
NOTIFICATION OF CHANGE IN QUALIFYING BROKER

General Instructions
(Prior to completing this form, please read Page 2.)

● The original designation of a Qualifying Broker of a business entity (firm) is made with the original firm
application.  This form is to be used only for a change  in the Qualifying Broker.

● The Qualifying Broker is required to possess an active North Carolina Real Estate Broker License and must be a
corporate officer if the firm is a corporation, a general partner if a partnership, or a manager if a limited liability
company.

● The Qualifying Broker acts as the primary contact person between the firm and the Real Estate Commission
and performs certain administrative duties (Page 2 of this form).

● Only one Qualifying Broker is permitted at any time for a particular firm, even if the firm operates multiple real
estate offices.

* * * * *
Newly Designated
Qualifying Broker:________________________________________________________   ___________________

(Name)                                                                                  (NC Broker License No.)

Provide the license number and name of the Qualifying Broker you are replacing: __________________________
(NC Broker License No.)

________________________________________________________________________________________________________________
(Name)

Firm Business Name:__________________________________________________________________________

Firm License Number:___________________________  Firm Type:    Corporation       LLC       Partnership

Physical Address:______________________________________________________________________________
                                                                                                          (Street)

___________________________________________________________________________________________
(City)                                            (State)                                     (Zip +4)                            (County)

P. O. Box (if any): _____________________________________________________________________________
(PO Box)                              (City)                   (State)                 (Zip +4)                        (County)

Phone:_____________________________________________ Fax: ____________________________________

Public Email:________________________________________  Private Email: ____________________________

I certify to the North Carolina Real Estate Commission that I am an officer/manager/general partner of the real estate firm shown herein and duly 
designated to serve as Qualifying Broker for such firm. I further certify that I will carry out my responsibilities as Qualifying Broker for such firm 
in accordance with Commission rules and that I will continually maintain my license on Active Status.

___________________________________________________________________          Date:_____________________________
(Signature)

North Carolina Real Estate Commission     
P.O. Box 17100, Raleigh, N.C.  27619-7100 
(919) 875-3700 • E-mail Info@ncrec.gov
Fax (919) 877-4221 • Web site - www.ncrec.gov
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Qualifying Broker Responsibilities

* OF SPECIAL NOTE: Submitting this form to the Commission will cause the person signing it to be
designated on Commission records as the new qualifying broker for the named entity, replacing the former/
current qualitying broker who will automatically be removed as qualifying broker for the entity on Commission
records. Such a seamless transition between qualifying brokers should not disrupt the company’s brokerage
activities.

Commission Rule A.0502 (d) describes the responsibilities of a Qualifying Broker as:

(1) designating and assuring that there is at all times a broker-in-charge for each office and branch
office of the firm as “office” and “branch office” are defined in Rule A.0110(a);

(2) renewing the real estate broker license of the firm;

(3) retaining the firm’s renewal pocket card at the firm and producing it as proof of firm licensure
upon request and maintaining a photocopy of the firm license certificate and pocket card at
each branch office thereof;

(4) notifying the Commission of any change of business address or trade name of the firm and the
registration of any assumed business name adopted by the firm for its use;

(5) notifying the Commission in writing of any change of his or her status as qualifying broker
within ten days following the change;*

(6) securing and preserving the transaction and trust account records of the firm whenever there is a
change of broker-in-charge at the firm or any office thereof and notifying the Commission if the
trust account records are out of balance or have not been reconciled as required by Rule A.0117;

(7) retaining and preserving the transaction and trust account records of the firm upon termination
of his or her status as qualifying broker until a new qualifying broker has been designated with
the Commission or, if no new qualifying broker is designated, for the period of time records
are required to be retained by Rule A.0108;

(8) notifying the Commission if, upon the termination of his or her status as qualifying broker,
the firm’s transaction and trust account records cannot be retained or preserved or if the trust
account records are out of balance or have not been reconciled as required by Rule A .0117.

(9) notifying the Commission regarding any revenue suspension, revocation of Certificate of
Authority, or administrative dissolution of the entity by the NC Secretary of State within 10
days of the suspension, revocation, or dissolution.
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