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accounting
Monthly Fees

LSTAR charges a monthly assessment fee (dues) per month, and on a quarterly basis 
remits members OREA & CRES dues.  Below is 2022 monthly assessment:

Payment Options

 Online through LSTAR’s Membership 
Director via Matrix™

 Debit, Cash, Cheque at LSTAR office located 
at 342 Commissioners Rd. W.

 Auto Payments
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accounting
Assessment Breakdown
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accounting
How To Instructions

 How to Pay your Invoice
 How to Print your Invoice / Receipt
 How to Sign Up for Auto Payments
 How to Update your Credit Card Information
 How to Set Up a Team Member or Assistant

http://lstar-education.com/temp-Members-Only-files/Accounting/How_to_Pay_your_Invoice.pdf
http://lstar-education.com/temp-Members-Only-files/Accounting/How_to_Print_your_Invoice.pdf
http://lstar-education.com/temp-Members-Only-files/Accounting/How_to_Sign_Up_for_Auto_Payments.pdf
http://lstar-education.com/temp-Members-Only-files/Accounting/How_to_Update_your_Credit_Card_%20on_file.pdf
http://lstar-education.com/temp-Members-Only-files/Accounting/How_to_Set_Up_a_Team_Member_or_Assistant.pdf
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OREA and CREA fees
These are fees the Association collects on behalf of the Ontario Real Estate Association 
and Canadian Real Estate Association
 Members are required to pay OREA and CREA fees
 These fees will be billed each quarter (January, April, July, October)
 This will be charged to your account along with your monthly assessment fees

accounting

Listing Load Fee
Members may request Association staff to enter an MLS® listing at a cost of $50.00 
(+HST).

Terms of Payment
Net 30 days (last day of each month)
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Termination
 Termination will occur if payment has not been received 10 days after Suspension 

Fine was issued.
 The Association will advise your Principle Broker of the termination and request 

the member be officially terminated from RECO.
 Member can be re-instated with the Association within 60 days and the $1,000 

initiation fee will not be applied, all past due fee must be paid in full.
 If member does not return to the Association within the 60 days any past due 

amount will be put into collections.

accounting
Suspension Fines
 $50.00 Suspension Fine will be levied on members account if payment is 

not received by date stated (10 days after due date).
 MLS® and Supra eKEY® access will be suspended until payment is received.
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Education course fees
COST STATUS COURSE

$35.00 + HST LSTAR Member GeoWarehouse®

$50.00 + HST Non-Member GeoWarehouse®

$35.00 + HST LSTAR Member WEBForms®   

NOTE: New members are offered the WEBForms® course complimentary within the  
first 3 months of joining the board.

$50.00 + HST Non-Member WEBForms®

$0 LSTAR Member Matrix™

Complimentary at this time

$0 LSTAR Member Agent Listing Load/BrokerBay®

Complimentary at this time

$0 LSTAR Member Advanced Listing Load/BrokerBay®

Complimentary at this time

$25.00 + HST

No Show Fee
Will be charged to any Member and/or Administrative staff who 
registered for a Value Added option (complimentary class) and 
fails to attend without giving 24 hours notice to Association staff.

LSTAR and Fanshawe Corporate Training Solutions Asynchronous (on-
demand) Classes    LSTAR MEMBERS ONLY

$60.00 + HST LSTAR Member DIGMKTG1 – Social Media for Business

$60.00 + HST LSTAR Member DIGMKTG2 – Building Your Brand Online

$60.00 + HST LSTAR Member DIGMKTG3 – Digital Marketing Analytics

$150.00 + HST LSTAR Member DIGMKTGSER – Series 3 Courses

$60.00 + HST LSTAR Member PROSTAND1 – Professional Responsibilities & 
Conduct for REALTORS®

$60.00 + HST LSTAR Member PROSTAND2 – Professional Standards in 
Marketing and Self-Promotion for REALTORS®

$60.00 + HST LSTAR Member PROSTAND3 – Professional Negotiations, 
Strategies, and Tactics for REALTORS®

$150.00 + HST LSTAR Member PROSTANSER – Professional Standards for 
REALTORS® Series

$60.00 + HST LSTAR Member INTRORR – Introduction to Residential 
Rentals for REALTORS®

$60.00 + HST LSTAR Member BFM1 – Basic Excel Skills

$60.00 + HST LSTAR Member BFM2 – Personal and Business Budgeting

$60.00 + HST LSTAR Member BFM3 – Business Bookkeeping and Tax 
Preparation

$150.00 + HST LSTAR Member BFMSER – Series 3 Courses
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Education
Introduction to the ITSO MLS® Rules, Policies, and 
REALTOR® Code Training

 90-Minute Information Systems of Ontario (ITSO) 
Introduction to the MLS® Rules, Policies, and REALTOR® 
Code Course (Asynchronous) should be taken prior to 
attending LSTAR’s Introduction to Organized Real Estate 
Course.
 Learning Outcomes 

To address key MLS® Rules and Policies and provide an 
overview of the REALTOR® Code articles enforced 
pursuant to the ITSO Professional Standards Complaints 
(PSC) Policy.
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Education
LSTAR Introduction to Organized Real Estate
 Mandatory orientation for all LSTAR Members to be taken within three (3) 

months of registration date. 
 Learning Outcomes 

Review the structure of organized real estate in Ontario and get acquainted with 
the laws, rules and regulations that govern real estate in our jurisdiction.
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Education
Matrix™ Class – 2.5 Hours
Learning Outcomes
 Discover the widgets on the main dashboard and how to customize them for personal 

use. 
 Explore tabs in “My Matrix™” and their functionality. Perform a search by using maps 

and various search criteria. Learn how to customize searches for personal use. Create 
automatically generated emails for your buyers and learn how to decipher symbols used 
in portals.
 This class is being offered as Value Added (no cost) to all members.
 To register, please do so by logging into Matrix™ and clicking on the Links tab and 

scrolling down to "Member Portal - Profile, Account/Payment, Education Registration”  
LSTAR is encouraging all members to register for classes online; however, should you run 
into any difficulty, please send us an email learning@lstar.ca. 
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Education
WEBForms® Class – 3 Hours
 This class is being offered as Value Added (no cost) to be taken within three (3) months 

of registration. 
 If the class is not completed within three (3) months of joining the board, there will be a 

fee of $35.00 plus HST to take the class in the future.
 Learning Outcomes

Apply and use the tools in the WEBForms® platform to create a template and a clause. 
Prepare an offer or a listing using the WEBForms® template method and complete an 
AuthentiSIGN® document.
 To register, please do so by logging into Matrix™ and clicking on the Links tab and 

scrolling down to "Member Portal - Profile, Account/Payment, Education Registration”  
LSTAR is encouraging all members to register for classes online, however should you run 
into any difficulty, please send us an email learning@lstar.ca. 



13

Education
AGENT Listing Load / BrokerBay®
 This class is being offered as Value Added (no cost) for all members.
 Learning Outcomes

Create a new residential listing data entry form, and upload it to the MLS®, 
including photos and document associated with the listing, demonstrating the 
importance and benefits of uploading to the MLS® yourself and the benefits of 
the immediate response it receives. During the BrokerBay® part of the session, 
participants will be introduced to BrokerBay® and learn basic hands-on 
information on how to use the platform.
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Education
ADVANCED Listing Load / BrokerBay®
 This course is exclusively for brokerage admin staff whose broker-of-record signs off on upgrading their 

permissions to load and edit their brokerage's listings (as per LSTAR MLS® Policy 3.01(v)). This class is also 
offered to agents who require these permissions.  However, the Broker Authorization Form must be filled 
out and sent back to LSTAR prior to registration. Signed by Principal Broker.

 This class is being offered as Value Added (no cost) for admin staff specifically.

Learning Outcomes

 Create a new residential listing data entry form, and upload it to the MLS®, including photos and document 
associated with the listing, demonstrating the importance and benefits of uploading to the MLS® yourself 
and the benefits of the immediate response it receives. During the BrokerBay® part of the session, 
participants will be introduced to BrokerBay® and learn basic hands-on information on how to use the 
platform.

 Engage members in hands on training so they can successfully upload property listings to our MLS® System 
Matrix™ and review relevant ITSO MLS® Rules and Policies to ensure a high level of data accuracy and 
compliance.
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Education
GeoWarehouse®
 This class is being offered for a fee of $35.00 plus HST. 
 Learning Outcomes

Attendees will learn about the new GeoWarehouse® which has more interactive 
functionality, as well as interactive mapping. This course is designed to give 
Agents a hands on introduction to basic knowledge of site functions and 
resources.
 To register, please do so by logging into Matrix™ and clicking on the Links tab and 

scrolling down to "Member Portal - Profile, Account/Payment, Education 
Registration”  LSTAR is encouraging all members to register for classes online; 
however, should you run into any difficulty, please send us an email 
learning@lstar.ca. 
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ON-DEMAND Education
LSTAR and Fanshawe Corporate Training Solutions 
have partnered to offer a series of online learning 
courses meant to help you gain more leads and better 
serve your clients.
Each module is two or three hours and it can be taken 
separately (for $60 + HST), or purchased as a three-
part series ($150 + HST).

These online self-study modules are designed to be 
completed at your own pace within 6 months of 
registration. Personalized learning is a benefit of 
asynchronous learning.
A co-branded Certificate of Completion will be 
assigned to you upon finishing each module.
To register, please send an email 
to learning@lstar.ca containing the name(s) of the 
course module(s) that you'd like to take.

Course Code Course Name

BFM1 Business Finance Management for REALTORS® - Basic Excel Skills

BFM2 Business Finance Management for REALTORS® - Personal and Business 
Budgeting

BFM3 Business Finance Management for REALTORS® - Business 
Bookkeeping and Tax Preparation

BFMSER Business Finance Management for REALTORS® Series

DIGMKTG1 Digital Marketing for REALTORS® - Social Media for Business

DIGMKTG2 Business Finance Management for REALTORS® - Personal and 
Business Budgeting

DIGMKTG3 Digital Marketing for REALTORS® - Digital Marketing Analytics

DIGMKTGSER Digital Marketing for REALTORS® Series

INTRORR Introduction to Residential Rentals for REALTORS®

PROSTAND1 Professional Responsibilities & Conduct for REALTORS®

PROSTAND2 Professional Standards in Marketing and Self-Promotion for 
REALTORS®

PROSTAND3 Professional Negotiations, Strategies, and Tactics for REALTORS®

PROSTANSER Professional Standards for REALTORS® Series

mailto:learning@lstar.ca
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ON-DEMAND Education
MODULE 1 
Social Media for Business - 2 Hours

Likes and followers look great on your social media accounts. But they 
mean nothing if your social media does not provide what you are 
trying to achieve (i.e. buying, selling, or acquiring new clients).  In this 
course, you will learn the tactics marketers and other REALTORS® use 
to get real results from their  social media, along with organic and paid 
ads strategies that are engineered to bring you quality leads.

Each module is two 
hours and can 

be taken separately
(for $60 + HST)

OR
Purchase as a three-part 

series for a discounted $150 
+HST

Learning Outcomes
 The real-world tactics used by marketers to collect leads.
 The type of content they have to post to gain clients, not

followers.
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ON-DEMAND Education
MODULE 2 
Building Your Brand Online - 2 Hours

In the digital world, your online presence is the first impression you 
will leave on a potential client, and you have  just a few moments to 
convince them to reach out to you. What does your online presence 
say about you? This course will break down best practices for 
representing your brand online, along with the channels that you can  
effectively use to impress your ideal lead.

Learning Outcomes
 The elements of creating an online presence that will build trust in 

potential clients.
 How to set up different online channels to represent your brand 

accurately.

Each module is two 
hours and can 

be taken separately
(for $60 + HST)

OR
Purchase as a three-part 

series for a discounted $150 
+HST



19

ON-DEMAND Education
MODULE 3
Digital Marketing Analytics- 2 Hours

After collecting data from your marketing efforts, are you utilizing it to 
optimize your marketing strategy, or is it just completely ignored? In 
this course, you will learn how to implement, track, and evaluate the 
different types of data that you will  collect, along with the tools that 
are made to help REALTORS® with lead generation and customer 
relationship management (CRM).

Learning Outcomes
 How to gain insights from the data they collect.
 The different tools used by REALTORS® to manage and nurture their 

leads.

Each module is two 
hours and can 

be taken separately
(for $60 + HST)

OR
Purchase as a three-part 

series for a discounted $150 
+HST
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ON-DEMAND Education
Professional Responsibilities & Conduct for REALTORS®

This course introduces you to the existing professional standards in the real estate sector and 
explains how the sector is regulated in Canada. In addition, this course examines the compliance 
issues most frequently seen by professional standards and discipline committees, as well as the 
courts, referring to key pieces of legislation, codes of ethics, rules, and policies.

Each module is three 
hours and can 

be taken separately
(for $60 + HST)

Purchase as a three-part 
series for a discounted $150 

+HSTOR
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ON-DEMAND Education
Professional Standards in Marketing and Self-Promotion for REALTORS®

This course analyzes the current marketing practices in the real estate industry - including the rise of 
misleading and false advertising. By taking this course and learning about the rules and regulations that 
govern real estate advertising, you’ll know what practices to adopt and what tactics to avoid,  thus 
building a more reputable brand, generating more leads, and offering more value to your clients.

Each module is three 
hours and can 

be taken separately
(for $60 + HST)

Purchase as a three-part 
series for a discounted $150 

+HSTOR
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ON-DEMAND Education
Professional Negotiations, Strategies, and Tactics for REALTORS®
This course examines different types of negotiation formats and methods, providing you with a full 
spectrum of tips, tools, and techniques for interacting with your clients, fellow REALTORS®, and the 
public. In addition, the course analyzes how the law and the rules and regulations governing the real 
estate industry can impact negotiations. By taking this course, you’ll learn how to be a better negotiator, 
thus achieving the results you and your clients are seeking.

Each module is three 
hours and can 

be taken separately
(for $60 + HST)

Purchase as a three-part 
series for a discounted $150 

+HST
OR



23

ON-DEMAND Education
Introduction to Residential Rentals for REALTORS®
This course aims to provide you with useful information about residential rentals. The course explores 
the legal relationships between landlords and tenants, as well as the relevant legislation - including the 
Residential Tenancies Act. You will learn about the rights, procedures, and remedies available to all 
parties involved in disputes, including those brought before the Landlord and Tenant Board.

Module is three 
hours

(for $60 + HST)
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ON-DEMAND Education
Business Finance Management for REALTORS® - Basic Excel Skills
This course introduces you to Basic Excel Skills, enabling you to develop, change and apply formulas to cells in an 
Excel worksheet. You will also learn how to apply formulas to data sets to calculate real estate income and 
expenses.

Each module is two 
hours and can 

be taken separately
(for $60 + HST)

Purchase as a three-part 
series for a discounted $150 

+HSTOR
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ON-DEMAND Education
Business Finance Management for REALTORS® - Personal and Business Budgeting

Each module is two 
hours and can 

be taken separately
(for $60 + HST)

Purchase as a three-part 
series for a discounted $150 

+HSTOR

This course will provide you with the tools and instruction to support the development of a
personal and business budget. You will learn key financial terms, further develop your Microsoft
Excel skills, analyze spending habits, and create a zero balanced budget template for your
personal or business use.



26

ON-DEMAND Education
Business Finance Management for REALTORS® - Business Bookkeeping and Tax 
Preparation

Each module is two 
hours and can 

be taken separately
(for $60 + HST)

Purchase as a three-part 
series for a discounted $150 

+HSTOR

This course will help REALTORS® to ensure that they are organized and prepared for year-end tax
filing. You will develop a record-keeping system that helps you analyze and track your Real Estate
income and expenses, including HST, on a monthly, quarterly, and annual basis.
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EDUCATION POLICIES
LSTAR Mandatory New Member Training
2.01 (LSTAR General Policies)
 All new members must complete all courses that comprise LSTAR’s new member 

training, in the following order: 
 90-Minute Information Systems of Ontario (ITSO) Introduction to the MLS® Rules, 

Policies, and REALTOR® Code Course (Asynchronous)
 3-Hour LSTAR Introduction to Organized Real Estate Course (In-Person)

2.02 (LSTAR General Policies)
All new members must attend either the first or second Introduction to Organized 
Real Estate Course following their admittance into the Association (at no charge) and 
have already completed the ITSO Introduction to the MLS® Rules, Policies, and 
REALTOR® Code Course
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EDUCATION POLICIES
LSTAR Mandatory New Member Training
2.03 (LSTAR General Policies)
All new members will receive written notification of the instructions for completing each course. The 
failure of the new member to complete all the courses by either the first or second LSTAR 
Introduction to Organized Real Estate Course offered (monthly) by the Association following their 
admittance will result in the following: 

a) a fine of $100.00 for non-attendance at the third course; 
b) a fine of $200.00 for non-attendance at the fourth course; 
c) referral to the Professional Standards Committee for non-attendance at the fifth course. 

Any appeals to the above-noted policy should be sent to the attention of the Professional Standards 
Committee and will only be entertained after payment of fine(s). Should the appeal be granted, the 
Committee will have the authority to return all or any portion of the paid fine(s).
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EDUCATION POLICIES
Admin Training
Data Access - Unlicensed Assistant / Administrative Staff
3.01 (LSTAR MLS® Policies)
A member, who is the Principal Broker, may appoint an Unlicensed 
Assistant/Administration staff as an Authorized User, and the Association may 
extend MLS® data access to the Unlicensed Assistant/ Administrative Staff subject 
to the following additional requirements:

v) Unlicensed Assistant /Administrative Staff must complete Advanced Listing Load 
course prior to being set up with the appropriate level of access. If unable to attend 
virtually or in class training sessions offered through LSTAR, the Assistant’s cost will 
be $75 + HST per hour charge and it will be at the expense of the Assistant. If an 
Unlicensed Assistant/ Administrative Staff is terminated and returns to LSTAR after 
six months, they must retake the Listing Load/Amendment training course.



30

EDUCATION POLICIES
Brokerload Training
3.03 (LSTAR MLS® Policies)
Brokerload may be done by any licensed Member of the Association and/or 
secretarial staff of active member offices once they have taken the course offered 
by the Association, with the Principal Broker’s approval.
3.04 (LSTAR MLS® Policies)
There will be a Brokerload access code assigned upon completion of the course.
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EDUCATION POLICIES
No Show Policy
Training – Failure to Attend Fee

3.06 (LSTAR MLS® Policies)
The Association will charge a $25.00 + HST No Show Fee to any Member and/or 
administrative staff who registers for a Value Added

option (complimentary) and fails to attend without giving a 24-hour notice to 
Association staff to cancel their registration. This No Show Fee will be issued for all 
Value Added classes at any Association sanctioned venue.
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EDUCATION POLICIES
Board and Association Operational Responsibilities
2.1.16 (CREA By-Laws and Rules)
A Board/Association must provide education sessions to new REALTOR® member 
and to their directors that meet the requirements set out in the Core Standards 
Policy.
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education
How to Register for Classes
To register for LSTAR’s tech classes, please do so by logging into Matrix™ and clicking 
on the Links tab and scrolling down to “Member Portal - Profile, Account/Payment, 
Education Registration”.  LSTAR is encouraging all members to register for classes 
online; however, should you run into any difficulty, please send us an email to 
learning@lstar.ca.

Log into Matrix™ and Select ITSO Matrix™ icon

mailto:learning@lstar.ca
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education
Select Links

Scroll to bottom of page – Select “Member Portal – Profile, Account/Payment, 
Education Registration”
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education
Main portal page will open – Select “Education”

Upcoming Course page will open
Select the course you want to register for
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education
Select – Register

Select - Checkout

NOTE
Classes that are complimentary “value 

added”, payment is not required.
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education
You will have the option to select your 
payment method for classes that have 
a fee associated:
 Credit Card
 Card on File
 Charge to Account 

Select – Your method of payment
Select – Next when completed
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education
Review all information, Select - Register

Processing Request window will open,
please wait this can take a few moments.
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education
My Course Checkout confirmation screen will open
You will receive an automatic email sent to your inbox with the class information
Confirm – Your request was successful
Confirm – Class information – Time, Date,

and Zoom Link (for Online Classes)
Download – Save to Calendar
Confirm – Email was received to your inbox
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education
You will now see the classes you 
have registered for now appear 
under “My Schedule” on the 
Main Portal Page.
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MLS® system
There are five different remarks sections that you can add information for a listing 
on the MLS® System, they include:

 Public Remarks ……………………………………. Pg. 39
 REALTOR® Remarks ……………………………... Pg. 44
 Showing Remarks …………………………….…... Pg. 45
 Offer Remarks ………………………………….….. Pg. 46
 Buyer Agency Compensation Remarks …………. Pg. 48

Since LSTAR frequency encounters errors regarding the types of information 
appearing in remarks, here's a reference guide on what kind of information should 
appear where. 
Pages 52-54
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MLS® system remarks
PUBLIC Remarks

1. Display only comments which provide pertinent information concerning the property. (e.g., descriptions of 
the property, information about  renovations, etc).

COMPLIANT NON - COMPLIANT

Welcome home. This family home is located  in a sought 
after area of the City, near  shopping and major highways. 
Bright and  airy 4 bedrooms, 2 baths, large finish rec  room 
with gourmet kitchen. Large lot will be  sure to add 
additional entertaining space.

Welcome home. This family home is located in a  sought after 
area of the City, near shopping and  major highways. Bright 
and airy 4 bedrooms, 2  baths, large finish rec room with 
gourmet kitchen.  Large lot will be sure to add additional 
entertaining  space. Buyer to verify room measurements.

A Listing shall not be accepted by the Association as an MLS® Listing if any of the Content includes disclaimers  of responsibility 
by the Listing Brokerage for the accuracy or completeness of the information on the MLS®  Listing, or any requirement for 

Members or Co-operating Brokerages or Buyers to verify the information.
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MLS® system remarks
PUBLIC Remarks

2. May include a comment to "see my website for further information"  without specifying the nature of such 
additional information.

COMPLIANT NON - COMPLIANT

Terrific starter home. 2 beds, 2 baths in quiet  
neighbourhood with large kitchen and living  room 
space. Perfect size yard to kick back  and relax 
without too much maintenance. See  my website for 
further information.

Terrific starter home. 2 beds, 2 baths in quiet  
neighbourhood with large kitchen and living room  space. 
Perfect size yard to kick back and relax  without too much 
maintenance. Call listing agent and view my website at  
www.abc123 Realty.ca to see further listings.
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MLS® system remarks
PUBLIC Remarks
3. If the ownership of a property is not continuous leading up to the waterfront (e.g., there  is a travelled road or 

pathway between the house and the water), that fact must be disclosed in the public remarks section of a 
listing if the property is marked as waterfront.

4. Must not include URLs, Advertising of Private Trades, directions to call the  Listing Broker or Salesperson, or 
descriptions of what can be found on the  Listing Broker or Salesperson’s website.

COMPLIANT NON - COMPLIANT
Home away from home. Check out this  vacation 
property made for entertaining.  Plenty of room for 
family or guests, large  outdoor deck, bright and 
roomy kitchen.

Home away from home. Check out this property  made for 
entertaining. Plenty of room for family or  guests, large 
outdoor deck, bright and roomy  kitchen. Check out my 
website for private listings  or call my cell for details.
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MLS® system remarks
PUBLIC Remarks

5. Offer comments may be included in the public remarks section provided that  the comments are consistent 
with what is in the Offer instructions section.

COMPLIANT NON - COMPLIANT

Quality built home with many upgrades on a  
large treed lot. Generous bedrooms, open  concept 
kitchen, gas fireplace, oversized  patio. Seller is 
accepting offers no later than  7:00 p.m. on 
August 11th, 2021. Offers to be  registered by 5:00 
p.m. same day.

Quality built home with many upgrades on a large  
treed lot. Generous bedrooms, open concept  kitchen, 
gas fireplace, oversized patio. Seller is  accepting offers 
no later than 7:00 p.m. on August  11th, 2021. Offers 
to be registered by 5:00 p.m.  same day. To submit your 
offer, email  ABC123@gmail.com
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MLS® system remarks
PUBLIC Remarks

6. May state if an Offer has been accepted but the deposit has not  been received.

7. The public remarks must disclose if any Images  include virtual staging.

COMPLIANT

Stately home in the South end of the City. 5 bedrooms, 3 full baths, large kitchen with giant island,  chef’s dream. 3 car garage with 
large lot. Sold and waiting for deposit.

COMPLIANT

Great family home, with plenty of room in a quiet neighbourhood. 4 bedrooms, 2 baths and large  kitchen and family room. 
Basement is fully finished. 2 car garage for those chilly winter months,  family room and basement are virtual staging images.
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MLS® system remarks
REALTOR® Remarks

1. Intended to display only comments which provide pertinent information that  could impact Co-operating 
Brokerages (e.g., where the Seller has reserved  the right to sell the property himself/herself, pets in the 
house, etc.).

2. The existence of a Special Agreement that modifies the Association's form  of Listing Agreement must be 
identified in the REALTOR® remarks section.

3. Seller contact information may appear in the REALTOR® remarks section.

4. If the Seller has reserved the right to sell the property himself/herself that  fact must be included in the 
REALTOR® remarks.

COMPLIANT NON - COMPLIANT
Please attach schedule B & Form 801. Minimum of 24
hour irrevocable. See attached list for upgrades. Agent
related to Seller. Cat in home, do not let outside, take off
shoes and turn out lights.

Not intended to repeat the Public Remarks in
this remarks section.
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MLS® system remarks
SHOWING Remarks

1. Intended to display all conditions and information related  to Showing the property.

2. Any restrictions on when a property can be shown must be  disclosed in the showing remarks section.

COMPLIANT NON - COMPLIANT
 Several tenants occupy the  buildings. Respect their 

privacy  and DO NOT approach the Tenants  or employees.
 lease follow all COVID-19 Public  Health Guidelines. 

Masks are  Mandatory.
 Lockbox located on backdoor, do  not let the cat out.

Lockbox located on front door.
"All offers to be submitted to LA via  email November 
13th ".

Property can only be viewed during weekdays from 10:00 a.m. – 3:00 p.m. as  per the tenants request.

COMPLIANT
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MLS® system remarks
OFFER Remarks

1. Intended to display all comments related to the registration of Offers

2. Where the registration of Offers is being delayed that fact must be indicated in  the Offer remarks along with 
the date and time that Offers will be registered.

COMPLIANT NON - COMPLIANT

Offers will be presented at 6:00 p.m. on September the 11th, 2021. All offers to be registered by  4:00 p.m. the same day. No pre-
emptive or bully offers.

COMPLIANT

 Anytime, 24 hours irrevocable required  
 Register offers via ShowingTime®
 Register offers via BrokerBay: email to  abc123@yahoo.ca

The Offer Remarks become non-compliant  if they include 
any information that does  not pertain to the Offer 
Instructions, such  as commission, description of property 
etc
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MLS® system remarks
OFFER Remarks

3. If a Seller has indicated they will review pre-emptive Offers, then that fact  must be noted in the Offer 
remarks section.

4. The existence of a Special Offer Condition must be disclosed in the Offer  remarks section.

COMPLIANT

"Special Offer Condition" means any arrangement or stipulation between the Listing Brokerage and  the Seller relating to the 
conditions of an Offer which should be considered by a Co-operating  Brokerage when preparing an Offer or agreement to Trade. In
the case of multiple representation,  a Special Offer Condition exists if there is any arrangement between the Listing Brokerage and 
the  Buyer Client or Customer of said Listing Brokerage relating to conditions of an Offer which should  be considered by a Co-
operating Brokerage when preparing an Offer or agreement to Trade.

Offers will be reviewed on October 12/21 at 7:00 p.m. As per 
the Seller’s direction, they reserve  the right to accept pre-
emptive offers.
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MLS® system remarks
BUYER AGENCY COMPENSATION Remarks

1. Intended to display all comments that relate to payment of the cooperating  compensation.

2. If the sale price of the property includes taxes the buyer agency compensation  remarks must state if the 
cooperating compensation will be calculated from the  net sale price after all taxes are deducted.

COMPLIANT

X % + HST- Commission not payable on HST portion or upgrades.

X % + HST X% reduction in co-op  commission if listing agent 
shows your  buyer in a private viewing.

NON - COMPLIANT
Co-op commission of X %, Offers due by  5:00 p.m. on 
September 20/21. Lockbox  located on front door.

COMPLIANT
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MLS® system remarks
BUYER AGENCY COMPENSATION Remarks

3. The existence of a Special Agreement that could affect the cooperating  compensation must be disclosed in 
the buyer agency compensation  remarks section.

 X %. Special Agreement – Commission

 All offers must include Form 801. Deposit of $X due at signing with balance of X% upon  signing the new build form. Seller/LB
have special agreement.

"Special Agreement" means: i. any modification to the Association's form of  Listing Agreement, and/or ii. any arrangement or 
agreement between the  Listing Brokerage and the Seller relating to the compensation offered to a  Co-operating Brokerage other than 
the compensation as published by the  Association, provided such arrangement or agreement does not render the  listing ineligible to 
be an MLS® Listing, and includes any circumstances  under which the compensation offered to a Co-operating Brokerage will be  paid 
or not paid, or that may affect a Member's or Co-operating Brokerage's  ability to complete the Trade or earn the compensation 
offered.

COMPLIANT
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FRIENDLY REMINDERS
Matrix™
It is absolutely essential that you read all Matrix™ pop-ups and e-bulletins received. This is LSTAR’s  way 
of communicating upcoming events, classes,  system updates, issues, policy changes, etc. 

All  this impacts the way you do business and the  more information you have the more successful you 
will be.

 If you have not signed up for your Supra eKEY® this can be done  today, by emailing mls@lstar.ca.

 Have you provided the Membership Department with a original copy of the RWAM Beneficiary 
Designation form? If not please mail to LSTAR or send by Board courier.

Have you set up your BrokerBay® account and GeoWarehouse® profile?

 LSTAR does not setup these profiles for members due to the fact  that the member is responsible 
to accept the user agreements for  each platform for the initial setup.

mailto:MLs@lstar.ca
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Rules & Policies
Links below will take to you Rules & Policies

 ITSO MLS® Rules

 LSTAR MLS® Policies

https://www.lstar.ca/sites/default/files/pdfs/MLS-Rules-and-Policies/ITSO-MLS-Rules.pdf
https://www.lstar.ca/sites/default/files/pdfs/MLS-Rules-and-Policies/LSTAR%20MLS%C2%AE%20Policies%20(Amended%20January%201%2C%202023).pdf
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Breakout session #1
Scenario

You have a client who has listed their property 
with you, and your original listing strategy was 
to delay offers until Sunday May 15, 2022, 
at 4:00 p.m.  

Form 244 has been signed as “No Conveyance 
of Offers”.  Even though you explained to your 
clients what NO CONVEYANCE means, that 
you cannot discuss with them any offers that come in pre-emptively, they agree and initial the No 
Conveyance part of the form. A couple of days later, your clients decide that they do want to review 
any and all offers that come in.  

Great, now what do you need to do?  Discuss with your team.  Refer to the MLS® Rules, and pay 
particular attention to 2.21.
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Breakout session #1
Form 244



57

Breakout session #2
Scenario

You’ve booked a showing for a cottage property in Port Stanley for some clients who live in 
Toronto. 

Their appointment time was 1:00pm, but you must have got your signals crossed and they’ve 
arrived at 11:00am. 

You are still 45 minutes from the property, but you check ShowingTime and can see the property is 
empty and there are no other showings, what should you do?

We’ll send you to a breakout room and please discuss what the showing agent should do in this 
scenario.

Refer to ITSO MLS® Rules 3.01, 3.02, 3.03, 12.05 and LSTAR’s MLS® Policies 11.01 and 11.04 
(regarding the Terms of Use for our lockbox and access cards).
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