CAPE CORAL MULTIPLE LISTING SERVICE, INC.

918 SE 46TH LANE

CAPE CORAL, FL 33904

PH: 239-542-6209  FX: 239-542-5903

INFO@CAPEREALTORS.COM
March 4, 2011

RE:  UNLICENSED ASSISTANTS APPLICATION    

Dear Broker/MLS Participant,

Attached, you will find a RAPATTONI Unlicensed Assistance Login Application.  You, as the Broker, must submit this form for each non-licensed assistant/secretary that you wish to have with their own log-in.  Return this form to the staff at the Multiple Listing Service, Attn: Lucy, with a copy of the assistant’s driver’s license.  It will be the responsibility of the Broker if and when the person leaves to report their departure to the Multiple Listing Service.  Each assistant must have their own token (effective January 1, 2010 a charge of $26.50, which includes tax for the token, will be assessed).
Unlicensed assistants will be charged an annual registration fee.  As of March 1, 2011, new unlicensed assistants will be charged the $50.00 fee no matter when they join throughout the year.  Registration forms and billing of the annual fee for all unlicensed assistants will accompany the December 2011 MLS billing and will apply to the 2012 calendar year.  The broker of record will be responsible for any office assistant fee(s) and the agent for their own assistant(s).    
Unlicensed office assistants and unlicensed agent assistants are given access rights to the Rapattoni MLS system for the purpose of assisting our members.  Occasionally these assistants become licensed real estate agents and are no longer qualified to be an unlicensed assistant.  If an assistant becomes licensed, CCMLS must be notified within 10 days by the broker and the newly licensed agent must join the Association.  If an unlicensed assistant leaves your company, CCMLS must also be notified with in 10 days and the RSA Secure Token must be returned to CCMLS.  If proper notification is not received within 10 days, a fine of $100.00 will be assessed to the broker of the company for improper use of the secure log-in token.

Regards,

Nancy L. Dunning
Chief Executive Officer

Cape Coral Multiple Listing Service, Inc.

CAPE CORAL MULTIPLE LISTING SERVICE, INC.

918 SE 46TH LANE

CAPE CORAL, FL 33904

PH: 239-542-6209  FX: 239-542-5903

INFO@CAPEREALTORS.COM
RAPATTONI UNLICENSED ASSISTANT APPLICATION
NUMERIC LOGIN:  ________________________________________________________________________
PASSWORD:  ______________________________________________________________________________

OFFICE:  __________________________________________________________________________________

DATE ASSIGNED TO OFFICE:  ______________________________________________________________

FIRST NAME:  _____________________________________________________________________________

MIDDLE INITIAL:  _________________________________________________________________________

LAST NAME:  ______________________________________________________________________________

HOME ADDRESS:  __________________________________________________________________________
____________________________________________________________________________________________

OFFICE SECRETARY: ____ YES     ____ NO
AGENT ASSISTANT: ____ YES     ____ NO ______________________________________ 







         AGENT NAME





     ______________________________________






     AGENT SIGNATURE
BROKERS SIGNATURE:  ______________________________________      DATE________________
***A copy of the assistant driver’s licensed or a photo ID is required***

$50.00 Annual Registration Fee
Unlicensed office assistants and unlicensed agent assistants are given access rights to the Rapattoni MLS system for the purpose of assisting our members.  Occasionally these assistants become licensed real estate agents and are no longer qualified to be an unlicensed assistant for anyone.  If an assistant becomes licensed, CCMLS must be notified within 10 days by the broker and that newly licensed agent must join the association.  If notification is not received within 10 days a fine of $100.00 will be assessed to the broker of the company for improper use of the secure login token.

PERMISSIBLE ACTIVITIES OF UNLICENSED ASSISTANTS
1. Answer the phone and forward calls. 

2. Fill out and submit listings and changes to any multiple listing services. 

3. Follow up on loan commitments after a contract has been negotiated and generally

    secure status reports on the loan progress. 

4. Assemble documents for closing. 

5. Secure documents (public information) from courthouse, utility district, etc. 

6. Have keys made for company listings, order surveys, termite inspections, home

    inspections and home warranties with the licensed employer's approval.  

7. Write ads for approval of licensee and supervision broker, and place advertising

     newspaper ads, update web sites etc.); prepare flyers and promotional information for

     approval by licensee and supervising broker. 

8. Receive, record and deposit earnest money, security deposits and advance rents. 

9. Only type contract forms for approval by licensee and supervising broker. 

10. Monitor licenses and personnel files. 

11. Compute commission checks. 

12. Place signs on property. 

13. Order items of repair as directed by the licensee. 

14. Prepare flyers and promotional information for approval by licensee and supervising

      broker. 

15. Act as a courier service to deliver documents, pick up keys. 

16. Place routine telephone calls on late rent payments. 

17. Schedule appointments for licensee to show listed property. 

18. Be at an open house for: 

      a) security purposes 

      b) hand out materials (brochures); may not answer questions. Direct all questions to

          licensee. 

19. Answer questions concerning a listing from which the answer must be obtained from licensed employer-
      approved printed information and is objective in nature (not subjective comments). 

20. Gather information for a CMA. 

21. Gather information for an appraisal. 

22. Hand out objective, written information on a listing or rental. The broker shall foster

      the education. 
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