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Offices and Phone Numbers: Avoid Misleading or Misdirecting 
The multitude of available communication systems, whether it is cellular,  VOIP, 

Internet, cloud based, or various messaging services creates challenges for Broker 
oversight of their affiliated Licensees. These systems provide advanced features to 
improve communicaton between Brokers and their Licensees and between clients and 
customers and their Licensees. However, these systems need to be implemented into 
the Firm business practices with the License Law, Rules and Regulations in mind. For 
instance, some systems  allow an assigned direct-dial extension, or allow the listing agent 
to have calls forwarded to a number of their choice, such as a cell phone.  

However, any advertisement of real estate must have the main phone number of 
the brokerage Firm included on the advertisement; this includes Internet or social media 
postings. Anyone calling the number should be able to identify the Firm he/she is calling 
and be able to contact the Broker from that main number. This is the same rule that 
applies to signs installed on properties listed for sale or lease. 

Communication systems are a useful and necessary tool for the Broker in 
managing Licensees. For example, the ability of the Broker/Manager to access voice 
mails or messages of staff or utilize caller ID tracking enables the Broker to follow up on 
transactions when a  Licensee is on vacation or otherwise. Various reports can be 
provided that detail activities of Licensees and can serve to improve the efficiency of the 
office leading to more closed transactions. 

As technology continues to evolve, the Broker needs to review and revise the 
management policies and procedures of the Firm so that they comply with the License 
Laws, Rules and Regulations.                                                                                         continued on page 2… 
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Every Brokerage Firm must have a written Office Brokerage 
Policy and it should be signed by all the affiliates of the Firm. 
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The term “Virtual Office” was developed through the use of technology to 
conduct business from virtually anywhere. In fact, a virtual office could have all the 
features of a permanent office but does not actually have a specific location. Utilizing 
the flexible workspace concept works well in the real estate industry. 

While technology allows real estate Licensees to work independently, the 
License Law, Rules and Regulations require that a Licensee be supervised by the 
Broker holding his/her License. A virtual office allows flexibility, and a Broker may 
encourage such a business model. However, that Broker must work diligently to 
maintain the level of communication needed to properly manage the Licensees 
affiliated with his/her Firm. For example, management responsibilities such as 
reviewing contracts can easily be done electronically. In fact, it assists the Broker in 
maintaining electronic records of documentation as well as an “electronic-paper” trail 
of the transaction. 

The Firm’s policies and procedures must be customized to meet the Firm’s 
virtual office model. 

Avoid Misleading or Misdirecting …  

Focus on Terminology: “Virtual Office” 
 

It is an Unfair Trade Practice to “intentionally advertising material which is 
misleading or inaccurate or which in any way misrepresents any property, terms, 
values, policies, or services of the business conducted.” 43-40-25 

An example of misleading advertising is advertising listed property without 
including the Broker Firm name and phone number where the Licensee is affiliated. 
Including only the Licensee’s cell phone or direct phone number on a sign, Internet 
post, or other media is not in compliance with the Georgia Real Estate License Law, 
Rules, and Regulations.  

The purpose of the Georgia Real Estate Commission is to protect the public 
from harm that could occur from their dealings or relationships with real estate 
Brokers. If a caller does not realize what company he/she is contacting, it is misleading, 
at the least.  

In addition, a Licensee is not permitted to advertise under the Licensee's individual 
name to buy any real estate or offer for sale, rent, or lease any real estate.  

• All advertising by individual Licensee’s must be under the direct supervision of 
their Broker and in the name of their Firm. 

• The Licensee must notify their Broker and obtain the Broker’s written approval 
of the advertisement. 

The Firm name and phone number must be in all advertisements of property listings 
according to the Advertising Rules and Regulations. 520-1-09  
 

bsolutely ust now Section 
 That policy must stipulate procedures for handling trust funds and other 
management policies to ensure that the Firm is in compliance with the License Law, 
Rules, and Regulations. As outlined In BRRETA, it should state what types of agency 
the Firm practices. Although the operation of the real estate Firm is primarily focused 
on listings, brokerage engagements, and brokerage activity, the Broker must also 
consider the changes in how business in general is done and perhaps revamp the 
Office Brokerage Policy to include the use of new technology, such as communication 
systems, and the management of Licensees that work primarily out of the office.  
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