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We want to thank you for becoming part of our Sun Realty family. Sun Realty is a full service real
estate company with a reputation for having the most educated and professional sales associates.
Although our main office is located in the heart of Naples, we offer superior services to our clients in
Naples, Marco Island, Bonita Springs, Estero, Ft. Myers, Punta Gorda, Port Charlotte, Tampa, as well

as Miami/Dade and Broward Counties.

Our office staff is available to personally answer our phones seven (7) days a week. The hours of
operation are Monday through Saturday 8:30 am— 5:00 pm and Sunday 12:00-4:00 pm.

This manual is
written for your
benefit. As an
Independent
Contractor,
you are
required to do
certain things
that fall inside
Real Estate
Law, Ethics, or
Contractual
Agreements.

The Policies
and
Procedures
Manual is not
a contract.
However itis a
handbook
designed to
help you
perform your
functions more
effectively in a

group.

Independent Contractor

All associates at Sun Realty are Independent Contractors. Because of this
agreement, Sun Realty does not withhold Federal, State, or Local taxes from
the commission checks. All associates are responsible for paying their taxes on
time or making suitable arrangements with the government.

Office Charges

As of January 1, 2006 if your check has not been received by the 15th of each
month, there will be a $10.00 per day fine added on to your monthly invoice. We
will accept credit cards with an additional 10% added on to your account.

If balance is not paid by the 30th of each month, your license must be removed

from Sun Realty.

Office charges are as follows:
$100.00 Monthly Charges
$ 17.50 NABOR MLS Fees/Monthly
$ 23.50 Bonita MLS Fees/Monthly
$ 35.00 Charlotte Area MLS Fees/Monthly
$ 24.00 Fort Myers/Beach MLS Fees/Monthly paid by agent directly to
board
$ 30.00 Marco Island MLS Fees/Monthly
$ .05 Copies each :
$ 1.00 Laser Printing (Business Cards, Brochures etc.)
Misc. Charges include Long Distance Phone/Fax.
In addition to these charges if you wish to have an office, the following are
applicable:
$125.00 Desk Fees/Monthly
$500.00 Private Office/Monthly

Transaction Fees
$50.00 per side/per transaction

E & O Insurance
$25.00 per side/per transaction



Listing Agreements

The associate is responsible for preparing an accurate
listing agreement. DO NOT put information on the
listing agreement that you do not know as fact!! Do
your homework. Remember, just because the MLS
carries the statement that the information is subject to
error and omissions and is not warranted, it does not
mean that you won't be sued if a Buyer feels they have
been subject of a fraud. Be factual, limit opinions.
When the listing is signed by your clients, it must be
signed by the broker, a copy of the contract must be
given to the office, along with showing instructions and
MLS input. Be sure to proof read the data input sheet -
carefully, no one but you will be held responsible if
there are errors in the Multiple Listing Service.
Signage may not be put up on the property until the
office has a copy of the contract.

Record of Showings

The staff will have the record of showings at the front -
desk. It is your responsibility to see that your listing
instructions are available to the staff as soon as
possible. It is also very important that the correct
showing instructions be on the showing sheet and are
clear to the staff when appointments are scheduled,

please make any changes in showing instructions as -

soon as it is available.
Our staff is instructed to get the full name of the agent,
company, and phone number, time and date of

showing.

Contracts

All contracts (offers, pending, pending with contin-
gency etc.) must be present in the files. Itis expected -
that all associates are capable of legible contracts,
however, unique situations do occur, before creating a
problem for yourself, your clients and the company,
call either an attorney of your choice for guidance or
speak to your broker about problems you are having
with an unusual contract.

Remember, it is better to seek help in early stages
rather than to wish you had later on.
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Commissions

It is required by NAR Code of Ethics to explain to the
seller the broker’s policy regarding cooperation with
and compensation to the other broker’s.

It is the policy of Sun Realty to cooperate with and
compensate, transaction brokers, single agents and
no brokerage relationship.

Associates are NEVER permitted to pay another
agent or a referral agent directly, any deviation from
this procedure is a violation of Florida Real Estate
Licensing Law.

Referral

When you establish a referral, either outgoing or
incoming, be sure to clarify the referral commission in
writing. Also follow up with the sources of the referral.
All referral checks must be issued by the company to
the company of the source, for example Sun Realty to
ABC Realty you should always make a note on the
closing statement and on the “In-House” Commission
Disbursement request.

In-House Forms

We have provided “In-House” forms for your use, we
encourage you to follow these forms for prompt and
accurate payment.

The first is the Transaction Information Sheet. This
provides information regarding Seller, Buyer, Property
Address, Price, Listing Agent and Buyers Agent, this
form must be filled out and sent in with your offer or
pending sale.

The second form is the Commission Disbursement
Form, this provides information regarding commission
due agent, processing fee due Sun Realty, and/or a
possible referral fee due to another broker.

The third is the listing and sales checklist, this provides
information regarding the exact paperwork needed in
the office and at what time.

But remember any and all paperwork pertaining to a
listing or sale should always be in the file.

These forms must be filled out properly and all
paperwork turned in before payment will be made.



Office Bill

Office bills are sent out before the first of each month.
They are due by the 15th of each month, if they are
received after the due date, they are considered
delinquent.

The late penalty is assessed at $10.00 per day. If the
balance is not paid by the 30th of each month, your
license must be removed from Sun Realty.

Security Deposit

Upon joining Sun Realty you are invoiced for first month/
last month and MLS fees. The last month fee is consid-
ered your security deposit. This deposit is refundable

within sixty (60) days after the agent leaves the company,
providing there are no outstanding office bills. If an agent

terminates and has delinquent office bills, the deposit
balance will be used to offset the delinquencies.

Legal Fees

Should legal fees be incurred by Sun Realty on behalf of
an agent, the agent will be responsible for reimbursing
Sun Realty for all expenses incurred.

License Renewal

Each year when it is time to renew sales licenses, each
associate is responsible for seeing that the license

renewal fee is paid on time and that you have completed

the education requirements. The office must always
have a current copy of your Real Estate License and
Continuing Education Certifications.

Office Keys
Keys to the Naples Office and the Bonita Office are

entrusted to you. You have the obligation to be careful in

using them. At NO time should you loan your keys to
anyone, including other associates. When leaving the
office during Non-Business hours please make sure that

the doors are locked.
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Conference Room

You may reserve the conference room by calling the
office. Please leave the conference room the way you
found it. If you have food or beverages, please be sure to
remove all trash after you leave.

Copy Machine

All associates are assigned a four digit copy code. Keep it
confidential, if you don't someone eise will be able to
make copies using your number. You will be responsible
for those copy charges on your monthly bill.

One of the most difficult administrative details of a copier
is keeping it running properly. If you experience difficulty,

- please make the staff aware of the problem . The copier
- does have instructions as to troubleshoot problems, it

displays the area(s) involved, always read these

_ instructions first before asking the staff to assist you. Do

not force the machine to do something when it is jammed.
Also if the machine jams after hours, please leave an
“Out of Order” sign on it, and leave a note for the staff.

Vacations

Your vacation time is your business. However we do
require that we know when you are on vacation and who
is handling your business in your absence. If you have
made special commission arrangements with your
“substitute”, please be sure a written memo on that
arrangement signed by both of you exists and is on file
with our office manager.

" Itis always a good idea to tell your customers that you

are going on vacation and introduce them to your
substitute.
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Board Fees and Phone Numbers

All agents receive a bill from the Board of Realtors for Annual Dues. Board fees are a personal
expense. It is the agents responsibility to pay this bill on time. When an agent is in arrears,

the Broker of record will be notified by the Board. If the associate does not bring the account
current by the Board’s deadline, the Broker will be forced to return the agent’s license to the
Florida Real Estate Commission. You can not have a sales license active in a Broker's office if
the Broker is a Board member and you are not! You also can not belong to Sun Realty if you
are not a Board member. It is also the responsibility of the agent to have their own Supra Keys
and Keyboxes, these can be obtained at your Board of Realtors.

Naples Area Board of Realtors
239-597-1666

Bonita Springs/Estero Association of Realtors
239-992-6771

Ft. Myers/Ft. Myers Beach Board of Realtors
239-936-3537

Punta Gorda/Port Charlotte/North Port Association of Realtors
041-629-8261

Marco Island Board of Realtors
239-394-5616

South Broward/ Miami-Dade
954-431-5300

Mid-Florida Regional
813-879-7010



Advertising

Advertising is the responsibility and personal expense
of the individual agent. As an agent you will have a
great deal of flexibility on ad content and media
selection. Under contract to Sun Realty you can not
obligate the billing in the name of the company
without the Broker's permission. Sun Realty normally
gets contract rates from local papers, but as an agent,
the media might not extend the same privilege.

Vendor information

The following are vendors that some of the agents
are currently using:

Business Cards
Print Shop
238-775-3553 Phone

Signs
Sign of the Times
239-352-5450 Phone
239-825-9674 Cellular

Installation of Signs
Sign-up
239-304-0025 Phone
239-353-3877 Fax

Advertising
Naples Daily News
239-263-4713 (ask for Carol)

The Ft. Myers News Press
239-335-0200 Main
239-335-0335 Classified

Homes and Land Magazine
239-949-2311

Attorneys
Craig D. Blume
239-417-4848 Phone
239-417-4840 Fax

Don Ross
239-434-7700 Phone
239-434-0339 Fax
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Signs

It is your responsibility to see that signs are placed
properly on the property and are not in violation of
any city/county ordinances. In some of the subur-

~ ban areas, the police will pick up the signs and

you will have to pay a fine to retrieve the sign. If
you are fined it is your responsibility to pay any
and all fines incurred.

\

sun Reﬁy

3757 Tamiami Trail North
Naples, Florida 34103

239-649-1990 Phone
239-649-1980 Fax

Toll Free 1-877-649-1990 Phone
Toll Free 1-866-649-1980 Fax

www.naplessunrealty.com



