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Policy & Procedures Manual for Real Estate, $280 Fillable PDF

A real estate policy and procedures manual is a living document that covers the scope of real estate listing and selling within your company. It is important that both independent contractors and office staff understand what is expected in this highly regulated industry.

Policies provide consistent guidelines for all personnel and help them make decisions that comply with real estate regulations and align with your company philosophy and mission.

Procedures provide instructions for completing responsibilities and are especially useful in training new people.

This product includes

	the policy and procedures manual for real estate
	16 forms to assist with independent contractors and manual compliance for all personnel
	product instructions


PM Made Easy products are copyright protected and non-transferable. Only the buyer or buyer’s representatives are authorized to modify and use the purchased content.
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Manual Format: The Policy and Procedures Manual for Property Management is created in Microsoft Word® so you can easily customize the contents with your local / state requirements, your specific business practices, and your company brand identity.

The PDF fillable version allows you to customize the product with the fillable boxes that instruct you on what to put into that space and best yet not get lost in formatting issues. The PDF fillable version auto populates the same info throughout the document to save you time.  Get your manual completed in as little as an hour with the PDF version.

Product Instructions: All PM Made Easy/RE Manual products include the 25+ pages of Product Instructions in a PDF Format. It is important to read the Product Instructions designed to save hours of time and frustration before you start the manual. Make sure to save an original copy and place in a secure location.

Special notes: The manual uses (PM Made Easy) & (PMME) throughout as an example of a company name and initials. It is simple to replace them with your company name and initials in the manual document, using the Microsoft Word® feature, “Find & Replace,” which is included in the Instruction pages of the workbook. Red Text indicates areas that you should definitely change to your company, state, or local information

Table of Contents: The following pages show the Table of Contents for the Policy & Procedures Manual for Property Management. This Table of Contents is subject to change when necessary. All manuals created by PM Made Easy have a built-in Table of Contents, which you can automatically update after making changes to the text in the manual.

Forms: With this product, there are currently 16 forms located in the Appendix.
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EXCERPTS 

Company Information

Mission Statement



It is the mission of (Company Name) to service sales and listings in the Area Name, in an ethical

and moral manner, in accordance with the State Name Department of Real Estate, abiding by

the National Association of REALTORS®, NAR® Code of Ethics.

Goals

It is (Company Name) goal to achieve the following.

	A known name in the list name of area for quality real estate listings and sales
	The top number percent of listings in the list name of area
	The top number percent of closed sales in the list name of area


Objectives



While achieving their goals, (Company Name) objectives are to …

————————————————————–

Property Management Policies

(Company Initials) also offers property management services to their clients. For more

information, refer to the (Company Initials) Property Management Policies and Procedures

Manual, which is interactive with this manual.

	If your company does not do property management, include your policy on managing

property, such as referrals to professional management companies, forbidding Personnel

to do property management in the office, etc.


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. (Company Initials) follows

all Fair Housing laws and guidelines. The following federal acts are the foundation for Federal

Fair Housing.

Sales Agent Recruitment

The (Company Initials) 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 for Recruiting

(Company Initials) hires either licensed Broker Associates or Sales Associates as Sales Agents.

The Broker/Manager determines if Sales Agent positions are available and pursues active

recruitment. (Company Initials) is always open to opportunities to obtain top real estate

producers for the company.

	Sales Agent Standard License Requirements
	All licensed Sales Agents must have current Real Estate license in the State of…


————————————————————

Financial Requirements

During the hiring process, (Company Initials) 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/Floor Duty
	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 lock-boxes and lock-box key deposit
	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
	To fill out and sign appropriate documentation needed for IRS and State purposes to support

their Independent Contractor status
	To notify (Company Initials) of any problems with listings or…
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