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Personal Assistant Application  
 

 
_____________________________________________________________________________________________  
Applicant’s Name:    First                Last      Middle Initial   
 
Referral Sales License # (if applicable):______________________________________________________________ 

 
E-mail: _______________________________________________________________________________________ 

 
Phone: ______________________________________________ 

 
 
 
Office MLS ID _____________ Office Name ________________________________________________________  
 
Referral Company Name (if applicable) ________________________________________________________  
 
Office Address ________________________________________________________________________________ 
  
Office Phone (include area codes) _____________________________Office Fax ____________________________ 
 
Realtor Member(s) you are working for: _____________________________________________________________ 
 
_____________________________________________________________________________________________ 
 

 
_____________________________________________________________________________________________ 
 
 
BROKER CERTIFICATION  

As the Designated Broker or Manager of this office, I am approving access for this person.   I □DO □DO NOT 
Approve this applicant to work for another firm. 
 
_____________________________________________   ___________________________________  
Broker / Manager Printed Name      Broker / Manager Signature  
 
I will notify the MLS when applicant’s access to the MLS computer or this realtor’s information is to be 
deactivated.  I understand that I must obtain token/access device from Assistant or I will be assessed a 
replacement fee. 
 
    Initial Here: ________________ 
 
I understand that I am responsible for any activation/replacement/reactivation fees that may occur and that they are 
non-refundable.  
 
    Initial Here: ________________ 
  
I will be liable for any unauthorized usage of the MLS System as outlined in the NEFMLS Rules & Regulations and 
Policy Manual. 
 
    Initial Here: ________________ 
 
Please re-assign SAFEMLS device serial # ______________________________ to this applicant (if applicable). 
I understand there is a $25.00 transfer fee for each SAFEMLS device. 
 
 
_____________________________________________   ___________________________________  
Realtor Member Printed Name      Realtor Member Signature  

 
** Must provide picture ID when picking up SAFEMLS access device** 

FOR NEFMLS USE ONLY  
 
Login / ID: ____________________________________________ 
 
Serial #:______________________________________________ 
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● Type contract forms and Supreme Court-

approved leases for approval by the licensee 
and supervising broker 

● Compile information on a comparative market 
analysis (CMA) 

 
● 

 

 
Monitor license and personnel files 

 
● 

 
Distribute objective, written information on a listing 
or rental 

    
● Place routine telephone calls regarding late 

rent payments 
● Obtain information for an appraisal 

 
● 

 
Order approved repairs as directed by the 
licensee 

 
● 

 
Drive a customer or client to and from a listing or 
rental 

 
● 
 

 
Give a key to a prospect 
 

● 
 
Unlicensed Assistants May not Receive a Lock Box 
Key 

 
Licensees must vigilantly supervise any unlicensed employee or assistant. Furthermore, 
licensees are cautioned that providing access to a listed property for sale or lease and 
negotiating or agreeing to any commission split or referral fee can be performed only 
by a current, valid, and active real estate licensee. 
 
Crossing over the line of practicing real estate without a license is very easy to do. For 
example, one of the last items on the list indicates that an unlicensed person can drive 
a customer or client to a listing or rental, but that same unlicensed employee or 
assistant must be very careful that the conversation does not turn to what could be 
interpreted as the practice of real estate. The civil penalties associated with the 
unlicensed practice of real estate (and other professions) are detailed in F.S. 455.228. 
 
Please review the status of your personnel to insure you do not incur fines, penalties or late 
fees for not reporting new licensees in a timely manner. There are several options for 
resolving a questionable status. One is making the license inactive. Another is putting the 
license under a separate referral company.  
 
 
Thank you for your cooperation.  
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