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New Participant Orientation Package 
 
Within this packet you will find the following documents: 
 

• Opt-in/Opt-out Services 
 

• Outreach Supports Broker/Managers 
 

• MLS Searches on Broker Websites 
 

• ARMLS.com . . . Your Source for ALL Things ARMLS 
 

• Your ARMLS® Resource Guide 
 

• Penalty Policy Quick Guide 
 

• ARMLS Penalty Policy 
 

• Administrative Personnel Policy Quick Guide 
 

• Administrative Personnel Policy 
 

• Getting Involved 
 

• Broker Training 
 

• Resources for Your New Agents . . . help them off to a positive start 
 

• ARMLS Rules and Regulations 
 

• ARMLS Short Sale Policy 
 

• ARMLS Inappropriate Language Policy 
 

• Auctions and the Rules 
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Opt-In / Opt-Out Services 
 
Opt-In and Opt-Out are general terms adopted by MLSs to describe the Participants’/Designated 
Brokers’ ability to decide where their company listings will be distributed.  Vendors through an 
agreement with ARMLS® offer Designated Brokers the ability to publish listing information 
simultaneously to many Websites.  This simultaneous publication is called syndication.  ARMLS 
offers syndications on an Opt-In basis. 
 
In general, Opt-In services require that the Broker take some affirmative action to access a service.  
Opt-Out requires the Broker to take some affirmative action to disable access to all or part of the 
service.  Frequently, vendors who syndicate listings allow the Brokers, once opted-In, to opt-out of 
sending their listings to specific individual Websites by opting-out of those sites. 
 
Designated Brokers may opt-in to syndicate their listings through flexmls® Web.  If a Broker later 
decides to disable sending listings to a particular vendor, he can opt-out through flexmls as well.  In 
addition, once a Broker opts-in, he may also choose to allow his Agents to override.  Thus, an Agent 
may then opt-out individual listings at Edit. 
 
After log-in, go to Preferences on the main Menu bar, and then Syndication. 
 

 
 
In Syndication Preferences Brokers can opt-in by checking the box under Send Listings associated 
with each vendor in the Name list.  Additional selected syndication vendors not represented in the 
Name list can be accessed on the same page by clicking on the link to the registration page on their 
Website. 
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ARMLS® Outreach Supports Broker/Managers 
 

 
ARMLS® Outreach initiatives are designed to increase communication with Participants, Designated Brokers, Branch 
Managers and Subscribers.  They also minimize the challenges of serving constituents spread over a vast geographic area 
and create channels for valuable feedback to ARMLS from the customers that it serves.  Four general areas of Outreach 
are available through the Industry Relations Liaison, Off-Site Training, Bemis Brokers Breakfast and Buzz events and the 
Subscriber PULSE meetings. 
 

Industry Relations Liaison 
Chris Dewald, ARMLS’s Industry Relations Liaison, reaches out to Participants and Subscribers through her in-person 
visits.  She is available to meet with Brokers and Managers one-on-one to keep them abreast of what is new at ARMLS.  
Chris is a frequent speaker at sales meetings and other branch office events delivering the ARMLS message with a 
PowerPoint presentation and a personal touch.  To schedule a visit, email Chris at christined@armls.com. 
 

Off-site Training 
ARMLS Trainers are available to travel across the Valley to deliver training at sales meetings or other scheduled 
REALTOR® gatherings.  Classes offered can be selected as the standard ARMLS curriculum or customized to serve the 
educational needs of the audience.  To arrange for an ARMLS Trainer to come to your location, just email 
training@armls.com. 
 

BEMIS, BROKERS, BREAKFAST and BUZZ (BBBB) 
BBBB Events are given monthly at various locations across the Valley.  These are Broker only events aimed to keep 
ARMLS Participants and their Branch Managers at the forefront of what is happening at ARMLS.  Each presentation 
involves an update followed by a question and answer session.  This is an opportunity to have dialogue with the CEO, 
Bob Bemis, and add your own $.02 to the discourse.  Breakfast is served and seating is limited.  See currently scheduled 
events on www.armls.com under Training & Events. 
 

PULSE - Subscriber Meetings with the CEO 
Meet with ARMLS CEO Bob Bemis and keep your finger on the pulse of what is happening at ARMLS.  Learn about new 
products, what’s up with flexmls, and what’s in the pipeline for the coming months . . .  plus add your own input.  Bob 
will be holding five PULSE meetings in 2010 at various locations around the Valley and Casa Grande.  Seating will be 
limited so reserve your place by sending an email to events@armls.com.  See currently scheduled events on 
www.armls.com under Training & Events. 
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MLS Searches on Broker Websites
Internet Data Exchange (IDX) vs. Virtual Office Website (VOW)

Participant/Designated Brokers have choices regarding the MLS search on their website.  The following information will help 
you decide which is the better choice for your business model.

Need to Know IDX VOW
What is it? MLS program for displaying public listing 

data through Broker and Agent Websites
A Website, or portion of a Website, that is 
capable of providing brokerage services 
similar to those provided by a brick and 
mortar or traditional brokerage operation.

Type of Information Which May 
be Displayed

MLS information approved by the ARMLS® 
Board of Directors

All non-confidential property data 
information

Data includes Sold listings? No Yes
Data Access Three options:

1 - FREE IDX frame
2 - Via Real Estate Transaction Standard 
      (RETS) data feed
3 - Purchase a Website from an ARMLS 
      licensed vendor

Via Real Estate Transaction Standard (RETS) 
data feed

Cost for Data 1 - IDX frame from Diverse Solutions or
      Success Web Systems is free
2 - Up to two (2) RETS feeds with public
      information available for no charge
3 - Purchase an IDX Website from an 
      ARMLS licensed vendor - cost varies

$150 set up fee and $150/mo for a RETS 
feed
OR
Listingbook FREE service
OR
Listingbook Upgrade Service for $149/yr

Business Relationship Business relationship with consumer is 
optional

Business relationship must be established 
with Registrant

Registration Requirements No registration required "Closed loop" registration which verifies an 
email address by sending a password to 
Registrant

Record Keeping No record keeping requirement VOW operator must maintain records for all 
Registrants up to 180 days after the 
password expires

Terms of Use Requirement No Yes
Advantages Consumer can search MLS data with no 

commitment or registration; 
Lower cost

Richer more comprehensive data for the 
Registrant; registration tends to select for 
the more serious buyer

Disadvantages Less data is available to the consumer Registration may eliminate many buyers 
who object to registering;
Greater compliance and record keeping 
burden;
Greater cost

Automated Valuation Model Optional feature but sellers have the right to 
opt-out

Optional feature but sellers have the right to 
opt-out

Blogging about Listings Optional feature but sellers have the right to 
opt-out

Optional feature but sellers have the right to 
opt-out

ARMLS Data Integrity Document ARMLS IDX Policy ARMLS VOW Rules
Want to learn more? ARMLS IDX Package ARMLS VOW Package

http://files.flexmls.com/az/20090528165521343682000000.pdf
http://files.flexmls.com/az/20091130191541620266000000.pdf
http://files.flexmls.com/az/20100305194534303511000000.pdf
http://files.flexmls.com/az/20100106171318595266000000.pdf
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Penalty Policy Quick Guide 
 
 
Participants are responsible for the actions of the Subscribers licensed under them.  Subscribers who violate MLS rules, 
regulations and policies are subject to hierarchal penalties described in the ARMLS® Penalty Policy.  Participants are 
notified by the Data Integrity Department by email or email plus postal mail on all violations of their Subscribers/Agents.  
The information below is a supplement to Penalty Policy. Participants are advised to read the Penalty Policy in its 
entirety and to watch for any correspondence from the Data Integrity Department. 
 
 
 

VIOLATION HIERARCHY  NOTICE PROCESS 
No. of Violations in 
6 months 

Penalty  Type of 
Violation 

Listing Agent 
Notification 

Listing Broker 
Notification 

1 Email warning but no fine  Non-penalty 
violation 

Email notice 
of correction 

Copy of email 
notice of 
correction 

2 Email reprimand but no fine  Penalty - 1st 
violation 

Email 
warning 

Copy of email 
warning 

3 MLS Rules class or $50 fine  Penalty - 2nd 
violation 

Email 
reprimand 

Copy of email 
reprimand 

4 MLS Online Rules class + $100 fine + Pass quiz  Penalty - 3-6+ 
violations 

Email & 
postal mail 

Copy of email 
& postal mail 

5 $200 fine  Lockbox/Key 
Violation 

Email & 
postal mail 

Copy of email 
& postal mail 

 
 

  

Lockbox Violations Grace Penalty 
1 Minor must be 

corrected in 5 days to 
waive fine 
 

$500 

2+ None $1,000 minimum up 
to $15,000 &/or 
suspension from MLS 
&/or lockbox system 
from 30 days to 1 yr. 
 

Unauthorized use 
of lockbox key by 
licensed non-
Subscriber 
 

None $1,000 + 30 day 
suspension from MLS 

Unauthorized use 
of lockbox key by 
non-licensed 
person 

None $2,000 + 30 day 
suspension from MLS 

 

http://files.flexmls.com/az/20090313213734720857000000.pdf
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Penalty Policy 
Effective May 1, 2009 
Revised  November 18, 2011 

 
The Arizona Regional Multiple Listing Service, Inc. is responsible for the 
enforcement of ARMLS Rules and Regulations.  All written complaints involving 
violations of the ARMLS Rules and Regulations will be considered by the ARMLS staff 
in accordance with this policy.  All complaints of unethical conduct or requests for 
arbitration may be referred to the Association with which the Participant holds primary 
membership or to the Association within which Participant maintains its principal place 
of business.  

Integrity of data is the most precious commodity that any MLS has.  Protection of the 
integrity of the data is a challenging task, but paramount to providing our Subscribers 
with the best and most accurate data in order to serve the day to day needs of the 
consumers that are your clients. 

In order to better serve our membership and safeguard the information contained in the 
MLS database, the Arizona Regional Multiple Listing Service has enacted the following 
Penalty Policy in accordance with Section 14 of the ARMLS Rules and Regulations. 

This policy does not cover violations of the Code of Ethics which fall under the 
jurisdiction of the Arizona Association of REALTORS® or those local Associations 
which comprise the ARMLS Shareholders.  Therefore, professional standards 
enforcement is administered through your local Association of REALTORS®. 

Fines and other penalties will be administered according to this policy and penalty 
matrix and are subject to change by the ARMLS Board of Directors.   

Summary of Penalty Process 
Potential violations of the ARMLS Rules and Regulations are reported to or by ARMLS 
staff in a variety of ways.  A Subscriber may report a potential violation using the 
“Report an Error” link located on each listing, or through other means of communication.  
ARMLS may require that verbal or phone reports be reduced to writing before action is 
taken.  Our automatic listing review software may identify one or more potential 
violations within a listing.  Additionally, ARMLS staff may find potential violations by 
randomly checking listings or by researching listings due to another violation that has 
been reported.  Not all violations will incur a penalty, as described herein. 



ARMLS Penalty Policy Page 2 

SECTION 1 - Initiators of Alleged Violations:  
Alleged violations of the ARMLS Rules and Regulations must be made in writing and 
may be initiated by:  

a. ARMLS Participants (as defined in the ARMLS Rules and Regulations);  
b. ARMLS Subscribers (as defined in the ARMLS Rules and Regulations);  
c. Staff of ARMLS or the staff of the Shareholder Associations 
 

Violations may also be reported through the on-line MLS system using the tools 
available there for reporting violations. 

Categories of Alleged Violations:  
If a violation occurs, it will fall into one of the following categories:  

a. Non-Penalty Violations   
b. Penalty Violations  
c. Lockbox and Electronic Key Violations  

SECTION 2 – Non-Penalty Violations  
Non-Penalty Violations are primarily factual errors that lead to inaccurate listing data 
and often affect other fields or calculations within the listing.  These violations do not 
incur a penalty.  Some examples of Non-Penalty violations include, but are not limited 
to, the following: 

 
 Rule Section Infraction 
 8.1 – Types of 

Property 
Failure to Enter Listing 

 8.1 – Types of 
Property 

Late Entry of a New Listing 

 8.5 – Accuracy Incorrect School Code (not if code changes during listing) 
 8.5– Accuracy Incorrect Square Footage (assessor attributed) 
 8.5– Accuracy Incorrect Grid 
 8.5– Accuracy Incorrect Dwelling Type 
 8.5– Accuracy Incorrect or Missing Assessor Number 
 8.5– Accuracy Incorrect Lot Size Range 
 All other Section 8 Data errors 
 12.3 & 12.4 - 

Disclosures 
Failure to disclose Owner-Agent Status  

 
When one of the Non-Penalty Violations listed above is alleged, the ARMLS staff will 
make the correction immediately where applicable.  ARMLS staff will send a notice of 
the correction made, by email only, to the Subscriber with copy to the Participant.   
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SECTION 3 – Penalty  Violations  
Penalty Violations are those that cannot be corrected, or even if they are corrected may 
have already caused some degree of irreversible damage.  Examples of such violations 
include, but are not limited to, the following: 

 Rule Section Infraction 
 7 – Participation Waivers, Unlicensed personnel 
 7.2 – Access Credentials Allowing MLS access by unauthorized person(s) 
 7.2 – Access Credentials Unauthorized use of Subscriber’s User ID and 

password. 
 7.3 – Full Participation Non-subscribing Licensee – Penalty imposed on 

Participant if found. 
 7.5 – Standards of Conduct All – subject to Data Integrity Department review 
 8.1 – Types of Property Entry of Property not eligible to be placed in MLS 
 8.2–Listing Agreement Active Listing without Valid Listing Agreement 
 8.5– Accuracy Manipulation of Days on Market 
 8.5– Accuracy Incorrect Sales Price Data, or Cooperating 

Subscriber 
 8.5– Accuracy Misuse of Data with Intent to Mislead 
 8.6 – Duplicate Listings Duplicate Listing by same Agent/Broker 
 8.11–Listing Price Specified Incorrect List Price 
 8.23 – Media Violation Contact information in any media  
 8.23 – Media Violation Unauthorized copied media  
 8.24 – Photo Submission Failure to submit photo within allowed period. 
 10.7 & 10.12 - Listing Status All Incorrect Listing Statuses  
 10.11- Advertising  Advertising the Listing of Another Broker without 

permission 
 11 -  Prohibitions Unauthorized Distribution of data (also 7.1.1, 18.0, 

and 20.1) 
 11.5 & 11.6 – Remarks Inappropriate use of remarks fields (e.g. violations of 

fair housing, safety issues, security, contact 
information,  and compensation disclosures or 
discussions) 

 12.1 – Commission Publishing a Conditional Offer of Compensation 
and/or a zero commission amount 

 16.2–Email Address Failure to maintain current, accurate, email address 
 20.3 – Reproduction Unauthorized duplication or reproduction of 

compilation  
 
When one of the violations listed above is found and the Subscriber is on the 1st or 2nd 
level of the Fine Increments as explained in Section 4, the ARMLS staff will send a 
notice of violation, by email only, to the Subscriber with copy to the Participant.  When 
one of the violations listed above is found and the Subscriber is on the 3rd level or 
higher of the Fine Increments, ARMLS staff will send a notice of violation, by mail and 
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email, to the Subscriber with copy to the Participant.  ARMLS staff will make the 
correction immediately where applicable.  When multiple violations are found in the 
same listing, they shall be treated as one violation and the most severe penalty 
available for any of the individual violations shall apply .  When multiple listings for the 
same Subscriber are found or reported within short and reasonable period of time (e.g. 
one week), each listing shall be treated as an individual violation, however all shall be 
subject to the same incremental level of fine or penalty. 

SECTION 4 – Penalty and Increments 
Penalties are levied for violations listed under the Penalty Violations category based on 
the cumulative number of violations sent to the Subscriber within the most recent six (6) 
months.  Penalties associated with each increment of violations are as follows:  

1st 
 
Violation: electronic letter of warning (copy to participant), $0 fine assessed.  

2nd Violation: electronic letter of reprimand (copy to participant), $0 fine 
assessed. 
3rd Violation: mandatory attendance at an MLS rules orientation class, OR a $50 
fine assessed. Note: Only one class attendance per calendar year is allowed in 
lieu of the paying the fine. 
4th Violation: mandatory attendance at an MLS online rules orientation class, 
AND $100.00 fine assessed. Subscriber must pass a quiz after the online class 
with a minimum score of 70%. (Multiple attempts are permitted until midnight of 
the due date of the violation notice.) Note: Only one class attendance per 
calendar year is required. 
5th Violation: $200.00 fine assessed 
 

The penalty schedule is per offense and any fines are billed to the Subscriber.  

SECTION 5 – Lockbox and Electronic Key Violations and Fines  
Violations involving Electronic Keys and Lockboxes are more serious in nature, and fall 
into a separate category.  Examples of such violations are as follows: 

Auto Y/N Rule Section Infraction 
No 13.1 – 

Lockbox 
Authorization to use a Lockbox 

Yes 13.2 – 
Lockbox 

Removal of Key from Property/Failure to return key 

Yes 13.3 – 
Lockbox 

Carrying PIN with Lockbox Key or inside case 

Yes 13.3 – 
Lockbox 

Carrying PIN on Lockbox Key 

 13.3  Repeat violations of section 13.3 will incur higher fines 
and suspension of privileges, according to actions by 
the Board.  Following examples pertain to first offenses 
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only. 
Yes 13.3 – 

Lockbox 
Unauthorized use of Lockbox Key (allowing key to be used 
by another key-subscriber) (First offense is $500) 

Yes 13.3 – 
Lockbox 

Unauthorized use of Lockbox Key (allowing key to be used 
by licensee who is not a key-subscriber) (First offense is 
$1000 and 30 days suspension) 

Yes 13.3 – 
Lockbox 

Unauthorized use of Lockbox Key (allowing key to be used 
by non- licensee) (First offense is $2000 and 30 days 
suspension from MLS) 

Yes 13.4 – 
Lockbox  

Use of Lockbox Access without permission of listing 
Subscriber 

No 13.5 – 
Lockbox 

Failure to Remove Lockbox in timely manner 

Yes 13.7 – 
Lockbox  

Special consideration of failure to comply with section 13 

 

Lockbox and Electronic Key Violations are all considered Automatic except as noted 
above which will be considered Minor Violations.  However, the number of violations 
and the severity of the penalties for each incremental violation are governed by a 
separate schedule.  Unless otherwise indicated in the table of violations above, the fines 
for Lockbox/Key violations are as follows: 

First Violation - $500 
Second and subsequent Violations – Minimum of $1000 up to a maximum 
of $15,000 and/or suspension from MLS and/or Lockbox system for a 
minimum of 30 days and up to a maximum of one year  

Section 6 – Notice Process 
For all violations, a notice will be sent to the listing Subscriber and the MLS Participant 
of the Subscriber.   

Notices for Non-Penalty Violations will be sent only by email. 

For Penalty Violations when the Subscriber is on the 1st or 2nd level of the Fine 
Increments, notice will be sent only by email. 

For Penalty Violations when the Subscriber is on the 3rd level or higher of the Fine 
Increments, and all Lockbox and Electronic Key Violations a written notice will be 
sent by both email and US Postal Service to the office addresses on file with ARMLS.   

For Minor lockbox violations, if the violation is corrected by the Subscriber before the 
due date stated in the Violation Notice (5 days), a fine will not be imposed.  If the 
violation is not corrected within the five day period on the sixth day, a fine is imposed 
and an invoice for the fine amount is sent. Furthermore after the fine amount is sent and 
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the violation remains a subsequent violation shall be deemed to have occurred and the 
process will repeat. 

Failure to maintain a current and accurate email address, home postal mailing address, 
or office postal address on file with your Association and with ARMLS will not exempt 
any Subscriber from having been sent notice, nor may the absence of a current and 
accurate mailing address of any kind be used as the grounds for appeal. 

All invoices sent to Subscribers for violations of the Rules shall be due to be paid in full 
10 days from the date of the invoice.  The actual due date shall be included on the 
invoice. 

For suspensions due to repeat violations of Rule Section13 (Lockbox and/or Access 
System) violations, for reasons other than failure to pay a fine, the MLS Committee shall 
be informed of the infraction, the violation history of the Subscriber (only to the extent 
that supports the calculation of the current penalty level), and any other pertinent factual 
information regarding the incident, and shall determine the duration of suspension that 
is warranted.  The MLS Committee will make recommendation to the Board of Directors 
for an appropriate discipline and the Board of Directors shall make the final 
determination of the discipline as outlined in this Penalty Policy.  

Notices required under this Policy shall be delivered according to Section 16 of the 
ARMLS Rules and Regulations, which reads in part as follows: 

16.1 Any notices required or permitted by these Rules to be sent by ARMLS may 
be sent by either of the following two methods. 

16.1.1 By e-mail to either the e-mail address on file in the ARMLS Roster 
Database or via internal e-mail delivery through the MLS system.  Electronic 
messages are instantaneous.  Therefore, Notice shall be deemed to have 
been constructively delivered at the time the e-mail message is sent to the 
recipient. 

16.1.2 By U.S. Postal Service (“USPS”) mail to a postal address on file for 
a Subscriber or Participant at the postal address shown for the Participant’s 
office in the ARMLS Roster Database.  Notice shall be deemed to have been 
constructively delivered two (2) USPS Service Days after being deposited in 
the USPS system for delivery. 

In the event the Subscriber named in any complaint alleging a violation of the ARMLS 
Rules and Regulations is involved in civil litigation or in any proceeding before the state 
real estate licensing authority or any other state or federal regulatory or administrative 
agency in a matter arising out of the same facts and circumstances giving rise to the 
complaint, the complaint may, at the discretion of the MLS Committee, or on appeal, at 
the discretion of the MLS Committee or the Board of Directors, proceed to a hearing 
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before a Hearing Panel.  ARMLS legal counsel should be consulted and the following 
factors shall be taken into consideration in determining whether the matter should 
proceed to a hearing or should be held in abeyance pending the conclusion of civil 
litigation or a proceeding before the state real estate licensing authority or any other 
state or federal regulatory or administrative agency: 

1. the degree of similarity of factors giving rise to the pending litigation or regulatory 
or administrative proceeding and the complaint 

2. the degree to which resolution of the civil litigation or regulatory or administrative 
proceeding may make consideration of the complaint unnecessary 

3. the degree to which pending civil litigation or regulatory or administrative 
proceeding would delay prompt disposition of the rules violation 

4. the nature of the alleged violation and the extent to which it impacts cooperation 
with other ARMLS Subscribers  

5. the assurance of ARMLS legal counsel that consideration of the rules violation  
will not deprive Subscriber of essential due process 

SECTION 7 – Appeals Process 
Appeals may be filed on any category fine/violation.  The appeal will require an appeal 
fee equal to $50 or 10% of the applicable fine, whichever is higher, up to a maximum of 
$500.  The fee will be invoiced to the Subscriber upon the grounds for the appeal being 
accepted as valid.  This fee must be paid by the due date on the fee invoice, which shall 
be ten (10) days from the date the invoice is sent to the Subscriber.  The fee will be 
returned if the appeal results in no penalty.  The fee will be forfeited if the 
discipline/penalty is upheld on appeal.  The fee is in addition to any penalty that was 
imposed.  Only one fee will be charged for each infraction appealed. 

Subscribers shall not be required to pay the assessed penalty while an appeal is 
pending.  Calculations of the level to which any subsequent penalties would be 
assessed shall be suspended pending the outcome of the appeal.  After an appeal 
decision, subsequent penalties shall be assigned to the appropriate level based on the 
appeal outcome. 

All appeals must be filed in writing and may be mailed to ARMLS at 130 S. Priest Drive, 
Suite 101, Tempe, AZ 85281 or may be faxed to (480) 303-7193 or may be sent via 
email to APPEALS@ARMLS.COM. 

mailto:APPEALS@ARMLS.COM
http://files.flexmls.com/az/20100528202844768069000000.pdf
http://files.flexmls.com/az/20100528202844768069000000.pdf
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The appeal request must be made using the ARMLS Violation and Penalty Appeal 
form and must provide a detailed explanation (including any supporting documentation) 
on why the Subscriber feels that the penalty should not be assessed.   

Grounds for Appeal: 

Valid grounds for appeal include: 

1. Material facts that come to light after violation is found but before the appeal 
deadline that would have, if known at the time, affected the imposition of a 
penalty.  The determination as to whether a material fact is sufficient grounds for 
an appeal shall be made by the chair of the hearing panel.   

2. Request for reconsideration of penalty only in instances where latitude in the 
selection of a penalty exists.   

3. Due process challenge – Subscriber contends that the proper notice periods 
were not followed, proper notice means were not followed, or other failure to 
follow the due process established in this policy. 

The following shall not be considered grounds for appeal and appeals filed on these 
grounds alone will not be considered: 

1. Lack of knowledge of the Rules or Policies – ignorance of the Rules is not a 
defense. 

2. Disagreement with validity of a rule.  Unlike a court of law, the Hearing Panel 
does not have the authority to repeal a Rule or declare it invalid.  If Subscriber 
disagrees with a Rule or Policy, the appropriate venue to hear that proposal 
would be the Rules Committee or the MLS Committee.   

3. Failure to respond based on absence.  MLS Participants are notified at the same 
time as Subscribers.  An absent Subscriber should have backup coverage of 
his/her business if not able to monitor email during the absence. 

4. Agent’s past record of performance and consistent adherence to rules.  The 
Penalty Policy takes this into account by issuing only warnings for the first two 
violations within  6 months. 

The appeal request must be received by ARMLS no later than the date that the fine is 
due, otherwise the Subscriber shall forfeit their right of appeal.  The appeal request 
must state whether Subscriber wishes to appear before the Hearing Panel when it 
considers the appeal. 
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Upon receipt of the appeal request, ARMLS staff shall determine if the appeal was filed 
within the appropriate time period.  If not, the appeal request shall be denied and the 
Subscriber shall be notified within five (5) business days of such determination.  ARMLS 
staff shall also determine if the grounds for appeal qualify for a hearing under the 
guidelines provided herein.  If not, the appeal request shall be denied and the 
Subscriber shall be notified within five (5) business days of such. 

All accepted appeal requests received by ARMLS within the allotted time shall be 
submitted to the ARMLS MLS Committee at its next regularly scheduled meeting, 
following the notice periods required below, for consideration.  A subset of the MLS 
Committee is responsible for deciding, based on the appeal, whether to waive or uphold 
the discipline and penalty as levied against the Subscriber by acting as an Appeals 
Hearing Panel.       

The Subscriber shall have the right to attend the Hearing at which the appeal is being 
considered.  Subscriber is not required to attend the appeal hearing, but may instead 
submit a written statement in support of the appeal.  If the Subscriber wishes to appear, 
and so states, the appeal shall be considered at an appeal hearing and shall be 
conducted according to the following procedures. 

Staff will send Subscriber a letter with a copy to the Subscriber’s Participant (if different 
than Subscriber) outlining the appeal process.   

1.   The date of the appeal hearing shall be no less than twenty-one (21) days 
following constructive delivery of the notice in order to give Subscriber sufficient 
time to review and possibly challenge potential panel members.  The twenty-one 
(21) days notice provision is not required for postponed hearings (scheduled but 
extension granted before hearing commences) or for hearings that have 
commenced and been adjourned (recessed).  Notice of a rehearing shall be 
given not less than twenty-one (21) days before the rehearing. 

2. The letter will include a list of potential panel members that could hear a 
presentation or appeal at any stage of the process, stating their name and firm 
with which they are affiliated.  

3. The letter will include a challenge form to allow Subscriber to remove certain 
individuals from participation on any panel for cause. 

4. The letter shall state the date by which the challenge form shall be returned by 
Subscriber in order to be considered. 
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5. Subscriber must return the challenge form by the date indicated.  Otherwise any 
available person in the current pool of hearing panelists may be chosen by the 
Chair to hear the matter. 

Composition of the appeals panel 

1. All appeals panels shall be composed of an odd number of members but at least 
five people, including the Chair.  If necessary, and with the permission of the 
appealing Subscriber, the hearing panel may proceed with a minimum of three 
people, including the Chair, serving as members on the panel. 

2. No individual can serve on more than one hearing panel in the same matter. 

3. The ARMLS staff, in consultation with the MLS Committee Chair shall determine 
the members of the appeals panel.  The Chair or Vice Chair of the MLS 
Committee will Chair the hearing unless that person has been challenged by the 
Subscriber or has removed him/herself for any reason.  Thereafter, the Chair 
responsibilities would fall to the most senior member of the committee in tenure 
order that is qualified to serve as Chair. 

 

Petition for New Hearing   

1.  Within the time period ten (10) days after the Subscriber is notified of the hearing 
results the Subscriber may petition the Hearing Panel for a new hearing only on 
the basis of new evidence that could not have been discovered with reasonable 
diligence prior to the time of the original hearing.  The petition must be in writing 
and include (1) a summary of the new evidence, (2) a statement of what the new 
evidence is intended to show and how it might affect the Hearing Panel’s 
decision, and (3) an explanation of why the Subscriber could not have 
discovered and/or produced the evidence at the time of the original hearing. 

2. The Hearing Panel will consider and can grant or deny a petition for new hearing.  
The parties will be informed of the decision of the Hearing Panel.  If the Hearing 
Panel does not grant the petition for a new hearing within two (2) weeks the 
petition is deemed denied.  One petition for a new hearing is permitted to any 
Subscriber. 

Right of further Appeal 

1. The Subscriber shall be notified by letter, with copy to the Subscriber’s 
Participant (if not the same person) of the decision of the MLS Committee, sent 
no more than five (5) days after the decision is rendered.  If the penalty is upheld, 
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in whole or in part, it shall be due and payable within ten (10) days of the date 
that ARMLS notifies the appellant of this decision.  If the penalty is overturned in 
its entirety, the deposit posted by the Subscriber shall be returned with the notice 
letter. 
 

2. Any request for rehearing must be received by ARMLS no later than the date 
upon which the fine is due, otherwise, the Subscriber shall forfeit their right for a 
rehearing or procedural review.  The Subscriber shall have the right to attend 
hearing or procedural review hearing.  ARMLS will notify Subscriber of the date 
and time of that meeting. 
 

3. The Subscriber shall be notified of the final decision of the Board of Directors.  If 
the discipline and penalty is ratified, it shall be due and payable within ten days of 
the date that ARMLS notifies the Subscriber of this decision. 
 

4. The decision of the ARMLS Board of Directors is final.  All final decisions shall be 
forwarded to the Subscriber’s local association for permanent inclusion in their 
membership file. 
 

5. Failure to pay a fine amount within thirty (30) Days of the due date shall result in 
immediate suspension from the MLS until the fine amount is paid in full.  The due 
date shall be calculated from the date the notice of the result of the appeal is 
deemed delivered.   Such a suspension includes, but is not limited to, access to 
the MLS system and use of a lockbox key.   

Qualification for Hearing panel  

No more than one person licensed with any firm, partnership, or corporation may serve 
on the same hearing panel. 

A person shall automatically be disqualified as a member of a hearing panel in any case 
in which the person is (1) related by blood or marriage to the Subscriber or a person 
acting as REALTOR® counsel for the Subscriber; (2) an employer, partner, employee, or 
in any way associated in business with the Subscriber, or a person acting as counsel for 
the Subscriber; (3) challenged for cause by the Subscriber as provided in challenge 
form. 

Before sitting in any case, at every hearing, each member of a hearing panel shall sign 
a Certificate of Qualification (1) that the member is not disqualified for any of the 
foregoing reasons, and (2) that the member knows of no other reason that might 
prevent him/her from rendering an impartial decision.  
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Any Subscriber may file with ARMLS a written request for disqualification of a member 
of a Hearing Panel, stating the grounds alleged as basis for disqualification (i.e., factors 
which would prevent a hearing member from rendering an impartial, unbiased, and 
knowledgeable decision.  A Subscriber shall be deemed to have waived any grounds of 
disqualification of which Subscriber then has knowledge unless Subscriber files the 
request within ten (10) days from the date a list of names of members of the MLS 
Committee or Board of Directors has been mailed or emailed to the Subscriber. 
However, any member of the hearing panel may be disqualified at any time if a majority 
of the members of the panel are made aware of any grounds of automatic 
disqualification of a member.  

If a member of a hearing panel fails or is unable to participate in a hearing, the 
remaining members of the hearing panel may, at their option, but only with the express 
consent of the Subscriber, proceed with the hearing.  Only the remaining members of 
the hearing panel may participate in the hearing and the determination thereof.  Should 
any member of the hearing panel absent himself during the progress of the actual 
hearing, that individual shall likewise not participate in the deliberations nor 
determinations thereof. If the appellant does not agree to proceeding without the full 
number of the hearing panel originally designated, the Chairperson of the hearing panel 
will recess the hearing to a date on which all members of the hearing panel can be 
present.  If the Chairperson cannot at that time designate a new date, notice of a 
subsequent date shall be served on the appellant as herein provided. 

Conduct of Appeal Hearings 

A Subscriber is always allowed to be represented by REALTOR® or legal counsel or to 
have his/her MLS Participant present at an appeal.  Likewise, ARMLS and/or the local 
Association of REALTORS® to which the Subscriber belongs may choose to be 
represented by REALTOR® or legal counsel.  If Subscriber wishes to be accompanied 
by counsel, Subscriber must so inform ARMLS in writing at least 15 days before the 
hearing.  If Subscriber appears at the hearing with counsel without proper prior 
notification, the Hearing Panel chairperson may, at the chair’s sole discretion and upon 
request by Complainant, postpone the proceedings until ARMLS can also arrange its 
counsel to attend.   

The Complainant is defined as the MLS Committee as an entity.  A spokesperson 
representing the Complainant shall be appointed from a volunteer pool of members of 
the MLS Committee or Board of Directors. 

In any proceeding where the MLS Participant is not the appealing party, the MLS 
Participant nonetheless retains the right to be present during the proceeding or may be 
required by the MLS Rules and Penalty Policy to attend the hearing.  At the request of 
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the Subscriber, the MLS Participant may consult with or testify on behalf of the 
Subscriber.  In all instances, the MLS Participant shall receive copies of the notice of 
violation and will be provided with notice of the hearing, may be called by the appellant 
or the Hearing Panel as a witness, and shall receive copies of the Hearing Panel’s 
decision and recommendation for sanction, if any. If a rehearing or a subsequent appeal 
is required, the MLS Participant shall receive copies of the request(s), be provided with 
notice of the hearing, have the opportunity to be present, and receive a copy of the final 
action by the Directors.  Such rights shall accrue to both the former MLS Participant and 
the current MLS Participant if the Subscriber changes firm affiliations either before or 
after a violation is noted and a penalty imposed but before the Hearing Panel reaches 
its decision.  

In all cases where the MLS Participant is not the Designated Broker or the Designated 
REALTOR®, the rights and privileges afforded the MLS Participant shall likewise accrue 
to the Designated Broker and/or Designated REALTOR® except that ARMLS shall have 
no obligation to notify those parties beyond the notices required to be sent to the MLS 
Participant, and any requirement of the Rules or Policies that the MLS Participant attend 
a hearing shall not pertain to the Designated Broker or Designated REALTOR®. 

NOTE:  Any requirement that the MLS Participant accompany the Subscriber in an 
appearance before the MLS Committee or the Board of Directors does not automatically 
join the MLS Participant as a respondent in the matter and any penalty imposed on the 
Subscriber does not automatically apply to the MLS Participant accompanying the 
Subscriber.   

Subscriber may request a postponement of the appeal hearing.  One postponement, 
and only one postponement, at the request of the Subscriber shall be allowed 
automatically at each level.  If postponed, the hearing shall be rescheduled to the next 
available hearing date.  

Every member of any hearing panel shall also avoid, as much as possible, discussing 
the case with any person other than another member of the panel prior to 
commencement of the hearing.  If the member does engage in any such discussion 
before the hearing, the member must disclose the fact to the subscriber and to the other 
members of the hearing panel no later than at the beginning of the hearing. 

All members of a hearing panel shall have an obligation to maintain and protect the 
confidentiality of the proceedings and deliberations of the panel before, during, and after 
its determinations and recommendations.  The hearing member shall not discuss the 
proceedings and deliberations with any person(s) except as required by the Board of 
Directors, the rule provisions of ARMLS or by law as may be required. 
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Unauthorized disclosure relates to hearing members and to the Subscriber, their MLS 
Participant and REALTOR® Counsel (if any) and includes any report or publication 
under any circumstances not established in this Policy.  The following are 
circumstances where disclosure by a party is authorized: 

  (1) Where the dissemination of the decision to individuals who have some 
knowledge of the proceeding might vindicate a member’s professional reputation. 

 (2) Where there is a civil proceeding (including proceedings before the state 
real estate licensing authority or any other state or federal regulatory or administrative 
agency) involving the same facts and circumstances which gave rise to the matter 
before ARMLS. 

“Remote” testimony  

Note:  The policies and procedures established in the National Association’s Code of 

Ethics and Arbitration Manual contemplate that except in extreme circumstances parties 
and their witnesses will participate in ethics and arbitration hearings in the physical 
presence of hearing panels and the respective parties.  Those same expectations apply 
to ARMLS appeals hearings. 

“Extreme circumstances” in which parties and witnesses may be permitted to participate 
in an appeal hearing by teleconference or videoconference at the discretion of the 
Hearing Panel Chair are defined as circumstances where (1) postponement or 
rescheduling of the hearing to permit their participation is not feasible and (2) failure to 
accept such testimony or permit such participation would deny a party a fair hearing.  In 
such cases, ARMLS shall allow such testimony and shall make reasonable 
accommodations to allow Subscriber to present such testimony and witnesses. 

The costs of “remote” testimony shall be the responsibility of the party requesting the 
opportunity to participate or offer testimony by teleconference or videoconference.   

Counsel is permitted to participate in appeals hearings only in the physical presence of 
Hearing Panels.  

Personal safety in appeals hearing proceedings 

ARMLS shall take reasonable steps to ensure the personal safety of parties, panelists, 
witnesses, staff, and others participating in hearings. In instances where, in the opinion 
of the presiding committee or Hearing Panel Chair, there is an unacceptable risk posed 
to the safety of any participant, the proceedings will be recessed so the Chair can 
consult with staff, ARMLS elected leadership, or ARMLS counsel to identify and take 
steps to ensure the safety of all participants and to permit the proceedings to resume. 
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If after consulting with staff, ARMLS counsel, and any other appropriate party or agency 
(including law enforcement authorities), and after taking reasonable steps to attempt to 
resume the proceeding while ensuring the safety of all participants, the Chairperson 
concludes it will be unduly difficult or impossible to ensure the safety of all participants, 
the proceedings will be postponed indefinitely and resumed only when the Hearing 
Panel (or its successor) concludes that the proceedings can be safely resumed. Where 
proceedings are postponed indefinitely by action of the Hearing Panel, a memorandum 
detailing the circumstances shall be appended to the case file and maintained on a 
permanent basis.  The Board of Directors shall be informed by report of the Secretary of 
the Board as to the indefinite postponement of the matter and the reasons for such 
postponement.  The Board of Directors may, at their discretion and if they deem 
appropriate, share any or all information including the complete history and print out of 
the property involved, or other documentation or information in their possession with 
appropriate law enforcement or other government agencies.  

Transmitting devices 

Cellular phones, two-way radios, personal digital assistants including email and SMS 
messaging devices, and other transmitting devices may not be operated during any 
appeal hearings absent specific, advance authorization from the panel Chair. 



ARMLS® Administrative Personnel Policy Quick Guide 

Your Role Job Description Form 
Click to access 

# of Accesses Fee Special Conditions 

Licensed Broker / MLS 
Participant or Appraiser 

Broker or certified 
Appraiser responsible for an 
office 

Subscriber 
Agreement 

1 Full None 

      
Licensed Subscriber, 
either Real Estate or 
Appraiser 

Practicing Agent, Team 
leader or Appriaser 

Subscriber 
Agreement 

1 Full None 

      
Licensed Team Member Performs some or all of the 

functions of Team leader 
Subscriber 
Agreement 

1 Full None 

      
Licensed Admin for an 
Agent, Broker, Team or 
Appraiser 

Supports Subscribers but 
does not perform duties on 
a regular basis that require 
a license 

Application 
Form for 
Administrative 
Support  
Personnel 
Access to 
ARMLS 

1  50% of 
Full Fee 

Requires written 
permission of Participant 

      
Unlicensed Admin for an 
Agent, Broker, Team or 
Appraiser 

Supports Subscribers but 
does not perform any 
duties  that require a 
license 

Application 
Form for 
Administrative 
Support  
Personnel 
Access to 
ARMLS 

1 50% of 
Full Fee 

Requires written 
permission of Participant 

      
Administrative Personnel 
(licensed or unlicensed) 
supporting  an office or 
company, either 
Brokerage or Appraiser 

Supports all Subscribers in 
the office but does not 
perform any duties that 
require a license 

Application 
Form for 
Administrative 
Support  
Personnel 
Access to 
ARMLS 

Up to 3 per 
office based on 
1 per every 30 
agents 

No Fee Requires certification on 
form by Admin Support 
person and Participant 

Application 
Form for 
Administrative 
Support  
Personnel 
Access to 
ARMLS 

Unlimited 
above the 
allotment of 3 
per office 

50% of 
Full Fee 
for each  

Requires certification on 
form by Admin Support 
person and Participant  
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Administrative Personnel Policy 

 

Under the ARMLS Rules and Regulations, Administrative Personnel credentials are available as follows:   

7.4 LICENSED OR UNLICENSED SUPPORT PERSONNEL.  Administrative, personal 
assistants, or secretarial personnel, whether or not they hold a real estate license, shall be 

allowed access to the system to the extent necessary for them to perform their duties with 

and for the Participant and the Participant’s Subscribers.  The Participant shall make 
application for and pay the appropriate annual fee(s) for administrative access in the 

manner and amounts established by the BOD. 

7.4.1  Participants shall be allowed up to three administrative personnel Access 

Credentials per office code (at no charge).  The exact number shall be a quantity 

equal to the number of Subscribers in the Participant’s office/branch divided by 
30 and including fractions.  Each office/branch shall be entitled to at least one 

administrative access regardless of office size. 

7.4.2 Offices may purchase additional administrative credentials, over and above those 

allocated in 7.4.1, for the fee specified by the BOD in the current fee schedule.  

The Participant shall be responsible for paying all fees associated with licensed 

or unlicensed support personnel’s credentials. 

7.4.3 Subscriber(s) who employ licensed or unlicensed support personnel may apply 
for an individual administrative credential under the Participant’s allocation 

formula in 7.4.1, only with the written permission of the Participant. 

7.4.4 Any person with an administrative credential may not under any circumstances 

be designated as a listing or selling agent on a property. 

7.4.5 Any change in the assignment of the administrative credentials, or any change in 

the license status of an administrative person, MUST be reported within Ten (10) 

Days to ARMLS by the Participant. 

 

FEE STRUCTURE AND POLICY FOR ADMINISTRATIVE PERSONNEL: 

By recommendation of the Finance Committee and action of the ARMLS Board of Directors at their 

meeting of March 30, 2009, the following policies are adopted as interpretations of  the rules of Section 

7.4 

1.  Administrative Personnel Fees shall be set at an amount equal to 50% of the then current 

ARMLS Subscriber Fee.   

2. Fees shall be payable in advance through the end of the current billing cycle (year) and shall be 

prorated by the half-month for portions of any remaining term in the billing cycle (treated same 

as agent subscriber fee proration). 

3. Participant may designate person responsible for billing for administrative personnel.   
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a. Participant may assume responsibility for all company administrative personnel and be 

billed for same.   

b. Participant may designate a Team Leader as the designated responsible party for such 

fees for personnel assigned to that Team Leader’s team.   

c. Participant may direct that administrative personnel pay their own subscription fees 

individually. 

4. Where brokerages aggregate administrative duties for multiple offices in a central location or 

administrative office, ARMLS may adjust the formula by which free administrative credentials 

are allocated to accommodate such models.  For example, a firm with 10 branches and 1,000 

agents could receive as many as 30 free administrative logins (three for each of the ten offices, 

each with an average of 100 agents) to accommodate their model. 

5. Virtual administrative personnel shall be treated the same as physical administrative personnel 

for the purpose of this policy.  Administrative personnel need not be located in the office or in 

the administrative center, but the same formula would apply as if they were physically located 

in the office. 

6. Virtual administrative personnel and/or licensees may be employed by more than one firm.  

Such personnel shall be treated as if each instance of employment (each firm) were a separate 

person and would require a separate login credential for each firm.  Administrative access levels 

may be set individually for each firm at the direction of the Participant.  (This would allow Firm A 

to use the virtual assistant on a companywide level, Firm B on a Team level, and Firm C on an 

individual level.  This would also allow a licensee to be a salesperson with Firm D and a licensed 

administrative assistant with Firm E, provided any required disclosures were made and consent 

of the Participants received.)   

7. For changes in administrative personnel, ARMLS will issue a new ID/Password to the 

replacement person and deactivate the ID/Password of the person who is being replaced.  Any 

fees paid for the latter (person being replaced) will be credited to the former (replacement) for 

the balance of the current billing period.   

8. For the initial implementation of this policy all administrative personnel authorized by ARMLS 

and active in the MLS system as of September 15, 2009 shall retain their existing ID/Password 

assignments and none of the existing personnel shall be subject to the fees established by this 

policy.  As personnel change, the formula for calculating authorized free administrative 

credentials shall be applied and if the firm requests new credentials that exceed the allocation 

then these shall be subject to the administrative credential charge. 
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ADMINISTRATIVE PERSONNEL OR TEAM MEMBER? 

The implementation of this policy necessitates an examination of the difference between an 

Administrative Person and a Team Member.  Many brokers have teams within their firm that function as 

a single selling unit for the purposes of taking and managing listings or sales.  Often the members of the 

team are licensed agents with full authority to perform all the functions permitted by their licensure.   

Many do perform functions such as preparing market estimates of value, showing houses, making 

appointments, arranging home inspections, etc.  Some team members may not be licensed and do not 

perform such tasks.  Likewise, some licensed team members do not perform such tasks on a regular 

basis, but have a license so that should they be called upon to do so in an emergency, they can operate 

without fear of engaging in unlicensed activity.   

Depending on the level of activity performed by each person, these personnel could fall into one, and 

only one, of five categories.  Descriptions which follow each should help in deciding what type of 

subscription to ARMLS each of these people requires. 

1. Licensed Subscriber.  This is a licensed practicing agent, team leader, the person under whose 

name all the listings are entered into the system.  This type of individual would require a full 

regular ARMLS subscription. 

2. Licensed Team Member.  This is a licensed practicing agent, member of a team, who performs 

or may perform some or all the functions of the Licensed Subscriber on a regular basis, but 

whose name does not appear individually on a listing.  This type of individual would require a 

full regular ARMLS subscription. 

3. Licensed Administrative Personnel.  This is a licensed agent, supporting a team, who does not 

normally perform any of the functions of a Licensed Subscriber that require licensure.  Activities 

can include preparation of marketing materials (CMA), fielding inquiries over the phone for 

showing appointments or information about the listing.  But this person does not show houses, 

host or assist in hosting open houses, does NOT possess, control or use a lockbox key to enter, 

view or show any property that is listed on the System, does not make listing presentations to 

potential Sellers, accompany buyers on tour or any other activities that would normally be 

handled by a Licensed Team Member or Subscriber.  The key determinant for this classification 

is the “normal” job functions of the individual.  On rare occasions (less than one time per month 

for the purpose of this policy), this person may step into the role of Team Member or Subscriber 

and fill that role but it should not be a routine part of this person’s job description.  Provided all 

these requirements are met, this type of individual would qualify for an Administrative 

Personnel ARMLS Subscription.  

4. Unlicensed Administrative Personnel.  This is an unlicensed individual, supporting a team, who 

does not at any time perform any of the functions of a Licensed Subscriber that would require 

licensure, as defined by the Arizona Department of Real Estate in their Substantive Policy 

Statement No. 2005-04, including the requirement that the unlicensed assistant is not paid on 

any basis that relies on the ultimate sale of a property.  The full text of the policy statement and 
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details as to activities that are allowed or not allowed may be found on the ADRE web site at 

http://www.azre.gov/LAW_BOOK/Documents/SPS_Documents/SPS_2005.04_Unlicensed_Assist

ants.pdf.  Provided all these requirements are met, this type of individual would qualify for an 

Administrative Personnel ARMLS Subscription.   

The application for Administrative Support Personnel access contains the same affirmation of 

non-practice as is contained in the Application for Waiver.  If a Waived Licensee or 

Administrative Employee fails to continue to meet the four requirements of non-practice, 

then that person would be required to become a full ARMLS Subscriber. 

5. Waived Licensee (agent or assistant).  This is a licensed individual who does not engage in 

activities that would require subscription to ARMLS.  To meet the requirements of a waiver, the 

individual and the licensing Participant must attest to the following four points: 

a. Individual is NOT the listing agent for any active listing included in the ARMLS computer 

system (“the System”). 

b. Individual does NOT possess, control, or use a lockbox key to enter, view, or show any 

property that is listed on the System. 

c. Individual does NOT directly or indirectly access or use in any manner whatsoever the 

listing information stored in the System. Such access and use includes, but is not limited 

to, direct access to or use of the System and the use of any other devices or software, 

that permit access to and use of any listing information from the System. 

d. Individual does NOT directly or indirectly use in any manner whatsoever information 

from the System to list properties for sale or lease, to identify or locate properties for 

any potential buyers or lessees and does not participate in holding open houses for any 

properties listed in the System. 

To be granted a waiver, the individual must complete an Application for Waiver form available on the 

ARMLS.com website at http://www.armls.com/pdfs/Waiver%20Form%202008.pdf.   

This policy will be enforced by ARMLS according to the guidelines outlined above and contained in the 

current Subscriber Agreement.  Appeals to ARMLS rulings are allowed through the appeal process 

outlined in the ARMLS Penalty Policy.  

All applications for Administrative Personnel credentials (licensed or unlicensed) are to be made directly 

to ARMLS.   

An Application for Administrative Personnel Subscription is available at:  (Insert website here) 

A copy of this policy is available at:  (Insert website here) 

If you have questions about this policy, please contact the ARMLS Billing Department at 

Billing@ARMLS.com or call our main offices at 480-921-7777. 
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Getting Involved 
 
ARMLS® encourages Designated Brokers/ Participants/ Office Managers to get involved with ARMLS and volunteer for 
service on one or several ARMLS Committees and Task Forces.  Committee appointments are by the Board of Directors 
with input and suggestions from the local REALTOR® Associations.  Subscribers interested in volunteering should make 
their intention known to their local Association Executive.  ARMLS seeks the help of the local Association Executive to fill 
vacancies for new and ongoing committees. 
 
The following list contains the current committees and task forces which, from time to time, may change. 
 
Executive Committee – This committee is composed of one (1) rotating Director chosen alphabetically by last name for 
each regularly scheduled meeting, the CEO, plus, to the extent they are also serving as Directors, the President, 
President-elect, Treasurer and the immediate Past President. 
 
Finance Committee – This committee reviews and makes recommendations on matters that relate to financial aspects 
of ARMLS operations.  This includes, but is not limited to, such things as budget preparation, fees, major expenditures, 
investments and performs other tasks as requested by the Board of Directors. 
 
MLS Committee – This committee monitors the operation of the MLS services that are provided by ARMLS.  The major 
duties of the Committee include, but are not limited to, the following: 

• Identifying and reviewing changes to the ARMLS services and making recommendations to the Board of 
Directors as appropriate; 

• Assisting with the design and implementation of changes to existing services and the installation of new 
services; 

• Considering appeals of fines that are assessed against Subscribers for violations of the rules; 
• Performing other tasks as requested by the Board of Directors. 

 
Task Forces – The President may appoint a task force and a Chairperson for any specific purpose and set a time certain 
by which the task force is to report back to the Board of Directors.  The Chairperson, with advice of the President, shall 
select the members of the task force.  Task forces serve at the pleasure of the President and may or may not be 
reappointed or continued with each annual change of officers. 
 
Bylaws and Policy Task Force – Its purpose is to review and recommend changes in the ARMLS Bylaws and Policies to 
Board of Directors. 
 
Data Sharing Task Force – Its purpose is to research a system that can share MLS data with other Arizona Associations 
throughout the State and give recommendations to the Board of Directors. 
 
Data Distribution Policies Task Force – Its purpose is to discuss and recommend changes to current IDX Data Licensing 
and VOW policies. 
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Short Sale Task Force – Its purpose is to review and discuss potential issues regarding short sale listings and make 
recommendations to the Board of Directors on possible rules and policy changes. 
 
Data Security and SSO Task Force – Its purpose is to identify data and access security risks associated with the flexmls 
system and to make recommendations to the ARMLS Board of Directors that are intended to mitigate or eliminate those 
identified risks; to investigate a single sign-on solution that would allow Subscribers to move easily between password 
protected sites without the need to log in to each site. 
 
Teams Task Force – Its purpose is to help ARMLS determine requirements for the teams’ functionality within flexmls. 
 
Technology Committee – Its purpose is to identify and evaluate new technologies, products and services that ARMLS 
may want to make available to the Users. 
 
REO and Auction Task Force – Its purpose is to study REO sales and auctions in order to make recommendations for new 
rules and policies for ARMLS. 
 
RULES Committee – Its purpose is to review on a periodic and ongoing basis the ARMLS Rules, Regulations, and Policies 
to insure that ARMLS continues to operate in the best interest of and supports the business objectives of our 
Shareholders, Participants and Subscribers.  



  
        
  
 

 
Broker Training Opportunities 

 
 

ARMLS® offers many opportunities for training for Brokers, their support personnel and their Agents on flexmls® Web, 
as well as other industry-related topics.  We offer hands-on classes at several training facilities throughout the Valley. 
Additionally, we provide both live and recorded online classes accessible from any internet-connected PC or laptop, as 
well as custom classes and curriculum designed for and delivered right to the Broker Office.  Some of these offerings 
include: 
 
Formal Training Classes - Located at ARMLS Training Centers across the Valley, these hands-on classes provide a 
curriculum that is tailored to individual Subscriber needs.  Seven core classes cover all of the basics of flexmls and daily 
operations and are the starting point for all new Subscribers.  Mastery classes, which build on the core classes, are at 
intermediate and advanced levels and take the user deeper into the system.  Specialty classes are designed to address 
the needs of target audiences or offer special training subjects beyond flexmls, such as social media, distressed property 
sales and computer basics.  Full class descriptions and schedules can be found at armls.com under TRAINING & EVENTS 
then CLASSES.  
 
Broker Series / Specialty Classes - The Broker Series classes are aimed at the Designated Broker, Participant or Office 
Manager who may or may not use flexmls on a daily basis, but needs knowledge of system functionality as well as 
ARMLS procedures in order to manage his sales associates.  The focus of these classes changes throughout the year 
based on the needs of our Subscribers, revisions and updates to the flexmls system and updates to ARMLS policies and 
procedures.  Specific details about each class are available online in our class descriptions on armls.com. 
 
Webinars - ARMLS accommodates its Subscribers’ busy schedules by hosting online classes.  The Webinar format allows 
the Subscriber to attend flexmls training 24/7.  Classes are either live or prerecorded.  Live sessions are scheduled at 
definite times and allow the Subscriber to interact with the Trainer and ask questions about the material presented.  
Prerecorded sessions are available 24/7 for Subscribers who cannot attend a live session or travel to an ARMLS Training 
Facility.  For details on dates and times or to access pre-recorded sessions, visit the WEBINARS section on armls.com 
under the TRAINING & EVENTS menu. 
 
Office Visits - ARMLS Trainers are available to travel across the Valley to deliver training at sales meetings or other 
scheduled REALTOR® gatherings.  Select a standard class from the ARMLS curriculum or customize your class to serve 
the educational needs of the audience.  Our Trainers offer sessions as short as 20-minute Tips & Tricks presentations to 
full two-hour formal training sessions.  To arrange for an ARMLS Trainer to come to your location, email 
training@armls.com. 

http://www.armls.com/TrainingandEvents/Classes.aspx
http://www.armls.com/TrainingandEvents/Webinars.aspx
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ReSources for Your New Agents…  
help them off to a positive start 

 
 
ARMLS® offers the Broker/Manager lots of support to get their Agents started on the right foot.  On ARMLS.com, under 
the About ARMLS tab you will find a New Subscriber Orientation package which is a resource for your Agents.  In it you 
will find:  

1. flexmls® Web Quick Start  – to help your Agents use flexmls immediately 
 

2. flexAlert – what’s new in the MLS software 
 

3. New Agent Subscriber Training Quick Guide – gives advice on which ARMLS classes to take first, why, and when 
 

4. New Agent Subscriber FAQ – gives answers to typical questions a new Subscriber would ask 
 

5. Days on Market Calculation - Agents learn the correct calculation right up front 
 

6. ARMLS Rules Data Integrity Quick Guide  – takes the top ten violations, describes them in “plain speak,” gives 
the rule number and points to the data integrity document where the Agent can learn more 
 

7. All Data Integrity Docs: Rules and Regulations, Penalty Policy, Short Sale Policy, Inappropriate Language Policy 
 

8. Data Integrity – It’s YOUR Business – explains why data integrity is important and how Agents can help each 
other stay compliant 
 

9. Your ARMLS Resource Guide – guide to events, initiatives, publications, products, services and important phone 
numbers 
 

10. ARMLS Support Centers  – gives all locations and contact info for lock box services and more 
 

11. ARMLS.com – Your Source for All Things ARMLS– describes all of the information that they can access on 
ARMLS.com 
 

12. The Cromford Report – introduction and sign up instructions for The Cromford Report 

http://199.73.36.151/Libraries/New_Agent_Subscriber_documents/New_Agent_FULL_Packet.sflb.ashx
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may not be adopted, except in accordance with the procedures set forth in the 
ARMLS Governing Documents. 

Amendments to these Rules shall become effective at such future date as the BOD 
may designate, but no sooner than ten (10) Days after their approval in accordance 
with the ARMLS Governing Documents.  ARMLS will send each Association written 
notification of approved changes to these Rules.  The BOD will review and take 
appropriate action on any objection at its next regularly scheduled meeting. 
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Short Sale Policy 

Questions and Answers 

Contents 

Status (page 2) 

1) My “Short Sale” MLS listing has an offer on it that is being considered for 

approval by the lender; what status should my listing be in? 

List Price (pages 2-3) 

1) What are the list price requirements for a “Short Sale”? 

2) Isn’t the Agent being unethical by listing the property for a price below what they 

or the lender will accept? 

Commission (pages 3-5) 

Background of the Rule/Policy Changes. 

Short Sale Commission Policy 

Frequent Questions 

1) How can a Listing Broker inform the Buyer’s Broker of the likelihood that the 

commission will be reduced by the lender as a condition of the sale? 

2) I brought a full price cash offer to the listing Agent and the offer was refused.  

They have no intention of selling the home for the price listed. Am I owed the 

commission on this property? 

3) What if we closed on the property and I feel that I am owed a commission 

different than what I received? 

Property Feature Field Requirement (page 6)  

1) Which field and selection am I required to choose to indicate that this is a short 

sale for which an offer must be approved by the Lending Institution of record on 

the property as a condition of the sale? 

2) Must the MLS listing state “Short Sale” (or other synonymous language) in the 

Public and/or REALTOR® Remarks of the listing if it is a Short Sale? 

3) “Special Listing Conditions” is not marked as a required section on the profile 

sheet or in the MLS system.  Are we required to disclose the items under this 

section if one or more of the items in the drop down list apply to the property? 

Effective Dates and Enforcement Dates (page 7)  



 

ARMLS Short Sale Policy Page 2 
 

STATUS  

1. Question: My “Short Sale” MLS listing has an offer on it that is being 

considered for approval by the lender; what status should my listing be in?  

Answer:   

A. When a “Short Sale” listing has an accepted offer (even with a Short Sale 

Addendum) signed by both the buyer and the seller, and is waiting for 

approval from the lender, the listing MUST be put into AWC or Pending 

status.  (Note: Any subsequent offer would be accepted in a back-up position.  

This approach will prevent the seller from selling the house more than once.  

Talk to your Broker for more clarification.)  

B.  If there is an offer, with the AAR Multiple Counter Offer and the “AAR 

Short Sale Addendum to Purchase Contract” signed by both buyer and seller 

and forwarded to the lender for approval, the listing may remain in ACTIVE 

status. The AAR Multiple Counter Offer may need to be modified (lines 7-8) if 

at the time of the offer there is only one offer being forwarded to the lender. 

(Note:  Upon obtaining lender approval of the short sale and upon SELLER 

FINAL ACCEPTANCE of the AAR Multiple Counter Offer, listing status must 

be changed to AWC or Pending, per A, above).  Talk to your Broker for more 

clarification.  

Note:  Some Agents have been submitting offers directly to the lender without 

the seller signing or acknowledging the offer.  There may be some potential 

problems with this approach and you should carefully review the Realtor 

Code of Ethics-Article 1 and Standard of Practice 1-6 and talk to your Broker 

for more clarification:   

 

LIST PRICE 

1. Question: What are the list price requirements for a “Short Sale”? 

 

Answer:  Rule 8.11 of the ARMLS® Rules and Regulations states: Listing Price 

Specified. The full gross listing price stated in the listing contract will be 

included in the information published in the MLS compilation of current 

listings unless the property is subject to auction. If a property will only be 

sold by auction, the Listing must state whether the Listing has a reserve price or 

that the property will be sold at auction without reserve. 

http://www.aaronline.com/ForRealtors/forms/SampleForms/mco.pdf
http://www.aaronline.com/documents/SSARPC.pdf
http://www.aaronline.com/documents/SSARPC.pdf
http://www.aaronline.com/documents/code_ethics.aspx
http://www.aaronline.com/documents/code_ethics.aspx
http://files.flexmls.com/az/20090313213623974330000000.pdf
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What does this mean?  The rule only calls for the listing to have the same price 

that was agreed upon in the listing contract.  The price could also have been 

modified via a price change form.  There are no other special rules governing the 

list price of a Short Sale Property. 

 

2. Question:  Isn’t the Agent being unethical by listing the property for a price 

below what they or the lender will accept?  

 

Answer:  ARMLS Rule 17.2 states: Complaints of Unethical Conduct and 

Arbitration Requests. ARMLS may refer complaints of unethical conduct and 

requests for arbitration to the Association from which the Subscriber receives 

MLS service. 

What does this mean?   If you feel that another Agent has been unethical in 

dealing with you or your clients, you or your client may file an ethics complaint 

with the local association.  ARMLS does not hear ethics complaints, nor does 

ARMLS directly file complaints with the local associations.  An ARMLS referral 

means that we will inform the Subscriber, when appropriate, of their option to file 

an ethics complaint with their local association. 

 

COMMISSION   The policy allowing for conditional commissions to be offered through 

the MLS (instituted on 3/10/09) has been revoked effective 6/24/09.  No conditions on 

the commission may be portrayed through the MLS. 

Background 

At the May 2009 NAR Mid Year Conference, ARMLS with the support of many 

large and small MLSs around the country, appealed the decision made by the 

NAR during the November 2008 Conference to mandate that if an MLS requires 

disclosure of a listing being a potential Short Sale, that it must also allow any 

potential reduction of commission required by the lender to be disclosed through 

the listing in the MLS. 

 

The outcome of the appeal resulted in the aforementioned commission rule being 

reclassified as an optional rule instead of a mandatory rule.  At the May 2009 

ARMLS Board of Directors meeting, the Board voted to return ARMLS to its 

original policy of not allowing any conditional commissions to be offered through 

the MLS.  This includes in any field, Remarks or otherwise, as well as any media 

or attachments to the listing.  To review the appeal and position of ARMLS on 

http://files.flexmls.com/az/20090313213623974330000000.pdf
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this subject, written by the ARMLS CEO and presented to NAR, please go to: 

http://files.flexmls.com/az/20090605201840412678000000.pdf. 

 

Short Sale Commission Policy 

 

As with every other type of transaction in the MLS, the commission stated in the 

listing’s Buyer Broker and/or Sub Agent field is a binding contract at the time an 

offer is made on the property.  YOU MUST NOT CONDITIONALIZE AN OFFER 

OF COMPENSATION THROUGH THE MLS. 

 

See Rule 12.1 of the ARMLS Rules and Regulations for the compensation rule 

titled Cooperative Compensation Specified on Each Listing. 

 

A Subscriber will be in violation of the rules if the subscriber in any way (e.g. 

including, but not limited to: through any public or private remarks, any photo, 

virtual tour, link or attached document) conveys an offer of compensation any 

different than the stated gross percentage or flat dollar amount in the listing’s 

Buyer Broker and/or Sub Agent field. 

 

Per the ARMLS Penalty Policy, offers of conditional commissions in or attached 

to an MLS listing is an Automatic Violation.  It will result in the language being 

removed by ARMLS Data Integrity staff and a penalty being imposed according 

to the subscriber’s progression level at the time of the violation.  See the Penalty 

Policy for more details.  Any violating conditional commission language that 

exists in the listing, that has not yet been removed, does not bind the Buyer’s 

Broker to a different commission than what is listed in the Buyer Broker/Sub 

Agent Compensation fields. 

 

Frequent Questions 

 

1. Question:  How can a Listing Broker inform the Buyer’s Broker of the 

likelihood that the commission will be reduced by the lender as a condition 

of the sale? 

 

Answer:  A portion of Rule 12.1 states:  This shall not preclude the Listing 

Participant from offering any Participant compensation other than the 

compensation indicated on his/her Listings as published by ARMLS provided the 

Listing Participant informs such Participant in writing before the Participant 

produces an offer to purchase and provided that the modification in the specified 

compensation is not the result of any agreement among all or with any other 

http://files.flexmls.com/az/20090605201840412678000000.pdf
http://files.flexmls.com/az/20090313213623974330000000.pdf
http://files.flexmls.com/az/20090313213734720857000000.pdf
http://files.flexmls.com/az/20090313213734720857000000.pdf
http://files.flexmls.com/az/20090313213734720857000000.pdf
http://files.flexmls.com/az/20090313213623974330000000.pdf
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Subscribers. Any superseding offer of compensation must be expressed as 

either a percentage of the gross sales price or as a flat dollar amount. 

 

Additionally, Note 5 (mandatory) of the of the NAR model rules in reference to 

rule 12.1 states:  Nothing in these MLS rules precludes a listing participant and a 

cooperating participant, as a matter of mutual agreement, from modifying the 

cooperative compensation to be paid in the event of a successful transaction. 

 

A Broker may only alter the commission listed in the MLS if it is done in writing 

outside of the MLS.  Since the MLS must not be used for this purpose, the 

alternate compensation agreement must be done individually with the 

prospective Buyer’s Broker outside of the MLS. 

 

ARMLS suggests putting a statement into the Realtor Remarks to inform any 

prospective Subscriber that they must call the Listing Agent prior to making any 

offers.  One compliant example would be: “You could also state that an additional 

addendum is required to be submitted prior to making an offer and to call for 

details”. 

 

2.  Question:  I brought a full price cash offer to the listing Agent and the offer 

was refused.  They have no intention of selling the home for the price 

listed. Am I owed the commission on this property? 

 

Answer:  You should consult your Broker if you feel you are owed a commission.  
ARMLS does not have the authority to rule on contractual issues.  Also, you 
could not file for arbitration through your local association as there was no 
closing on the property.  

 

3. Question:  What if we closed on the property and I feel that I am owed a 

commission different than what I received?  

Answer:   In such a case, you would have the option to file for arbitration through 
your local association or AAR as the situation warrants. 
 

 
 
 
 

http://files.flexmls.com/az/20090313213623974330000000.pdf
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Property Features Field Requirement  
 

1. Question:  Which field and selection am I required to choose to indicate 

that this is a short sale for which an offer must be approved by the Lending 

Institution of record on the property as a condition of the sale? 

 

Answer:  “Short Sale Approval Required” is now the proper choice to use in the 

“Special Listing Conditions” field.  Participants must disclose potential short 

sales, where lender review and agreement is required, when reasonably 

known to the listing participants.  

 

Note: on some property types other than Residential, the proper selection for a short sale remains 

Lender/Corp Approval Required.  ARMLS is working to change those property types to be 

consistent with the Residential selection of Short Sale Approval Required. 

 

2.  Question:  Must the MLS listing state “Short Sale” (or other synonymous 

language) in the Public and/or REALTOR® Remarks of the listing if it 

indeed is a Short Sale? 

Answer:  It is not a current requirement that you designate that the listing is a 

Short Sale in either of the Remarks fields.  You may include the information if you 

wish in either, both or none of the Remarks fields.  Short Sale Approval Required 

must be selected in the drop down menu of Special Listing Conditions.  

 

3. Question: “Special Listing Conditions” is marked as a required section on 

the profile sheet or in the MLS system.  Are we required to disclose the 

items under this section if one or more of the items in the drop down list 

apply to the property? 

 

Answer:  Yes.  If one or more (of the special conditions) apply to your listing you 

must select each appropriate drop down item.  You may only select N/A if 

none of the conditions apply to your listing.   
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Revised Short Sale Policy Commission Language Enforcement 
  
All Active and AWC status listings that are subject to short sale approval by a third 
party will have until July 31, 2009 to remove any and all statements or references to 
commissions that may have conditions on the stated commission in the actual 
compensation field(s).  Other status listings will not be subject to removal of the 
language unless they are changed to be in Active or AWC status after July 31, 2009. 
  
On August 1, 2009, ARMLS will begin enforcing this policy per the procedures in the 
Penalty Policy.  This violation is considered an automatic violation per the Penalty 
Policy.  As such, the offending language will be removed by ARMLS staff upon its 
discovery and the list Agent will be subject to whatever penalty corresponds to their 
current level on the penalty progression.  
  
Listings that are reported to the Compliance Department between June 24, 2009 and 
July 31, 2009 will receive a phone call with a reminder to the Agent to remove the 
language prior to penalties being enforced.  Please go to the Link section on the flexmls 
Dashboard, or www.armls.com in the Subscriber’s area under the Rules & Policies link, 
for the entire Penalty Policy and Short Sale Policy. 
  
SYNOPSIS 
  
EFFECTIVE DATE OF REVISED SHORT SALE POLICY PROVISIONS: 
JUNE 24, 2009 
  
DUE DATE TO REMOVE CONDITIONAL COMMISSION LANGUAGE  
FROM LISTINGS AND ANY ATTACHMENTS OR LINKS: JULY 31, 2009 
  
ENFORCEMENT OF THE REVISED SHORT SALE COMMISSION POLICY 
FOR NEW AND EXISTING LISTINGS: AUGUST 1, 2009 
  

 

http://mk1.netatlantic.com/t/8102451/96802920/19072/0/


Inappropriate Language Policy Effective June 23, 2009 
Revised November 18, 2011 

 

 

 

Inappropriate Language in MLS Listings Policy 
 

This policy, in accordance with the ARMLS® Rules and Regulations is designed to help 

mitigate legal liability of ARMLS and its Subscribers, as well as assist Subscribers in 

staying within the Rules and Policies of ARMLS by using the fields in the listings as they 

are intended to be used. 

 

Specific Authority and Rules associated with this Policy 

 

Rule 11.5:  INFORMATION IN PUBLIC and REALTOR® PRIVATE REMARKS and 

DIRECTIONS. The Policies that govern the information that can be contained in 

the directions, public and REALTOR® private remarks in the Listing are found in 

the ARMLS Inappropriate Language Policy. A copy of this Policy can be found on the 

ARMLS website (www.armls.com).  

 

Rule 11.6:  INFORMATION IN PUBLIC REMARKS. Information in the Public Remarks 

field in the Listing shall be limited to information describing or marketing the listed 

property. Such field shall not include information about individuals or co-brokerage 

arrangements or any alarm codes or other information about how to gain access to a 

property.  Public Remarks shall not direct the user in any way to contact information or 

other information about a real estate agent or broker or any other individual or entity 

with a connection to the business of real estate. 

 

Rule 11.7:  USE OF INFORMATION FIELDS. Subscribers may only enter in any field 

on the Profile Sheet the information required or reasonably contemplated by such field.  

 

Rule 8.5: final clause:  ARMLS may refuse to publish information that may create legal 

liability. 

 

 

Therefore, all inappropriate language, as reviewed and deemed to be 

inappropriate by the Arizona Regional Multiple Listing Service, is prohibited from 

inclusion in all listings on the MLS. 
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Prohibited Language   

 

The following (beginning with item 1a) is a list of examples of inappropriate 

language.  This list is not intended to be a complete listing of every possible instance 

of inappropriate language, but only a general guide as to items that must not be 

included in your MLS listing.   

 

In addition to both of the Remarks fields and the Directions field, all other fields in 

the listing must only have information in them for which the field is intended 

(e.g. the address fields can only contain the actual address information.  It must not 

contain anything else.) 

 

1. In Public Remarks, Directions, Public Supplemental Remarks and Public 

Attachments, the following are prohibited: 

 

a. All websites and phone numbers. Neither web addresses nor phone 

numbers are allowed in the Public Remarks, Directions, Public 

Supplemental or Public Attachments.  This is regardless of whether or not 

the phone number or web address leads a consumer to the listing agent. 

 

b. Any item besides contact information that may lead someone to 

bypass their own contracted agent to directly seek out the listing 

agent are not allowed in the Public Remarks, Directions Public 

Supplemental or Public Attachments. This includes but is not limited to:  

Open house information and Auction dates. You may disclose in the 

Public Remarks that it is going to be auctioned, but you may only include 

the date, if you are so inclined, in the Private or Semi-Private Remarks.  

This also must be included in the Auction fields.  

 

c. Any items that may cause a safety issue.  This includes but is not 

limited to: Gate codes, lockbox information, and references to the 

occupants of the property or the hours they are in the home.  None of 

those items or others that may cause a safety issue is allowed in any of 

the public fields.  Additionally, see Section 3 for further important 

information about property and community access codes. 

 

d. Any Buyer’s Agent Bonus Information. No Agent bonus information is 

allowed in public fields. Incentives to the Prospective Purchaser are 

allowed in Public Remarks, Private or Semi-Private  Remarks and all 

Attachments.  
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e. Directions.  The Direction field must only contain written directions to the 

listed property. 

 

2. All fields 

 

a. Commission Information.  All commission language that puts a 

condition on the commission listed in the Buyer Broker (BB) or Sub-

Agent (SA) co-broke fields is prohibited from inclusion anywhere on the 

listing.  This includes all fields and all attachments. 

 

i. Short Sales, REO, Auction listings:  NO CONDITIONAL 

COMMISSIONS ARE ALLOWED.  COMMISSION REDUCTIONS 

AND NET SALES PRICE COMMISSIONS ARE NOT ALLOWED 

TO BE OFFERED THROUGH THE MLS. 

 

1. If the listing broker desires or is required by an owner 

or third party to pay something other than the gross 

sales price or flat dollar amount commission offered 

on the listing, they must do so outside of the MLS, 

directly with the other broker. 

2. You may put a statement requiring any prospective Buyer’s 

agent to contact you before any offer is made, but you may 

not state that such required contact is regarding the 

commission. 

 

ii. Commission information that DOES NOT put any conditions 

on the commission is allowed in the Private or Semi-Private 

Remarks and private documents.  An example of commission 

language that is acceptable: 

 

1. Look 4% commission (as long as the actual BB or SA 

field also says 4%). 

 

iii. Residential Rental listings that pay a different commission for 

different lease terms may enter the different commissions and time 

frames in the Private or Semi-Private Remarks and/or private 

attachments.  The commissions however must be reflective of the 

gross listing amount or a flat dollar amount.  Example: 
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1. 9 month lease commission: $500; 6 month: $350 

(etc…) 

 

b. Fair Housing Issues.  ARMLS removes these issues from listings, and 

will continue to do so whenever it is deemed by ARMLS to be language 

that potentially violates the Federal Fair Housing laws.  Listing agents with 

items deemed to be in violation of Fair Housing Laws may be subject to 

penalties allowed under the ARMLS Rules and Regulations.   

 

Below is a link to the United States Housing and Urban Development web 

site that may help guide you in what is acceptable and what is not.  

<CLICK HERE>   

 

If you are unsure if a particular phrase is allowable in your listing, please 

contact your broker or email the ARMLS Data Integrity Department at 

dataintegrity@armls.com. 

 

c. Social Security Numbers.  No full or partial social security numbers of 

any person shall be allowed in any field, or documents attached to a MLS 

listing or linked to such numbers from within the listing. 

 

d. Title Company Language.  Any statement requiring the use of a specific 

title company is prohibited from inclusion anywhere on the listing (e.g. 

Must use XYZ Title).  This includes all fields and all attachments.   

 
You may, however, put a statement that suggests or recommends the use 

of a title company in the Private or Semi-Private Remarks and/or private 

attachments.  Examples of acceptable title company language: 

 
1. Please use Jane Doe at XYZ Title 

2. Will receive a discount if XYZ Title is used 

3. Must close at XYZ Title, but may purchase title 

insurance elsewhere. 

 

3. Access codes for a property or community many only be entered into the 

specific access field for which they are intended. The three access code fields 

are named Gate Code, Alarm Code and Mech-Box Code.  No access codes 

for a property or community may be displayed in any other field. 

 

http://www.nls.gov/offices/cpd/affordablehousing/training/web/crosscutting/equalaccess/fheoviolation.cfm
mailto:compliance@armls.com
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Auctions and the Rules 
 
Properties listed in the MLS that are to be auctioned are allowed in the MLS and do not 
have any special rules pertaining to them.  Auction Listings are required to follow the 
same rules as all other Listings.  Nevertheless, when listing a property to be auctioned 
there are certain rules that command special attention by the listing Broker and Agent.  
This guide is meant to help the listing Agent and Broker answer some specific questions 
as they pertain to listing auctions.  Please note that a Trustee Sale is not an auction. 
 
Commission 
As with all MLS Listings, auction Listings must have a non-zero dollar or percent 
amount listed in the Buyer Broker and/or Sub Agent compensation fields.  If done as a 
percentage, it must reflect what will be paid to the selling Agent on the gross sales price 
of the property. 
 
Commissions must not be based on any conditions.  Some, of the conditional 
commission statements that are used most frequently in listings and are penalty 
violations of the rules and not allowed include, but are not limited to: 

• Compensation subject to auction terms 
• Agent must be present with buyer at auction to meet auction terms 
• If purchaser is licensed Agent, no selling commission will be paid 

If at any point in the life of the auction listing the commission structure of the auction 
does not meet the unconditional standards for cooperative compensation in the MLS, 
the listing must be cancelled.  For example, a listing carries a 3% commission to the 
Buyer Broker but only if bought at presale prior to an auction.  The 3% commission 
complies with the rules until the property can no longer be purchased at pre-sale.  Once 
the property cannot be purchased at pre-sale and will only be auctioned, the 3% 
commission is still valid with no conditions.  If any conditions to the commission do now 
exist (such as the bulleted examples above) the Listing must be cancelled or the 
conditions removed on the commission. 
 
Public Remarks 
The Inappropriate Language Policy prohibits auction dates from being listed in the 
Public Remarks field but requires that the date is listed in the appropriate auction date 
field.  That policy states in section 1 b: 
 Any item besides contact information that may lead someone to bypass 

their own contracted agent to directly seek out the listing agent are not 
allowed in the Public Remarks, Directions, Public Supplemental Remarks 
or Public Attachments.  This includes but is not limited to: Open House 
information and Auction dates.  You may disclose in the Public Remarks that the 
property is going to be auctioned, but you may include the date, if you are so 
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inclined, only in the Private or Semi-Private Remarks.  The auction date also 
must be included in the Auction fields. 

 
List and Reserve Price 
The list price rule for all properties states in section 8.11 of the Rules and Regulations: 
 LISTING PRICE SPECIFIED.  The full gross Listing price stated in the Listing 

agreement will be included in the information published in the ARMLS 
compilation of current Listings unless the property is subject to auction.  If a 
property will only be sold by auction, the Listing must state whether the Listing 
has a reserve price or that the property will be sold at auction without reserve. 

 
The list price as with all listed properties must match what is written in the Listing 
agreement.  It would also be acceptable to match a subsequently fully executed price 
change form as that constitutes a change to the Listing agreement. 
 
If the auction has a reserve price, you must select that there is a reserve in the editing 
area of the Listing.  You are not required to disclose what the reserve price is. 
 
Listing Contracts and Status 
If a Listing contract is no longer valid, the Listing must be cancelled.  Auction houses 
and banks have no authority to have a listing Agent keep a Listing as Active that can no 
longer be sold by the Agent nor commission paid through the MLS. 
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	Branded ARMLS Rules rev 030111.pdf
	The following are the Rules and Regulations of Arizona Regional Multiple Listing Service, Inc as approved and adopted on January 29, 2009.  These Rules & Regulations are effective May 1, 2009.
	1. DEFINITIONS.  The following terms shall have the respective meanings indicated as used in these Rules:
	1.1. “Access Credentials” means the information issued by ARMLS (such as a user identification number), created by the Subscriber (such as a password), or provided by other means that collectively and severally are required for the Subscriber to be identif
	1.2. “Appraiser” means a person holding a valid license or certificate issued by an appropriate Arizona regulatory agency permitting such person to engage in the appraisal of real property.
	1.3. “ARMLS” means Arizona Regional Multiple Listing Service, Inc.
	1.4. “ARMLS Compilation” means the collection of information relating to real property and other subjects that is compiled by ARMLS for dissemination to Subscribers, whether compiled or disseminated in electronic or printed form or in any other form or for
	1.5. “ARMLS Governing Documents” means all of the governing documents of ARMLS in place and as modified from time to time, including, without limitation, the Articles of Incorporation, the Bylaws, and the Shareholders Agreement of the ARMLS Shareholders.
	1.6. “ARMLS Roster Database” means any collection of contact information (e.g., e-mail addresses, physical addresses, etc.) for Participants, Subscribers and/or any other parties maintained by ARMLS in the MLS system or otherwise in its records).
	1.7. “Association” means Phoenix Board of REALTORS® dba the Phoenix Association of REALTORS®, Scottsdale Area Association of REALTORS®, Southeast Valley Regional Association of REALTORS®, West Maricopa County Regional Association of REALTORS®, and/or Weste
	1.8. “BOD” means the ARMLS Board of Directors.
	1.9. “Cooperating Participant” means a Participant who acts in cooperation with a Listing Participant to find or obtain a buyer or lessee for a listed property.
	1.10. “Cooperating Subscriber” means a Subscriber affiliated with a Cooperating Participant and principally responsible for rendering service to a buyer, either as customer or client, interested in purchasing a property listed by a Listing Participant.
	1.11. “Day” means one calendar day regardless of whether such day falls on a weekend or holiday.  A Day shall begin at 12:00:00 AM (Midnight) on the day immediately following the event or situation that invoked the defined term and shall end at 11:59:59 PM�
	1.12. “DBFS” means the Arizona Department of Building and Fire Safety.
	1.13. “Exclusive Agency Listing” means a contractual agreement under which the Listing Participant acts as the agent of seller(s), and the seller(s) agrees to pay a commission to the Listing Participant if the property is sold through the efforts of any re�
	1.14. “Exclusive Right to Sell Listing” means a contractual agreement under which the Listing Participant acts as the agent of the seller(s), and the seller(s) agrees to pay a commission to the Listing Participant regardless of whether the property is sold�
	1.15. “First Right of Refusal” means that a tenant or buyer has an executed option to purchase the property on the same terms as an offer from a bona fide third party.
	1.16. “FWA” (literally, “filed with ARMLS”) means the filing with or submission of information to ARMLS by a Subscriber, or the Subscriber’s authorized representative, for inclusion in the ARMLS Compilation.  FWA may take on the tense required by usage, an�
	1.17. “IDX” means Internet Data Exchange, which is a program through which Participants grant each other permission to display their active Listings on certain public Internet websites operated by the Participants.
	1.18. “Keyholder Agreement” means the contract executed between the Subscriber, the electronic lockbox service provider, and ARMLS governing the use of and access to the electronic lockbox service.
	1.19.  “Listed Property” means the real estate that is the subject of a Listing.
	1.20. “Listing” means the electronic data record of a property for sale.  For a Listing to be accepted by ARMLS for filing on the MLS, the Listing requires two parts: (i) the Exclusive Right to Sell Listing or Exclusive Agency Listing that creates the cont�
	1.21. “Listing Participant” means a Participant having a Listing agreement with the owner of property appropriate for listing in the MLS.
	1.22. “Listing Subscriber” means a Subscriber affiliated with a Listing Participant and principally responsible for rendering service on a Listed Property.
	1.23. “Lockbox” means either an ARMLS approved Lockbox and associated electronic keys provided by the electronic lockbox service provider covered by the Keyholder Agreement, or any other Lockbox used by a Subscriber to allow access to a Listed Property by �
	1.24. “Media” are any non-textual information that is part of or an addendum to a Listing, including but not limited to photographs, floor plans, electronic files of any format, rendering, and virtual tours.
	1.25. “MLS” means the multiple listing service that is provided by ARMLS.
	1.26. “NAR” means NATIONAL ASSOCIATION OF REALTORS®.
	1.27. “Net Listing” means a Listing in which the commission paid is the excess of the sale price over an agreed-upon (net) price to the seller.
	1.28. “Nonmember” means a person who holds a valid Arizona real estate broker’s or salesperson’s license or is licensed or certified by an appropriate Arizona regulatory agency to engage in the appraisal of real property, but who is not a member of any Ass�
	1.29. “Office Exclusive Listing” means a Listing of any type where the owner chooses to defer filing a Listing with ARMLS, either for a specified delay period or for the term of the entire Listing.
	1.30. “Open Listing” means a contractual agreement under which the Listing Participant acts as the agent of the seller(s), and the seller(s) agrees to pay a commission to the Listing Participant only if the property is sold through the efforts of the Listi�
	1.31. “Participant” is the Subscriber, designated by a firm, partnership, or corporation, who is a principal, partner, corporate officer or branch manager acting on behalf of the principal, without further qualification, except as otherwise stipulated in t�
	Mere possession of a broker’s license is not sufficient to qualify for MLS participation. Rather, the requirement that an individual or firm offers or accepts cooperation and compensation means that the participant actively endeavors during the operat...
	The key is that the participant or potential participant actively endeavors to make or accept offers of cooperation and compensation with respect to properties of the type that are listed on the MLS in which participation is sought. This requirement d...
	1.32. “Penalty Policy” means the ARMLS Penalty Policy, as modified from time to time, along with any other penalties, fines, suspensions, revocations and other measures adopted by ARMLS from time to time in accordance with the ARMLS Governing Documents.
	1.33. “Policy” is any interpretation, procedure, or clarification of these Rules and Regulations, approved by the Board of Directors and published by ARMLS, that clarifies, facilitates, or expedites the application of the Rules.
	1.34. “Profile Sheet” means one of the ARMLS approved data collection forms used to profile a property to be inserted into the ARMLS Compilation.
	1.35. “REALTOR®” means a real estate professional who is a member of NAR (collectively, “REALTORS®”).
	1.36. “Rules” means these Rules and Regulations.
	1.37. “Shareholder” shall mean the Association having an ownership interest in ARMLS as stated in Section 2.
	1.38. “Short Sale” means a sale of real estate in which the proceeds fall short of what the owner still owes on the liens or encumbrances.
	1.39. “Subscriber” means (a) a person who is, or who is affiliated with, a Participant, or (b) an Appraiser, to whom ARMLS has granted (subject to ARMLS Policies, these Rules, and payment of required fees) an identification code and password that permit ac�
	1.40. “Teams” means a single group of two or more Subscribers, under the sponsorship of one Participant that functions as a single business enterprise for the purpose of transacting real estate business.
	1.41. “USPS” means the United States Postal Service

	2. NAME AND SHAREHOLDERS.  The name of this organization is Arizona Regional Multiple Listing Service, Inc.  (“ARMLS”).  All shares of ARMLS stock are owned equally by Phoenix Board of REALTORS® dba the Phoenix Association of REALTORS®, Scottsdale Area Ass�
	3. AUTHORITY.  ARMLS, an Arizona corporation, maintains for the use of the Associations and the Subscribers the MLS, which is subject to the ARMLS Governing Documents and these Rules.
	4. POWERS.  The business of ARMLS is managed by the BOD, which exercises all such powers of ARMLS and performs such lawful acts as are not done by statute or by the Governing Documents directed or required to be performed by the Shareholders or otherw...
	5. PURPOSE.  The purpose of ARMLS is to provide the MLS for use by Subscribers and the Associations.  The MLS is:




