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Out of Office Notification Form
This form is required if an agent/broker will be away or unavailable for 2 consecutive business days.  Notification must be provided to the brokerage at least 2 business days prior to being out of office. A fee of $500 per instance will be charged for not submitting this form when required.

Broker/ Agent Name:__________________________________				Date:_____________________

Start Date: (dd/mm/yy)__________________________		End Date: (dd/mm/yy) __________________________

Agent/Broker providing phone / email coverage:	______________________________________________
Agent/Broker providing deal coverage:			______________________________________________
Agents providing coverage cannot be agents within their training period.
For new deals, the following commission split has been agreed upon:
	________ %	______________________________________________
	________ % 	______________________________________________
Costs associated with new deals will payable by  ____________________________________________
I agree that I will complete the following at least the day prior to the start of my vacation/ absence:
Create an out of office auto-response on my brokerage email account to advise to contact the agent/broker named above.

Update my voice message to advise callers during my absence to contact the agent/broker named above.

Provide access to my current files (including files not funded yet) at least the day before my absence to the agent/broker named above.


_________________________________________		_________________________________________
Signature						Print Name
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