The Warren Area Board of REALTORS®, Inc. Policy Manual

Revised: March, 2011
Section 1. Membership Application (revised 10/2002)

A. Primary Members (Revised 1/09)

1. Individuals applying for Primary membership in the Warren Area Board of REALTORS®, Inc.
shall be required to submit a completed REALTOR® application, a copy of the applicant’s real
estate license or, if the license has not been received at the time of application, a copy of the
notification of having successfully tested for a real estate sales or broker license from the Ohio
Division of Real Estate or appropriate licensing authority or an approved 3party testing facility, an
application fee of $125.00, and the appropriate local, state and national dues pro-rated in
accordance with the National Association of REALTORS® dues policies. Payment of the application
fee and pro-rated dues for new applicants may be paid by the individual licensee or by the broker.
If steps for membership are not initiated within thirty (30) days from the date of licensing, the
broker shall be assessed for the licensee’s dues. (see WABOR Bylaws: Article X Dues and
Assessments, section 2)

2. Applicants shall be scheduled for a mandatory orientation program within (90) days of their
application for membership in the Board. The application and appropriate fees must be received prior
to attending the orientation program which shall consist of at least 2 hours on the By-laws, Policies,
Programs and services of the local, State and National REALTOR® Associations. Orientation must be
completed before an applicant can be considered by the Board of Directors and approved as a
member. Names of applicants shall be submitted to members, via the monthly newsletter and/or
WABOR website, one month preceding board approval.

3. Applicants shall be granted conditional membership pending formal approval by the Board of
Director’s following completion of the application process.

4, Members shall be invited to attend the next regular General Membership Dinner Meeting
following Board approval as guests of the board to participate in a formal induction ceremony.

B. Secondary Members (Revised 2/04)
Individuals applying for Secondary membership in the Warren Area Board of REALTORS®, Inc. shall be

required to submit a completed REALTOR® application and complete the application process as
described above except that the application fee shall be $100.00 and only pro-rated local dues will be
collected. A letter from the applicant’s primary REALTOR® organization, indicating that state and
national dues have been paid for that year and that the applicant is a member in good standing, shall
also be submitted at the time of application. Secondary applicants shall only be required to attend the
portion of the orientation program that is relevant to the local organization. Application fee for member
transfer will be waived in the month of December (see WABOR bylaws Article 10 Dues and Assessments,
section 2)

C. Real Estate Companies / Designated REALTOR®
Real estate companies desiring membership within the Warren Area Board of REALTORS®, Inc. shall be

required to have a Designated REALTOR® (see WABOR Bylaws Article V, Section 2) submit a completed
REALTOR® application and complete the application process described above as either a Primary or
Secondary member.

D. Affiliate (Revised 2/10)

Businesses desiring Affiliate Membership in the Warren Area Board of REALTORS®, Inc. shall submit
a completed signed application for membership and appropriate Affiliate dues pro-rated quarterly upon
the application date. (Removed the $50 Application fee)

E. Former REALTOR® Member
See WABOR Bylaws Article X, Dues and Assessments, Section 3.
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F. Transfer Status (Revised 2/10)
A REALTOR® member whose license is returned to the Ohio Division of Real Estate and is then placed
with another member broker shall be considered a “Transfer.” A copy of this real estate license must be
provided to the Board WITHIN 15 WORKING DAYS of transfer date appearing on license. . Individual
REALTOR ® transfer fee is $25.00. In the event of an office merger, the fee will be $25 per agent not to
exceed $100.00

G. Minority Applicants (Revised 10/08)
The Warren Area Board of REALTORS®, Inc. agrees to standards and criteria for the selection and

admission of members which shall be non-discriminatory and non-exclusionary in terms of race, color,
religion, sex, handicap, familial status, military status and national_origin, and to take affirmative action
to encourage minority brokers and agents to apply for REALTOR® membership.

H. Non-Sufficient Funds - $35.00 Processing fee (Revised 10/08)

Section 2. Committees

The Warren Area Board of REALTORS®, Inc. endorses the concept of the HUD-NAR Fair Housing
Partnership to identify, address, and promote fair housing.

A. Committee Chairperson Selection and Confirmation Process (revised 10/08)

1. The President-Elect, by October 1, shall, with the aide of the current President, choose
those members who will serve as chairpersons of standing WABOR committees during the
President-Elect’s term as President.

2. The list of chairpersons selected shall be submitted to the Board of Directors at their October
meeting for confirmation.

3. When the Directors have approved the chairpersons and the election of officers has been
completed, the incoming President and President-Elect shall meet with the chairpersons to select
or recommend the balance of the respective committee members.

4. All committee budgets will be reviewed and approved by the Board of Directors prior to
expenditures.

5. Reporting Process — Completion of Action Plans for the year, regular minutes of the meetings,
regular updates as required by the Executive Committee or President and completing of a year-end
report shall be submitted by each committee chair. Committee reporting forms shall be available
from the Board office.

6. The Chairperson shall have their meal paid by the Board at their event.

B. Committee / Task Force Chairperson Responsibilities (revised 2/10)
1. Assist in the selection of members for the committee / task force.
2. Convene and chair meetings of the committee/task force at the Board Office unless
pre-approved for offsite.
3. Report to the Board of Directors as defined in the Reporting Process.
4. Recommended that each committee meet monthly; as needed. Committee chair turns in
report to President monthly.
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C. Standing Committees

1. Executive Committee
The Executive Committee shall include the President, President-Elect, Treasurer, and Past-
President. The President will chair the Executive Committee and is responsible for all staff
reviews. It is the duty of the Executive Committee to perform staff evaluations in March and
September, and make procedural and salary recommendations to the Directors at least once a
year.

2. Bylaws/Policy Committee (Revised 1/09)
This committee is charged with the responsibility for recommending amendments to
the Board Bylaws and the Board Policy Manual and other regulations as needed so that the
Association can fulfill its purpose, function and obligations to its members and the Ohio and
National Association of REALTORS®.

The Bylaws / Policy Committee shall be chaired by the President-Elect and made up of the
remainder of the Executive Committee of WABOR, that is; the President, Past President, and
Treasurer, plus two members chosen according to the Committee Selection and Approval Process.
See Section 2 - Committees, Sub Section A.

The Bylaws / Policy Committee in cooperation with the Executive Officer must review the Board
Bylaws and Policy at least annually, by the June Board of Directors, for consistency and
compliance with the policies, constitutions and bylaws of both the State and National
organizations and be certain that the bylaws of the Warren Area Board of REALTORS®, Inc. are
clear, enforceable and practicable.

3. Finance Committee (revised 2/04)
This committee shall consist of the executive committee plus 3 current WABOR directors and
shall be chaired by the current WABOR Treasurer. It shall be the responsibility of the Finance
Committee, under the direction of the Board of Directors, to supervise the finances of the Board
and to prepare an annual budget to be presented to the Directors for approval at their October
meeting. The committee will meet quarterly to analyze investments and make recommendations
to the Board of Directors as needed. The incoming Treasurer each year shall be a participant in
the budget process.

4. Fair Housing / Cultural Diversity Committee (revised 2/04)
This committee will be chaired by a current WABOR Director, or as appointed and
approved by the board of directors, and is responsible for:

a. Addressing fair housing issues and promoting cultural diversity within the

community and develop measurable strategies and actions to address those
issues.

b. Assuring that members recognize their obligation to treat all people fairly and equally

through education programs and dissemination of current information regarding Fair
Housing laws and practices.
5. Legislative / RPAC Committee (Revised 1/09)
Each committee may be co-chaired, of which one chairperson will be a current WABOR Director.
The function of this committee is to:

a. Disseminate legislative information affecting the real estate industry and private
property rights;

b. Educate members on legislative activity and the importance of political
awareness;

c. Encourage members to take an active interest in the political affairs of the local, state
and federal government through analysis and suggested action on important
legislation affecting REALTORS®;

d. Monitor government action on all levels.

e. The Legislative and RPAC Committees shall also organize and operate for the
purpose of collecting political contributions.
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f. Any REALTOR ® members may submit to Legislative and/or RPAC
politicians/issues names for consideration of RPAC fund solicitation.

g. Meet to collate names/issues for presentation to board of directors for
approval.

h. Provide a Candidate forum representing all parties for Directors and Legislative

Committee to interview candidates.

i. Disbursement of tickets for any event paid for with RPAC dollars; i.e. auction,
dinners, etc., shall be distributed in the following order: President, President,
Elect, Legislative Chair, RPAC Chair, RPAC Contributors, understanding that
preference shall be given to RPAC contributors based on their contribution level.

j. Legislative Chair shall submit a plan for the legislative dinner to be approved by the
Board of Directors.

k. Committee members are strongly encouraged to be at least a Capital Club
Contributor.

The committees shall conduct an annual campaign for contributions to RPAC. NAR's
publication: RPAC Fundraising Handbook is a useful aid. Committee members are encouraged
to attend State and National Association legislative meetings.

6. Membership Services (revised 2/04)

The purpose of the Membership Services is to enhance membership awareness of the products,
programs, and services, provided by the Warren Area Board of REALTORS® and to continually
find ways to meet the members changing needs. Membership Services shall be made up of three
subcommittees: Products & Services / Trade Show, Orientation, and Education. Objectives of the
respective subcommittees are as follows:

a. Conduct an annual review of Programs, Products, and Services offered to WABOR
members and to recommend changes and additions of new products and services.

b. Responsible for the design and implementation of an Orientation Program for new
members. This includes the creation of curriculum, training of facilitators, and
scheduling for each session. The Orientation program shall be reviewed annually and
updated as needed by the committee.

c. Plan, co-ordinate, and promote all educational programs and seminars conducted
by the Board providing local educational programs with quality instructors.

d. Contact community agencies for approved educational programs.

e. Promote professional designations.

f. Shall strive to be financially self-sustaining.

7. Strategic Planning Committee (revised 05/2001) The Strategic Planning Committee shall
be chaired by the Past-President and consist of one additional member of the Executive
Committee, two members of the WABOR Board of Directors and two members at large to be
appointed by the President. The purpose is to develop and monitor the strategic plan of the
Board and to recommend changes as necessary.

8. Nominating Committee (revised 2/10) The Nominating Committee is comprised of at least
seven (7) REALTOR® members, plus (2) alternates, representing at least three (3) different
brokerages, it is strongly recommended that the nominating committee shall have each been a
member of WABOR for 3 years, appointed by the Executive Committee with the approval of the
Board of Directors. See WABOR Bylaws Article XI, Section 5.
a. Meets prior to the June Directors meeting to determine a slate of officers for the
following year.
b. Slate of officers is to be submitted to the Board of Directors at the July meeting
and voted on by the membership through a ballot vote at the September
General Membership Dinner Meeting.
C. See Election Criteria (Section 3) for specifics.
d. As per Roberts Rules of Order , the committee shall present 1 name for each
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vacant position.

9. Community Projects Committee: Ensure involvement in at least one community
“housing related” project each year. (Revised 1/09)

1) Review and select an annual project.

2) Create a plan of action for implementation and completion of project.

3) Develop a plan for member involvement and recruit members.

4) Follow established reporting process of Board of Directors.

10. American Home Week Committee: Plans and coordinates American Home Week activities in

April each year. Subcommittees must be approved by the board of directors
at the February meeting. Subcommittees and their guidelines are as follows: (Revised 1/09)

1a) Medallion Awards

a) Set a deadline for entries.

b) Make an announcement at February and March WABOR meetings for entries.

c) Solicit entries from homeowners/business owners who have significantly
improved their properties.

d) Schedule a tour for the committee to view entries and select winners.

e) Invite winners to the American Home Week Banquet.

f) Arrange to have the yard signs installed and taken down.

1b) Community Pride Awards
a) Set a deadline for entries.
b) Make an announcement at February and March WABOR meetings for entries.
c) Solicit entries from businesses, organizations or associations who have made
significant contributions to the community.
d) Schedule a meeting of the committee to view entries and select winners.
e) Invite winners to the American Home Week Banquet.

2) Essay or Board Approved Contest (revised 2/10)

a) Choose a topic relating to real estate.

b) Market the contest to all high schools and home school students within
Trumbull County.

¢) Awards will be given to winners

d) Set a deadline for entries, arrange for judges, and then choose winner.

e) Invite the winners and one (1) guest (see WABOR policy Sec. 7, C,
(2) to the American Home Week Banquet and have submission judged. If the
teacher is the source for student participation, the teacher will be invited as the
guest and additional guests are welcome, but will be responsible for the cost of the

event.

3) Poster Contest (revised 10/2002)

a) Choose a topic relating to real estate.

b) Contact elementary art teachers and home school students and set deadline
for entries.

¢) Arrange for judges and prizes.

d) Display winners at the American Home Week Banquet
and submit photographs to the Tribune of the winners with their poster.

e) Winning student and one (1) paid guest will be invited to attend.

4) REALTOR® of the Year (revised 8/04)

a) Shall be chaired by previous year’s recipient. The committee must consist
of (5) members - former recipient, (1) affiliate member, and (3) other
REALTOR® members representing (3) different Broker offices. Committee
must be submitted and approved during February board of directors
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meeting. All (5) members must be present to review applications and
vote. No phone or proxy votes will be accepted.

b) Have nomination form available to membership at least one month prior
to the deadline.

c) Meet at least two (2) weeks prior to American Home Week Banquet to
choose the winner.

d) Make sure winner shall be present at the American Home Week banquet.

e) Winner will automatically be submitted for consideration for OAR’s ROTY
award.

f) Chairperson, in conjunction with Executive Officer, shall be responsible
for submitting REALTOR ® of the Year information to OAR.

g) Should no candidate emerge who meets the qualifications or nomination
criteria, no award will be given.

5) Walter D. Graham Civic Award (revised 8/04)

a) Shall be chaired by previous years’ recipient and include (2)
REALTOR ® members from different broker offices. Committee must be
submitted and approved during February board of directors meeting. All
(3) members must be present to review applications and vote. No phone
or proxy votes will be accepted.

b) Have nomination forms to membership at least one month prior to
deadline.

c) Meet at least two (2) weeks prior to American Home Week Banquet to
choose the winner.

d) Make sure winner will be at the Banquet. e) Should no candidate
emerge who meets the qualifications or nomination criteria, no
award will be given.

6) Affiliate of the Year (revised 8/04)

a) Nominations will be accepted by the office manager for
presentation to the board of directors for winner selection by March
meeting.

b) No Affiliate company shall receive award (2) years consecutively.

c) Should no candidate emerge who meets the qualifications or
nomination criteria, no award will be given.

7) Publicity Chairperson: Take photos and submit articles and photos
to area media.

11. Grievance Committee
There shall be a standing Grievance Committee of nine (9) REALTOR® members in good
standing. The members of the committee shall be appointed annually by the Executive
Committee, subject to confirmation by the Board of Directors, to staggered three (3) year
terms. The President shall select the chairperson and vice-chairperson. The President shall
have the power to appoint a substitute for any member who may be a party of controversy
or who may be disqualified for any valid reason. Members of the committee shall be eligible
for reappointment.

No more than two (2) REALTOR® members from any one real estate company shall serve
on this committee at the same time.

The Grievance Committee functions like a Grand Jury to review complaints and requests for
arbitration from either Board members or the public and judge the merits of the complaint.
If a complaint is appropriate, the committee shall refer the matter to the Professional
Standards Committee for an ethics or arbitration hearing.
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The committee meets at the call of the chairperson regarding complaints that require
committee consideration.

Committee members shall be knowledgeable of the following documents:
1. The Code of Ethics of THE NATIONAL ASSOCIATION OF REALTORS®
2. The Code of Ethics & Arbitration Manual of The National Association of REALTORS®
3. Interpretations of the Code of Ethics
4. WABOR Bylaws and Policy Manual
5. Professional Standards Training Manuals

MANDATORY TRAINING IS REQUIRED for each term served and must be completed prior
to hearing any case and is to be administered by a qualified instructor. If training is not
completed within the first six months of the term, member may be replaced at the
discretion of the Board of Directors. Records are to be kept by the Executive Officer.

The President does not serve on this committee but shall be notified of meeting dates.

12. Professional Standards (Revised 1/09)
There shall be a standing Professional Standards Committee. The committee shall consist of
twelve (12) REALTOR® members in good standing; at least three (3) of which shall be Brokers.
Members of the committee shall be appointed by the Executive Committee, subject to
confirmation by the Board of Directors, to staggered three-year (3) terms. The President shall
have the power to appoint a substitute for any member who may be a party of controversy or
whom may be disqualified for any valid reason. The chairperson, appointed by the President,
shall preside at Professional Standards Committee meetings. Members of the committee shall be
eligible for reappointment. A member of the Board of Directors may not serve on this committee.

No more than three (3) REALTORS® from any one real estate company shall serve on this
committee at the same time.

The function of the Professional Standards Committee is to enforce the Code of Ethics of the
NATIONAL ASSOCIATION OF REALTORS® and to handle the arbitration of business disputes.

Three or more disinterested members of this committee, appointed by the Professional Standards
chairperson, shall act as a Hearing Panel to determine complaints of ethical misconduct or act as
arbitrators when matters of arbitration involving business disputes are submitted to the Board. See
Code of Ethics and Arbitration Manual regarding Hearing Panel qualifications. A secondary function
of the Professional Standards Committee is to educate the membership on the meaning and
interpretation of the Code of Ethics.

Professional Standards committee members must have had previous experience as a member of
the WABOR Grievance Committee in order to be appointed to the Professional Standards
Committee. MANDATORY TRAINING IS REQUIRED and is to be administered by a qualified
instructor within the first year of the first term.

Committee members shall be knowledgeable of the following documents:
. The Code of Ethics of the NATIONAL ASSOCIATION OF REALTORS®

. Code of Ethics and Arbitration Manual (NAR)

. Interpretation of the Code of Ethics

. WABOR Policy and Bylaws

. OAR and NAR Constitution and Bylaws

. Professional Standards Training Manual

b WNBRE

MANDATORY TRAINING IS REQUIRED for each term served and must be completed prior to
hearing any case and is to be administered by a qualified instructor. If training is not completed
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