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Personal Assistant: The Personal Assistant access has been established to help ensure the integrity 
of the MLS database and to assist Brokers, Agents, Teams and Appraisers with the business of listing, 
selling, and appraising real estate. 
 
Personal Assistants are individuals who, under the direct supervision of a Broker, Agent, Team 
or Appraiser, perform only administrative and clerical tasks that utilize the MLS database and do 
not require a Real Estate License. If at any time the Personal Assistant becomes a licensed real 
estate agent or appraiser (including apprentice appraiser), the Personal Assistant must upgrade 
their access status to the same level as an MLS Participant or Subscriber, as their license and 
status indicate. 
 
Personal Assistants are only authorized to provide MLS information to the Broker, Agent, Team 
or Appraiser by whom he/she is employed. Personal Assistants may not provide any MLS 
compilation or information, whether in writing or verbally, to any other person. Personal 
Assistants are expressly prohibited from making photocopies, computer printouts, electronic 
transfers or downloading of MLS data for, or displaying such MLS information to, any person 
other than the employing Broker, Agent, Team or Appraiser. The personal use of MLS data or 
information by a Personal Assistants is in violation of the MLS Rules & Regulations. 
 
The broker/Agent/Team/Appraiser is responsible for ensuring that Personal Assistants maintain 
the confidentiality of MLS information and access. If the Personal Assistant breaches 
confidentiality, the Broker/Agent/Team/Appraiser will be subject to penalties as outlined in the 
Multiple Listing Service Rules and Regulations which could include fines and/or disciplinary 
action. 
 
Fees: 
$100.00 One-time set up fee for each new assistant. 
$250.00 per year for each assistant. Annual fee to be prorated quarterly for start date but not 
prorated upon termination or leave. 
Fees to be paid by Agent before MLS access granted to the assistant. 
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Licensees, both brokers and salespersons, often use unlicensed persons, either employed or 
contracted, to perform various tasks related to a real estate transaction which do not require a license. 
Such persons, for example, are used as personal assistants, clerical support staff, closing secretaries, etc. 

The North Dakota Real Estate License Law prohibits unlicensed persons from negotiating, listing, 
or selling real property. It is, therefore, important for employing brokers and other licensees using such 
persons to carefully restrict the activities of such persons so that allegations of wrongdoing under the 
law or rules can be avoided. 

Licensees should not share commission with unlicensed persons acting as assistants, clerical 
staff, closing secretaries, etc. The temptation for such unlicensed persons, in such situations, to go 
beyond what they can do and negotiate or take part in other prohibited activities is greatly increased 
when their compensation is based on the successful completion of the sale. 

In order to provide guidance to licensees regarding which activities relating to a real estate 
transaction unlicensed persons can and cannot perform, the Commission has established the following 
guidelines: 

 
Activities which CAN be performed by unlicensed persons who, for example, act as personal 

assistants, clerical support staff, closing secretaries, etc., include, but are not necessarily limited to: 
1. Answer the phone and forward calls to licensees. 
2. Transmit listing data and changes to a multiple listing service.  
3. Follow up on loan commitments after a contract has been negotiated. 
4. Assemble documents for closings. 
5. Secure documents, i.e. public information, from courthouse, register of deeds, or tax office. 
6. Have keys made for the firm's listings. 
7. Record and deposit earnest money, security deposits, and other trust monies. 
8. Type offers, contracts and leases under the direction of the licensee. 
9. Check license renewal and personnel files for the brokers and salespersons with the firm. 
10. Compute commission checks and act as bookkeeper for the firm's operating bank accounts. 
11. Place and remove signs on property at the direction of a broker or salesperson with the firm. 
12. Order and supervise routine and minor repairs as directed by the licensee and/or 

supervising broker. 
13. Act as a courier to deliver or pick up documents, keys, etc. 
14. Schedule appointments. 
15. Measure property, if licensee verifies measurements. 
16. Write and prepare ads, flyers and promotional information and place such advertising. 
17. Hand out objective written information on a listing, other than at functions such as open 

houses, kiosks, and home show booths or fairs. 
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Activities which CANNOT be performed by unlicensed persons who, for example, act 

as personal assistants, clerical support staff, closing secretaries, etc., include, but are not 
necessarily limited to: 
 

1. Make solicitations by telephone or in person to potential listers and purchasers.  
2. Show property. 
3. Host open houses, kiosks, home show booths, or fairs or hand out materials at such 

functions. 
4. Answer any questions on listings, title, financing, closing, etc. 
5. Discuss or explain listings, offers, contracts, or other similar matters with persons 

outside the firm. 
6. Be paid on the basis of real estate activity, such as a percentage of commission, or 

any amount based on listings, sales, etc. 
7. Negotiate or agree to any commission, commission split or referral fee on behalf of a 

licensee. 
8. Act as a "go-between" with a seller and buyer such as when an offer is being 

negotiated. 
 
Employing brokers, whether they are employing unlicensed persons or whether licensees under 

their supervision are using unlicensed persons as personal assistants or the like, are responsible for 
assuring that such unlicensed persons are not involved in activities which require a license and/or 
activities as stated in these guidelines. Brokers should establish guidelines for the use of unlicensed 
persons and procedures for monitoring their activities. It is the responsibility of the employing 
broker to assure that unlicensed persons, either employed or contracted by licensees under his/her 
supervision, are not acting improperly. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Authorization for Personal Assistant MLS Access 
 

           Page 4 of 4 
 

Personal Assistant: I acknowledge having received and read the above statements and the MLS 
Rules and Regulations and agree to abide by their terms as amended from time to time. In 
addition, I am responsible for the security of my access information to the MLS and will not 
share or make it available to any other person. 
 
Personal Assistant Printed Name: _________________________________________________________ 
 
_______________________________________________________                ______________________ 
   Signature        Date 
 

Agent: I acknowledge having received and read the above statements and will immediately 
notify GFAAR of the Personal Assistant’s termination of employment. 
 
Assistant to: _________________________________________________________________________ 
       Agent’s Name 
 

______________________________________________________                 ______________________ 
   Agent’s Signature       Date 
 

 
Broker Authorization and Agreement: 
As a Participant (Broker) in the Multiple Listing Service of the Grand Forks Area Association of 
REALTORS® I understand that by granting Personal Assistant access for the person named 
above: 
 

1. I am directly responsible for the accuracy of all information entered into the MLS 
system by any assistant. 

2. I am responsible for the Personal Assistant named above and the confidentiality of MLS 
data and information as set forth in the MLS Rules and Regulations. 

3. I will immediately notify GFAAR of the Personal Assistant’s termination of employment. 
 

 
Broker’s Name: _______________________________________________________________ 
 

Company: ____________________________________________________________________ 
 
____________________________________________________                  ________________ 
   Broker’s Signature       Date 
 
 
$100.00 – One-time set up fee for each new assistant.   ____________ 

$250.00 per year for each assistant*.     ____________ 

        Total   ____________ 
 
 
*Annual fee to be prorated quarterly for start date but not prorated upon termination or leave. 


