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INTRODUCTION 

 

This manual includes The Birdsong Group powered by EXP Realty (hereinafter referred to as 

“The Birdsong Group”) methods of organization along with policies and procedures to 

coordinate our efforts and help you accomplish your goals. THIS MANUAL IS NOT A 

CONTRACT OF EMPLOYMENT. 

 

As situations dictate, the managing Team Leader will make changes to the manual directed at 

clarifying policies or improving methods of operation. It is not expected that this manual will 

specifically answer all questions or address all situations, but the guidance it provides should 

almost always lead to a satisfactory response.   Suggestions for improvements are expected and 

welcomed. 

 

This manual, including all information and data contained herein, are, and shall remain the 

property of The Birdsong Group and must be returned immediately upon request. This manual 

shall not be copied in whole or in part and may not be disseminated in any form to unauthorized 

personnel without the prior written consent of the managing Team Leader. 

 

Every successful organization has a number of guidelines or principles that it follows. As our 

team grows and matures, we will add additional principles that support the workplace 

environment that our people and our clients deserve.  

 

One of our objectives is to unlock your potential and help you to always win Raving Fans. 

 

Your professional mission as a Real Estate Expert is to be a consumer Raving Fan for home 

buyers, sellers and real estate investors. 

 

The Birdsong Group’s big why is to win the consumer by delivering and managing the highest 

level of consumer experience in the industry. 

 

We will be known for changing the real estate industry. 

 

 

Welcome! 

 

Welcome to The Birdsong Group, we are excited to have you a part of our Team! 
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GENERAL OFFICE POLICIES 

 

 

OFFICE OPERATION 

 

The office is open Monday through Saturday. 

 

Office hours are: 

 Monday–Friday 8:30 am – 5 pm 

 Saturday  No Set Hours 

 Sunday  Closed 

 

 

The office is closed on the following holidays: 

 

1. New Year’s Day 

2. Mardi Gras Day 

3. Independence Day  

4. Labor Day   

5. Thanksgiving Day 

6. Day after Thanksgiving Day 

7. ½ Day on Christmas Eve 

8. Christmas Day 

9. ½ Day on New Year’s Eve 

 

* For Administrative Staff, the following are paid holidays: New Year’s Day, Mardi Gras Day, 

Independence Day, Labor Day, Thanksgiving Day, Christmas Day. 

 

For various reasons, such as out of state prospects traveling, it is not uncommon to be busy 

during holidays and Sunday’s. Appointments and customer traffic flow may necessitate minor 

changes in this schedule from time to time. 

 

At times, emergencies such as severe weather, hurricane evacuations, fires, or power failures can 

disrupt company operations.  In such instances, the Team Leader will decide on the closure and 

will provide the official notification to the associates.  
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PROFESSIONAL IMAGE 

 

Proper dress is professional – and you are expected to dress neatly and appropriately.  You have 

only one chance to make a good first impression.  Associates of The Birdsong Group are 

expected to present a clean and professional appearance while conducting business, in or outside 

of the office. Dressing in a fashion that is clearly unprofessional, that is deemed unsafe, or that 

negatively affects The Birdsong Group’s reputation or image is not acceptable.   

 

SECURITY 

 

The safety and health of our employees is a priority.  The Birdsong Group makes every effort to 

comply with all Federal and State workplace safety requirements.  The office is to be secured 

during non-office hours. If you leave the office and no one else is present turn off  all lights, and 

lock doors.  

 

PERSONAL PROPERTY 

 

The Birdsong Group will not be responsible nor liable for your personal property on the 

premises.  Please do not routinely leave valuable personal property at the office.  

 

HEALTH RELATED ISSUES 

 

Associates who become aware of any health related issue should notify the Team Leader of 

health status as soon as possible.  Associates should also report all work related injuries 

immediately to the Team Leader. 

 

LICENSE AND CERTIFICATES 

 

The Sales Associate shall comply with all State and local licensing requirements applicable to 

the real estate profession and with such further requirement as may be made by the Team Leader.  

The Birdsong Group is a member of the National Association of Realtors, Louisiana Real Estate 

Commission, NOMAR and GSREIN MLS Service.  Sales Associates must be members of each 

of the above organizations. 

 

 

SMOKING 

 

The office is a non-smoking environment. Smoking in your auto or outside the office may be 

offensive to customers.  Associates must refrain from smoking in homes while soliciting listings, 

on tour, conducting open houses, showing homes or previewing homes.  Smoking is prohibited 

inside the office buildings. 
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EATING AND BREAK AREA 

 

Customers may view eating at your desk in a negative way. Keep workplace clean and no open 

food left anywhere.   

 

Social conversation, gossip or gripe sessions do not set a professional atmosphere for customers 

entering our office.  If you are the scheduled sales person, you are representing the company and 

your fellow associates, so be as professional for them as you would have them be when greeting 

your customers.  

 

PARKING 

 

We have a parking lot. Use the parking behind the building or park in the side lot. 

 

OFFICE USE  

 

Desk assignments are made depending upon the availability of space.  At times, a sales associate 

may be asked to share desk space.  In general, desk assignments will be made based on factors 

such as production level of the associate, longevity with the firm, and compatibility of office-

mates.  

 

Facilities reserved for customers should not be used by sales associates or employees.  Offices 

are to be kept clean, neat and orderly.  Clean conference area or any other common areas 

following your use so it is ready for the next associate or customer.  

 

OFFICE SUPPLIES 

 

Normally, the company will supply limited office supplies, such as envelopes, stationary, etc., 

for the Associates’ use at the cost to The Birdsong Group.   Special requests and customized 

pieces may be chargeable to the Associate and payable at the end of the month.  If unpaid at the 

time when a commission check is owed to the Associate, The Birdsong Group may deduct the 

delinquent amount from the commission check, unless other arrangements have been made with 

the Team Leader.  Failure to collect funds from the commission check does not waive or excuse 

reimbursement. 

 

BUSINESS CARDS AND STATIONERY 

 

Birdsong Group will pay for each Team member’s business cards.  Each associate should have a 

professional picture taken for their business card and for the www.TheBirdsongGroup.com and 

www.findneworleansareahomes.com  website. 

 

 

  

http://www.thebirdsonggroup.com/
http://www.findneworleansareahomes.com/
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FOR SALE SIGNS 

 

The most effective way to promote prospect inquiries and to advertise is by the use of signs.  The 

Birdsong Group will provide the standard “For Sale” signs.  Team Leader’s name and phone 

number will be on sign riders.   

 

It is the responsibility of the company to install the “For Sale” sign and to have the sign removed  

upon closing or termination of the listing agreement.   

 

Signs should be kept clean and presentable.   No sign of any kind is to be placed on any property 

without the owner’s permission.  “For Sale” signs will not be placed on a property without 

permission to place the sign given in writing by the customer.  

 

It is the associates’ responsibility to be aware of all local sign ordinances controlling the 

placement of signs.  No sign will be placed which does not meet all legal codes or requirements.   

 

EDUCATIONAL MATERIAL 

 

Associates are required to stay abreast of all changes in the real estate industry, state laws and 

company policy changes. Changes will be discussed at company meetings, but it is expected that 

the associate make frequent reference to educational materials that apply to these issues. 

 

Since training is an investment in your future earning power and a key to success, plan to attend 

real estate training programs, special seminars, The Birdsong Group sponsored programs and 

trainings events, sales meetings, and Lunch and Learn trainings. Associates may be responsible 

for the cost of all training programs in which you participate.  

 

MAIL AND CORRESPONDENCE 
 

 Sales Associates will be responsible for cost of overnight and priority mail fees if needed. 

 

TELEPHONE CALLS AND MESSAGES 

 

1. General:  Telephones are available for use by associates in their day-to-day real estate 

business.  

 

2. Long Distance Calls:  Long distance calls may be made for business purposes if it is 

necessary in lieu of e-mailing. In most instances, personal contact by telephone is the 

preferred method of communicating with customers. 

 

3. Personal Calls:  Personal calls should be minimal due to the number of phone lines 

available. It is better to use a cell phone for any personal long distance calls. 

 

4. Messages:  When taking messages for other associates, please provide complete and 

accurate details. Include: 
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A. Date/time 

B. Name of caller 

C. Phone Number 

D. Message left by caller, reason for calling, source calling from 

E. Name of person who took the message 

 

In addition, other rules governing use of telephones: 

 

The more professionally our calls and visitors are handled, the better for all of us.  All incoming 

calls will be first answered by the Client Care Coordinator. 

 

When answering the phone, identify the firm, yourself and inquire if the caller/prospect is 

currently working with a particular associate. If so, forward the call to the applicable associate (if 

possible), or take a message and provide it to the associate. 

 

Associates understand and agree that all of the Associate’s Inbound and Outbound Telephone 

Calls made during business hours may be digitally recorded by The Birdsong Group or a 

contractor selected by The Birdsong Group.  The Associates also acknowledge and agree that the 

purposes for digitally recording the telephone calls are to evaluate sales and marketing 

campaigns and to provide information for telephone skills training.  The Associates also 

acknowledge and agree that The Birdsong Group may in furtherance of these purposes convey, 

transfer and disclose to third parties the digital recordings of such telephone calls.  
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COMPANY COMPUTERS AND INTERNET 

 

Use of Company Computers 

 

1. The Birdsong Group will provide several office computers when available and access to a 

common printer, both of which remain property of The Birdsong Group.  Computers that 

are provided by the company in the office or otherwise are for business use, not personal 

use.  Misuse of Company computer systems will NOT be tolerated. 

 

2. All equipment provided by The Birdsong Group for the Associates use is the sole 

property of The Birdsong Group and upon termination of employment must be returned 

to The Birdsong Group.  Technical support and servicing for company equipment is 

provided by The Birdsong Group.  Associates are required to report any computer 

problems to the Team Leader. 

 

3. Personal data or files may only be stored on the company computers with Team Leader 

approval. 

 

4. Internet Usage – “Surfing” – “Browsing” 

 

A. Computers provided by the company in the office or otherwise may be used for 

internet browsing or surfing for business purposes.  Associates and employees 

should not use company computers for internet browsing for personal purposes. 

 

B. Under no circumstances may company computers be used for browsing websites 

containing any type of inappropriate content, including content that is racial or 

ethnic “hate” content, excessively violent or sexually explicit. 

 

5. Any communications and communication methods used via a company computer shall be 

appropriate and within all local, state and federal laws. “Communications” and 

“communication methods” means any type of use of the computer to communicate, 

including, without limitation, “chat”, “chat rooms,” “instant messaging”, discussion 

groups, or e-mail. 

 

6. All employees and associates will obey all laws and regulations, whether federal, state or 

local, in their use of company computers, whether business or personal, including use for 

e-mail and internet browsing or usage. These laws include, without limitation, copyright, 

trademark, defamation of character, libel, slander, fraud and misrepresentation. 

 

7. No privacy 

A. As the computer and communication systems (including all network systems) are 

owned by the company, all material, communications, information and usage may 

be monitored and regulated by the company in any way, method or manner that 

the company deems necessary and appropriate. 

 

B. No employee or associate shall retain, maintain or own any rights to any 
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information or communication stored on or routed through company computers. 

 

C. No employee or associate shall have any rights to privacy as to any information, 

communication, activity, or otherwise related to use of company computers, 

regardless of the reason for the use of the computer, whether business or personal. 

 

E-mail 

 

1. E-mail is a written, recorded, electronic communication via the internet. 

 

2. All e-mail communications must conform to state and federal laws. 

 

3. Associates will use appropriate language in all e-mail communication. 

 

4. If the associate maintains e-mail files on company computers, those files are not 

considered private or confidential and may be monitored and reviewed by company 

management at any time. 

 

5. Any contracts which obligate the associate because of an e-mail communication will be 

the responsibility of the associate only. If the company becomes liable for a contract due 

to an associate’s e-mail communication, the associate will promptly reimburse the 

company the loss to the company due to the contract and/or the company will have the 

right to deduct such costs from commissions due the associate. 

 

6. The associate will not defame, slander or libel any person in any e-mail communication. 

 

7. The associate will provide, at the request of the company, copies of any e-mail 

communications the associate possesses regarding any client, customer or transaction 

involving the associate or the company. 

 

Internet Advertising 

 

1. All advertising, web pages, domain names, sponsorships, links, frames and other 

electronic media (referred to as “Internet advertising”) must conform to the LREC’s 

Advertising Rules and state and federal law and to any identity standards of our office. 

 

2. All Internet advertising must be approved by Broker before the advertising begins. This 

includes personal websites and any postings of listings on any site. If the advertising has 

not been approved and it is found to be in violation of the LREC’s Advertising Rules, the 

agent will be subject to termination AND be responsible for paying their fines and the 

Broker’s fine as well. 

 

3. All contracts for Internet advertising must be reviewed and approved by company 

management before the associate enters into the contract. 

 

4. All Internet advertising must contain appropriate content and shall not contain links to 
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any inappropriate content nor be sponsored by any person or entity which has not been 

specifically approved by company management. 

 

5. The associate shall be responsible for all costs of Internet advertising which has been 

contracted for by the associate. The associate will not enter into any contracts for Internet 

advertising in our company’s name and shall enter into such contracts in the associate’s 

individual name. If our company becomes liable for any contracts entered for Internet 

advertising entered into by the associate, the associate will promptly reimburse our 

company the costs of the advertising and/or our company has the right to deduct such 

costs from commissions due the associate. 

 

LIMITATION OF AUTHORITY 

 

When a customer is prepared to purchase a property, the associate will use the training and 

materials provided to them by The Birdsong Group.  The associate agrees to refer any customer 

or potential customer inquiring about selling their home to the Listing Specialist. If the potential 

customer is a past client or client from their sphere of influence, the agent may be a co-lister. The 

associate should avoid performing a task he or she does not possess the knowledge and training 

to perform.  All legal, tax, real estate, and associated discussions outside your comfort level shall 

be immediately referred to the Team Leader for appropriate direction.  
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ASSOCIATE RESPONSIBILITIES 

 

 

INDEPENDENT CONTRACTOR AGREEMENT 

 

Upon affiliating with this company, the Team Leader shall enter into a written agreement with 

the associate to be a member of The Birdsong Group, Powered by EXP Realty setting forth the 

duties and responsibilities of both parties. This agreement shall include, but shall not be limited 

to the following: 

 

1. The terms under which the associate will be compensated for closed transactions. 

 

2. The company Lead Policy and required Training Agenda to receive company generated 

leads. 

 

3. The terms under which the associate will be compensated for transactions begun but not 

completed prior to termination of affiliation with this company. 

 

4. The disposition, after termination of affiliation, of all active listings obtained by the 

associate during affiliation with the company. 

 

5. A provision for the return to the Team Leader of all files of properties, keys, “For Sale” 

signs, records of any kind used in connection with the listing and sale of property, as well 

as any office materials, including all The Birdsong Group and Craig Proctor training 

materials and proprietary software information. 

 

6. How listings and pending transactions will be handled if agreement is terminated by 

either party. 

 

New sales associates will be placed on the open house schedule as soon as the Team Leader is 

satisfied that they are sufficiently acquainted with the listings and properties of The Birdsong 

Group, and are adequately prepared to handle the sales inquiries and open house traffic.  All 

Sales Associates will have to pass required training programs and attend regular company 

training meetings.  New associates must follow the 90 Days to Success training program 

provided by The Birdsong Group. 

 

NAME, ADDRESS OR PHONE NUMBER CHANGES 

 

Any changes in name, address or phone numbers of an associate must be reported to the Real 

Estate Commission and The Team Leader at the time they take effect. 

 

For a change of an associate name, address or phone number to the Real Estate Commission is 

the responsibility of the associate. 
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FEDERAL, STATE AND SOCIAL SECURITY INCOME TAXES 

 

As an “Independent Contractor” working with The Birdsong Group, Powered by EXP Realty, no 

federal, state or social security income taxes will be withheld on your behalf.   Associates are 

advised to consult with their attorney or tax accountant regarding legal requirements for 

submission of quarterly tax payments or other procedures for withholding necessary taxes and 

social security payments. 

 

YOU ARE SOLELY RESPONSIBLE FOR ALL FEDERAL, STATE AND SOCIAL 

SECURITY INCOME TAXES.  The Birdsong Group will issue a Form 1099 as evidence of 

your earned income with our company during the tax year. 

 

CONFIDENTIALITY 

 

The company has devoted extensive time, money and other resources to develop a business 

model and business practices, much of which is made available to the Associate for use in 

carrying out the business of the company.  These methods, procedures and matters are the 

confidential property of the company and may not be disseminated nor disclosed to third parties 

without the managing Team Leader’s express permission, which is rarely, if ever, given. All 

records of this company, as well as conversations between associates and customers/clients, are 

considered confidential property of the company. 

 

No files shall be removed from this office without the express permission of the Team Leader, 

and no other information obtained while working with this company shall be used to the 

detriment of this company or its customers. 

 

Associate agrees to keep confidential The Birdsong Group Products during and following the 

term of this agreement, and will not directly or indirectly disclose to others, reproduce, copy 

either in whole or in part in any other form, The Birdsong Group Products, except such 

information as is previously known to Associate or is publicly disclosed without violation of this 

Agreement either prior to or subsequent to The Birdsong Group disclosure of such information to 

Associate.   

 

Associate further agrees to take all steps reasonably necessary, to the satisfaction of The 

Birdsong Group, to ensure that The Birdsong Group Products or any portion thereof are not 

disclosed or made available directly or indirectly to, or utilized by, any other person, firm, or 

Associate without the express authorization of The Birdsong Group.   

 

Associate further agrees that any individuals who may be permitted access to The Birdsong 

Group Products must observe and perform this non-disclosure covenant and must immediately 

return to The Birdsong Group all copies thereof, and all documents and things relating directly or 

indirectly to The Birdsong Group Products upon the termination of this Agreement. 
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PERSONAL VEHICLE 

 

Each associate is solely responsible for providing his/her own personal vehicle for use in their 

business, including all fuel costs, maintenance/repairs, insurance and cleanliness. 

 

Your automobile is a traveling office for you and your customers.  It represents the total 

environment while you are looking at homes.  It should be clean at all times and in good running 

condition.  It need not be new, but should be in good condition and preferably a four door.  Air 

conditioning is required.  Gas mileage should be considered, as you will be driving many miles 

every day.    

 

INSURANCE 

 

Errors and Omissions (E&O) 

 

Sales Associates must maintain E & O insurance.  Sales Associates must arrange and pay for any 

legal advice or service desired relating to a claim against the associate arising out of any sale 

transaction through the state of Louisiana along with paying for E&O out of each closings 

proceeds to EXP Realty. 

 

REPORTING REQUIREMENTS 

 

The following should be reported to the Team Leader immediately: 

 

1. A customer complaint involving a real estate transaction 

 

2. An auto accident while the associate is participating in a real estate Team Leaderage 

transaction 

 

3. Criminal charge with the exception of a personal traffic offense 

 

4. A civil lawsuit (or threat of same) involving a real estate  transaction 

 

5. An administrative action, notice or complaint issued by the Louisiana Real Estate 

Commission, NOMAR, or federal agency. 

 

6. A sales or listing contract default 

 

7. A threatened legal action 

 

8. Acts of discrimination 

 

9. Unresolved disputes between associates, within or outside the office 

 

10. Injuries within the office or on company property 
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INFORMATION AND FILE MAINTENANCE 

 

Office records must be complete.  Copies of all letters pertaining to real estate, as well as copies 

of all contracts and agreements, estimates, notations, changes of status, etc., shall be placed in 

the office file.  Properly compiled files, well documented, are the only protection your Team 

Leader has in the event of a lawsuit.  Full knowledge of the case is important.  Never remove a 

file from the office.  No exceptions will be tolerated.  If you maintain personal files of your 

transaction remember that personal files are only duplicates; ALL ORIGINAL MATERIAL 

MUST BE IN THE OFFICE FILE.  There shall be no excuse for the violation of this rule. 

 

MLS sales sheets and The Birdsong Group listing sheets will be kept in the office to record daily 

activity regarding listings, sales and pending offers.  The Company will post listings, sales 

contracts, contingent or pending sales and changes as they occur.  Sales will be recorded only 

after all contingencies have been satisfied and the contract signed by all parties.  Listings may be 

recorded after the signed listing contract is turned into the Team Leader.  Contingent contracts 

will be removed from the pending list when voided or the contingency removed.  

 

DRUGS AND ALCOHOL 

 

No drugs or alcohol shall be present or used by the associate during any real estate Team 

Leaderage transaction or on the property of the company. The associate should also discourage 

the use of illegal drugs or alcohol by any customer during the transaction. CONTRACTS 

SIGNED BY A PARTY WHILE UNDER THE INFLUENCE OF DRUGS OR ALCOHOL 

MAY NOT BE LEGAL OR BINDING. 

 

Should the associate have a medical problem that requires the use of drugs or in any way 

hampers his/her functioning in a normal and safe manner, the associate should notify the Team 

Leader for assistance. 

 

OFFICE COURTESY 

 

Respect the privacy of other associates with their customers. Do not interrupt conversations or 

enter the area where negotiations or conversations are being conducted. If someone is in the 

conference room, do not walk in and out unless it is absolutely necessary. Should you have 

customers in the office with children, restrict their movements to your immediate area or utilize 

the playroom area unless another associate or the office manager is available to assist in the 

“supervision.” 
 

In the office, the “Golden Rule” must be remembered.  If other salespeople are already at their 

desks, one must remember that each and every salesperson is an independent businessman.  He 

or she is entitled to respect and must be given the opportunity to concentrate on outlining their 

day’s activity and conduction of business without unnecessary interruption.  Good fellowship 

and a sincere desire to be cooperative, helpful, and contribute to the team spirit that has kept our 

company on top and sets it apart.   

 

Keep the office as quiet as possible while customers are present and when people are on the 

phone.  
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LEGAL/TAX ADVICE 

 

ASSOCIATES SHALL REFRAIN FROM GIVING LEGAL ADVICE TO A CUSTOMER 

REGARDING WHETHER A CUSTOMER HAS CERTAIN RIGHTS UNDER THE LAW TO 

SUE, TO BACK OUT OF, OR TO ENFORCE CERTAIN AGREEMENTS OF A CONTRACT 

THROUGH THE COURTS OR OTHER AREAS OF LAW NOT SPECIFICALLY COVERED 

IN A LISTING OR SALES CONTRACT. 

 

Associates are authorized and required to explain the paragraphs of the standard company listing 

and sales agreement and the actions required by both parties resulting from these agreements. 

 

ASSOCIATES SHALL REFRAIN FROM GIVING TAX ADVICE TO A CUSTOMER, 

SPECIFICALLY WHEN THE ISSUES ARE ABOUT IRS LAWS REGARDING 

DEDUCTIONS, EXEMPTIONS, AND/OR TAX LIABILITIES RESULTING FROM THE 

PURCHASE OR SALE OF REAL ESTATE. 

 

The associate is authorized and required to provide information to the customer regarding the 

payment, proration, or distribution of real estate property taxes. 

 

If a legal or tax question is beyond the scope of real estate practice and training, the associate 

should suggest that the inquiring individual consult an attorney or tax accountant. 

 

In the event there is a transaction that results in a dispute, litigation or legal expense, the 

associate shall cooperate fully with the company. 

 

It is the policy of the company to avoid litigation whenever possible. The company reserves the 

right to determine whether or not any litigation or dispute will be prosecuted, defended, 

compromised or settled, or whether or not legal expenses will be incurred. 

 

It is generally a great advantage to a Team Leader when a party to a transaction is represented by 

counsel; and it is important that a salesperson inquires as to the correct name of the attorney 

representing the party, if any.  Under no circumstances is representation by an attorney to be 

discouraged, but rather it is to be encouraged.  

 

Legal Advice:  A salesperson must not give legal advice, directly or indirectly.  This includes 

advice in regard to the legal rights of the parties, the legal effect of notices and instruments, and 

matters affecting the title.  When a question is raised by the buyer or seller and the salesperson 

knows the answer, but it might be bordering on legal advice, it must be made clear that only an 

attorney can give such advice.  

 

Office Attorney:  The Birdsong Group advises all parties to a transaction to obtain the services 

of an attorney if so desired. 

 

A salesperson shall have no authority to bind the Team Leader by a promise or representation 

unless specifically authorized in writing, for a particular transaction.  
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SALES MEETINGS & LISTING TOUR 

 

Sales meetings are conducted for the purpose of informing associates of any changes in company 

policy, company events, changes in the market, new financing procedures, license law topics, 

etc. They are also for associates/staff to discuss issues, new listings, requests for property, and 

training, and, may include role-playing, specialty area reports, guest speakers, and discussion of 

general topics.  In the event the associate cannot attend, notify the Team Leader in advance.  

 

Every effort should be made to schedule other real estate activities at times, which do not 

conflict with meetings.  If unable to attend the meetings, it is the sale associate’s responsibility to 

obtain a copy of the information that was presented and become familiar with it.  This meeting 

will serve as both a sales and listing meeting with a tour of recently listed homes to follow.  Only 

exclusively listed properties are toured.  Tours are conducted in a group, following the weekly 

sales meeting.  

ASSOCIATES’ PERSONAL SAFETY 

 

Suggestions for associates’ safety include: 

 

 Never go to a vacant house by yourself 

 

 If you are concerned about a customer, ask your Team Leader or another associate to 

accompany you 

 

 It is unwise to travel with the customer in “their” personal vehicle 

 

 Always use caution and good judgment 

 

 Make a point to tell someone in the office (in front of the customer) where you are going, 

when you will be back and the name of the customer, especially if the customer is 

following you or is traveling alone. Make sure you have your mobile phone and if your 

travel route changes or the customer asks you to show them a different property, place a 

call back to the office and let the customer hear you tell someone about the change. If the 

phone doesn’t work or no one answers, proceed with the conversation as if someone was 

on the other end. The purpose is to let the customer think you have told someone where 

you are going! 

 

CELL PHONE AND DRIVING SAFETY 

 

As real estate professionals, we work in our cars often. And because instant communication with 

our customers, other associates and various vendors is critical to making sales happen, we use 

phones, especially cell phones, a great deal of the time. The combination of cars and cell phones, 

however, can be deadly – for you, for your customers and for others. We have therefore 

established the following policies: 

 

1. When initiating calls, pull over and stop your car before dialing. 
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2. When receiving calls that require more than a quick response such as “I’m running late” 

or “I’m on the way,” tell the caller that you will call him/her back as soon as you pull 

over and stop your car. Most cell phones have a way to access the phone number of the 

last caller, so you won’t have to write down the caller’s phone number. 

 

3. If you are on the cell phone while driving, follow these tips to increase safety: 

 

a. Use a hands-free device. Currently, this means either an earphone or speaker 

device. Place the phone where you can see it without diverting your eyes from the 

road. 

 

b. Program emergency numbers and frequently called numbers into your phone. 

 

c. Practice using your cell phone so you know how to use the hands-free device, 

memorized numbers and other features without taking your eyes from the road. 

 

d. If your phone has voice activation, which allows you to initiate calls to pre-

programmed numbers by saying a word or two, use it. 

 

e. Keep conversations as brief as possible. There is nothing wrong with telling a 

caller that it is not safe to talk and drive right now and that you will call him/her 

back as soon as you can do so safely. 

 

f. Drive in slower lanes and increase the distance between your car and the one 

ahead of you to allow more time to react if necessary. 

 

g. Don’t try to take notes during the conversation. 

 

h. Don’t engage in complex discussions that divert your attention from road and 

traffic conditions. 

 

i. Don’t answer the phone if it rings when you are in a traffic situation where your 

safety could be compromised. Most phones have voicemail and you can return 

calls once you are stopped and in a safe place. 

 

4. Stay current on the state laws pertaining to driving and cell phone usage. 

 

CONTACT WITH OFFICE 

 

Keep in contact with the office.  Call in or leave a number for calls to be forwarded.  Cell phones 

are required. Always check for messages and return calls promptly.  

 

When leaving town or if ill, get another associate to cover for you and let the office know who is 

responsible for your business. 
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If an associate plans to be absent from the office for any extended period of time, he/she should 

inform the Team Leader and make arrangements with another associate to handle customers or 

appointments that occur during the absence of the associate. 

 

Associates are responsible for insuring that when they are not available to properly service their 

customers, sufficient arrangements have been made to guarantee that professional service is 

continued on all listings and with all customers who may call. 

 

Arrangements made with fellow associates during your absence should include complete 

familiarization with all listings and pending business as well as precise understanding regarding 

any compensation or commission splits.  Arrangements to handle new buyers or sellers who may 

call for the absent associate should be made with a precise understanding as to who gets the sale 

or listing and commission splits, if any.  Such arrangements and understanding should be made 

in writing to avoid later misunderstanding and possible hard feelings.  In making these 

arrangements, a sales associate should be guided by the fact that “No one owns a customer”. 

Commission splits and/or referral fees agreed to will be between the individual sales associate.  

The Birdsong Group Real Estate Experts will not share in the split or referral costs.  

 

AUTHORIZING COMPANY EXPENDITURES 

 

No associate is authorized to obligate the company, Team Leader or other associate to any 

expense without the express written consent from the concerned party. 

 

An associate cannot authorize the preparation by third parties of  documents and  instruments in 

connection with a transaction, such as appraisals, surveys, etc., without written authorization 

included in the listing or sales agreement. 

 

ASSOCIATE EXPENSE OBLIGATIONS 

 

Associates shall be responsible for their cost of state required post licensing and continuing 

education courses. In addition, associates are solely responsible for all costs related to license 

fees, renewal fees, errors & omissions insurance, association fees, Realtor
®
 membership fees, 

etc. 

 

 Management shall not be liable for any unauthorized expenses incurred by any Associate.  

 

Associates may be responsible for all postage, including priority and express mail postage 

charges.   

 

COOPERATION WITH OTHER SALES ASSOCIATES 

 

A salesperson associated with a group of professional Realtors has many advantages.  A few 

advantages include a vast pool of experience and knowledge to call upon when needed, a large 

inventory of listings, sharing and understanding to successes and failures, and a team atmosphere 

that is enjoyable to work in.  
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Association with a group such as ours entails responsibilities.  To receive true cooperation from 

fellow Realtors, a sales associate should: 

 

 

 

1. Be willing at all times to share information, which may be helpful to fellow Realtors. 

 

2. Demonstrate professionalism and loyalty to fellow realtors and to The Birdsong Group 

Real Estate Experts 

 

3. Dress properly for appointments.  Image is important for success. 

 

4. Treat your fellow Realtors with complete consideration. 

 

5. Help to make all visitors to our office feel welcome – a smile or simple greeting goes a 

long way. 

 

6. Keep the office staff advised of your whereabouts. 

 

7. Be punctual and efficient in taking advantage of The Birdsong Group assigned 

responsibilities such as lead privileges, sales meetings, listing tours, open house and such. 

 

COOPERATION WITH OTHER TEAM LEADERS 

 

It is the policy of The Birdsong Group to share information with other offices.  This, of course, 

does not mean giving confidential information, but giving information concerning properties that 

are available.  If you do not know the appropriate answer it is your responsibility to forward the 

question to the appropriate department immediately. 

 

Associates who have complaints against other offices should refer them to the Sales Manager or 

Team Leader at once.  The complaints should not be discussed with buyers, sellers or other 

associates.  Realtors will contact other Team Leaders or their associates directly with their 

complaints.  

 

Always verify showing procedures from the listing associate and follow the instructions.  When 

the showing instructions are not clear, call the listing Team Leader.  When showing a vacant 

property, or a property when the occupant is not home, insure that the property is secured prior to 

leaving. Treat the listing Team Leader’s seller as if they were your own.  Give them every 

courtesy.  Always leave your card.  When showing property, never discuss the listing, price or 

other Team Leaders with the owner.  Do not contact owners regarding offers.  An offer must be 

submitted through the listing Team Leader and not directly to the seller.  Never discuss the ethics 

of another Team Leader with anyone.  Bring any problems with other Team Leaders or 

associates to the attention of the Sales Manager or your Team Leader as soon as possible.  
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SPECIFIC ASSOCIATE INSTRUCTIONS 

 

 

EQUAL EMPLOYMENT OPPORTUNITY 

 

We provide equal employment opportunities without regard to race, color, religion, sex, age, 

national origin, handicap, ancestry, or status as a Vietnam era veteran, to all qualified employees 

and applicants for employment. This policy applies to all areas of employment, job assignment, 

training, promotion, transfer, compensation, discipline and discharge. The company abides by all 

federal and state laws regarding employment practices, including, but not limited to the 

Americans with Disabilities Act. 

 

SEXUAL HARASSMENT 

 

Any harassment of an associate, employee or applicant, because of race, color, sex, religion, 

national origin, ancestry, age, military status or handicap is prohibited. Sexual harassment is one 

particular form of discrimination which is illegal and violates the company’s longstanding equal 

opportunity policy. The Birdsong Group maintains a strong policy prohibiting any form of sexual 

harassment. 

 

No associate, employee, staff member, customer or vendor, male or female, may sexually harass 

an employee, associate or other person associated with the company by: 

 

1. Making unwelcome sexual advances or requests for sexual favors or other verbal or 

physical conduct of a sexually suggestive nature; or 

 

2. Making submission to or rejection of such conduct the basis for employment, continued 

employment or any other employment decision affecting the employee; or 

 

3. Creating an intimidating, hostile or offensive working environment by such conduct. 

 

Any associate or employee who has been found to have sexually harassed another associate or 

employee will be subject to appropriate discipline including discharge from association or 

employment. 

 

This policy applies equally to all work-related sexual harassment by or to both men and women 

employed by or associated with the company or who deal with the company in our business. It is 

not limited to supervisor/employee or management/associate relations or to conduct occurring on 

premises or during work hours. 

 

Any associate or employee who believes that he/she is being or has been sexually harassed by 

another associate or employee should promptly take one or more of the following steps: 

 

1. If appropriate, discuss the situation directly with the person whom you feel is harassing 

you, and politely request that the person cease harassing you because you do not like or 

welcome his/her conduct. You might also add that if such conduct does not cease 
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altogether, you will take further steps under this procedure. (If the person involved is a 

customer or client, please refer the complaint to your Team Leader.) 

 

2. You may be required to state in writing the specific details of the harassing behavior 

including date, time, place and witnesses, if any. 

 

3. An investigation of any complaint will be undertaken immediately. All complaints will 

be handled in a prompt, confidential manner insofar as the investigation permits. There 

will be no adverse action directed toward any complaining associate or employee or 

witness as a result of making or supporting a valid complaint. 

 

NON-DISCRIMINATION 

 

1. Our office has a non-discrimination policy: 

A. Federal, state, and many other local ordinances prohibit discrimination in the rental, 

sale or financing of housing. 

B. A poster is hung in a conspicuous place. The poster, approved by the Department of 

Housing and Urban Development (HUD), gives information and a reporting address 

to any person who believes they have been discriminated against in the rental, 

purchase or financing of a home. HUD considers non-compliance with the poster 

requirement a prima facie evidence of discriminatory practices. 

C. All advertising of residential real estate for sale or rent, brochures for distribution or 

other materials used for advertising a home or homes must contain the “equal 

opportunity” logo. Many newspapers have discrimination disclaimers in classified ad 

sections, thus the logo is not necessary in ads placed in these newspapers. 

D. When advertising properties: 

[1] Do not use words which directly or indirectly indicate racial preference, 

limitation or discrimination based upon race, color, religion, sex, national 

origin, marital status, status with respect to public assistance, disability, or 

familial status. 

[2] Directions to the property in words or symbols on maps must not be indicative 

of race, color, religion, sex, national origin, marital status, status with respect 

to public assistance, disability or familiar status. 

[3] Title VIII of the Civil Rights Act of 1968 prohibits discrimination against any 

person because of race, color, creed, national origin, sex, familial status, or 

disability. 

[4] Title VIII of the Civil Rights Act of 1968 prohibits: 

[a] refusal to deal 

[b] discrimination in terms, conditions or privileges 

[c] discriminatory advertising 

[d] false representation 
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[e] blockbusting/steering 

[f] discrimination in financing 

[g] discrimination in membership in multiple listing services and real estate 

Team Leader’s organizations 

 

 

DO NOT CALL 

 

Both the state and the federal government have adopted “No Call” laws or rules that affect the 

company’s business and associate’s activities. Associates must follow these No Call policies 

strictly. Check with the Team Leader pertaining to the state’s Do Not Call Rules. 

 

The Federal No Call Rules are administered by two federal agencies, the Federal Trade 

Commission (FTC) and the Federal Communications Commission (FCC). There are NO 

exemptions under the federal rules for real estate associates. All associates must strictly comply 

with the federal rules. 

 

The FCC Rule covers both interstate and intrastate calls. Real estate associates are considered 

telemarketers and make telephone solicitations under the definitions in both the FCC and FTC 

rules. 

 

A telephone solicitation is defined as the initiation of a telephone call for the purpose of 

encouraging the purchase of goods or services. Real estate associates make calls that fit the 

definition of telephone solicitation and they include: 

 

1. FSBO calls 

 

2. Expired listing calls 

 

3. Cold call prospecting 

 

No telephone solicitation/telemarketing calls are allowed to a residential telephone subscriber: 

 

1. Before 8 a.m. or after 9 p.m. 

 

2. Registered on the Federal Do Not Call (DNC) list. 

 

 

 

Consumers may register their telephone numbers with the FTC’s Do Not Call list.  

 

Once a consumer registers their number on the Federal DNC list, an associate may not make a 

telephone solicitation call to that number unless: 

 

1. You have the prior, express, written permission to call them at that number, or 
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2. You have an “established business relationship” with that registered consumer. 

 

“Established business relationship” is defined by the Federal Rules as: 

 

“The term ‘established business relationship’ means a prior or existing relationship formed by a 

voluntary two-way communication between a person or entity and a residential subscriber with 

or without an exchange of consideration, on the basis of the subscriber’s purchase or 

transaction with the entity within the eighteen (18) months immediately preceding the date of the 

telephone call or on the basis of the subscriber’s inquiry or application regarding products or 

services offered by the entity within the three months immediately preceding the date of the call, 

which relationship has not been previously terminated by either party.” 

 

For real estate associates, “established business relationship” will usually mean: 

 

1. A closed transaction within the 18 months prior to your call or, 

 

2. An inquiry about property or about our services to you or the office within the 3 months 

prior to your call. 

 

If any consumer that is called, whether with permission or not on the Do Not Call list or within 

any of the exceptions discussed above, makes a request to be put on the company’s Do Not Call 

list, that request must be honored immediately. 

 

Our procedures to comply with these rules are as follows: 

 

1. No telephone solicitations are allowed before 8 a.m. or after 9 p.m. whether or not the 

called person is on the Do Not Call list. 

 

2. No telephone solicitations are allowed to any person on the Federal Do Not Call list. 

 

3. All associates are required to know these procedures and comply with the Federal and 

State Do Not Call rules and laws. 

 

4. We do not sell, rent, lease, purchase or use the national Do Not Call database, or any part 

thereof, for any purpose except compliance with the Do Not Call rules and laws and to 

prevent telephone solicitations to telephone numbers registered on the national database. 

The company provides access to the relevant data from the administrator of the national 

DNC database. We do not participate in any arrangement to share the cost of accessing 

the national database, including any arrangement with telemarketers who may divide the 

costs to access the national database among various client sellers. 

 

5. If you make a telephone solicitation to a telephone number that is NOT listed on the DNC 

list, you must still comply with the following: 

 

A. Identify yourself 
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B. Identify your company 

 

C. State your telephone number 

 

PERMISSIBLE CALLS 

 

The following telephone solicitation calls are permissible if the conditions described are 

followed: 

 

1. A call placed to a business number. The rules apply only to residential subscribers. 

 

2. A call placed to a person who has given prior, express, written permission. Prior, express 

permission is defined as: 

 

“…Such permission must be evidenced by a signed, written agreement between the 

consumer and [company] which states that the consumer agrees to be contacted by this 

[company and associate] and includes the telephone number to which the calls may be 

placed;” (Emphasis added.) 

 

3. A call made to a client/customer as a result of a transaction with them within 18 months 

of the closing of a sale or lease transaction. 

 

4. A call made to a prospect if they made an inquiry to you or the office about property or 

about Team Leaderage services IF the inquiry was made within the past 3 months. 

Associates who make calls on this basis MUST keep a written record or log that records 

the date of the first inquiry of the prospect. If the associate does not have a written record 

or log of the initial inquiry, calls may not be made to that prospect. 

 

 

WEBSITE RESOURCES FOR “DO NOT CALL” (DNC) 

 

FTC Homepage for Do Not Call List: www.ftc.gov/bcp/conline/edcams/donotcall 

 

FCC Homepage for Do Not Call List: www.fcc.gov/cgb/donotcall/ 

 

To register a number on the Do Not Call List: www.donotcall.gov 

 

 

If an Associate does choose to call an individual, it is the Associate’s responsibility to check the 

registry for the name.  Violators of the Do Not Call rules may be subject to fines up to $11,000 

per incident and Associate agrees to accept any and all Fines from occurrence.   _______ Initial 

 

 

 

 

  

http://www.ftc.gov/bcp/conline/edcams/donotcall
http://www.fcc.gov/cgb/donotcall/
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TRUTH IN LENDING ACT AND ADVERTISING (REGULATION Z) 

 

1. The main purpose of the Truth In Lending Act is to assure the meaningful DISCLOSURE 

of consumer credit and lease terms so that consumers can compare those terms and shop 

wisely. Certain provisions of the Act apply to advertising of real estate. 

2. The following terms and disclosures are required for any ad in newspapers, any brochures, 

and highlight sheets including MLS catalog insertions: 

 COLUMN A COLUMN B 
IF YOU USE ANY OF THESE IF YOU USE ANY OF THE TRIGGERING 

TRIGGERING TERMS, YOU TERMS IN “COLUMN A” YOU MUST 

MUST DISCLOSE THE DISCLOSE ALL THE FOLLOWING 

ITEMS IN THE AD IN INFORMATION IN THE 

IN “COLUMN B”. ADVERTISING. 

 A. The amount or percentage of A. The amount or percentage of 

 down payment down payment; 

 Example of triggering term: 

 “10% down; $15,000 down 

 or 90% financing” 

 B. The amount or percentage of B. The terms of repayment; payment 

 any monthly payment 

 Example of triggering term: 

 “Monthly payments less than 

 $500.00;” 

 “Pay 1% each month;” 

 “$550 per month;” 

 C. The number of payments C. The “annual percentage rate”, 

 Example of triggering term:  using this term spelled out in full. 

 “36 small payments are all you  If the annual percentage rate may 

 make;”  be increased after the closing of the 

 “48 monthly payments and   transaction that fact must be 

 you are all paid up;”  disclosed. 

 D. The period of repayment 

 Example of triggering term: 

 “Five years to pay;” 

 “36 months to pay;” 

 “30-year financing available;” 

 E. The amount of any finance charge 

 Example of triggering term: 

 “Financing costs less than $100;” 

 “Less than $1,000 interest;” 

 “$700 financing” 
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3. RATE DISCLOSURE EXAMPLES PERMITTED 

 

A. If only the annual percentage rate is disclosed, additional disclosures are not 

required. An advertisement may simply state, “Assume 7% annual percentage rate 

mortgage” or “7% annual percentage rate mortgages available.” 

 

B. Rate may not be used in advertisements of graduated payment mortgages, which 

have a fixed rate interest rate, and payments, which may increase during the loan. 

 

The simple interest rate may NEVER be displayed in lieu of the annual percentage rate. 

 

4. THE FOLLOWING ARE EXAMPLES OF TERMS WHICH DO NOT TRIGGER THE 

REQUIRED DISCLOSURES: 

 

 “No down payment” “7% annual percentage rate mortgage 

  available” 

 “Easy monthly payments” 

  “Graduated payment mortgage available 

 “Terms to fit your budget” 

  “VA and FHA financing available” 

 “Take years to pay” 

  “100% VA financing available” 

 “No closing costs” 

 

In general, the more specific a particular statement, the more likely it is to trigger 

disclosure requirements. 

 

5. The Federal Trade Commission is responsible for enforcement of the Truth In Lending Act 

and Regulation Z. Liability is severe if violations occur. In addition, a buyer who is 

actually harmed by an illegal ad may sue for damages and reasonable attorney’s fees. 

 

6. Notice the disclosure requirements and trigger terms in your ads. 

ASSOCIATE ADVERTISING 

 

Company sponsored advertisements may or may not include the names of associates, but shall 

not include a single associate’s name to the exclusion of other associates unless the associate has 

paid for the advertisement. 

 

THE TEAM LEADER, PRIOR TO PLACEMENT OR OBLIGATION MUST APPROVE ANY 

AND ALL ADVERTISEMENTS THEREOF.  

 

All associates are asked to be aware of special opportunities for combining expenditures (such as 

newspaper advertisements, billboards or repeat ads). Each associate should be able to gather data 

and write suggested ads for his/her personal listings and report results of ads to the Team Leader. 
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Associates who wish to place ads at their own expense may do so with the PERMISSION OF 

THE TEAM LEADER. The ad should be billed directly to the associate. The Team Leader must 

approve special request for ads paid for by the company. 

 

The company reserves the right to select the listings used in company paid ads subject to the 

property type, price, terms, attractiveness, etc. 

 

All advertising must conform to the LREC’s Advertising Rules and be approved by Team Leader 

and the state EXP Realty Broker. If the advertising has not been approved and is found to be in 

violation, the Agent will be subject to pay both Agent & Broker’s fines and is subject to 

termination. 

 

COMPANY ADVERTISING 

 

The Team Leader shall make all final decisions with regard to placement of local advertising in 

any form. Associates who wish to promote their personal listings in excess of standard office 

advertising must first gain Team Leader approval and then pay the expense of such advertising. 

 

The Birdsong Group reserves the right to select and use advertisements, which will fit into our 

business model.  All advertising programs will be at the option of Management.  However, it is 

policy to pursue a progressive and flexible advertising program designed to maximize our overall 

effort to sell homes and obtain listings.  It shall be our policy to advertise only those properties 

on which we have an exclusive right to sell listings.  Our first obligation must be to the sellers 

who have entrusted us with their properties.  

 

Team Leader must edit and approve any ads placed by Sales Associates in any type of 

advertising.  

 

 

PROPERTY SHOWINGS 

 

Before showing a property, check the MLS to determine if it is “by appointment only” or if the 

seller has requested prior notification. Remember that some people work nights and sleep days or 

could be home sick in bed. Always use common courtesy when showing a customer’s property. 

 

While at the property, pay close attention to all members of the party as to their whereabouts and 

actions. You must pay particular attention to small children, especially if the home has high 

porches, stairs, pool, etc.  

 

Be cautious not to make statements such as “they are never home” or “you should see his gun 

collection,” etc. Comments like these may be detrimental to the seller and expose you to liability. 

Before leaving the property, secure all door locks and return lighting to the condition you found 

it. 
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ESCROW DEPOSITS 

 

All funds received in your capacity as a licensed real estate associate are to be turned into the 

Team Leader or escrow agent immediately upon receipt. If you receive a deposit “after hours”, 

and must hold it until the next day, give the buyer a receipt and safeguard the funds. DO NOT 

LEAVE CASH IN THE OFFICE. 

 

Holding any post-dated check is illegal unless the seller agrees to this item in the sales 

agreement. 

 

Upon securing an offer to purchase, associates must inform the buyers that their funds will be 

immediately deposited upon the seller’s acceptance. You must know if the buyer is traveling and 

needs time to transfer funds to cover a check. 

 

Any associate guilty of purposely mishandling escrow funds will be immediately terminated and 

reported to the appropriate authorities. 

 

 

 

TEAM LEADERAGE COMMISSIONS 

 

When discussing Team Leaderage Commission with the public, you are quoting your 

commission only. The commission rate for the sale, rental or management of real property, shall 

be determined between each individual Team Leaderage and the customer and not the Board of 

REALTORS
®
. 

 

The Birdsong Group renders professional services for which we charge a professional fee.  

Below is the commission fee structure charged by The Birdsong Group Real for the following 

services: 

 

 Sale of existing residence (in or near city) ………………………… 6% to 7% 

 

 Sale of new construction (builder owned) …………………………. 5% to 6% 

 

 Sale of property in outlying area …………………………………… 6% to 10% 

 

 Sale of land or commercial property ……………………………….. 6% to 10% 

 

 

There is never to be any discussion with a competing Team Leaderage, associate or the general 

public, regarding commission rates, pricing structures, marketing practices nor the fee structure 

or business practice of a competitor. 

 

Review with the Team Leader the commission rate policy that has been established. 
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LISTING PROCEDURES 

 

All listings must be accepted and approved by management.  It is the policy of The Birdsong 

Realty to work only on exclusive rights to sell listings (multiple listings) at a commission rate as 

specified by the operational guide. All listings will be taken in the name and license number of 

Team Leader. Listing Agent will be identified as Co-List and will be the appointment contact. 

 

Net listings will not be accepted. 

Open listings will not be accepted. 

Office exclusive listings will be accepted on a limited basis. 

 

The Code of Ethics, NAR, Article 4, will be closely adhered to – The Realtors should ascertain 

all pertinent facts concerning every property for which they accept the agency so that they may 

fulfill their obligations to avoid error, exaggeration, misrepresentation or concealment of 

pertinent facts. 

 

Responsibility of Listing Associate:      

   

1. To use every possible means to obtain complete and accurate information on the listing 

from every source available to know the available houses. 

 

2. To complete the “Listing Agreement” and other related forms and the listing to the office 

listing sheet. 

 

3. To insure proper marketing of all listings. 

 

4. To contact the owner regularly. 

 

5. To present all offer’s promptly. 

 

When listing a property, each associate must complete and place into the file, the following 

documents: 

 

1. MLS Data Form (Filled out completely including remarks!) 

 

2. Exclusive Right to Sell Listing Agreement Page1, 2, & 3 

 

3. Property Disclosure Statement Page 1, 2, & 3 / New Construction Exemption (no 

more than 180 days old) 

 

4. Lead Base Paint Disclosure 

 

5. Disclosure Regarding Team Leaderage Relationship – Customer Form and Dual 

Agency Form 

  

6. Net Sheet 
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7. Home Warranty Plan 

 

8. Mortgage Information 

 

9. Client Information Sheet 

 

10. Property Questionnaire 

 

11. CMA, Market Absorption Analysis, BPO, or Appraisal 

 

12. Pictures of Property (Minimum of 25) Taken by the company 

 

13. Signage Agreement 

 

14. Flood Insurance Declaration Page and Elevation Survey if possible 

 

 

The listing associate shall not: 

 

1. Mislead the seller in any way 

 

2. Promise specific advertising without prior approval 

 

3. Sign or initial for another party 

 

4. Take a “non-signed” listing 

 

5. Turn in a listing without full and complete information, including a good and accurate 

advertising write-up. The Team Leader will return any listing, which is not complete. 

 

Under no conditions are listing files to be removed from the office file. Should information be 

removed and not returned, the office records would be severely crippled.  Any information 

required may be duplicated and the master file left in the office file.  No listing can be withdrawn 

or canceled without the consent of Management.  As Realtors we are members of the Multiple 

Listing Service (MLS) and it is the policy to submit all listings to MLS through the residential 

sales secretary.  Changes in price, terms or other information shall be reported promptly to MLS 

on the proper form.  All change forms will be submitted to MLS through the residential sales 

secretary.  

 

The Team Leader reserves the right to reassign a listing to another salesperson, if he deems 

necessary, due to the original salesperson neglect or lack of interest.  All listings are taken in the 

name of the Team Leader and will remain the property of the Team Leader.  Upon termination of 

a salesperson’s association with The Birdsong Group Real Estate Experts, Inc. any unsold 

listings will be assigned to other salespeople at the discretion of the Team Leader or assigned as 

an office listing and no listing commission will be due the departed salesperson if a subsequent 
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sale is affected.  

 

Lock Boxes are recommended for all listings, particularly vacant houses.  Lock Boxes will not 

be used unless the seller has given written permission for their use.  Lock Boxes will be checked 

out by office management.  Lock Boxes are to be placed on the property and removed at closing 

by the Courier or listing associate.  The Lock Box is to be returned to the Listing Coordinators 

office immediately after closing.  If the Lock Box is damaged or not returned, the listing 

associate will then be billed for the cost of the Lock Box.  

 

The “For Sale” yard sign is one of the most effective means of advertising a property.  Authority 

to place the yard sign must be granted by the seller in writing and be on file in the listing file.  

Yard signs are managed by the company.   It is the company’s responsibility to place the yard 

sign and to remove the yard sign at closing.  Yard signs are not to be placed on another’s 

property without permission.  Never place yard signs on City, County or State Highway 

easements, as they will be removed and destroyed without notice.  If a sign is damaged or not 

returned the listing associate will then be billed for the cost of the yard sign.   

 

Sales associates are responsible for the keys to their listings.  Any person, listing associate 

included, will sign keys out when removing keys for temporary periods. Keys are not to be given 

to purchasers, pending the closing of a sale, without written permission from the seller.  If buyers 

wish to inspect or measure the property prior to closing, the selling associate must be present.  

Keys may be given to appraisers or inspectors as authorized by the seller.  The Birdsong Group 

Real Estate Experts never recommends allowing the buyer to move in, even partially, nor to do 

any work on a property prior to closing.  

 

Listing Associate’s Marketing Responsibilities 

 

It is the responsibility of the listing associate to do the following: 

 

1. To notify the listing coordinator of any and all listing data as changes occur and listing 

coordinator will insure changes are submitted to MLS with copies of all changes placed 

in the listing file. 

 

2. To make written request for advertising when desired.  Such requests should be 

accompanied with written information on which to base advertising.  

 

3. To schedule a house for Team Leader tour (only properties that meet requirements) and 

open houses 

 

4. To maintain continuous contact with owner (seller) to insure proper servicing of the 

listing.  

 

5. Insure the listing file contains information as shown below. 

 

The files must include, but not limited to, the following: 
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1. Original copy of Listing Agreement, all Addendums, Disclosures, and Warranty form 

signed by the seller. 

 

2. Seller’s estimated proceeds. (Net Sheet) 

 

3. Copy of Market Analysis – or statement from listing associate regarding 

method/procedure followed to establish price. 

 

4. Copy of all changes submitted to MLS. 

 

5. Copy of all contracts received on property. 

 

It should be understood; the listing associate cannot delegate these responsibilities (except on a 

temporary basis). When the associate accepts a listing, these responsibilities are also accepted.  

 

TEAM LEADERAGE RELATIONSHIP AND DEFECT DISCLOSURE 

 

When listing a property, explain the Team Leaderage relationship to the seller. The seller needs 

to be informed of the state requirements of “confidentiality until disclosure is made in writing”. 

They also need to be aware that another Team Leader or associate may be acting in the capacity 

of “buyer’s agent”. Further requirements are listed in the state’s licensing rules and regulations. 

 

Additionally, the seller must be made aware that licensed Team Leaders are required by state 

laws to fully disclose any known defects in the property. While this may seem detrimental to the 

seller, it is designed to protect ALL parties from potential legal actions. Adverse material facts 

are spelled out in the Seller Property Disclosure Statement. 

 

PROPERTY INSURANCE ISSUES 

 

Securing property insurance is no longer a routine matter. In some instances, the availability or 

unaffordability of property insurance or flood insurance can affect a sale. Therefore, it is 

appropriate to advise a buyer to consult with an insurance agent prior to making an offer, and to 

consider an “insurability” contingency in the offer to purchase. 

 

LISTING ASSOCIATE’S RESPONSIBILITY WHEN LISTING SELLS 

 

 

1. Give listing file and copy of contract, signed by all parties, to the Transaction 

Coordinator. 

 

2. Give a copy of the deposit check made out to the title company to Transaction 

Coordinator. 

 

3. Service contract properly following the closing Action Plan in the CRM. 
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PRESENTING THE OFFER 

 

Never try to decide for the owner.   The Louisiana Real Estate License Law requires that all 

offers must be presented.  It is the responsibility of the listing associate to present all offers to the 

owner and to assist the owner in understanding the offer.  

 

In the event second or additional offers are received prior to acceptance of an earlier offer, it 

shall be the listing associate’s duty to notify all selling associates of this fact.  All buyers shall 

have the opportunity to present their highest and best offers. The listing associate will present all 

offers simultaneously.  The seller may then make a decision based on the contents of all offers.  

 

The potential buyers involved with each contract should be made aware of the existence of the 

additional offers – but shall not be given the details or amount of the other offers. 

 

It is the policy of The Birdsong Group that no property will be taken off the market until closing.  

Offers received after seller’s acceptance of initial offer will be presented to seller as a backup 

offer.  See Code of Ethics and Standards of Practice of the National Association of Realtors, 

Article 1.  

 

In the event the owners are unavailable when the offer is made the listing associate may delay 

the presentation of the contract until their return if no other acceptable means of presentation is 

available.  The potential buyer must be advised of the delay.  

 

If presentation can be made by telephone a conditional verbal acceptance of the contract may be 

made.  The conditional aspect is that the owner must immediately send a fax to confirm his 

acceptance.  The buyer must be made aware that the acceptance was verbal and therefore 

conditional.  The listing associate will send a copy of the contract to the seller for his signature.  

Verbal acceptances are against policy and without the proper follow-up are invalid.  Extreme 

care must be taken to insure that buyers and sellers are fully aware of the status and do not 

prematurely consider the contract accepted.  Listing associates should obtain written authority to 

act as Single Party Team Leader for the sellers to accept offers or sign closing papers if they are 

to be out of town.   

 

DELIVERY OF CONTRACT 

 

Once an owner has accepted an offer, a copy of the contract signed by all parties must be 

delivered to the Transaction Coordinator of The Birdsong Group.  Until delivery is made, the 

buyer may exercise the right to withdraw the offer.  

 

PROCESSING THE SALES CONTRACT 

 

A contract for the sale of real estate is binding only when a contract is signed by all parties and 

delivered to the parties’ Team Leaders or to the party if not represented.   Upon completion of a 

binding contract, the selling associate will accomplish the following: 
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1. Give the contract to the Closing Coordinator. 

 

2. Give a copy of the deposit check to the Transaction Coordinator (Birdsong Group listing) 

or other listing Team Leader immediately.  

 

3. Coordinate Mortgage Company with listing associate.   

 

4. Maintain contact with Mortgage Company and buyers till closing. Contact buyer at least 

once a week until closing. Maintain current status information on loan processing until 

closing.  

 

5. HWA Home Warranty Plan should be offered to all buyers. 

 

THE SELLING ASSOCIATE SHALL NOT 

 

1. Mislead the buyer in any way 

 

2. Sign for or initial items or changes for the buyer 

 

3. Agree or promise to do anything that is not contained in the agreement of purchase 

 

4. Voluntarily include unnecessary closing expenses or terms in the offer which may erode 

the net proceeds of the seller 

 

5. Submit any offer on a co-op firm’s listing to their seller without the presence of the 

listing firm’s associate or Team Leader 

 

OFFERS TO PURCHASE 

 

When preparing an “offer to purchase”, each associate must comply with the following rules and 

office policies: 

 

1. First offer written must be read through with client face to face, not sent in Docusign 

unless it is an out of town buyer. Subsequent offers may be done electronically. 

 

2. Complete the required Agency Disclosure Form and provide a copy to the buyers prior to 

contract 

 

3. Complete the Lead Paint Disclosure and Seller Disclosures and provide a copy to the 

buyers prior to contract 

 

4. INCLUDE THE PROPERTY’S LEGAL ADDRESS ON THE CONTRACT 

 

5. Prepare the offer carefully, including any and all contingencies requested by the buyers. 

Team Leaders name and license number to appear as Buyer’s Designated Agent and 

Buyer’s Agent name second. Buyer’s Agent phone number and email address to be used 
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as point of contact.  

 

6. Include complete and accurate closing expenses and explain to the buyer their incurred 

costs and obligations if they attempt to withdraw the offer 

 

7. Explain all terms of the offer 

 

8. Secure signatures, date and time of offer 

 

9. Provide a copy to the buyers 

 

10. Immediately submit all accepted offers to the Team Leader 

 

REQUIRED ELEMENTS OF OFFER 

 

All “offers to purchase” shall include at the minimum, the following information: 

 

1. Complete names of all parties 

 

2. Complete and accurate description of property 

 

3. Purchase offer price 

 

4. Complete terms of offer 

 

5. Closing costs 

 

6. Deposit amount 

 

7. Details of possession 

 

8. Estimated closing date 

 

9. All required disclosures (agency, lead paint, property condition) 

 

10. Any applicable contingencies 

 

11. Duration of offer 

 

12. Signatures of all buyers 

 

13. Date and time of contract 

 

The Earnest Money deposit recommended by The Birdsong Group Real Estate Experts is 1% of 

the contract price.   
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When a check is given as earnest money, it should be made payable to the listing company and 

delivered to the listing Team Leader promptly upon acceptance of the contract. If Buyer and 

Seller agree, it can be made to Gulf South Title. 

 

When a contract is accepted it is the selling associate’s responsibility to deliver the earnest 

money deposit to the listing associate’s Team Leader or a copy of the check made out to Buyer’s 

title company.  The listing associate is responsible to insure the deposit has been collected. The 

Team Leader should be immediately advised should the earnest money deposit not be collected. 

 

The earnest money deposit may be returned if the contract is not accepted or fails and forfeiture 

is not required. A deposit made by check will not be returned until the check has cleared. 
 

INTER-OFFICE COMMISSION SHARING 

 

By policy, and the associate agreement, EXP Realty pays a specific percentage of the earned 

gross commission to the Listing Associate and to the Selling Associate. Occasionally, either by 

accident or by request, associates will work together to secure a listing or sales agreement. 

 

The associate and the Team Leader will make every possible effort to prevent “accidental 

occurrences” of this nature.  However, if an “accidental dual effort” results in a secured listing or 

contract, and the associates involved disagree on terms of sharing the commission earned, the 

Team Leader will render a decision based on the degree of participation of each associate. Any 

such decision will be final. 

 

Each individual associate is personally responsible to work out details of sharing commissions 

with other associates when more than one associate works on a particular listing or sale. This 

agreement must be signed by both parties and delivered to the Team Leader. 

 

It is not unusual for buyers, who are currently working with an associate, to walk into the office 

when the associate is absent and ask to “make an offer” on a particular property. When this 

happens, the Team Leader will attempt to locate the associate. If the associate is busy with other 

prospects or “off for the day” and cannot be reached, the Team Leader or another experienced 

licensed associate should assist the buyers with the preparation of the offer. 

 

The assisting associate should inform the buyers that he/she would submit the offer to the 

primary associate for their review and presentation to the sellers. The associate who simply helps 

prepare an offer should not expect to share in the commission. All associates, in an effort to 

provide a team atmosphere, are asked to cooperate in this manner. 

 

WHOSE PROSPECT IS IT 

 

This can be an area of inter-office disagreements and misunderstandings between associates. To 

clearly state the position of this company: 

 

1. Associates shall not discuss any internal conflicts with customers.  
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2. Our main concern is that customers are treated fairly and appropriately and that 

misunderstood arrangements with associates will not affect service to them. 

 

3. In the event of any disagreement, the Team Leader will render a decision in the best 

interests of the firm, the associates, and the customer. The Team Leader decision will be 

final. 

 

ESTABLISHING CUSTOMER RELATIONSHIP 

 

1. Associates are responsible to instruct their prospects to “ASK FOR ME BY NAME” 

whenever calling the office, entering the office or sending mail. It is assumed that any 

associate, who is doing a “good job” with the customer, will earn their respect and 

loyalty. Each associate of The Birdsong Group  must agree to ask all new customers if 

they are currently working with another associate before proceeding. 

 

2. The “measuring stick” shall focus on “which associate induced action by the customer”. 

Example: Multiple associates may approach a prospect by email or in person over an 

extended length of time. However, the associate who prompted the customer “to act” 

shall be considered the “associate of record.” 

 

3. Having previously worked with a particular customer does not mean that the customer 

belongs to the associate forever! Customers have the right to ask for anyone they select 

or to change associates at any time if they so desire. 

 

4. Associates shall not attempt to induce the customer to leave an associate in order to gain 

them as their customer. 

 

5. If for any reason a lead or prospect comes in question as to which associate is working 

with the lead or prospect.  The associate will have to have notes in our contact 

relationship management system to show where the associate has prompted the customer 

to take action and built a relationship.  If no notes are found then the associate who brings 

the contract offer or whom the customer wishes to work with will be the associate of 

record. 

 

IT IS ESSENTIAL THAT THE ASSOCIATE LET THE CUSTOMER KNOW THAT HE/SHE 

ASK FOR YOU BY NAME WHEN ARRIVING AT THE OFFICE OR CALLING TO 

PREVENT AN ASSIGMENT OF ANOTHER ASSOCIATE TO THEM. If the customer 

contacts or shows up at the office and does not inform the Team Leader that they are working 

with a “specific associate,” that customer will be given to the floor duty associate or next 

available associate. Finally, instances of “intentional customer theft” will not go unnoticed. This 

action will result in swift action by the Team Leader and possible termination. 

 

Selling the Same Prospect Independently: It is conceivable that two or more associates might 

legitimately secure the same prospect and show the same property.  Should such a situation arise, 

it will be the policy of The Birdsong Group  to recognize, so far as commissions are concerned, 

the salesperson who is successful in obtaining a completed contract acceptable to the purchaser, 



 

Policies and Procedures Manual  rev. 10/29/17 

 

 

37 

seller and The Birdsong Group. 

 

If a salesperson knows that a prospect has recently worked with an office associate, the prospect 

should be referred back to the first associate.  If the prospect declines to work with the first 

associate, then the second associate may work with the prospect. 

 

Management reserves the right to sell to prospects who have previously come to them directly, or 

if a prospect desires to work directly with management.  In addition, the management reserves 

the right to list properties and work with sellers who wish to deal directly with them.  The 

company will manage all Leads, Call-Ins, Walk-Ins, After Hours Calls, and any other Company 

Generated business.  

 

Management shall have the right to withdraw a prospect from a salesperson if it appears that the 

prospect is being neglected or improperly handled according to Lead Policy.  Any customer that 

was placed with an associate by the company is subject to withdrawal at company’s discretion 

even if listing or buyer contract is in place. 

 

If a salesperson refers a listing or prospect to another associate in The Birdsong Group, an 

agreement regarding any referral fees or commission splits should be worked out between the 

salespeople and to be put in writing – signed by both salespeople.  Referrals or commission splits 

of this type will be based on the salesperson’s commission only.  The Birdsong Group will not 

share the referral cost.  

 

In case of a conflict between two associates concerning a customer who has purchased or listed a 

property that cannot be resolved, the following procedure will be available: 

 

1. Both associates must request that the Team Leader settle the conflict. 

 

2. Team Leader will hear both sides and have at least one joint meeting. 

 

3. In most cases, Team Leader will rule so that a complete commission will be paid to one 

or the other. In rare cases, the ruling may call for a commission split.  

 

Management’s decision will be final and not subject to any other arbitration.  

 

All persons associated with The Birdsong Group should practice the Golden Rule.  If you will 

treat others like would like to be treated, you help promote the purpose of The Birdsong Group.  

Each associate is expected to respect the rights of fellow associates and their customers.  The 

Golden Rule, combined with hard work, will assure your success as well as your peace of mind.  

 

Associates must earn the prospect’s trust and confidence so that no consideration would be given 

to dealing with another associate – or with another company.  Remember, no one can “steal” 

your prospect without the consent of the prospect.  If you have developed the proper trust and 

confidence to bind the prospect to you, then the prospect will not normally give permission to be 

“stolen” from you.  This will certainly reduce the number of “conflict” situations. 
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When conflicts occur between two or more associates concerning a prospect the following must 

be adhered to: 

 

1. Never, under any circumstances, is the prospect to be contacted or placed in the 

“middle”. 

 

2. If the conflict is between an associate with The Birdsong Group  and another Team 

Leader, sales associate or Realty, The Birdsong Group’s associate will contract  The 

Birdsong Group Sales Manager or Team Leader. 

 

3. Conflicts between two or more associates with The Birdsong Group may be settled by 

one of the following methods: 

 

A. Arbitration 

 

B. Agreement between the parties 

 

C. Other means agreeable to all parties 
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TERMINATION 

 

Our goal is for every associate to prosper and enjoy a long and lasting association with our 

company. However, in the best interest of the company and, in some cases, other associates, the 

company may exercise their option to dismiss or terminate an associate subject to the 

Independent Contractor’s Agreement. 

 

The company reserves the right to provide verbal or written notice of termination. Reasons for 

immediate termination shall include but are not limited to: 

 

 Fraud or dishonesty 

 Willful and intentional attempts to “steal customers” from a co-worker 

 Theft of files, company property or co-workers’ personal items 

 Use of alcohol while working  with customers 

 Use of any illegal drug 

 Violations of customer confidentiality 

 Ethics violations or disloyalty 

 Willful or repeated violations of company policy 

 Lack of production for an extended length of time 

 Habitual failure to be present for appointments 

 Charging expenses or obligating firm/Team Leader without permission 

 Performing acts which may endanger the safety of customers 

 LREC advertising violations 

 

As an associate with our company, there will be training programs, software, and 

materials/manuals provided to you for your use.  These materials are proprietary to The Birdsong 

Group and must be returned immediately prior to termination and/or transfer of license to 

another firm.  

 

Associate shall also delete any and all electronic copies of The Birdsong Group  Products in its 

possession and certify in writing that it has been done. 

 

The Birdsong Group products are the exclusive property of The Birdsong Group..  This manual 

does not transfer ownership rights of any description in The Birdsong Group to Associate or any 

third party.  No licenses or other rights under The Birdsong Group Products are granted to 

Associate. 

 

If it is necessary for The Birdsong Group to undertake legal action to enforce any of the terms, 

conditions or rights contained herein, or to defend any such action, then The Birdsong Group  

shall be entitled to recover from Associate all reasonable attorneys’ fees, costs and expenses 

relating to such legal action. 

COMPANY SPONSORED PROMOTIONS 

 

On occasion the company will sponsor promotions to reward associate/team production efforts. 

The company welcomes any suggestions from associates for these promotions.   
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The Birdsong Group encourages all Associates to bring forward their suggestions and good ideas 

about making The Birdsong Group a better place to work and enhancing services to The 

Birdsong Group customers.  Any Associate who sees an opportunity for improvement is 

encouraged to talk it over with the Team Leader.  All suggestions and ideas are valued. 

 

OPEN HOUSE POLICY 

 

Open houses will be scheduled from 12:00 to 2:00, 1:00 to 3:00, 2:00 to 4:00, 3:00 to 5:00 or 

3:30 to 5:30  on Sunday.  Associates will be assigned open house duty on a rotation basis.  Open 

houses may be held at other times as approved by Management.  

 

An Associate may hold a house open when desired; however, permission must be obtained from 

the owner and the Team Leader.  This open house will not count toward the associate’s assigned 

open houses unless the associate is scheduled for open house by management, and is not needed 

to work a company assigned open housed during the requested time.   

 

An Associate that has scheduled an open house with the owner must honor his commitment to 

hold it open.  If an associate cannot meet the assigned open house schedule, days will be traded 

with another associate and the sales manager or Team Leader will be informed of the change.  

 

Associates will prepare literature and information about the house opened and possible financing 

terms to be used during the open house. The Company’s Preferred Lender will often provide 

financing examples for the open house.  Management reserves the right not to honor the open 

house request. 

 

Open houses should be scheduled far enough in advance to allow for proper advertising.  The 

salesperson requesting the open house should be aware of the noon on the Tuesday prior to the 

date of the open house advertising deadlines.  When a date and time for an open house has been 

approved the Team Leader will, at this option, submit information to Marketing Director.  

 

Upon completion of the open house, it is the sales associate’s responsibility to pick up all open 

house and directional signs.  Neglect of this will result in reimbursement from the Associate to 

the company.   

 

 No salesperson keeping a property open should leave the property during the hours it is 

advertised as open.  In the event a property sales prior to open house the salesperson will hold 

the open house in order to obtain potential backup offers and obtain additional home buying or 

home selling prospects.  

 

In no case will a house be held open with the owner or tenant present.  This should be explained 

to the owner or tenant beforehand.  If they are not willing to be gone during the specified period, 

the house should not be scheduled as an open house. 

 

Sales associates acting as the host or hostess at an open house should have a guest register for all 

guests to sign.  
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Sales associates are encouraged to call all guests from the open house during the evening hours 

after the open house, send Thank You notes and make further contact with all guests as soon as 

possible.  Sales Associate is required to call the seller immediately after the Open House and 

give feedback.  Sales Associate is also required to give the Open House feedback to the Listing 

Coordinator..  

 

It is the sales associate’s responsibility to check the property to be open to insure proper 

cleanliness, sufficient heat or air conditioning, and to be fully familiar with the property.  

Associates are also responsible to secure houses after open house.  This is to include, turning off 

all lights, depending on the weather turning the thermostat to an adequate temperature, locking 

all doors, etc. 

 

 

CODE OF ETHICS 

 

All associates of this company are to conform to the highest standards and ethics of professional 

real estate service to our customers. All associates should be aware of current ethics policies and 

keep themselves abreast of all standards of practice. 

 

Each sales associate should read the Code of Ethics set forth by the National Association of 

REALTORS and the codes adopted by our local Board and MLS.  It is demanded that every 

associate live up to these codes.  We cannot afford one who does not.  In the real estate business, 

ethics govern our professional relationship with our prospective clients and with our fellow 

Realtors.  Our ethics represent our honesty, integrity and spirit of proper conduct.  Sales 

associates are encouraged to read and reread the Real Estate License Law of the State of 

Oklahoma and to follow this law to the letter.  Ignorance is no excuse.   

 

EXIT INTERVIEW 

 

In a voluntary separation situation, The Birdsong Group management would like to conduct an 

exit interview to discuss the Associates reasons for leaving and any other impressions that the 

Associate may have about The Birdsong Group. 
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The Birdsong Group  
 

 

THIS POLICIES AND PROCEDURES MANUAL HAS BEEN ASSIGNED TO: 

 

 

_______________________________________________________________________ 

 

 

BY SIGNATURE BELOW, ASSOCIATE AGREES THAT HE/SHE HAS READ THE ENTIRE 

MANUAL, AGREES WITH THE TERMS AND FURTHER AGREES TO COMPLY WITH 

SUCH TERMS OF AFFILIATION.  ASSOCIATE URTHER UNDERSTANDS THAT THIS 

MANUAL IS THE PROPERTY OF THE BIRDSONG GROUP AND MUST BE 

SAFEGUARDED AND RETURNED TO THE TEAM LEADER IMMEDIATELY UPON 

TERMINATION OR LEAVE OF AFFILIATION.  THIS AGREEMENT MAY NOT BE 

MODIFIED OR AMENDED EXCEPT BY AN AGREEMENT IN WRITING SIGNED BY 

EACH OF THE PARTIES HERETO.  THE BIRDSONG GROUP REAL ESTATE EXPERTS 

AT ITS OPTION, MAY CHANGE, DELETE, SUSPEND, OR DISCONTINUE PARTS OR THE 

POLICY IN ITS ENTIRETY, AT ANY TIME WITHOUT PRIOR NOTICE.  IN THE EVENT 

OF A POLICY CHANGE, ASSOICATES WILL BE NOTIFIED.  ANY SUCH ACTION WILL 

APPLY TO CURRENT AS WELL AS FUTURE ASSOCIATES. 

 

 

 

 ___________________________________   __________________________  

 ASSOCIATE’S SIGNATURE  DATE 

 
 

__________________________________________                 _______________________________ 

                 TEAM LEADER  SIGNATURE            DATE 


