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1. Set the tone with your buyers from the beginning. Confirm that they’re a now buyer and not 
just someone who enjoys looking at homes. If they have a home to sell to make their purchase 
we should have that home listed before you start showing them what they can buy. Our market 
is moving too fast to look first. Time spent looking first can only end up frustrating you and 
exhausting everyone. There is a process to buying. “CITO” (Come Into The Office) them, show 
them some properties online, review their motivation, and give them a game plan. They want 
you to lead them. 

2. Additional Signature Addendum (C.A.R. form ASA) 
If there are more than two buyers or sellers in any transaction, this form must be used for the 
appropriate parties. Also, 

 Each time a new addendum, disclosure, or other document is introduced, an ASA must 
be used. 

 If multiple documents are being introduced at the same time, as long as you list each 
document on the ASA, or an Addendum to the ASA, then you can use only that one ASA. 

 Remember, the ASA only handles the signature lines, all areas on every document which 
require an initial, will require the initials of all parties. 

3. The Representative Capacity Signature Disclosure (C.A.R. form RCSD) (Seller or Buyer) is used, as 
per paragraph 19 of the RPA to identify who the principal is in the transaction and who has the 
authority to sign documents on behalf of the principal. 

 The form is not an assignment. 
 The form is not used to add new parties after a contract has been formed. 
 The form is not a Power of Attorney. A Power of Attorney must already exist before the 

form is used. 

See your manager with any questions.  

Good luck, 

Patrick 


