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Agreement For
Board Administration Services (2021)
Parties:


(a)  Provider:


Wyoming REALTORS®

(b)  Provider’s Address:
777 Overland Trail Suite 220






Casper WY 82601







sbeazley@wyorealtors.com

(c)  Recipient:


(d)  Recipient’s Address:

I.  General Provisions: Term, Renewal, and Consideration:



A.  Term



1.  Commencement Date: This agreement shall commence on the ______ day of ____________, 20__  

                         (Commencement Date)


B.  Automatic Renewal:
This agreement shall automatically renew on a year to year basis upon the same terms and conditions unless either party provides written notice of termination to the other party at least thirty (30) days prior to the end of the calendar year of the term or renewal period.  

C.  Consideration:
Recipient shall pay Provider a fee of $____ per REALTOR® and Affiliate Member each year that this agreement remains in effect. BAS Fee will be reviewed on an annual basis.
II.  Recipient Membership Limitation
Provider shall provide Board Administration Services for Recipient for the Consideration specified beginning on the Commencement Date and continuing until such time as this agreement is terminated in accordance with the provisions of this agreement.  
III. Provider Services and Recipient Responsibility. Provider shall provide the following services under this agreement in cooperation with the outlined Recipient responsibilities:
A. Code of Ethics

1. Professional Standards Services

Provider shall furnish all necessary Forms for professional Standards matters and mail documents to appropriate parties and maintain Professional Standards hearing records in accordance with legal counsel recommendation. This includes filing of all correspondence and hearing panel decisions and review by legal counsel. Secure hearing sites shall be provided by Provider. Provider shall coordinate hearings with Recipient (if applicable), adjoining boards, or Provider committee member appointees. 

Recipient’s Board of Directors shall review hearing panel decisions, requests for appeals and procedural review (if applicable). Directors shall rule on and/or ratify and uphold discipline, if any. 

2. Code of Ethics Training
Provider will track Code of Ethics training requirements as outlined by NAR and notify any members needing to take the training as well as provide members with a list of options for fulfilling the requirements.
B. Advocacy

1. Promote Value of PAC

Provider will distribute information and communications for NAR and the State association regarding the value of investing in and the benefits received from the individual’s participation in the PAC.

Recipient will communicate the value in investing in and the benefits received from the individual’s participation in the PAC through board meetings, office visits, etc. 

2. Calls to Actions 

Provider will promote national and state Calls to Action through websites, newsletters and blast emails. 


Recipient will promote national and state Calls to Action through board meetings, office visits, etc. 

3. Advocacy Engagement

Provider will assist recipient with any applications to NAR for grants, etc.
and /or promotion of advocacy programs within the local board. 

Recipient may find ideas for Advocacy Engagement in the REALTOR Party Resource Guide. 
4. Government Relations Services/Political Affairs

Provider shall notify Recipient’s members of current political policies. Provider shall track and record individual contributions as received. A report listing all contributions will be provided to the Recipients on a yearly basis or as requested. 

C. Consumer Outreach
1. Provider will assist Recipient in promoting any consumer outreach activities the Recipient Board shall engage in order to fulfill NAR Core Standards Requirements.
D. Unification Efforts and Support of the REALTOR Organization

1. Legal Counsel

Provider shall not provide an attorney for advice on bylaws, tax liability, antitrust compliance, state law, and general legal issues. Provider suggests Recipient retain local counsel to assist with legal issues. If services of our legal counsel are needed the local board agrees to pay any charges. 

2. Records Maintenance

Provider shall maintain a permanent record file for Recipient to include:  Articles of Incorporation, tax filings, bylaws, annual reports, tax exempt letter, and other policies and procedures established by Recipient’s Board of Directors.  Provider shall submit these documents, as necessary, for NAR and legal review.
A copy of the current bylaws, Articles of Incorporation, tax exempt letter, and policies & procedures shall be supplied to Provider promptly upon execution of this agreement and promptly after any modifications.

3.  Dues Billing/Collection



1. Provider shall prepare and distribute dues billing in October-November of each year.  Provider will receive and track dues payments, crediting the funds directly to Recipient’s membership records, and make the necessary payments to Provider and NATIONAL ASSOCIATION OF REALTORS® (NAR).  


2.  Unreported licensee billings statements and follow-up letters shall be mailed to Designated Brokers up to three times per year.  
3. Provider shall process new member applications.
4. Provider does not manage Lock Boxes. 

4.  Membership Records Maintenance



Provider shall provide Recipient with change of address forms and new member application forms and process all additions, deletions and changes necessary to maintain accurate Recipient and Provider membership records.  Provider shall supply Recipient with a Recipient membership roster quarterly or as requested in written or electronic form, Recipient’s option.  


Change of address forms shall be mailed/emailed to Provider upon receipt by Recipient and any membership changes, deletions, etc., shall be supplied to Provider upon receipt by Recipient. Such changes shall be made to the roster supplied by Provider.


5.  Minutes Preparation 


Provider shall distribute supplied agendas and minutes to the Recipients membership within five days of receipt. If Provider is to transmit agendas, Recipient must supply Provider notice of meeting and agendas within the notice provisions of Recipient’s bylaws. 


Recipient shall supply to Provider a copy of Board of Directors Meeting Minutes and General Membership Meeting Minutes. 

6.  New Member Training 



Provider will make New Member informational materials available to new members via the Wyoming REALTORS® website.


Recipient is responsible for providing New Member Orientation per NAR guidelines.

7.  Education Session Coordination



Provider shall assist Recipient in education courses being provided by Recipient.  If Recipient schedules classes recipient will give Provider 45 days’ notice of class being held if no notice is given CE may not be entered. 
Recipient shall supply Provider with information regarding any education.
8. Training

Recipient will have at least one Board representative attend the State Convention to attend the Board Administration Meeting. Annual Reviews will be held at this meeting. In addition, the incoming board members will need to attend Board of Director Training the Provider hosts yearly. 
E. Technology
1. Communications

Provider shall electronically distribute to the membership any communication produced by the Recipient provided 24-hour notice of communications be given. This may include newsletters, blast emails, etc. 
2. Website
Provider will maintain a simple interactive website for recipient that meets NAR Core Standards criteria. 

3. Zoom
Provider can assist in setting up and hosting Zoom meetings for Recipients. 3 days’ notice is needed to assist with this service. 

Recipient will provide calendar items, meetings, etc. to Provider for inclusion on website and in email communications. 

F. Financial Solvency
Optional: If the Recipient chooses, the Provider will manage the Recipient’s financial accounts, to include A/R, A/P, and bank reconciliation. Recipient will submit A/P after voted on by Board or approved by President of Board. Provider may work with an accountant to review and provide the necessary documents for the review. Provider may make payments on behalf of Recipient and Recipient agrees to reimburse those charges. Examples of charges are Website hosting, Website management and Secretary of State Annual Report Filings. 
Recipient will be responsible for the cost of an annual review and any tax documents preparations such as a 990. Recipient will need to begin the process of annual reviews no later than June 1st. Final reviews are due with Core Standards on December 1st. 
G. NAR Core Standards Compliance

Recipient will keep documentation of all items that fulfill portions of the Core Standards. Provider will assist with Core Standards reporting. 

Recipient will submit to the Core Standards Compliance Tool by December 1st of each year. Documentation of all items that fulfill portions of the Core Standards for which Recipients is responsible. Provider may assist when requested. 

IV. Recipient shall strictly comply with all Rules of the Multi-Board Management Program.  Should Recipient violate any Rule of the Multi-Board Management Program, such violation shall be reviewed by Provider’s Executive Committee and if after such review, it is warranted, Provider shall have the right to terminate this agreement. 
V.  Alterations to Agreement

Provider may from time to time amend, add to, modify, or delete any of the Rules of the Multi-Board Management Program or any of the Multi-Board Management Program Services by providing written notice to Recipient of the amendment, addition, modification, or deletion at least ninety (90) days prior to the effective date of the amendment, addition, modification, or deletion. Upon receipt of such written notice, Recipient shall have until thirty (30) days prior to the effective date of the amendment, addition, modification, or deletion to make objections.  If no objection is made within this time period, Recipient will be deemed to have waived any objection and such amendment, addition, modification, or deletion will take effect on its stated effective date.  Objections must be made in writing.  Should Recipient choose to object to any amendment, addition, modification, or deletion, Recipient and Provider shall make a good faith effort to reach an agreement on the amendment, addition, modification, or deletion.  In the event no agreement is reached by the effective date of the amendment, addition, modification, or deletion, such amendment, addition, modification, or deletion shall be void. 
VI. Termination

Either party may terminate this agreement at any time, with or without cause, by providing written notice to the other party.  The termination shall not be effective until the last day of the calendar year in which the notice is given.  There shall be no proration of Multi-Board Management Program Services or Consideration upon termination.

VII. Entire Agreement



This instrument contains the entire agreement of the Parties and cannot be changed except by written agreement.

VIII. Assignment

This agreement may not be assigned by either party without written permission of the other party.  
IX. Binding

This agreement is binding upon the Parties and their successors or administrators.

X.
Severability


Should any clause in this agreement be found invalid or unenforceable by a court of law, the remainder of this agreement shall not be affected, and all other clauses shall remain valid and enforceable.

XI.
 Notices


All notices under this agreement shall be in writing and effective when mailed, received by facsimile, or received by email at the addresses of the Parties.
XII. Liability


Recipient indemnifies and holds Provider harmless for any claims, damages or charges which are incurred by Recipient or its members for any action or inaction of the Provider in providing services un this Agreement.
Executed this ______ day of _________________________, 20______

WYOMING REALTORS®, INC._
Provider

By:
________________________________________


Steve Beazley, CEO





___________Board of REALTORS®

Recipient (Board Name)

By:
________________________________________



Name



Title
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