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MISSION STATEMENT 

At Quality Service Realty, Inc., our mission is to ethically, professionally, and profitably 

deliver exceptional real estate services that empower our agents and clients alike. 

We are committed to providing trusted guidance in home buying, selling, leasing, and investment 

with excellence, integrity, and innovation — while cultivating long-term relationships and 

uplifting the communities we serve. 

STATEMENT OF BUSINESS PRINCIPLES 

At the core of Quality Service Realty, Inc. is a commitment to excellence in everything we do. 

Our business principles define our culture and set the foundation for growth, ethics, and impact: 

• Professionalism 

Every agent and team member represents our brand. We uphold the highest standards 

of conduct and customer service, guided by the REALTOR® Code of Ethics and our 

shared responsibility to deliver a superior client experience. 

• Integrity 

We believe in full transparency, fairness, and honesty. Trust is earned by consistently 

doing the right thing — even when no one is watching. 

• Profitability with Purpose 

Our company exists to generate wealth — for our agents, our organization, and our 

community. Profit fuels innovation, provides opportunity, and ensures we can give 

back and grow stronger together. 

• Continuous Growth 

Through training, mentorship, coaching, and education, we invest in our people. 

Learning never stops at Quality Service Realty, and excellence is the standard — not 

the exception. 

• Team Collaboration 

We work together as one team, supporting each other’s success. When one agent 

wins, we all win. Our systems, tools, and culture are designed to foster unity, not 

competition. 

 EQUAL EMPLOYMENT OPPORTUNITY POLICY 

Quality Service Realty, Inc. is an equal opportunity organization committed to building an 

inclusive, respectful, and diverse professional environment. 

We do not tolerate discrimination in any form. We provide equal opportunity to all applicants, 

independent contractors, employees, and associates, regardless of race, color, religion, sex, age, 

national origin, citizenship status, marital status, disability, pregnancy, sexual orientation, gender 

identity, veteran status, or any other characteristic protected by law. 

This policy applies to all aspects of employment and association, including but not limited to: 

• Recruitment, selection, and onboarding 
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• Training and development 

• Compensation and advancement 

• Termination or reassignment 

We follow all applicable local, state (including Florida law), and federal regulations, including 

the Americans with Disabilities Act (ADA) and the Fair Housing Act. Discrimination, 

retaliation, or harassment of any kind will not be tolerated and may lead to immediate 

disciplinary action or disassociation. 

POLICY AGAINST SEXUAL HARASSMENT 

Quality Service Realty, Inc. maintains a zero-tolerance policy against sexual harassment and all 

forms of inappropriate, unwelcome conduct in the workplace or while conducting business on 

behalf of the company. 

Sexual harassment includes, but is not limited to: 

• Unwelcome sexual advances, verbal or physical conduct of a sexual nature, or sexually 

suggestive comments. 

• Requests for sexual favors, or any conduct where submission or rejection affects 

employment, association, or decision-making. 

• Creating a hostile, intimidating, or offensive environment through inappropriate 

jokes, gestures, messages, or behaviors. 

This policy applies to all individuals, regardless of position — including licensees, 

administrative staff, management, clients, and vendors — and applies in person, digitally, and on 

social media platforms. 

Reporting and Resolution 

If you believe you are being harassed: 

• First, if you feel safe, ask the individual to stop. 

• Immediately report the situation to the Broker, Office Manager, or the company’s legal 

representative. 

• All reports will be taken seriously, investigated promptly, and kept confidential to the 

extent possible. 

No one who reports harassment or participates in an investigation will face retaliation. 

INDEPENDENT CONTRACTOR / EMPLOYMENT AGREEMENT POLICY 

Quality Service Realty, Inc. associates all of its real estate licensees as independent 

contractors, not employees, in accordance with Florida law and IRS guidelines. Each agent 

must sign a formal Independent Contractor Agreement (ICA) before engaging in any real estate 

activity with the company. 
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While affiliated as independent contractors, agents are expected to uphold the standards, 

branding, procedures, and ethical practices set by the company. 

Key Clarifications: 

• Tax Responsibilities 

Independent contractors are responsible for their own federal and state income taxes, 

including self-employment tax. The company does not withhold taxes or provide W-2s. 

• Unemployment & Workers’ Compensation 

As per Florida statute, real estate licensees operating under an independent contractor 

agreement and compensated by commission are exempt from unemployment benefits and 

workers’ compensation coverage. Agents are encouraged to obtain their own health, 

disability, and liability insurance. 

• Automobile Insurance 

Agents must maintain personal auto insurance coverage, including liability limits that are 

appropriate for business-related use. It is required that each agent provide a certificate of 

insurance listing Quality Service Realty, Inc. as an additional insured. 

• Business Expenses 

As independent contractors, agents are responsible for the majority of their business-

related expenses. 

However, Quality Service Realty, Inc. may choose to cover or provide specific 

resources as part of our growth strategy and agent support platform. These may include: 

1. Office workspace or virtual office access 

2. Company-branded marketing materials (as part of onboarding packages) 

3. Listing signs and digital resources 

4. CRM tools, training, and workshops 

5. Optional lead programs 

6. A clear outline of covered vs. agent-paid expenses will be provided at onboarding 

and updated as needed. 

• Representation and Conduct 

While agents operate independently, they represent Quality Service Realty, Inc. in the 

marketplace. All branding, marketing, conduct, and communication must be consistent 

with the company’s professional standards and values. 

 

USE OF PERSONAL ASSISTANTS 

At Quality Service Realty, Inc., we encourage high-performing agents to delegate and scale 

their business operations through the use of licensed or unlicensed personal assistants (PAs). 

Assistants can significantly improve productivity, organization, and client service — but their 

usage must remain compliant with Florida law and the Florida Real Estate Commission (FREC) 

rules. 

1. Employee vs. Independent Contractor Status 

• Assistants may be engaged as employees or independent contractors. 
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• If the assistant is licensed, all contracts and compensation must flow through Quality 

Service Realty, Inc., and the assistant must be affiliated with the brokerage. 

• If the assistant is unlicensed, they may be paid directly by the hiring agent, but the agent 

assumes full responsibility for all payroll, tax reporting, and legal compliance. 

NOTE: The company is not a party to any employment or payment agreement between a 

licensee and an unlicensed assistant. 

2. Licensed Assistants 

Licensed personal assistants may engage in real estate activities under Florida law and must: 

• Hold an active real estate license affiliated with Quality Service Realty, Inc. 

• Be paid by the company (not directly by an agent) 

• Work under written agreements clearly defining compensation, roles, and limitations 

Licensed assistants can: 

• Conduct showings 

• Host open houses 

• Negotiate and prepare contracts 

• Communicate directly with clients about real estate transactions 

All activities must comply with FREC rules and must reflect the standards of the company. 

3. Unlicensed Assistants 

Unlicensed assistants are strictly limited in their roles and may not perform any real estate 

activities that require a license. They may not: 

• Show properties 

• Host open houses 

• Discuss contract terms, pricing, or negotiations with customers or clients 

• Receive referral fees or commissions 

They can: 

• Answer phones and schedule appointments 

• Input MLS listings and changes at the direction of a licensee 

• Prepare advertising materials (subject to licensee approval) 

• Perform general administrative, clerical, marketing, and courier services 

• Gather public records and assist with non-licensed transaction support 

IMPORTANT: Any violation of this policy (e.g., an unlicensed assistant performing licensed 

activity) may lead to disassociation and disciplinary action with both the assistant and the 

supervising licensee. 
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4. Documentation & Oversight 

All assistants, whether licensed or unlicensed, must be disclosed to the company. If a licensed 

assistant is involved, a formal Personal Assistant Agreement must be signed by all parties and 

filed with the Broker. 

OFFICE HOURS 

Quality Service Realty, Inc. operates both physically and virtually to meet the needs of our 

agents and clients. 

Physical Office Hours 

• Monday to Friday: 9:00 a.m. – 5:00 p.m. 

• Saturday: By appointment only 

• Sunday: Closed 

Virtual Office Access 

Our agents may access the Virtual Office Suites 24/7, including the Transaction Center, 

Business Development Suite, Training Portal, and Resource Library. 

Agents are expected to monitor emails, CRM notifications, and transaction alerts regularly as 

part of their professional duties. 

Changes to physical office hours will be communicated via email and posted at the office front 

desk and virtual dashboard. 

HOLIDAYS AND HOLIDAY HOURS 

The company will be closed or operate under modified hours on recognized holidays. The 

holiday calendar will be released annually and may include closures for: 

• New Year’s Day 

• Memorial Day 

• Independence Day 

• Labor Day 

• Thanksgiving Day and the Friday following 

• Christmas Eve and Christmas Day 

If a holiday falls on a weekend, alternate weekday closures may be observed. 

Agents are encouraged to plan accordingly for time-sensitive transactions, closings, and client 

communications. 
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SMOKING POLICY 

To promote a healthy and professional environment, Quality Service Realty, Inc. enforces a 

strict no-smoking policy in all interior office areas. This includes: 

• Offices and conference rooms 

• Training rooms and event spaces 

• Restrooms and hallways 

• Reception areas 

Smoking, vaping, or use of e-cigarettes is only permitted outside the building and at a 

distance of at least 15 feet from any entrance or window. 

Violations may result in disciplinary action or disassociation, especially if smoke exposure 

affects others, damages office property, or interferes with business professionalism. 

TRAINING PROGRAM AND SCHEDULE 

At Quality Service Realty, Inc., professional development is not optional — it’s the foundation 

of your success. 

We offer a comprehensive training program that includes: 

• Fast Start Guide and onboarding checklist 

• Access to video-based training modules through the Virtual Office 

• Weekly live Zoom workshops and Q&A sessions with the Broker 

• Monthly in-person training opportunities (where available) 

• Specialty training on SOI, farming, absentee owners, FSBOs, investors, and more 

• Exclusive access to the Academia Educacional de Real Estate courses 

All new agents are required to complete the First 30 Days Fast Start training plan and maintain 

consistent progress through their onboarding roadmap. 

Agents who do not actively participate in training or fail to demonstrate engagement may be 

subject to review by the Broker. 

The full training calendar is posted inside the Training Suite of the Virtual Office. 

SALES MEETINGS 

Sales Meetings 

Weekly sales meetings are conducted virtually via Zoom to ensure access and participation 

from all agents. These meetings are used to: 

• Share updates, listings, referrals, and office announcements 

• Recognize agent accomplishments 
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• Offer motivational and skill-building content 

• Train on systems, compliance, and best practices 

Attendance is highly encouraged and sometimes mandatory for agents in their first 60 days. 

INQUIRIES BY GOVERNMENT OFFICIALS 

All agents and staff of Quality Service Realty, Inc. must follow strict protocol when 

approached by government officials, either in person, by phone, or in writing. 

If a government official contacts the office: 

• Do not answer any questions or provide documents on your own. 

• Immediately notify the Broker, Office Manager, or a Corporate Officer. 

• If none are available, contact the company’s legal counsel. 

• Never allow access to company files, client records, or agent data unless presented with: 

1. A valid search warrant signed by a judge 

2. And after approval by legal counsel 

Do not provide home addresses, personal information, or off-duty contact details for any agent 

or staff member. 

SUBPOENAS & SUMMONSES 

If served with a subpoena or summons at the office: 

• Accept the document if it is addressed to the company. 

• Immediately deliver it to the Broker or Office Manager. 

• If addressed to a specific person who is unavailable, do not share personal information or 

speculate on their whereabouts. Simply state: 

“They are not available at the moment. I will notify management.” 

Only the person named in the document may accept it on their own behalf. 

LICENSEE SAFETY POLICY 

Agent safety is a top priority at Quality Service Realty, Inc. The nature of real estate work — 

open houses, vacant properties, meeting new people — requires proactive safety awareness. 

All agents must follow these precautions: 

• Meet new prospects in public — preferably at the office — before going to showings. 

• Never show a property alone at night or to a stranger without notifying someone of 

your location. 

• Avoid confined or poorly lit areas during showings. Let clients view basements or 

garages on their own. 
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• Always drive your own vehicle and avoid allowing prospects to ride with you. 

• Share your schedule and destination with a family member or colleague. 

• Trust your instincts. If something feels off, excuse yourself and leave immediately. 

• Carry a phone and consider a safety app, personal alarm, or self-defense tool. 

• Review concealed firearm policies: 

1. Firearms are not allowed on company premises or during open houses, showings, 

or company events — even with a license — unless authorized in writing by the 

Broker. 

• Respect private property rules — if a seller prohibits weapons or limits access, agents 

must comply. 

No commission is worth risking your safety. If in doubt, walk away and alert the Broker. 

FUNCTIONS OF UNLICENSED OFFICE PERSONNEL 

At Quality Service Realty, Inc., unlicensed personnel (assistants, receptionists, administrators) 

are essential to operational success — but they must operate within strict legal boundaries. 

Unlicensed individuals may NOT: 

• Host open houses 

• Show properties 

• Discuss or explain contracts, prices, or negotiations 

• Interpret real estate documents 

• Receive referral fees or commissions 

• Solicit business or make telemarketing calls 

Unlicensed personnel may perform the following tasks under direct licensee supervision: 

• Answer phones and forward calls 

• Submit listings and changes to the MLS 

• Assemble and distribute marketing materials (with licensee approval) 

• Schedule appointments 

• Record deposits and rents 

• Deliver documents or keys 

• Prepare flyers, signage, and listing packets 

• Gather public information (e.g., tax records, permits) 

• Track license renewals and files 

• Provide building access and concierge-type services 

• Respond to routine inquiries using pre-approved language 

Agents are responsible for ensuring their assistants never cross into licensed activity. Any 

violations may result in disciplinary action or disassociation. 
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PAYMENTS TO UNLICENSED PERSONS 

Quality Service Realty, Inc. maintains a zero-tolerance policy for paying referral fees, 

commissions, or bonuses to individuals not licensed under the Florida Department of Business 

and Professional Regulation (DBPR). 

Violations of this policy include: 

• Paying a cash referral to a non-licensee 

• Offering “gifts” or incentives tied to a closed deal 

• Splitting commission with a non-affiliated party 

These actions violate Florida Real Estate Statutes and will result in immediate corrective 

action. 

Referral relationships must be handled through licensed channels or properly registered affiliate 

agreements. All bonuses or incentives must be pre-approved by the Broker. 

POLICY ON TEAMS AND GROUPS 

Teams are welcomed at Quality Service Realty, Inc. as a way to enhance collaboration, 

production, and service — but they must follow company structure and state law. 

What is a “Team”? 

A team is a group of two or more licensees working together under one brand identity (e.g., 

“The Smith Team”) within the brokerage. 

Requirements: 

• All team members must be licensed and affiliated with Quality Service Realty, Inc. 

• A written agreement must define team structure, compensation splits, and 

responsibilities. 

• All commissions must flow through the company. 

• Only the Broker may issue commission payments — team leaders may not pay 

members directly. 

• The team cannot form a separate brokerage or corporation for licensed activity 

(unless it’s a legal compensation entity for a single licensee per FREC rules). 

Advertising & Naming: 

• Team names must include the brokerage name and follow FREC advertising rules. 

• If a team uses a name other than the legal brokerage name in public marketing, the name 

must be: 

o Registered as a DBA (doing business as) with the Florida Division of 

Corporations 
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o Disclosed to and approved by the Broker 

o Filed with the DBPR (if required) 

Agency & Confidentiality: 

• If different team members represent opposing clients in the same transaction, designated 

agency rules apply. 

• Team members must not share confidential client information across sides of a deal. 

• Teams practicing dual agency must obtain signed Consent to Dual Agency forms in 

every applicable transaction. 

The Broker remains legally responsible for all team activity and reserves the right to audit or 

restructure any team that does not comply with company policy or state regulations. 

BROKERAGE RELATIONSHIP POLICY 

Quality Service Realty, Inc. adopts the Designated Agency model as our primary brokerage 

relationship structure. This allows our agents to represent clients exclusively — even when 

multiple agents within the company are involved in the same transaction. 

Our Firm May Represent: 

• Sellers through a written listing agreement 

• Buyers through a written buyer agency agreement 

• Landlords and tenants through exclusive agency or representation agreements 

Designated Agency Guidelines: 

• A designated agent is appointed in writing to represent a specific client. 

• The designated agent acts independently from other licensees within the company. 

• The managing broker may make these designations in listing and buyer agreements. 

Dual Agency (Disclosed Only): 

In rare cases, one licensee may represent both parties. When this occurs: 

• Written consent from both buyer and seller is required before proceeding. 

• A signed Consent to Dual Agency form is mandatory. 

• Dual agents must maintain strict neutrality and confidentiality. 

No Subagency Permitted: 

We do not engage in subagency relationships. Licensees work directly with their clients or 

customers under designated representation or transactional brokerage (as applicable). 
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COOPERATION & COMPENSATION POLICY 

Quality Service Realty, Inc. fully cooperates with other licensed brokerages in Florida to 

facilitate fair and ethical real estate transactions. However, cooperation does not automatically 

include compensation. 

Key Points: 

1. Compensation to Co-Brokers is offered via: 

o MLS listings (where amounts and terms are pre-established) 

o Written referral agreements 

o Pre-approved co-brokerage arrangements 

2. Compensation Disclosure 

Listing agents must disclose to sellers: 

o Whether co-broker compensation will be offered 

o The amount or percentage offered to cooperating agents 

o Any scenario where dual agency may apply 

3. No Commission Sharing with unlicensed persons or entities. 

4. No Obligation to Cooperate with non-compliant, unethical, or suspended licensees. 

All compensation terms must be clear in writing before showings or negotiations begin. 

AGENCY DISCLOSURE POLICY 

Florida law requires real estate licensees to disclose agency relationships and clarify 

representation at the first substantive contact with a consumer. 

Quality Service Realty, Inc. requires all agents to follow this procedure without exception: 

When Working with Sellers or Buyers: 

• Disclose your role verbally at the initial consultation. 

• Provide written disclosure via the Notice of No Brokerage Relationship or Single 

Agent Notice form, as applicable. 

• Explain the duties owed (loyalty, confidentiality, obedience, etc.). 

• Disclose your role before accepting confidential information or preparing an offer. 

When Working as a Transaction Broker: 

• You must still disclose your role, but fiduciary duties are limited. 

• Provide the Transaction Broker Notice to all parties. 

When Dual Agency is Anticipated: 

• Both parties must sign the Consent to Dual Agency form before continuing. 

• Confirm dual agency again in the final contract (as required by Florida Statute). 
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All disclosures must be documented in writing and retained in the transaction file. Failure to 

disclose properly is a compliance violation. 

MANDATORY BUYER AGENCY EVENTS 

To avoid conflicts of interest and maintain professional ethics, Quality Service Realty, Inc. 

requires agents to act exclusively as buyer’s agents in the following cases: 

• When representing yourself as the buyer 

• When representing immediate family members, including: 

1. Spouse or domestic partner 

2. Parent, child, or sibling 

3. Any entity in which the licensee or family member holds ownership 

In these scenarios, dual agency is not permitted. Agents must disclose their status as both a 

licensee and a principal (or related party) and must follow all FREC disclosure requirements. 

STRONGLY RECOMMENDED BUYER AGENCY EVENTS 

While not strictly mandatory, Quality Service Realty, Inc. strongly advises that you act solely 

as a buyer’s agent (not dual agent) in the following cases: 

• Working with extended family (cousins, in-laws, etc.) 

• Representing close friends or long-term clients 

• Representing business partners or associates 

• Assisting with purchases involving a jointly-owned entity 

In these cases, perceived bias or conflict of interest may jeopardize client trust. It is best to keep 

agency roles clear and avoid dual representation. 

AGENCY AND CONFIDENTIALITY POLICY 

All licensees of Quality Service Realty, Inc. are legally and ethically bound to maintain strict 

confidentiality for their clients — regardless of agency type. 

Confidential information includes (but is not limited to): 

• The lowest price a seller will accept 

• The highest price a buyer is willing to pay 

• Client motivations for buying/selling (e.g., divorce, job relocation) 

• Previous offers or counteroffers 

• Any distress, foreclosure, or short-sale status (unless agreed to be disclosed) 

Key Reminders: 

• Never share client info casually in office meetings or chats. 
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• Do not forward client emails or files without permission. 

• Label sensitive documents and emails clearly as “CONFIDENTIAL.” 

• Social media posts must not reveal property conditions, motivations, or transaction 

status without prior client approval. 

In dual agency scenarios, agents must maintain confidentiality for both parties, which further 

limits what may be shared. Dual agents must exercise extreme caution and neutrality. 

FAIR HOUSING POLICY 

At Quality Service Realty, Inc., we are proud to uphold the Fair Housing Act, the Florida 

Fair Housing Law, and Article 10 of the REALTOR® Code of Ethics. 

We do not tolerate discrimination based on: 

• Race or color 

• Religion 

• National origin 

• Sex or gender 

• Familial status (e.g., families with children) 

• Disability 

• Sexual orientation or gender identity 

• Age, ancestry, or marital status 

• Military status or legal source of income 

Prohibited Practices: 

• Refusing to show or rent based on protected class 

• Using discriminatory language in advertising 

• Steering clients to or from certain neighborhoods 

• Applying different screening or negotiation standards 

• Harassment or intimidation based on fair housing status 

• Offering different terms or access to services 

All agents must complete Fair Housing training annually, and any violation of this policy 

will result in immediate review by the Broker and possible disassociation. 

Treat every client and prospect with equity, dignity, and respect — it’s not just the law, it’s our 

culture. 

ANTITRUST POLICY 

Quality Service Realty, Inc. strictly prohibits any actions or discussions that may violate federal 

or state antitrust laws. Agents must avoid any conduct that implies collusion or unfair 

competitive practices with other brokerages. 
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Prohibited Conduct Includes: 

• Price Fixing 

1. Do not agree (formally or informally) with competitors on commissions or service 

fees. 

2. Never suggest or refer to any rate as a “standard,” “normal,” or “customary” fee. 

• Boycotts 

1. Do not agree with other agents or companies to avoid working with a specific 

brokerage or discount service. 

• Market Allocation 

1. Do not agree to divide service areas, zip codes, or customer types among 

brokerages. 

What You Can Say: 

If asked about your fees, you may say: 

“Our company determines pricing independently based on the level of service, tools, and 

resources we provide to our clients.” 

All agents are required to complete an annual training on antitrust compliance. Any violation 

will lead to immediate internal review and potential disciplinary action. 

LISTING PROCEDURES 

At Quality Service Realty, Inc., listings are the foundation of our business. We emphasize 

accurate, ethical, and well-documented listing practices to protect our clients and minimize risk. 

1. Types of Listings Accepted 

• Exclusive Right of Sale listings are preferred. 

• Open listings require Broker approval. 

• Net listings are strictly prohibited. 

2. Required Disclosures 

• Sellers must complete the Florida Seller’s Disclosure Form. 

• Lead-based paint disclosures are mandatory for homes built before 1978. 

• Radon disclosures, when applicable, must be provided. 

• If a seller refuses to complete required forms, Broker approval is required before listing 

the property. 

3. Accuracy of Listing Content 

Agents must: 
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• Personally verify all room sizes (do not copy prior MLS data). 

• Confirm tax records through official sources (not seller opinion). 

• Verify lot size via survey or property appraiser’s site. 

• Confirm inclusions/exclusions and list them in MLS remarks and the contract. 

• Use verifiable documentation (receipts or permits) for statements like “new roof” or 

“recent renovations.” 

4. Legal Signatures 

The listing must be signed by all parties with ownership interest, including spouses, trustees, 

or court-appointed representatives. 

Consult the Broker if the property involves: 

• Divorce, probate, trust, guardianship, or power of attorney 

• Partnerships, LLCs, or corporations 

COMMISSION STRUCTURE & POLICIES 

Quality Service Realty, Inc. uses a flexible, agent-first commission model designed to reward 

performance while supporting service excellence. 

1. Commission to Listing Agents 

Commission rates charged to the public are determined by: 

• Property type, value, and marketing requirements 

• Agent’s discretion, based on company-approved guidelines 

• All commissions must be disclosed in the listing agreement and MLS 

Agents must not quote a “standard commission.” All rates must reflect our own independent 

pricing model. 

2. Commission Splits to Agents 

Agents are compensated based on their agreed-upon commission split and any current incentive 

or cap program in place. The company will provide a written breakdown of splits and caps 

during onboarding or upon request. 

3. Co-Broker Compensation 

Agents must specify the amount offered to co-brokers in the MLS. This must align with office 

policy and seller’s approval. 

4. Referral Fees 
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Referral agreements (incoming or outgoing) must be documented and signed by the Broker. No 

commissions may be paid to unlicensed individuals. 

SIDEKICK PROGRAM 

At Quality Service Realty, Inc., we proudly offer our associates the opportunity to grow our 

company and be rewarded through our Sidekick Program. 

This referral initiative allows active agents in good standing to earn 20% of the company’s 

share of commission (company dollar) from each closed transaction completed by the agents 

they refer. 

This compensation is granted for a full twelve (12) months from the referred agent’s official 

start date and may be extended annually based on the referring associate’s performance, at the 

sole discretion of the Broker. 

The program is designed to recognize and reward associates who help expand our team with 

talented professionals, while promoting a culture of collaboration, growth, and mutual success. 

Eligibility 

Only active Associates of Quality Service Realty, Inc. in good standing are eligible to participate 

in the Sidekick Program. 

Qualified Referral Definition 

A referred agent must: 

• Be newly affiliated with Quality Service Realty, Inc. 

• Name the referring Associate during onboarding. 

• Maintain active license status and be in good standing. 

Payment Terms 

Referral compensation will be paid on a monthly basis after: 

• The referred agent's transaction closes and funds are cleared 

• All necessary documents have been submitted 

Limitations and Discretion 

• The referred agent must remain with the brokerage in good standing for bonuses to be 

paid. 

• Referral compensation is not retroactive and only applies to agents properly registered 

under the Sidekick Program. 

• The Broker retains full discretion to approve or reject any referred candidate. 

• Program Changes 

Quality Service Realty, Inc. reserves the right to amend, suspend, or terminate the 
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Sidekick Program at any time with written notice. Any such changes will not affect 

compensation already earned and due. 

DISCLOSURE OF ADVERSE MATERIAL FACTS 

Under Florida law and the Code of Ethics, licensees at Quality Service Realty, Inc. are required 

to disclose any known material adverse facts about a property that could impact a buyer’s 

decision. 

These include: 

• Structural issues 

• Mold, water damage, or prior flooding 

• Termite or pest infestations 

• Roof leaks or foundational problems 

• Environmental concerns (e.g., sinkholes, contamination) 

• Defective appliances or mechanical systems 

Latent defects — those not easily observed — must be disclosed if known. 

If you suspect a defect or the seller discloses something verbally, you must: 

• Encourage the seller to document it in writing 

• Report it to your Broker for review 

• Disclose it to buyers before accepting any offers 

Failure to disclose known issues can result in legal liability and disciplinary action. 

RESIDENTIAL REAL PROPERTY DISCLOSURE 

Quality Service Realty, Inc. requires sellers to complete the Florida Seller’s Property 

Disclosure Form before listing. 

Policy: 

• A blank form must be provided at the listing appointment. 

• The seller must fill it out personally — agents may not complete it on their behalf. 

• The form must be delivered to all prospective buyers prior to submitting an offer. 

If the property is exempt (e.g., foreclosure, estate), the exemption must be documented in 

writing. 

If a seller refuses to complete the form: 

• Refer the seller to legal counsel 

• Notify the Broker 

• Listing may not be accepted unless legally exempt 
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The disclosure form is a key risk reduction tool. It protects both the seller and the company 

from future misrepresentation claims. 

LEAD-BASED PAINT DISCLOSURE POLICY 

Federal law requires that for any property built before 1978, sellers and landlords must: 

• Provide the Lead-Based Paint Disclosure Form 

• Provide the EPA “Protect Your Family” pamphlet 

• Give buyers or tenants a 10-day period to inspect for lead paint (unless waived in writing) 

Agents must ensure all disclosures are: 

• Completed and signed before contract execution 

• Uploaded to the transaction file 

• Retained for at least three years as required by HUD 

The company will not accept liability for failure to comply. It is the agent’s duty to verify and 

disclose appropriately. 

RADON GAS DISCLOSURE POLICY 

Florida law requires that all sales and leases of residential property include the following 

disclosure: 

"Radon gas is a naturally occurring radioactive gas that, when accumulated in a building in 

sufficient quantities, may present health risks to persons who are exposed to it over time..." 

This disclosure must be: 

• Included in all contracts and leases 

• Provided regardless of whether a test has been performed 

• Not used to imply that radon is or is not present 

If the property has tested positive for radon, the seller must: 

• Provide the test report 

• Disclose mitigation or lack thereof 

Agents should never interpret test results. Refer buyers and sellers to qualified radon 

professionals or attorneys as needed. 
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ACCURACY OF LISTING INFORMATION 

All listing data must be complete, truthful, and verifiable. Agents at Quality Service Realty, 

Inc. are personally responsible for the accuracy of the information they input into MLS or 

present in marketing materials. 

Key Areas of Focus: 

• Room Counts 

1. Follow appraisal standards: only include above-grade finished rooms. 

2. Basement bedrooms require proper egress to count. 

3. Use “+” notation if there are bonus rooms or non-standard layouts (e.g., “3+ 

bedrooms”). 

• Room Measurements 

1. Personally measure all rooms using a tape or digital measurer. 

2. Do not copy measurements from old listings or public records. 

3. Round to the nearest foot only when required by MLS limitations. 

• Included & Excluded Items 

1. Confirm what stays or goes (e.g., appliances, chandeliers, security cameras). 

2. Be sure that exclusions are clearly marked in both the MLS and the contract. 

3. Recommend that sellers remove any excluded items before showings. 

• Lot Size & Taxes 

1. Use the county property appraiser’s website or a survey. 

2. Don’t estimate. 

3. Pull tax data from official records — not from the seller’s memory. 

• Upgrades & Renovations 

1. Use documentation (receipts, permits) to support claims such as: 

“New roof 2023” or “Remodeled kitchen 2022” 

2. If the exact date is unknown, use general language like “recent” or “updated.” 

Do not rely on the seller’s statements without reasonable verification. Misleading listing data 

may lead to legal liability. 

REQUIRED SIGNATURES ON LISTING AGREEMENTS 

To ensure enforceability and proper representation, all parties with legal interest in the 

property must sign the listing agreement. 

Common Scenarios: 

• Married Couples / Domestic Partners 

o Both spouses must sign, even if only one is on the deed, unless: 

▪ There is a recorded quitclaim deed, or 

▪ A prenuptial agreement waiving marital rights, or 

▪ A valid court order 

o Florida law recognizes homestead rights. 
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• Trusts 

o Request a copy of the trust page granting the trustee authority to sell. 

o Verify if one or multiple trustees are required to sign. 

• Estates & Probate 

o Request Letters of Administration or Court Orders. 

o Consult the Broker for approval before listing. 

• Divorce Situations 

o If divorce is pending, both parties must sign. 

o If finalized, obtain the recorded deed or divorce decree showing property 

assignment. 

• Power of Attorney 

o Ensure POA is properly executed, notarized, and recorded. 

o Include “John Smith, by Jane Smith as Attorney-in-Fact” in signature blocks. 

Always verify ownership via public records and consult the Broker if you’re unsure. Improperly 

executed listing agreements may invalidate commission claims. 

SELLER NET PROCEEDS CALCULATIONS 

Quality Service Realty, Inc. agents are required to provide sellers with a Seller Net Sheet at 

listing and each time an offer is presented. 

Required Steps: 

• Use a company-approved net sheet calculator or template 

• Estimate: 

o Mortgage payoff 

o Real estate commission 

o Title fees, documentary stamps, and closing costs 

o Any credits offered to the buyer 

• Clearly state that the figures are estimates only 

When to Provide: 

1. At listing presentation (based on list price) 

2. When presenting any offer or counteroffer 

3. Upon request, or when terms of the transaction change 

Be transparent: let sellers know that final figures will be provided by the closing/title company. 

Label your form “Estimate Only – Not Final Closing Statement.” 

LOCKBOX PROCEDURES 

Quality Service Realty, Inc. encourages the use of electronic lockboxes to provide secure, 

trackable access to listed properties. 
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Policy: 

• Lockboxes may only be installed with the seller’s written consent in the listing 

agreement. 

• Use Supra, Sentrilock, or other company-approved systems. 

• Ensure the lockbox is placed in a safe, accessible location, not visible from the street if 

avoidable. 

• The access code or lockbox serial number must be updated in MLS and the file. 

Agent Responsibilities: 

• Check the lockbox functionality after placement. 

• Monitor showings and verify that only authorized agents access the property. 

• Remove the lockbox within 24–48 hours of listing expiration or closing. 

If a manual combo lockbox is used, never reuse the same code between listings. Change it for 

each property. 

OPEN HOUSE POLICY 

Open houses are a powerful tool — but they must be planned and conducted with 

professionalism and safety. 

Seller Prep: 

• Provide the seller with an Open House Preparation Checklist. 

• Advise removal or securement of valuables (e.g., jewelry, medication, documents). 

• Sellers must understand that their homeowner’s insurance is responsible for any losses. 

Agent Duties: 

• Arrive early to prepare signage, lights, and materials. 

• Display promotional materials and buyer sign-in sheets. 

• Stay vigilant — never leave personal items, keys, or visitors unsupervised. 

• Greet each guest, ask for identification, and direct traffic flow to maintain safety. 

• Lock all doors and windows after the event and turn off lights. 

Safety Notes: 

• If hosting an open house alone, notify someone of your schedule and check in/out. 

• Do not allow guests to roam unaccompanied into secluded areas (e.g., basements). 

If at any point you feel uncomfortable or unsafe, terminate the open house immediately and 

report to the Broker. 
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INTERNAL LISTING REVIEW 

All listing agreements, input sheets, and MLS submissions are subject to internal audit to protect 

agents, clients, and the company. 

Quality Service Realty, Inc. requires: 

• Submission of fully executed listing agreements and disclosures within 24 hours of 

client signature. 

• Upload of listing package to the Transaction Center in the virtual office. 

• MLS entry must be completed within 48 hours of effective listing date unless exempted. 

The Broker or designated file reviewer will verify: 

• Proper legal owner(s) signed the agreement 

• Required disclosures are complete and accurate 

• Listing price aligns with market data 

• MLS and marketing materials match the contract terms 

Agents will be notified of any discrepancies or missing documents and are expected to respond 

within 48 hours. 

Repeated issues with listing submissions may lead to compliance review or suspension of listing 

privileges. 

BUYER QUALIFICATION POLICY 

At Quality Service Realty, Inc., qualifying the buyer is a critical step in ensuring smooth, 

successful transactions for all parties. Agents are responsible for thoroughly assessing a buyer’s 

financial readiness prior to property showings or contract offers. 

Buyer Qualification Includes: 

• Loan Pre-Approval 

o Encourage buyers to obtain a written pre-approval letter from a reputable 

lender before showing properties. 

o The letter should reflect loan amount, type, and conditions. 

• Buyer Financial Worksheet 

o Use the company-provided qualification form to gather buyer information 

such as income, debt, cash reserves, and timeline. 

o Review with the buyer to confirm realistic price ranges. 

• Consultation with a Lender 

o Offer to connect the buyer with company-affiliated or approved lenders for 

deeper qualification and advice. 

• Cash Buyers 
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o Require a Proof of Funds letter (bank statement, letter from CPA, etc.) 

before submitting an offer. 

Proper buyer qualification is part of your fiduciary duty and avoids wasting time, legal risk, and 

failed closings. 

ESTIMATED CLOSING COSTS POLICY 

Every buyer should receive an Estimate of Closing Costs from their agent before writing an 

offer — and whenever terms change during the transaction. 

Agent Responsibilities: 

• Use a company-approved closing cost worksheet or calculator. 

• Include estimates for: 

o Lender fees and prepaids 

o Title fees and taxes 

o Insurance, inspections, and reserves 

o Any credits, down payments, or concessions 

• Explain clearly that these are estimates only and that the final figures will come from the 

closing/title agent. 

Avoid: 

• “Ballpark” or percentage-based guesses (e.g., “3–5% of purchase price”) 

• Unvetted online calculators or outdated figures 

• Statements that could be interpreted as legal or financial advice 

Always note the source of the cost data and provide a copy to the buyer for transparency and 

documentation. 

SALE CONTRACT POLICY 

All agents of Quality Service Realty, Inc. are required to use the company-approved forms 

provided by the Florida Realtors® and executed through Simplicity or other authorized 

platforms. 

Contract Preparation: 

• Use only standard Florida FAR/BAR contracts and approved addenda. 

• Do not modify legal language unless directed by an attorney. 

• Include all required disclosures and timelines. 

Agents may not: 

• Draft legal clauses 
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• Offer legal interpretation 

• Remove mandatory contract provisions 

Refer all legal questions or custom contract requests to a real estate attorney or Broker. 

Writing Offers: 

• Ensure all buyers are properly qualified and verified 

• Submit fully completed offer packages including pre-approval, proof of funds, and buyer-

signed disclosures 

• Review timelines for inspections, financing, and closing with the buyer in advance 

Important: 

• All signed contracts must be uploaded to the Transaction Center within 24 hours of 

execution. 

• Earnest money must be submitted according to the terms and documented immediately. 

EARNEST MONEY POLICY 

All earnest money deposits (EMDs) must be handled in strict accordance with Florida law, the 

terms of the purchase agreement, and the policies of Quality Service Realty, Inc. 

Deposit Instructions: 

• Earnest money must be delivered within the time frame stated in the contract (usually 

1–3 days). 

• The check or wire must be made payable to the designated title company or escrow 

agent. 

• Never make EMD payable to the agent or Quality Service Realty, Inc. unless specifically 

authorized in writing by the Broker. 

Documentation: 

• Use an Earnest Money Receipt Acknowledgment form and submit it with the executed 

contract. 

• Upload confirmation of delivery (copy of check, wire receipt, or escrow letter) to the 

Transaction Center within 24 hours. 

Late or Missing Deposits: 

• If a deposit is delayed, notify the cooperating agent and Broker immediately. 

• A missed EMD deadline is a contract default and must be addressed promptly. 

Agents must not hold or personally transport large sums of cash. Always use secure, trackable 

methods for delivering funds. 
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ADVERTISING & MARKETING POLICY 

All advertising by agents of Quality Service Realty, Inc. must be truthful, brand-aligned, and 

compliant with Florida Real Estate Commission (FREC) rules and the REALTOR® Code of 

Ethics. 

All advertising must: 

• Clearly display the brokerage name: Quality Service Realty, Inc. 

• Include the agent’s full name and license status 

• Avoid misleading terms (e.g., “sold in one day” if not verifiable) 

• Include proper disclosures for licensed ownership or relationships 

Applies To: 

• Yard signs and flyers 

• Social media posts, reels, and stories 

• Email marketing and websites 

• Business cards and digital signatures 

• Radio, TV, or billboard ads 

Social Media Guidelines: 

• Company branding and compliance must appear in the first image, caption, or headline 

• Personal pages used for real estate must also comply 

• Do not post coming-soon listings without written seller authorization and MLS 

compliance 

All marketing campaigns and team branding must be pre-approved if they deviate from the 

brokerage’s standard brand elements. 

Violations of this policy may result in removal of marketing privileges and possible disciplinary 

action. 

RISK REDUCTION POLICY 

Quality Service Realty, Inc. is committed to protecting its agents, clients, and company from 

avoidable legal issues. All agents must actively apply risk reduction strategies in every 

transaction. 

Mandatory Risk Management Practices: 

• Use only standardized contracts and disclosures 

• Document all communication regarding offers, repairs, and terms in writing 
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• Deliver required disclosures (lead-based paint, radon, property condition) before binding 

agreements 

• Avoid offering legal or tax advice — refer clients to licensed professionals 

• Keep client confidentiality at all times (especially in dual agency situations) 

• Upload all transaction files and communications to the Transaction Center 

Broker Support: 

The Broker is available for: 

• Reviewing contracts and clauses 

• Advising on client disputes 

• Evaluating compliance concerns 

• Escalating legal issues to attorneys when needed 

Risk management is not just compliance — it’s client protection, deal security, and professional 

reputation. 

SOCIAL MEDIA POLICY 

Social media is a powerful tool for marketing, brand-building, and connecting with clients — but 

it must be used professionally, ethically, and in accordance with FREC rules and company 

standards. 

All agent posts must: 

• Clearly identify the brokerage name: Quality Service Realty, Inc. 

• Be truthful and not misleading 

• Avoid unsubstantiated claims (e.g., “best agent in Miami”) 

• Include your license status and full name when presenting yourself as an agent 

Platforms Covered: 

• Facebook, Instagram, LinkedIn, TikTok, YouTube, Twitter/X 

• Stories, Reels, Lives, and Posts 

• Personal pages used for business purposes 

Content Guidance: 

• Never post confidential client or property information without written consent 

• Avoid discussing pending transactions, disputes, or personal drama 

• Be respectful in tone — remember, you represent the company at all times 

• Use disclaimers on opinion-based posts (“not intended as legal advice”) 

• Tag or mention Quality Service Realty, Inc. when appropriate to boost brand alignment 
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Violations of this policy may lead to content takedown requests, compliance review, or 

disassociation. 

The Marketing Suite in the Virtual Office includes templates, compliance examples, and 

branding elements to support your success. 

RECORD RETENTION AND DESTRUCTION POLICY 

To comply with Florida law and protect the company from liability, Quality Service Realty, 

Inc. maintains the following record retention guidelines: 

Retain for a Minimum of 5 Years: 

• Executed contracts and addenda 

• Listing and buyer agreements 

• Disclosures and agency documents 

• Escrow and earnest money records 

• Closing statements and commission breakdowns 

• Email and text communications related to the transaction 

Records may be kept digitally in the company’s cloud-based transaction management system. 

Destruction of Records: 

After the retention period, documents containing client or company-sensitive data must be 

destroyed securely: 

• Paper records: cross-cut shredder or professional shredding service 

• Digital files: delete from cloud, hard drives, and recycle bins permanently 

Do not discard any records related to litigation, disputes, audits, or active investigations — 

even if retention period has expired. 

When in doubt, consult the Broker before discarding any file. 

DO NOT CALL / TEXT COMPLIANCE POLICY 

Quality Service Realty, Inc. strictly follows the Federal Trade Commission’s (FTC) Do Not 

Call (DNC) regulations and the Telephone Consumer Protection Act (TCPA). 

Agents must: 

• Scrub all contact lists against the National Do Not Call Registry and any state-specific 

lists 

• Avoid unsolicited calls or texts to any number listed 

• Obtain written consent before texting or calling for solicitation purposes 
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• Provide a clear opt-out option in mass text or email messages 

Prohibited Activities: 

• Cold-calling expired listings or FSBOs without DNC screening 

• Texting leads from online forms without permission 

• Calling leads after 9:00 p.m. or before 8:00 a.m. local time 

• Using auto-dialers or prerecorded messages without consent 

Violations may result in fines of up to $43,792 per incident — and immediate disassociation 

from the company. 

Use only company-approved tools that have built-in DNC compliance screening. 

CONCEALED FIREARMS & WEAPONS POLICY 

To promote a safe, professional, and welcoming environment, Quality Service Realty, Inc. 

prohibits the possession or use of firearms or other weapons on company property or during 

business activities — regardless of concealed carry permits. 

This includes: 

• The physical office 

• Open houses or property showings 

• Broker caravans, events, and client meetings 

• Any company-sponsored training or gathering 

• Vehicles used for transporting clients 

Exceptions: 

• Written approval from the Broker for security or licensed law enforcement agents 

• Transporting legally stored weapons in compliance with Florida statutes — but not 

displaying or carrying them during any business engagement 

Agents are encouraged to focus on non-lethal safety measures, such as: 

• Safety apps 

• Pepper spray 

• Personal alarms 

• Buddy systems 

Violation of this policy may result in immediate review and possible disassociation. 
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CONFLICT RESOLUTION POLICY 

Conflicts may arise in the course of business — between agents, clients, or third-party vendors. 

At Quality Service Realty, Inc., we are committed to resolving disputes with respect, fairness, 

and professionalism. 

Step-by-Step Process: 

• Self-Resolution First 

o Parties involved should make every attempt to resolve misunderstandings 

directly, calmly, and respectfully. 

• Notify the Broker 

o If resolution isn’t reached, report the matter to the Broker or Office Manager 

in writing with specific facts and dates. 

• Mediation or Review Meeting 

o The Broker may schedule a one-on-one or joint mediation to address the issue. 

• Escalation to Legal Counsel (if needed) 

o For contract disputes, harassment claims, or legal concerns, the Broker may 

involve outside legal professionals. 

Harassment, discrimination, or unethical conduct: 

Will be investigated immediately and may result in: 

• Formal warnings 

• Mandatory retraining 

• Temporary suspension 

• Termination of affiliation 

Agents should never attempt to resolve serious ethical violations without company oversight. 

POLICY MANUAL ACKNOWLEDGMENT 

I, the undersigned, acknowledge that I have received, read, and understood the Quality Service 

Realty, Inc. Policy Manual. I agree to abide by the policies, standards, and expectations 

outlined within. I understand that failure to comply with these policies may result in disciplinary 

action, including suspension or disassociation from the brokerage. 

I also acknowledge that this manual may be updated, and I will be notified of any substantial 

changes. I agree to remain informed and operate in compliance with the most current version. 

Agent’s Name ____________________________________________ 

Signature _________________________________________________ 

Date _____________________________________________________ 


