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Welcome to Crye-Leike! 

Since 1977, our goal has been to provide our associates with cutting edge tools and our customers with 

unsurpassed service.  This philosophy has helped us rank among the largest firms in the nation.  We now provide 

full service real estate in seven states; consequently, we feel it is necessary to provide guidance on policies and 

procedures for our Licensees to provide a uniformly superior experience to the public. 

State and federal laws, the National Association of REALTORS Code of Ethics, and local MLS rules form the 

basis of our policies and procedures.  The following policies and procedures have proven to help us avoid 

confusion and disagreements and work together more efficiently.  They are not intended to cover every 

circumstance or answer every question about broker procedures.  Any question not covered here should be referred 

to office or corporate management. 

 

We hope you will study this manual as a means to increase your professionalism and success. 

 

Sincerely, 

 

  

   Harold Crye                                Dick Leike 
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Real Estate Licensees Policies and Procedures Manual  
 

This policies & procedures manual is not all inclusive and may be revised from time to time by management. The 

policies & procedures contained herein supersedes any previous policies and procedures. Crye-Leike® views the 

continued affiliation of Associates as their acknowledgement that they have read, understand, and are in agreement 

with the most current version of the manual as posted on Crye-Leike’s Intranet. Anything contained herein that is 

contrary to any applicable local, state, or federal law, including real estate licensing rules & regulations, is 

superseded by said law. Anything contained herein that conflicts with the Independent Contractor Agreement an 

Associate signed upon affiliation overrides and supersedes said Independent Contractor Agreement. 

 

1:0  ORGANIZATION AND ADMINISTRATIVE PROCEDURES 
Associates affiliate with a regional Crye-Leike® corporation (“Crye-Leike”) whose primary function is 

providing real estate brokerage services. 

 

1:1  ASSOCIATES 
 

1:1:1  Independent Contractors: Associates are “Independent Contractors” and are solely responsible for all 

state and federal taxes and any other legal or financial consequences stemming from their status as 

independent contractors. Nothing contained in this manual is intended to create nor should be construed as 

creating an employment relationship between Associates and Crye-Leike or any of its affiliates. Associates 

are not partners or joint venturers with Crye-Leike. All new Associates must have completed all affiliation 

paperwork, including an executed Independent Contractor Agreement, in order to conduct business as an 

Associate for Crye-Leike. 

 

1:1:2  Assistants: Associates who hire assistants are solely responsible for all (legal, tax, and financial etc.) 

obligations of those assistants. Assistants who perform services for which a real estate license is required 

must: (a) have a valid real estate license from the applicable state authority, (b) affiliate with Crye-Leike as 

an independent contractor, and (c) abide by the same standards as the Associate by whom they were hired. 

Due to agency law and other considerations, a licensed assistant who works directly with a buyer(s) and/or 

seller(s) in a transaction and prepares the transaction documents is expected to identify himself/herself, not 

the Associate who hired him or her, in the transaction documents and the Commission Disbursement form. 

See Section 6:6 Commissions to “Teams”.  Associates are responsible for paying all ad bill charges their 

assistants add to Associates’ bill. 

 

1:1:3  Conduct: 

a) Generally: Associates are only permitted to conduct on Crye-Leike premises services performed as 

Associates for Crye-Leike.  Associates may not use Crye-Leike premises to conduct joint seminars and/or 

meetings with lenders, title companies, insurance agencies, and/or other industry related businesses unless 

they are affiliated with Crye-Leike. Associates may not use Crye-Leike’s name, telephone numbers, 

address, web sites, or hold themselves out as Crye-Leike Associates when it does not pertain to services as 

Associates for Crye-Leike. 

 

b) Dress: Associates are encouraged to wear business professional attire. Jeans, shorts, sweat suits, jogging 

outfits, t-shirts, sports shoes, or ill-fitting clothing are not business professional attire. 

 

c) Place of Business: All visitors are expected to conduct themselves in a manner conducive to a 

professional work environment. Associates should monitor visitors and any children should be kept under 

the parent’s immediate supervision and control at all times. 

 

 



 
Page 7 

 

d) Automobiles: Associates must have a valid driver’s license. Associates are responsible for providing  

           their own clean and safe transportation in a vehicle that has up to date registration. Associates must  

           maintain insurance and furnish proof of same, with minimum coverage of  $100,000/$300,000. Broker 

shall be named as a “Co-Insured” and provided with the additional insured certificate or a letter from 

carrier if the policy does not allow for such coverage. Proof of said coverage is to be sent to the Human 

Resources Department in your region. 

 

1:1:4  Limitations of Authority: Associates are not authorized to bind Crye-Leike absent express written  

approval. Associates are not authorized to hold themselves out as an officer, director, or owner of Crye-

Leike or its affiliates. The title of Vice President given to Circle of Excellence recipients is only honorary. 

Associates should not use this or any other designation in any manner which could cause someone to 

misconstrue their authority. Associates are not authorized to incur any expense for or on behalf of Crye-

Leike absent express written approval. Associates are not authorized to communicate on behalf of Crye-

Leike for events such as interviews or reports with the media or law enforcement. Associates should refer 

inquiries from media, law enforcement, other brokerage companies or the like to their supervising broker 

who will direct inquiries to a corporate representative. 

 

1:1:5  Liability: Associates are liable for all expenses they incur absent prior express written approval of Crye-

Leike. Associates are liable for any expense, loss, or damage incurred by Associate or Crye-Leike 
stemming from Associates’ acts or omissions. 

 

1:1:6  Licensing, Education & Trade Organizations: All Associates must be licensed with the applicable state 

real estate licensing authority. Associates are solely responsible for maintaining their licenses and 

satisfying all applicable education requirements. The rules and regulations of the local Association of 

REALTORS®, the State Association of REALTORS®, and the National Association of REALTORS® in 

which Associates and/or Crye-Leike (including its principals) hold membership apply to Associates. 

Should an organization in which Crye-Leike (including its principals) is a member require the membership 

of Associates or the payment of dues or other fees by Associates, Associates will become members and/or 

pay dues or other fees as required by the organization. 

 

1:2  OFFICE POLICIES 
 

1:2:1  Hours of Operation: Branch offices are open from 8:30 A.M. to 6:00 P.M. Monday through Saturday and 

12:00 Noon to 6:00 P.M. on Sundays. 

 

1:2:2  Floor Duty: Floor duty is not required, however, Associates may volunteer for floor duty as scheduled by 

the office administrator or other designated staff. When Associates volunteer for floor duty, Associates are 

responsible for being on time or finding a replacement. Managers may require Associates who desire floor 

duty to achieve certain sales/listings and/or attend sales meetings. 

 

1:2:3  Door Locks, Furniture & Personal Items: Most private offices have locks. If a private office does not 

have a lock, then the Associate occupying the office may purchase one; however, the locks become the 

property of Crye-Leike and may not be subsequently removed. The locks must be keyed to the master key 

by order of the Fire Marshal. Personal items such as laptops, copiers, etc. or desks are not insured against 

theft or loss by Crye-Leike. Associates are responsible for locking up and/or insuring their personal 

property against loss, theft or damage. Crye-Leike is not responsible nor liable by any measure for damages 

to Associate's personal property. It is the Associate's responsibility to secure, manage, and care for all of 

Associate's Personal Property at all times. Associates have 5 days, unless another mutually agreeable period 

of time has been agreed to in writing in advance, after disaffiliation to remove all personal property from all 

Crye-Leike locations and/or offices. After 5 days, Crye-Leike may box-up and store Associate's personal 

property and either store it for a maximum of 30 days or dispose of the personal property via sale, donation, 
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or trash-out at Crye-Leike's complete and sole discretion. Associate shall reimburse Crye-Leike for all 

reasonable costs of boxing, moving, storing, selling, trash-out, and/or donating the personal property. 

 

1:2:4  Incoming Calls/Walk-Ins/ Internet Inquiries: Whenever possible, callers, internet inquiries, and walk-ins 

are to be directed to the Associate who has the property listed, caused the call/walk-in in the first place, 

whether from a sign, ad, or referral – said Associate will have a limited time in which to act upon the 

inquiry and/or lead. In the event the caller, internet inquiry, or walk-in does not want to leave a message, be 

transferred to voicemail, be transferred to another telephone number, or wait for the Associate they’ve   

           identified or the listing licensee, then the caller, internet inquiry, or walk-in will be handled by the 

person  

           on floor or the Internet Customer Care team (other licensed Associates in the company) similar to 

office duty. Branch manager will make the final decision if there is any confusion as to callers and/or walk-

ins at their offices.  Listing licensees will have 30 minutes to respond to internet inquiries on their listings. 

After 30 minutes, Crye-Leike will send the inquiry to another Associate in the interests of responding 

quickly to customer needs. Crye-Leike reserves the right to place callers, internet inquires, and walk-ins 

with any Associate who can quickly assist the caller, internet inquiry, and/or walk-in customers. Leads 

from ICC are handled in accord with ICC terms and agreements. 

 

1:2:5 Incentives for Real Estate Production: Each year criteria will be posted or provided in each office 

describing goals for various incentives such as the Top Producers Trip, the Crye-Leike Million Dollar Club, 

Monthly Sales Leader Ads, private offices, etc. See your office administrator or branch manager for a copy 

of the current criteria to obtain these incentives. To receive any incentive, Associates must be affiliated 

with Crye-Leike at the time the incentive is distributed or occurs. Crye-Leike may change the different 

incentive initiatives from time to time. 
 

1:2:6  Sales Meetings & Tours: Sales meetings, while not mandatory, are conducted weekly to inform 

Associates of policy changes, company events, market conditions, training, financial matters, and other 

important issues. Associates are charged with knowing any real estate license law. Tours follow the sales 

meeting and allow associates to familiarize themselves with new listings so that they are better able to 

describe these listings to prospective buyers. Associates should not promise a tour or make a commitment 

to sellers that their homes will be toured in any specific time period. Weather, listing volume, distance from 

any Crye-Leike office will affect when or if a property will be toured. Property should be scheduled on a 

“first-in, first toured” basis regardless of from which branch the listing associate operates. Each office tours 

listings that are within the market area of that office. No office should be touring all areas as this makes it 

less likely that their area will be served regularly. Tour lists and routes will be at the discretion of the area 

branch manager. The listing agent or their representative should attend the sales meeting and tour of the 

office that tours the listing agent’s property to insure that lights are turned on/off, alarms are off/on, etc. 

During any tour, always assume that the homeowner is present. Be polite and positive. Price or condition 

should not be discussed with the owner. Constructive comments and suggestions regarding price and 

condition should be identified on the “tour evaluation sheets” and turned in to the tour leader or office 

administrator of the touring office. 
 

1:2:7  Training: Crye-Leike provides a comprehensive post-license training program for new Associates (and 

assistants of Associates) to cover certain parts of the law, Code of Ethics, and to insure training for the 

general benefit of the public. Experienced associates transferring to Crye-Leike should check with their 

broker/manager concerning recommended sessions. 
 

1:2:8  Extended Absence: Associates who will be out of town or otherwise unavailable for extended periods of 

time (generally more than 48 hours) should notify the office and arrange for another Associate to take calls 

and service clients. If Associates fail to provide notice, then the branch manager may assign the 

responsibility to work offers or otherwise service clients to another Associate and arrange payment for such 

services from the Associate who left without making prior arrangements. 
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1:2:9  Personal Safety: Associates are advised to take precautions to protect their safety at all times.  Methods of 

protecting yourself might include, but are not limited to, these or other precautions: a) Not meeting unknown 

customers at a vacant property alone. b) Having customers meet Associates at a branch office. c) Leave a 

schedule and cell number with office personnel or a friend with expected time of completion. d) Not 

wearing expensive clothing or accessories when showing property, in promotional materials or in social 

media, or at listing presentation meetings. e) Learn/practice/utilize self defense f) Purchase and use cell 

phone apps concerning safety. g) Carry whistles and/or mace, (f) Arrange for your personal assistant or 

staff or a friend/family member to phone you during showings or open houses so you can mention a special 

phrase to alert them you feel at risk and you would like them to take a previously agreed upon action in 

response to the special phrase (i.e., come to the site, check on you again in a few minutes, or other action).  
 

1:2:10  Smoke Free Environment, Drugs & Alcohol: Smoking and the use of alcohol, chemicals, or drugs (other       

than prescribed) are not permitted in Crye- Leike facilities. Smoking will only be permitted in designated     

areas outside of the building. No smoking will be permitted in front of the building, on the balconies, and 

without a safe disposal container. 

  

1:3  TERMINATION 
 

1:3:1  Generally: Upon written notice, either Crye-Leike or the Associate may terminate the Associate’s 

affiliation with Crye-Leike at anytime for any reason or no reason. 

 

1:3:2  Property and Materials: Upon termination, Associates must immediately hand over to their respective 

branch manager all property, equipment, materials, supplies, keys, electronic entry cards, books, papers, 

forms, and documents in all forms (electronic, paper etc.), including all copies, provided by Crye-Leike or 

provided on behalf of Crye-Leike. All property, equipment, materials, supplies, keys, electronic entry 

cards, books, papers, forms, procedures, training materials, software, documents, in all forms, which may 

be provided or available for the fulfillment of providing real estate licensee/brokerage services belong to 

and are for the benefit of Crye-Leike. Any use of “Crye-Leike” by Associates shall immediately cease upon 

termination. This includes any websites, advertising, or web traffic generation that uses “Crye-Leike” or 

any derivative thereof. 

 

1:3:3  Commissions/Fees: Associates are only entitled to a share of commissions or referral fees actually  

received by Crye-Leike, less the Broker Service Fee and excluding any base commission amount, from 

transactions that were pending (i.e. fully executed and binding real estate contracts) at the time of 

termination. Subject to the following exceptions, commission/fees will be paid according to Associate’s 

normal commission schedule applicable at the time of termination. However, in the event a pending 

transaction closes after December 31st of any year, the commission/fees shall be paid according to the 

commission schedule that the Associate would have qualified for in the New Year. Commissions/fees from 

referrals by Crye-Leike Relocation, Internet Customer Care, Crye-Leike REO, or any Crye-Leike affiliate 

shall be paid to Associates according to the splits dictated by that division/entity. .  In the event Associate is 

unable or unwilling to continue working on a transaction and see it through closing and either the broker-

manager or other designated Associate further assists a customer, then Crye-Leike, in its sole discretion, 

may allocate the commission between the terminated Associate and the Manager or Associate who 

completes the transaction. 
 

1:3:4  Monies Owed: Upon termination, any money of any nature owed to Crye-Leike by Associate becomes 

immediately due and payable. Any monies not paid will be deducted from Associate’s share of any 

commissions/referral fees prior to disbursement to Associate. In its sole discretion, Crye-Leike may charge 

interest at a rate permitted by law on any balance that remains after deductions from commissions/ referral 

fees (or if Associate has no commissions or referral fees from which deductions can be made). Associate 

must contact the accounting department to arrange payment upon terms and conditions acceptable to Crye-



 
Page 10 

 

Leike. Crye-Leike may pursue collection by all available means and Associate will be responsible for any 

attorney fees, suit expenses, and/or costs incurred by Crye-Leike. 

 

1:3:5  Benefits: Upon termination, most, if not all associate-paid group insurance benefits will cease. To 

determine what, if any, coverage you may have the opportunity to continue, contact the Program 

Administrator, Dergalis and Associates (866-738-9003). 

 

1:3:6  Ownership: Upon termination, all listings, buyers side transactions, and referrals being handled by 

Associates shall remain the sole and exclusive property of Crye-Leike. In its sole discretion, Crye-Leike 
may elect to transfer a listing to Associate’s new broker upon terms and conditions acceptable to Crye-

Leike. 

 

1:4 CONFIDENTIALITY 
1:4 Non-Disclosure of Confidential and Proprietary Information  

All business information of Crye-Leike (Company), including work and personnel information, 

documents/forms and information on the Crye-Leike intranet, are proprietary content and should not be 

disclosed or otherwise made available to anyone outside of Crye-Leike without prior written authorization 

from an applicable division head, Harold Crye, Steve Brown, Gurtej Sodhi, or the Legal Department.  

  

If you have a question about whether a release is appropriate, you should check with the applicable division 

head, Harold Crye, Steve Brown, Gurtej Sodhi, or the Legal Department before making the 

release. Improper or unauthorized disclosure is the basis for disciplinary action: including termination of  

affiliation and/or civil or criminal prosecution.   

 

Through the course of your affiliation with Crye-Leike, Company may disclose or otherwise make 

available to you, directly or indirectly, information that is not otherwise available to the public. This 

information includes, but is not limited to the following:  

  

Customer account information, customer lists, buying habits or preferences, (including, but not limited 

to, names, addresses and other information relating to customers), agent/employee information 

(including, but not limited to, names, addresses, compensation, benefits, health information, manuals, 

handbooks, job descriptions or other type of personally identifiable information), cost data, vendor lists, 

financial information, marketing information, future business information, projections, computer 

programs, software, interfaces, data samples, operational forms, trade secrets, or all information 

designated confidential and/or proprietary by Company during the course of your affiliation.  

  

You are responsible for: 1) treating all matters relating to Company’s business as confidential and entrusted 

to you for use solely in your capacity as an independent contractor of Crye-Leike; 2) not disclosing to any 

person any Confidential and Proprietary Information either during your tenure of affiliation or following 

termination of affiliation, and 3) not, at anytime, reproducing or sharing verbally, electronically, or in 

writing, any information disclosed to or otherwise made available to you, directly or indirectly, during your 

affiliation with Company. 

 

2:0  ADVERTISING 
2:1  GENERALLY  

All ads should comply with applicable Federal and State law, the NAR Code of Ethics and Crye-Leike 
policy. Visit the Intranet for Crye-Leike’s policy regarding do not call, fax, and email regulations. 

 

2:2  PROPER USE OF CRYE-LEIKE BRAND/LOGO  
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Crye-Leike® is a registered service mark of Crye-Leike, Inc. Crye-Leike Marketing should be consulted 

for proper font, paint color, and use of the Crye-Leike name or logo. Associates do not have the right to change 

the font, color or design of the Crye-Leike name or logo. Any and all uses “Crye-Leike” must be approved in 

writing by the Marketing, IT or Legal department. Unauthorized uses of “Crye-Leike” may be prosecuted 

at Crye-Leike’s discretion. “Crye-Leike” is a registered service mark belonging to Crye-Leike, Inc. Any use 

of the Crye-Leike name or logo requires written approval from Crye-Leike, Inc.  Some examples of 

instances where this applies (but not limited to) are – 

 In traditional print  - This includes newspaper, newsletters, flyers, etc  

 In electronic format based communication - This includes emails, blogs, social media site postings, etc  

 In on-line sources - This includes websites, registered domain names, representation on listing and 

content portals, etc. 

 

Crye-Leike, Inc. has invested in and developed its brand, associated industry reputation and good will since  

1977 and has a responsibility towards all its constituents (the sales associates as well as the customers) to 

ensure that the “Crye-Leike” brand represents a consistent and dependable consumer experience.  This is 

becoming even more relevant in today’s environment where the consumers destination is the corporate on-

line presence and not necessarily a brick and mortar facility.  It is imperative that Crye-Leike provides all 

of its customers with a clear internet destination where-at they may get information on listings, services and  

engage with affiliated sales associates. 

 

To protect the interests of Crye-Leike and all its sales associates in a fair and equitable manner, we are 

reminding all parties about the above-stated policy and specifically to the registration of domain names and 

operation of websites.  Please note that sales associates can register and operate a website that has “Crye-

Leike” in it; however, it would also NEED to include some form of the sales associate’s name.  To clarify 

further: Acceptable Example Domain Names -  CryeLeikeChet.com; AnnSellsWithCryeLeike.com 

Unacceptable Example Domain Names - CryeLeikeMemphis.com; CryeLeikeAgent.com 

 

The domain name cannot be misleading to the average public/website visitor. It cannot appear to be a 

corporate/company owned site. It must be clear that the website belongs to an INDIVIDUAL sales 

associate affiliated with the company. If an associate chooses to register a domain name with the words 

“Crye,”  “Leike” or a variant thereof contained in it, Crye-Leike reserves the right to review the name. If it 

is felt to be misleading we will ask the associate to cease use of the domain name. Also, any sales 

associate’s website MUST link back to the main Crye-Leike company site at www.crye-leike.com. 

 

2:3  MEDIA, DIRECT MAIL, AND INTERNET ADS  

Advertising that relates to services provided as an Associate of Crye-Leike must receive prior branch 

manager approval. Associates pay for all advertising, including printing and postage. 

 

2:4  BILLING FOR ADS 

Associates may charge certain expenses to their “ad bill” so long as balances are paid in a timely manner.  

Accounts are billed approximately two weeks before they become due. Interest accrues on any non-paid 

accounts from the due date until paid in full. Crye-Leike will deduct from Associates’ commissions/fees 

any amounts due to Crye-Leike from Associate.  Crye-Leike, at its sole discretion, may charge unpaid ad 

bills to Associates credit cards or turn them over for collection.  Associates are responsible for maintaining 

an open credit card account and/or paying all reasonable costs of collection, including attorney fees. 

 

2:5  NAME SIZE 

Associates may not post their name in letters larger than the firm name in any advertising/marketing 

material. 

 

2:6  PHONE NUMBERS 

http://www.crye-leike.com/


 
Page 12 

 

Any ad or marketing material with an Associate’s telephone contact numbers must also include the branch 

telephone number in the same size print. 

 

2:7  BULK MAIL 

Crye-Leike Marketing provides bulk-mailing capability at Associate’s expense. However, Crye-Leike is 

not responsible for lost or delayed mail as a result of failures or delays caused by the U.S. Post Office or 

failure of Associates to comply with bulk-mail requirements. Seek advice early from Crye-Leike Marketing  

before any planned bulk mail-outs. 

 

2:8      COPYRIGHTS TO LISTINGS 

           Associates may not post any Crye-Leike listings on any websites other than Crye-Leike’s website, 

the  

           local MLS (provided it is not posting elsewhere), and an Associate’s own website. Associates shall 

ensure that aggregator sites are not able to scrape the data from or otherwise pull from Associates’ personal 

websites. Crye-Leike has agreements with certain websites outside of its own and the MLSes where Crye-

Leike listings are found on the internet. 

 

2:9  ADVERTISING FINANCE TERMS 

Disclosure (in any medium) of certain financing terms can trigger federal law disclosure requirements 

under Regulation Z. Finance charges (e.g. “assumable 8% mortgage”), any other charge that may be 

imposed (e.g. “5% down”), or monthly payment amounts should not be referenced. Permissible financial 

terms are price and APR (annual percentage rate). 

 

2:10  SIGNS AND SIGN RIDERS 

Crye-Leike provides standard ‘For Sale’ and ‘Sold’ panels and accompanying frames to Associates, as well 

as certain “strip” signs at no extra cost. In most locations, Crye-Leike provides installation for a fee. Sign 

pick-ups are free. Premier Property signs are sold to Associates through Crye-Leike’s provider. Associates 

may not create their own ‘For Sale’ or ‘Sold’ signs using the Crye-Leike name or logo. If Associates install 

their own signs, installation must be done in conformity with State laws, local ordinances or Home Owner 

Association rules. Associates are responsible for any fines for incorrect installation. Installations may be 

delayed if Associates do not provide clearly legible instructions, including directions and any other required 

information. Associates should not keep “spare” signs. Regular ‘For Sale’ signs should not be used on lots. 

Contact Crye-Leike Marketing for lot signs. Arrows and directional signs cannot be placed without 

property owner’s permission. Associates are responsible for purchasing their own name strips, ‘Open’ 

signs, or any other promotional or special signs. All signs must be approved by the branch/regional 

manager. All sign riders should be ordered through Crye-Leike Marketing for proper appearance and 

professionalism. Brochure boxes attached to signs deteriorate over time due to weather and use/abuse from 

customers. The sign department is not responsible for boxes that crack or break when removed from signs. 

The sign frame and “For Sale” portion of the sign are the property of Crye-Leike.  All signs belonging to 

Crye-Leike should be returned to Crye-Leike.  Crye-Leike may charge an Associates ad bill for unreturned 

frames and/or signs. 

 

2:11  GIFTS & PRIZES 

Cash gifts or cash prizes to customers or potential customers are generally prohibited by law. Crye-Leike 

will not sponsor or approve the giving of gifts or prizes as an inducement for buyers/sellers or 

landlords/tenants to purchase, list, or lease real estate through Crye-Leike. Associates may give a nominal 

nonmonetary gift to former buyers/sellers and landlords/tenants as a “thank you” for their business. 

 

3:0  REAL ESTATE SERVICES AND TRANSACTIONS 
 

3:1  AGENCY 
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All Crye-Leike agency relationship policies shall be governed by the agency documents applicable to the 

state(s) in which Associates operate. See your branch manager or office administrator for the policy of your 

region/state. Associates should not engage in any practice or take any action that is inconsistent with exclusive 

representation or exclusive brokerage relationship agreements that other licensees have with clients. (See 

NAR Code of Ethics and Standards of Practice Article 16). 

 

3:2  LISTINGS: OBTAINING & SERVICING 

3:2:1  Ownership: All listings should be taken in the firm name and are the property of Crye-Leike. In its sole 

discretion, Crye-Leike may reassign any listing. 

 

3:2:2  Listing Commission: The brokerage commission rates charged by Crye-Leike for the sale, rental, or  

           management of real property are not determined by the MLS, the Association of REALTORS®, or 

any  

           other entity. Crye-Leike’s brokerage commission is established independently and without respect to 

what competitors may charge. When discussing brokerage commissions with the public, Associates should 

only   

discuss Crye-Leike’s commission rates. (Crye-Leike’s Commission/Compensation Policy is contained in  

Section 6.) Associates may not release, terminate, transfer, or amend the commission on any listing. When 

a listing has been reassigned, the original listing broker manager has the sole discretion to determine 

whether the receiving associate will pay a referral fee to the original listing associate. 

 

3:2:3  Types of Listings: 

a) Exclusive Right to Sell: Unless specifically authorized by a regional manager or principal of Crye-

Leike, all property is to be listed as an Exclusive Right to Sell. Sellers should be given a copy of the listing 

and every form they sign at the time of signing. 

b) Agreement to Show Property: This is a written agreement authorizing Crye-Leike Associates to show 

unlisted property for a specific time period. Forms are available on the Intranet or in the branch office. The 

sale should be reported to the MLS if it will allow it. Commission should cover selling side of at least 3%, 

unless otherwise approved by manager. 

 

3:2:4  Forms: Associates are advised to use Crye-Leike forms unless the State requires otherwise. Most Crye-

Leike forms can be found on and printed from the Intranet. Check the latest date shown on the Intranet 

form and discard old forms. Associates are not authorized to practice law and should, therefore, consult an 

attorney if any form or contract requires special terms. Different types of property, such as land or condos,  

use different listing or MLS date entry forms. Look carefully and use the appropriate forms. 

 

3:2:5   Property Condition: Associates should secure information from the sellers and perform a visual  

examination of the property to prepare MLS information or that which is required by state law. Do not rely 

on information from previous listings or hearsay. Unless required to do so by law or MLS, Associates 

should not quote square footage or acreage. Associates may accurately measure and report room 

dimensions and descriptions in advertising. If Associates cannot see or verify evidence of a feature, then it 

is best not to include it in comments or advertising. 

 

3:2:6  Home Warranty: Home warranty contracts and informational pamphlets are included in each listing 

packet so that clients and customers may avail themselves of the protection afforded by these products 

during the listing period and so that sellers have an added incentive for consideration of their property by 

prospective buyers. Crye-Leike encourages either including home warranty contract(s) and information in 

the listing documentation or notating the client’s waiver of purchasing a home warranty. Brokers will be 

reviewing contracts for inclusion of a home warranty or a written waiver of a warranty.  Compensation for 

services performed may be available pursuant to HUD ruling(s). 
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3:2:7  Disclosure of Material Adverse Facts: Associates must disclose material adverse facts of which they have 

actual knowledge. Associates are not required to act as home inspectors, engineers, or other such experts, or to 

discover latent defects. Crye-Leike recommends that sellers disclose significant repairs such as, but not limited to, 

fires, flooding, wind, structural, earthquake damage, or wood destroying organism damage, and invite 

buyers’ inspection of the same. Crye-Leike recommends that affiliated agents, both listing and selling 

agents, insure necessary Lead Based Paint disclosures are signed by the purchaser prior to acceptance of a 

Sale/Purchase contract. Lead Based Paint disclosures are required to be in every file  

concerning a house built prior to 1978. 

 

3:2:8  Personal Property: At the time of listing, remind sellers that they are liable for lost or stolen items and  

          should, therefore, maintain adequate homeowner’s insurance. Also, remind sellers to keep small 

valuables,  

          cash, jewelry, handguns, and narcotics well secured. Large personal items such as mirrors, barbecue 

grills, refrigerators, window unit air conditioners, satellite dishes, propane gas tanks, and any leased items 

such as burglar alarms, should be discussed and clearly indicated as included or not included in any sales 

agreement. 

 

3:2:9 Exclusions to Listing Agreement: A seller and Associate may agree to exclude a prospect from the  

 listing agreement so that the seller does not have to pay a commission for a sale to the identified                  

 prospect. Clearly spell out the name(s) of the prospect(s) in the margin of the listing agreement, specify the  

 date the exclusion expires, and initial the information along with having the seller initials. 

 

3:2:10  Withdrawals/Terminations: Associates may not withdraw or terminate a listing without the consent of 

their broker manager. Any withdrawal or termination of a listing must be documented in writing. A seller is 

still liable under a listing agreement even though the subject property is withdrawn, i.e. temporarily taken 

off the market. The MLS information and Appointment Center instructions must be modified to reflect any 

change in status. Associates may not solicit withdrawn listings. 

 

3:2:11  Service Responsibility: Associates are responsible for staying in contact with their sellers, making sure 

that someone is available when the Associate is not, keeping the sellers informed of showing feedback, 

marketing efforts/ conditions, and recommendations, and working any offers. Crye-Leike may resolve 

seller listing service complaints through reasonable methods, including listing reassignment. 

 

3:2:12  Price Changes and Extensions: Any sales price change or extension of a listing must be in writing and 

signed by the seller, noted in Crye-Leike's listing file, and posted correctly on the MLS.  See Also §3:3:11. 

 

3:2:13  Bonuses: Crye-Leike does not encourage offering bonuses because of the disputes that often arise as to 

whether the bonus has been earned. If a seller wants to pay a bonus to selling associates, the specific 

conditions for earning the bonus must be clearly spelled out in the listing and in the MLS. Bonuses are 

treated just like regular commissions, i.e. they must be payable to the firm and brokerage to the firm 

applies. 

 

3:2:14  New Listings: Associates are responsible for entering data into the MLS and for installation of ‘For Sale’ 

signs in a timely fashion and in accordance with MLS rules. If an Associate’s production, as determined by 

the branch manager, warrants it, branch office staff will enter listings into the MLS and order sign 

installations; however, Associates must allow them sufficient time to do so to avoid fines or penalties and 

are ultimately responsible for said insertions. Associates are responsible for reviewing entries in MLS for 

clerical error. 

 

3:2:15 Joint Listings with Crye-Leike Associates: Associates who jointly list a property must reach a written 

agreement on their own, which should include marketing costs, marketing schedules, open house rights, 
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sign calls, who gets all prospects and listings obtained through the listed property. If there is no written 

agreement between the Associates, Crye-Leike will consider all advertising, commissions and prospects to be a 

50/50 split. 

 

3:2:16  Joint Listing with Another Company: Managing brokers must approve any ‘co-listing’ with another 

firm. The property must be listed in accordance with Crye-Leike’s commission policy. There should be a 

written agreement addressing advertising costs, open houses, and the fee split regarding the listing and 

selling side. 

 

3:2:17  Open Houses/Prospects: 

a) Notice to Owners Associates should have permission of owners to hold open houses. Owners should 

be reminded to remove valuables, including, but not limited to, cash, handguns, expensive jewelry, or 

prescription drugs, as Crye-Leike’s Listing Agreement states that the owner shall bear the risk of loss in 

case of theft or otherwise. Associates should recommend that sellers file a police report and provide 

notice to the insurance company in the event of any loss.   

b) Prospects Visiting Open Houses The Code of Ethics requires that all REALTORS  have a duty to 

ascertain whether a potential prospect is already engaged in an Exclusive Buyer Agency Agreement. 

Failure to do so could obligate the prospect to pay a commission and subject Associates who did not 

inquire to an ethics complaint. 

c) No Pre-Determined Procuring Cause Every sale is different; therefore, Crye-Leike makes no 

automatic rule about entitlement as to commission when a non-exclusive buyer agreement is in place, 

but a purchaser, for whatever reason, chooses not to use his/her agent to write an offer on a house held 

open by another licensee. Associates are, however, encouraged to treat their fellow REALTORS® as 

they would like to be treated. 

 

3:3  REAL ESTATE PURCHASE AND SALE AGREEMENTS 
 

3:3:1  Written Agreements: State rules and the NAR Code of Ethics and Standards of Practice require that all 

real estate contracts must be in writing. Do not “work offers” verbally until agreement and then reduce 

them to writing. Some states require the review and signature of a broker on all Purchase Agreements.  

Check with your branch manager for specific requirements. Be exact and complete when addressing special  

terms or conditions. 

 

3:3:2  Forms: Associates are not authorized to create forms. Most Purchase and Sale Agreements, Listing  

 Agreements, and related forms are posted on the Crye-Leike Intranet. When special contingencies  

 or language is needed, but not included in the form, check with the branch manager and, at their   

 suggestion, consult an attorney. 

 

3:3:3  Power of Attorney: Associates should not sign agreements for buyers or sellers through a “Power of 

Attorney” without written approval from Crye-Leike.  Approval will only be granted in the most extreme 

situations and the power will on be for the purposes of the closing. 

 

3:3:4  Amendments and Addendums: Be sure the seller and purchaser sign all amendments and addendums, 

including, but not limited to, the Property Condition Disclosure, Crye-Leike Disclaimer Notice, and Lead 

Paint documents, if applicable. Be sure that both seller(s) and purchaser(s) initial changes to contract 

documents. Sellers and Purchasers must receive copies of any document they sign. Identify any 

amendments and addendums in the body of the purchase and sale agreement. 

 

3:3:5  Contingencies: All contingencies should contain a termination date and state what will happen if the 

contingency is not met by the termination date. 
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3:3:6  Presentation of Offers: All offers should be delivered and presented as quickly as practicable. It is the 

Associate’s responsibility to present the offer. Crye-Leike reserves the right to designate a substitute to submit 

offers to the seller(s) in the event the listing associate is unavailable. 

 

3:3:7  Multiple Offers: 

a) When taking listings, Associates should explain to sellers that receiving multiple, competing offers is a 

possibility. Explain the various ways they may be dealt with (e.g. informing all potential purchasers that 

other offers are on the table and inviting them to make their best offer; countering  one offer while 

putting the others to the side; countering one offer while rejecting the other offers, etc.). 

b) Explain the pluses and minuses of each approach (patience may result in an even better offer; inviting 

each potential purchaser to make their “best” offer may produce a better offer(s) than what is currently 

on the table, or may discourage offers and result in their pursuing other property) and that absent the 

seller’s objection, all selling agents will be made aware of the fact that their buyers are negotiating in a 

multiple offer situation. 

c) Remember and remind the seller that the decisions are theirs to make, not Associates, and that 

Associates are bound by their lawful and ethical instructions. 

d) All offers should be delivered and “worked” with the sellers as soon as possible, regardless of when or 

in what order the offers or counters are received. 

e) All buyers and the sellers should be advised that during the offer-counteroffer stage, any of the parties 

may elect to (a) withdraw from negotiation, (b) change the terms of their offer or counteroffer, or (c) 

stand “pat” until the contract has been signed and all changes initialed and the acceptance 

communicated as required by the contract. 

f) If one of the prospective buyer’s is the listing associate’s customer, consider letting the other selling 

agent(s) present their own offer(s) to the sellers in the listing associate’s presence to lessen the chance 

of claims of favoritism. 

g) The listing associate should not advise any of the selling associates what price or terms any other 

selling associates have offered unless specifically instructed to do so by the seller. Even then, sellers 

should be advised that disclosing terms of offers could result in withdrawals or litigation. The listing 

agent is not required to call every agent at every stage of negotiation during the offer-counteroffer stage 

of multiple offer negotiations. They must, however, be certain every agent is aware that the multiple-

offer situation exists and the status of each counter is open to change as previously discussed. Listing 

agents, with seller’s approval, shall also disclose whether any offer came from the listing agent, another 

licensee in that company, or a co-op broker 

h) Ask all selling associates involved to explain to their buyers that it may be in their best interests to “put 

their best offer forward” initially AND THAT IF THEY ARE NOT SUCCESSFUL, IT DOES NOT 

MEAN THAT ANYONE ACTED INCORRECTLY. The seller will ultimately decide which terms and 

price best suit them. 

i) The buyer’s agent should tell their clients that the seller/seller’s agent MAY disclose the terms or 

conditions of offers to other parties unless confidentiality is required by law, regulation or agreement 

between the parties. Advise sellers that Crye-Leike strongly discourages sellers from countering two 

offers simultaneously and that they should seek independent legal advice before doing so. Countering 

two offers simultaneously can result in confusion, charges of “unfair notice”, and possible litigation. 

 

3:3:8  Earnest Money: 

a) All Purchase and Sale Agreements should be accompanied by a reasonable and sufficient amount of 

earnest money unless otherwise mutually agreed by the seller and buyer. Do not accept cash for earnest 

money. Ask the buyer to get money orders or a bank check if they don’t have an active checking account. 

Cashier checks are best. Have earnest money checks payable to the listing broker unless the parties agree 

otherwise. 

b) Crye-Leike will not immediately refund any earnest money before fourteen (14) days of receipt of same   

unless written evidence acceptable to Crye-Leike is provided from the bank acknowledging clearance of 
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the check. If earnest money checks are returned due to insufficient funds, sellers and buyers should be 

notified immediately. 

c) Do not take post-dated checks unless allowed by state law and the date of deposit is specified on the 

 Purchase Agreement. 

d) Interest will not be paid on earnest money deposits unless the deposit is a minimum amount of $5,000 

and is going to be held for 30 days. A W-9 form will also have to be signed by the person receiving 

interest. 

 

 

3:3:9  Earnest Money Releases: Managers should disburse earnest money per Real Estate Commission  

guidelines and per contract (which should be consistent with Commission guidelines) but should not allow 

funds to remain in escrow without an extension of the contract. When disputes exist regarding disposition 

of earnest money, Managers should make their best efforts to get the parties to sign the Earnest Money 

Release form. Managers should use the form provided on the Crye-Leike Intranet, informing the parties of 

their intent to interplead the funds unless a mutual agreement is reached. If agreement is not reached, 

Managers should try to make a reasonable interpretation of the contract and release said funds to the 

appropriate party. If the amount is over $2,000, Managers should consult Crye-Leike corporate counsel or 

interplead the funds if the facts are not sufficiently clear enough to make a determination. 

 

3:3:10  Transaction Documents: Turn in to the Office Administrator or Contract Secretary copies of the Contract, 

Agency Confirmation, Exclusive Right to Sell Agreement, Buyer Agency Agreement, Co-op Agreement, 

Lead Paint Disclosure (if built prior to 1978), Property Condition Disclosure, Crye-Leike Disclaimer form, 

Affiliated Business Disclosure, copy of the earnest money check, AHS home warranty contract (if 

applicable) and any other document on your office checklist or that may be required in an office file by 

your state. This will be Crye-Leike’s file and is not intended to substitute for the Associate’s individual 

transaction file, which may contain much more documentation and/or notes about a customer or the 

transaction. Crye-Leike’s file, either physical or electronic, can be available for an Associate who is/was 

involved in the transaction to review and/or make copies, but it should not be considered to be the 

Associate’s file. Associates are strongly encouraged to save their own files for their own records, including 

– but not limited to – such as tax, income, licensure, etc. 

 

3:3:11  Mortgage Fraud: To combat mortgage fraud and other potentially unscrupulous real estate practices, the  

following should be adhered to: 

a) Any increase of the contract sales price above the list price must be supported by reliable  

comparable home sales data. If the proposed sales price increase is more than 10% of the original list price, 

then the entire contract, including addendums, should be reviewed by the Managing Broker. 

b) The use of any grant, gift or down payment assistance program must be clearly identified in the body of 

the purchase and sale agreement, not an addendum. The amount of the grant or gift, the amount of the 

seller’s contribution to the program, and the name of the program contributing the funds must be spelled 

out in the contract as well as on the HUD1. 

c) The list price in the MLS should never be adjusted to match a contract sales price. 

d) If a seller agrees to carry a second mortgage, then that fact should be identified in the body of the 

contract as well as on the HUD1. Second mortgages should also be recorded. If a seller and/or purchaser 

insist on proceeding with a transaction absent the above specifications, then immediately contact your 

Managing Broker. Crye-Leike may refuse to participate in or collect a commission from any transaction 

that it deems contrary to ethical or legal practices. 

 

3:4 Company Procedures for Independent Contractors Acting as Property Managers 

The following Procedures have been created for independent Contractors affiliated with Crye-Leike 

Realtors who are overseeing rental property as a “Property Manager”.  Please note that the differences 

below between “leasing agents” and “property managers:” 
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Leasing Agent: This agent may assist in the marketing of a rental (similar to a listing) or may assist renters 

in finding a place to rent (like helping a buyer). There is typically a commission paid to this agent. However, this 

agent never handles deposits or monthly rent and is not responsible for regular 

maintenance of the property. 

 

Property Manager:  This agent may perform the same role as a “leasing agent;” but, will have the 

additional responsibilities of holding deposits, collecting monthly rent, and regular 

maintenance of the property. 

 

For an agent acting as property manager for customers, not themselves, the following procedures will apply: 

 

1) Contact your local Property Management Department for coordination. If your area does not have a local 

Property Management Department, check with your regional manager. 

2) Crye-Leike “Management Agreement” will be used to list a rental. 

3) Once a lease is in place, agent will provide a copy of the lease to his/her broker. 

4) All deposits and monthly rent checks will be made out to Crye-Leike Property Management 

5) Crye-Leike Property Management will oversee all financial records and reporting. This includes cutting 

checks to owners, vendors (on repairs), and Crye-Leike Realtors (who then pays agent). 

6) Crye-Leike Property Management will provide monthly reports to owner. 

7) Billing turned in by month’s end will be paid on the 10
th

 of the following month. 

8) Rental income will be paid to homeowner on the 10
th

 of the month following the month in which rent is 

received. 

9) Agent’s responsibilities include: obtaining W9s for all vendors, managing all aspects of the property, 

providing all necessary paperwork to Crye-Leike Property Management. 

10) Commission will be split as follows: 20% of the monthly management fee will be paid to Crye-Leike 

Property Management. Then agent will be on a 70/30 split of the remainder, regardless of the split 

applicable to sales. 

11) No forms that include the Crye-Leike name nor logo or Crye-Leike e-mail address shall be used for 

personally or family owned properties for which the Agent does property management activities unless the 

property is included in the above-referenced protocol of property management.  No advertisement that a 

property as available for lease or rent shall include the Crye-Leike name or logo unless the same is being 

administered through the above-referenced protocol.  An agent who performs property management for 

his/her own properties shall include a statement in the lease that his/her broker is not involved in the lease 

when the property is not included in the above-referenced protocol.  There are restrictions for Errors and 

Omissions claim coverage for agent – owned properties for which the agent performs property 

management. 

 

3:5  LITIGATION, CONTROVERSY, AND DISPUTES 

Crye-Leike, within its sole discretion, may determine: (1) whether or not any litigation, controversy or 

dispute concerning commissions, real estate transactions, or any other real estate related matter involving 

Crye-Leike or Associates will be prosecuted, defended, compromised or settled, and in what manner; (2) 

the terms and conditions of any compromise, settlement, or other resolution; and (3) whether to employ 

counsel and to incur legal expense. Associates are expected to cooperate fully with Crye-Leike regarding 

any litigation, controversy, or dispute. If a compromise or settlement involves the payment of money or 

anything of value by Associate, such compromise or settlement will not be accepted by Crye-Leike without 

the consent of Associate; provided, however, should Associate refuse consent, Associate will be 

responsible for, any damages, expense, costs, fees, or other loss incurred by Crye-Leike, its officers, 

directors, brokers, employees, and stemming from such refusal to the extent such damages, expenses costs, 

fees, or other loss are not covered by errors and omissions insurance or any other insurance. Except as 

otherwise provided in Section 6:8, if Crye-Leike authorizes the commencement of any action, proceeding 
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or litigation regarding any transaction in which Associate participated, then Crye-Leike and Associate will 

share the expense connected therewith in the same proportion as the commission split applicable at the time the 

expense is billed or otherwise incurred. Associate is responsible for any damages, expenses, costs, fees, or other 

loss resulting from a claim, demand, litigation, proceeding, or other matter that relates to real estate 

services provided by Associate to the extent that said amounts are not covered by errors and omissions 

insurance or any other insurance. 

 

4:0  RELOCATION SERVICES 
 

4:1  GENERALLY 

Per contract, Crye-Leike Relocation is obligated to pay relocation referral fees and/or relocation network 

administration fees. 

 

4:2  OUTGOING REFERRALS 

All outgoing referrals other than to another Crye-Leike Associate should be placed through Crye-Leike 
Relocation. Outbound referrals require the customer’s permission to be referred. Crye-Leike is charged a 

relocation network administration fee even if Associates elect to place an outgoing referral without the 

assistance of Crye-Leike Relocation (other than to another Crye-Leike associate, i.e. intercompany 

referral). Said fee will be deducted from any referral fee received before distribution of the balance 

pursuant to Associate’s applicable commission split. Please call Relocation Services for applicable charges. 

 

4:3  INCOMING REFERRALS 

Incoming relocation referrals, which may be to list the home of a seller who is leaving town or to find a  

home for a buyer who is moving to town, are given to Associates who have met all of the required 

qualifications and are deemed by Crye-Leike to be the best match for the transferee based on his/her needs 

as discussed with the Relocation Coordinator in Relocation. For corporate owned inventory listings, any 

prior listing agreements with a transferee will be null and void at the time the transferee accepts the 

corporate buyout. Relocation will give consideration to any relocation qualified associate who serviced the 

property prior to the corporate buyout. However, Relocation, in its sole discretion, may reassign the listing 

to provide the service required by the corporate client. Please call Relocation Services for applicable 

incoming relocation splits and/or charges. 

 

4:4  REGISTRATION OF CLIENTS 

Associates should register their buyer and seller clients with Crye-Leike Relocation either by phone or 

email as soon as they anticipate working with them in an effort to avoid having to pay referral fees to other 

parties who may be referring the same transferee client to Crye-Leike Relocation. Crye-Leike has contracts 

with certain entities, who charge Crye-Leike referral or other fees regardless of whether clients and 

customers are timely registered with Crye- Leike Relocation. If Crye-Leike Relocation is unaware of a 

customer working with an Associate and Crye-Leike Relocation Services accepts the referral from another 

source, a referral fee will be due. Crye-Leike Relocation cannot reject the referral once it has been 

accepted. Even if buyers or sellers work with multiple Associates within our firm, the Associate who 

ultimately sells property to or for the client will be obligated to pay a referral fee. 

 

4:5  OBLIGATIONS REGARDING REFERRALS WHEN TERMINATING 

Referrals, whether buyers or sellers, assigned to Associates by Crye-Leike Relocation or the Internet 

Customer Care (ICC) Department are the property of Crye-Leike and shall be returned to Crye-Leike, 

together with all documents and other items related to such business, upon termination. After termination, 

no commissions or fees will be paid to Associates regarding any closed transaction unless a written 

Purchase and Sale Agreement was properly executed by buyer(s) and seller(s) before the termination of the 

relationship between Crye-Leike and the Associate. If any referrals are sold/pending at the time the 
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relationship is terminated, all applicable referral fees and any other amounts owed Crye-Leike shall be 

deducted from commissions/fees prior to disbursement to Associate. 

 

5:0  CLOSING PROCEDURES 

 

5:1  BASIC STEPS: 

5:1:1  Review the Purchase Agreement and related addendums to refresh your memory of all agreements to 

which the parties have committed. (Crye-Leike and Associates are not parties to the contract.) 

5:1:2  Confirm that the buyer and seller have scheduled the correct place and time of closing, preferably before 

the 25th of the month, before noon, to allow time for courier deliveries and wire transfers of funds. 

5:1:3  Order earnest money and sign pick up. Contact the Accounting Department several days prior to closing 

and have the check made payable to the appropriate closing officer or title firm. The listing associate 

should order sign pick up. 

5:1:4  Attendance at closing is strongly recommended. Review the settlement statement prior to closing, if at all 

possible. Advise the closing attorney/agent, the other agent, and your client if you see any errors or items 

that don’t conform to the contract. Make sure the buyer has spoken to the closer for correct amount and 

type of funds to bring to closing. Confirm possession arrangements, key exchanges, and utility transfers 

according to the agreement of the parties. 

 

5:2  MOVE-IN AGREEMENT 

a) Crye-Leike does not recommend move-ins before closing. No buyer should be given keys or possession  

without a fully executed Occupancy Agreement, signed by seller(s), and spelling out responsibilities of the  

parties, including, but not limited to, rent (if any), insurance coverage, and vacating in the event closing 

does not occur. 

b) In some markets, brief occupancy by the sellers after closing (1-5 days) without rent is customary. Any 

extended occupancy should be addressed with an Occupancy Agreement. 

 

5:3  DOCUMENTS TO ACCOUNTING 

No checks should be issued without copies of all required documents (see 3:3:10) turned in at the branch 

and copies of the HUD-1 and Crye-Leike Commission Disbursement forms to Accounting. Accounting will 

make their best efforts to provide checks the same day if all documents have been provided and time 

permits. 

 

5:4  FAILED TRANSACTIONS 

Copies of rejected or failed contracts and related forms should be turned in to the office in the event that 

issues arise later that might require proof of same or to conform to state license law. Earnest money should 

be disbursed or interplead according to the terms of the contract. 

 

6:0  COMMISSIONS, FEES, OTHER COMPENSATION 
 

6:1  COMMISSION SCHEDULE  

Commission splits are paid based on the then current Commission Schedule. Commission schedules are 

applicable for the calendar/anniversary year, depending on which is applicable, and may be changed from 

time to time in the sole discretion of Crye-Leike. The applicable commission schedule for associates is 

determined by the Associate’s previous calendar/anniversary year’s net earnings. Deferred commissions 

will be paid on the commission schedule applicable at the time the commission is received by Crye-Leike. 

The broker service fee and any base commission amount are not subject to split with Associates. Broker 

Price Opinion fees will be split with 80% being paid to the associate regardless of the associate’s then 

current split for sales. 

 

6:2  STARTING COMMISSION FOR ASSOCIATES TRANSFERRING FROM ANOTHER FIRM 
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Crye-Leike will treat the net (1099 income) income paid to an Associate at their previous firm as if they 

earned it at Crye-Leike when determining their starting rate. Transferring Associates must provide Crye-Leike 
Accounting with the previous year’s IRS form 1099 from their previous broker or a year-to-date  

statement of net earnings from their previous broker to determine their starting split with Crye-Leike. Net  

           income earned during the year from the previous broker plus the net income from Crye-Leike will be used  

           to determine the next year’s starting split. 

 

6:3  BONUSES, FEES FOR REFERRALS, APPRAISALS, CONSULTING, OTHER COMPENSATION 

Any income or other consideration paid for acts contemplated in the Independent Contractor Agreement 

and/or activities related to real estate sales, consulting or property management must flow through Crye-

Leike and are subject to brokerage. This policy is applicable regardless of the way the income or 

consideration is paid or described, including, but not limited to, trips, gift certificates, bonuses, coupons, 

compensation for sales of or providing information for home warranties or other consideration and 

regardless of how the business opportunity arose; whether it be through an affiliated licensee’s self 

promotion or a company generated referral. All income generated from Broker Price Opinions will be split 

80/20.  

 

6:4  REDUCTION OF COMMISSION 

Associates are not authorized to charge less than the commission or fee structure established by Crye-Leike 
without written authorization from their branch manager or other authorized broker in the branch or firm. 

Any unapproved adjustment will be deducted in full from Associate’s share of commission. Acceptable 

deviations from the company commission policy are available on the Crye-Leike Intranet by region and 

must be signed by a manager or their designee. 

 

6:5  PAYMENT OF COMMISSION AND/OR LEASING FEES 

a) All commissions and leasing fees (collectively “commissions” in this section) are to be issued to and 

deposited with Crye-Leike within 10 days of the closing. Commissions will be split and paid to Associates 

pursuant to the commission schedule in effect at the time the commissions are received by Crye-Leike, less 

the broker services fee and excluding base commission amount and after deductions for any expenses, 

advances, draws, loans, receivables or any other outstanding monetary obligations owed to Crye-Leike by 

Associate. Commissions will be available for pick up by Associates as soon as practicable after collection 

and processing. 

b) In the event of a disagreement or dispute between Associates affiliated with Crye-Leike regarding 

commissions, the Associates and their managers should make good faith efforts to resolve the situation.  

Disputes regarding commission may include, but not limited to, who is the procuring cause or the amount 

of a co-op.  If the managers are not able to resolve the situation, then the Associates shall submit the issue 

to Crye-Leike’s in house Arbitration Program.  The decision of the in house Arbitration Panel is final and 

binding. 

c) The amount of commission you pay to Crye-Leike selling associates in coop sales will vary according to 

the total collected, the source of the fee (certain relocation/third party require certain payouts), and local 

practice. Check with your branch/regional manager if in doubt. 

d) If the commission earned by an Associate in a transaction raises the Associate up to the next commission 

 split level, then the part of the commission that exceeds the Associate’s current level commissions earned 

 amounts will be calculated at the higher commission split level. 

e) Associates may deduct a percentage or fixed dollar amount from their commission to be sent to a 

designated savings/retirement account. Clearly indicate this intent on the Commission Disbursement form 

and notify Accounting if account numbers or addresses change. 

f) Associates should not hold commissions received at a closing; but, rather should timely turn them over 

and/or make efforts to encourage closers to remit them timely.  In no event should commissions be held by 

an Associate for more than 10 days after a closing.   
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6:6  COMMISSIONS TO “TEAMS” 

           By law, commissions must flow through the broker. Many states do not allow real estate licensees to pool  

           commissions. Crye-Leike will not allow combining of commissions by persons other than husband 

and wife. Unrelated Associates or otherwise related Associates may advertise together and ‘split’ the 

commission, but each one will be paid in accordance with their own commission schedule. Associates may 

refer buyer or seller clients to other Crye-Leike Associates for up to 50% of the total commission being 

paid on such referral. That 50% amount will be calculated on the split of the Associate referring the 

business; however, the remaining 50% commission will be paid according to the schedule of the Associate 

who received the referral. 

 

6:7  DEFFRRED COMMISSIONS 

Associates may not agree to accept a deferred commission without Crye-Leike’s written approval. A 

deferred commission arrangement must be documented in writing prior to closing. The seller must execute 

a promissory note for the amount of commission being deferred plus interest at the maximum rate allowed 

by law unless a lower rate is agreed by Crye-Leike in writing. The promissory note must also be secured 

and set forth the payment schedule. Holding commissions received at a closing is not an acceptable method 

to defer commissions. 

 

6:8 COMMISSION ADJUSTMENTS AND DISPUTES 

a. Crye-Leike has the sole right to determine whether a commission will be adjusted.  

b. Crye-Leike also has the sole right to reject a commission from any transaction which, in its discretion, it 

deems contrary to ethical or legal practices of real estate professionals. Any proceeding to collect 

commissions must be authorized by Crye-Leike and commenced in Crye-Leike’s name.  

c. All expenses incurred to collect or attempt to collect commission will be shared by Crye-Leike and the 

Associate. At the option of Crye-Leike, Associate will share in paying attorney fees by either: 1) sharing in 

foregoing 1/3 of the gross commission actually collected as a flat fee for payment of attorney fees along 

with paying expenses (i.e. filing fees, court reporter costs) in accord with the split applicable at the time the 

invoice is received or 2) sharing all hourly based attorney fees and/or expenses incurred to collect or to 

attempt to collect a commission in the same proportion as the commission split applicable at the time the 

invoice is received. Associates share of any fees or expenses may be added to the ad bill at the time it is 

received. 

d. In the event an Associate is unable or unwilling to assist a customer to accomplish or complete a closing or 

otherwise unable to attend to details to accomplish a closing on an unsold listing or pending contract, Crye-

Leike, in its sole discretion, may have a manager or other designated Associate assist the customer through 

sale and or closing.  In such instances, Crye-Leike, in is sole discretion, may allocate the commission 

between the starting Associate and the relief Associate/manager.  Crye-Leike’s sole right to allocate 

commissions only applies to situations where an Associate is unwilling or unable to complete a transaction 

and is not intended to override Associates’ privilege to arbitrate over disputes about procuring cause in 

scenarios where a listing or purchase was not already pending.   

 

6:9  COMMISSIONS CHARGED TO EMPLOYEES OR ASSOCIATES 

Employees or Associates of Crye-Leike or any of its affiliates are eligible to be charged a 5% commission 

rate in lieu of Crye-Leike's standard rate on the sale of their home. Associates are not obligated to accept a 

listing at the reduced rate. 

 

6:10  RECRUITING BONUS 

Associates and employees are eligible for a recruiting bonus when they are the acknowledged primary 

reason another licensee affiliates with Crye-Leike as indicated on a filed “Guaranteed Profit Share” form. 

Current Associates will be eligible to receive a recruiting bonus of 5% of the Company dollar for the first 

two years of the new recruit’s production with Crye-Leike. The bonus is calculated and paid on the 15
th

 of 
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each month following the month Crye-Leike receives a commission from the recruit’s production.  To 

remain eligible, both the current Associate/employee and the new recruit must be active on the 15th of the   

          month following a month in which any recruit earned commissions. The current associate may spend or  

          invest this money any way they choose. Please note that Associates will not receive a bonus for 

recruiting  

their spouse and that previous Crye-Leike Associates are not eligible to be “new recruits” for participation  

in this program. The “Guaranteed Profit Share” form (available on the C-L Intranet site) must be signed 

and accepted within 30 days of the new recruit signing his/her Independent Contractor Agreement with 

Crye-Leike or this bonus is not applicable. 

 

6:11  ARBITRATION OF COMMISSION DISPUTES 

Any dispute between Associates or between an associate and Crye-Leike shall be submitted for resolution 

to in-house arbitrators whose decision will be binding. The in-house arbitrators will be selected by 

management. Arbitration proceedings shall take place in the main office of the region in which the 

Associate is located or such other reasonable location as determined by the Chairperson of the Arbitration 

Panel who is selected by management to hear the matter. If the arbitrators determine that an Associate owes 

commissions to Crye-Leike or any other associate, the amount owed will be deducted from the disputed 

commission before distribution. If the disputed commission was already disbursed, then Crye-Leike may 

deduct the amount awarded from any other commission owed to Associate prior to disbursement to 

Associate. If there are no commissions from which to deduct any money awarded, then the party against 

whom the award was entered shall pay to the prevailing party the amount awarded within ten (10) business 

days of the arbitrator’s decision. If timely payment is not received, then the prevailing party may pursue all 

available legal remedies for collection.  In-House arbitration is a confidential event and Associates are 

expected to follow the rules established by Crye-Leike. 

 

6:13  FUTURE COMMISSIONS 
Crye-Leike discourages Associates from pledging future commissions as collateral for loans. Crye-Leike  

will charge a handling fee to Associates each time it disburses to a third party creditor pursuant to a 

request of Crye-Leike to disburse commissions to them rather than the Associate pursuant to a loan, 

guaranty, surety and/or lien.  In no event, shall Associate attempt to pre-empt Crye-Leike’s priority 

position/right to offset amounts Associate owes to Crye-Leike.  

 

6:14  BROKER SERVICE FEE 
A Broker Service Fee (BSF) of 3% will be taken off the top of all commissions earned from any transaction 

and fees received by Crye-Leike in brokerage.  This amount is not subject to be split with Associates.  

Associates commission pursuant to §6:1 will be calculated on the total commissions earned from any 

transaction and fees received by Crye-Leike less 3%.  The BSF caps at $3,000.00 per Associate per year.   

 

6:15  BASE COMMISSION 
Crye-Leike charges a base commission in addition to a commission calculated on a percentage of gross sale 

price, or other set amount commission, in some markets.  This commission is chargeable to both the seller 

and the buyer.  Associate may not alter this commission without written approval from a broker manager.  

This is not charged on agent owned property.  Any base commission is not subject to be split with 

Associates. 

 

6:16  COMMISSIONS 

It is highly advisable for Associates to inform Crye-Leike of the contact information concerning next of 

kin, their end of life plans, and/or who as a Power of Attorney for Associate and to keep this information up 

to date in Associates affiliation file. This is so that Crye-Leike may disburse any commissions owed to 

Associates to the property party in accord with your wishes and with as little delay as possible in the event 
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of the inevitable. If you have not already done so, please contact the HR department and they will transfer 

you to the appropriate person to receive these documents. 

 

6:17 COMMISSION DIRECT DEPOSIT POLICY  

Direct Deposit is one method of disbursing commission payments. The Direct Deposit Policy 

promotes   

 safe, confidential, convenient, and timely commission payments. 

 Direct Deposit Authorization: 

 

A “Direct Deposit Authorization for Affiliated Licensee” form (“Authorization Form”) is used by 

Associates to authorize direct deposits to their financial institution. An original voided check provided by 

Associate must be attached to the fully complete and signed Authorization Form. 

 

100% of commissions paid pursuant to the Independent Contractor Agreement (less any balances owed to 

Crye Leike), as applicable/available/paid, will be deposited pursuant to this directive when 

applicable/available or paid to Associate by Crye-Leike. In the event of an unlawful, erroneous, or 

duplicate entry, Associate authorizes Crye-Leike to debit Associate’s account to correct any error(s) made.  

Crye-Leike will not be responsible for any overdrafts and/or NSF in Associate’s account. 

 

 ASSOCIATES are responsible for: 
 

 Verifying the information they record onto the Authorization Form before they deliver the fully 

completed, signed form with voided check to the Crye-Leike Accounting Department; 

 Confirming receipt of funds deposited into their account;  

 Notifying the Crye-Leike Accounting Department, prior to issuance of commission checks, of any 

changes in financial institutions or bank account numbers on a new Authorization Form with a voided 

check of their new account; 

 Notifying the Crye-Leike Accounting Department IN WRITING that they wish to terminate the Direct 

Deposit Authorization in such time and manner to afford Crye-Leike and their financial institution 

reasonable time to act on said written termination. 

 

 Disbursement Notifications will be sent to Associates via inter office mail to Associates’ Branch Office. 

Disbursement Notifications will be in the form of a zero amount check that will contain details of the 

commission that was direct deposited. Associates are solely responsible for picking up disbursement 

notifications at their branch office. 

 

 

7:0  PURCHASE AND SALE OF PROPERTY FOR PERSONAL ACCOUNT 
 

Associates who are licensed with Crye-Leike are responsible for paying brokerage when they BUY or 

SELL property for their own account. Associates may not “opt” to waive commission and, thereby, waive 

brokerage due Crye-Leike. The Crye-Leike Base Commission is waived for Associates purchasing or  

selling for their own account. Regardless of various agency policies in the States in which Associates are  

licensed, Crye-Leike requires Associates to represent only themselves when self-dealing. 

 

7:1  PURCHASING FOR PERSONAL ACCOUNT 

a) Associates are not required to receive the full commission offered to selling agents. They must, however, 

pay brokerage on the full amount offered to selling agents by listing firms or sellers at closing. The branch 
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manager/broker typically has to provide the closing agent/attorney with permission to pay the firm the 

“brokerage only” portion of any commission due when the entire commission is not being paid. 

b) If Associates pay brokerage on the ‘selling agent’ commission when they purchase property and, subsequently, 

resell that property within one (1) year of the time they acquired it, Crye-Leike will waive the brokerage 

when they sell it. However, if the property is held for more than one (1) year, Associates   

          must pay brokerage when they sell it.  

          c) Proper Personal Interest Disclosure and notice that Associates are licensed must be made in 

accordance with State law and the Code of Ethics prior to the time Associates execute any purchase 

agreements. 

 

7:2  SELLING PERSONALLY OWNED PROPERTY 

No Associate may advertise the sale of his/her own property as “For Sale by Owner”. 

a) When Associates sell their personal residence or other real property held over one (1) year, they may 

offer a reduced commission of 5%. If Associates sell the property themselves (i.e. no other agent is 

involved in bringing a buyer), they only pay brokerage on 3%. If another agent brings the buyer, then 

seller/ associate pays brokerage on 2%. Crye-Leike and the seller/associate are still potentially ‘at risk’ for 

any litigation that might arise from the sale of the property. RELATIVES AND FRIENDS ARE NOT 

ELIGIBLE FOR REDUCED RATES. Associates may make a concession of their portion of the 

commission for an immediate family member; but, Associates are still obligated to pay the appropriate 

brokerage. Associates must still list the property per Crye-Leike guidelines, as regards commission, and 

obtain written permission from the branch manager to pay brokerage only on the listing side. 

b) If an Associate sells his/her personally owned property strictly by word of mouth, i.e. without listing it 

or marketing it in any fashion, including, but not limited to, putting it in MLS (even if it is withdrawn 

within 60 days of listing it), advertising in newspapers or any print media, using signs on or near the 

property, using flyers, the Internet, or any form of computer oriented advertising or any form of written 

communication, then Associate does not have to pay brokerage on that sale. The same goes when 

purchasing property. However, anyone withdrawing a listing from sale to avoid paying brokerage is clearly 

violating Crye-Leike’s Company policy and is subject to being charged brokerage and/or other actions as 

determined by management. 

c) Proper Personal Interest Disclosure, a fully completed Property Condition Disclosure or Exemption 

Notification, and notice that you are a licensed agent must be made in accordance with State law, the Code 

of Ethics, and firm policy. 

 

7:3  E&O INSURANCE REQUIREMENTS 

The then current E&O Insurance Policy will dictate when and if coverage is available to Associates when 

they are self-dealing. The sale of residential property owned or partially owned by an associate or an 

associate’s domestic partner which becomes involved in a dispute will most likely be covered by E&O                        

insurance if the following 4 criteria are met: 

 1) Have a home inspection performed by a professional inspector or the buyer(s) waive a home inspection in 

writing;  

2) Use the proper Property Condition Disclosure or Exemption and give it to the buyer prior to closing or 

use an allowable exemption relieving the requirement of a Property Condition Disclosure; 

3) Utilize a State or REALTOR Association approved contract form; and 

4) A home warranty is purchased for the property or the buyer(s) waive a home warranty in writing. Terms of 

coverage must be met according to the current policy. See your branch manager for information on the 

current policy and any additional stipulations such as exempting multi-family units, acting as a contractor 

or developer, etc. 

 

7:4    Fannie Mae, Freddie Mac and HUD Conflict of Interest Disclosure   

All Crye-Leike companies list Fannie Mae, Freddie Mac or HUD properties.  On each occasion that a 

licensee affiliated   with Crye-Leike places an offer or a bid to purchase a Fannie Mae, Freddie Mac or 
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HUD property for themselves, their family member, a Crye-Leike employee or their family member, they 

must disclose that the Buyer is a “supplier” or a “vendor” of Fannie Mae, Freddie Mac or HUD. 
 

 

8:0  MISCELLANEOUS POLICIES 
 

8:1  FAIR HOUSING POLICY STATEMENT 

It is the policy of broker to abide by Title VIII of the Civil Rights Act of 1968 as amended (a.k.a. the 

Federal Fair Housing Act) as well as any and all state and local laws which prohibit housing discrimination 

against any person because of race, color, creed, religion, sex, familial status, handicap, or national origin. 

Associates acknowledge and agree that they are required to offer full, equal, and nondiscriminatory 

assistance without regard to race, color, creed, religion, sex, familial status, handicap, or national origin to 

anyone who inquires about housing accommodations. Associates further acknowledge and agree that they 

may not: 

1) Direct or otherwise steer a prospective tenant or homebuyer’s attention to a particular dwelling or 

community based on race, color, creed, religion, sex, familial status, handicap, or national origin of either 

the prospect or the person(s) already residing in a particular dwelling or community. 

2) Express or answer questions about individual preferences or neighborhood composition based on race, 

 color, creed, religion, sex, familial status, handicap or national origin. 

3) Engage in any form of solicitation which, in any way, seeks to induce anyone to sell, lease, buy, or 

otherwise use your services because of actual or alleged activity that suggests changes in the racial, ethnic, 

religious, sexual composition, creed, physical or mental characteristics, familial status, or national origin of 

an area. 

4) Engage in any course of action which could be construed as reluctant or delayed service, having the 

effect of making unavailable, or withholding housing accommodations to persons because of their race, 

color, creed, religion, sex, familial status, handicap, or national origin. Any action, personal behavior, 

information offered or difference in treatment, which results in a violation of the Fair Housing Laws 

referenced above, may be considered sufficient grounds for the termination of your affiliation with this 

firm. While this firm recognizes your right to your personal beliefs, we will not tolerate the acts that are in 

violation of the law. 

 

8:2  SEXUAL AND OTHER UNLAWFUL HARASSMENT 

Crye-Leike is committed to providing a work environment that is free from all forms of discrimination and 

conduct that can be considered harassing, coercive, or disruptive, including sexual harassment. Associates 

should refrain from making/taking actions, words, jokes, or comments based on an individual’s gender, 

race, color, national origin, age, religion, disability, sexual orientation, or any other legally protected 

characteristic. Any such alleged conduct should be reported immediately to management. Allegations that 

Associates have engaged in sexual or other unlawful harassment of employees will be investigated and, 

where warranted, corrective action may be taken. 

 

8:3  COMMUNICATION SYSTEM APPROPRIATE USE POLICY 

 

8:3:1  Scope: “Communication System” includes, but is not limited to, computers, computer accounts, 

microcomputers, printers, networks, software, date files, electronic mail, Internet access, web home pages, 

social media sites, video systems, telephones, telephone long distance service, fax machines, and voice mail 

accounts. 

 

8:3:2  Conditions and Rules:  The Communication System is to be used in a manner that is consistent with 

Federal and State law  and that is solely for real estate related professional purposes in connection with 

Associates’ affiliation with Crye-Leike including, but not limited to, real estate related research, 

information retrieval and other steps necessary to facilitate the consummation of real estate transactions. 
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Associates are prohibited from using Crye-Leike’s communications systems or any system utilizing Crye-

Leike’s communication resources – whether local, national, or international – for any activity other than Crye-

Leike related business. Prohibited activities include, but are not limited to, personal business matters, engaging in 

online discussion groups, chat lines, bulletin board services, accessing or attempting to access other 

computer systems without authorization, posting commercial messages, transmitting or attempting to  

           transmit viruses, other invasive software, obscene material, harassing material, protected trade secret  

           material or material that is protected by copyright. 
 

8:3:3  Storage of Documents or Personal Information: Associates should store any documents or other 

personal information only in authorized locations. For public shared computers, documents that are to be 

kept should only be saved to USB flash drive or similar device. Documents saved to the hard drive of a 

public shared computer are subject to deletion at any time without notice. Associates who have a dedicated 

computer assigned to them by Crye-Leike should save their documents and personal information in their 

designated “home directory”. (Note: “home directories” are only available on Crye-Leike owned PCs.) 

Documents saved in other locations will not be backed up and may be lost in the event of a hardware or 

system failure. Crye-Leike assumes no responsibility for the loss of data stored on any Crye-Leike owned 

computer (whether shared or dedicated) or any other system accessing Crye-Leike communication 

resources. 
 

8:3:4    Workplace Monitoring: All business equipment, electronic and telephone communication systems and  

all communications and stored information transmitted, received, or contained in or through Crye-Leike’s 

communication’s systems are Crye-Leike’s property and are subject to monitoring at any time. However, 

Crye-Leike does not assume any responsibility to regularly monitor the contents of information transmitted 

through or contained in its communication system. 
 

8:3:5  Installation of Software: Associates are prohibited from installing software on any computer systems 

without the express permission of Crye-Leike. This includes, but is not limited to, software downloaded 

from the Internet (such as screensavers, custom mouse pointers, virtual pets, and games), and software 

contained on diskette or CD-ROM. Any user that requires additional software to be loaded on their system 

is required to submit a request via email or in writing to the Crye-Leike IT Department. Any software that 

is installed in violation of this policy will be removed without notice, along with any related documents or 

saved data. 

 

8:3:6  Installation of Hardware: Associates are prohibited from installing hardware on any communication 

system without the express permission of Crye-Leike. This includes, but is not limited to, disk drives, input 

devices, or printers. Associates who require additional hardware to be installed on their system are required 

to submit a request via email or in writing to the Crye-Leike IT Department. 

 

8:3:7  Altering the Configuration of Communication Systems: Associates are prohibited from altering the 

configuration of any hardware or software that comprises the Communication System. This includes, but is 

not limited to, printer, network, and display configurations in addition to the configuration of any installed 

software such as Internet browsers and MLS software. 
 

8:3:8  Modification or Removal of Data: Without specific authorization, Associates may not remove or modify 

any company owned or administered equipment or data from the Communication System. 

 

8:3:9  Defacement of Communication Systems: Associates are prohibited from defacing or altering the  

 appearance of the Communication Systems and related equipment. This includes, but is not limited  

 to, monitors, keyboards, mice, printers and mouse pads. Associates who violate this policy will be  

 required to compensate Crye-Leike for any damages to the Communication Systems. 
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8:3:10  Security: Associates must not engage in any activity that is intended to bypass computer security controls, 

including, but not limited to: attempt to crack passwords, discover unprotected files, decode encrypted files, 

access accounts/directories of others, penetrate computer systems. 

 

8:3:11 Unsolicited Commercial Calls, Faxes and Emails: Associates are responsible for complying with all      

           Federal and State laws regarding unsolicited commercial telephone calls, faxes, and emails. See the  

           Intranet for specific requirements. 
 

8:3:12  Sending Unsolicited Bulk Email or Inappropriate Mass Mailings (“Spam”): Associates are prohibited 

from using the Crye-Leike electronic mail system to send unsolicited mail to many users at once, or to 

spread email widely without good purpose (frequently referred to as “spamming”). Associates should not 

participate in or forward mass mailings containing pyramid schemes, get-rich-quick schemes, virus hoaxes, 

solicitations for donations to charity, jokes, “chain” letters, or any subject matter that the recipients have 

not expressed a prior interest in receiving through Crye-Leike’s email system. Associates may not use their 

Crye-Leike email accounts to sign up for non-business mailing lists. Associates found to be in violation of 

these policies are subject to revocation of email privileges without notice. 

 

8:3:13   Controversial Material and Accuracy: Crye-Leike is not responsible for the content, quality, or accuracy 

of any material on the Internet that is accessed by Associates. 
 

8:3:14:  Social Media: Social Media continues to evolve each and every day. This policy and these guidelines 

may evolve right along with it; so, make sure to check back periodically for updates.  “Social media” 

includes blogs, wikis, social networks, virtual worlds or other media yet to be identified or created and that 

are used to connect you with the rest of the world.   

 This covers any use of social media if you are an employee, agent, or independent contractor of Crye-

Leike and engage on social media sites for professional purposes.  To be clear, if a use of social media 

constitutes a use for professional purposes, that use must adhere to Policy and Procedures, statutes, 

regulations and REALTOR
®

 ethics. 

 These guidelines cover use of social media if you are an employee, agent, or independent contractor of 

Crye-Leike and engage on social media sites for personal purposes.  Crye-Leike strongly recommends 

following these guidelines when using any social media site. 

Given the viral nature of the Internet, communications can quickly be sent far and wide without any review 

or consideration by Crye-Leike.  The goal is to prevent incorrect, unethical, tactless, illegal or offensive 

use of social media related to professional purposes.  We support the usage of social media by our 

employees or independent contractors of Crye-Leike but we expect that each and every employee or 

independent contractor is responsible for their own communications.  If you engage in use of social media 

for professional purposes, we expect that you will adhere to these guidelines. 

The goal of these Guidelines is to assist everyone with the proper and positive usage of social media and to 

help protect Crye-Leike and our employees, agents or independent contractors from the risks of using 

social media.  We view our employees and independent contractors as reflections of Crye-Leike.  As such, 

and just as in your daily lives, we ask that you continue to hold yourselves out in the context of social 

media sites in a professional manner that positively upholds our brand and our good reputation.   

It is important to understand that any mention or connection to Crye-Leike on social media sites (including 

identifying Crye-Leike as your employer) are reflective of both you as an individual and Crye-Leike as an 

organization.  In fact, any mention or connection to Crye-Leike on social media sites may create risk to 

Crye-Leike and, therefore, those uses of social media are subject to both this policy and the guidelines 

below. 

 No communications on social media sites should be made as though the communications are “official” 

statements of Crye-Leike without the prior written authorization of Crye-Leike. 

 Any mention of Crye-Leike must adhere to the brand guidelines including usages of trademarks and logos.   

 If you incorporate trademark property into a username or on any social media site (including twitter 

handles, Facebook pages, etc.), please remember that Crye-Leike owns trademarks for its name and logos 
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and any inclusion in or on those sites must be approved by your manager or broker-manager except a 

simple statement of being employed by or an affiliated real estate with Crye-Leike may be used in your 

personal information without prior approval as long as the statement remains correct.  You should get 

permission or approval from the owner of any other copyrighted or trademarked property before posting it 

to your social media site.  

 All policies and procedures set forth in the Policy and Procedure Manual which may also be implicated in 

addition to this subsection remain in effect.  Please review all procedures. 

 All policies, laws and ethical considerations by which REALTORS
®
 are expected to abide remain in effect. 

 

Managing Social Media Sites 

In order to assist in our management in the use of social media by our employees or independent 

contractors and address some of the risks associated with that use, please submit a list of social media sites 

that you are currently using for professional purposes to your manager or broker-manager. 

Impact from Social Media Policy 

Failure to follow the Policy and Guidelines when engaged in social media for professional purposes may 

result in disciplinary action or in termination of your relationship with Crye-Leike.   

 

 Online Etiquette.  When using or engaging in social media, please follow these simple rules of conduct: 

 Be Truthful.  Always communicate facts that are true.  If you are not sure if something is true or not, do 

not write it as though it is true!  It is okay to write opinions, but make sure that your opinion is NOT 

communicated as a fact or as Crye-Leike’s opinion. 

 Be Positive.  If you do not have something nice to say, think twice before you say it. 

 Be “Short and Sweet”.  If you want someone to read your message, get to the point quickly. 

 Be Up to Date.  Many readers are interested in learning something.  Be a source of information; but, make 

it new, fresh and correct.   

 Be Honest.  If you are writing about a product or services, disclose any relationship with to that company 

offering that product or service (including financial or otherwise) that may influence any statements about 

that company.  

 Be Yourself.  Do not falsely impersonate anyone. 

 Know your audience.  Consider the appropriateness of your messages (including photos) – especially if 

there are minors that can access your information.   

 Write what you know.  This is the classic writer’s tip – there is a reason it is classic.   

 Using proper spelling and grammar.  Even though use of abbreviations in texting and various forms of 

social media is widespread, we recommend using proper spelling and grammar in all professional 

messages.   

 Correct Your Mistakes.  If you make a mistake, make sure to print a retraction or correction to your 

message.  If you try to correct someone else’s mistake, consider sending them a direct message rather than 

a public note.  It is both polite and avoids any embarrassment in case your correction is inaccurate.  

 Quality, not Quantity.  It is hard for a reader to absorb multiple messages in a row.  Consider spreading out 

your messages to give readers sufficient time to reflect on your message.  

 No Illicit Statements.  It should go without saying; but, no messages should contain statements that 

are unlawful, threatening, abusive, libelous, defamatory, obscene, vulgar, pornographic, gambling-

related, drug-related, alcohol-related, profane, racist, sexually explicit or indecent. 

 REMEMBER THE GOLDEN RULE:  Do unto others as you would have them do unto you! 

 ALWAYS TRUST YOUR INSTINCTS:  If something tells you that you should not write it, then do not 

write/post it.  At the very least, consult someone before you do. 

 WOULD YOU SAY THAT TO YOUR MOTHER!:  A good rule of thumb is to assume that if you write it, 

everyone in the world can read it and that includes your family and professional contacts! 

  DO NOT YELL.   Remember that using all capital letters is considered yelling.  It is best not to use all 

caps. 

Other Important Considerations.   
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Everything can be used against you in a Court of Law.  Assume that everything lasts forever on the 

Internet and it can come back to haunt you.  

 Know your Code of Ethics – DO NOT DISCLOSE CONFIDENTIAL INFORMATION!  Real estate 

agents are required to follow certain ethical guidelines including the nondisclosure of confidential 

information of their clients.  Consider that information passed through third party email systems such as 

gmail, yahoo or hotmail accounts may not be considered confidential. 

 Know your Federal and Local Laws.  There are federal and state laws that govern the real estate industry.  

You will be held responsible for messages that violate these laws.  

 Usage of Trademarks and Copyrights.  Do not use any material which is trademarked or copyrighted 

unless you have been specifically authorized to do so by the owner.  If you use any third party trademarks 

or copyrighted materials, please remember to give proper credit or provide a link to a site if the materials 

are available on-line. 

 Use Disclaimers.  Place the following disclaimer on all social media sites.   

“The views expressed herein are my personal views and do not reflect the views of Crye-Leike.” 

 

8:4  SUBPOENAS 

Should Crye-Leike be served with a subpoena issued by a court or other lawful authority requesting 

information regarding Associates, Crye-Leike will respond to the subpoena with the information requested 

to the extent such information is available to Crye-Leike. Associates must immediately notify Crye-Leike if   
they are served with a subpoena to appear in court or to provide documentation regarding any Crye-Leike   
matter or real estate transaction, including failed transactions. Email a copy of the subpoena to your 

supervising broker.  Associates are not authorized to respond to subpoenas on behalf of Crye-Leike.  
 

9:0  E & O INSURANCE 

Associates are responsible for reviewing, complying with, and otherwise satisfying all of the terms and   

conditions of the current Errors and Omissions policy, which Crye-Leike, in its sole discretion selects 

and/or provides. Crye-Leike's E&O policy provides coverage up to a total of $5,000,000 annually for the 

policy term January 15, 2021 through January 14, 2023 and covers claims, subject to certain exclusions, 

relating to such things as fair housing, prior acts, and the sale of Associate's own residential real property 

(assuming specified conditions are met). Associates are responsible for premiums in the amount of $25 per 

month and the payment of the first $1,000 as part of the deductible for claims related to or stemming from 

services provided by Associates. E&O coverage with a previous real estate broker/firm does not excuse 

Associates from Crye-Leike's E&O coverage obligations including the payment of premiums and 

deductible portions. In the event Crye-Leike, a managing broker or any affiliated real estate agent becomes 

involved with a demand for money, demand for performance or non-performance, a lawsuit or any event 

for which an E&O claim is opened such that a deductible is required to be paid, all affiliated agents 

involved in the transaction underlying the claim, regardless of their level of involvement, responsibility for 

the error or successful defense, are subject to contribution to the deductible in the amount of $1,000 each.  

The determination of applicability of contribution is Crye-Leike’s sole decision. Said contribution survives 

any termination of affiliation with Crye-Leike or lapse in real estate license. Should coverage be denied for 

a claim that stems from Associate’s participation in services related to his affiliation with Crye-Leike due 

to Associate’s failure to review, comply with and otherwise satisfy all terms and conditions, or because the 

claim is excluded under the policy, the Associate is responsible for any loss, damage, or expense incurred 

by Crye-Leike, its affiliates, and/or its representatives as a result.  E&O insurance and statutory 

prohibitions and disclosure requirements limit certain activities of real estate professionals. Due to those 

limitations, Associates cannot continue their affiliation with Crye-Leike while providing, participating or 

otherwise being involved in the operation of any business that provides settlement services or other services 

offered in conjunction with the purchase or sale of real estate including, but not limited to, home 

inspections, loan origination, title and escrow services, and mortgage insurance, unless expressly 

authorized by Crye-Leike in writing. 
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10:0   ANTITRUST 

          Crye-Leike’s commission rates are based upon the nature and level of services provided to the public by 

Crye-Leike and the costs of those services. Crye-Leike’s commission rates are not determined by 

agreement with, recommendation of, or in consultation with other real estate firms. Associates should not 

discuss Crye-Leike’s commission rates or the commission rates charged by any other real estate firm with 

any person affiliated with or employed by any other real estate firm. When soliciting or negotiating a 

listing, Associates should not reference “prevailing” or “standard” commissions, the “going rate”, or words 

of similar effect. Associates should only focus on the commission rates charged by Crye-Leike. Moreover, 

Associates should not disparage the business practices of other real estate firms. Rather, Associates should 

focus on the nature and level of service to be provided by Crye-Leike and the positive results that Crye-

Leike has achieved for other clients. Commission splits are not intended and may not be used to induce or 

compel any other real estate firm to raise or lower their commissions. 


