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STANDARDIZED OPERATING PROCEDURE (SOP) 

BUYERS & SALES 
 

SOP Meeting Recording: Click here for SOP Recording 4-20-22  

Berkshire Hathaway HomeServices River Towns Real Estate is making this Standardized Operating 
Procedure available on any publicly available website & mobile device application maintained by the 
Broker and any of its licensees and teams. Broker has copies of these Standardized Operating 

 

Please be advised: 
1. Broker does not require prospective buyer clients to show identification. ** 
2. Broker does not require Exclusive Right to Represent Agreements for the buyer. * 
3. Broker does not require Pre-approvals for a mortgage loan or proof of funds. ** 
* Unless seller requires this information prior to showing the property and/or as part 
of any purchase offer. 

*With adequate notice, these Standardized Operating Procedures are subject  
to change based on the adapting industry. 

FIRST SUBSTANTIVE CONTACT  
Broker requires the following documents to be explained and signed upon first substantive 
contact with Buyer: 

1. NY State Agency Disclosure for Buyers & Sellers (as required by NYS Law) 
2. NY State Housing & Anti-Discrimination Disclosure (as required by NYS Law) 
3. Acknowledgement of Prospective Buyer (regarding buyer broker agreement) 
4. Equal Service Report completed (signature not required) 
5. Any other documents required by State 
Copies of all signed forms must be given to the Buyer. 

AGENCY DISCLOSURES 

The Company must be given a copy of all Agency Disclosures, whether or not the client sells or 
purchases a property. Company must retain these disclosures for 3 years.   
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RENTAL TRANSACTIONS 

RENTAL CLIENTS  SOP  

Berkshire Hathaway HomeServices River Towns Real Estate requires the following forms to be 
explained and completed upon first substantive contact: 

NYS Agency Disclosure for Landlord and Tenant (as require by NYS Law) 
NYS Housing & Anti-Discrimination Disclosure (as required by NYS Law) 
Equal Service Report to determine type of home & the geographic location to show properties  

Berkshire Hathaway HomeServices River Towns Real Estate does not require upon first substantive 
contact: 

Any Form of Identification*  
Proof of funds or source of income*  
Credit & Background Check*   

* The above items may be required by landlord upon presenting an offer.  

Landlord may require credit & background check. However, a prior credit check from a reputable 
company may be acceptable. Upon an offer, all NYS forms necessary, must be explained and signed. 
Copies of all signed forms must be given to the Landlord & Tenant.  

 
RENTAL APPLICATIONS 

To provide the most professional service to our clients and landlords, it is our policy to obtain a 
rental/credit application from each applicant for a rental property. It is the Company policy to have 
all tenants apply for a credit and background check through RentSpree for any of our Company rental 
listings. Please refer to the RentSpree instructions in the office. It is not necessary to obtain a new 
report if the tenant has a legitimate and current credit check/background report.  

The Rental Laws are periodically updated and always reviewed in the office. Please understand all the 
new and updated laws and abide by them. Our Company reviews rental laws, fair housing and 
government assisted program rules and regulations periodically.   

LEASES              

are not permitted to practice law. or 
, but you must add the following clause: 

Berkshire Hathaway HomeServices River Towns Real Estate as a convenience has provided this 
instrument to the parties herein. The parties have consulted legal counsel prior to signing and hold 
Berkshire Hathaway HomeServices River Towns Real Estate and its Agents harmless from any 
errors and omissions. 

 


