Duties of Licensed Estate Agentsin
Ensuring Effective Control of Estate Agency Business

Circular No. 15-01(CR)

Checklist for Licensed Estate Agents

A. First-Hand Sales

Behavior of frontline staff at first-sale sites

Make sure that:

]

[

1O

the number of staff deployed to the first-sale sstecommensurate
with the controller’s ability to effectively managiee staff so deployed
there is a policy in place on deploying staff oftalole seniority, such
as functional supervisors, to assist the contrédidrandle the different
situations at first sales

each frontline staff has attended a pre-sale bgéf) in person
records of the briefings including the dates, tin#tendance are
properly kept

guidelines in the related EAA circulars concernicgnduct at
first-sales are covered in the briefing(s)

controller takes proactive steps to monitor thedcmh of frontline
staff

the work and performance of the controller are priypmanaged by
his supervisor, for example, a senior managememsopael or
director, in the reporting line

there are appropriate sanctioning measures to ptisei
non-compliant staff

Using client’s credit card

Make sure that:

]

]

there are proper procedures and clear guidelinestédf to follow
when collecting credit cards from clients

staff who can collect or handle clients’ credit dsarare clearly
specified

pro-forma documents are provided for staff to adfmot obtaining
clients’ written authorizations to debit their citechrds

adequate training is provided to staff on the pdoces and guidelines
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on using clients’ credit cards and how to use tloefprma documents
there are sufficient measures to ensure that tiadleshed procedures
and guidelines would be followed by staff, suchcasnts’ written
authorizations are counter-verified by a supervisgfore debiting the
card

there are appropriate sanctioning measures to plrsei
non-compliant staff

Making loans to prospective purchasers

Make sure that:

]

]

1O

there are clear guidelines on prohibition of makif@ans to
prospective purchasers

EAAs requirements set out in the related practmeculars on
prohibition of loans to prospective purchasers iaguded in the
pre-sale briefing(s)

there are measures to monitor and govern the eeldasashier orders
to frontline staff to ensure that no loan is made prospective
purchasers

there are appropriate measures to detect non-camagliby staff
prospective purchasers’ credit cards are debitethersame day after
accepting the credit card payment

prospective purchasers’ cheques for the entire amarte received
before provision of cashier orders

prospective purchasers’ cheques are depositedbariks on the same
day of receipt or the next banking day

there are appropriate sanctioning measures to plrsei
non-compliant staff

Offering incentives to clients

Make sure that:

]

]

there are clear guidelines, requirements and nagegsocedures on
whether the company would offer incentives to peasipe purchasers
pro-forma documents are provided for staff to settbe incentives so
offered to the prospective purchasers

adequate training is provided to staff on the ginés and procedures
on offering incentives to clients and how to use tbro-forma
documents

there is a continuous monitoring system to ensuaé the incentives
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offered by the company through individual license&s be fulfilled
[1 there are appropriate sanctioning measures to ptisei
non-compliant staff

B. Second-Hand Properties

Unlicensed estate agency work

Make sure that:

[] the types of work that non-licensed employees cad eannot

undertake are clearly set out for staff

only licensees would be assigned to perform esigd@acy work

all persons employed for conducting estate agenask ywossess a

valid estate agent’s or salesperson’s licence

licence details of licensees are properly recorded

there is a tracking system to alert all licensédes éxpiry of their

licences

[J reminders are sent to the staff licensee concaungbhis licence has
been renewed

[1 staff are from time to time reminded of the risksl @onsequences of
conducting estate agency work without a valid lezen

[1 follow-up actions are taken on the expiration/suasjpm/revocation of
a staff licensee, such as forbidding the staffs aghis name cards;
keeping his name cards under lock or destroy them

[ staff are disciplined in the event of non-complianc

[
[
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About PR13(4) (land search)

Make sure that:

[1 sufficient resources, such as computers, are pedvibr staff to
enable them to carry out a land search

[J there are proper procedures and/or clear guidetingbe land search

requirement

training is provided for staff on how to condudaad search

if no computer is provided for doing the land skarttere are other

available means for staff to obtain it

[J supervisors are required to monitor staff compkansuch as spot
checking their file records to make sure that thaye carried out or
obtained the relevant land search
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[1 land search records are properly filed
[1 there are appropriate sanctioning measures to ptisei
non-compliant staff

Safekeeping and handling of property keys

Make sure that:

[1 there are procedures regarding the safe-keepingdaptication of
keys

[1 there are guidelines for staff to observe on prdg@dling/use of keys

[J a written record of receipt/return of keys frométe@nts and when the
keys are required to be passed to another persoaiigained

[] there is a monitoring system to ensure staff ccemgk and
sanctioning measures to discipline non-compliaatff st

Maintaining/Updating the opt-out list in direct maeting

Make sure that:

[1 there are adequate/clear guidelines for staffltovio

[ there is requirement on how and when staff areireduo check the
opt-out list before approaching clients for diresarketing; process
clients’ opt-out requests; and update the opt-istit |

[] arrangement is made for consolidating/updatingojteout list of all
branches and regular distribution of the sameatth st

[] proper and adequate training is provided to stafjarding the
requirements of the Personal Data (Privacy) Ordiaaand the EAA

[] there is a monitoring system to ensure staff coangk

[1 there are appropriate sanctioning measures to ptsei
non-compliant staff

Advertisements

Make sure that:

[1 there are clear guidelines to staff to follow relyag the relevant
requirements of the EAA on issuance of advertisésnen

[] policies and procedures have been laid down fdf &iafollow to

ensure that the contents of the advertisements lbee checked, and

are accurate and not false/misleading

there is adequate training to staff

there is a monitoring system to ensure staff caanglke and there are

sanctioning measures to discipline non-compliaatff st
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Attention: This checklist is compiled to serve aneral reference for
licensed estate agents to review tisgistems regarding certain asp
of estate agency so as to comply with the Circhiar15-01(CR)ssue
by the EAA only. The information contained in thhecklist is no
intended to be exhaustive. Licensed estate ageateeminded that th
are obliged at all times to observe and comply \li# Estate Agents
Ordinance and its subsidiary legislation, and #t&iCode of Ethics an
practice circulars issued by the EAA from timeitod in managingheir
estate agency business.




