




69 Ver. 1.4 9/1/97

When an Agent Leaves Firm

If an Agent leaves your firm, certain actions must be taken regarding those MULTIPLE property list-
ings on which that Agent’s name appears.

1. If the listings are remaining with your firm, take the following steps:

A. Determine all the property listings for which the leaving Agent is a Listing Agent;

B. Prepare a separate Listing Extension, Modification, or Withdrawal form for each listing
to remove the Agent from the listing;

C. If that Agent is the sole name on the listing, the name MUST be replaced with another
Agent that qualifies per The Rules of Professional Conduct.

2. If the listings are going with the Agent to another Accredited Firm, the following steps must be
taken:

A. Firm's Responsibility:

Prepare a Listing Extension, Modification, or Withdrawal form to withdraw each listing
from the available properties database.  Each form must be signed by the Head of Firm.
State on the form that the former Agent is no longer with the firm, and is taking the
listing.

B. Agent's Responsibility at the New Firm:

1. With an Accredited Firm:

(a) Submit a new Camera Ready sheet and 4-Part form, along with the new
Listing Agreement, signed by the Owner/Sublessor and any art work or
2nd side.  If a WinAIR firm, the listing must be submitted electronically.

The Agent must also notify The MULTIPLE Department of the pre-
vious Listing Number for verification of the withdrawal from the
old firm.

(b) The MULTIPLE staff will thereafter assign a new Listing Number to
each Camera Ready sheet.  These listings will then be published on the
mast head paper of the new firm.

2. With Non-Accredited Firm:

(a) If the new firm is a Non-Accredited Firm, the Agent can no longer sub-
mit listings to The MULTIPLE.  If the new firm qualifies as an Accred-
ited Firm, the firm should contact the Membership Services Department
at A.I.R. to obtain the necessary applications.




