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NB Elite Realty – Full Policy Manual
This document contains the full NB Elite Realty Policies & Procedures, including all operational, legal, and compliance guidelines for agents.

Purpose:

This full policy manual is provided to all agents to ensure understanding and compliance with NB Elite Realty rules, federal and state laws, and brokerage standards. Agents are responsible for reviewing and following all policies.

Intermediary Policy

Intermediary representation is not allowed unless personally approved by the CEO and Broker of NB Elite Realty.
	•	If selling your own home (with brokerage approval), you cannot represent the buyer.
	•	The buyer must either be represented by another agent or proceed with non-representation.
	•	Texas: If the buyer is unrepresented, use Form 1417, available in Broker Sumo.
	•	Other states: Use NB Elite Realty’s brokerage-specific non-representation form.

Legal Advice

Contact the Broker for any transaction questions that could lead to legal issues. Following guidance helps avoid potential lawsuits.

Advertising & Marketing
	•	All marketing, whether as an agent or DBA, must include NB Elite Realty logo and name.
	•	Advertising must not be misleading, deceptive, or discriminatory.
•	Must comply with federal, state, and local laws, including RESPA, TILA, Fair Housing, ADA, and REALTOR® Code of Ethics.
	•	Only brokerage-approved trademarks, logos, slogans, and intellectual property may be used.
	•	Team names or assumed business names require brokerage approval and registration.

Advertising Procedures:
	•	Submit all advertising for written approval before use.
	•	Property-specific advertising requires owner consent.
	•	Must clearly display:
	•	Agent or team name
	•	Brokerage name
	•	Advertising of other brokers’ listings requires written consent unless MLS/IDX rules allow.
	•	Comply with policies on email, cold calling, internet use, DMCA, and copyright.

Business Cards & Signage
	•	Business cards must include your personal phone number.
	•	For Sale / For Lease signs must show personal number only, no company number.

Lease Payments & Checks
•	Mail to Florida accounting department, or
•	Directly deposit into the brokerage account for faster processing.

Commission Advances

Contact Premiere Commission (Ashley Joffe) at ashley@premiercommission.com / (212) 317-1702. Mention you are an NB Elite agent.

Internal Referrals Policy

If you are referring a client to another NB Elite Realty agent, a referral form is not required.
	•	Send an email to the brokerage department and copy the broker.
	•	Clearly state the agreed commission split in the email.
	•	This email serves as the official record for the referral.

Assistant Work
	•	Notify info@nbeliterealty.com immediately if you have an assistant.
	•	Assistants must follow NB Elite Realty guidelines regarding permitted activities and roles.

Honesty & Ethics

Agents must conduct business with honesty, integrity, and professionalism. Ethical behavior is essential for representing the company and building trust with clients.

Definitions
	•	Agent: Licensed real estate agent or broker acting on behalf of a principal.
	•	Broker: Person or entity holding a real estate broker license.
	•	Principal: Person or entity authorizing an agent to act on their behalf.
	•	Brokerage: The broker responsible for the firm’s brokerage activities.

Notice to Agent/s

Any actions by agents violating this manual are unauthorized and outside the brokerage–agent relationship. Agents are solely responsible for expenses, damage, or losses arising from such actions and must reimburse the brokerage for losses caused. A waiver for one violation does not waive future violations.

Work Agreements & Compensation Policy
	•	All relationships between the brokerage and agents must be governed by written agreements.
	•	Compensation must comply with state laws and RESPA.
	•	All commissions must be paid directly to the brokerage unless authorized in writing.
	•	Third-party compensation requires written disclosure and consent.
	•	Commission-sharing requests must be submitted in writing and may require client consent.
•	Agents may not pay or receive referral fees from settlement service providers unless allowed by law and approved by the brokerage.

Establishing Competency Policy
	•	Agents may act only in areas where the brokerage has designated competency.
	•	Agents must maintain all required licenses, certifications, and continuing education.
	•	Approval for expanded authority is at the discretion of the brokerage.
	•	First-time activities require coaching from an experienced broker or approved agent.

Records Management Policy
•	The brokerage maintains records including contracts, disclosures, compensation agreements, and communications.
	•	Records must be kept for at least four years from closing, termination, or end of transaction.
•	All records are property of the brokerage. Agents must protect confidential client information during and after affiliation.
	•	Records must be delivered to the brokerage within one business day of creation or execution.


Fiduciary Duty of Agents Policy
•	Agents owe principals loyalty, confidentiality, honesty, reasonable care, full disclosure, and proper accounting.
	•	Agents must explain whether a party is a client, customer, or unrepresented.
	•	Agents must disclose conflicts of interest and ownership in transactions.
•	Broker approval is required for broker price opinions.
	•	Agents must present all offers promptly and disclose known material property defects.
•	Termination of representation requires consultation with the brokerage and removal of advertising and listings.
	•	Written consent is required before intermediary representation.
	•	Agents must respond to principals, brokers, or unrepresented parties within two calendar days.

Acknowledgment Reminder
All agents must sign the separate Acknowledgment Form confirming that they have read, understood, and agreed to comply with this full NB Elite Realty Policy Manual. This signature is required before engaging in any transactions or activities under the brokerage.
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