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INSTRUCTION CHECK LIST

Please review all of the documents enclosed and mail required documents to:

Referral Network, Inc.

Attn:  Michele Roper 

27271 Las Ramblas, Ste. 233

Mission Viejo, CA  92691

SEND IN THE FOLLOWING:

· Referral Associate Profile Form – completed

· Independent Contractor Agreement(s) 

(page 4) – signed / dated

· Addendum A  (page 5) – signed / dated  

· Salesperson Change Application – complete #1-11   

      (This process can be expedited online – see eLicensing instruction sheet included)

· Membership Fee - $50 – 

Check or money order payable to RNI.  

(For payment via credit card - see enclosed form)

· Salesperson Original License Certificate (Please retain a copy for yourself)
(If you have a Broker’s License, send only a copy of the Broker’s License)

If you have questions please contact:

Michele Roper 

RNI Specialist 

Email: RNI@californiamoves.com

800.292.2656 Toll Free

949.367.2746 Direct
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Thank you for your interest in Referral Network, Inc. Enclosed are the membership materials you requested.

I’m certain you will find your decision to join Referral Network, Inc. a profitable one. As soon as you return the following forms, we will be happy to begin your sign-up process.

Please retain one copy of the Policy and Procedures Memorandum and the Independent Contractor Agreement for your records. 

As soon as we received the items, we will send you a comprehensive Referral Network, Inc. package. If you have any questions, please call RNI at 800.292.2656 ext 2746.

We look forward to hearing from you!

Answers to your questions about membership in 

Referral Network, Inc. 

Q. What kind of fees will I earn as a Referral Associate?

A. The referral fee is broken down as follows. 20% of the referred side of the commission goes to the Referral Associate.  For example:

Sales Price 


$400,000

Commission Rate

3%

Commission

$12,000

20% to Referral Associate
$2,400

      If you are placing a referral for a personal property transaction you will be paid a 25% referral

      fee for the transaction. 
Q.  Does RNI pay a higher referral fees for more closings?
A.  Yes we do. If a member refers and closes more than two transactions (other than personal 

      property transactions) in a rolling twelve months, the member will be paid a 25% referral on the 

      third and any subsequent closings instead of the usual 20% referral fee. The referrals must be 

      placed and close in the same rolling twelve month period. Personal transactions do not apply to    

      this benefit as we already pay a 25% referral fee for these referrals. 
Q.   How much does it cost to join RNI?

A. There is a $50 initial fee and thereafter a $50 annual fee to remain active. If you hold a Broker’s

License there is $25 initial fee and thereafter a $25 annual fee to remain active. 
Q.   Does RNI offer a discount for renewal fees?

A.   Yes. If you pay for two years at a time, the fee is only $85.00 for a 2 year membership for a       

Realtor and $40.00 for a Broker. If you pay for three years at a time it would be $125.00 for a Realtor and $60.00 for a Broker
Please note: Membership fees may be paid using your credit card or check for convenience and ease in record keeping.

Q.   Do I have to utilize my own personal email address?

A.   No. As an added feature you now can apply for your own professional RNI email account. 

Q.   Will I still have MLS access as a RNI member?
A.   Yes. We now offer as an option to continue MLS access by transferring your MLS account to     

       Reflect RNI as your Broker. 

Q. What type of properties can I refer?

A. Any type of marketable residential real estate anywhere in the United States, Canada and Puerto Rico.  You may also make commercial real estate referrals, the referral fee you receive may vary.
We can place International referrals as a courtesy however there is usually no referral fee generated. 
Q. Can I request a certain sales associate to receive my referral?

A. Yes – The Sales Associate you name will receive the referral provided the Sales Associate agrees to pay a referral fee and can best serve the customer’s real estate needs, or we will choose an agent for you based on several criteria such as experience and market knowledge.

Q. Should I call the sales associate direct with the referral?

A. No – It would be best if you place the referral through the Referral Network.  This way we can avoid miscommunication which could cause you to receive a reduced referral fee, or possibly, nothing at all!

Q. Are all referrals assigned to Coldwell Banker agents?

A. Yes and No – When one of about 2,000 Coldwell Banker offices is present in the market to serve the customer’s needs we will refer to Coldwell Banker.  There are several thousand other Network Brokers serving areas where there are no Coldwell Banker offices.  Your referral can be serviced in over 10,000 different communities by our Network Brokers. 
Q. Are taxes deducted from earnings?

A. No – At year-end you will receive a 1099 to report your earnings.  As your earnings grow, you may have to pay quarterly estimated taxes.  Consult your tax advisor on how to handle quarterly or year-end taxes.
Q. How do I renew my real estate license when it comes due?

A. You will receive a notification from the California Department of Real Estate with instructions at the appropriate time. RNI will also send out a reminder 3 months prior to your license expiration date.
Q.   How do I renew my RNI membership when it comes due?

A.   You will receive notification from RNI one month prior to your membership renewal date. 
You have an option to renew your membership by check or MC/Visa. Your membership    expires annually from the date you joined RNI. 

Q. Do I need to have Errors & Omissions insurance?

A. No. As a member of RNI you are not actively practicing Real Estate therefore E&O insurance is not required. 
Q. Can I sit at open houses for active Realtors?

A. Yes, you are able to sit at an open house as a “host/hostess” only. 

Q. Why wouldn’t I just keep my license in a branch office?

A. Our branch offices are for active Sales Associates that carry Error & Omissions Insurance.  RNI is the perfect alternative for Sales Associates who are not practicing real estate on a day-to-day basis.

Q.  Do I have to keep office hours or go to an office?

A. Absolutely not!  You will be dealing with your Referral Network Counselor by phone.  You determine when you work.  It could be while visiting relatives or friends, while on vacation or traveling; wherever you happen to be when someone tells you they would like to purchase or sell real estate or that they know someone with a real estate need.  You then request some basic information, and call and register your referral.  That’s all there is to it.  We do all the paper work.

Q. What do I say to a potential buyer or seller?

A. Find out if they have a real estate need.  Do they plan to buy or sell real estate?  If yes, explain that you are a “Referral Associate” and would like to have a qualified full-time Sales Associate contact them to provide real estate assistance.  All you need is the name, address, phone numbers and the best time for them to be contacted and some basic information about their real estate needs.

Remember that if they are planning to sell a home— are they looking to buy a home? If they are planning to buy a home—do they have a home to sell?  There are many opportunities to get two referrals from just one contact.

If you have any questions, please feel free to call Michele Roper at (800) 292-2656 ext. 2746 or email her at RNI@californiamoves.com


The DRE has just launched their newest creation.... eLicensing.  This website allows referral associates to renew their licenses, change employing brokers, change mailing addresses and order duplicate licenses all with the click of a few buttons.

IT'S AS EASY AS 1-2-3.
Log onto www.dre.ca.gov and the steps to follow are below:

1. Click eLicensing

2. Choose Register Now

3. Enter DRE License #, Social Security #, and date of birth

4. The associate will then create a user name and password

5. Choose the link to the service you need, complete all the information then click "submit"

6. RNI Associates Choose “ADD EMPLOYER” to transfer to the RNI program –

    License # for Coldwell Banker Residential Referral Network is 00958424

IMPORTANT eLICENSING INFORMATION!

VERY IMPORTANT: This email step is needed to certify the transaction for completion.

When Changing Employer at eLicensing, the Employment Certification Information page asks “is your employing broker available now to certify your Salesperson employment"? **Click NO***   It then asks “would you like to enter your employer’s email address”? – Click YES 

Employer email address is:   sdeering@coldwellbanker.com.  

------------------------------------------------------------------------------------------------------------

***An eLicensing renewal transaction cannot be entered more than 90 days prior to the license expiration date. Licensees are strongly cautioned not to postpone the entry of an eLicensing renewal transaction in the event that access to the system may be temporarily unavailable or experiencing slow or interrupted responses. eLicensing renewal transactions are considered to be late at midnight of the expiration date, even if the transaction is in process at that time or the system is unavailable. All eLicensing transactions will be monitored by the timing mechanisms of the eLicensing System and not the licensee's computer. Any license changes entered along with the eLicensing renewal transaction will be made effective the date the transaction is completed.  
Once an associate has completed the process, eLicensing will send an email to Sandra Deering to verify that the associate is with Coldwell Banker. Sandra's verification is necessary but the renewal date is the date the associate completed the process, Sandra's verification does not delay the renewal.  An email will then be sent to the office administrator stating that the agent has completed the process and Sandra has verified. This confirmation should be printed and filed.  
------------------------------------------------------------------------------------------------------------

Please do not hesitate to contact me with any questions at anytime regarding this matter.

Michele Roper - RNI Specialist (949) 367-2746
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REFERRAL NETWORK, INC.

REFERRAL ASSOCIATE PROFILE FORM


____________________________/___________/_____________________________________

First Name                                           Middle Initial                Last Name 

____________________________________________________________________________________________

Home Address

__________________________________/_____________/____________________________________________

City                                                                 State                  Zip

_____________________________________________/______________________________________________

Home Phone                                                         Work Phone 

____________________________________________/_______________________________________________

Cellular Phone                                                     Email Address

___________________________________________

Social Security Number                                               

___________________________________________/________________________________________________

Employer                                                          Occupation

_____________________________/_____________________/________________________________________         

Real Estate License Number            Expiration Date             Type (Sales/Broker)

___________________________________________________________________________________________

If your license is not in your possession, where is it? (another broker?, the state?)

___________________________________________________________________________________________

If you have ever worked as a real estate Sales Associate, what company, location and date?

___________________________________________________________________________________________

If someone referred you to us, please give us his or her name, company and location of the branch.

___________________________________________________________________________________________

If someone did not refer you, how did you learn about our program?



Dear RNI Member:

Congratulations on your decision to join Referral Network, Inc. (RNI), we are happy to have you as part of the team!

RNI is a license holding division of Coldwell Banker Residential Brokerage created for the benefit of the licensee who is no longer actively participating in real estate sales but potentially has contacts to refer to Coldwell Banker agents in return for referral fees. Even though your real estate license is active while it is with RNI, you cannot perform any licensed real estate activities.  Some of the activities you are not permitted to do include: showing or listing property, discussing pricing, writing contracts, etc.  

If you had a password to cbconnect.net and cbnet.coldwellbanker.com they have been cancelled and will no longer be available to you as an RNI member. However, you may secure a RNI email address and choose other options for an enhanced membership. For more information contact Michele Roper at 800.292.2656.

We look forward to your referrals and a prosperous relationship.

Sincerely,
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Sandra Deering

Corporate Broker of Record

Referral Network, Inc.
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REFERRAL NETWORK, INC.

A LUCRATIVE OPPORTUNITY!

Do you know someone who has a real estate license and is not currently using it?  Are you an agent who is retiring or leaving the real estate industry?  Referral Network, Inc. is the solution.

Referral Network, Inc. (RNI) is a license holding company that allows you to use your real estate license to earn referral fees without listing or selling real estate.  Membership in the Network offers you the opportunity to earn additional income as a result of talking to people you already know.  When the opportunity to help someone with a real estate need presents itself, you can help and earn referral fees without paying Board dues or having Errors and Omissions Insurance.  All you have to do is refer them through RNI.

27271 Las Ramblas, Suite 233, Mission Viejo, CA 92691

RNI@californaimoves.com
Independently Owned And Operated By NRT Incorporated
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