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Dues Collection and Billing 
Annual Local, State and National Association’s REALTOR® dues will be billed in the first full week of October for 
the following year. Dues are payable on or before November 15. Annual dues received after November 15th will be
assessed a late fee of $25 per individual member. 
If dues, or other assessments including amounts owed to the Association, are not paid within one (l) month after 
the due date the nonpaying Member is subject to suspension at the discretion of the Board of Directors. Two (2) 
months after the due date, membership of the nonpaying Member may be terminated at the discretion of the 
Board of Directors. Three (3) months after the due date, membership of the nonpaying Member shall automatically 
terminate unless within that time the amount due is paid. Such Members may reapply after making payment in full 
of all account dues and fees as of the date of termination. The former member must reapply in the manner 
prescribed for new members.

Dues shall be waived for active duty military personnel upon request by the member or his/her Designated 
REALTOR®. Such requests will also be forwarded for state and national dues waivers in accordance with the 
policies of those Associations.

Late Payment Penalty 
If dues, fees, fines, or other assessments including amounts owed to the Association are not paid within one (l) 
month after the due date the nonpaying Member is subject to suspension at the discretion of the Board of 
Directors. Two (2) months after the due date, membership of the nonpaying Member may be terminated at the 
discretion of the Board of Directors. Three (3) months after the due date, membership of the nonpaying Member 
shall automatically terminate unless within that time the amount due is paid. However, no action shall be taken to 
suspend or expel a Member for nonpayment of disputed amounts until the accuracy of the amount owed has been 
confirmed by the Board of Directors. A former Member who has had his membership terminated for nonpayment of 
dues, fees, fines, or other assessments duly levied in accordance with the provisions of these Bylaws or the 
provisions of other Rules and Regulations of the Association or any of its services, departments, divisions or 
subsidiaries may apply for reinstatement in a manner prescribed for new applicants for membership, after making 
payment in full of all accounts due as of the date of termination. 

MLS Service Fees, Fines and Collections 
MLS Service Fees and Fines are billed and collected in accordance with the policy set forth in the MLS Rules and 
Regulations. 

A late fee of $25 will be assessed for payment received after the 1st day of the calendar quarter for MLS Fees per 
individual Participants and/or Subscribers.

Returned check procedures 
The Association will collect the maximum fee allowed by law for each returned check received by the Association. 
Any member who has two checks returned for Non-Sufficient Funds in a twelve (12) month period must pay by 
cash or other secured fund payment for a period of one year. 

Refunds
Refunds shall not be issued for dues, fees, or other assessments when a member retires/escrows their professional 
license after the payment due date. 

Refunds will not be issued for cancellations made after an event’s date as this may cause a negative financial 
impact on the Association, and by extension its collective members, except in the case that a program is 
rescheduled to an alternate date or time.
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Charitable Giving
The Association collects funds through quarterly MLS billing for the REALTOR® Window of Opportunity Program. 
The billing statements include a voluntary $5/ quarter or $20/year contribution. Monies collected will be divided 
equally and distributed to the Obion County and Weakley County chapters of Habitat for Humanity

Required Reserves 
All reserve monies may be invested into FDIC Insured, CD's, Money Market Account, or any other low risk 
investments as approved by the Board of Directors.
Withdrawals from RRAR reserves must be reviewed and approved by the Board of Directors.
In accordance with accepted Association practices (ASAE, NAR, etc.) of maintaining reserves for emergency 
operation (Emergency Management Reserves) and major expenditures (Major Expenditure Reserves), the 
Association will maintain Reserves of such an amount that will sustain the Association for three (3) months, or 
twenty five percent (25%) of annual budget, following a natural or other disaster. The Association will maintain 
Major Expenditure Reserves of such amount that major expenditures can be anticipated and financed on a regular 
schedule. All reserves should be in a liquid form. 

Budget Process 
The Association’s annual budget process will be conducted annually beginning in third quarter of the calendar year 
by the Association Executive. All budget requests or needs should be presented to the Association Executive by 
June 15 for the following year’s budget. The annual budget process should include a review of all income and 
expenses, as well as: insurance policies, reserve funds, capital needs, and staff salary. A review of all policy 
manuals for changes, which may affect the budget, should be part of the budget process. The annual budget will 
be ready for approval by the Board’s September meeting. 

The Association Executive distributes monthly reports to the board of directors in advance of each meeting via 
electronic means.  A copy of the Treasurer’s Report in included in meeting packets. 

Association Financial Audits 
The Association will have an annual review by a Certified Public Accountant (CPA). At the recommendation of the 
Board, the Association will conduct a full audit by a CPA. The board may also recommend an audit following 
changes in key staff. 

Internal Accounting Policy 
The Association maintains internal accounting procedures in accordance with accepted standard accounting policies 
to safeguard the financial assets and integrity of the Association. These procedures will be reviewed and updated 
as recommended by the Association accountant. 
Bank statements, computerized bookkeeping records, paper records of payables, reconciliation reports and any and 
all related items will be available for review by the Treasurer and audit committee at any time. Voided checks will 
be retained and made available for review. No checks will be issued made payable to “CASH.”

Check Signatures 
Authorized signors for RRAR’s checks will determined annually by the Board of Directors. 
No signature stamps will be utilized.
No blank checks will be signed.

Bank Deposit Policy
Bank deposits will be made daily at all times possible, in person. Drop boxes are not utilized. For deposit only 
stamps will be used on all non-cash receipts.

WEBSIT
E 
(VOW) 

Section 
19.1 
(a): A 
Virtual 
Office 
Website 
(“VOW”
) is a 
Particip
ant’s 
Internet 
website, 
or a 
feature 
of a 
Particip
ant’s 
website, 
through 
which 
the 
Particip
ant is 
capable 
of 
providin
g real 
estate 
brokera
ge 
services 
to 
consum
ers with 
whom 
the 
Particip
ant has 
first 
establis
hed a 
broker-
consum
er 
relation
ship (as 
defined 
by state 
law) 
where 
the 
consum
er has 
the 
opportu
nity to 
search 
MLS 
Listing 
Informa
tion, 
subject 
to the 
Particip
ant’s 
oversig
ht, 
supervis
ion, and 
account
ability. 
A non-
principa
l broker 
or sales 
licensee 
affiliate
d with a 
Particip
ant 
may, 
with his 
or her 
Particip
ant’s 
consent
, 
operate 
a VOW. 
Any 
VOW of 
a non-
principa
l broker 
or sales 
licensee 
is 
subject 
to the 
Particip
ant’s 
oversig
ht, 
supervis
ion, and 
account
ability. 
(b) As 
used in 
Section 
19 of 
these 
Rules, 
the 
term 
“Particip
ant” 
includes 
a 
Particip
ant’s 
affiliate
d non-
principa
l 
brokers 
and 
sales 
licensee
s – 
except 
when 
the 
term is 
used in 
the 
phrases 
“Particip
ant’s 
consent
” and 
“Particip
ant’s 
oversig
ht, 
supervis
ion, and 
account
ability”. 
Referen
ces to 
“VOW” 
and 
“VOWs” 
include 
all 
VOWs, 
whether 
operate
d by a 
Particip
ant, by 
a non-
principa
l broker 
or sales 
licensee
, or by 
an 
Affiliate
d VOW 
Partner 
(“AVP”) 
on 
behalf 
of a 
Particip
ant. 

(c) 
“Affiliat
ed VOW 
Partner” 
(“AVP”) 
refers 
to an 
entity 
or 
person 
designa
ted by a 
Particip
ant to 
operate 
a VOW 
on 
behalf 
of the 
Particip
ant, 
subject 
to the 
Particip
ant’s 
supervis
ion, 
account
ability 
and 
complia
nce with 
the 
VOW 
Policy. 
No AVP 
has 
indepen
dent 
particip
ation 
rights in 
the MLS 
by 
virtue of 
its right 
to 
receive 
informa
tion on 
behalf 
of a 
Particip
ant. No 
AVP has 
the 
right to 
use MLS 
Listing 
Informa
tion 
except 
in 
connecti
on with 
operatio
n of a 
VOW on 
behalf 
of one 
or more 
Particip
ants. 
Access 
by an 
AVP to 
MLS 
Listing 
Informa
tion is 
derivati
ve of 
the 
rights of 
the 
Particip
ant on 
whose 
behalf 
the AVP 
operate
s a 
VOW.
(d) As 
used in 
Section 
19 of 
these 
Rules, 
the 
term 
“MLS 
Listing 
Informa
tion” 
refers 
to 
active 
listing 
informa
tion and 
sold 
data 
provide
d by 
Particip
ants to 
the MLS 
and 
aggrega
ted and 
distribut
ed by 
the MLS 
to 
Particip
ants.

Section 
19.2 
(a): The 
right of 
a 
Particip
ant’s 
VOW to 
display 
MLS 
Listing 
Informa
tion is 
limited 
to that 
supplied 
by the 
MLS(s) 
in which 
the 
Particip
ant has 
particip
atory 
rights. 
Howeve
r, a 
Particip
ant with 
offices 
particip
ating in 
differen
t MLSs 
may 
operate 
a 
master 
website 
with 
links to 
the 
VOWs 
of the 
other 
offices.

(b) 
Subject 
to the 
provisio
ns of 
the 
VOW 
Policy 
and 
these 
Rules, a 
Particip
ant’s 
VOW, 
includin
g any 
VOW 
operate
d on 
behalf 
of a 
Particip
ant by 
an AVP, 
may 
provide 
other 
features
, 
informa
tion, or 
function
s, e.g. 
Internet 
Data 
Exchan
ge 
(“IDX”). 
(c) 
Except 
as 
otherwi
se 
provide
d in the 
VOW 
Policy 
or in 
these 
Rules, a 
Particip
ant 
need 
not 
obtain 
separat
e 
permissi
on from 
other 
MLS 
Particip
ants 
whose 
listings 
will be 
displaye
d on the 
Particip
ant’s 
VOW.

Section 
19.3 
(a): 
Before 
permitti
ng any 
consum
er to 
search 
for or 
retrieve 
any 
MLS 
Listing 
Informa
tion on 
his or 
her 
VOW, 
the 
Particip
ant 
must 
take 
each of 
the 
followin
g steps:
(i) The 
Particip
ant 
must 
first 
establis
h with 
that 
consum
er a 
lawful 
broker-
consum
er 
relation
ship (as 
defined 
by state 
law), 
includin
g 
complet
ion of 
all 
actions 
required 
by state 
law in 
connecti
on with 
providin
g real 
estate 
brokera
ge 
services 
to 
clients 
and 
custom
ers 
(hereina
fter 
“Registr
ants”). 
Such 
actions 
shall 
include, 
but are 
not 
limited 
to, 
satisfyin
g all 
applicab
le 
agency, 
non-
agency, 
and 
other 
disclosu
re 
obligati
ons, 
and 
executio
n of any 
required 
agreem
ents.

(ii) The 
Particip
ant 
must 
obtain 
the 
name 
of, and 
a valid 
email 
address 
for, 
each 
Registra
nt. The 
Particip
ant 
must 
send an 
email to 
the 
address 
provide
d by the 
Registra
nt 
confirmi
ng that 
the 
Registra
nt has 
agreed 
to the 
Terms 
of Use 
(describ
ed in 
subsecti
on (d) 
below). 
The 
Particip
ant 
must 
verify 
that the 
email 
address 
provide
d by the 
Registra
nt is 
valid 
and 
that the 
Registra
nt has 
agreed 
to the 
Terms 
of Use.

(iii) The 
Particip
ant 
must 
require 
each 
Registra
nt to 
have a 
user 
name 
and a 
passwor
d, the 
combin
ation of 
which is 
differen
t from 
those of 
all other 
registra
nts on 
the 
VOW.  
The 
Particip
ant 
may, at 
his or 
her 
option, 
supply 
the user 
name 
and 
passwor
d or 
may 
allow 
the 
Registra
nt to 
establis
h its 
user 
name 
and 
passwor
d. The 
Particip
ant 
must 
also 
assure 
that any 
email 
address 
is 
associat
ed with 
only 
one 
user 
name 
and 
passwor
d.

(b) The 
Particip
ant 
must 
assure 
that 
each 
Registra
nt’s 
passwor
d 
expires 
on a 
date 
certain 
but may 
provide 
for 
renewal 
of the 
passwor
d. The 
Particip
ant 
must at 
all 
times 
maintai
n a 
record 
of the 
name, 
email 
address
, user 
name, 
and 
current 
passwor
d of 
each 
Registra
nt. The 
Particip
ant 
must 
keep 
such 
records 
for not 
less 
than 
180 
days 
after 
the 
expirati
on of 
the 
validity 
of the 
Registra
nt’s 
passwor
d.

(c) If 
the MLS 
has 
reason 
to 
believe 
that a 
Particip
ant’s 
VOW 
has 
caused 
or 
permitt
ed a 
breach 
in the 
security 
of MLS 
Listing 
Informa
tion or 
a 
violatio
n of 
MLS 
rules, 
the 
Particip
ant 
shall, 
upon 
request 
of the 
MLS, 
provide 
the 
name, 
email 
address
, user 
name, 
and 
current 
passwor
d, of 
any 
Registra
nt 
suspect
ed of 
involve
ment in 
the 
breach 
or 
violatio
n. The 
Particip
ant 
shall 
also, if 
request
ed by 
the 
MLS, 
provide 
an audit 
trail of 
activity 
by any 
such 
Registra
nt.

(d) The 
Particip
ant 
shall 
require 
each 
Registra
nt to 
review, 
and 
affirmat
ively to 
express 
agreem
ent (by 
mouse 
click or 
otherwi
se) to, 
a 
“Terms 
of Use” 
provisio
n that 
provide
s at 
least 
the 
followin
g:
i. That 
the 
Registra
nt 
acknowl
edges 
entering 
into a 
lawful 
consum
er-
broker 
relation
ship 
with the 
Particip
ant; 

ii. That 
all 
informa
tion 
obtaine
d by the 
Registra
nt from 
the 
VOW is 
intende
d only 
for the 
Registra
nt’s 
persona
l, non-
commer
cial use; 
iii. That 
the 
Registra
nt has a 
bona 
fide 
interest 
in the 
purchas
e, sale, 
or lease 
of real 
estate 
of the 
type 
being 
offered 
through 
the 
VOW;
iv. That 
the 
Registra
nt will 
not 
copy, 
redistrib
ute, or 
retrans
mit any 
of the 
informa
tion 
provide
d 
except 
in 
connecti
on with 
the 
Registra
nt’s 
consider
ation of 
the 
purchas
e or 
sale of 
an 
individu
al 
propert
y;
v. That 
the 
Registra
nt 
acknowl
edges 
the 
MLS’s 
owners
hip of, 
and the 
validity 
of the 
MLS’s 
copyrig
ht in, 
the MLS 
databas
e. 

(e) The 
Terms 
of Use 
Agreem
ent may 
not 
impose 
a 
financial 
obligati
on on 
the 
Registra
nt or 
create 
any 
represe
ntation 
agreem
ent 
betwee
n the 
Registra
nt and 
the 
Particip
ant. 
Any 
agreem
ent 
entered 
into at 
any 
time 
betwee
n the 
Particip
ant and 
Registra
nt 
imposin
g a 
financial 
obligati
on on 
the 
Registra
nt or 
creating 
represe
ntation 
of the 
Registra
nt by 
the 
Particip
ant 
must be 
establis
hed 
separat
ely from 
the 
Terms 
of Use, 
must be 
promine
ntly 
labeled 
as such, 
and 
may not 
be 
accepte
d solely 
by 
mouse 
click. 

(f) The 
Terms 
of Use 
Agreem
ent 
shall 
also 
expressl
y 
authoriz
e the 
MLS, 
and 
other 
MLS 
Particip
ants or 
their 
duly 
authoriz
ed 
represe
ntatives
, to 
access 
the 
VOW for 
the 
purpose
s of 
verifyin
g 
complia
nce with 
MLS 
rules 
and 
monitori
ng 
display 
of 
Particip
ants’ 
listings 
by the 
VOW. 
The 
Agreem
ent may 
also 
include 
such 
other 
provisio
ns as 
may be 
agreed 
to 
betwee
n the 
Particip
ant and 
the 
Registra
nt.

Section 
19.4: A 
Particip
ant’s 
VOW 
must 
promine
ntly 
display 
an e-
mail 
address
, 
telepho
ne 
number
, or 
specific 
identific
ation of 
another 
mode of 
commu
nication 
(e.g., 
live 
chat) by 
which a 
consum
er can 
contact 
the 
Particip
ant to 
ask 
questio
ns, or 
get 
more 
informa
tion, 
about 
any 
propert
y 
displaye
d on the 
VOW. 
The 
Particip
ant, or 
a 
nonprin
cipal 
broker 
or sales 
licensee 
licensed 
with the 
Particip
ant, 
must be 
willing 
and 
able to 
respond 
knowled
geably 
to 
inquirie
s from 
Registra
nts 
about 
properti
es 
within 
the 
market 
area 
served 
by that 
Particip
ant and 
displaye
d on the 
VOW.

Section 
19.5: A 
Particip
ant’s 
VOW 
must 
employ 
reasona
ble 
efforts 
to 
monitor 
for, and 
prevent, 
misappr
opriatio
n, 
“scrapin
g”, and 
other 
unautho
rized 
use of 
MLS 
Listing 
Informa
tion. A 
Particip
ant’s 
VOW 
shall 
utilize 
appropri
ate 
security 
protecti
on such 
as 
firewalls 
as long 
as this 
require
ment 
does 
not 
impose 
security 
obligati
ons 
greater 
than 
those 
employ
ed 
concurr
ently by 
the 
MLS.
(NOTE: 
MLSs 
may 
adopt 
rules 
requirin
g 
Particip
ants to 
employ 
specific 
security 
measur
es, 
provide
d that 
any 
security 
measur
e 
required 
does 
not 
impose 
obligati
ons 
greater 
than 
those 
employ
ed by 
the 
MLS.)

Section 
19.6 
(a): A 
Particip
ant’s 
VOW 
shall 
not 
display 
listings 
or 
propert
y 
address
es of 
any 
seller 
who has 
affirmat
ively 
directed 
the 
listing 
broker 
to 
withhol
d the 
seller’s 
listing 
or 
propert
y 
address 
from 
display 
on the 
Internet
. The 
listing 
broker 
shall 
commu
nicate 
to the 
MLS 
that the 
seller 
has 
elected 
not to 
permit 
display 
of the 
listing 
or 
propert
y 
address 
on the 
Internet
. 
Notwith
standin
g the 
foregoin
g, a 
Particip
ant who 
operate
s a 
VOW 
may 
provide 
to 
consum
ers via 
other 
delivery 
mechan
isms, 
such as 
email, 
fax, or 
otherwi
se, the 
listings 
of 
sellers 
who 
have 
determi
ned not 
to have 
the 
listing 
for their 
propert
y 
displaye
d on the 
Internet
.

(b) A 
Particip
ant who 
lists a 
propert
y for a 
seller 
who has 
elected 
not to 
have 
the 
propert
y listing 
or the 
propert
y 
address 
displaye
d on the 
Internet 
shall 
cause 
the 
seller to 
execute 
a 
docume
nt that 
includes 
the 
followin
g (or a 
substan
tially 
similar) 
provisio
n:
Seller 
Opt-Out 
Form
1.Please 
check 
either 
Option 
a or 
Option 
b
a.[ ] I 
have 
advised 
my 
broker 
or sales 
agent 
that I 
do not 
want 
the 
listed 
propert
y to be 
displaye
d
 on the 
Internet
. 
OR
b.[ ] I 
have 
advised 
my 
broker 
or sales 
agent 
that I 
do not 
want 
the 
address 
of the 
listed 
propert
y to 
be 
displaye
d on the 
Internet
.
2. I 
underst
and and 
acknowl
edge 
that, if I 
have 
selected 
option 
a, 
consum
ers who 
conduct 
searche
s for 
listings 
on the 
Internet 
will not 
see 
informa
tion 
about 
the 
listed 
propert
y in 
respons
e to 
their 
search.
______
_____
initials 
of seller
(c) The 
Particip
ant 
shall 
retain 
such 
forms 
for at 
least 
one 
year 
from 
the date 
they are 
signed, 
or one 
year 
from 
the date 
the 
listing 
goes off 
the 
market, 
whichev
er is 
greater. 

Section 
19.7: 
(a) 
Subject 
to 
subsecti
on (b), 
a 
Particip
ant’s 
VOW 
may 
allow 
third-
parties 
(i) to 
write 
comme
nts or 
reviews 
about 
particul
ar 
listings 
or 
display 
a 
hyperlin
k to 
such 
comme
nts or 
reviews 
in 
immedi
ate 
conjunc
tion 
with 
particul
ar 
listings, 
or 
(ii) 
display 
an 
automat
ed 
estimat
e of the 
market 
value of 
the 
listing 
(or 
hyperlin
k to 
such 
estimat
e) in 
immedi
ate 
conjunc
tion 
with the 
listing 

(b) 
Notwith
standin
g the 
foregoin
g, at 
the 
request 
of a 
seller 
the 
Particip
ant 
shall 
disable 
or 
disconti
nue 
either 
or both 
of those 
features 
describe
d in 
subsecti
on (a) 
as to 
any 
listing 
of the 
seller. 
The 
listing 
broker 
or 
agent 
shall 
commu
nicate 
to the 
MLS 
that the 
seller 
has 
elected 
to have 
one or 
both of 
these 
features 
disabled 
or 
disconti
nued on 
all 
Particip
ants’ 
website
s. 
Subject 
to the 
foregoin
g and to 
Section 
19.8, a 
Particip
ant’s 
VOW 
may 
commu
nicate 
the 
Particip
ant’s 
professi
onal 
judgme
nt 
concerni
ng any 
listing. 
A 
Particip
ant’s 
VOW 
may 
notify 
its 
custom
ers that 
a 
particul
ar 
feature 
has 
been 
disabled 
"at the 
request 
of the 
seller."

Section 
19.8: A 
Particip
ant’s 
VOW 
shall 
maintai
n a 
means 
(e.g., e-
mail 
address
, 
telepho
ne 
number
) to 
receive 
comme
nts 
from 
the 
listing 
broker 
about 
the 
accurac
y of any 
informa
tion 
that is 
added 
by or on 
behalf 
of the 
Particip
ant 
beyond 
that 
supplied 
by the 
MLS 
and 
that 
relates 
to a 
specific 
propert
y 
displaye
d on the 
VOW. 
The 
Particip
ant 
shall 
correct 
or 
remove 
any 
false 
informa
tion 
relating 
to a 
specific 
propert
y within 
48 
hours 
followin
g 
receipt 
of a 
commu
nication 
from 
the 
listing 
broker 
explaini
ng why 
the data 
or 
informa
tion is 
false. 
The 
Particip
ant 
shall 
not, 
howeve
r, be 
obligate
d to 
correct 
or 
remove 
any 
data or 
informa
tion 
that 
simply 
reflects 
good 
faith 
opinion, 
advice, 
or 
professi
onal 
judgme
nt.

Section 
19.9: A 
Particip
ant 
shall 
cause 
the MLS 
Listing 
Informa
tion 
availabl
e on its 
VOW to 
be 
refreshe
d at 
least 
once 
every 
three 
(3) 
days.

Section 
19.10: 
Except 
as 
provide
d in 
these 
rules, 
the 
NATION
AL 
ASSOCI
ATION 
OF 
REALTO
RS® 
VOW 
Policy, 
or any 
other 
applicab
le MLS 
rules or 
policies, 
no 
Particip
ant 
shall 
distribut
e, 
provide, 
or make 
accessib
le any 
portion 
of the 
MLS 
Listing 
Informa
tion to 
any 
person 
or 
entity.

Section 
19.11: 
A 
Particip
ant’s 
VOW 
must 
display 
the 
Particip
ant’s 
privacy 
policy 
informin
g 
Registra
nts of 
all of 
the 
ways in 
which 
informa
tion 
that 
they 
provide 
may be 
used.

Section 
19.12: 
A 
Particip
ant’s 
VOW 
may 
exclude 
listings 
from 
display 
based 
only on 
objectiv
e 
criteria, 
includin
g, but 
not 
limited 
to, 
factors 
such as 
geograp
hy, list 
price, or 
type of 
propert
y.

Section 
19.13: 
A 
Particip
ant who 
intends 
to 
operate 
a VOW 
to 
display 
MLS 
Listing 
Informa
tion 
must 
notify 
the MLS 
of its 
intentio
n to 
establis
h a 
VOW 
and 
must 
make 
the 
VOW 
readily 
accessib
le to the 
MLS 
and to 
all MLS 
Particip
ants for 
purpose
s of 
verifyin
g 
complia
nce with 
these 
Rules, 
the 
VOW 
Policy, 
and any 
other 
applicab
le MLS 
rules or 
policies.

Section 
19.14: 
A 
Particip
ant may 
operate 
more 
than 
one 
VOW 
himself 
or 
herself 
or 
through 
an AVP. 
A 
Particip
ant who 
operate
s his or 
her own 
VOW 
may 
contract 
with an 
AVP to 
have 
the AVP 
operate 
other 
VOWs 
on his 
or her 
behalf. 
Howeve
r, any 
VOW 
operate
d on 
behalf 
of a 
Particip
ant by 
an AVP 
is 
subject 
to the 
supervis
ion and 
account
ability 
of the 
Particip
ant.

Section 
19.15 A 
Particip
ant 
shall 
cause 
any 
listing 
that is 
displaye
d on his 
or her 
VOW to 
identify 
the 
name of 
the 
listing 
firm, 
the 
listing 
broker 
or 
agent, 
and the 
email or 
phone 
number 
provide
d by the 
listing 
particip
ant in a 
readily 
visible 
color, in 
a 
reasona
bly 
promine
nt 
location
, and in 
a 
typefac
e not 
smaller 
than 
the 
median 
used in 
the 
display 
of 
listing 
data.  
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Bank Statement Reconciliation 
All Bank statements will be reconciled within 7 days of receipt by the Executive Officer. Bank statements, 
computerized bookkeeping records, paper records of payables, reconciliation reports and any and all related items 
will be available for review by the Treasurer and audit committee at any time.

Document Signatures
Documents such as Insurance Policies, and Contracts may be signed by the President and/or the Executive Officer. 

Insurance 
The Association will maintain at all times adequate insurance to cover all assets as well as liability, and other 
policies as recommended by Association insurance agent. In addition, the Association will maintain Errors and 
Omissions (E&O) Coverage for all Directors, in accordance with standard Association practice. 

Compensation
Staff wages are determined by the Board of Directors. Employees are paid on a monthly basis on the last day of 
each month.
Wages including bonuses are submitted to the Association’s accountant for preparation of IRS Form W2 for each 
employee on an annual basis. 

Travel – Officer/Director
The Elected and Appointed Leadership of the Association authorized to travel are established annually in 
conjunction with the development of the travel budget. All approved registrations and reservations will be 
processed by or in conjunction with the Association Office. Additional or replacement attendees are authorized 
solely at the discretion of the Board of Directors and upon review of the budget allowances.

A Per Diem of $75.00/day will be paid based on the approved travel budget. Reimbursement shall be contingent 
upon attendance at all required meetings for the trip.

At some time those individuals who have submitted for reimbursement through the Association may be asked by 
the membership to justify the travel and reimbursement costs reported.

Travel – Staff
Staff of the Association authorized to travel is established annually in conjunction with the development of the 
travel budget. Additional travel required for professional development is authorized solely at the discretion of the 
Board of Directors and upon review of the budget allowances. Staff is to turn in completed expense forms within 
15 calendar days of the end of the event. Failure to comply with this policy will result in the authorization of 
payment to be reviewed by the Executive Committee.
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The following are the Record Retention Policies of the Reelfoot Regional Association of REALTORS®, 
from henceforth known as the Association. As new policies are created, or existing ones are abolished or 
modified, they will be presented to the Board of Directors for review, approval or disapproval. These 
policies will then be modified accordingly.

Policy 1- Record Retention Policy

It is the policy of the Reelfoot Regional Association of REALTORS® to maintain complete, accurate and 
high-quality records. Records are to be retained for the period of their immediate use, unless longer 
retention is required for historical reference, contractual, legal or regulatory requirements or for other
purposes. Records that are no longer required, or have satisfied their required periods of retention, shall 
be destroyed.

No officer, director, employee, volunteer or agent of the Association shall knowingly destroy a document 
with the intent to obstruct or influence the investigation or proper administration of any matter within the 
jurisdiction of any government department or agency or in relation to or contemplation of any such 
matter or case. This policy covers all records and documents of the Association. The Association reserves 
the right to amend, alter and terminate this policy at any time and for any reason.

The Association Executive shall be responsible for administering this policy. As part of this role, the 
Association Executive, or his/her staff designee, in consultation with legal counsel, shall ensure that 
Association documents and records retained by officers, directors, employees, volunteers or agents are 
stored or destroyed in a manner consistent with this policy.

POLICY 2 – Document Retention Schedule
(Documents will be destroyed when they have satisfied their required period of retention)

Accounting Records
Accounts Payable and Receivable 7 Years
Annual Financial Statements Indefinitely
Bank Statements 7 Years
Accounting Correspondence: Routine 4 Years
Deeds and Closing Papers Indefinitey
Deposit Slips 4 Years
Employee Expense Reports 7 Years
Income Tax Returns Indefinitey
Inventory Count and Closing Sheets 7 Years
Insurance Policies 4 Years after Expiration
Investments 7 Years after Disposal
Payroll Journals and Ledgers Indefinitely
Purchase Orders (except A/P copy) 1 Year
Purchase Invoices and Orders 7 Years
Receiving Sheets 2 Years

Association Corporate Records
Articles of Incorporation and Amendments Indefinitely
Bylaws and Amendments Indefinitely
Corporate Filings Indefinitely
Corporate Minute Book Indefinitely
IRS Exemption Letter Indefinitely

adopted 01/26/2022



RRAR Record Retention Policy

RRAR Record Retention Policy – Reelfoot Regional Association of REALTORS, Inc. 
Page 2 of 2

Employment Records
Documents Relation to Recruitment 1 Year
**(advertising, employment agencies, interviewing, testing, hiring, training, 

demotions, promotions, layoffs, discharges, etc.)
Employee Benefit Plan Documents Duration of Plan
Garnishments/Wage Assignments 3 Years
Immigration I-9 Forms 1 Year After Termination
Payroll Records Including Personal Info 3 Years
Personnel Records 10 Years After Termination

Legal Documents
Contracts 10 Years After Expiration
License Applications 1 Year After Expiration
Licenses 1 Year After Expiration
Trademarks, Patents and Copyrights Indefinitely Warranties
and Guarantees 2 Years Beyond Term
Legal Correspondence Indefinitely

NAR/Association Documents
NAR Charter Indefinitely
Territorial Jurisdiction Indefinitely
REALTOR® Agreement Until Superseded
Member File and Application 2 Years After Termination
Professional Standards Policies 5 Years
Professional Standards Hearings Results Indefinitely
Professional Standards Hearings File 1 Year After Satisfaction of

Sanction Provided There is No
Threat of Litigation
Arbitration/Mediation
1 Year After Payment of Award
Provided There is No Threat of 
Litigation
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