
Policies and 
Procedures 
manuals:
what you need 
to know



WHY DOES MY BROKERAGE 
NEED A POLICIES AND 

PROCEDURES MANUAL?



10 Reasons to ensure your brokerage has a well drafted 
policies and procedures manual:

1. Legal Compliance.
2. Consistency
3. Risk Management
4. Training and Onboarding
5. Quality Control

6. Ethical Guidance
7. Client Satisfaction
8. Data Security
9. Financial Management
10. Continual Improvement



BEFORE 
YOU GET 
STARTED

Every managing broker should consider the following 
questions when creating any policy manual:

1. What are the legal and regulatory requirements 
that impact my brokerage?

2. What are the unique needs of the brokerage? 
3. How will you ensure compliance and 

accountability?
4. How will you ensure accessibility and 

understanding of the brokerage policies and 
procedures?

5. How does the size of my brokerage impact any 
policies I may wish to include in the manual?



SECTIONS TO INCLUDE:

® 



General Policies:



Financial Matters:



Privacy and Confidentiality:



Brokerage and MB Duties:



Employees and 
Unlicensed Assistants:



REALTOR® General Duties:



Advertising and Marketing:



Client Relationships:



Acting for 
Buyers/Sellers:



Offers and Conclusion of 
Transaction:



Best Practices:

1. Reference other compliance program manuals (such as the PCLMTFA mandated 
compliance program manual) and where to locate them.

2. Clearly define the purpose and goals of the policies and procedures manual.

3. Involve stakeholders when needed.

4. Review the manual annually to ensure accuracy.

5. Include links directly to the websites you are referencing.  

6. Use clear and concise language.

7. Structure the manual logically, with a table of contents for easy navigation.

8. Customize the manual if you are using a template.

9. Promote consistency in how tasks are carried out.

10. Be open to feedback!!!



Join us on November 9th!!!



Questions?
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