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The Alabama Association of REALTORS® (AAR) is the largest statewide organization of real estate 
professionals in Alabama. United by adherence to a Code of Ethics, our members work as real estate 
professionals in the sale, lease, appraisal, and development of residential, rural, and resort properties 
throughout Alabama.  
 
The Association serves as the voice of the real estate industry in Alabama as the official advocate of 
Alabama’s multifaceted real estate industry before local, state, and federal government. Services provided to 
members include, but are not limited to, public policy advocacy, professional- and license-related education, 
statewide meetings and conferences, and regular print or electronic publications. The Association also 
administers the Alabama REALTORS® Political Action Committee (ARPAC), the official political action 
committee representing the interests of the Alabama real estate industry.  
 
 

Mission Statement 
 
The Alabama Association of REALTORS® exists to organize, serve, and unite its membership in areas where 
it can be more effective than local boards and the National Association of REALTORS®, and shall, as its 
primary mission: provide professional opportunities; foster the highest standards of ethical conduct and 
enforce the Code of Ethics of the National Association of REALTORS®; protect and promote the political, 
legal, and business interests of its members; promote and enhance the image of REALTOR® and REALTOR-
ASSOCIATE® Members; and, safeguard the rights of private property ownership. 

 
 

Vision Statement 
 
The Alabama Association of REALTORS® shall be the cornerstone organization in Alabama to advocate, 
protect, and enhance REALTOR® interests, to promote the Code of Ethics, and to safeguard private property 
rights. 

Alabama REALTORS®  
522 Washington Avenue 
Montgomery, AL 36104 

Phone (334) 262-3808  • Fax (334) 262-7598  

Alabama REALTORS® 
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The National Association of REALTORS®, The Voice for Real Estate®, is America’s largest 
trade association, representing over 1.2 million members involved in the residential and 
commercial real estate industries.  
 
With offices in Chicago and Washington, DC, NAR is strategically poised to work on behalf of 
America’s property owners, providing a facility for professional development, research, and 
exchange of information among its members and to the public and government for the purpose of 
preserving the free enterprise system, and the right to own, use, and transfer real property. 
 

History 
The National Association of REALTORS® was founded as the National Association of Real Estate Exchanges on May 
12, 1908 in Chicago. With 120 founding members, 19 Boards, and one state association, the National Association of 
Real Estate Exchanges’ objective was ‘to unite the real estate men of America for the purpose of effectively exerting a 
combined influence upon matters affecting real estate interests.” The Code of Ethics was adopted in 1913 with the 
Golden Rule as its theme. 
 
In 1916, the National Association of Real Estate Exchange’s name was changed to The National Association of Real 
Estate Boards (NAREB). That same year, the term “REALTOR,” identifying real estate professionals who are members 
of the National Association and subscribers to its strict Code of Ethics, was devised by Charles N. Chadbourn, a past 
president of the Minneapolis Real Estate Board. 
 
The collective marks REALTORS® and REALTOR® were registered with the United States Patent and Trademark 
Office on September 13, 1949, and January 10, 1950, respectively, under Registration Numbers 515,200 and 519,789. 
Since then, the association has maintained a vigilant defense of the trademarks, prevailing in numerous cases. Most 
recently, in Zimmerman v. NAR (2004), the Trademark Trial and Appeal Board denied a request to cancel the 
trademarks. 
 
In 1972, the name of the National Association of Real Estate Boards was changed to the National Association of 
REALTORS®. The block “R” logo was adopted by the Association in 1973. 
 
The Association became the largest trade association in the United States in the early 1970s, with over 400,000 
members. Today, the National Association of REALTORS® has over 1.2 million members, 54 State Associations 
(including Guam, Puerto Rico, and the Virgin Islands) and more than 1,200 local Associations. 
 
Mission 
The core purpose of the National Association of REALTORS® is to help its members become more profitable and 
successful. 
 
Vision 
The National Association of REALTORS® strives to be the collective force influencing and shaping the real estate 
industry. It seeks to be the leading advocate of the right to own, use, and transfer real property; the acknowledged leader 
in developing standards for efficient, effective, and ethical real estate business practices; and valued by highly skilled 
real estate professionals and viewed by them as crucial to their success. 
 
Working on behalf of America's property owners, the National Association of REALTORS® provides a facility for 
professional development, research and exchange of information among its members and to the public and government 
for the purpose of preserving the free enterprise system, and the right to own, use, and transfer real property.  

National Association of REALTORS® 
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Fasten your seat belt, because you’re in for the ride of your life! (It does get easier.) 
 
 
Financial 
 
• Live within the budget and notify leadership regarding any significant variances. 
• Have checks and balances to avoid any perception of improprieties. 
• Provide scheduled, periodic financial statements to appropriate committees and leadership. 
• Ensure the association has adequate reserves. 
• Ensure access to necessary outside financial advice (i.e., accountant/bookkeeper). 
• Think outside the box when identifying revenue sources. 

 
 
Travel 
 
• Review the annual travel calendar with leadership early in the year and budget accordingly. 
• Have a clear, shared understanding of who is responsible for travel details and reservations. Make hotel 

reservations early as headquarter hotels sell out fast. 
• Respect each other’s privacy on the road; don’t share hotel rooms. 
• Be clear about allowed expense limits and respect them. “Per diem” does not mean “seize the day!” 
• Remember that you are working while at the meetings; fulfill all of your responsibilities. 

 
 
Change 
 
• Don’t expect to know everything early on – it takes at least six months for everything to come together. 
• Tread lightly at first and don’t try to change too much too fast. 
• Don’t be afraid to say “I don’t know.” There is no stupid question. 
• Remember that the process can be as important to the members as the decision reached. 
• Don’t expect leadership to adapt to your way of doing business; you will have to adapt to their way. 
• Realize that the members want it all, they want it now, and they want it for nothing. 

Advice for New Chief Staff Executives 
from Your Peers Who Have Been  

in the Business for a While 
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Professional Standards 
 
• Keep conversations about professional standards complaint issues to a minimum. Do not discuss the 

merits of a case or get personally involved in the discussion. You are “only the administrator.” But, be 
sure you understand complaint procedures. 

• Determine if your association uses mediation, citation, or goes straight to professional standards. 
• Never encourage the public to come into the office. 
• If a case is blatantly frivolous or not related to the Code of Ethics, steer involved parties elsewhere. 
• Remember that what you hear is only half of the story. Never let anyone say you took one side or the 

other. 
• Sixty percent of complaint forms mailed out to start the process are not returned by members of the public 

or a member. Don’t follow-up. They will let you know if they want to proceed with filing a complaint. 
• This is one time when the president (and everyone else) is not privy to the details. 

 
 
Relationships/Communication 
 
• Keep your personal and professional relationships separate. 
• Don’t try to do elected leadership’s job. Understand your role and theirs. You have a new boss each year 

who may be confused that he or she doesn’t administer your role. 
• Prepare to communicate the same message over and over through various channels. 
• Never say what you wouldn’t put in writing. Never put anything in e-mail that you don’t want to see in 

the newspaper or have to defend in court. 
• Don’t get involved in member politics, never choose sides, and don’t spread gossip. 
• Do more listening than talking. 
• Recognize that you cannot make all people happy. 
• Create your own rewards as you will not get credit for good work/deeds. 
• Beware of hidden agendas with members and staff. 
• Remember that vendor “gifts” come with a price. 
• Know that you are not alone. There is a large AE community ready to help you – just ask! 
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Alabama REALTORS®        (800) 446-3808 
NAR Information Central       (800) 874-6500 
 

So what do I do first?  
• Be aware of the fact that the Board of Directors (BOD) is legally responsible to govern the affairs of the 

association/board (to be referred to as the association). Regardless of whether the BOD delegates tasks to 
committees, the BOD is ultimately responsible. It is the responsibility of the association to provide transparency 
and give the BOD the information they need to make informed decisions. 

• Call or email the AAR staff at (800) 446-3808 or mailbox@alabamarealtors.com to schedule a visit to the 
Alabama REALTORS®. 

• Determine if you are going to be the Point of Entry (POE) for your association. Will you be entering data into 
the National REALTORS® Database System (NRDS)?  If so, you will be the POE. If not, talk with Cyndi 
Lombardi at AAR and let her show you what she needs from you for membership, ARPAC, and NRDS. You can 
reach Cyndi (334) 262-3808 or by email at cyndi@alabamarealtors.com. 

• If you have not already done so, log in to www.nar.realtor and establish your USERNAME and PASSWORD 
using the SignIn/Register button on the top right menu bar. 

• Bookmark “The Answer Book.” It is a free resource that will provide you with valuable information.  
(you must be logged into the NAR website for access) 

• Log into www.alabamarealtors.com. Use the “Reset/Forgot Password” link to establish your password. This is 
the go-to location for the Alabama REALTORS®. 

 

Governing Documents 
• Locate the current copy of your association’s Bylaws and Multiple Listing Services (MLS) Rules and 

Regulations.  
○ Are they up-to-date? 
○ They must be compared to NAR Model Bylaws and MLS Rules and Regulations. Be aware of mandatory 

sections versus optional sections. Any revisions must be approved by your BOD, subject to NAR approval. 
 
RESOURCE:  Model Bylaws 
 

• The local association’s Bylaws, MLS Rules and Regulations, and MLS Bylaws are required to be approved by 
NAR and certified by AAR every two years as part of Core Standards. The president or AE must notify NAR as 
to the sections in the local documents that differ from the NAR model documents (consider using the shading 
feature in MS Word as a way to indicate the difference – it makes it easy to find for future reference). The NAR 
mandatory approval of the governing documents is what ensures that the free Directors and Officers Errors and 
Omissions insurance coverage provided for the local association through NAR remains in effect. 

 
• Visit the Robert’s Rules of Order official website http://www.robertsrules.com for a quick review of the 

fundamentals of meeting protocol and appropriate taking of minutes. Keep in mind that many associations, while 
governed by Robert’s Rules, take a somewhat relaxed approach to its provisions.  

 
Financial 

•  Locate the corporate tax returns for the association and locate the name and contact information of the 
association’s CPA. Call and introduce yourself. 

 

• Locate any audit documents from past years. Core Standards requires an annual audit, review, or compilation. It 
must be done by an independent, outside CPA, not your regular CPA. 

RESOURCE GUIDE Resource Guide 

mailto:mailbox@alabamarealtors.com
mailto:cyndi@alabamarealtors.com
http://www.REALTOR.org
http://www.nar.realtor.org/ramsource.nsf/pages/homepage?OpenDocument
http://www.alabamarealtors.com
https://www.nar.realtor/about-nar/governing-documents/model-bylaws-for-local-boards
http://www.robertsrules.com
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• Locate a copy of the current year budget, which should be broken down by percentages as it relates to 
association-related income/expense versus MLS-related income/expense. MLS monies should never subsidize 
association expenses and association monies should never subsidize MLS expenses. 

 

• Locate a copy of the current financial statement and generate a current one from the association’s accounting 
program. Compare the line item income/expense totals to the budget year-to-date totals. 

 

• There are different tax implications for collecting sponsorship money versus advertising money from affiliates 
and others as it relates to events within your association. Consult your CPA to ensure you account for the funds 
properly.  
 
RESOURCE:  www.nonprofitcenter.com (Go to Management Tips & Template/Finances/Sponsorship vs. 
Advertisement). 
 

• Many local associations are involved in fundraising to benefit the local community. Consult the association’s 
CPA to ensure the funds are accounted for properly. If your association is a corporation and is NOT tax-exempt, 
there may be a requirement for all or most of the gross income from fundraising to be treated as taxable income. 
Be sure it is handled properly. One option is to consider establishing a separate charitable corporation/foundation 
that is both non-profit and tax-exempt. 

 
• Determine whether the association’s incorporation is set up with the State of Alabama as a non-profit 

corporation by locating a copy of the Articles of Incorporation or contacting the Alabama Secretary of State to 
confirm the association’s status. Also determine whether the association’s corporation is set up with the IRS as 
tax-exempt. The two designations are NOT the same thing…being “non-profit” with the State does NOT mean 
that the association is tax-exempt with the federal government. Consult the association’s CPA and the 
association’s attorney to ensure proper filing of tax returns. 

 
RESOURCES:  Alabama Secretary of State and IRS 
 

• Determine what accounting program is used for financial reporting. QuickBooks, Quicken, etc. are all programs 
that can handle the accounting needs for most associations. Some associations have a membership database that 
integrates these accounting functions. 

 
• Identify the staff member that generates the annual association dues billing statements and the MLS fee billing 

statements. 
 
• You may want to consider conducting an Alabama Real Estate Commission (AREC) broker license search each 

fall to determine how many broker REALTOR® members belong to your association. Any broker that is a 
member should pay dues according to how many agents are shown by AREC as having a license. AREC can be 
researched at any time for new members.  LINK:  www.arec.alabama.gov  

 
• Be sure to immediately change a member’s status to inactive upon missing the annual dues payment deadline to 

AAR/NAR. Otherwise the non-member will have access to services without paying and AAR/NAR will create 
an invoice for the difference between the dues you have submitted and the number of members showing as 
active after March 31st. 

 
• Identify the person(s) that receives and posts payments, who makes the bank deposit, and who balances the 

monthly bank statement. They should never be the same person. Generally accepted accounting procedures 
expect a separation of accounting duties. If you are a one-person office, the BOD should establish financial 
procedures that provide oversight by the volunteer leadership or hire an outside person to come in monthly to 
balance the monthly bank statements. The process should be in writing and approved by the BOD. 

 

http://www.nonprofitcenter.com
http://sos.alabama.gov/Business-Services
http://www.irs.gov/charities-non-profits/other-non-profits
http://www.arec.alabama.gov
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• Identify the staff member that processes AAR and NAR dues and ensure those dues amounts are transmitted 
properly. See pages 28-30 for transmittal of dues to AAR and NAR. 

 
• ARPAC Lobbying Expense Deduction Allowance: A disclosure MUST be included on all forms of dues billing 

(paper or electronic). 
 
• Identify the staff member that processes AAR contributions and ensure the contribution amounts are transmitted 

properly. (Political donations MUST be transmitted to AAR within specific time frames to avoid violating federal 
political practice laws). You may contact AAR if you have any questions concerning ARPAC processing.  

 
RESOURCE:  http://www.realtoractioncenter.com/rpac  

 
Strategic Planning 

• Locate a copy of the current year Strategic Plan upon which the current year budget should have been created. 
Review the provisions and ensure that the staff and directors are on track with the requirements. Core Standards 
requires all associations to have a Strategic/Business Plan in place.  

 
• A helpful source for developing a strategic/business plan is Robert Harris’ website www.nonprofitcenter.com. 

Look under Strategic Planning Process, which lays out numerous free templates. 
 
• You may also want to look at NAR’s “Field Guide to Strategic Planning for Associations” found at http://

www.nar.realtor/ae/field-guides-for-association-executives. NAR does offer assistance via the Leadership 
Development Department Outreach Program. Call (800) 874-6500. 

 
• Be sure that all areas of your Strategic Plan meet the requirements of Core Standards. 
 

Vendors/Contracts 
• Have the BOD establish a written policy stating who is authorized to sign contracts on behalf of the association 

if you cannot find any existing policy. 
 

• Locate the name and contact information of the MLS vendor company (if applicable). Call the sales 
representative for the area and introduce yourself. 

 

• Locate the name and contact information for the Lockbox vendor company (if applicable). Call the sales 
representative for the area and introduce yourself. 

 
• Locate copies of all current contracts for all other vendors and products and note the expiration dates. 
 

Professional Standards Complaints 
• Members of the public, as well as REALTORS® and/or MLS members, can file written complaints. When a 

written complaint is received on the official complaint form, the association has specific administrative 
guidelines for processing that complaint, in accordance with the NAR Code of Ethics and Arbitration Manual, 
which is revised on an annual basis. If you cannot locate a copy in your office, the Code of Ethics and 
Arbitration Manual can be downloaded from the NAR website. 

 
• Determine if your association proceeds through mediation, ombudsman services, grievance/professional 

standards, or citation. 
 
• Identify the staff/member(s) in the association office who will administer written Professional Standards 

complaints. The administrator is required to attend a certification class before being allowed to administer 
complaints. Certification classes are held several times a year in conjunction with national meetings.  

http://www.realtoractioncenter.com/rpac/
http://www.NonProfitCenter.com
http://www.realtor.org/ae/field-guides-for-association-executives
http://www.realtor.org/ae/field-guides-for-association-executives
https://www.nar.realtor/code-of-ethics-and-arbitration-manual
https://www.nar.realtor/code-of-ethics-and-arbitration-manual


10  AAR Association Executives’ Resource Guide 

 

Directors-Committees 
• Locate copies of past minutes from BOD meetings. You may want to read through the minutes of the last 12 

months to get a sense of what has taken place. When recording minutes during meetings, they should only 
contain the motions that are made, and whether they passed or failed. Remember, minutes of a meeting can be 
subpoenaed for court. LINK: www.robertsrules.com 

 
• Locate the BOD job descriptions for individual director positions. 
 

• Locate the Committee job descriptions. 
 

• Locate the list of names for Committee Chairs and Members for the current (and past) year. 
 

• Be prepared for BOD meetings, which may be held on a monthly or quarterly basis, with a written agenda, 
backup materials that support the agenda items, a financial statement (balance sheet and profit/loss statement, 
and any additional statements your BOD is entitled to review), a list of new members to accept into membership 
from the previous month, etc. The secretary or other appointed person(s) must take written minutes for a 
permanent record. 

 
• Determine the main communication method used to contact BOD members and the main communication 

method used for contacting the membership. 
 

Elections 
• Read the election section of your Bylaws to be clear about when your election for Directors takes place. Know 

what actions need to be taken before that time and when. For example: are ballots required to be sent by mail or 
can they be emailed and/or faxed?; determine the date the Nominating Committee needs to be in place; 
determine the date by which any member petition process may need to take place; determine the date by which 
ballots must be sent out to the membership, etc. 

 

• Local association election results should be provided to AAR as soon as possible if those who will be serving as 
your State Entitlement Directors are established through the election process. Check with AAR as to the deadline 
for submitting your State Entitlement Directors’ names. This is typically requested by mid-November to allow 
processing for the upcoming year’s AAR Leadership Directory. 

 

• Plan an orientation with incoming Committees and Directors. During orientation, participants should receive 
information specific to their tasks and positions, such as job descriptions, meeting minutes from the prior year, a 
copy of the Strategic Plan (which should include assignments for their positions), governing documents, etc. 

 

• Have the incoming Directors and Committee members sign a Conflict of Interest Statement, which informs them 
of the boundaries within which they should operate.  

 
 

Regional-State-National Meetings 
• Go to www.alabamarealtors.com and look for the name and contact information of the Regional Vice President 

for your area. Contact the Regional Vice President and introduce yourself. 
 
• Plan and make arrangements to attend the AAR statewide meetings — Capitol Conference/REALTOR® Day 

during the state’s legislative session and the AAR Convention in the fall — and your region’s AAR regional 
“roadshow” meeting in the summer. 

 
○ We cannot stress strongly enough that the President should attend the AAR state meetings each year along 

with your local State Entitlement Directors (funding should be included in your current budget). 
○ Attending the Association Executives Partners meetings that may be held during the statewide AAR 

meetings is a must. Not only do you gain knowledge, but you are also able to network with your peers and 
colleagues. 

http://www.robertsrules.com
http://www.alabamarealtors.com
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• Prepare for attending AAR and/or NAR meetings – print agendas and background materials from the AAR and 
NAR websites and print the tentative meeting schedule. 

 
• The President and State Entitlement Directors are expected to attend the AAR BOD meeting during Capitol 

Conference and Annual Convention. The President as well as the State Entitlement Directors are voting 
members. AEs are permitted to attend the BOD meeting as observers.  

 
• NAR holds an annual AE Institute each year. There are scholarship applications available on the NAR website. 

NAR should send a letter directly to your President about this event, and the importance of your attendance. 
 
• AEs are hosted by AAR for AEs-only meetings in Montgomery, or meetings are held via conference call, as 

needed. 
 
Insurance 

• Locate a copy of your current Workman’s Compensation policy and your Office Contents & Liability insurance 
policy. Contact the insurance agent to introduce yourself. You should conduct a yearly review to determine 
whether the policy coverage is adequate for the employees, office equipment, fixtures, employee dishonesty, 
event cancellation coverage, event alcohol served, liability coverage, etc. 
 
RESOURCE:  Field Guide to Insurance Issues for Local Associations   
 

• Determine whether your local association has purchased any excess Errors & Omissions (E&O) Directors & 
Officers (D&O) insurance coverage for the current year through NAR. This offer for excess coverage is made 
each year to every local associations over and above the coverage that is already supplied for free by NAR, and 
is built into the NAR dues structure. 

  
RESOURCE:  NAR Professional Liability Insurance Program  

 

Legal Counsel   
• Locate the name and contact information for your association’s attorney. Core Standards requires all associations 

to maintain, have access to, or have legal counsel available. Call and introduce yourself. 
 
• When negotiating contracts, consider asking your association’s attorney to review the contract and suggest any 

necessary changes. 
 

Staff/Personnel (if applicable) 
• Locate personnel files and written job descriptions for the different staff positions. 
 

• Locate your office procedures and personnel policy manual(s) and ensure all staff members have read through 
and signed it. Keep the sign-off sheet in each staff member’s personnel file. 

 

• Locate past written performance reviews for each staff member and ensure a copy is kept in their individual 
personnel file.  

 
RESOURCE:  NAR’s Human Resources Toolkit    

 

• Ensure that, on an annual basis, State/Federal required employment posters are displayed for all employees to 
read (covering disclosures for minimum wage, workman’s compensation insurance, worker’s rights, 
unemployment insurance, etc.) 

 
• Review the association’s website. Determine who maintains the site and familiarize yourself with how often it is 

updated, what type of information is included, etc. 

http://www.nar.realtor/field-guides/risk-management-insurance-issues-for-associations
http://www.nar.realtor/programs/professional-liability-insurance-program
http://www.nar.realtor/ae/manage-your-association/human-resources-toolkit
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NAR Website AE Resource Page 
• To access AE resource information through NAR’s website, go to http://www.nar.realtor/association-executives, 

or click on AEs on the top panel. In the navigation bar to the right, there are many resources that can be accessed. 
Explore and discover them all. 

 
RESOURCE:  REALTOR® Association Resource Exchange 
 
RESOURCE:  NAR’s “The Answer Book” is a valuable resource. (you must be logged into the NAR website for 
access) 

 
 
 Networking 

• Networking at AAR meetings is a huge benefit to new AEs. It is strongly recommended that you use the 
opportunity to talk with other AEs and ask questions.  

 
 
 Reading Materials 

• AAR website for current information on Association activities 
• NAR monthly magazines 
 
 

AE Education Courses 
• NAR offers a number of courses that are available for AEs in addition to the online Association Management 

Course. There is a cost for most, with the exception of the Association Management Course from NAR, which is 
FREE. By the time you finish it, you will be a pro! 

 
RESOURCE:  http://www.nar.realtor/ae/manage-your-association/core-standards-for-state-and-local-
associations/core-standards-professional-development-opportunities 
 

• NAR has  periodic webinars on various topics. Generally these webinars count as credits toward NAR’s 
REALTOR® Certified Executive (RCE) designation. To obtain information about the NAR webinars, contact the 
NAR Association Leadership Development Department at (312) 329-8304. 

 
RESOURCE:  Association Leadership Development Staff Directory   

 
• Research information about obtaining your RCE designation. You accumulate points in order to qualify to take 

the RCE exam. Once you receive the RCE designation, you must continue to accumulate points in order to 
renew the designation every four (4) years.  

 
 
Got Questions? 

• Call on your neighboring AEs or AAR and ask for help. 

http://www.realtor.org/association-executives
http://www.nar.realtor/rare.nsf/homepage/RAREHomePage?OpenDocument
https://www.nar.realtor/ramsource.nsf/pages/homepage?opendocument
http://www.realtor.org/ae/manage-your-association/core-standards-for-state-and-local-associations/core-standards-professional-development-opportunities
http://www.realtor.org/ae/manage-your-association/core-standards-for-state-and-local-associations/core-standards-professional-development-opportunities
http://www.nar.realtor/ae/manage-your-association/association-leadership-development-ald-staff-directory
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Alabama Association of REALTORS®  www.alabamarealtors.com  
 Facebook http://www.facebook.com/AlabamaREALTORS 
 Twitter @AlabamaREALTORS 
 You Tube http://www.youtube.com/alabamarealtortv 
 
Alabama Real Estate Commission www.arec.alabama.gov 
 
Alabama Center for Real Estate www.acre.cba.ua.edu  
 
National Association of REALTORS® www.nar.realtor 
 Answer Book  http://www.nar.realtor/ramsource.nsf/pages/homepage?OpenDocument&login 
 Volunteer Leadership Resources http://www.nar.realtor/governance/volunteer-leadership-resources 
 AE Resource Page http://www.nar.realtor/association-executives 
 Core Standards http://www.nar.realtor/ae/manage-your-association/core-standards-for-state-and-local-associations 
 Model Documents/Policy Publications http://www.nar.realtor/governance/governing-documents 
 Field Guides http://www.nar.realtor/field-guides 
 Field Guide for Insurance Issues www.nar.realtor/field-guides/risk-management-insurance-issues-for-associations 
 Professional Liability Insurance Program www.nar.realtor/programs/professional-liability-insurance-program 
 Association Resource Exchange http://www.nar.realtor/rare.nsf 
 Human Resources Toolkit www.nar.realtor/ae/manage-your-association/human-resources-toolkit 
 REALTOR® Action Center http://realtoractioncenter.com  
 Member Center http://membercenter.realtor.org 
 
Robert’s Rules of Order  http://www.robertsrules.com 
 
The Non-Profit Center www.nonprofitcenter.com 
 
Alabama Secretary of State  http://sos.alabama.gov/BusinessServices/Default.aspx  
 
Internal Revenue Service http://www.irs.gov/charities/nonprofits/index.html 

 Helpful Websites 

http://www.alabamarealtors.com
http://www.facebook.com/AlabamaREALTORS
http://www.youtube.com/alabamarealtortv
http://www.arec.alabama.gov/
http://www.acre.cba.ua.edu
http://www.realtor.org
http://www.realtor.org/ramsource.nsf/pages/homepage?OpenDocument&login
http://www.realtor.org/governance/volunteer-leadership-resources
http://www.realtor.org/association-executives
http://www.realtor.org/ae/manage-your-association/core-standards-for-state-and-local-associations/core-standards-professional-development-opportunities
http://www.realtor.org/governance/governing-documents
http://www.realtor.org/field-guides
http://www.realtor.org/field-guides/risk-management-insurance-issues-for-associations
http://www.realtor.org/programs/professional-liability-insurance-program
http://www.realtor.org/rare.nsf
http://www.realtor.org/ae/manage-your-association/human-resources-toolkit
http://realtoractioncenter.com/
http://membercenter.realtor.org/
http://www.robertsrules.com
http://www.nonprofitcenter.com
http://sos.alabama.gov/BusinessServices/Default.aspx
http://www.irs.gov/charities/nonprofits/index.html
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This checklist includes general job functions and guidelines listed in chronological order but not necessarily in priority 
order. Please note that the time of year, the length of time the position was previously vacant, and specific expectations 
communicated at hiring may significantly impact the timing and order of these functions and duties. 

Week 1 on the Job 
___  Contact the National Association of REALTORS® by completing and returning the New Association 

Executive Information Request Form (page 23) that provides your contact information. Indicate your 
interest in getting involved at the national level on committees and task forces. 

 
___  Request to be added to NAR’s weekly Internal News Service for AEs e-mail list, and the quarterly 

magazine for AEs, REALTOR AE Magazine, by contacting NAR’s AE Information & Resources office 
at (312) 329-8514. 

 
___ View NAR’s Future Meeting schedule and add dates to your association calendar. 
 
___  Review the Local Operational Procedures At-A-Glance Checklist for guidance on how to address certain 

association activities. 
 
___  Have a financial audit of the association conducted before you begin employment (if feasible). 
 
___  Review the exit interview with your predecessor (if one exists). Determine if there are any checklists you 

can reference, passwords you should know, specific issues you should be aware of, etc. If no exit 
interview is available, determine whether your leadership believes you should contact your predecessor 
for information. 

 
___  Identify and review your association’s governing documents. Every association’s documents are slightly 

different. Review NAR’s model documents for an overview. 
 
___  Review association financial documents, records, and past audits. 
 
___  Review your MLS’s rules, regulations, and bylaws. Every MLS has slightly different rules. Access 

NAR’s model MLS governing documents. 
 
___  Address computer security issues 

• Change computer passwords 
• Initiate an immediate back up of all files for storage (do not overwrite existing files/tapes) 
• Back up data daily 

 
___  Meet with your volunteer leadership. 

• Meet with your president to review responsibilities, determine who does what, discuss 
expectations, and identify an association spokesperson or spokespeople. For guidance on the 
roles and duties of association executives and association presidents, refer to the Volunteer 
Leadership Guide, where you’ll find sample job descriptions. (Scroll down to the Contents list 

NAR Checklist 
For New Association Executives 

http://www.realtor.org/publications/realtor-ae-magazine
http://www.realtor.org/futurcal.nsf
http://www.realtor.org/forms/ae-roadmap-local-association-operational-grid
http://www.realtor.org/policy/model-documents-and-publications
http://www.realtor.org/policy/mls-policy/model-mls-governing-documents
http://www.realtor.org/governance/volunteer-leadership-guide
http://www.realtor.org/governance/volunteer-leadership-guide
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and see Chapter 2.) Also, read this article from REALTOR AE Magazine: Balanced Leadership: 
Staff and volunteers lead together. 

• Meet with your treasurer to review budgets and accounts. 
 

___  Meet with your staff, if applicable, to review job descriptions and responsibilities. Introduce yourself, 
express your leadership and management style, review your key goals, and set the tone for your 
relationship with them. Then meet individually with each of them. Listen to their thoughts, concerns, and 
ideas about the association and interoffice relations and structure. 

 
___  Determine whether your association employs outside contractors or professionals such as accountants, 

lawyers, or educators, and arrange meetings, as appropriate. 
 
___  Meet with the association’s accountant/bookkeeper to address the following (if there is a cost for this 

meeting, ensure that you have the ability and the budget to proceed with such a meeting): 
• Accountant’s responsibilities and fees 
• Sales tax and tax deposits 
• Property taxes (review) 
• Tax returns (review the last one) and filing requirements 
• Location of checkbook, CDs, safe deposit box, etc. 

 
___  Identify who is authorized to sign checks and what the amount limits are; change signature cards. 
 
___  Document all of the association’s fiscal and physical assets (have leadership sign-off): 

• Do you own a building? 
• What equipment do you own? 
• What savings accounts, investments, and bank accounts do you have? 

 
___  Arrange a meeting with the association’s legal counsel to learn the following (if there is a cost for this 

meeting, ensure that you have the ability and the budget to proceed with such a meeting): 
• Legal counsel’s responsibilities and fees 
• Basic understanding of antitrust concerns for real estate—no standard commissions, boycotting 
• Pending legal issues in which the association is involved 

 
___  Locate your association’s letter of incorporation; check with the Alabama Secretary of State or Bureau of 

Corporations to be sure your association’s corporate status is current. 
 
___  Contact the state association: 

• Introduce yourself (they may not know your association has a new AE) and have them change 
their records to list you as the AE 

• Ask about available resources and publications that you should be receiving from the state 
association 

• Ask about the state meeting schedule so dates can be added to your association calendar 
• Ask for help to identify an AE mentor from among other local association AEs in your state 
• Ask about scheduling a visit to the state association for introductions and briefings on what the 

state association does and can do for you as an AE 
• Begin a state staff contact list 

 
___  Become familiar with the commonly used real estate- and association-related definitions and acronyms.  
 
 

http://www.realtor.org/eomag.nsf/19bdb5de5bddd558852565230049cbdf/a9d1aa5d0ea6474d86256c2200735f60?OpenDocument
http://www.realtor.org/eomag.nsf/19bdb5de5bddd558852565230049cbdf/a9d1aa5d0ea6474d86256c2200735f60?OpenDocument
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First 2 to 4 Weeks on the Job 
 
___  Understand your associations’ membership policies: 

• Dues (nonmember sales assessments) and dues proration 
• Types of membership 
• Basic “Board of Choice” (secondary membership, MLS of choice, across state lines) 
• National Association’s Public Awareness Campaign assessment 
• Membership application form 

 
___ Understand basic MLS policy, including the common terms below. Refer to NAR’s Handbook on 

Multiple Listing Policy for definitions. Also, contact your MLS vendor and review contracts. Understand: 
• Who is a “Participant” 
• Who are “Subscribers” 
• What is your MLS billing policy 
• What is a “Lockbox” 
• Is the MLS a wholly-owned subsidiary corporation or a committee of the association? 
• What are your MLS enforcement policies and fines? (Review MLS Policy Statements) 

 
___  Know and understand NRDS – the National REALTORS® Database System. NRDS is a single internet 

database that stores the member and office records for the entire REALTOR® organization. You’ll need 
your NRDS number and a password to access NRDS (call (800) 868-3225 for a password). Once you’re 
listed you’ll be automatically added to the mailing list for all AE information and materials. The data is 
maintained by Points of Entry (POEs) who are most often staff at local associations, and in some cases, 
the state association acting for the local association. 

 
___  Review the online NRDS Manual for more about these topics: 

• Know what a POE is, what your responsibility is with NRDS, and how to get to NRDS 
• Add yourself to NRDS as a new member (member type – staff); once you have added your 

member record, update the association record with your new NRDS ID 
• Begin to understand the functionality and limitations of your association’s own membership 

system or operation and how it interfaces with NRDS 
• Keep the NRDS helpline number and e-mail handy: (800) 868-3225, nrdshelp@realtors.org 

 
___  Know and understand RPAC – the REALTORS Political Action Committee. (For more information call 

(202) 383-1072) 
• Review NAR’s RPAC Almanac (aka Policy Guide) 
• Review NAR’s RPAC Frequently Asked Questions for information about important topics such 

as corporate and personal contributions, issues advocacy, and political survival funds 
• Learn and adhere to required legal deadlines for processing PAC and PAF contributions and 

submitting them to the state association 
 
___  Review and reference your association’s annual calendar. 

• Determine if a calendar already exists. If one does not exist, create one 
• Consult with your BOD and president as you compile the new calendar 
• Be sure to include the following: membership, board, and committee meetings (check Bylaws 

for required frequency); social events; annual installation; officer elections; state and national 
meetings; community service events; holidays; and office closings 

• Access NAR’s REALTOR® Association Online Calendar for a list of national events 
 
___  View the NAR Future Meeting schedule and add dates to your association calendar. 
 

http://www.realtor.org/2013-handbook-on-multiple-listing-policy
http://www.realtor.org/2013-handbook-on-multiple-listing-policy
http://www.realtor.org/2013-handbook-on-multiple-listing-policy/policies/policies-enforcement-of-rules
mailto:nrdshelp@realtors.org
http://www.realtoractioncenter.com/rpac/
http://www.realtoractioncenter.com/rpac/for-associations/resources/rpac-almanac.html
https://www.nar.realtor/topics/rpac/realtors-political-action-committee-faq
http://www.realtor.org/aecal.nsf/DateWeb?OpenView
http://www.realtor.org/futurcal.nsf
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___  Review the Local Operational Procedures At-A-Glance Checklist for guidance on how to address certain 
association activities. 

 
___  Contact neighboring associations for advice and guidance. 

• Introduce yourself 
• Begin to develop a contact list of other AEs 

 
___  Contact the AE mentor recommended by the state association. 
 
1 to 3 Months on the Job 
 
___  Locate and review your association’s internal policies, procedures, and employee manual. 

• Find out if any have been written. If written policies do not exist, start writing them as you go 
along, and be sure the items below are included. Access association internal policies from other 
associations at the REALTOR Association Resource Exchange 

• Annual dues – Bylaws 
• Election of officers – Bylaws 
• Installation and new member induction 
• REALTOR® of the Year (ROTY) selection 
• Human resources issues 
• Harassment policy 
• Consult with current and past leaders who are familiar with how things have been done 
• Know what your association’s policy is regarding distribution of membership rosters and email 

addresses 
• Determine whether emergency procedures are in place – unplanned staff vacancies, weather 

emergencies, and other crises 
• Find out when employee reviews and appraisals are conducted 
• Check holidays and other office closings 

 
___  Understand dues collection policies and procedures 

• Determine when dues are collected. Develop a schedule so invoices are sent far enough in 
advance to meet deadlines 

• Contact the state Association for dues disclosures 
• Work with the state association to make sure you collect state and NAR dues and transmit them 

properly 
• Know member and nonmember dues policies 
• Collect new member dues throughout the year 
• Outline procedures so you can be consistent year to year 
• Determine whether or not your association uses the REALTOR Ecommerce Network 

 
___  Locate and review the contracts and agreements listed below. Know the terms and renewal dates of all 

contracts. 
• Lease agreements for office equipment; note timeframes and expirations 
• Rental agreement on building space 
• Maintenance agreements 
• Tenant contracts, if you own the building and are the property manager 
• MLS and all vendor contracts 
• Website domain registrations 

 
___  Know the association’s revenue sources, such as dues, product sales, classes, or marketing alliances. 
 

http://www.realtor.org/forms/ae-roadmap-local-association-operational-grid
http://www.nar.realtor/rare.nsf
http://www.realtor.org/narfininfo.nsf/pages/DuesCollectionPolicy?OpenDocument
http://www.realtor.org/narfininfo.nsf/pages/REALTOREcommerceNetwork?OpenDocument
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___  Locate the letter of tax determination status from the IRS. Read this article from REALTOR AE Magazine: 
To Profit or Not to Profit? Is the REALTOR® association tax status a help or a hurdle in today's business 
model? 

 
___  Know and understand NAR’s Errors & Omissions insurance. 

• Find out what Errors & Omissions (E&O) insurance covers and what the requirements are for 
maintaining coverage, including responsibilities with governing documents 

• Find out what policies can affect E&O insurance—employee policies, antitrust 
• Learn the procedure for filing a claim 
• Add NAR’s legal staff (312) 329-8271) to your NAR contact list 
 

___  Know and understand your responsibilities regarding Bylaws and MLS rules. 
• Determine when your association Bylaws and MLS rules were last reviewed by NAR 
• Send Bylaws and MLS rules to NAR for review (required annually), and whenever you make 

changes 
• If your bylaws revision or approval date is more than a year old, contact NAR’s Member Policy 

Department to find out if there are any changes to model bylaws that you need to incorporate. 
Call (312) 329-8399 

• Add the NAR Member Policy staff to your NAR contact list. (800) 874-6500 x8399, 
member_policy@realtor.org   

 
___  Learn about the following aspects of your association’s travel policy (possible sources of information: 

written financial policies, Bylaws, budget, treasurer, bookkeeper/accountant, office manager) 
• Who is covered in the budget to travel to which state and national meetings? 
• What travel expenses are covered in the budget; what are the IRS travel requirements? 
• What are the mileage reimbursement rates? 
• Is there a policy about sharing hotel rooms? 
• Does the president get a credit card? 
• Is there a travel expense form? 

 
___  Talk to leadership to clarify and identify who makes travel reservations and which travel events the AE is 

responsible for planning and organizing. 
 
___  Identify means of communicating with members and leadership, such as website, newsletter, message 

board, e-mail, “snail mail”, listserv, fax. 
 
___  Review the Value Positioning Toolkit to learn how to talk to members about what they get from 

association membership and develop your association’s value proposition. 
 
___  Review the Code of Ethics and NAR’s Code of Ethics and Arbitration Manual 
 
___  Know the new member orientation requirements, which must include Code of Ethics training. 

• How often are orientations scheduled, and when was the last one? 
• Is there a program agenda in place? 
• Does it meet NAR’s requirements – antitrust, fair housing, and ethics? 
• Who teaches the orientation? Assign speakers or instructors. 
• When and how many times a year is your orientation required? Review the Bylaws. 
• What A/V equipment is needed? 

 
___ Know how to prepare for and coordinate meetings. Read the chapter on Managing Meetings from “The 

Answer Book”. (you must be logged into the NAR website for access) 

http://www.realtor.org/eomag.nsf/19bdb5de5bddd558852565230049cbdf/23356260b8160e2986256af00051277d?OpenDocument
http://www.realtor.org/eomag.nsf/19bdb5de5bddd558852565230049cbdf/23356260b8160e2986256af00051277d?OpenDocument
http://www.realtor.org/programs/professional-liability-insurance-program
http://www.realtor.org/ae/manage-your-association/value-positioning-toolkit
http://www.realtor.org/governance/governing-documents/the-code-of-ethics
http://www.realtor.org/2013-code-of-ethics-and-arbitration-manual
http://www.realtor.org/code-of-ethics/code-of-ethics-training-home
https://www.nar.realtor/ramsource.nsf/pages/homepage?opendocument
https://www.nar.realtor/ramsource.nsf/pages/homepage?opendocument
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• Read past agendas and minutes 
• Identify which committees need to meet 
• Know how and who sets meetings, creates agendas, and prepares minutes 
• Communicate with committee chairs and the president to implement goals; determine whether 

goals are stated in the strategic plan 
• Know what events are on the association’s annual calendar 
• Review the budget for events 
• Plan ahead to reserve dates and spaces for each event 
• Reference past plans so you don’t reinvent the wheel 
• Talk to past volunteers to identify protocol and traditions 

 
___  Identify other websites and online resources you should reference, such as the local association website, 

Internet Crusade (e-Pro), and your MLS vendor site. 
 
6 Months on the Job 
 
___  Become familiar with professional standards procedures and policies. 

• Determine if the association currently has a certified professional standards administrator. If it 
is you, determine when and how you will receive mandatory training (state, regional, or NAR 
training). Access NAR’s Professional Standards Procedures training guide 

• Learn the cooperative agreement requirements from NAR 
 
___  Develop or update financial policies. Review the association’s system of checks and balances. Read this 

article from REALTOR AE Magazine: Better Budgets: 10 steps to initiating a zero-based program budget 
 
___  Assess the association’s minimum IT requirements (software and hardware) and office equipment needs. 

• Determine whether equipment is leased or owned. Identify pros and cons of each option 
• Conduct a needs assessment for replacement/additional needs 
• Prepare a capital budget plan request, as needed 

 
___  Identify NAR resources for HR and employment laws at the state and federal levels. Visit the Human 

Resources section in the AE area of the NAR website. 
 
___  Locate and review your association’s insurance plans: 

• D&O 
• E&O 
• Workers’ compensation 
• Business policy 
• Indemnification clause for D&O 
• Indemnification for building 
• Bonding 

 
___  Learn and understand the three-way agreement between the local, state, and national REALTOR® 

organizations. 
 
___  Learn services available through the state and national associations. 
 
___  Learn what types of product and service discounts you and your members can receive through NAR’s 

REALTOR Benefits® Program. 
 
___  Learn what education resources are available to you and your members – professional designations, 

http://www.epronar.com/
http://www.realtor.org/policy/code-of-ethics-and-professional-standards
https://www.nar.realtor/policy/professional-standards-training-guide
http://archive.realtor.org/article/better-budgets-10-steps-initiating-zero-based-program-budget
http://www.realtor.org/ae/manage-your-association/hr-for-associations
http://www.realtor.org/ae/manage-your-association/hr-for-associations
http://www.realtor.org/programs/realtor-benefits-program
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publications, websites, technology hotline, etc. Visit NAR’s Education Page for an overview. 
 
___ Liability issues – antitrust, fair housing, legal hotline, E&O insurance policy, legal action committee, 

MLS (REALTOR® requirement, nonmember MLS). 
 
___  Know and understand legislative issues. Determine your association’s role in the local legislative and 

political arena. Get started by visiting The REALTOR® Action Center. 
 
___  Review or develop an RPAC fundraising plan. Read this article from REALTOR AE Magazine: Fresh 

RPAC Tips for Political Fundraising 
 
___  If you are also acting as the Government Affairs Director for your association, please contact NAR’s 

GAD Representative at (202) 383-1119. 
 
1 Year on the Job 
 
___  Know and understand basic real estate practices. To learn the business of your members, start reading the 

NAR member magazine, REALTOR Magazine, regularly and search the following topics at REALTOR 
Magazine Online. 

• Different types of listings 
• Business relationship between broker/agent 
• Independent contractor 
• Personal assistants 
• Business climate 
• Consolidations and mergers 
• Agency relationships 
• Financing (Fannie Mae, etc.) 
• Risk management 
• MLS issues (including IDX, VOWs) 
• Technology tools (PDA, wireless MLS, etc.) 
• Data security issues 
• Member personal safety and security 
• Real estate terminology 

 
___  Know your professional development opportunities. Enroll in NAR’s REALTOR® Association 

Management Self-Study Courses to help you increase your awareness and understanding of REALTOR® 

association management. This course is only available online. Students review or download the questions 
and submit their answer electronically, receiving instant results. 

• Attend state and national meetings, including the annual AE Institute 
• Basic computer training 
• REALTOR® Certified Association Executive (RCE) designation 
• Spokesperson training 
• Parliamentary procedures 
• Check on scholarships available from the state Association and NAR 
• e-Pro Course 
• RPAC Fundraising Seminar 

 
___  Develop relationships with volunteer leaders. 

• Conduct a preference checklist with the president-elect 
• Develop a strategic planning process involving volunteer leaders. Read this article from 

REALTOR AE Magazine: Business or Strategic, What’s the Plan? 

http://www.realtor.org/education
http://www.realtoractioncenter.com/realtor-party/tools-and-resources/mrp/?referrer=https://www.google.com/
http://www.realtor.org/eomag.nsf/19bdb5de5bddd558852565230049cbdf/7ced62d9f22a5f7886256efa005148db?OpenDocument
http://www.realtor.org/eomag.nsf/19bdb5de5bddd558852565230049cbdf/7ced62d9f22a5f7886256efa005148db?OpenDocument
http://realtormag.realtor.org
http://realtormag.realtor.org
http://www.realtor.org/ae/professional-development/realtor-association-management-self-study-courses
http://www.realtor.org/ae/professional-development/realtor-association-management-self-study-courses
http://www.realtor.org/events/ae-institute
http://www.epronar.com/
http://www.realtor.org/volunteer-leaders
http://www.realtor.org/eomag.nsf/19bdb5de5bddd558852565230049cbdf/c54dfaa1afdec6e4862563d1005d5dc9?OpenDocument
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• Resources directed to short- and long-term planning 
• Understand proper roles of staff versus volunteer leadership 
• Recognize models for associations – specifically, the Association Models Planning Tool 

available from NAR. 
• Understand political dynamics and relationships between current and former leadership. 

 
___  Know your role in NAR’s Core Standards for Local Boards and Associations (certification materials are 

automatically transmitted electronically to local associations from NAR).  

http://www.realtor.org/ae/manage-your-association/association-models-planning-tool
http://www.realtor.org/ae/manage-your-association/core-standards-for-state-and-local-associations
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Please complete this form so NAR can provide all new chief staff 
executives with valuable orientation information and resources. 
 
 
 
Name:             
 
Association:            
 
City, State:            
 
Start Date:            
 
Email:             
 
Phone:             
 

Return form to: 
Krystal Allen  kallen@realtors.org 

Association Leadership Development 
National Association of REALTORS®  

 
Also send to: 

Alabama Association of REALTORS®  
522 Washington Avenue 
Montgomery, AL 36104 

mailbox@alabamarealtors.com  

New Association Executive 
Information Request Form 

mailto:kallen@realtors.org
mailto:mailbox@alabamarealtors.com
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Date  
1-Jan Membership Dues are due on or before Jan 1 

31-Jan Robert C. Meeks ARPAC Award nominations due 

1-Mar Application for AAR Elected Office due on or before Mar 1 

15-Mar REALTOR Emeritus applications due to NAR with copy to AAR 

15-Mar Credentials Committee to meet no later than 2 weeks after Mar 1 deadline 

16-Mar Member Processing fee applied for dues paid after this date (Mar 15 in leap years) 

1-Aug 

REALTOR® of the Year nomination deadline 
David D. Roberts Award nomination deadline 
Omega Tau Rho Award nomination deadline 
Mickey Phillips REALTORS® for Children Award nomination deadline 
Harriett M. Isaacson Excellence in Education Award nomination deadline 

15-Aug Awards Selection Task Force and REALTOR® of the YEAR Task Force to confer on award 
nominations 

31-Aug Entitlement Director allotment determined by membership files 

September Online AAR officer election 15 days prior to the start of AAR Annual Convention 

1-Dec Term of office begins for AAR officers at National Convention Delegate Body meeting, however 
no later than Dec 1 

31-Dec Arthur B. Pope Education Achievement Award qualification forms due to AAR 

Dates are subject to change. For AAR events and deadlines, please check www.alabamarealtors.com for the most up-to-date  
information. For NAR events and deadlines, please check nar.realtor.org for the most up-to-date information. 

Important Deadlines 
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Long-Range Calendar 
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Alabama Association of REALTORS® 

MEMBERSHIP INFORMATION FORM 
To report all New/Reactivating Members and Member Information Changes 

 
Board Name ___________________________________________   Join/Change Date _________ 
 
Check one of the following actions: 

    � Add Member          � Reactivate Member          � Drop Member          � Information Change 

    � Transfer Member             Name of Board Transferring From: ___________________________ 
 
Check the Member Type: 

     � Designated REALTOR®            � REALTOR®               � REALTOR® Associate 

     � Salesperson          � Affiliate    � Institute Affiliate 
 
Check the Board Type: 

     � Primary            � Secondary - If Secondary, list Primary Board _________________________ 
 
Personal Information: 

Full Name (as listed on license) _________________________________________________________  

Nickname _______________________________ 

NRDS# _________________________________     License# ________________________ 
 
Home Address ___________________________________________________________________ 
 
City/State/Zip ____________________________________________________________________ 
 
Home Phone _____________________________     Cell Phone ____________________________ 
 
Email __________________________________________________________________________ 
 
Office Information: 

Office Name _______________________________________     Is this a new office? �Yes   �No 
 
Office Address ___________________________________________________________________ 
 
City/State/Zip ____________________________________________________________________ 
 
Office Phone __________________________       Office DR Name __________________________ 
 
Preferred Mailing Address:   � Home          � Office 
Preferred Contact Phone:     � Home          � Office           � Cell 
 

Mail to:    Alabama Association of REALTORS®  Email to: cyndi@alabamarealtors.com 
      522 Washington Avenue 
      Montgomery, Alabama 36104 
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NAR’s Customer Service Department at (800) 874-6500 will be happy to assist you with any updates or 
changes you would like to make to your account. 
 
Only Points of Entry can add, update, and transfer member, office, and association records. 
 
If you are a first time user please follow these steps: 
1. Go to www.nar.realtor.org 
2. Click on Sign In/Register at the top right corner  
3. Click on Sign In 
4. Click on Register 
5. Enter your NRDS ID#  and Password 

If you do not know your NRDS ID# then click 
on the link that says Find your NRDS ID.  
If you are a new AE without a NRDS ID#  
A) Contact AAR if the state is your POE to get 

registered 
B) Contact NRDS if you are the POE at               

(800) 868-3225 to get registered 
 
If you are already registered: 
1. Go to https://poe.realtors.org  
2. Select Association Staff or Point of Entry  
3. Sign in using your username and password 
4. Select options as needed 
 
 
 
Tips for Entering Members into NRDS 
• Check NRDS first to see if the member already 

has a NRDS#. 
• Use proper capitalization and abbreviation (DO NOT USE ALL CAPS). 
• Use proper punctuation. 
• Enter full name as reflected on their license. 
• Use Nick Name field if they go by another name or an altered version of their full name. 
• DO NOT add suites#, building#, apt#, etc. to Address Line 2. Use a comma to separate street address and 

this information on the Mail Address Line. 
• Make sure your members are entered/uploaded to NRDS before sending dues or ARPAC funds so these 

monies can be applied in a timely and accurate manner. 

How to Register and Update Member 
Information in NAR’s Database 

(NRDS) 
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 STATE DUES should to be sent to the state association on a monthly basis* using Ecommerce to transfer the funds. 
A Funds Transmittal Report must be e-mailed to AAR’s Membership Manager with the Ecommerce Receipt # noted 
on the report.  

* Note: ARPAC contributions received with dues must meet federal deadlines (see ARPAC Guide) 

 DUES COVER THE CALENDAR YEAR. If a member pays dues in January then goes inactive in March and  
reactivates in September, they do not owe state dues. The dues paid in January are good through December 31. 

 All PRIMARY REALTOR®, REALTOR-ASSOCIATE®, and Affiliate* members must pay LOCAL, STATE, and 
NAR DUES. *Affiliate members do not pay NAR dues or state new member fees/membership processing fees. 

 SECONDARY ALABAMA MEMBERS pay only local dues; their state and NAR dues are paid through their Pri-
mary board.  

 SECONDARY OUT-OF-STATE MEMBERS can choose to join the state and/or local association. They do not pay 
NAR dues. These are paid through their Primary board. 

 Members must be entered into NRDS prior to dues being posted. 

 Dues being sent for NEW MEMBERS must include a MEMBER INFORMATION FORM with their dues payment 
if AAR is the board’s Point of Entry for NAR.  

 PRORATED DUES are only for new members and members who did not pay dues in the previous year. Members 
who paid dues in the previous year must pay FULL YEAR DUES plus a membership processing fee. Proration 
Dues Chart provided by AAR. 

Membership Dues Reference Guide 
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 All members must pay a $100 MEMBERSHIP PROCESSING FEE if dues are not paid by the DUES DEADLINE. 
(State dues are due on January 1st. The deadline for state dues is 75 days after January 1st – this is usually March 16th. 
Multiple notices will be sent via e-mail to the AE and Dues Billing Officer/Treasurer prior to the deadline)  

Note: It is the board’s prerogative to charge a fee to members who do not meet the BOARD’S deadline. 
Boards should ONLY charge the state membership fee if the STATE’S DEADLINE is not met. 

 Reactivating members do not pay both the new member processing fee AND the membership processing fee. They 
only pay one or the other based on when they last paid dues. 

           Dues NOT paid in the previous year  – Prorated Dues + $100 Processing Fee 

           Dues paid in the previous year – Full Dues + $100 Membership Fee  

 Members who have paid their annual dues in full must be put on ACTIVE or PROVISIONAL status. 

 Members who have not paid their dues by the March deadline must be put on INACTIVE status before March 31. 
NAR assesses dues on all active members as of March 31 and will charge your board for these members if they are 
not inactivated. 

 ALL NEW MEMBERS should complete a membership application, including Affiliate members. 

• NRDS should be checked for ALL NEW MEMBERS to make sure a duplicate record is not created. 

• If the member already has a NRDS#, contact their Primary board to either transfer their membership to 
your board or add your board as a secondary member. DO NOT ISSUE THEM A NEW NRDS# FOR 
YOUR BOARD. 

• If AAR is your board’s Point of Entry, AAR will issue your new member a NRDS# when they 
receive their Membership Information Form. An email will be sent to both the new member and 
the board with their NRDS#.  

 All new members, except Affiliate members, pay a one-time $100 PROCESSING FEE. 

 MLS MEMBERSHIP. In Alabama, an Alabama REALTOR® member can join any MLS in the state without join-
ing the local board. It is permissible for local boards to charge higher MLS dues to non-board members. 
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 AAR FUNDS TRANSMITTAL REPORT 
 

Complete this report and email to cyndi@alabamarealtors.com AND mike@alabamarealtors.com. If you are mailing your 
ARPAC funds please include a copy of this report with your checks as well as emailing a copy to Cyndi and Mike. ALL NAR 
and AAR DUES must be sent electronically. ARPAC funds can be mailed or sent electronically. 

Board Name     Date     

EC Control 
#   Check #   Amount   

          

REQUIRED EFT Transfer Authorization from Boards that AAR is the POE 
I hereby authorize the Alabama Association of REALTORS® to transfer funds from the board listed above for the amount of funds included on 
this transmittal report as owed to AAR and/or NAR. 

 _____________________________________________________________   _________________________________ 

Authorized Signature for Account   Date 
            

NRDS# 
NAME                                                                                          

(Please note if member is an Affili-
ate) 

Date ARPAC 
Funds Received               

or                        
JOIN/DROP 

Date 

Type:     
Check#, 
Credit 
Card, 
CASH 

STATE 
DUES 

NEW                
Member  

Processing 
Fee              
$100 

Membership 
Processing 

Fee              
$100 

NAR DUES 
NAR       

Assess Fee 
$35 

ARPAC 

          
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
          
          
                    
                    
                    
                    
                    
                    
                    

SUB-TOTAL 0.00 0.00 0.00 0.00 0.00 0.00 

  TOTAL 0.00 0.00 0.00 

REMIT TO:  Alabama Association of REALTORS®  |  522 Washington Avenue,   Montgomery, AL  36104 
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                   For New Members and Reinstated Members who have NOT paid dues in the prior year. 
  LOCAL AAR   NAR   GRAND 

   Dues* Proc. Fee Total AAR  Dues Assess Total NAR  TOTAL 
January   $206.00 $100.00 $306.00   $120.00 $35.00 $155.00   $461.00 
February   $188.83 $100.00 $288.83  $110.00 $35.00 $145.00  $433.83 
March   $171.67 $100.00 $271.67   $100.00 $35.00 $135.00   $406.67 
April   $154.50 $100.00 $254.50  $90.00 $35.00 $125.00  $379.50 
May   $137.33 $100.00 $237.33   $80.00 $35.00 $115.00   $352.33 
June   $120.17 $100.00 $220.17  $70.00 $35.00 $105.00  $325.17 
July   $103.00 $100.00 $203.00   $60.00 $35.00 $95.00   $298.00 
August   $85.83 $100.00 $185.83  $50.00 $35.00 $85.00  $270.83 
September   $68.67 $100.00 $168.67   $40.00 $35.00 $75.00   $243.67 
October   $51.50 $100.00 $151.50  $30.00 $35.00 $65.00  $216.50 
November   $34.33 $100.00 $134.33   $20.00 $35.00 $55.00   $189.33 
December   $17.17 $100.00 $117.17   $10.00 $35.00 $45.00   $162.17 
*Includes $36 five-year assessment beginning 2017     

TO AVOID LATE FEES, 2018 DUES MUST BE RECEIVED AT AAR  
BY 5:00 P.M. MARCH 16, 2018 

ANNUAL DUES:  AAR Bylaws - Article III 

Section 1. Amount, Computation & Responsibility 
B. Membership dues shall be pro-rated for any licensee included on a certification form submitted to the Association, who during the 
same calendar year applies for REALTOR® or REALTOR-ASSOCIATE® membership in the Association. However, membership 
dues shall not be prorated if the licensee held REALTOR® or REALTOR-ASSOCIATE® membership during the preceding calendar 
year. 

Section 3. B. Accountability 
On a monthly basis, the Member Board/Association shall report to the State Association the names and addresses of REALTORS®, 
REALTOR-ASSOCIATES®, Institute Affiliates Members, and Affiliate Members dropped or enrolled during the preceding month. 
 
DUES POLICY: AAR Policy and Procedures Manual - Section 7: Financial Policies and Procedures 

Section 7.1 Dues 
B.  Member Processing Fee 

1.  There is levied on each new REALTOR® Member of the Association a Membership Processing Fee of $100.00. 
2.  There shall be added to the total dues owed by the Member Board/Association or other Members, a $100.00 processing fee                  
 where such delinquency extends beyond seventy-five (75) days of January 1.  

C.  Timely Remittance. Each Member Board is expected to remit dues and new Member cards on a timely basis by transmitting a   
      statement at least monthly showing what, if any, activity has occurred in the preceding period. 
 
AFFILIATE DUES POLICY:  AAR Policies and Procedures Manual - Financial Policies and Procedures - Section 7  

Affiliates do not pay NAR dues or New Member PROCESSING/LATE FEES 

Section 7.1.A Regular Dues Amounts 
3.   Affiliates: Each affiliate firm (at a primary mailing address) will pay state dues of $170 per annum and local dues annually 

through their primary Local Association. When joining additional Local Associations, the same firm shall pay Local Association 
dues only with the option of paying State dues and designating an additional contact and mailing address. 

2018 Dues Proration Chart 
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ARPAC helps support candidates for local, state and federal offices who stand up and support real estate 
professionals on key issues critical to our industry. Every year hundreds of pieces of legislation threaten the real 
estate profession with new taxes and regulations. ARPAC is the voice of real estate in our nation’s capitol, 
Montgomery and city halls to defend against these threats.  

 
The following are highlights from NAR’s RPAC Policy Guide, which is governed by the Federal Election Campaign Act 
(FECA). 
 
The Alabama Association REALTORS® receives and maintains ALL ARPAC contributions and records.  
 
All ARPAC contributions are classified as follows: 

Personal (Hard) money: Individual paid by check, personal credit card, or cash. 
Corporate (Soft) money: Any contribution received via corporate check or business credit card. 
Other money: Personal money that has become (tainted) because it was not received in the required time frame. These monies 
cannot be used directly by the federal candidates and the contributor must be notified by the board and given the choice between 
two options. 

1) A refund of the contribution. 
2) Agreement that the contribution be sent to the Political Action Fund (PAF) to be used for advertising and 

communication about candidates by groups not directly associated with the candidate.  
 
ARPAC monies are credited to the individual contributor AND to the board where the contribution was received. 
 
Processing ARPAC contributions: 
 

ALL ARPAC monies should be sent to AAR on a weekly basis in order to comply with the federally mandated DEADLINES 
as follows: (this includes contributions sent with dues billing) 

• Contributions $50 or less must be received by AAR within 30 days of the check date or the received date stamped by 
the receiving agent (board or association) 

• Contributions over $50 must be received by AAR within 10 days of the check date or the received date stamped by the 
receiving agent (board or association) 

 
In order to ensure proper identification and acknowledgement for the contributor, AAR must receive all ARPAC contributions 
on a Funds Transmittal Form provided by AAR. If the board uses a software program for their accounting, their report must 
included the following information: 

• Individual’s First and Last NAME 
• Individual’s FULL NRDS number 
• DATE monies received by the board/association 
• Contribution AMOUNT 

For Credit Card Payments AAR must receive the following information or the payment cannot be processed: 
• Card Type (Visa, MC, American Express. We do not accept Discover card) 
• Individual’s First and Last NAME 
• Individual’s FULL NRDS number 
• DATE monies received by the board/association 
• Contribution AMOUNT 
• Card Number, Security Code, and Expiration Date 
• Billing ADDRESS for the card used 

 
If the contributor does not have a NRDS number (non-member), the local board must provide the contributor’s name and 
address for the Secretary of State records. 

Alabama REALTORS® Political  
Action Committee (ARPAC) 
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Where does your ARPAC dollar go?  
 

ARPAC Board Sharing monies are maintained by AAR on a continuing four-year cycle. AAR distributes 
these funds, for local races only, according to requests received, in writing on the Board Sharing Request 
Form, from local boards/associations. Board sharing balances are reported monthly on the Board Sharing Re-
port. 
 

ARPAC INVESTMENT LEVELS 

Level AAR NAR                                          
Major Investor 

President Circle                     
Major Investor 

 Participant $15 - $124 annually   

 Capitol Circle $125 - $259 annually   

 Governor’s Circle $250 - $499 annually   

 Alabama Circle $500 - $999 annually   

 Sterling R  $1,000 annually $1,000 + $2,000 

 Crystal R  
 $2,500                                    $2,000 + $2,000 

 Sustain: $1,500  Sustain: $1,000 + $2,000 

 Golden R  
 $5,000 $4,000 + $2,000 

 Sustain: $2,000  Sustain: $1,000 + $2,000 

 $10,000                                   $10,000 + $2,000 
 Platinum R  

 Sustain: $5,000  Sustain: $5,000 + $2,000 

 Hall of Fame  $25,000 cumulative  

ARPAC Goals are set annually based on membership in NRDS as of December 31st. NAR sets the state goal 
for funds to be used by NAR in federal campaigns. AAR sets the local board’s goal in order to achieve the 
state goal set by the ARPAC Trustees for use in state and local campaigns. A goal status update is sent  
monthly on the ARPAC Goals Report. 

   30¢ Local Association           40¢ State (AAR)       30¢ National (NAR) 
To support local candidates               To support State candidates               For National campaigns 
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��������ARPAC DO’S AND DON’TS  �������   

Things To Do 
• Request ARPAC brochures from AAR to 

promote ARPAC at your local board and 
meetings. 

• Organize ARPAC fundraisers to help meet your 
goal and educate your members about ARPAC. 

• Follow the law regarding ARPAC fundraising, 
promotion, and funds remittance. (RPAC Policy 
Guide available upon request from AAR.) 

• Remit contributions by deadlines with all 
required information. 

• Date stamp or note the date when you receive 
contributions. 

• Note corporate/business checks or credit cards 
on your Transmittal Report. These contributions 
cannot be credited to RPAC but can be credited 
to the PAF (Political Action Fund) and count 
toward your goal. 

• Support your local candidates with your Board 
Sharing Funds according to the legal campaign 
contribution guidelines. 

Things Not To Do 
• Send cash to AAR through the mail. 
• Send checks and/or credit card forms to AAR 

without a Funds Transmittal Report. 
• Take over $100 in cash from an individual in 

one day. 
• Use ARPAC contributions for fundraising 

expenses without notification. 
 Example: ARPAC event ticket is $50.  

Incorrect:  You keep $30 for expenses and 
give member $20 credit.  
Correct: Advertising and ticket include 
notification that $30 will go toward the 
event and $20 will be credited as an 
ARPAC contribution. 

• Advertise your event on social media. This is a 
solicitation and it is illegal to solicit non-
members for ARPAC. 

ARPAC REPORTS for Local Boards 
 
Goals Report – E-mailed monthly 

ARPAC contributions year-to-date by board and region. The report includes the number of contributors, 
year-to-date amount, the number of major donors, comparison to previous year, etc. This report provides 
most of the information needed to apply for NAR fundraising grants. 

 
Major Investor Report – E-mailed monthly 
 List of Major Investors and pledges year-to-date. It also lists Hall of Fame and President Circle  
 members.  
 
Board Sharing Report – E-mailed monthly 
 ARPAC local board sharing funds for the most recent four-year cycle, which includes the current year-to-

date totals for each board/association. 
 
Contributor Report – E-mailed upon request 
 List of your members who have contributed and year-to-date amount. 
 
Funds Transmittal Report to be used by boards/associations to report ARPAC contributions from  
 fundraisers, monthly contributions, or dues billing. If using your board’s reporting software, your reports 

must include the required information stated above (name, NRDS#, received date, amount). 
 
AREC Licensee Report - E-mailed twice a year (April and October) 

This is a list of all real estate agents registered with the Alabama Real Estate Commission. It is a resource 
to verify addresses and membership for your board and also can be used to recruit new members. 
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Alabama Association of REALTORS® 

LOCAL BOARD SHARING CHECK REQUEST 
 
 
 
 
 
 
This request must be fully competed in order to be processed. The information requested below is needed for 
the Alabama REALTORS® Political Action Committee report ,which is required by the Alabama Fair  
Campaign Practices Act (FCPA) and the Alabama Secretary of State.  
 
All checks will be mailed by UPS to the association for presentation to the candidate(s). It is the responsibility 
of the association to present, deliver, or mail the check to the candidate(s). 
 
 

Time Limits For Campaign Contributions 

Campaign contributions - One year prior to the candidate’s participation in an election. 

Debt retirement contributions - Up to 120 days after the election date. Debt retirement contributions cannot                   
exceed $1,000 over the candidate’s net debts outstanding. 
 

 
Association Making the Request ______________________________     Date of Request ______________ 
 
 
Candidate’s Name: ______________________________________      Amount: ______________________ 
 
 
If the contribution is for debt retirement, give the candidate’s net debt outstanding amount  ______________ 
 
               
Office Sought: ____________________________________    Date of Election Participation: ____________ 
 
   � City   � County      Incumbent: � Yes   � No      Party Affiliation: � D   � R   Other  _______________ 
 
 
Check Payable To: ______________________________________________________________________ 

 

Candidate’s Campaign Mailing Address: _____________________________________________________ 

                               
               
                                      City/State/Zip: __________________________________________________ 
 
 
 
Submit form by email to Cyndi Lombardi at cyndi@alabamarealtors.com.   

mailto:cyndi@alabamarealtors.org
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Section 9.1. REALTOR® of the Year Award  
The REALTOR® of the Year Award recognizes the REALTOR® who has contributed the most to the real estate 
profession, to fellow REALTORS®, and to the community-at-large during the career of the nominee. 
 
A.  Eligible Candidates. Any REALTOR® in good standing with the Alabama Association of REALTORS® may be 

nominated for State REALTOR® of the Year, except incumbent Presidents of a Local Association/Board and the 
State President during his/her year of service. (9/13/2016) 

 
B.  Nominations. Each Local Association/Board may nominate one (1) candidate for consideration as the state 

REALTOR® of the Year. Nomination forms can be found on the AAR website. Nominations must be submitted on 
the Alabama Association of REALTORS® form. Submitted forms must be signed by either the Local Board 
President or the Local Association Executive. (Amended 10/1/2017) 

 
C.  Selection. A Task Force, comprised of past State REALTORS® of the Year, the most recent REALTOR® of the 

Year being the chair, will evaluate each candidate based upon an established point scale. The score for each 
candidate, whose identification will have been hidden by the AAR staff liaison, will be submitted to the AAR staff 
liaison by the second Thursday, following the August 1 nomination deadline. Nominees’ final scores are the sum of 
cumulative percentage points from each category. Therefore, no total score can exceed one-hundred (100) percent. 
The AAR staff liaison will determine the five (5) nominees receiving the highest scores. The REALTOR® of the 
Year Task Force will confer on the third Thursday of August at the AAR office in Montgomery at 10:00 am to select 
the REALTOR® of the Year from the top five (5) candidates, whose information will no longer be redacted. (Amended 
10/1/2017) 

 
D.  Deadline. Nominations are due in the AAR office on or before August 1. 
 
E. Awarded. Annual Convention. 
 
Section 9.2. David D. Roberts Award (9/11/1998) 
The David D. Roberts Award is given in honor of David D. Roberts, Sr., a distinguished Alabama REALTOR® who 
served as president of NAR in 1985. This award recognizes the member who has been a REALTOR® over a period of at 
least twenty (20) years and who has contributed greatly to the Alabama Association of REALTORS®, the National 
Association of REALTORS®, and the REALTOR® Member’s Local Board.  
 
A. Eligible Candidates. All REALTORS®, except those who comprise the incumbent AAR Executive Committee, or 

current local Board nominees for REALTOR® of the Year. 
 
B. Nominations. Nomination forms can be found on the AAR website. (Amended 10/1/2017) 
 
C. Selection. The winner will be chosen by the Awards Selection Task Force, and be ratified by the Executive 

Committee. (1/11/1996) 
 
D. Deadline. Nominations must be submitted on the Alabama Association of REALTORS® form, and are due in the 

AAR office on or before August 1. 
 
E. Awarded. Annual Convention. 
 
 

Alabama Association of REALTORS® 

Policies and Procedures Manual 
Section 9. Awards 
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Section 9.3. Robert Jemison Award (9/5/1997) 
The Robert Jemison Award is given in honor of Robert Jemison, Jr., the first Alabama REALTOR® to serve as President 
of NAR in 1926. It recognizes the long and valued Association service of REALTORS® or REALTOR-ASSOCIATES® 
for a minimum of fifteen (15) years to the Alabama Association of REALTORS® and their Local Board.  
 
A. Eligible Candidates. All REALTORS® who have never served as AAR President, President-Elect, Treasurer, or 

Secretary. Sitting Regional Vice Presidents shall not be eligible during their term in office. 
 
B. Nominations. Nomination forms can be found on the AAR website. (Amended 10/1/2017) 

 
C. Selection. The winner will be chosen by the Awards Selection Task Force. (9/23/2009) 

 
D. Deadline. Nominations must be submitted on the Alabama Association of REALTORS® provided form, and are due 

in the AAR office on or before August 1. (1/20/2015) 
 

E. Awarded. At an AAR meeting or as decided by the Executive Committee. (1/20/2015) 
 
Section 9.4. Robert C. Meeks ARPAC Award (9/11/1998) 
The Robert C. Meeks APRAC Award is given in honor of Robert C. Meeks, an Alabama REALTOR®, who was 
ARPAC Chairman twice and led AAR to become one of the most involved and successful Associations in state and 
federal governmental and political affairs. 
 
It recognizes the Local Board in each category (small, medium, large) that aggressively defends and promotes 
REALTOR® legislative interests, reaches and maintains favorable communications with elected officials, and surpasses 
all others in ARPAC support, as determined by the ARPAC Trustees. (Amended 10/1/2017) 
 
A. Eligible Boards. All REALTOR® Boards that demonstrate effective and recognized activity supporting REALTOR® 

legislative issues and sustain a high level of involvement in governmental affairs, especially in ARPAC fundraising.  
 
B. Nominations. Nomination forms can be found on the AAR website. Nominations can be made by any Member, 

committee, or Local Board. (Amended 10/1/2017) 
 
C. Selection. This award will be given to one Board annually. The winner will be chosen by the ARPAC Trustees. 
 
D.   Deadline. Nominations are due in the AAR office on or before January 31. (Amended 10/1/2017) 
 
E. Awarded. Capitol Conference.  
 
Section 9.5. Omega Tau Rho Award  
The Omega Tau Rho (OTR) Award recognizes past contributions of REALTORS® to the National Association of 
REALTORS® and its affiliated institutes, societies, and councils. 
 
A. Eligible Candidates. Officers or directors of the National Association of REALTORS®, including members of the 

Executive Committee, elected officers of any institute, society, or council, or governors or directors thereof, and 
Presidents of State Association. Also eligible are staff members of the National Association of REALTORS® with 
ten (10) years of service, except the CEO, senior vice presidents, comptroller, and general counsel, who are eligible 
after one (1) year. Candidates may include Local Board/Association Executives who have served continuously for 
ten (10) years in the same association. Candidates may also be nominated from state REALTORS® of the Year, 
Honorary Members, and Members who have given outstanding service to the National Association of REALTORS® 
as named by the Executive Committee of the Alabama Association of REALTORS® and approved by the Awards 
Selection Task Force. Members approved for REALTOR® Emeritus status by NAR will automatically be enrolled in 
the Omega Tau Rho honorary fraternity by virtue of their REALTOR® Emeritus status. (Amended 10/1/2017) 

 
B. Nominations. Nomination forms can be found on the AAR website. (Amended 10/1/2017) 
 
C. Selection. Recipients will be chosen by the Awards Selection Task Force. (1/11/1996) 
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D. Deadline. Nominations must be submitted on the Alabama Association of REALTORS® form and are due in the 
AAR office on or before August 1. (Amended 10/1/2017) 

 
E.  Awarded. At an Alabama Association of REALTORS® meeting or as decided by the Executive Committee. 

(1/20/2015) 
 
Section 9.6. REALTOR® Emeritus  
REALTOR® Emeritus, which is a Constitutionally authorized award, is bestowed on individuals who have maintained 
forty (40) cumulative years of membership in the National Association of REALTORS®. 
 
A. Nominations. Local Boards are to complete the online nomination form from the National Association found at 

www.nar.realtor/programs/realtor-emeritus-status. Notice of the nomination should then be sent to the State 
Association. (Amended 10/1/2017) 

 
B. Selection. REALTOR® Emeritus status is voted upon by the National Association’s Board of Directors. 
 
C. Deadline. When approved for Emeritus status, the REALTOR® is also enrolled in the Omega Tau Rho honorary 

fraternity. (Amended 10/1/2017) 
 
D. Recognition. The REALTOR® Emeritus plaque and 40-year pin are awarded at the Local Board level. The State 

Association recognizes the Omega Tau Rho status. 
 
Section 9.7. Arthur B. Pope Education Achievement Award (8/5/1999) 
The Arthur B. Pope Education Achievement Award recognizes a Member for his/her contribution to and participation in 
education programs and activities. The Board of Directors passed a resolution in June 1984 calling for this annual 
recognition, and in July 1991 voted to name this award the Arthur B. Pope Education Achievement Award as a fitting 
memorial to this past AAR President who so strongly advocated for REALTOR® education. 

 
A. Qualification. An established point system that is annually reviewed by the Education Trustees is used to determine 

a Member’s participation in and contribution to real estate education programs and activities. Points will be 
accumulated from January through December each year. All activities for which points are awarded must occur 
during this qualification period.  

 
 Qualification forms can be found on the AAR website. Qualification forms must be submitted to the Member’s 

Local Board/Association on or before December 15. On or before December 31, each Board/Association must 
submit to AAR the qualification form of their member with the most points. This Member becomes the Local Board/
Association’s Arthur B. Pope Education Achievement Award nominee. Only one (1) nominee per Local Board/
Association will be accepted. (Amended 10/1/2017) 

 
B. Recognition. The Education Trustees will name the Local Board/Association nominee with the most points as the 

recipient. The recipient will be recognized during Capitol Conference each year.  
 
Section 9.8. Manie Barbour Association Executive Professional Excellence Award 
The Manie Barbour Association Executive Professional Excellence Award recognizes a REALTOR® Association 
Executive who has exhibited consistently outstanding service to both the Alabama Association of REALTORS® and to 
staff members in Alabama’s Local Associations over a long period of time. The award is named for Manie Barbour in 
recognition of her many years as a real estate professional and for distinguishing herself in her service as an Association 
Executive for the Tuscaloosa Association. This award shall be the highest honor bestowed by AAR on an Association 
Executive. (1/22/2004) 
 
A. Eligible Candidates. Any local REALTOR® Association Executive in the State of Alabama who has served the 

REALTOR® organization for at least seven (7) years and who has not previously received this award.  
 
B. Nominations. Nominations must be made in writing and received by AAR on or before September 1. The 

nomination should be confined to the front of one (1) page and should include the following information on the 
nominee: name, association, total length of employment, length of employment in current position, qualifications, 
community service, professional education, specific achievements, participation in REALTOR® organization 
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activities, any other information that should be considered, and the name of the nominating individual. 
 
C. Selection. The recipient will be chosen by secret ballot from a vote taken among Local Board Association 

Executives. The nominee with the majority of votes is the recipient. The votes will be counted, verified, and certified 
by a person designated by a majority vote among the Local Board Association Executives. The recipient’s name will 
be kept secret until it is awarded. (Amended 10/1/2017)  

 
D. Awarded. Capitol Conference. 
 
Section 9.9. Above and Beyond Award (9/13/2002) 
The Above and Beyond Award recognizes the extraordinary efforts of a Member who has devoted countless hours 
unselfishly on an issue or project for the overall good of the Association and its Members.  

A. Eligible Candidates. Any Member who has gone above and beyond regular volunteer efforts by successfully 
handling an unusual association project, issue, challenge, etc. 

 
B. Nominations. There shall be no nomination process for this award. 
 
C. Selection. The Executive Committee will determine when it is appropriate to name a recipient of this award.  
 
D. Awarded. The unique nature of this award precludes how frequently it will be presented. When presented, the award 

will be presented at the Annual Convention, although circumstances may indicate presentation at another 
Association meeting. (09/16/2015)  

 
Section 9.10. Mickey Phillips’ REALTORS® for Children Award  
The Mickey Phillips REALTORS® for Children Award recognizes the efforts of a member who has devoted time and 
resources to unselfishly invest in children through projects or programs focusing on the needs of children. 
 
A. Eligible Candidates. All Members who have personally succeeded in making a positive difference in activities 

focusing on helping children. 
 
B. Nominations. Nomination forms can be found on the AAR website. The nomination should include the following 

information on the nominee: name, association, identify the nominee’s community service with children, 
information pertaining to the nominee’s community service with children, any additional documentation that should 
be considered, and the name of the nominating individual. (Amended 10/1/2017) 

 
C. Selection. The recipient will be chosen by the Awards Selection Task Force. 
 
D. Deadline. Nominations must be submitted on the Alabama Association of REALTORS® form and are due in the 

AAR office on or before August 1. (Amended 10/1/2017) 
 
E. Awarded. At an Alabama Association of REALTORS® meeting, or as decided by the Executive Committee. 

(1/20/2015) 
 
Section 9.11. Harriett Isaacson Excellence in Education Award (6/11/2014) 
The Harriett Isaacson Excellence in Education Award recognizes the Member who has been an educator for a minimum 
of twenty (20) years and is respected within the REALTOR® education community. This award is given in honor of 
Harriett Isaacson, a true professional who devoted herself to service at the Local, State, and National levels.  
  
A. Eligible Candidates. All Members who have provided to the AAR membership a minimum of twenty (20) years as 

an educator, have provided exceptional AAR and/or NAR committee service over his/her tenure, have retained 
active status in one or more NAR recognized designations, have an exemplary record of adherence to the Code of 
Ethics, and have established exemplary, professional, and respected status within the REALTOR® education 
community.  

 
B. Nominations. Nomination forms can be found on the AAR website. (Amended 10/1/2017) 
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C. Selection. The recipient will be chosen by the Awards Selection Task Force. 
 
D. Deadline. All nominations are due in the AAR office on or before August 1.  
 
E. Awarded. Annual Convention. 
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Local, state, and territorial associations of REALTORS®, as a condition of membership in the National 
Association of REALTORS®, must meet NAR’s Organizational Alignment Core Standards, a set of 
requirements that fall into six (6) categories: 
 

1. Code of Ethics  
2. Advocacy 
3. Consumer Outreach       
4. Unification Efforts and Support of the REALTOR® Organization  
5. Technology 
6. Financial Solvency 

 
REALTOR® associations must certify compliance with the standards by December 31 of each year or be 
subject to revocation of their charter. (The AAR deadline to submit your Core Standards for state association 
certification is November 1.) 
 
View and download the Organizational Alignment Core Standards 
 
The purpose of Core Standards is to raise the bar for REALTOR® associations and ensure high-quality service 
for REALTORS®. 
 
Enforcement of the Organizational Alignment Core Standards is the joint responsibility of the local 
associations, state and territorial associations, and national association. NAR offers an online compliance 
reporting tool for ease in submitting your Core Standards materials. 
  
Read “Standards & Beyond” from the Summer 2014 issue of REALTOR® AE Magazine.  
 
Review the Organizational Alignment Frequently Asked Questions, compiled by NAR. These FAQs are 
regularly updated.  

Core Standards for State 
and Local Associations 

https://www.nar.realtor/ae/manage-your-association/core-standards-for-state-and-local-associations
https://www.nar.realtor/ae/manage-your-association/core-standards-for-state-and-local-associations/core-standards-third-compliance-cycle
http://www.realtor.org/articles/standards-beyond
http://www.realtor.org/publications/realtor-ae-magazine/summer-2014-core-standards
http://www.realtor.org/ae/manage-your-association/core-standards-for-state-and-local-associations/nar-organizational-alignment-core-standards-faqs
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The state Association provides a number of legal forms to the membership. These forms can be found on the 
“Member Resources” page of the AAR website. 

 
 Addendum to Purchase Agreement 

 Addendum to Remove Inspection Contingency 

 Business Law Explanation 

 Business License Law Quick Grid Guide 

 Limited Consensual Dual Agency 

 Buyer Agency Agreement 

 Commercial Lien-Notice of Intent to Claim 

 Exclusive Right to Sell Property Listing Agreement 

 Notice of Exemption from Municipal Business Privilege Tax or License 

 Option Purchase Agreement 

 Pre Closing Occupancy Agreement 

 Post Closing Occupancy Agreement 

 Purchase Agreement 

 Referral Form 

 Release and Cancellation of Real Estate Purchase Agreement 

 Commercial Information Booklet & Real Estate Brokerage Services Disclosure 

 Residential Management Agreement 

 Residential Rental Agreement 

 Residential Rental Agreement Long Version 

 Single Agency Seller Listing Agreement Addendum 

 Transaction Brokerage Agreement 

 Seller’s Property Condition Disclosure Agreement 

Legal Forms Available to Members  
on the AAR Website 
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AE volunteers not only shape the policies that affect their careers but also develop valuable resources and 
policies to help all members and associations flourish. AEs and staff are invited to volunteer to serve on 
committees related specifically to association issues or committees on member issues. 
 
Volunteering for the AE Committee, Work Groups, or Advisory Boards 
Every year, the Association Executives Committee (AEC) provides AEs with an opportunity to serve on the 
AEC, member committees, and advisory boards. The call to volunteer for the following year is sent out in 
March via the AE INS. The AEC then forms single-subject, limited-term work groups, dedicated to tackling 
specific issues for the year. AEs can volunteer for these work groups beginning in late December/early January 
- watch for the AE INS. Go to the AEC Advisory Boards and Work Groups page for a list of goals and rosters 
for the AE Committee, advisory boards, and work groups. 
 
The purpose of the AEC is to build proactive alliances to enhance and strengthen organizational relationships, 
explore and develop current and future strategic issues, advance the professionalism of AEs and their volunteer 
leaders, and provide a framework for implementing the initiatives of the AEC advisory boards, work groups, 
and forums. Volunteers also earn credit toward their REALTOR® Association Certified Executive (RCE) 
designation. 
 
Volunteering as an AE Representative on Other NAR Committees 
Volunteer opportunities are detailed on the NAR Committee Structure pages. These pages give you a snapshot 
of each committee by presenting its purpose, composition, terms of service, and desired membership 
qualifications. All committees, advisory boards, and forums can be listed in alphabetical order by full 
committee or by NAR oversight group. The Committee Structure Book is also available to download. The call 
for nominations is open from March through May each year.  
 
When and Where Committees and Work Groups Meet 
NAR committees and most work groups meet at NAR’s two main annual conferences, the Legislative Meeting 
& Trade Expo held every May and the REALTORS® Conference & Expo held in the fall. AEC work groups 
also will gather at AE Institute each March. For a complete list of all NAR meetings and conferences, visit the 
NAR Events page. 
 
Summary of AEC Programs, Products, and Services 
The Summary of AEC Programs, Products, and Services page outlines resources available to AEs for 
association management, professional development, leadership development, and networking. For more 
information, call NAR’s Association Leadership Development Department at (312) 329-8304. 

How AEs Can Get Involved  
in NAR Committees 

http://www.realtor.org/ae/association-executives-committee-aec
http://www.realtor.org/aeforms.nsf/AECWGStart?OpenForm
http://www.realtor.org/internal-news-service
http://www.realtor.org/internal-news-service
http://www.realtor.org/ae/association-executives-committee-aec/aec-advisory-boards-and-work-groups
http://www.realtor.org/governance/committees/committee-structure
http://www.realtor.org/events/ae-institute
http://www.realtor.org/events
http://www.realtor.org/ae/association-executives-committee-aec/summary-of-aec-programs-products-and-services
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Shared services programs help REALTOR® associations expand services and streamline management through 
strategic partnerships. Shared services is not about mergers – it’s about collaborations, partnerships, and other 
mutually beneficial relationships among REALTOR® associations that enhance the level of service to all  
members and increase the association’s efficiency and productivity. 
 
Q. What’s the shared services concept? 
A. Shared services can help REALTOR® associations expand services and streamline management through 
strategic partnerships. Shared services is a move toward an environment of collaboration among associations, 
so that no one association feels overwhelmed by today’s pace of change and the ever-increasing expectations 
and demands of REALTOR® association management.  
 
Q. Is this another push for local association mergers? 
A. Shared services is not about mergers – it’s about collaborations, partnerships, and other mutually beneficial 
relationships among REALTOR® associations that enhance the level of service to all members and increase the 
association’s efficiency and productivity. 
 
Q. Who can share services? 
A. Any size association can benefit from shared services that leverage the talents of one association and staff 
to better optimize services to other associations. Partnerships can build greater efficiencies between state  
associations, state and local associations, and local associations among themselves, and all can partner with the 
national association. 
 
Q. Can we share services with other organizations? 
A. Yes. Case study examples describe several instances of REALTOR® association collaborations with other 
organizations, education institutions, and others. 
 
Q. How does this impact associations’ jurisdictions? 
A. There are no association jurisdictional barriers to sharing services.  
 
Q. What is the benefit? 
A. Shared services can save associations the time and cost of duplicating services that other associations have 
already developed. By pooling resources to develop programs, association executives’ workloads are lessened, 
staff responsibilities are reduced, and potential new revenue streams are created. Associations in mutually  
beneficial partnerships make the REALTOR® organization as a whole stronger, more efficient, and more  
effective. 
 
Q. Can we download and copy the tools on nar.REALTOR.org? 
A. Yes. State and local associations of REALTORS® have permission to download and reproduce any of the 
NAR developed tools and information resources provided on NAR’s Shared Services page. 
 
Q. How do we get started? 
A. Most AEs who are involved in successful shared service partnerships report that personal networking is a 
good way to get started. Informal discussions are often a prelude to formal planning and implementation. In 
the absence of networking contacts, participation in a state-sponsored planning session can uncover  
opportunities for collaborations and partnerships. 

Shared Services 

http://www.realtor.org/ae/manage-your-association/shared-services/case-studies
https://www.nar.realtor/ae/manage-your-association/shared-services/shared-services-assessment-guide
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Q. Local associations are already sharing services, what next? 
A. If your local association already has a successful shared service arrangement, consider offering the service 
to other associations. Consider using your success experience as a model for developing new member benefits 
through shared services. 
 
Q. Our local association is interested in sharing services, but our neighboring boards are not, who can we 
collaborate with? 
A. Technology has removed many geographic barriers. Partners need not be limited to neighboring boards. 
Consider partnerships with the boards outside of the neighborhood, state, or national association, or other real 
estate related organizations, education institutions, or non-profit organizations. 
 
Q. Does volunteer leadership need to be involved? 
A. Volunteer leadership buy-in, involvement, and long-term commitment are key to the success of shared  
service initiatives.  
 
Q. Are there any examples of successful shared service initiatives? 
A. Yes. Case study examples are available here. 
 
Q. Do we need to hire a facilitator for a planning session? 
A. While not absolutely necessary, most associations find that a professional facilitator can function as an  
objective coach and referee, keep the process moving along, and keep participants involved. A professional 
facilitator also frees up association staff and leadership so they can be full participants in the planning process. 

https://www.nar.realtor/ae/manage-your-association/shared-services/case-studies
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An MLS is a suite of services that enables REALTORS® to establish 
contractual offers of compensation (among brokers), facilitates 
cooperation with other broker participants, accumulates and 
disseminates information to enable appraisals, and is a facility for the 
orderly correlation and dissemination of listing information to better 
serve brokers’ clients, customers, and the public. 
 

An MLS database and software is used by REALTORS® representing sellers under a listing contract to widely 
share information about properties with other brokers who may represent potential buyers or wish to cooperate 
with a seller’s broker in finding a buyer for the property or asset.  
 
The listing data stored in an MLS database is the proprietary information of the broker who has obtained a 
listing agreement with a property’s seller. 
 
Most MLS systems restrict membership and access to real estate brokers (and their agents) who are 
appropriately licensed by the state, are members of a local board or association of REALTORS®, and are 
members of the National Association of REALTORS®.  
 
NAR has set policies that permit brokers to show limited MLS information on their websites under a system 
known as the Internet Data Exchange (IDX). NAR has an ownership interest in Move Inc., the company that 
operates a website that has been given exclusive rights to display significant MLS information. 
 
Using IDX search tools available on most real estate brokers’ websites, as well as on many individual agents’ 
sites, potential buyers may view properties available on the market by using search features such as location, 
type of property (single family, lease, vacant land, duplex), property features (number of bedrooms and 
bathrooms), and price ranges. In some instances, photos can be viewed. Many allow for saving search criteria 
and for daily email updates of newly-available properties. However, if a potential buyer finds a property, he/
she will still need to contact the listing agent (or their own agent) to view the house and make an offer. 
 
An MLS is: 

• a facility for the orderly correlation and dissemination of listing information so participants may better 
serve their clients and customers and the public;  

• a means by which authorized participants make blanket unilateral offers of compensation to other 
participants (acting as subagents, buyer agents, or in other agency or non-agency capacities defined by 
law);  

• a means of enhancing cooperation among participants;  
• a means by which information is accumulated and disseminated to enable authorized participants to 

prepare appraisals, analyses, and other valuations of real property for bona fide clients and customers; 
and  

• a means by which participants engaging in real estate appraisal contribute to common databases. 
(Revised 11/04) 

Multiple Listing Service (MLS)  
Defined 
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Entitlement to compensation is determined by the cooperating broker’s performance as procuring cause of the 
sale (or lease).  
 
While offers of compensation made by listing brokers to cooperating brokers through MLS are unconditional, 
a listing broker’s obligation to compensate a cooperating broker who was the procuring cause of sale (or lease) 
may be excused if it is determined through arbitration that, through no fault of the listing broker and in the 
exercise of good faith and reasonable care, it was impossible or financially unfeasible for the listing broker to 
collect a commission pursuant to the listing agreement. In such instances, entitlement to cooperative 
compensation offered through MLS would be a question to be determined by an arbitration hearing panel 
based on all relevant facts and circumstances including, but not limited to: why it was impossible or financially 
unfeasible for the listing broker to collect some or all of the commission established in the listing agreement; at 
what point in the transaction did the listing broker know (or should have known) that some or all of the 
commission established in the listing agreement might not be paid; and, how promptly had the listing broker 
communicated to cooperating brokers that the commission established in the listing agreement might not be 
paid.  
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ABR Accredited Buyer Representative, a certification of NAR for buyer representation 

ADF Applicant Data Form, used to submit qualifications for RCE designation 

AE Association Executive, applies to anyone on staff at a REALTOR® association 

AEC Association Executives Committee, a committee of NAR that makes recommendations on 
behalf of AEs 

AEI Association Executives Institute, an annual NAR conference for AEs 

AELD Association Executives & Leadership Development, name of NAR Division that handles 
AE programs/issues 

Affiliate A class of membership in a board for those in industry interested in board (bankers, 
attorneys, etc.) 

ARAM Advanced REALTOR® Association Management, an advanced self-study program for 
AEs, available from NAR 

ARELLO Association of Real Estate License Law Officials 

ASAE American Society of Association Executives 

Block R The trademarked “R” design denoting REALTOR®, with specific requirements for its 
placement and use 

BOD Board of Directors 

CAE Certified Association Executive, a designation awarded by ASAE 

CCIM Certified Commercial Investment Member, a designation awarded by the CCIM Institute 

CIPS Certified International Property Specialist, a NAR designation focused on international real 
estate 

COE REALTORS® Code of Ethics 

CFR Campaign Finance Reform, rules/laws that impact PAC contributions 

CPM Certified Property Manager, a designation awarded by IREM 

CRB Certified Real Estate Brokerage Manager, a designation awarded by the Council of Real 
Estate Brokerage Managers 

CREA Canadian Real Estate Association, the national association for Canada 

CRS Certified Residential Specialist, a designation awarded by the Council of Residential 
Specialists 

CRT Center for Real Estate Technology, a division of NAR focused on technology products, 
programs, and issues 

Crystal R Contributor to RPAC at $2500 level (which may include lower amounts in recurring year) 

Delegate Representative on NAR’s Delegate Body, casts votes by number of members in board, to 
change NAR Constitution 

D&O Directors & Officers insurance, another term used to describe professional liability 
insurance for associations 

NAR Acronyms 



AAR Association Executives’ Resource Guide  51 

 

DR Designated REALTOR®, the person in the firm with dues and professional standards 
authority 

E&O Errors & Omissions insurance, professional liability insurance for associations 

ePOE e-commerce Point of Entry, a status within NRDS allowing e-commerce capabilities for 
records 

ePRO A technology certification provided by NAR 

EVP Executive Vice President, a staff title within an association 

FPC Federal Political Coordinator, a liaison to a Member of Congress for NAR (formerly FSC/
FDC) 

GAD Government Affairs Director, typically a staff title 

Golden R Contributor to RPAC at $5000 level (which may include lower amounts in recurring years) 

GRI Graduate, REALTOR® Institute, a NAR designation awarded at state association level 

HOP Housing Opportunities Program, NAR effort for affordable housing 

HOPE “Homeownership Participation for Everyone” - NAR Awards given for minority 
homeownership programs 

IA Institute Affiliate Member, a commercial designee who pays a reduced fee for limited 
membership 

IDX Information Data Exchange, agreement by firms in MLS to advertise each other’s listings on 
firm websites 

INS Internal News Service, a regular weekly emailed publication from NAR 

IREM Institute of Real Estate Management, a commercial affiliate of NAR 

ISC Institutes, Societies, & Councils, used to collectively describe organizations with specific 
relationship to NAR 

IT Information Technology, another term used for NAR CRT division, or reference to the 
information function 

LFRO Limited Function Referral Office, a company licensed for the sole purpose of providing 
referrals to another firm 

Magel The William R. Magel Award of Excellence, award given to AE for outstanding contributions 
(NAR Award) 

Major Donor REALTOR® or AE who gives $1000 or more to NAR’s Political Action Committee (RPAC) 

MARKS Collective term for registered trademarks of NAR 

MLS Multiple Listing Service 

NAR National Association of REALTORS® 

NRDS National REALTORS® Database System, a centralized membership clearinghouse with rules 
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POE Point of Entry, a status within NRDS allowing data entry to certain fields in membership 
records 

PS Professional Standards, the specific process for resolving arbitration and ethics complaints; 
duty of members 

RAE REALTOR® Association Executive magazine, a NAR publication for AEs 

RAM REALTOR® Association Management, a self-study program for AEs, available from NAR 

RARE REALTOR® Association Resource Exchange, virtual library of sample association 
documents donated by AEs 

RCE REALTOR® Association Certified Executive, a NAR designation for REALTOR® 
Association Executives 

REALTOR A trademarked term denoting membership in the National Association of REALTORS®; not 
a generic term 

REBAC Real Estate Buyer Agent Council, an affiliate of NAR that maintains the ABR designation 

RLI REALTORS® Land Institute, mainly an Affiliate of NAR 

ROTY REALTOR® of the Year 

RPAC REALTORS® Political Action Committee, NAR’s PAC 

RPIC REALTORS® Political Involvement Committee, NAR’s grassroots contact system (formerly 
PCC) 

RPPC REALTOR® Political Party Circle — “President’s Circle,” major donor to RPAC and 
commitment to other donations 

SIOR Society of Industrial and Office REALTORS®, a commercial affiliate of NAR 

SRES Senior Real Estate Specialist, a designation offered by the California Association of 
REALTORS® — selling to seniors 

Sterling R Contributor to RPAC at $1000 level (each year separate) 

VIP The NAR “partner” program providing discounts to members/staff on a variety of products/
services 

VOW Virtual Office Website, a real estate firm practicing brokerage on the Internet (advertising in 
some state laws) 

WCR Women’s Council of REALTORS®, an affiliate of NAR primarily for women but open to 
men 
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