Rental Listing Fee.

As an incentive to have all rental agents prospect for new listings, a listing fee of 10% of the total commission will be paid to any agent who effectively obtains and manages a new listing by the renting agent. 
The following guidelines apply to whether or not the agent is entitled to such a listing fee and outlines the steps required in order to receive such compensation.

Qualifications -  

New Landlord , New Listing.
· Landlords whom we have established a relationship with in the past do not qualify. 

· the renting agent may challenge your right to receive compensation, 
· Be prepared to prove your source is from somewhere outside the office by keeping a copy of the CL posting, Boston Globe Ad, or email conversation from the Landlord. 

· Owner will make ultimate determination in cases of uncertainty. 

Landlords that call the office or happen to walks-in while you are in the office, do not qualify. 
However, agents are still responsible for taking all down all the necessary information and either entering it into the database themselves or forwarding the information to the rental manager.
Tasks to be completed to qualify for 10% commission
· Entered complete listing information into Boston Apartments Database and uploaded pictures.  ( ask manger if you need assistance with this) 
· Complete Listing info includes anything that is required to rent the property.
· Though you may withhold some landlord information if you do not want agents calling on your landlord and would have them call you instead.

· Notify all agents of the new listing through email announcement immediately.

· Created Advertisement in both Boston.com and Boston Apartments.

· Acquired a set of keys for the office, and/or ability to show at anytime.

Though exceptions may made in special circumstances, (eg. owner occupied) it must be readily available to show. 

· Manage and Monitor the availability of the listing, keeping in contact with the owner and periodically checking on availability. 
With each agent having their own login, the Boston Apartments Database will easily monitor your activity in regards to your listing by attaching your name to the listing with the date entered and/or modified. Listings entered by CopleyRe do not have a listing fee.
