MName of Licensee _ :
- Does the advertisement include the full name of the licensee exactly as it appears -+
_ b'n their real estate license?

.O"O.....OO..QI‘OODOGO.'.Q.D@QG‘O’G.C.OOD0.0.0ﬂﬂ&ﬂ.ﬁ.!ﬁ‘.c.ﬂﬁﬁ..'ﬂlﬂ.

Lft:ens& Category L
i the advertisement includes a licensee’s category, is it correct? The onty available .
-} options include Salesperson, Associate Broker, or Broker. Terms, such as Associate o
< -are hot recognized licensing categories.

: Eererage Name
.- Does the advertisement “meaningfully and conspicuously” display the
. .:'Brokerage’s name, and include the Brokerage's full name as it appears onthe

L Teiephone Number of Broker oy Office Manager

- Does the advertisement include the identified telephone number of the hroker or
e b'ranch office manager?

: ;Authartty to Advertise :
Does the licensee have the written authorization of the owner or listing brokerto -

" advertise the Property - i.e, alisting contract? For examples, if Broker A has

chosento advertise the listing of Brokerage B in their front office window, Broker CYES T NO

- A must have written authorization to do so. Another scenario, if a licensee has L
- _.created advertising that utilizes MLS photos, written permission must be obtained -
. from the MLS to use those photos. o

- True & Accurate Picture
“* Is advertisement‘s content factual and true? Does the advertisement avoid any
- pisstatement or exaggeration of fact? Doles) the licensee(s) in the
.- advertisement hold an active real estate license registered at the brokerage
=" branch that the advertisement references?

" Tear Advertising
.-~ Does the advertisement include the full name of the licensee as the name appears
soon the license, as advertising in solely the name of the team is prohibited?

- 'Offermg of Inducements
‘Does the advertisernent avoid offering compensation or anything of value through
-a cantest, lottery, drawing or other prize mechanism or element of chance?
" (Be advised the Commission recognizes an exception to this requirement, for
Cexample a drawing at an open house, available to all, not only those who buy/sell
.- the property.)

‘- Payment of Compensation for Referral Fees
': “:Does the advertisement avoid offering compensation.or anything of value to an
P unl icensed person solely for the referral of a prospective client or customer?

. ﬁPfﬁp&rty Owned by Licensees
-If the advertisement is for the sale, purchase or lease of real property that a
_licensee owns, does the advertisement state the fact that the owner is a real estate

} - licensee in the State of Maryland?




NATIONAL ASSOCIATION OF REALTORS®
Prospect Equal Service Report

Office:

PROSPECT INFORMATION

Name: Name;

Address: Address:

Home Phone: Work Phone: Home Phone; Work Phone:
Must sell fo Must sell fo

Owns Rents Now purchase? Owns Now? Rents Now | purchase?

Now 2

Race: * l Race; *

*For Affirmative Marketing purposes. Information on prospect race is sought to assist in the monitoring
of the firm’s commitment to equal professional service. Article 10 of the NATIONAL ASSOCIATION OF
REALTOR® Code of Ethics states: REALTORS® shall not deny equal professional services to any
person for reasons of race, color, religion, sex, familial status, handicap, or national origin.
REALTORS® shall not be parties to any plan or agreement fo discriminate against a person or
persons on the basis of race, color, reiigion, sex, familigl status, handicap, or natural origin.

Prospect came o us as a resulf of Walkin | Past Customer Sign Other
Referral Ad Phone solicitation | Mail Solicitation
[source)

PROSPECT NEEDS AND WANTS

Prospect wishes | purchase rent possession date
to
Prospect’s price range preference l Purchase price range: I renfal; {use from rental)

Prospect requested locations:

Type of home: [ # Bedrooms: | # Baths: f Dining Room I Family

Does prospect desire information regarding Housing for Older Persons?
If 50, is any member of prospect's household over 552

SERVICE PROVIDED

Was prospect asked questions Income Down Other (specify)
regarding his/her finances? Payment
If yes, indicate information
obigined.
Was prospect offered information | Conventional | Adjustable FHA/VA other
on financing options? ffixed rate rate {specify)
Indicate any rate information
provided
Did you financially qualify the prospecit? Did you refer the prospect elsewhere

Yes No not applicable for financial qualification?
if yes, attach worksheets Yes No not applicable
if yes, Quulified Purchase Price: if yes, attach worksheets

if yes, Qualified Purchase Price:

Contact dates and comments?




FROPERTY SHOWN - please complete the other side of this form and attach additional information

needed

PROPERTY SHOWN

PART 1 - Did the prospect initially request information on or ask +

{Reguest made prior to assistance being provided to the prospect.]

0 view any specific property(s}2

If yes, list address for each request, Price Was If shown, Buyer’s Was any
include street address, unit # and propert | comments indicating written
community, y preferences. information
Use additional sheets if necessary. shown? | If not, why not. provided?

PART 2 - Where additional properties or areas offered to
the prospect for general consideration? List areas or

properties

Was a computer generated or other
list of properties provided? Describe

and attach

If none, explain,

PART 3 - List properties shown or offered for
consideration, including those selected by
the prospect. Include street address, unit #,
and community. Use additional sheets if
necessary. In the first column indicate who
selected the property -

P - prospect, A - real estate agent

Price | Was

property
shown?

If shown, Buyer's
comments indicating
preferences,

If not, why not.

Was any
written
informatio
n
provided?

DISPOSITION

Please list materials {such as the REALTOR® Home Guide] provided:




i %
FEDERAL
- i COLOR: Pertaining to a person’s skin color

& FAMILIAL STATUS: Families in which onhe or more children under
" 18 lives with: a parent; a person who has legal custody of the child or
“children; or the designee of the parent or legal custodian, with the parent
or custodian’s written permission. Familial status protection also applies to
preghant warnen and anyone securing legal custody of a child under 18,

% NATIONAL ORIGIN: Refers to the geographic area in which -

& person was born, or from where their ancestors came.

% PHYSICAL OR MENTAL DISABILITY: in reference to you
or someone close to you who: has a physical or mental disability
{such as hearing, mobility, and visual impairments, including use
of a guide dog; drug addiction and alcoholism, mental iliness,
intellectual or developmental diisability, HIV or AIDS, or cancer) that
substantially limits one or more major life activities; has a record
of such a disability; or is regarded as having such a disabllity.

# RACE: Categories of physical characteristics and/
or genetic groupings of human populations.

2 RELIGION: Participation with one of the world's structured refigions;
one’s spiritual beliefs; inference of religion by place of worship.

% SEX jie, gender): Sexual orientation or gender identity per
. Presidential Feb 11, 2021 Exec. Order - see respective definitions.

LOCAL/COUNTIES

Includes All Federal And State Protections
Listed Above Plus;

2 AGE: Generally referring to
acdults 18 yrs & over.

€ ANCESTRY: Line of descent.

€ CREED: A person’s beliefs: also, a
summary of principles or opinions to
which someone professes or adheres.

& ETHNIC ORIGIN: cultural upbringing,

including ceremonies and traditions,

£ FAMILY RESPONSIBILITY: Refers
to decisions based on an assumption of a
person’s care giving responsibilities, either
childcare or care of another family member,

& LAWFUL INCOME:

See Source of income',

2 OCCUPATION: The principal
lfawful activity of one’s life, generaily
including students, welfare
recipients and retired persons.

% PERSONAL APPEARANCE:
The outward appearance of any
person, irrespective of sex, with regard
to halr style, facial hair, physical
characteristics or manner of dress.

£ POLITICAL OPINION: The opinion
of persons relating to government,
the conduct of government, political
parties, candidates for election
or elected office-holders.

€ PRESENCE OF CHILDREN:
Houssholds that include the temporary
custody or permanent occupancy of
persons under the age of 18 years.




PROTECTED CLASSES

Maryland counties and Baltimore City foliow all Federal Pro
standards only are highlighted in purple. Several counties a
version of Protected Classes, please visit http://mdrealtor.in

ALLEGANY

ANNE ARUNDEL

« Ancestry

+ Citizenship/immigration
+ Creed

» Qccupation

Anndapolis
- Citizenship/irmigration

BALTIMORE COUNTY
- Age

« Creed

+ Veteran/Military

BALTIMORE CITY
- Age
« Ancestry

CALVERT

CAROLINE
+ Age

CARROLL
CECHE
CHARLES
DORCHESTER
Cambridge

« Age

» Ancestry

- Creed

FREDERICK COUNTY
. Age

CARRETT

HARFORD

- Age

+ Creed

« Occupation

» Personal Appearance
- Political Opinion

HOWARD

- Age

+ Creed

« Occupation

+ Personal Appearance
+ Political Opinion

KENT

MONTGOMERY

- Age

+ Ancestry

+ Creed

+ Family Responsibility

Rockuille

» Age

» Ancestry

» Ethnic Origin

+ Genetics

« Veteran/Military

PRINCE GEORGE'S

- Age

- Citizenship/immigration
- Genetics

- Occupation

+ Personal Appearance

tected classes plus additional state classes; the counties that follow these
nd citles have additional Protected Classes, as described below. For a chart
fo/ProtectedClasses.

QUEEN ANNE'S

ST.MARY'S
SOMERSET
TALBOT
WASHINGTON

Hagerstown
s Age

WACOMICO
WORCESTER




Manfand
REALTORS®
STEERI_NG CHECKLIST

RETURN PHONE CALLS
o Return all calls
BROKERAGE AGREEMENTS
o Have a consistent policy regarding usage
o Discuss the fair housing paragraph in the brokerage agreement which also
addresses love letters
ASK QUESTIONS TO ESTABLISH CLIENT’S CRITERIA
o Don’t make assumptions
o Use objective not subjective criteria :
' = No “nice” neighborhood ~ ask client for specifics - single family? Condo?
City? Suburban? Price Point?
» No “good” schools ~ direct client to third party source, client determines;
good test scores do not equal good schools
PROVIDE LISTINGS BASED ON CLIENT’S OBIECTIVE CRITERIA
o Client can narrow the list, not you
INITIAL MEETING WITH CLIENT
o Have a consistent policy
= 1D Required for all, or just some?
= Pre-Qualification letter required for all, or just some?
o Property showings — show clients properties in neighborhoods they choose or
based upon their objective criteria
OFFERS AND COUNTER-OEFERS
o Remind clients about previous discussion regarding following fair housing laws,
including best practices concerning love letters .
o Trust your gut if you sense red flags in comments/actions
SELLER/BUYER WANTS TO DISCRIMINATE
o Speak to your broker
o May need to terminate relationship with client
o Report to MCCR (https://mccr.maryland. gov/Pages/tntake aspx)
BEST PRACTICES
o Use this checklist
o Follow broker policy
o Call the Legal Hotline if you have questions (443.716.3502)
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