. 

 

RESORT PROPERTIES also encourages Sales Agents to utilize cellular telephones for safety. 
RESORT PROPERTIES requests that all Sales Agents be cognizant of cellular telephone safety 
for themselves, their family, friends, and their clientele, particularly when driving. For these 
reasons, RESORT PROPERTIES has provided the list of telephone safety tips below. 
 

� Determine if the call really will improve productivity or if it would be better to make the call while 
not driving so that you can give it your full attention. 

� Learn the features of your cellular telephone, such as speed dial and redial; program numbers 
you call regularly. 

� Keep your telephone close so you can pick it up without taking your eyes off the road. 

� Learn the key pad so you can dial your speed dial or a number without taking your eyes off the 
road. 

� Use an ear device so you can speak without holding your telephone. 

� If possible, purchase a cellular telephone where you can dial regularly called numbers by “voice 
recognition” that is programmed to call the number you need. 

� Do not make calls in heavy traffic or hazardous conditions; wait until stopped or traffic is very 
light. 

� Do not attempt to write down messages when driving – pull off the road or keep the voice mail 
message. 

� Know how to call all emergency numbers or services. 
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Broker Supplied Items 

RESORT PROPERTIES wants all Sales Agents to have a comfortable and clean working 
environment with adequate office support. Therefore, RESORT PROPERTIES supplies the 
following to Sales Agents 
 

� Workspace with conference table and chairs 

� Telephone in the workspace 

� Long distance service is not provided at the office location 

� Use of general office equipment (covered in General Office section) 

� Workspace computer, when available, or a computer on a share basis with another RESORT 
PROPERTIES agent 

� General office supplies 

� General office forms 

� Real estate forms 

Sales Agent Supplied Items 

RESORT PROPERTIES does not pay for the expenditures listed below; they are the 
responsibility of the Sales Agent. 
 

� Use of personal assistant/transaction coordinator 

� Cellular telephone 

� Lockboxes  

� Open house signs, sign posts, brochure boxes 

� Business cards 

� Agent advertising 

� Thank you gifts 

� Brochures 

� Mailings 

� Yearly fee for transaction management system (RELAY) 

 

 

RESORT PROPERTIES policy is that RESORT PROPERTIES does not reimburse Sales 
Agent expenses; however, if there is a special circumstance for reimbursement, the Sales Agent 
must comply as follows: 
 

� Pre-authorization for any expense is required; RESORT PROPERTIES does not reimburse 
unauthorized expenses.  

� Written documentation and/or receipts must be submitted in writing to the Broker/Manager for 
approval for any expense 

Business Attire 

RESORT PROPERTIES wants all Sales Agents to be successful and RESORT PROPERTIES 
believes that a “dress for success” policy is important for any real estate agent. RESORT 
PROPERTIES requests that Sales Agents dress in appropriate business attire at all times when 
conducting their real estate business and to remember they are representatives of RESORT 
PROPERTIES. 
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� The Office Policies section of this manual covers appropriate business attire in the office. 

Sales Agent Email 

RESORT PROPERTIES provides all Sales Agents with a company email address.  

� It is the responsibility of the Sales Agent to use the email address for real estate business in a 
professional manner. Please refer to the email section for more information on company email 
policies. 

� RESORT PROPERTIES requests that Sales Agents do not use their personal email for 
RESORT PROPERTIES real estate business. 

Company Website 

See Office Policies for information on the RESORT PROPERTIES website 

Sales Agent Personal Website 

Sales Agents can use their own website for marketing RESORT PROPERTIES real estate 
business as long as they meet the following requirements: 
 

� They obtain permission to put listings and closed sales on their site from Management. 

� The Sales Agent takes full responsibility for the accuracy of the real estate information on their 
personal website. 

� They use the company logo properly (see the Office Policy section). 

� They identify themselves and their broker affiliation. 

� The website promotes an ethical and professional image. 

� They uphold all Fair Housing Laws, Antitrust, RESPA, FIRPTA, and any other legislation or 
agency impacting or governing real estate. 

� There is no criminal intent, such as child pornography, fraud, misrepresentation, etc. 

� The website does not use illegal framing of content. 

o Framing is encapsulating information posted by other sites. 

� There is no damage to the goodwill of RESORT PROPERTIES. 

Personal Marketing  

Refer to the Agent Marketing section of this manual. 

Use of Personal Assistants 

RESORT PROPERTIES does not provide personal assistants for their Sales Associates 
 

Use of Transaction Coordinators 

RESORT PROPERTIES does not provide Transaction coordinators for Sales Agents.  

� If a RESORT PROPERTIES Agent wishes to use an outside Transaction Coordinator for a 
RESORT PROPERTIES Sale, they must obtain approval for the use of the Transaction 
Coordinator from Management. 

Client Retention 

RESORT PROPERTIES encourages all Agents to promote client retention for future return 
business or referrals and to develop a plan to maintain client contact such as postcards, 
newsletters, telephone calls, seasonal cards, etc.  
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Sales Agent Renting and Managing 

Sales Agents are not to provide Property Management services unless specifically requested by 
the RESORT PROPERTIES Broker/Sales Manager 
 

� Sales Agents are not to manage their own personal real estate through the RESORT 
PROPERTIES offices.  This practice is in violation of our company Errors and Omissions 
Insurance policy.  

� Sales Agents who choose to manage their own property must disclose their management to 
RESORT PROPERTIES due to the licensing responsibility required of the RESORT 
PROPERTIES Broker of Record. 

Sales Agent Personally Owned Real Estate 

RESORT PROPERTIES Sales Associates cannot sell their own property through RESORT 
PROPERTIES without a written agreement of terms. 
 

� Any commission received for a personally owned property is subject to the RESORT 
PROPERTIES Commission Policy in Appendix A 

 

Sales Agent Term of Association 

The terms of association with RESORT PROPERTIES are on an at-will agreement. Therefore, 
either the Sales Agent or Broker can terminate the association at any time and without notice. 
RESORT PROPERTIES will terminate the association if the Sales Agent: 
 

� Violates any laws 

� Commits any illegal acts 

� Violates the Code of Ethics 

� Violates the policies in this manual (refer to the Standards of Conduct section for more 
information) 

� Fails to return to the RESORT PROPERTIES Office for an extended period without contact 
with Management 

� Fails to pay dues in various required associations.   

� Violates any provisions of the Hawaii Revised Statues regarding real estate.  
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OFFICE INFORMATION 

Address 

Mailing address P.O. Box 223143 
  Princeville, HI  96722 

Telephone Numbers 

Toll Free  
Business (808) 826-4280 
Fax (808) 748-0800 (oahu) 
After hours  
Emergency (808) 635-6500 

 

Standard Business Hours 

Weekdays, Mon-Fri 9 am – 12 noon 
Saturday By appointment 
Sunday By appointment 
Holidays By appointment 

 

Sales Agent Hours 

� Sales Agents set their own hours and appointment times. 

Email/Internet 

Email info@RESORTPROPERTIESPacific.com 
Website www.RESORT PROPERTIESPACIFIC.COM 

Holidays 

� Recognized holidays 

o New Year’s Day 
o Presidents Day 
o Memorial Day 
o Fourth of July 
o Labor Day 
o Thanksgiving 
o Christmas 

� Holiday policies for Associates 

o RESORT PROPERTIES office is closed on all recognized holidays unless by special 
appointment. 

o When appropriate, Management can recognize other holidays for closure of the 
RESORT PROPERTIES office.  

 



May, 2008 

 
©RE Manuals/0903/REV 0706 

Subsidiary of RESORT PROPERTIES Real Estate Services, Inc 

36

OFFICE POLICIES AND PROCEDURES 

General Requirements 

It is important for all Associates to interact, communicate, and act cohesively to promote the 
success of the RESORT PROPERTIES mission and goals. The Office Policies and Procedures 
section is to assist all Associates in this endeavor. Details follow for each item listed below that 
relates to all Associates. 
 
All Associates are to follow these procedures when opening the RESORT PROPERTIES 
office.  
 

� Open all doors as necessary. 

� Turn on all machines as necessary (such as copy machine, computers, telephones, coffee 
maker, postage machine, etc.). 

� Handle all emergencies immediately. 

� Notify Management if there are any serious problems or urgent calls. 

� If necessary, add paper to copier, laser printer, or fax machines. 

This is required of all Associates.  
 

� Associates are to make certain the RESORT PROPERTIES office is secure before leaving 
at all times. 

� Shut down all machines applicable such as computers, copy machine, and kitchen appliances 
such as the coffee pot, etc. 

� Turn off all appropriate lights; leave security lights on. 

� Secure all office doors properly prior to leaving. 

� Notify Management if there are any serious problems or urgent calls. 

� Make sure to lock front dppr. 

 

� RESORT PROPERTIES does not accept cash or keep cash in the RESORT 
PROPERTIES office. 

Office Machines 

RESORT PROPERTIES provides equipment for everyone’s convenience and use in 
accomplishing their respective duties and asks all Associates to use them properly and follow 
the guidelines below. 
 

�  Office machines are available for Associates use.  The machines are not intended to be 
used for high volume usage or printing.  Machines include  

o Computer 
o Copier 
o Scanner 
o Printer 
o Electronic Fax 
o Binding machine 
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� Associates responsibilities to office machines 

o All Associates are to be responsible for all machines in the RESORT 
PROPERTIES office, which entails: 
� Knowing the machines they are permitted or not permitted to operate 
� Knowing the proper operation of machines they are using 
� Requesting assistance from Management if they do not know how to use an office 

machine 
� Reporting the malfunction of any office machine to Management 
� Reporting supplies needed for the machine (see Office Supplies)  
� Notifying Management as soon as they have begun to use the last of a machine 

supply in order to allow time for purchasing the replacement item(s)  

� Public use of office machine 

o Associates are not to make company machines available to the public or RESORT 
PROPERTIES clientele. 
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Computers 

Care of computers is a high priority in the RESORT PROPERTIES office and ALL Associates 
are to maintain security and care at all times. 

� Company owned computers 

o RESORT PROPERTIES assigns all Associates a computer for use on a shared 
basis. 

o Computer use is subject to availability of computers. Associates are to operate 
RESORT PROPERTIES computers for RESORT PROPERTIES business use, and 
not for personal use. 

o All Associates are to report any necessary computer maintenance or problems to 
Management as soon as possible. 

o The public or RESORT PROPERTIES clientele are not to use RESORT 
PROPERTIES computers at any time. 

o Associates are not to remove RESORT PROPERTIES owned computers at any 
time from RESORT PROPERTIES office. 

� Personally owned computers 

o If Associates bring personally owned computers into the workplace, RESORT 
PROPERTIES gain access to the RESORT PROPERTIES Network. 

o Personal computers and related equipment, such as printers, scanners, etc., are the 
sole responsibility and expense of the Associates. 

Company Logo/Brand Identity 

RESORT PROPERTIES proudly displays their company logo. RESORT PROPERTIES 
diligently works to include the logo on all RESORT PROPERTIES documentation and marketing 
whenever possible to create a company “brand identity” to the public and promote professionalism. 
The following is the RESORT PROPERTIES logo policy. 
 

� All Associates must use the “official RESORT PROPERTIES logo,” and must obtain 
advance approval of any variations of the logo. 

� Upon request, thee logo is made available in electronic format. 

 

Form Policy 

RESORT PROPERTIES has specific forms designed for company operation and the policies 
listed below apply to the company forms. 
 

� Forms originals 

o Forms are available online at www.barefootkauai.com  or in a binder  

labeled “forms” in the office credenza or online through the RELAY transaction 

management system  

o Associates are responsible for checking online or in the master folder to make sure 
they are using the latest version of the form 

� Release of forms 

o Associates are not to release office forms to anyone without permission or within the 
scope of a Real Estate transaction. 

o Change of forms 
� Associates will be notified via email of form changes 
� Associates are not to utilize outdated forms.  
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� Real Estate forms 

o RESORT PROPERTIES supplies real estate forms to Sales Agents for all 
transactions. 

o This manual covers Real Estate forms under Sales Agent, Listings, and Purchase 
Agreement sections. 

Document Policy 

Associates are to keep all RESORT PROPERTIES documents confidential at all times. 
 

� Associates are to fax or mail only authorized copies of documents to appropriate parties, 
such as: 

o RESORT PROPERTIES Clients 
o Title/Escrow 
o Government agencies 

� Associates are to transmit all original documents to RESORT PROPERTIES. RESORT 
PROPERTIES keeps all real estate purchase agreements, listing agreements, or any other 
documentation connected to a purchase contract for a minimum of 7 years.. 

� Associates are to place all paper documents, electronic copies and RELAY transaction 
management system CD’s in the appropriate office storage prior to receiving compensation.  

Document Storage  

RESORT PROPERTIES stores current documentation at the RESORT PROPERTIES Office. 
However, due to increasing business documentation and legal retention requirements, RESORT 
PROPERTIES stores closed files in a professional storage unit. 
 

� RESORT PROPERTIES moves closed files to storage periodically but not more frequently 
than every 6 months.  

� The documents remain in storage, unless 

o It is necessary to retrieve a file containing the documents. 
o It is the appropriate time for documents to be shredded (see upcoming section) after 

they have passed the required record keeping time. 

 

Proper document shredding is a top priority of RESORT PROPERTIES at all times. Due to the 
shredding provisions within FACTA, the Fair & Accurate Credit Transactions Act, RESORT 
PROPERTIES has enacted the following document shredding policy. 
 

� Associates are not to destroy RESORT PROPERTIES documents without permission 

� RESORT PROPERTIES maintains a program of shredding documents to protect the 
confidentiality of RESORT PROPERTIES clientele.  

� Management supervises the shredding program. 

� The RESORT PROPERTIES shredding program includes: 

o Utilization of a professional document shredding company for large amounts of 
documentation 

o Utilization of an in-house shredding machine for small shredding jobs 
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Organization/Filing 

RESORT PROPERTIES works diligently to maintain clean and accurate files that comply with 
the requirements of the Hawaii Department of Real Estate. 
 

� There are two types of filing in the RESORT PROPERTIES office 

o Paper 
o Electronic 

� All Associates are to be responsible for the filing of all correspondence regarding transaction 
or listing.  Original copies of correspondence or electronic copies of email correspondence is 
required. 

� If there is a question of where to file a document, Associates should request direction from 
Management or appropriate Associates. 

� On all correspondence and/or documents: 

o The original immediately goes into the file.  
o Associates are to make a “working copy” of an original document. 
o Associates are NOT to write on any original correspondence or document.  
o RESORT PROPERTIES requires notes kept only on “working copies.” 

Mail and Deliveries 

RESORT PROPERTIES receives mail at a Princeville Post Office box and requests that 
Associates do not receive personal mail through the company mail. 
 

� Outgoing Mail 

o RESORT PROPERTIES pays for the cost of RESORT PROPERTIES postage for 
RESORT PROPERTIES business only. 
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Telephone Policies 

 

 
Resort Properties’ telephones are the property of Resort Properties are for business 
use. 
 

� Associates’ use 

 
o RESORT PROPERTIES does not have a long distance provider for the office 

location. 

� Public use 

o RERESORT PROPERTIES recognizes a situation may deem it necessary for public 
use, but does not wish Associates to encourage public use of the telephones unless 
related to RESORT PROPERTIES business. 

o If it is absolutely necessary that someone from the public use a telephone, 
Associates are to follow these guidelines: 
� The telephone call is to be brief and for a business purpose only. 
� The Associates giving permission should monitor the call and discontinue the call 

if the party is abusing the use of the telephone. 

Messages and office “phone tree” 

  

� Telephone calls to the main office number are routed to Agent’s cell phone numbers 

o It is the Agent’s responsibility to update management if there is a number change 
o Cell phones should be answered professionally  
o Agent’s are responsible for periodically checking the main number to ensure calls are 

routed correctly 
o Allow calls to go to voicemail if there is background noise or you are in an 

unprofessional location 
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Voice Mail 

RESORT PROPERTIES provides all Associates with the use the RESORT PROPERTIES 
voice mail/messaging system.  
 

� All calls are forwarded to the Associates cell phone number, unless otherwise directed.   It is 
the Associates responsibility to notify Management if there is a cell phone malfunction.  

� If Associates are not authorized to change the voice messaging system, they must contact 
management to change the forwarding of the voice/messaging system  

Office Communication Policies 

RESORT PROPERTIES policy is that communication among all Associates enhances all real 
estate production, professionalism, and harmony in the workplace. 
 

� All Associates are required to communicate with other Associates in an accurate and 
professional manner. 

Office/Staff Meetings 

RESORT PROPERTIES holds sales meetings for the benefit of communication from 
Management to Associates.  

 

� RESORT PROPERTIES notifies Associates either verbally or via email of additional staff 
meetings or change to the regularly scheduled sales meeting. 

� All notified Employees are required to attend. 

Individual Information 

Accurate Associates information is a necessity for proper operation of the company, which 
includes commission payments, and tax filings. Therefore, all Associates need to be cognizant 
of supplying necessary information. 
 

� All Associates are responsible for notifying RESORT PROPERTIES promptly of any 
changes in their mailing address, telephone numbers, and emergency contact. 

Supplies 

All Associates benefit from adequate supplies. RESORT PROPERTIES requests that all 
Associates exercise proper use of supplies and without unnecessary waste. By exercising 
responsibility for supplies, Associates can assist Management in continual replacement of 
supplies as necessary. 
 

 

� If the nature of a supply is urgent or critical, Associates are to verbally notify Management, 
as well as put the item on the form in writing. 

� Associates are to notify management when one item remains in the inventory so RESORT 
PROPERTIES can order or purchase the item as soon as possible. 

 

Parking 

RESORT PROPERTIES requests all Associates to respect the parking rules of the Princeville 
Shopping Center. 
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Email/Internet 

To maintain a safe email/internet environment, it is important that all Associates follow the 
RESORT PROPERTIES Email/Internet policy, which includes, but is not limited to the following: 
 

� Office email/Internet policy 

o RESORT PROPERTIES currently uses email as a tool to communicate with 
RESORT PROPERTIES clients, prospective clients, or related businesses. 

o RESORT PROPERTIES uses the Internet to access the RESORT PROPERTIES 
website and to search the World Wide Web for business purposes only. 

o Failure to follow the RESORT PROPERTIES email/Internet policy can be grounds for 
disciplinary action or dismissal. 

� Associates email  

o To assist their work efficiency, RESORT PROPERTIES provides all Associates 
with a separate email address 

o The provided email address is for RESORT PROPERTIES business purposes only 
and is not for personal business. 

o Associates should not open any suspicious email messages. 
� Associates should notify of any possibilities of a virus, worm, and/or other 

Internet/email threat. 
� Associates are never to turn off the virus and/or firewall software without 

permission. 
� Associates are to notify Management if the virus and/or firewall software is not 

operating properly. 
o Associates are not to engage in any illegal activity on email. 

� Individual email use 

o RESORT PROPERTIES does not allow Associates to access their personal email 
during business hours or in the RESORT PROPERTIES office due to email/internet 
virus problems. 

� Internet use 

o Associates are to use the Internet for business purposes and can only access 
appropriate websites. 

o All Associates are responsible for using the Internet in a lawful and ethical manner. 
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Website 

The RESORT PROPERTIES website, www.RESORT PROPERTIESpacific.com is to 
promote the growth and business of RESORT PROPERTIES real estate sales, property and 
vacation rental management. 
 

� All Associates are to be responsible for reporting any problems with the RESORT 
PROPERTIES website.  

� RESORT PROPERTIES determines the information posted on the RESORT 
PROPERTIES website.  

� RESORT PROPERTIES website policies include, but are not limited to: 

o Publishing only true information on the RESORT PROPERTIES website 
o Identifying the brokerage and any affiliations in the appropriate manner 
o Using the company logo properly 
o Promoting listings and sales 
o Promoting communication with clients or prospective clients 

Client Meeting Areas 

The RESORT PROPERTIES office is primarily for use of Associates for meeting their clients. 
RESORT PROPERTIES requests all Associates to be considerate of others while using the 
workspace and assist in keeping the common areas clean and orderly.  

� Conference/meeting room 

o RESORT PROPERTIES maintains a conference room for business purposes in 
meeting with clientele and other parties. 

o Associates are to maintain the RESORT PROPERTIES conference room in a 
clean and orderly manner.. 

o Associates are not to interrupt RESORT PROPERTIES real estate business 
conducted in the conference room unless there is an emergency. 

o The RESORT PROPERTIES conference room is not for personal use unless 
RESORT PROPERTIES has approved the personal use. 

� Fax/Filing/Copying 

o Associates are to maintain the fax/filing/copy area in a clean and orderly manner. 
o Associates are to notify of any filing problems or missing files. 
o Associates cannot monopolize the fax or copier and are to be considerate of other 

Associates 
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Workspace 

RESORT PROPERTIES wants all Associates to feel comfortable in the RESORT 
PROPERTIES office environment. 
 

� Shared workspace 

o RESORT PROPERTIES/Associates share a workspace 

� No food in workspace 

 
o RESORT PROPERTIES permits beverages on a reasonable basis and only if 

beverage use does not damage RESORT PROPERTIES workspace/equipment or 
create an unsightly appearance. 

� Workspace maintenance 

o It is the responsibility of all Associates to maintain their workspace and all common 
area workspace in a clean and orderly manner. 

Personal Effects 

It is the responsibility of all Associates to care for their own personal effects and RESORT 
PROPERTIES discourages all Associates from bringing in valuables. 
 

� All Associates are responsible for keeping all personal effects out of the view of the public 
and storing them safely during work hours. 

� RESORT PROPERTIES business insurance does not cover the theft of personal items. 

. 
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STANDARDS OF CONDUCT 

Ethics 

Ethics are a priority in the Real Estate Industry and RESORT PROPERTIES takes pride in 
promoting ethical Real Estate practices within the company and while interacting with other Real 
Estate offices and clientele. 
 

� All Associates are required to conduct business ethically and legally. 

� All Associates are required to read and review the National Association of REALTORS® 
Code of Ethics included in Appendix A 

Confidentiality/Non-Disclosures 

Associates are not to disclose confidential information of Resort Properties of the 
Pacific This information includes, but is not limited to the following examples: 
 

� Real estate or management fees 

� Company financial information 

� Associates compensation 

� Associates records 

� Owner, tenant, and vendor records 

� Applicant records 

� Real estate sales or listings 

� Marketing and/or strategic plans 

� Company projects 

� Associates conversations 

� Client or prospective client conversations 
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Offensive Language 

RESORT PROPERTIES policy is to promote professionalism in Real Estate. Therefore, 
offensive language is inappropriate in the RESORT PROPERTIES office and any place that 
Associates conduct RESORT PROPERTIES company business.  
 

� RESORT PROPERTIES requests Associates consider refraining from using commonly 
used swear words or “blue” words. 

� Associates are to refrain at all times, from using any discriminatory language. 

� Associates are to discourage inappropriate language whenever possible while conducting 
any company business. 

� Offensive or inappropriate language can be cause for termination of employees or 
disassociation of Sales Agents. 

Public Image/Dress Code 

RESORT PROPERTIES policy is to project a professional business environment to the public at 
all time.  All Associates are to be aware they are representing RESORT PROPERTIES to the 
public during work hours and in the RESORT PROPERTIES office.  
 

 

� RESORT PROPERTIES requires all Associates to be well groomed, clean, and 
appropriately dressed 

� RESORT PROPERTIES reserves the right to ask Associates to leave the office to change 
into appropriate dress. 

Conflict Of Interest 

Associates are required to notify Management if they have any conflict of interest in any area of 
RESORT PROPERTIES business. 

Outside Employment 

Associates are to notify Management if they have other outside employment. 
 

� The outside employment of Associates cannot have a conflict of interest with their position at 
RESORT PROPERTIES. 

� Sales Agents are subject to disassociation if outside employment causes problems with their 
real estate activities and/or licensing requirements.  

Drug-Free Policy 

RESORT PROPERTIES has a drug-free policy for all Associates. RESORT PROPERTIES 
considers a drug-free policy a top priority at all times. Specific RESORT PROPERTIES drug-free 
policies are as follows: 
 

� If any Associates have possession or use of illegal drugs, drug paraphernalia, inhalants, 
alcohol, or misuse of any legal drug in the RESORT PROPERTIES office, they are subject to 
disciplinary action or termination. 

� Associates are to be responsible for reporting any prescribed medication that can affect the 
Associate’s judgment, performance, or behavior. 

� Associates are to report any erratic behavior of other Associates immediately. 
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Unknown Packages/Objects 

Meth labs are extremely volatile, and are often contained in small containers or packages, or even 
a purse or briefcase.  
 

� It is important that Associates not pick up any unknown packages or objects, unless they 
know that it is safe. 

� Associates are to beware and report any “strong odors” coming from a package or object left 
in the RESORT PROPERTIES office. 

Solicitation 

RESORT PROPERTIES does not allow any solicitation in the RESORT PROPERTIES office 
to protect Associates and clients from any illegal activities or embarrassment. 
 

� From public 

o RESORT PROPERTIES does not allow public solicitation in the RESORT 
PROPERTIES office. 

o RESORT PROPERTIES does not allow Associates to participate in public 
solicitation. 

� From Associates 

o RESORT PROPERTIES does not allow Associates to solicit to any clientele or 
public persons entering the RESORT PROPERTIES office for any reason unless with 
the express permission of Resort Properties. 

AssociatesAssociatesAssociatesAssociates Conflict/Problems 

When Associates fail to uphold the Rules of Conduct or the policies and procedures contained 
in this manual, Management can take some or all of the following corrective actions listed below.  
 

� Oral warning 

� Written warning 

� Probation 

� Termination 

AssociatesAssociatesAssociatesAssociates Resolution Process 

If Associates problems do occur, the following is the process for resolution: 
 

� Management requires all Associates submit any complaint or problem in writing. 

� Management will meet with all parties, separately and/or together to resolve the problem as 
expeditiously as possible. 

� Management will work until the conflict/problem is resolved and requests all Associates to 
cooperate at all times. 

� The Broker/Manager has the ultimate authority in Resolution of all problems/conflicts. 

� The Broker/Manager determines if any legal counsel is required to settle any disputes or 
conflicts. 

� RESORT PROPERTIES keeps the documentation of all conflicts/problems in Associates 
files, and Associates files are confidential. 
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Harassment, Including Sexual Harassment 

The Department of Fair Employment and Housing Commission regulations define sexual 
harassment as unwanted sexual advances or visual, verbal, or physical conduct of a sexual nature. 
This also includes gender-based harassment of a person of the same sex as the harasser.  
 

� The following is a partial list of sexual harassment. 

o Unwanted sexual advances 
o Offering employment benefits in exchange for sexual favors 
o Making or threatening reprisals after a negative response to sexual advances 
o Visual conduct: leering, making sexual gestures, displaying sexually suggestive object, 

pictures, cartoons, or posters 
o Verbal conduct: making or using derogatory comments, slurs, and jokes 
o Verbal abuse of a sexual nature 
o Physical conduct: touching, assault, impeding or blocking movements 

� Harassment Complaint procedure 

o If any RESORT PROPERTIES Associates/Employees experience harassment in 
any form, they are to notify RESORT PROPERTIES Management in writing as soon 
as possible.  

o RESORT PROPERTIES Management initiates steps to determine any action required 
when the RESORT PROPERTIES Employee reports the problem. 

o RESORT PROPERTIES respects the rights of all RESORT PROPERTIES 
Associates/Employees and wants RESORT PROPERTIES 
Associates/Employees to report problems without fear of reprisal. 

o RESORT PROPERTIES Management works to resolve any problems concerning 
harassment, including sexual harassment. 
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SAFETY 

RESORT PROPERTIES policy is to provide a safe working environment for all Associates, 
meeting all federal, state, and local regulations. RESORT PROPERTIES considers safety 
foremost in operation of the office and Associates safety. 

 

Office Security 

When RESORT PROPERTIES issues office keys to Associates, they are responsible for 
securing the RESORT PROPERTIES office.. 

RESORT PROPERTIES requires that all Associates be attentive to safety issues at all times 
in the RESORT PROPERTIES Office and Associates are to use the following safety rules. 
 

� In the event of a gas smell and/or any heaving chemical smell, Associates are to call 9-1-1, 
warn all other Associates, and evacuate the RESORT PROPERTIES office 

� If any machine or appliance exhibits any fire or electrical danger, discontinue use, and shut 
down the machine or appliance as long as it is safe to do so. Notify other Associates and 
Management as soon as possible. Associates are not to use the machine or appliance again 
until they know that it is safe to do so. 

� It is the Associates responsibility to know the location of all fire extinguishers and first aid 
materials.  

� Associates are not to pick up strange packages or objects. 

� Associates are never to place boxes, files, machines, electrical cords, extension cords, or 
any other material where it can cause anyone to trip, fall, or be injured. 

� Associates are to store all equipment properly to avoid injuries or falls. 

� It is the Associates responsibility to avoid lifting heavy objects without the proper technique 
or required strength. They should seek help with lifting or moving heavy objects. 

� All Associates are to avoid any physical action or recklessness in the RESORT 
PROPERTIES office that could cause injury to another person. 

� Associates are to watch for any unusual or dangerous activity when entering or leaving the 
RESORT PROPERTIES parking lot or office. 

� Associates are to, at all times, watch for any dangerous areas outside the office when 
walking such as water, uneven pavement, parking lot work, and to warn other Associates. 

Health Issues 

RESORT PROPERTIES is committed to providing equal opportunity to all Associates, 
including those with life-threatening illnesses or disease, as long as it does not endanger other 
Associates, or prevent the Associates from performing their work for RESORT 
PROPERTIES. Examples are AIDS, cancer, multiple sclerosis, etc. 
 

� RESORT PROPERTIES requests that all Associates contact Management before entering 
the workplace if they have an illness such as flu, flu-cold, measles, mumps, or any other 
infectious problem that could cause harm to other Associates.  
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Emergency Procedures 

In the event of a true emergency/disaster such as a hurricane, Associates are to observe the 
following safety measures: 
 

� Associates are to identify the potential danger of any emergency/disaster as soon as 
possible, and plan for evacuation, if appropriate. 

� Associates are to notify Resort Properties as soon as possible of any emergency/disasters 

� Associates are to shut down all equipment and computers as soon as possible in the event 
of any emergency.  

Workplace Accidents/Injuries 

Associates are to report any injuries or accidents as soon as possible. 
 

� Associates are to put any injury or accident in writing as soon as possible. 

� Resort Properties will follow through with any necessary claims or reports. 

Field Safety 

RESORT PROPERTIES requires all Associates to exert caution at all times when conducting 
business outside of the office.  
 

� Driving 

o RESORT PROPERTIES encourages all Associates to exhibit caution while driving. 
o RESORT PROPERTIES policy is that Associates should conduct all business or 

personal calls on cellular telephones when not driving. 
o RESORT PROPERTIES does not assume responsibility or liability for Associates 

conducting RESORT PROPERTIES business on their cellular telephone use while 
driving during business hours or when conducting RESORT PROPERTIES real 
estate business. 

� Property showings 

o Sales Agents should notify other Associates, family, and or Management when and 
where they are showing property. 

o RESORT PROPERTIES encourages all Associates to carry cellular telephones 
when showing property, and call the office or emergency services if necessary. 

o If concerned about showing an individual a listing, the agent should either cancel the 
appointment or take another adult to the showing. 

o Associates should watch for any suspicious activity while driving to the property or 
when showing the property, and notify authorities if necessary. 
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FAIR HOUSING 

RESORT PROPERTIES expects all Associates to know and understand Fair Housing 
requirements.  
 

� RESORT PROPERTIES will not tolerate any Fair Housing violations of any kind and does 
not discriminate based on race, color, religion, sex, handicap/disability, or national origin.  

 

Fair Housing AssociatesAssociatesAssociatesAssociates Requirements 

RESORT PROPERTIES requires all Associates to agree to abide by Fair Housing in their 
association with RESORT PROPERTIES. 
 

� RESORT PROPERTIES encourages and participates in the education of employees and 
independent contractors regarding Fair Housing Laws & Guidelines. 

� Failure of any Associate to abide by the applicable Fair Housing Laws is grounds for 
immediate dismissal. 

� It is a requirement of all Associates to report any problems or violations of Fair Housing to 
Management that they encounter while working for RESORT PROPERTIES. 

Fair Housing and Real Estate Sales 

Fair Housing laws are very clear and specific in many ways when it relates to real estate. 
RESORT PROPERTIES policies include, but are not limited to the following: 
 

� RESORT PROPERTIES does not tolerate or promote discrimination of any kind regarding 
housing, and does not allow “steering” or “redlining” in any real estate activity.  

� RESORT PROPERTIES does not allow “discriminatory advertising.” 

� RESORT PROPERTIES does not allow discriminatory treatment of disabled or handicapped 
persons. 

� RESORT PROPERTIES endeavors to maintain all documents, policies, and procedures 
within the Fair Housing Laws as well as any published guideline. 

Fair Housing and Clientele 

RESORT PROPERTIES will not participate or continue with clientele who suggest or demand 
discrimination. RESORT PROPERTIES will immediately take steps to end their association with 
clients who wish to participate in discrimination. 
 

� Associates are to report any clients or prospective clients demanding discriminatory 
practices to the Broker/Manager or RESORT PROPERTIES Manager. 

� The Broker/Manager has the ultimate authority to discontinue any association with any persons 
who participate in discrimination. 
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Fair Housing Complaint Procedures 

RESORT PROPERTIES Policy is to handle all Fair Housing Complaints expediently, fairly, and 
reach a suitable resolution. It is a requirement of RESORT PROPERTIES that all Fair Housing 
complaints are in writing and submitted to Management. 
 

� Associates are to understand Fair Housing laws and guidelines. 

� Associates are to notify Management verbally, and in writing, of any possible Fair Housing 
complaints or action. 

� It is the Management’s responsibility to follow up on any complaint regarding Fair Housing. 

� RESORT PROPERTIES originates a file for each complaint. 

� RESORT PROPERTIES notifies all parties of the complaint, such as clients, Associates, 
vendors, and any other applicable party. 

� RESORT PROPERTIES documents the actions of all parties involved and places the 
documentation in the specific complaint file. 

� Any Associates involved in the complaint process are to be responsible for filing 
documentation correctly, and to report any subsequent problems or incidents. 

� RESORT PROPERTIES will file a proper response with the Fair Housing Authority when 
requested by that authority. 

� RESORT PROPERTIES hires legal counsel for the complaint if Management feels it is 
appropriate. 

� RESORT PROPERTIES will continue to work on the complaint until it is satisfied and 
resolved. 
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KEYS, LOCKBOXES, AND SIGNAGE 

Keys 

RESORT PROPERTIES policy on keys is to maintain “unmarked” keys for security reasons and 
requires all Associates to keep confidentiality of all keys and codes, which includes the 
RESORT PROPERTIES office and client properties. 
 

� Listings/Sales 

o Sales agents are responsible for keys and/or alarm codes for all listings and sales. 
o RESORT PROPERTIES does not assume responsibility for the keys.. 
o It is the Listing Agent’s responsibility to handle all keys during their listings or during 

transactions. 
o It is the Selling Agent’s responsibility to transfer all keys to Buyers when their listings or 

sales close. 

� Office keys/alarms 

o RESORT PROPERTIES gives keys and to all Associates when appropriate. 
o Associates are to keep  keys secure at all times. 
o When Associates terminate their working relationship with RESORT 

PROPERTIES, they are to return all keys immediately to the RESORT 
PROPERTIES office  

Signs 

RESORT PROPERTIES displays RESORT PROPERTIES “for sale” signs with the RESORT 
PROPERTIES logo, telephone number, and Agent’s name, if desired. 
 

� RESORT PROPERTIES orders open house and for sale signs as requested by Sales Agent. 

 

� The Associate pays for all signs, posts and brochure boxes. 
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Lockboxes 

RESORT PROPERTIES’ policy is that associates take responsibility for maintaining 
lockboxes. 
 

� Realtor lockboxes 

o All Sales Agents are responsible for the purchase and distribution of lockboxes for use 
on RESORT PROPERTIES listings. (Refer to Sales Agents section) 

o When a listing sells and closes escrow, it is the Listing Agent’s responsibility to remove 
all lockboxes from the property. 

 

VEHICLES 

Associates are responsible for supplying their own vehicles for travel to and from work, and/or 
for transporting RESORT PROPERTIES Clientele. 
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INSURANCE 

RESORT PROPERTIES does not have group health insurance plans available to 
Associates. 
 

� When group health insurance is available, it is at the personal expense of Associates. 

�  

RESORT PROPERTIES does not have dental or optical insurance plans available to 
Associates. 
 

� When dental or optical insurance is available, it is at the personal expense of Associates. 

Business & Liability Insurance 

RESORT PROPERTIES maintains business and liability insurance. 
 

� The business insurance does not cover personal items of Associates. 

� The business insurance does not cover real estate transactions. 

� The business and liability insurance does not cover misrepresentation, fraud, or illegal activity 
of Associates. 

Company Errors & Omissions Insurance 

RESORT PROPERTIES carries Errors & Omissions Insurance. 
 

� No Errors & Omissions Insurance covers deliberate wrongful acts of RESORT PROPERTIES 
Sales Associates an/or personal lawsuits of RESORT PROPERTIES Sales Associates 

� Copies of the Errors and Ommissions Insurance coverage is available for Sales Associate 
review 

Agent Errors & Omissions Insurance 

Agents are responsible for any personal errors and omissions insurance. 
 

� Associates must personally contract and pay for additional personal Errors & Omissions 
insurance. 

Vehicle Insurance 

RESORT PROPERTIES does not pay or reimburse vehicle insurance for any Associates.  
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TRUST ACCOUNTS 

Title/Escrow Company Trust Account 

 
When appropriate in a RESORT PROPERTIES sales transaction, the Sales Associate is to 
deposit Ernest Money Deposits at the Title/Escrow Company selected for the sales transaction. 
Sellers and Buyers sign and agree to this in the Purchase Agreement 
 

� It is the responsibility of the Sales Agent to forward the funds to the Title Company  in 
compliance with the Hawaii Department of Real Estate and the Purchase Contract. 

� It is the responsibility of the Title/Escrow Company to handle the earnest money once 
deposited during the real estate transaction. 

� It is the responsibility of the Sales agent to notify the Title/Escrow company when to prepare 
cancellation instructions and refund the earnest money deposit 
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REAL ESTATE BROKERAGE RELATIONSHIPS/AGENCY 

Agent Relationships 

� Sellers’ Agent - a Seller’s Agent works solely on behalf of the seller and owes duties to the 
Seller, which includes good faith, loyalty, and fidelity. The agent will negotiate on behalf of and 
act as an advocate for the Seller 

� Buyers’ Agent – a Buyer’s Agent works solely on behalf of the Buyer and owes duties to the 
Buyer, which includes good faith, loyalty, and fidelity. The agent will negotiate on behalf of and 
act as an advocate for the Buyer. 

Agency Policy 

 
The Broker creates Agency, not the Sales Agent and RESORT PROPERTIES recognizes the 
following types of Agency. 
 

� Single-agency – the Broker’s Agent is either the Seller’s Agent or the Buyer’s Agent 
exclusively. 

� Dual-agency – the Broker and Broker’s Agent or Agents represents both the Buyer and the 
Seller. Dual-agency exists when: 

o The Sales Agent is both the Buyer’s Agent and Seller’s Agent 
o The Sales Agent has procured the listing and another Sales Agent brings in the buyer. 
o A Resort Properties of the Pacific Dual Agency Agreement is required  

� Sub-agency 

o It is the general policy of RESORT PROPERTIES not to offer sub-agency to 
cooperating Brokers, even though they are sharing a commission split with the 
cooperating Broker. 

 
RESORT PROPERTIES requires all Agents to follow the laws on Agency and to prepare proper 
disclosures. This includes, but is not limited to the following: 
 

� Acting in good faith 

� Honesty in all dealings 

� Disclosure on all materials facts affecting the property 

� The exercise of reasonable care and skill in the performance of all duties 

� RESORT PROPERTIES requires all Agents to exercise extreme caution regarding Agency 
and Agency disclosures. 

� Agents are to notify Management immediately if they have difficulties or questions regarding 
Agency with Buyers, Sellers, or prospective clients. 
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Disclosure Requirements 

 
 
Agency Law requires that all Sales Agents disclose the type of agency to Seller and Buyer prior to 
representation.  
 

� Representation includes Listings and Sales. 

� RESORT PROPERTIES supplies Agents with the correct disclosure agreements for Agency 

� Agents are required to use the RESORT PROPERTIES supplied disclosure agreements for 
Agency. 

� RESORT PROPERTIES encourages Agents to give disclosure on Agency prior to showing 
property or as soon as practical. 

� Agents must obtain signed disclosure agreements on Agency prior to representing Buyer’s 
interests and/or offers to purchase.  

� Agents must obtain signed disclosure agreements on Agency prior to representing the seller in 
a Listing Agreement. 

� Agents must obtain a signed disclosure agreement on Agency prior to presenting a Purchase 
Agreement. 

� The Broker/Manager reviews all Agency disclosures. 
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COMMISSIONS 

Broker/Agent Commission Agreement  

All Sales Agents agree to the RESORT PROPERTIES Commission Policy when they sign the 
Independent Contractor Agreement and the Commission Agreement form. 
 

� The RESORT PROPERTIES Commission Policy is subject to change and RESORT 
PROPERTIES notifies Sales Agents of Commission Policy changes as soon as practical. 

Commission Policy 

The Broker/Manager oversees the Commission Policy for RESORT PROPERTIES. 
 

� All commissions must follow: 

o Antitrust 
� RESORT PROPERTIES will not allow price fixing of any real estate commissions 

or fees. 
� Sales Agents must negotiate commissions with all Buyers and Sellers. 

o RESPA 
� RESORT PROPERTIES does not pay commissions to any non-licensed person. 
� Non-licensed persons cannot receive “kickbacks” on commissions. 

o MLS  
� RESORT PROPERTIES policy is that all Sales Agents follow the Multiple Listing 

Service (MLS) listing requirements and guidelines regarding listings.  
� Sales Agents cannot post false commissions and/or commission splits on the 

Multiple Listing Service. 
� Sales Agents must obtain Broker/Manager approval before posting listings in the 

Multiple Listing Service. 
� Sales Agents must use due diligence in reporting to Multiple Listing Services 
� Any fines or charges received from Multiple Listing Service because of and Agent’s 

failure to exercise due diligence in reporting appropriate information will be charged 
to the Sales Agent. 

o Department of Real Estate 
� All commissions must comply with the regulations of the Hawaii Department of Real 

Estate. 

� All commissions are subject to: 

o Agency disclosures 
o The Listing Agreement 
o The Offer to Purchase/Sales Agreement 
o Any subsequent counter-offers and/or addendums 

� Sharing of commissions 

o It is RESORT PROPERTIES policy to cooperate and share commissions with other 
Brokers. 

o The RESORT PROPERTIES Broker and Sales Agent split the commission after the 
split with the cooperating broker according to the Broker/Agent Commission Agreement 
Form. 
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Listing Commissions 
 

� The Sales Agent must disclose the commission split on the listing agreement and have a 
signed agreement by the Seller. 

� Commission on the sale or purchase of an Agent’s personally owned or purchased property is 
to be calculated at the standard commission rate in the individual Agent’s commission 
agreement. 

Referral Fees 

The following is the RESORT PROPERTIES policy on referral fees. RESORT PROPERTIES 
reserves the right to alter this policy if deemed necessary. 
 

� From cooperating broker 

o If a client is referred from another broker, then it is the RESORT PROPERTIES policy 
is to pay a referral fee to the referring broker 

o The policy on the referral fee paid is to offer 15 to 25%, but the fee can be negotiated 
with the referring broker and must be approved by the Broker/Manager 

o It is at the Broker’s discretion to assign a referral to an Agent of their choice, unless the 
referring broker requests a specific Agent. 

� The assigned Sales Agent for the referral must agree to 

o Accept the commission subject to the referral fee that has been previously negotiated 
and will not later dispute the referral  

o To actively work the referral client with due diligence 
o To notify the Broker/Manager if there are any problems with the referred client 
o Accept that the Broker deducts the referral fee from any commission received by the 

Broker prior to the Broker/Agent commission split. 

� To other brokerage 

o If an Agent refers a client to another broker, then the RESORT PROPERTIES policy 
is to request a referral fee from the referred broker. 

o RESORT PROPERTIES encourages referral fees to be negotiated for least 25% of 
the referred Broker Listing or Selling commission, and the Broker/Manager must 
approve the referral fee. 

o The Broker deducts the referral fee from any commission received by the Broker prior to 
the Broker/Agent commission split. 
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Sales Agents Commission Split Policy 

RESORT PROPERTIES outlines commission splits between the RESORT PROPERTIES 
Broker and Sales Agent on the RESORT PROPERTIES Commission Agreement form and 
bases payment of commissions on the following: 
 

� General commission policy 

o All Agents are independent contractors and work solely on a commission. 
o There is no government withholding taken from Sales Agents Commission.  
o All commissions paid are reported on a 1099 at the end of each year to the Internal 

Revenue Service 
o RESORT PROPERTIES deducts all charges to Sales Agents from Commission 

before disbursing payment. 

� Renegotiated commissions 

o If it is necessary to renegotiate a commission, the Sales Agent must discuss and 
disclose all material facts with the Broker/Manager prior to renegotiating the 
commission. 

o Both Buyer and Seller must sign the disclosures and agreements necessary for the 
renegotiated commission. 

� Bonus commissions 

o If a listing or sales purchase agreement provides for a “bonus commission,” Sales 
Agents must disclose all bonus commissions to Buyers and Sellers and have 
agreement to payment of the bonus commission. 

o Buyers and Sellers must sign the necessary agreements/disclosures for bonus 
commissions. 

� Referral commissions/fees 

o When the RESORT PROPERTIES Broker receives a referral commission from a 
cooperating broker, it is subject to the Commission Agreement between the Broker and 
Sales Agent. 

o When the RESORT PROPERTIES Broker pays a referral commission and/or fee, the 
RESORT PROPERTIES Broker deducts the referral fee or commission prior to the 
RESORT PROPERTIES Broker/Agent split. 

� Commissions on Sales Agents Personal Real Estate 

o Sales Agents are entitled to using their share of a commission on the purchase of 
personal real property. 

o The Commission Agreement outlines commission used for purchase of personal real 
property. 

Deferred Commission 

RESORT PROPERTIES discourages deferred commissions unless the Broker/Manager accepts 
extenuating circumstances for a deferred commission. 
 

 

� Sales Agents must disclose all deferred commissions to Buyers and Sellers and obtain signed 
agreements. 

� All parties involved in the sales transaction, Buyer, Seller, Brokers and Sales Agents, must 
agree to the deferred commission amount. 

� RESORT PROPERTIES does not pay Sales Agents until actually receiving the deferred 
commission. 
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Commission Payments 

RESORT PROPERTIES disburses commissions after recording of the transaction and receipt of 
funds in the RESORT PROPERTIES office. 
 

� RESORT PROPERTIES deducts any referral fees/commissions prior to the split between 
Broker and Sales Agent. 

� RESORT PROPERTIES deducts any charges or fees owed by Sales Agents prior to 
disbursement of funds from the Sales Agent’s commission split unless there is a separate 
agreement between the Broker/Manager and the Sales Agent. 

Yearly Commission Review 

It is RESORT PROPERTIES policy to review Sales Agents commissions on a yearly basis in the 
month of January 
 

Commission Disputes 

When commission disputes occur, the following is RESORT PROPERTIES Policy. 
 

� Internal company disputes 

o All Agents must refer any commission dispute to the Broker/Manager in writing and 
provide the Broker/Manager with any pertinent documentation or information to 
substantiate their claim. 

o The Broker/Manager will review the dispute and any relevant documentation or 
information regarding the dispute. 

o The Broker/Manager will then discuss the dispute with the Sales Agent. 
o The Broker/Manager will render a decision and seek Resolution regarding the dispute.  
o The Broker/Manager’s decision is final. 

� Commission disputes with cooperating broker 

o Agents are to refer any commission dispute from a cooperating broker to the 
Broker/Manager. 

o The Broker/Manager will review the dispute and any relevant documentation or 
information regarding the dispute. 

o The Broker/Manager will contact all parties in the dispute to seek Resolution. 
o If necessary, the Broker/Manager will send the dispute to Arbitration to the Hawaii 

Association of REALTORS®. 
o The Broker/Manager will notify any Sales Agent involved and how the dispute could 

affect their commission. 
o After exhausting all avenues available to settle the dispute, including the Hawaii 

Association of REALTORS®, the Broker/Manager will contact legal counsel if 
necessary. 
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PROCUREMENT OF CLIENTELE 

There are many means of procuring clientele and RESORT PROPERTIES encourages Sales 
Agents to develop their own programs for finding prospects and utilize all opportunities at 
RESORT PROPERTIES that will ensure continued sales and listings.  
 
RESORT PROPERTIES considers it a top priority that Sales Agents procure prospects and/or 
clients honestly and ethically. Therefore, RESORT PROPERTIES requests Sales Agents should 
always make an effort to find out if another Agent has been involved. 

� During an Open House, Agents should determine if a prospect has seen the property 
previously with another agent, or if they have already established a relationship with another 
real estate company. 

� Agents should report any possible conflict regarding client procurement with Management to 
avoid or Resolve any possible future commission disputes.  

� Agents should forward information to other Sales Agents if they determine the source of the 
contact occurred with them. 

Recording Of Prospects/Clients 

RESORT PROPERTIES requests that all Agents keep documentation regarding procurement of 
their clientele in the event of a dispute over a commission.  
 

� RESORT PROPERTIES encourages Agents to plan and implement a professional tracking 
program of their clientele. 

� Agents should record the source, dates, and times of when they make contact with prospects 
and/or clients. 
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MARKETING 

RESORT PROPERTIES’ policy is that all marketing be ethical, legal, professional, effective, and 
incorporate the company logo and brand identity policy into all marketing endeavors.  
 

� All marketing must be within the guidelines of all appropriate legislations such as Fair Housing, 
FIRPTA, RESPA, etc.  

� RESORT PROPERTIES provides company marketing for Agents, but encourages all Agents 
to explore other advertising venues as long as they fall within the RESORT PROPERTIES 
guidelines for Agent Marketing. 

Company Advertising Policies 

Advertising, in the real estate industry, is subject to very specific requirements as it pertains to 
certain legislation. Therefore, the RESORT PROPERTIES marketing policy includes, but is not 
limited to, the following: 
 

� No RESORT PROPERTIES advertising or agent related advertising is to contain false or 
misleading statements. 

� Advertising must include the company affiliation and, when appropriate, company logo. 

� All advertising must identify a broker or agent. 

� Fair Housing: no advertising can contain any discriminatory statements or wording of any kind. 

� RESPA: no advertising can contain offer incentives, kickbacks, and/or fees. 

� FIRPTA: if any advertising contains any information regarding interest rates, it must be in 
accordance with FIRPTA. 

Company Do-Not-Call Policy 

The following applies to the Do-Not-Call policy for RESORT PROPERTIES and RESORT 
PROPERTIES Agents. Agents need to be aware that this is an important issue in marketing 
programs today. There are serious legal and financial consequences if violated. 
 

� RESORT PROPERTIES clearly labels all email, fax, and mail solicitation and provides a way 
to allow recipients to opt out of the marketing list. 

� RESORT PROPERTIES removes all Hawaii, telephone numbers, email addresses from any 
relevant marketing lists when requested as soon as practical. 

� RESORT PROPERTIES updates all marketing lists monthly. 

� The Do-Not Fax legislation signed on July 9, 2005, also known as the S. 714, Junk Fax 
Prevention Act, once again allows the right to send and receive faxes if there is an established 
business relationship (EBR), or if they have permission given by verbal, email, or written 
means. The fax must contain a means to “remove.” 

� The Do-Not-Call legislation does provide safe harbor of inadvertently call someone on the Do-
Not-Call list because RESORT PROPERTIES provides written procedures and training, and 
as long as the Sales Agent complies with removing the Hawaii from lists when requested. 
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Agent Do-Not Call Policy 

The following is required of all RESORT PROPERTIES Agents. 
 

� Agent’s must provide an “opt out/removal” provision on all calls, faxes, emails, mailings with a 
toll-free number. 

� Agents must remove the person from their marketing list when they request removal.   

� Agent’s can call FSBOs only if they have a buyer for a listing, but they cannot solicit FSBOs for 
a listing. 

� Agents can call from lists of existing lists of clients, but must update them monthly. 

� Agents must notify the Broker/Manager if there are any problems that arise from their 
marketing concerning do-not-call. 

Agent Marketing Opportunities 
 

� For any marketing that includes bulk mail, fax, email, or calling, Agents are to read and observe 
the “Do-Not-Call” policies in the previous section.  

� Agents must also observe the Agent Marketing policies in the next section. Marketing 
opportunities include, but are not limited to the following: 

 
o Open houses 
o Listing flyers 
o Business cards 
o Vehicle signage 
o Classified advertising 
o Specialty advertising 
o Community sponsorships 
o E-mail newsletters 
o Personal website 
o Commercial bulk mail, such as  

� Post cards 
� Flyers 
� Brochures 
� Agent newsletters 
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Agent Marketing Policy 

RESORT PROPERTIES encourages Sales Agents to pursue additional marketing venues listed 
in the previous section, in addition to company marketing, to procure and retain clientele. Because 
a listing is the property of the Broker, Agent marketing must comply with the following RESORT 
PROPERTIES policy for RESORT PROPERTIES Listings. 
 

� Marketing expense 

o All agent marketing is at the Sales Agent’s expense 

� Logo use 

o Agents must use the RESORT PROPERTIES Logo properly 
o Agents must notify Management of logo use 

� Professionalism 

o All Agent marketing must reflect company association and reflect a professional image. 
o All Agent marketing must be professional, polite, courteous, and in compliance with all 

applicable laws on marketing 
o Agents cannot use any words, images, or references that is considered discriminatory, 

offensive, libelous, illegal, false advertising, or sexual in nature. 

� Legal use 

o All Agent Marketing must reflect and follow all applicable legislation, which includes, but 
is not limited to: 
� Fair Housing laws regarding advertising 
� All advertising must include “broker or agent” 
� FIRPTA as it relates to advertising interest rates 
� RESPA as it relates to offering inducements or illegal commissions/referral fees 

� Broker/Manager permission 

o Because Agent marketing must reflect the Broker Association and comply with the 
Department of Real Estate, the Sales Agent is to notify the Broker/Manager of intended 
agent Marketing 

Open House Policies 

RESORT PROPERTIES encourages Sales Agents to hold Open Houses on their listings or on 
company listings to give support to the Seller, to promote the sale of the listing, and to procure 
other listings and/or buyers.  
 
Listing Agents are encouraged to offer Open House opportunities to other Resort Properties 
Associates. Agents from outside the company will be considered if approved by the broker.  
 
 If any Sales Agent holds an Open House on a broker listing, they must meet the following 
conditions. 
 

� Advertising 

o Agents must arrange and pay for any classified advertising 
o Arrange for signage and cannot violate any local signs ordinances and/or homeowner’s 

association sign policies 
o Sales Agents must use RESORT PROPERTIES Open House signs 
o RESORT PROPERTIES encourages Sales Agents to have Listing Flyers and 

appropriate information available for Open House attendees 

� Preparation 
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o Sales Agents are to counsel and prepare Seller’s on what will show the property most 
effectively, such as cleanliness, yard work, etc. 

o Sales Agents are to counsel Seller’s on removing or locking up valuable. 

                                                                                                                              

 

� Open House Hours 

o Sales Agents are to arrive earlier than the scheduled Open House hours to prepare the 
residence for the Open House and to place signs. 

o RESORT PROPERTIES encourages Sales Agents not to provide food or drink that 
could damage the Seller’s property if spilled. 

o If the Sales Agent is delayed, they are to notify the Seller and/or Management if they 
need emergency help on the Open House 

� Open House safety 

o Sales Agents are to monitor the safety of the listing, the security of the sellers personal 
property, and their own personal safety at all times 

o Sales Agents are encouraged to have a plan for emergencies or problems that could 
occur during the Open House. 

o Installation/removal of signs 
o Property clean up 

� Open House Closing 

o Sales Agents are to remain at the property until the end of the advertised Open House 
hours. 

o Sales Agents are to close the Open House promptly. 
o Sales Agents are to remove any items brought to the Open House and check the house 

thoroughly before leaving. 
o Sales Agents are to secure the Listing properly if the Seller’s are not in the Residence. 
o Sales Agents are to pick up all Open House signs before leaving the neighborhood. 

 

Farming 

Real Estate professionals have been “farming” for years. Farming is designating a source of 
business and working it for buyers, sellers, referrals, etc. Farms can take the form of canvassing 
neighborhoods, a professional business contact, a compiled list of prospects or clients, and much 
more. 
 

� RESORT PROPERTIES encourages Agents to identify a “farming area or source” and 
market this area to increase their productivity and continued business.  

� RESORT PROPERTIES Agents are to be aware of any conflict of their selected “farming 
area or source” with any other RESORT PROPERTIES Agent. 

� If a conflict occurs, the Agent is to bring it to the attention of the Broker/Manager as soon as 
possible to avoid any future client or commission dispute. 



May, 2008 

 
©RE Manuals/0903/REV 0706 

Subsidiary of RESORT PROPERTIES Real Estate Services, Inc 

69

REFERRALS  

Referrals 

There are many types of referrals in the real estate business. Referrals are the result of providing 
good service to clients and maintaining an ethical and honest real estate business. RESORT 
PROPERTIES maintains relationships with Brokers and related real estate industries in the 
immediate area, throughout the state, and whenever possible, in other states. RESORT 
PROPERTIES openly encourages referrals at all times and maintains the following policies. 
 

� Referral distribution: 

o RESORT PROPERTIES maintains a list of referrals and the status of the referral. 
o It is determined if the referral is for a specific party or is a company referral. 
o If it is a company referral, the Broker/Manager assigns the referral to an agent. 
o If the Agent accepts the referral, they become the client of the assigned Agent as long 

as they service the referral. 
o If the Agent fails to service the referral, Management reserves the right to reassign the 

referral.  

� Agent responsibility 

o It is the Agent’s responsibility to contact the referral within 24 hours 
o If the Agent is unable to make contact, the Agent should notify both the Broker/Manager 

and the referring party of the problem. 
o If an Agent cannot handle the referral when given, the Agent should notify the 

Broker/Manager immediately so the Broker/Manger can assign another Agent to the 
referral. 

o The referred Agent is to keep the Management informed of the progress of the referral 
so that Management can update the referring party as necessary. 

Agent referrals 

RESORT PROPERTIES also encourages all Agents to develop and maintain relationships with 
different parties in order to receive referral business. Continued referrals add to the success of all 
agents. Referrals can come from family, friends, acquaintances, former business relationships, 
school contacts, and much more. All Agents should identify Resources for referrals and “farm” 
those Resources. 
 

� Agents should identify the referral source to the Broker/Manager in order to prevent any future 
commission disputes. 

� Agents should keep records of all referrals. 
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SHOWINGS 

RESORT PROPERTIES encourages all Agents to conduct showings of both in-house listings 
and that of cooperating brokers to allow for the best possible service for their Buyers and Sellers. 
While showing property, RESORT PROPERTIES requests that agents use courtesy at all times 
and abide by the following. 

 

Agents should always be concerned for their personal safety, safety of the prospect or client, and 
the safety of the property. 
 

� No Agent should enter a property, either alone or with clients, if they suspect any drug activity 
or something dangerous such as a meth lab in the property. 

� Agents should notify Listing Agent or authorities if necessary and report any danger or threats. 

 

RESORT PROPERTIES recommends that Agents preview all properties in advance before 
showing to give the best possible service and knowledge to their clients. 
 

� Agents should prepare Buyers in advance with information on listings they are going to tour, 
whenever possible. 

Appointments/Cancellations 

If listed in the Multiple Listing Services, agents are to use the showing instructions in the MLS 
listing. 
 

� Agents should be courteous to all Sellers by notifying them in advance of the intention to show 
the property, unless the property is vacant. 

� Agents should show the property during the appropriate time, unless vacant, or notify the seller 
of a delay or cancellation whenever possible. 

� If an Agent cannot notify a client of cancellation while touring with a client, RESORT 
PROPERTIES requests the Sales Agent later call the Seller or contact the Listing Agent to 
explain the reason for not showing the property. 

� Agents should leave a business card or some form of identification in the property when 
showing the property to notify the Seller and/or their Agent they have been in the property. 

Feedback/Documentation 

RESORT PROPERTIES encourages all Agents to obtain and give feedback on showings for the 
benefit of their clients and to improve sales for all Agents and Real Estate offices. 
 

� Agents should notify any listing agent or their office if there is a problem with their listing or 
during a showing. 

� RESORT PROPERTIES requests that agents document all showings in the event of any 
possible commission disputes, client procurement dispute, and or problem during showings. 

� RESORT PROPERTIES requests RESORT PROPERTIES Listing Agents to contact 
Agents who have shown properties for any feedback in order to determine if the listing needs 
any adjustments such as price, maintenance, etc. 

� Sales Agents are to notify Management if they have trouble while showing property for their 
protection and that of the company. 
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LISTINGS 

 
Prior to obtaining a listing, listing Agent is responsible for obtaining the Broker’s assessment and 
approval of the Property’s conformance with Resort Properties’ listing standards. Broker to 
determine if an attorney is required to review property documents.  Attorney’s expenses will be the 
responsibility of the Seller. 
 
Commission on the sale of Agent’s personally owned property to be at the standard commission 
split as outlined in the individual Agent’s Commission agreement. 
 
It is in the best interest of all Sales Agents to prepare for all listing presentations in advance of the 
appointment whenever possible. There are times when listings are “spur of the moment.” However, 
if the Sales Agent knows the current listing inventory, area closed sales, financing options, current 
legislation, and company policies, the Sales Agent has the tools to prepare for the appointment, 
whether last minute or in advance. 

Listing Appointment 

RESORT PROPERTIES policy is to provide their clients with the best possible service. 
RESORT PROPERTIES requests that Sales Agents observe the following for all listing 
appointments. 
 

� Appointment time 

o Agents should arrive promptly for listing appointments 
o If the Agent is going to be late, they should contact the property owner of the delay or 

request another appointment time. 

� Property ownership 

o When possible, Agents should determine the ownership of the property prior to the 
listing appointment. This can: 
� Avoid possible scams 
� Avoid hazardous situations 
� Disclose other possible property owners, businesses, Trusts, etc. 

� Market analysis 

o Agents should provide, when time permits, a competitive and accurate market analysis. 
o The market analysis should reflect comparable property 

Fiduciary Responsibility 

Sales Agents owe all property owners true and honest dealings in obtaining a listing.  
 

� Agents cannot give false statements on company information, sales records, current listings, or 
any other information in order to “procure” the listing. 

Agency 

Sales Agents must disclose Agency to all Sellers/property owners prior to taking the listing and 
prior to obtaining any signatures on a listing. 
 

� It is the responsibility of Agents to notify the Broker/Manager of any problems with Agency 
immediately.  
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Type of Listing 

 

When the Agent procures a listing, it is the property of the listing Broker. RESORT 
PROPERTIES requires Agents to obtain “Exclusive Right to Sell” listings unless the Agent makes 
prior arrangements with the Broker/Manager.  
 

� Agents can readily obtain “Exclusive Right to Sell” forms in the RESORT PROPERTIES 
office, and all other necessary documents required by RESORT PROPERTIES. 

� The length of a listing can vary and negotiable with the property seller. 

Commission Negotiation 

In accordance with RESPA, all commissions with Sellers are open for negotiation. Because the 
listing is that of the Broker, RESORT PROPERTIES Policy on commissions for Agents is as 
follows: 
 

� Any Sales Agent who procures the listing is the Listing Agent for the Listing Broker or 
RESORT PROPERTIES. 

� RESORT PROPERTIES is a cooperating broker. Therefore, RESORT PROPERTIES splits 
commissions with other brokers who produce the accepted Purchase Agreement by the Seller. 
RESORT PROPERTIES then splits their portion of the listing with the Sales Agent according 
to the Commission Agreement. 

� RESORT PROPERTIES requires agents to post all commissions in MLS according to MLS 
rules. 

Listing Agent 

The agent who procures the listing is the Listing Agent and responsible for the interaction with the 
Seller and the marketing of the property. 

Listing Team 

RESORT PROPERTIES also recognizes that Listing Agents can work as a “Listing Team.” 
Instead of the single Sales Agent splitting the commission with RESORT PROPERTIES, the 
Listing Team will share the split with RESORT PROPERTIES. 
 

�  It is the responsibility of the Listing Team to work out the percentages of the split between 
members of the “Listing Team” with the Broker/Manager. 

� “Listing Teams” are responsible for the division of the listing duties between themselves.  

� In this manual, “Listing Teams” follow the same policies as outlined for Listing Agents, and the 
only direct reference to “Listing Teams” is within this section of the manual. 
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LISTING MAINTENANCE 

The RESORT PROPERTIES goal is that all RESORT PROPERTIES listings sell. This benefits 
all Associates, not just the Sales/Listing Agent. To that end, it is important that both the Listing 
Agent and the RESORT PROPERTIES office provide the very best service for the procured 
listing. Once the Sales Agent procures the listing, there are a series of steps necessary to put the 
listing on the market and promote the sale of the listing. 

Broker Listing Review 

Prior to any marketing, the Broker/Manager must review and approve all listing documents. In the 
event there are problems with the listing, the Broker/Manager will meet with the Listing Agent to 
resolve any issues. Once approved, it is the responsibility of the Agent to interact with the Seller, 
plan, implement marketing, and make any necessary changes/adjustments. 

Listing Marketing 

The Listing Agents arranges the following marketing for all listings unless there are extenuating 
circumstances, such as an early sale or specific request of the Seller. 
 

� MLS 

o Agents must prepare the documentation necessary in accordance with MLS rules 

� Signage  

o Agents shall purchase Resort Properties “open house” and “for sale” signs   
o Agents are responsible for all rider signs and sign posts 
o Agents are responsible for all flyers and flyer boxes 

� Lockbox 

o Agents are responsible for installing an MLS lockbox by the time of entry into the MLS 
system. 

o Agents are responsible for counseling Sellers about lockbox use/MLS and items of 
value in the property. 

� MLS/office tour 

o Agents are responsible for arranging for arranging for MLS and/or office tours 
o Agents are responsible for counseling the Seller about the MLS/office tour 

� Classified advertising 

o Agents are responsible for contacting coordinators of advertising campaigns 

� Website advertising 

o Agents  are responsible for notifying management of price changes, etc. for 
updating the company website 

� Agent marketing 

o Agents are responsible for any agent marketing outlined in the Marketing section of this 
manual. 

o Agents are responsible for notifying and obtaining Management approval of any 
marketing or advertising used. 



May, 2008 

 
©RE Manuals/0903/REV 0706 

Subsidiary of RESORT PROPERTIES Real Estate Services, Inc 

74

Listing File 

When an Agent takes a Listing, they are to initiate a Listing File for the Owner/Property. It is 
important for Agents to maintain an accurate file. 

� The listing file can contain, but it not limited to the following: 

o Listing Agreement 
o Correspondence 
o Inspection reports 
o Listing flyers 
o MLS forms 
o Dual Agency Agreement 
o Preliminary Seller’s Disclosure 

� RESORT PROPERTIES requires Associates to maintain confidentiality of the listing file. 

Price/Terms Adjustments 

It is common for listings to have a reduction in price and adjustment to terms to meet the current 
sales market. Overpriced listings, as a rule, do not sell. It is the responsibility of the Listing Agent to 
monitor listing activity.  
 

� Agents need to work with the Seller to achieve a price that will induce an offer or offers.  

� If the Listing Agent encounters difficulty on a listing price or terms, RESORT PROPERTIES 
encourages the Agent to discuss the problems with the Broker/Manager to find solutions.  

Listing Reassignment  

There are times when unexpected circumstances require the reassignment of the Listing to 
another Sales Agent. When this occurs, the Broker/Manager will determine who will become the 
new Listing Agent. 
 

� The replacement Agent should review marketing for the listing and discuss with the seller as 
necessary. 

� The replacement Agent is to revise or re-enter the listing into MLS as necessary or according to 
MLS rules/guidelines. 

� The replacement Agent is to install their lockbox on the property and if necessary, contact the 
previous agent to remove their lockbox. 

Listing Renewal 

A listing renewal is required generally when the listing is about to expire. It is the responsibility of 
the listing agent to obtain the renewal. 
 

� Determination of renewal:  

o If the Listing Agent feels that it is not suitable for renewal, they need to discuss 
discontinuation of the listing with the Broker/Manager. 

o If the Broker/Manager determines that the listing is not suitable for renewal, they will 
contact the Listing Agent to discuss discontinuation of the listing. 

� If the listing is going to be renewed: 

o It is the responsibility of the Listing Agent to prepare and present the listing renewal 
documents to the seller. 

o The agent is responsible for uninterrupted continuation in MLS or if necessary, initiation 
of a new MLS entry.  
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Cancelled/Withdrawn Listings 

There are instances when listings are “cancelled” voluntarily or involuntarily by Broker or Seller. In 
all cases, this is under the authority of the Broker/Manager. However, it is the Listing Agent’s 
responsibility to: 
 

� Cancel the listing in MLS 

� Cancel all advertising 

� Arrange for removal of all signage 

� Arrange for removal of any lockbox 

� Prepare and obtain proper paperwork for cancellation of the listing 

� Notify the Broker/Manager if any problems occur 

� Complete the file as necessary 

Expired Listings 

There are also times when listings “expire” when either Seller or Broker do not wish to continue the 
listing agreement. It is the Listing Agent’s responsibility to: 
 

� Notify the Broker if it is the Seller’s intent to allow the Listing to expire 

� Cancel all advertising 

� Arrange for removal of any lockbox 

� Arrange for removal of all signage 

� Notify the Broker/Manager if any problems occur 

� Complete the file as necessary 
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PURCHASE AGREEMENTS 

 
 RESORT PROPERTIES policy is that all Agents provide their Seller or Buyer with the best 
possible service available, honestly and ethically.   
 
Resort Properties of the Pacific reserves the right to determine if purchase documents 
require review by an attorney. Attorney expenses are to be the responsibility of the Buyer. 
 

Credit/Financing 

Credit and financing play an important role in the majority of real estate transactions.  
 

� Agents should counsel Buyers on obtaining a mortgage/lending company to review their 
financing options and limits. 

� Advance counseling saves both Buyers, Sellers, Agents, and Brokers time and frustration if 
Buyers are “pre-approved” prior to Buyers making a Purchase Agreement Offer.  

Agency 

It is a requirement that all Selling and Listing Agents disclose Agency immediately to both Buyer 
and Seller as quickly as possible.  
 

� The Selling Agent must prepare an Agency disclosure and have the Buyer sign at the time of 
the writing of the Purchase Agreement. 

� The Listing Agent must present the disclosure with the Purchase offer and have it signed. 

� Agents are to notify the Broker/Manager immediately of any problems or concerns with their 
Agency disclosures. 

� In cases of dual agency, Resort Properties reserves the right to assess the risk 
associated with dual-agency and may disallow dual agency or require review of documents by 
an attorney.  Attorney expenses are to be the responsibility of the Buyer.  

In-house Offer 

When a RESORT PROPERTIES Agent sells a RESORT PROPERTIES listing, it is an In-
house offer.  
 

� An in-house offer requires dual-agency be disclosed.  

� RESORT PROPERTIES represents both Seller and Buyer in the transaction and becomes 
both Listing and Selling Broker. 

Cooperating Broker Offer 

RESORT PROPERTIES Policy is to work with cooperating brokers. 
 

� RESORT PROPERTIES becomes the Selling Broker when a RESORT PROPERTIES 
Agent sells a cooperating broker listing. Agency is still required, but is single agency. 

� RESORT PROPERTIES becomes the Listing Broker when an outside Broker sells a 
RESORT PROPERTIES Listing. Agency is still required, but is single agency. 
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Purchase Agreement Offer 

When the Buyer makes an offer to the Seller, the Selling Agent prepares the Purchase Agreement 
Offer as well as the Agency Disclosure and any other required forms. 
 

� The Purchase Agreement Offer must identify all parties to the contract to avoid 
misrepresentation during the escrow. 

� The Selling Agent is to detail all terms offered by the Buyer in the Purchase Agreement Offer. 

� The Selling Agent is to obtain all Buyer signatures before conveying the Purchase Agreement 
Offer to the Listing Agent. 

Selling Team 

RESORT PROPERTIES also recognizes that Selling Agents can work as a “Selling Team.” 
Instead of the single Sales Agent splitting the commission with RESORT PROPERTIES, the 
Selling Team will share the split with RESORT PROPERTIES. 
 

�  It is the responsibility of the Selling Team to work out the percentages of the split between 
members of the “Selling Team” with the Broker/Manager. 

� “Selling Teams” are responsible for the division of the selling duties between themselves.  

� In this manual, “Selling Teams” follow the same policies as outlined for Selling Agents, and the 
only direct reference to “Selling Teams” is within this section of the manual. 

Selling Agent Responsibilities  

 
The agent who represents the Seller is the Selling Agent. The Selling Agent can also be the Listing 
Agent, but must disclose dual-agency. 
 

� The Selling Agent is to contact the Listing Agent in advance, if necessary, prior to writing the 
Purchase Agreement to inquire about the availability of the property and any other offers. 

� The Selling Agent is to contact the Listing Agent immediately after writing a Purchase 
Agreement Offer to facilitate presentation to the Seller as expediently as possible. 

Listing Agent Responsibilities 

The Listing Agent is responsible for presenting an offer to the Seller in the timeliest manner 
possible.  
 

� The Listing Agent is to set up an appointment with the seller as quickly as possible, either by 
telephone or at a place of convenience for the Seller. 

� The Listing Agent should prepare: 

o A net sheet on the proposed offer 
o Any necessary disclosures necessary for the transaction 

� The Listing Agent is to meet with the Seller and present all material facts concerning the 
proposed offer. 

� The Listing Agent and Seller are to work out an acceptance, counter offer, or rejection of the 
offer for the Buyer in a timely manner and working within the “Time is of the Essence” standard 
in real estate practice. 

� The Listing Agent is to convey the outcome of the meeting with the Buyer’s Agent. 
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Disclosures 

Disclosures have become a necessary and integral part of the sale. Agents are to abide by all state 
law and disclose all known material facts regarding the property. Agents to show due diligence in 
obtaining all material facts in order to avoid any legal disputes or lawsuits in the future and to 
protect the Seller, Buyer, Brokers, and themselves. 
 
If a RESORT PROPERTIES Agent discovers a lack of a necessary material fact in the 
transaction, they are to bring this to the immediate attention of the Broker/Manager.  

Earnest Money  

It is the duty of the Selling Agent to obtain an Earnest Money deposit with the Purchase Agreement 
Offer. The Selling Agent should counsel the Buyer on real estate values in the area so that the 
Buyer can make an informed purchase offer. The Selling Agent should also discuss defects, 
general condition, and any work required on the property. 
 

� If accepted, the Selling Agent is responsible for forwarding it to the Title/Escrow Company. 

� If rejected, the Selling Agent is responsible for returning it to the Buyer and having the Buyer 
sign a receipt for the return of the Earnest Money. 

Multiple Offers 

A Seller may receive multiple offers. It is the responsibility of the Listing Agent to present all offers 
to the Seller in a fair and ethical manner.  
 

� Agents should record all details of when they receive and present all offers. 

� Agents should consult their state requirements and/or the Broker/Manager when they receive 
multiple offers. 

Counter Offers 

In many cases, a counter offer to the Purchase Agreement Offer is required to make the 
transaction agreeable to the Seller or Buyer. It may even require multiple “counter offers to counter 
offers” before the terms are acceptable to both parties. 
 

� Agents are to fill out all counter offers correctly and record, initial, and sign all counter offers. 

� All Agents are to perform in a timely and confidential manner as with terms of the original 
Purchase Offer. 

FAX offers 

When Buyers and Sellers are out of the area, it is a necessity to fax documents while making, 
countering, accepting, or rejecting offers. 
 

� Fax signatures are appropriate for initially accepting an offer.  

� After accepting an offer by fax, it is the responsibility of the Agents involved with out of area 
Buyer or Seller to ship the originals and obtain original signatures for the file as soon as 
possible. 
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Accepted offers 

Both Selling and Listing agents must complete all necessary contracts and disclosures required by 
state and federal law when an offer is accepted. 
 

� All documentation must contain both Seller and Buyer signatures/initials where necessary in 
the document before it is an accepted transaction. 

� The Selling Agent must forward all funds to the correct depository after agreement by Buyer 
and Seller, and review by the Selling Broker. 

Rejected offers 

When rejecting an offer, the Listing Agent is responsible for conveying the rejection to the Buyer’s 
Agent with the appropriate paperwork marked and initialed. 
 

� Agents are to complete all paperwork on rejected offers and submit to the Broker/Manager for 
review. 

� RESORT PROPERTIES maintains all documentation, including rejected offers, in the listing 
files or the Buyer’s file in the RESORT PROPERTIES office. 

Broker Review 

It is the responsibility of the Broker/Manager to review all documentation and approve/initial as 
necessary. This includes Purchase Offer agreements, counter offers, rejected offers, and any 
documentation received by the Agents.  
 

� Agents are required to furnish the Broker/Manager with all documents involved in the 
transaction for review. 

Sales Inspections/Reports 

The Purchase Agreement may require various reports or inspections to complete the sale 
transaction between Buyer and Seller.  
 

� Report requirements are contained in the accepted Purchase Agreement. 

� Selling and Listing Agents are responsible for seeing that reports are completed.  

� The following is a list of some, but not all, of the inspections/reports that occur in a real estate 
sale: 

o Appraisal 
o Home Inspection 
o Pest Control Inspection 
o Lead-based paint 
o Roof Inspection/Guarantee 
o Equipment Inspection 
o Pools/Spa Inspection 
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Sale Pending 

When Buyer and Seller reach agreement, the Selling Broker lists the property “Sale Pending.” 
 

� The Listing Agent is responsible for reporting the “sale pending status” to the Multiple Listing 
Service. 

� The Listing Agent is responsible for placing “sale pending” rider signs on the property sign. 

� The Listing Agent is responsible for canceling all advertising and marketing. 

Sale Confidentiality 

Although the Buyer and Seller have agreed to terms, all Associates are to keep the sales price 
and terms confidential throughout the escrow period and until after the escrow is closed.  

� Agents are not to quote the price to the public during any inquiry. 

� Employees are not to quote prices to the public or clientele at any time. 

Pending Sale File 

As always, maintaining files is a priority in the RESORT PROPERTIES office. When a listing 
becomes a sale, the listing folder becomes a “pending sale folder” and the Listing Agent is 
responsible for maintenance of the folder. If the sales did not originate as a listing, then Selling 
Agent is to create a “pending sale folder.” 
 

� All sales folders are the property of the RESORT PROPERTIES office. 

� All Associates are to keep sales folders confidential. 
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TITLE/ESCROW/CLOSING 

Agent Responsibility 

Both Selling and Listing Agents have responsibility to the transaction throughout the Escrow and 
after the closing.  
 

� Selling and Listing Agents are to counsel their Buyers and Sellers in the appropriate manner 
when necessary.  

� Selling and Listing Agents are to furnish the Title/Escrow Company with the appropriate 
documentation when escrow is opened and any documentation required during the Escrow 
period. 

� Selling and Listing Agents are to notify the Broker/Manager if any problems develop during the 
Escrow period. 

Earnest Money 

The Selling Agent is to forward the Earnest Money to the Title/Escrow Company when the Escrow 
is opened.  
 

� The Title/Escrow Agent takes direction from the Selling and Listing Agent regarding the Earnest 
Money.  

� The Ernest Money remains in the Title/Escrow Trust Account until the transaction is completed 
or cancelled.  

Financing 

The Selling Agent is to supply the Title/Escrow Company with any financing details required and 
the Mortgage/Finance Company that will handled the financing.  
 

� The Title/Escrow Company will coordinate with the Mortgage/Finance Company.  

� The Selling Agent is to assist the Title/Escrow Company If necessary with the Buyer and/or 
Mortgage/Finance Company if there are problems with financing and/or the Mortgage/Finance 
Company needs to be changed. 
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Required Inspections/Reports 

The Selling and Listing Agents and/or Transaction Coordinators are to order and supply all 
necessary inspections and/or reports to the Title/Escrow Company.  
 

� If an inspection or report requires additional terms or monies negotiated between Buyer and 
Seller, the Listing and Selling Agents are responsible for working with the Buyers and Sellers to 
achieve agreement. 

� RESORT PROPERTIES Agents are to notify the Broker/Manager if the inspections or reports 
cause problems or delays with the close of escrow as soon as possible. 

Escrow Signing 

Selling and Listing Agents need to monitor the progress of the escrow with the Title/Escrow 
Company as necessary.  
 

� When papers are ready for signature, Agents should contact their clients and arrange for 
escrow signing. 

� RESORT PROPERTIES encourages all Agents to attend escrow signing whenever possible. 

Close of Escrow 

When escrow closes, both Listing and Sales Agents should continue until the Buyer achieves 
possession and the details of the transaction completed.  
 

� The Listing Agent should make all keys available to the Selling Agent and/or Buyer. Seller 
should assist delivery of keys when necessary.  

� The Listing Agent is also required to report the close of escrow and the required information to 
the Multiple Listing Service. 

� The Listing Agent is also required to arrange for removal of all lockboxes and signs. 

Possession 

The Buyer normally takes possession of the property when escrow closes and the Seller gives the 
keys to the Buyer. 
 

� If early possession is required, the Buyer’s Agent should include early possession and rental 
amount in the Purchase Agreement. If this occurs after the sale, the Listing and Selling Agent 
should work out the terms and agreement on additional paperwork. 

� If the Seller needs to rent back the property for a set period, the Seller’s Agent should include 
the rental time and amount in the Purchase Agreement. If this occurs after the sale, the Listing 
and Selling Agent should work out the terms and agreement on additional paperwork. 

Commission Payments 

RESORT PROPERTIES disburses commissions after receipt from the Title/Escrow Company 
and not before. No disbursement of commissions will be made until all paperwork is reviewed.   
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CANCELLATION OF PURCHASE AGREEMENT 

Unfortunately, there are circumstances that lead to cancellation of Purchase Agreements between 
Buyers and Sellers. There are times when issues cannot be Resolved between Buyer and Seller. 
When this happens, RESORT PROPERTIES Agents should work to achieve a peaceful 
cancellation without legal or financial disputes. 

Cancellation Determination 

Once the necessity for cancellation is determined, Agents are to work diligently to do the following. 
 

� Apprise the Broker/Manager of the necessity to cancel 

� Fill out the proper documentation required to cancel the Purchase Agreement 

� Resolve the disposition of the Earnest Money Deposit 

� Obtain all necessary signatures from Buyers and Sellers, cooperating Broker, and RESORT 
PROPERTIES Management. 

Earnest Money Deposit Disbursement 

How the Earnest Money Deposit is distributed depends on the circumstances of the cancellation 
and the terms of the Purchase Agreement. 
 

� Seller and Buyer must agree in writing as to the disposition of the Earnest Money Deposit. 

� Listing and Selling Agents must take responsibility in working out an agreement between Seller 
and Buyer. 

� When Agents achieve Resolution, the Listing and Selling Agents must provide the proper 
paperwork to the Title/Escrow Company for disbursement. It then is the responsibility of the 
Title/Escrow Company to send out the funds to the appropriate parties. 

� If a dispute arises over the Earnest Money Deposit, RESORT PROPERTIES Agents are to 
notify the Broker/Manager as soon as possible. 

� The Broker/Manager will determine if legal action is required in conjunction with any 
cooperating brokers. 

Remarketing of Property 

If the property is the listing of the RESORT PROPERTIES Broker, it is the Listing Agent’s 
responsibility to put the property back on the market to obtain another Purchase Agreement Offer.  
 

� Special note: the buyer and seller must completely cancel the previous sale and any 
subsequent Purchase Agreement must be “subject to cancellation of previous offer.”  

Cancellation of Listing 

It is the Listing Agent’s responsibility to take the appropriate steps for listing cancellation if the 
Seller and the Listing Broker agree to cancel the current listing. 
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DISPUTE RESOLUTION PROCEDURE 

Disputes 

Disputes generally happen when the following occurs: 
 

� Disagreement between Buyers and Sellers on the terms or completion of the transaction 

� Buyers or Sellers dispute RESORT PROPERTIES Broker services or cooperating Broker 
services 

� Commission disputes between Agents and/or Brokers 

� Client procurement 

  
RESORT PROPERTIES Agents are to notify the Broker/Manager as soon as possible when they 
are aware of any problems that can lead to an in-house dispute.  
 

� Agents are to provide all documentation or claims on the dispute in writing to the 
Broker/Manager as soon as possible. 

� Agents are to remember that they are not attorneys and should not attempt to give legal advice 
to their clients or parties in the dispute. 

� The Broker/Manager will review the documentation and attempt discussion on all claims with all 
parties involved. 

� The Broker/Manager will work to reach a reasonable solution to satisfy all parties. 

� If the Broker/Manager feels it is appropriate, they will consult legal counsel. 

� If the dispute cannot be Resolved, the Broker/Manager will send the dispute to Mediation or 
Arbitration. 

� If necessary, RESORT PROPERTIES will acquire legal counsel to handle any dispute that 
leads to lawsuit on behalf of RESORT PROPERTIES. 

� RESORT PROPERTIES Agents may be required to hire their own legal counsel, depending 
on the nature of the dispute. 

� The dispute will remain and open file until complete Resolution. 



May, 2008 

 
©RE Manuals/0903/REV 0706 

Subsidiary of RESORT PROPERTIES Real Estate Services, Inc 

85

LEGAL SUPPORT 

RESORT PROPERTIES policy maintains that the best legal defense is that of “preventative 
maintenance.”  
 

� Agents should always approach their real estate activity with a “What if I go to Court” approach.  

� By preparing documentation correctly, abiding by the governing laws and requirements of the 
Federal and State governments, dealing with clients and other real estate professionals 
ethically and honestly, there is a solid foundation for defense if there is any legal dispute or 
financial claim. 

 
 

� RESORT PROPERTIES Agents are responsible for all legal fees or judgments if they have 
committed the following in their real estate activity while representing RESORT 
PROPERTIES: 

o Misrepresentation 
o Fraud 
o Discrimination 

Legal Defense 

RESORT PROPERTIES legal defense includes, but is not limited to the following: 
 

� Use of the legal hotline provided by Hawaii Association of Realtors  

� RESORT PROPERTIES retains Real Estate Attorneys when necessary. 

� Using the Professional Standards/Grievance Committee/Arbitration provided by Kauai Board 
of Realtors 
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APPENDIX A 

• RESORT PROPERTIESRESORT PROPERTIESRESORT PROPERTIESRESORT PROPERTIES Commission Policy 

• Independent Contractor Agreement  

• Policy & Procedures Acknowledgement Form 

• Commission Agreement  

• Agent Information Form 

• Broker/Agent Advertising Agreement 

• Change of Information Form 
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� RESORT PROPERTIES refers to Resort Properties of the Pacific in this agreement. 
� RESORT PROPERTIES complies with the Federal Privacy Act and maintains confidentiality 

of all Associates records, unless court ordered or authorized by the Independent Contractor 
to disclose specific information. 

� RESORT PROPERTIES does not allow harassment, including sexual harassment, at any 
time to any Associates. 

Sales Agent Status 
� The undersigned, Associate, is referred to Sales Agent or Agent in this contract. 
� The Sales Agent is classified as an Independent Contractor as outlined in the Internal Revenue 

Service ruling. 
� As an Independent Contractor, Sales Agent is not entitled to benefits provided to Employees. 

Sales Agent License 
� The undersigned Sales Agent affirms that they have a current real estate license in the State of 

Hawaii and agrees to transfer the license to the RESORT PROPERTIES Broker of Record. 
� The undersigned Sales Agent affirms that there are no actions pending against their real estate 

license.  
� The Sales Agent will abide by all laws, which govern the real estate industry in the State of 

Hawaii. 
� It is the responsibility of Sales Agents to notify RESORT PROPERTIES of any changes 

concerning their license and/or personal information. 
� The Sales Agent agrees to engage in competent, ethical, and honest real estate activity. 

The undersigned agrees to the following conditions in their association with RESORT RESORT RESORT RESORT 

PROPERTIESPROPERTIESPROPERTIESPROPERTIES: 
� This is an “At-Will Agreement” between Resort Properties of the Pacific and the 

undersigned Sales Agent. Either party can give a notice of termination at any time without 
notice. 

� The Sales Agent will complete the following forms prior to commencing any sales activities for 
Resort Properties of the Pacific 
o IRS W-9  
o Associates Information Form 
o Commission Agreement 
o Broker/Agent Advertising Agreement 

� The Sales Agent affirms they have the legal status to work in the United States. 
 
� Sales Agents will supply a social security number on an IRS W-9 form in order to receive 

compensation. 
� RESORT PROPERTIES will issue an IRS 1099 after the end of each year, no later than 

January 31 of each year. 

Sales Agent Commission/Fees 
� The Sales Agent is entitled to commissions/fees per the RESORT PROPERTIES 

Commission Agreement between Broker and Agent. 
� RESORT PROPERTIES Commission payments do not have payroll deductions, only 

expenses incurred by the Sales Agent. 
� The Sales Agent is not entitled to employee benefits. 

IIIIIIIIIIIINNNNNNNNNNNNDDDDDDDDDDDDEEEEEEEEEEEEPPPPPPPPPPPPEEEEEEEEEEEENNNNNNNNNNNNDDDDDDDDDDDDEEEEEEEEEEEENNNNNNNNNNNNTTTTTTTTTTTT            CCCCCCCCCCCCOOOOOOOOOOOONNNNNNNNNNNNTTTTTTTTTTTTRRRRRRRRRRRRAAAAAAAAAAAACCCCCCCCCCCCTTTTTTTTTTTTOOOOOOOOOOOORRRRRRRRRRRR            AAAAAAAAAAAAGGGGGGGGGGGGRRRRRRRRRRRREEEEEEEEEEEEEEEEEEEEEEEEMMMMMMMMMMMMEEEEEEEEEEEENNNNNNNNNNNNTTTTTTTTTTTT   
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Page 2, Independent Contractor Agreement 

RESORT PROPERTIESRESORT PROPERTIESRESORT PROPERTIESRESORT PROPERTIES Policy and Procedures requirements: 
� The Sales Agent agrees to follow all policies, procedures, guidelines, and instructions of 

Resort Properties of the Pacific, while performing real estate sales business under the 
RESORT PROPERTIES Broker. 

� The Sales Agent understands that they are required to read and sign Acknowledgement 
Agreements for the RESORT PROPERTIES Real Estate Policy and Procedures. 

� The Sales Agent agrees to notify Management if, at any time, they do not understand any 
instructions, policies, and/or guidelines. 

� The Sales Agent agrees to join and pay membership in the following organizations: 
o National Association of REALTORS®  
o Hawaii Association of REALTORS®  
o Hawaii Multiple Listing Service (HIS) 
o Kauai Board of REALTORS®  

Vacation/personal time 
� Sales Agents are to arrange for their own vacation/personal times and RESORT 

PROPERTIES does not compensate them for vacation/personal time. 

Orientation/Training 
� The Sales Agent agrees to participate in available RESORT PROPERTIES Sales Training. 

Vehicles/Transportation 
� All Sales Agents must supply their own transportation and vehicles. 
� Sales Agent vehicles must be in a reasonable working condition. 
� Sales Agents must carry appropriate insurance for their vehicles. 

Keys/Lockboxes 
� Sales Agents are to follow all RESORT PROPERTIES policies and instructions regarding 

keys and alarm codes. 
� Sales Agents are to be responsible to RESORT PROPERTIES property keys at all times. 
� Sales Agents are to return RESORT PROPERTIES keys immediately upon termination. 
Marketing 

� The RESORT PROPERTIES marketing agreement outlines all marketing paid by Broker and 
marketing paid by Sales Agent. 

Non-disclosure/Confidentiality 
� Sales Agents are to sign the RESORT PROPERTIES Non-disclosure/Confidentiality 

Agreement when completing this Sales Agent Agreement. 
 

Disputes/Problems/Injuries 
� Sales Agents are to put all disputes, problems, and or injuries with Resort Properties of 

the Pacific in writing. 

Drug-free policy 
� The undersigned Sales Agent understands that RESORT PROPERTIES requires a drug-free 

policy with all Associates. 
� By signing this agreement, the undersigned Sales Agent commits to the RESORT 

PROPERTIES drug-free policy while working at Resort Properties of the Pacific 
�  
I agree to the terms of this Independent Contractor Agreement with Resort Properties of the 
Pacific 
 

________________________ _____ 
Sales Agent Signature Date 
_______________________ _____ 
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RESORT PROPERTIES representative Date 
 

 

   
RRREEESSSOOORRRTTT    PPPRRROOOPPPEEERRRTTTIIIEEESSS       

CCCOOOMMMMMMIIISSSSSSIIIOOONNN   PPPOOOLLLIIICCCYYY   
 

This agreement outlines the Resort Properties of the Pacific commission policies between 
Broker and Sales Agent.   Refer to individual commission agreements. 
 
Commission policies before Broker/Agent Split: 
� RESORT PROPERTIES pays commissions to Sales Agent according to the agreed 

commission splits in the Commission Agreements  
� Prior to any splitting and disbursing any commission, RESORT PROPERTIES deducts any 

referral fees from the amount received after the sale records. 
� RESORT PROPERTIES adjusts the Sales Agents production when escrow requires a price 

or commission reduction, and RESORT PROPERTIES pays the commission split based on 
the final commission received by RESORT PROPERTIES. 

. 
Beginning Split: 
� The beginning split is 00 percent to Broker and 00 percent to Agent for all closed sales.  
� The beginning split remains in effect until the Sales Agent’s production reaches the amount of 

$000000 in sales, after which the split follows the graduated commission schedule below until 
the end of the year. 

 
Graduated Commission: 
After the Sales Agent’s production totaling $0000000 in sales, the Broker/Agent split will follow the 
schedule listed below. No Agent split can exceed 00 percent of production. 
 

Total of Agent Production Broker Portion Agent Portion 
   
$0000000  00 percent 00 percent 
$0000000  00 percent 00 percent 
$0000000  00 percent 00 percent 
$0000000  00 percent 00 percent 
$0000000  00 percent 00 percent 

 
Commission policies after Split: 

� The Broker/Manager reviews all split commissions prior to disbursement. 
� RESORT PROPERTIES deducts all fees owed by Sales Agent from the Sales Agent’s before 

disbursement of any commission. 
� RESORT PROPERTIES deducts any expenses owed by the Sales Agent to RESORT 

PROPERTIES prior to disbursing the commission amount to Sales Agent, unless there is a 
prior agreement authorized with Management. 

Commissions for purchase or sale of personally owned property: 

Sale of Agents personally owned property is to be at standard commission split as outlined 
in individual commission agreements  

   
___________________________________ _________ _______________________________ 
Sales Agent Signature  Broker/Manager 
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RRREEESSSOOORRRTTT   PPPRRROOOPPPEEERRRTTTIIIEEESSS      OOOFFF   TTTHHHEEE   PPPAAACCCIIIFFFIIICCC   

    

Policy & Procedures Manual Policy & Procedures Manual Policy & Procedures Manual Policy & Procedures Manual     
   

   AAACCCKKKNNNOOOWWWLLLEEEDDDGGGEEEMMMEEENNNTTT   
 
I, the undersigned, have received access to an electronic copy of Resort Properties of the 
Pacific Policy & Procedures Manual . I understand and agree to the following: 

 

� I agree to read or refer to the manual when necessary to clarify company policies and 
procedures. 

� I agree to comply with the policies and procedures within the manual as well as follow those 
directed by management of the company. 

� I agree to ask for further explanation of anything not understood in the manual or in conflict with 
operation of the company. 

� I understand that RESORT PROPERTIES can amend this manual at any time and that any 
amendments are binding on me. 

� I understand that all the information contained in this manual is confidential and not distributed 
to clientele, vendors, or the public 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

______________________________ ________ 
Sales Agent Signature Date 

  
______________________________ ________ 

Management Signature Date 
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BBBRRROOOKKKEEERRR///AAAGGGEEENNNTTT   MMMAAARRRKKKEEETTTIIINNNGGG   AAAGGGRRREEEEEEMMMEEENNNTTT    
 
This agreement outlines marketing responsibilities between Broker and Sales Agent .This 
agreement identifies Resort Properties of the Pacific as Broker, and Agent as Sales 
Agent. 
 
Marketing Policy 

� RESORT PROPERTIES policy is that all marketing be ethical, legal, professional, 
effective, and incorporate the company logo and brand identity into all marketing 
endeavors.  

� All marketing must be within the guidelines of all appropriate legislations such as Fair 
Housing, FIRPTA, RESPA, etc.  

� RESORT PROPERTIES provides company marketing for Agents, but encourages all 
Agents to explore other advertising venues as long as they fall within the RESORT 
PROPERTIES guidelines for Agent Marketing. 

� No RESORT PROPERTIES advertising or agent related advertising is to contain false or 
misleading statements. 

� Advertising must include the company affiliation and, when appropriate, company logo. 
� All advertising must identify a broker or agent. 

 
Broker Marketing 
The RESORT PROPERTIES Broker supplies the following marketing for all RESORT 
PROPERTIES listings: 

 
� Company website 

 
 
Sales Agent Marketing 
Agents are responsible for the following marketing: 

 
� Open houses 
� Listing flyers 
� Business cards 
� Additional classified advertising 
� Specialty advertising 
� Community sponsorships 
� E-mail newsletters 
� Personal website 
� Commercial bulk mail, such as  

o Post cards 
o Flyers 
o Brochures 
o Agent newsletters 

 

______________________________ ________ 
Sales Agent Signature Date 

  
______________________________  

Management Signature  
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I verify the information given above is correct and RESORT PROPERTIES will keep all information 
in my Associates file. 
 
__________________________________ ___________ 
Agent Signature Date 
 
 
 
 
 

PLEASE COMPLETE THE INFORMATION BELOW 
 

RESORT PROPERTIES keeps the information in your Associates file. RESORT 
PROPERTIES keeps all information confidential in accordance with the Federal Privacy Act. 
 

Home phone #  NickHawaiis  
Cellular phone #  Social Sec. #  

Pager #  Driver’s license #  
Address  Birth date  

City  Real Estate License #  
State and zip code  License expires on  

Vehicle information   
Make, model & color of vehicle 1   
Make, model & color of vehicle 2   

License 1   
License 2   

 
Vehicle 1 insurance company   
Vehicle 2 insurance company   

PLEASE LIST EMERGENCY CONTACT INFORMATION 

 
Reference Relationship Telephone Number 

   
   
   

PLEASE LIST ANY NECESSARY MEDICAL INFORMATION 

 
 
 
 

SSSSSSSSSSSSAAAAAAAAAAAALLLLLLLLLLLLEEEEEEEEEEEESSSSSSSSSSSS            AAAAAAAAAAAAGGGGGGGGGGGGEEEEEEEEEEEENNNNNNNNNNNNTTTTTTTTTTTT            IIIIIIIIIIIINNNNNNNNNNNNFFFFFFFFFFFFOOOOOOOOOOOORRRRRRRRRRRRMMMMMMMMMMMMAAAAAAAAAAAATTTTTTTTTTTTIIIIIIIIIIIIOOOOOOOOOOOONNNNNNNNNNNN   
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KKKEEEYYY   AAAGGGRRREEEEEEMMMEEENNNTTT   

 
I, the undersigned, agree to the following regarding keys and alarm code for the Resort 
Properties of the Pacific office: 
 

� I assume responsibility for the RESORT PROPERTIES keys. 
� I will not give out the alarm code to any other party, unless with the permission of  
� I will not give my keys to any other party, unless with the permission of Management. 
� I will use the RESORT PROPERTIES keys to secure the RESORT PROPERTIES 

office whenever necessary. 
� I will report the loss of the RESORT PROPERTIES keys issued to me immediately and 

understand I am liable for the expense of re-keying the RESORT PROPERTIES office. 
� I further understand that violation of this agreement can be cause for disciplinary action or 

dismissal from Resort Properties of the Pacific 
� I will return the RESORT PROPERTIES keys on the last day of work for RESORT 

PROPERTIES, and or when requested by Management at any time. 
 
 
 
 

______________________________ ________ 
Sales Agent Signature Date 

  
______________________________  

Management Signature  
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Please use this form to notify RESORT PROPERTIES Real Estate Services, Inc of information 

change 
Check appropriate box for change, and fill in new information, Thank You 

 

 

 

 

 

Sales Agent HawaiiHawaiiHawaiiHawaii  

Date submitted  

   

Change of address:  List address change below 

   

   

Marital status change  New status  

Hawaii change  New Hawaii  

Emergency contact change  New contact   

Change of home #  New home #  

Change of home fax #  New fax #  

Change of mobile #  New mobile #  

Change of cellular #  New cellular number  

Email address  New email address  

    

Vehicle change  New vehicle info  

Vehicle insurance change  New insurance  

Vehicle change  New vehicle info  

Vehicle insurance change  New insurance  

    

License change  New license info  

   

Medical information change 

 

 

Please list any other significant change 

 

 

SSSAAALLLEEESSS   AAAGGGEEENNNTTT    

CCCHHHAAANNNGGGEEE   OOOFFF   IIINNNFFFOOORRRMMMAAATTTIIIOOONNN   


