
Real Estate Board 



The Principal Broker… 

 Has complete responsibility for 
everything that happens in the 
firm. 



 
 

 

 
   

 
 

“Principal Broker” 
18 VAC 135-20-10 

 The individual broker who shall be designated by 
each firm to assure compliance with Chapter 21 
(§54.1-2100 et seq.) of Title 54.1 of the Code of 
Virginia, and this chapter, and to receive 
communications and notices from the board 
which may affect the firm or any licensee active 
with the firm.  In the case of a sole 
proprietorship, the licensed broker who is the 
sole proprietor shall have the responsibilities 
of the principal broker.  The principal broker 
shall have responsibility for the activities of the 
firm and all its licensees. The principal broker 
shall have signatory authority on all escrow 
accounts maintained by the firm. 



The Principal Broker… 

 Is responsible for maintaining 
the licenses of everyone under 
his authority and making the 
licenses available to the public. 



 

 

 

 

Place of Business 
18 VAC 135-20-160.C 

 Every principal broker shall have 
readily available to the public in 
the main place of business the firm 
license, the principal broker 
license and the license of every 
salesperson and broker active 
with the firm.  The branch office 
license and a roster of every 
salesperson or broker assigned to 
the branch office shall be posted 
in a conspicuous place in each 
branch office. 



 
 

 

 
  

Licensure/Broker Supervision 

 License activation (135-20-70.A) 
“A licensee who submits an activate application 
to the board shall not conduct business with 
the real estate firm or sole proprietorship set 
forth in the application until the application is 
processed and the license is issued by the 
board.” 

 License Transfer (135-20-70.B) 
“Any licensee may transfer from one licensed 
real estate firm or sole proprietorship to 
another by completing and submitting to the 
board a transfer application and the fee…” 



Licensure/Broker Supervision 

 License Transfer (135-20-70.B) 
“The transfer application shall include 
the signature of the new principal broker 
or supervising broker with signature 
authority who will be responsible for the 
licensee’s real estate activities and shall 
be effective upon the principal broker or 
supervising broker’s execution of the 
transfer application.” 



 
 

 

Licensure/Broker Supervision 

 Duties of Supervising Broker (135-20-165.5) 

“The supervising broker undertakes 
reasonable steps to ensure compliance by 
all licensees assigned to the branch 
office, including but not limited to 
ensuring the licensees have an active, 
current license.” 



 

 

 
 

 

 

Licensure/Broker Supervision 

 Reminder: A licensee is prohibited from practicing 
real estate after his license expires.  For licensees 
affiliated with a firm, DPOR’s system will list the 
licensee as Active for 30 days after license 
expiration so that the licensee can meet renewal 
requirements. THE LICENSEE IS NOT ALLOWED TO 
PRAC TICE DURING THIS 30-DAY PERIOD . After this 
30-day period, License Lookup will show the 
licensee is inactive if the licensee failed to meet the 
renewal requirements. Please see the regulation 
below that sets out this prohibition: 

 18 VAC 135-20-140.D states, “A licensee may not 
perform activities defined in…the Code of Virginia 
with an expired license.  Any real estate activity 
conducted subsequent to the expiration date may 
constitute unlicensed activity and be subject to
prosecution”. 



 

Failing to safeguard the interests of the public 

18 VAC 135-20-260.11 

 c. A broker failing to ensure the 
licensees for whom the broker 
has oversight responsibility 
hold active licenses while 
practicing real estate. 

https://135-20-260.11


 

The Principal Broker… 

 Is responsible for the firm’s 
escrow account(s). 



  

 

Maintenance and management of escrow accounts 

18 VAC 135-20-180 

 A.1. Maintenance of escrow accounts 
. . .The balance in the escrow accounts 

shall be sufficient at all times to account 
for all funds that are designated to be 
held by the firm or sole proprietorship. 
The principal broker shall be held 
responsible for these accounts, including 
having signatory authority on these 
accounts. The supervising broker may be 
held responsible for these accounts.  All 
such accounts, checks and bank 
statements shall be labeled “escrow” . . . 



 

 

  

 

Maintenance and management of escrow accounts 

18 VAC 135-20-180 

 What must go into escrow (135-20-180.A.1) 

 Down payments 
 Earnest money 
 Money received upon final settlement 
 Pre-paid rent or escrow fund advances 
 Application deposits 
 Rental security deposits 
 Money advanced by a buyer or seller for  

the  payment of expenses in connection 
with the closing of real estate 
transactions. 

 Money advanced by the broker's client or 
expended on behalf of the client. 



  

 

   

 
 

 

Maintenance and management of escrow accounts 

18 VAC 135-20-180 

 When funds must go into escrow (135-20-180.B.1.a) 

 Upon the ratification of a contract, earnest money 
deposits and down payments received by the 
principal broker or supervising broker or his 
associates must be placed in an escrow account by 
the end of the fifth business banking day following 
ratification, unless otherwise agreed to in writing 
by the principals to the transaction…(Regulation 
with second most violations) 



 

 

Maintenance and management of escrow accounts 

18 VAC 135-20-180 

 C. Actions including improper 
maintenance of escrow funds 
include: 
5. Failing, as principal broker, to 
report to the board within three 
business days instances where the 
principal broker reasonably believes 
the improper conduct of a licensee, 
independent contractor, or 
employee has caused noncompliance 
with this section. 



The Principal Broker… 

 Is responsible for maintaining 
financial records at the place 
of business. 



Maintenance and management of financial records 

18 VAC 135-20-185 

A. A complete record of financial 
transactions conducted under 
authority of the principal broker's 
Virginia license shall be maintained in 
the principal broker's 
place of business, or in a designated 
branch office. . . . 



 

Maintenance and management of financial records 

18 VAC 135-20-185 

B. The principal broker shall 
maintain a bookkeeping or record 
keeping system which shall 
accurately and clearly disclose 
full compliance with the 
requirements outlined in this 
section. Accounting records which 
are in sufficient detail to provide 
necessary information to determine 
such compliance shall be maintained. 



Maintenance and management of financial records 

18 VAC 135-20-185 

What information should 
financial records contain? 

 From whom money was received. 

 The date of receipt. 

 The place of deposit. 

 The date of deposit. 

 The final disposition of funds. 



 

Maintenance and management of financial records 

18 VAC 135-20-185 

 C. Actions constituting 
improper recordkeeping by a 
principal broker or supervising 
broker include: 

4. Failing to maintain any records 
required by this section for three years. 



The Principal/Supervising Broker… 

 Is responsible for all 
advertising. 



Advertising by licensees 
18 VAC 135-20-190 

B. All advertising must be under the 
direct supervision of the principal 
broker or supervising broker and in 
the name of the firm. The firm's 
licensed name must be clearly and 
legibly displayed on all advertising. 



The Principal/Supervising Broker… 

 Is responsible for all the 
actions of all licensees under 
their supervision, and if he/she 
had knowledge, is responsible 
to take action. 



 

  

 
 

 

 
 

Principal and supervising broker’s responsibility for 
acts of licensees and employees 

18 VAC 135-20-330 

Any unlawful act or violation of any of the 
provisions of Chapter 21, (§ 54.1-2100 et seq.) 
of Title 54.1 or of Chapter 5.1 (§ 36-96.1 et 
seq.) of Title 36 of the Code of Virginia or of 
the regulations of the board by any real estate 
salesperson, employee, partner or affiliate of 
a principal broker, supervising broker, or both, 
may not be cause for disciplinary action against 
the principal broker, supervising broker, or 
both, unless it appears to the satisfaction of 
the board that the principal broker, 
supervising broker, or both, knew or should 
have known of the unlawful act or violation 
and failed to take reasonable action under the 
circumstances to remedy 
the situation. 



 

 

Duties of Supervising Broker 
18 VAC 135-20-165 

 Each place of business shall be 
supervised by a supervising 
broker.  The supervising broker 
shall exercise reasonable and 
adequate supervision of the 
provision of real estate 
brokerage services by associate 
brokers and salespersons 
assigned to the branch office. 



 

 

Duties of Supervising Broker 
18 VAC 135-20-165 

6. The supervising broker undertakes reasonable 
steps to ensure only licensees undertake activities 
requiring a license, including but are not limited to: 
(sic) 
a. Show property; 
b. Hold an open house; 
c. Answer questions on listings, title, financing, 
closing, contracts, brokerage agreements, and 
legal documents; 
d. Discuss, explain, interpret, or negotiate a 
contract, listing, lease agreement, or property 
management agreement with anyone outside the firm; 
and 
e. Negotiate or agree to any commission, commission 
split, management fee, or referral fee. 



  

 

 

 

Duties of Supervising Broker 
18 VAC 135-20-165 

7. The supervising broker shall provide adequate 
supervision over the unlicensed employees or 
assistants under the supervision of a broker as they 
perform the following permitted activities: 

a. Perform general clerical duties, including 
answering the phones, responding by electronic 
media, and providing information shown on the 
listing; 
b. Submit listings and changes to MLS; 
c. Follow up on loan commitments after contracts 
have been ratified; 
d. Have keys made for listings; 
e. Compute commission checks; 



Duties of Supervising Broker 
18 VAC 135-20-165 

f. Place signs on properties; 

g. Act as a courier service; 

h. Schedule appointments; 

i. Record and deposit earnest money deposits, 
security deposits, and advance rents; 

j. Prepare contract forms for approval of the 
licensee and supervising broker; 

k. Prepare promotional materials and 
advertisements for approval of the licensee 
and supervising broker; 

l. Assemble closing documents; 



 

 
 

Duties of Supervising Broker 
18 VAC 135-20-165 

m. Obtain required public information from 
governmental entities; 
n. Monitor license and personnel files; 
o. Order routine repairs as directed by 
licensee; 
p. Are compensated for their work at a 
predetermined rate that is not contingent 
upon the occurrence of a real estate 
transaction; and 
q. Perform any other activities undertaken 
in the regular course of business for 
which a license is not required. 



    

 

Prohibited Acts 
18 VAC 135-20-260 

11. Actions constituting failing to act as a 
real estate broker or salesperson in such a 
manner as to safeguard the interests of the 
public, including but not limited to the 
following: 
g. A licensee failing to submit to the broker 
in a timely manner, all earnest money 
deposits, contracts, listing agreements, 
deeds of lease, or any other documents for 
which the broker has oversight 
responsibility. (third most violated 
regulation) 
h. A licensee negotiating leases for a third 
party through an unlicensed firm or without 
a principal broker. 



Prohibited Acts 
18 VAC 135-20-260 

12. Actions constituting engaging 
in improper, fraudulent, or 
dishonest conduct, including but 
not limited to the following: 

H. A licensee representing in 
offers he received the earnest 
money deposit when he has not or 
he knows the check is worthless. 



 

 

Improper delivery of instruments 
18 VAC 135-20-310 

Actions constituting improper 
delivery of instruments include: 

2. Failing to provide in a timely 
manner to all principals to the 
transaction written notice of any 
material changes to the 
transaction. (Regulation with the 
most violations) 



 

Other issues 

Some causes of application 
processing delays: 
 Applications not properly signed 
 Information provided not the same as that 

provided to State Corporation commission 
 Wrong or outdated application form sent 
 Incomplete application provided (30%) 
 Applicant failed to submit fingerprints 
 Applicant has past criminal history or 

disciplinary action 
 Experience waiver – Applicant cannot 

document required experience 



 
 

 
 

 
 

  

 
 

 

Other issues 
 Branch office affiliation 
§54.1-2110.1 Duties of supervising broker 
D. No later than January 1, 2017, the supervising broker 
for a branch office shall provide to the Board the name 
and license number of the supervising broker for the 
branch office. Thereafter, upon the renewal of the 
license of each licensee working in such branch office 
or upon the transfer of a licensee to such office, the 
broker shall provide to the Board the name and license 
number of each real estate licensee working in the 
branch office on the broker acknowledgement form 
created by the Board. 
 If the broker does not receive the form mailed by the 

board when a licensee’s renewal is due, there is a form 
available on the board’s website for the broker to 
submit. 

 Board staff cannot renew an individual’s license if it 
is affiliated with a branch until staff receives 
affirmation from the broker that the licensee is still 
affiliated with his branch office. 



QUESTIONS???? 



Christine Martine, Executive Director 
Real Estate Board 

(804) 367-8552 
christine.martine@dpor.virginia.gov 

www.dpor.virginia.gov 

Jay W. DeBoer, Director 
DPOR 

(804) 367-8519 
JAY.DEBOER@DPOR.VIRGINIA.GOV 
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