
APPLICATION FEES:

$30 - ORIGINAL APPLICATION
$55 - LICENSE REINSTATEMENT

If application is to reinstate an expired 
or revoked firm license, check the 
box below and provide the old license 
number.

□ Reinstatement Application
Old License Number___________

NORTH CAROLINA
REAL ESTATE COMMISSION 

P. O. Box 17100
Raleigh, North Carolina 27619-7100 

919/875-3700
www.ncrec.gov

For Commission Use Only

APPL. #__________FEE________

FIRM LIC. #_________________

ISSUED_____________________

APPLICATION FOR

REAL ESTATE FIRM LICENSE 

1. Read Commission Rules A.0502, A.0110, A.0506, and A.0103(c) included in these materials.
2. For advice regarding formation of your business entity and completion of this application, you should con-

sult your attorney.
3. Read each provision of the application and the instructions on this page carefully! If any part of the applica-

tion is incorrect or incomplete or if required attachments are not included, the application may be returned,
resulting in a delay in the licensing process.

4. Type or print legibly in ink. The original application must be mailed and may NOT be submitted by fax or email.
5. Remember to enclose a check or money order payable to the N.C. Real Estate Commission for the

application or reinstatement fee. A company or personal check is acceptable.
Original License Fee - $30 (non-refundable) Fee for Reinstatement of Expired License - $55

6. If a Broker-in-Charge Course registration form and fee are being submitted with the firm application, the
course registration fee ($110) must be paid by a separate check. You are strongly encouraged to register for
the Broker-in-Charge Course online through the Commission’s Web site, www.ncrec.gov.

REQUIRED ATTACHMENTS
1) Application Fee. (non-refundable)

3) LLCs and Partnerships:  A copy of the entity’s written operating agreement listing all principals and their
power and authority. If no written operating agreement exists, the applicant must provide a  written description
of the rights and duties of the principals and the name of each principal.

Business Entity (other than a corporation, limited liability company, or partnership): A description of the
organization of the entity, including a copy of its organizational documents evidencing its authority to engage 
in real estate brokerage.
   Foreign (Out of State) Firms:   A completed “Consent to Service of Process and Pleadings” form (REC 
1.03).  [Form included in application packet.]

NOTE: The Commission reserves the right to request additional information regarding the applicant (such as 
copies of organizational documents or addresses of the firm’s principals) as may be necessary to fully identify all 
principals to be associated with the firm and the firm’s eligibility for licensure. "Principal" is defined as any person 
or entity owning 10% or more of the applicant entity or who is an officer, director, manager, member, partner or 
holds a comparable position in the applicant entity. 
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2)       A completed “Broker-in-Charge” Declaration” form (REC 2.04) for each office location from which North
Carolina brokerage activities will be conducted.  [Form provided with application.]

GENERAL INSTRUCTIONS





CORPORATION
Corporate Officers. List below the names, corporate titles, and N.C. real estate license numbers (if 
licensed) of all the major officers (President, Vice President, Secretary, Treasurer, etc.) of the corpora-
tion. [Attach an additional sheet if necessary.]
Name_______________________  Title______________________  RE License No.__________
Name_______________________  Title______________________  RE License No.__________
Name_______________________  Title______________________  RE License No.__________
Name_______________________  Title______________________  RE License No.__________

Corporate Shareholders. List below any person or entity that owns at least 10% of the outstanding 
shares of stock (of any class) and provide the N.C. real estate license number for each (if licensed). 
[Attach an additional sheet if necessary.]

Name  ___________________________________  RE Lic No.__________________  
Name  ___________________________________  RE Lic No.__________________ 
Name  ___________________________________  RE Lic No.__________________  

Note:  Per Rule 58A.0502(b), the qualifying broker of a corporation must be an officer of the corporation.

PARTNERSHIP
Partners. List below the name and N.C. real estate license number (if licensed) of each general and limited 
partner of the partnership and indicate whether a general or limited partner. [Attach additional sheet if necessary.]
Name ______________________________  RE License No.____________   General   Limited 
Name ______________________________  RE License No.____________   General   Limited 
Name ______________________________  RE License No.____________   General   Limited 
Name ______________________________  RE License No.____________   General   Limited 

Note:  Per Rule 58A.0502(b), the qualifying broker of a partnership of any kind must be a general 
partner of the partnership.

REQUIRED ATTACHMENTS: 
A copy of the company’s written partnership agreement listing all partners and their power 
and authority. If no written partnership agreement exists, the applicant must provide a written 
description of the status, rights and duties of the partners and the name of each partner.

If a partner of the applicant-entity is an entity, rather than a natural person, the applicant-entity 
must provide the names of all officers, managers, or partners of the entity that is listed as a partner.  
Further, if a manager or partner of an entity that is a partner in the applicant-entity is an entity, 
rather than a natural person, the names of all officers, managers, or partners of that second-level 
entity must be disclosed in the application as an attachment.

(7)

(8)
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LIMITED LIABILITY COMPANY
Managers and Members. List below the name and N.C. real estate license number (if licensed) 
of each manager and member of the limited liability company and circle whether a manager or 
member or both. [Attach additional sheet if necessary.]

Name ___________________________  RE License No.____________     Manager   Member 
Name ___________________________  RE License No.____________     Manager   Member 
Name ___________________________  RE License No.____________     Manager   Member 
Name ___________________________  RE License No.____________     Manager   Member 

Note:  Per Rule 58A.0502(b), the qualifying broker of a limited liability company must be a 
manager of the company.

REQUIRED ATTACHMENTS: 
A copy of the company’s written operating agreement listing all managers and their power and 
author-ity. If no written operating agreement exists, the applicant must provide a written 
description of the rights and duties of the managers and the name of each manager.

If a manager of the applicant-entity is an entity, rather than a natural person, the applicant must 
provide the names of all officers, managers, or partners of the entity that is listed as a manager. 
Further, if a manager or partner of an entity that is a manager of the applicant-entity is an entity, 
rather than a natural person, the names of all officers, managers, or partners of that second-level 
entity must be disclosed on the application as an attachment.

(9)

OTHER BUSINESS ENTITY
Principals. List below the name, title and N.C. real estate license number (if licensed) of any person 
or entity owning 10% or more of the applicant-entity, as well as any person or entity who has 
authority to make decisions on behalf of and bind the entity.  [Attach additional sheet if necessary.]

Name_______________________  Title______________________  RE License No.__________

Name_______________________  Title______________________  RE License No.__________

Name_______________________  Title______________________  RE License No.__________

Note:  Per Rule 58A.0502, the qualifying broker of a business entity must be a principal of the entity, 
meaning any person or entity owning 10 percent or more of the business entity, or who is an officer, 
director, manager, member, partner, or who holds any other comparable position in the company.

REQUIRED ATTACHMENTS: 
A description of the organization of the entity, including a copy of its organizational documents:
1) evidencing its authority to engage in real estate brokerage, 2) naming those persons or entities
authorized to make decisions on behalf of the entity, and 3) describing the authority of each.

(10)
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(11)

(12)

(13)

(14)

(15)

(16)

One-Person Entity. Please answer the following questions:

Yes No 
Yes No 

(a) Is the firm designated a “Subchapter S” corporation for tax purposes by the IRS?
(b) Is the qualifying broker named in item 6 the only person in the entity?
(c) Is the firm being licensed solely for the purpose of receiving compensation for brokerage

services performed by the qualifying broker under another real estate company?
Yes No 

If the answer to all three questions in (a)-(c) above is “Yes,” a broker-in-charge is NOT required to be designated for 
the applicant firm and you may disregard Item 12 below. If the answer to any of the questions in (a)-(c) above is “No,” 
follow the instructions in Item 12 below.

Brokerage Office(s) and Broker(s)-in-Charge.

The Qualifying Broker for the firm must designate and assure that there is at all times a broker-in-charge for
each office of the firm where (or from which) North Carolina brokerage activities will be conducted (including 
out-of-state offices). A broker may act as broker-in-charge for only one office location of the firm. The 
qualifying broker may also serve as broker-in-charge (if eligible) of one of the firm’s offices. The broker-in-
charge must have an active N.C. broker license not on provisional status.
List below each broker-in-charge and office of the firm where (or from which) North Carolina real estate broker-
age activities will be conducted. ALSO READ ITEM 11 ABOVE BEFORE COMPLETING THIS ITEM. 
(Attach additional sheet if necessary.)
Office #1:____________________________  ______________  __________________________________

(Name of Broker-in-Charge)                               (Broker License No.)                (Street Address or Highway Number and P. O. Box)

__________________________________________________  ______  ______________       _(____)_________________  (  ___)_________________
  (City)                                              (State)            (Zip)                                  (Phone)                                                (Fax)

Office #2:____________________________  ______________  __________________________________
(Name of Broker-in-Charge)                               (Broker License No.)                (Street Address or Highway Number and P. O. Box)

__________________________________________________  ______  _________________  _(___)_________________    (____)________________
(City)                                              (State)            (Zip)                                  (Phone)                                                (Fax)

COMPLETE AND ATTACH TO THIS APPLICATION THE ENCLOSED “BROKER-IN-
CHARGE DECLARATION” FORM FOR EACH BROKER-IN-CHARGE LISTED ABOVE.

Has any "Principal" as defined on page 1 and in Rule A.0502(a), or any proposed BIC ever been convicted of 
any criminal offense or is there any criminal charge pending against any Principal or BIC? (Be sure to report all         Yes   No
offenses for driving while impaired and serious traffic offenses - exclude only minor traffic offenses.) [If yes, provide 
a copy of the court judgment, release from parole or probation, and a complete explanation from the affected person.]
Has any "Principal" as defined on page 1 and in Rule A.0502(a), or any proposed BIC ever been denied a real   
estate license or had a real estate or other professional license suspended, revoked or surrendered, or otherwise been      Yes   No 
disciplined by a licensing agency in N.C. or elsewhere, or are there any charges pending against any Principal or 
BIC concerning any real estate or other professional license he/she/it may hold? [If “Yes”, provide a copy of the licensing 
agency’s order and a complete explanation from the affected person.]

Does the firm propose to engage in the business of selling or marketing time shares in NC?[If “Yes”, see Article 4,                 Yes     No
Chapter 93A of N.C. General Statutes and Subchapter 58B of the Commission’s rules.]

Certification and Signature of Qualifying Broker
The undersigned certifies that he/she has read the foregoing application and that the information stated therein, 
including any attachments, is true to the best of his/her knowledge and belief, and that he/she is duly authorized by said 
entity to make this application to the North Carolina Real Estate Commission for a license to engage in the business of 
real estate brokerage under the provisions of Chapter 93A of the General Statutes of North Carolina.

The undersigned further certifies that the organizational documents of the applicant entity authorize the entity to engage 
in the real estate business. (It is sufficient if the documents authorize the entity to engage "in any lawful business" or are 
silent regarding the entity's purpose, but if a specific business is named, then real estate brokerage must also be named.)

________________________________   _________________________________________   ________________

 (Email Address) (Signature of Qualifying Broker) (Date) 
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NORTH CAROLINA
REAL ESTATE COMMISSION

Selected Rules for Firm Licensing
A .0502 Business Entities

(a) Every business entity other than a sole proprietorship
shall apply for and obtain from the Commission a firm license 
prior to engaging in business as a real estate broker.  An entity 
that changes its business form other than by conversion shall 
submit a new license application upon making the change and 
obtain a new firm license. An entity that converts to a different 
business entity in conformity with and pursuant to applicable 
North Carolina General Statutes is not required to apply for a 
new license. However, such converted entity shall provide the 
information required by this Paragraph in writing to the Com-
mission within 10 days of the conversion and shall include the 
duplicate license fee prescribed in Rule .0509 of this Section 
to have the firm license reissued in the legal name of the con-
verted entity. Incomplete applications shall not be acted upon 
by the Commission.  Application forms for partnerships, cor-
porations, limited liability companies, associations, and oth-
er business entities required to be licensed as brokers shall be 
available on the Commission’s website at www.ncrec.gov or 
upon request to the Commission and shall require the appli-
cant to set forth:

(1) the name of the entity;
(2) the name under which the entity will do business;
(3) the type of business entity;
(4) the address of its principal office;
(5) the entity’s NC Secretary of State Identification
Number if it is required to be registered with the Office
of the NC Secretary of State;
(6) the name, real estate license number, and signa-
ture of the proposed qualifying broker for the proposed
firm;
(7) the address of and name of the proposed broker-in-
charge for each office as defined in Rule .0110(a) of this
Subchapter, along with a completed broker-in-charge
declaration form for each proposed broker-in-charge;
(8) any past criminal conviction of and any pending
criminal charge against any principal in the company
or any proposed broker-in-charge;
(9) any past revocation, suspension, or denial of a busi-
ness or professional license of any principal in the com-
pany or any proposed broker-in-charge;
(10) if a general partnership, a description of the appli-
cant entity, including a copy of its written partnership
agreement or if no written agreement exists, a written
description of the rights and duties of the partners, and
the name of each partner. If a partner is an entity rather
than a natural person, the name of each officer, partner,
or manager of the entity, or any entity therein;
(11) if a limited liability company (LLC), a descrip-
tion of the applicant entity, including a copy of its writ-
ten operating agreement or if no written agreement ex-
ists, a written description of the rights and duties of the

managers, and the name of each manager. If a manag-
er is an entity rather than a natural person, the name of 
each officer, partner, or manager of that entity, or any 
entity therein;
(12) if a business entity other than a corporation, lim-
ited liability company, or partnership, a description of
the organization of the applicant entity, including a
copy of its organizational documents evidencing its au-
thority to engage in real estate brokerage;
(13) if a foreign business entity, a Certificate of Author-
ity to transact business in North Carolina issued by the
NC Secretary of State and an executed consent to ser-
vice of process and pleadings; and
(14) any other information required by this Rule.

When the authority of a business entity to engage in the 
real estate business is unclear in the application or in law, the 
Commission shall require the applicant to declare in the li-
cense application that the applicant’s organizational docu-
ments authorize the firm to engage in the real estate business 
and to submit organizational documents, addresses of affili-
ated persons, and similar information.  For purposes of this 
Rule, the term “principal,” when it refers to a person or entity, 
means any person or entity owning 10 percent or more of the 
business entity, or who is an officer, director, manager, mem-
ber, partner, or who holds any other comparable position.

(b) After filing a written application with the Commission
and upon a showing to the Commission that one principal of 
the business entity holds a broker license on active status and 
is in good standing who will serve as qualifying broker of the 
entity, the entity shall be licensed provided it appears to the 
Commission that the applicant entity employs and is directed 
by personnel possessed of the requisite character and fitness re-
quired of applicants for a broker license by G.S. 93A-4(b). The 
qualifying broker of a partnership of any kind shall be a gen-
eral partner of the partnership; the qualifying broker of a lim-
ited liability company shall be a manager of the company; and 
the qualifying broker of a corporation shall be an officer of the 
corporation.  A licensed business entity may serve as the quali-
fying broker of another licensed business entity if the qualify-
ing broker-entity has as its qualifying broker a natural person 
who is licensed as a broker.  The natural person who is qualify-
ing broker shall assure to the Commission the performance of 
the qualifying broker’s duties with regard to both entities.  A 
provisional broker may not serve as a qualifying broker.

(c) The licensing of a business entity shall not be construed
to extend to the licensing of its partners, managers, members, 
directors, officers, employees or other persons acting for the 
entity in their individual capacities regardless of whether they 
are engaged in furthering the business of the licensed entity.

(d) The qualifying broker of a business entity shall assume
responsibility for:



(1) designating and assuring that there is at all times
a broker-in-charge for each office and branch office of
the entity as “office” and “branch office” are defined in
Rule .0110(a) of this Subchapter;
(2) renewing the real estate broker license of the entity;
(3) retaining the firm’s renewal pocket card at the firm
and producing it as proof of firm licensure upon re-
quest and maintaining a photocopy of the firm license
certificate and pocket card at each branch office there-
of;
(4) notifying the Commission of any change of busi-
ness address or trade name of the entity and the regis-
tration of any assumed business name adopted by the
entity for its use;
(5) notifying the Commission in writing of any change
of his or her status as qualifying broker within 10 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 re-
quired by Rule .0117 of this Subchapter;
(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 peri-
od of time records are required to be retained by Rule
.0108 of this Subchapter;
(8) notifying the Commission if, upon the termination
of his or her status as qualifying broker, the firm’s trans-
action and trust account records cannot be retained or
preserved or if the trust account records are out of bal-
ance or have not been reconciled as required by Rule
.0117 of this Subchapter; and
(9) notifying the Commission regarding any revenue
suspension, revocation of Certificate of Authority, or
administrative dissolution of the entity by the NC Sec-
retary of State within 10 days of the suspension, revo-
cation, or dissolution.

(e) Every licensed business entity and every entity apply-
ing for licensure shall conform to all the requirements imposed 
upon it by the North Carolina General Statutes for its contin-
ued existence and authority to do business in North Carolina. 
Failure to conform to such requirements shall be grounds for 
disciplinary action or denial of the entity’s application for li-
censure.  Upon receipt of notice from an entity or agency of 
this State that a licensed entity has ceased to exist or that its 
authority to engage in business in this State has been termi-
nated by operation of law, the Commission shall cancel the li-
cense of the entity.

A .0110 Broker-in-Charge
(a) When used in this Rule, the term:

(1) “Office” means any place of business where acts are
performed for which a real estate license is required or
where monies received by a broker acting in a fiducia-
ry capacity are handled or records for such trust mon-
ies are maintained;
(2) “Principal Office” means the office so designated in
the Commission’s records by the qualifying broker of a
licensed firm or the broker-in-charge of a sole propri-
etorship; and
(3) “Branch Office” means any office in addition to the
principal office of a broker which is operated in connec-
tion with the broker’s real estate business.

(b) Except as provided in Paragraphs (d) and (e) of this
Rule, every real estate firm, including a sole proprietorship, 
shall have a broker designated by the Commission as provided 
in Paragraph (f ) of this Rule to serve as the broker-in-charge 
at its principal office and a broker to serve as broker-in-charge 
at any branch office.  No broker shall be broker-in-charge of 
more than one office at a time. No office of a firm shall have 
more than one designated broker-in-charge.

(c) If a firm shares office space with one or more other
firms, the same broker may serve as broker-in-charge of mul-
tiple firms at that location.  All firms at that location having 
the same designated broker-in-charge shall maintain with the 
Commission as a delivery address the same delivery address as 
that of the single designated broker-in-charge.

(d) A licensed real estate firm is not required to have a bro-
ker-in-charge if it:

(1) has been organized for the sole purpose of receiv-
ing compensation for brokerage services furnished by
its qualifying broker through another firm or broker;
(2) is treated for tax purposes as a Subchapter S corpo-
ration by the United States Internal Revenue Service;
(3) has no principal or branch office; and
(4) has no licensed or unlicensed person associated with
it other than its qualifying broker.

(e) A broker who is a sole proprietor shall obtain the
Commission’s designation of himself or herself as a broker-in-
charge if the broker engages in any transaction where the bro-
ker is required to deposit and maintain monies belonging to 
others in a trust account, engages in advertising or promot-
ing his or her services as a broker in any manner, or has one 
or more other brokers affiliated with him or her in the real es-
tate business.  Maintenance of a trust or escrow account by a 
broker solely for holding residential tenant security deposits 
received by the broker on properties owned by the broker in 
compliance with G.S. 42-50 shall not, standing alone, subject 
the broker to the requirement to designate himself or herself 
as a broker-in-charge.

(f )  A broker desiring to be a broker-in-charge shall re-
quest in writing his or her designation as broker-in-charge by 
the Commission on a form provided by the Commission. The 
form shall include the broker’s name, license number, firm af-
filiation, and a certification that he or she possesses the expe-
rience described in Subparagraph (g)(2) of this Rule. Upon 
receipt of notice from the Commission that the broker has 



been designated as broker-in-charge, the broker shall assume 
the duties of broker-in-charge.

(g)  To qualify to become a broker-in-charge, a broker shall:
(1) have a license on active status but not on provision-
al status;
(2) possess at least two years of full-time real estate bro-
kerage experience or equivalent four years of part-time
real estate brokerage experience within the previous five
years or real estate education, such as the completion
of the North Carolina GRI program or other educa-
tion with a subject matter relating to brokerage practice
and the supervision of brokers, or experience in real es-
tate transactions that the Commission finds equivalent
to such experience, such as a licensed attorney with a
practice that consisted primarily of handling real estate
closing and related matters in North Carolina for three
years immediately preceding application or full-time,
lawful experience selling new homes owned by a corpo-
rate homebuilder as a bonafide employee of the corpo-
rate home builder for three years immediately preced-
ing the application; and
(3) complete the Commission’s 12 classroom hour bro-
ker-in-charge course either within three years prior to
designation as a broker-in-charge or within 120 days
following designation as a broker-in-charge.

Upon the request of the Commission, a broker shall pro-
vide evidence to the Commission that he or she possesses the 
requisite experience.  A broker-in-charge designation shall be 
immediately terminated if a broker-in-charge fails to complete 
the broker-in-charge course during the required time period 
or if the Commission finds the broker-in-charge does not pos-
sess the required experience.  A broker who is removed as bro-
ker-in-charge for failure to timely complete the Commission’s 
12 hour broker-in-charge course must first complete the 12 
hour broker-in-charge course before he or she may again be 
designated as broker-in-charge.

(h) By submission of a broker-in-charge designation re-
quest to the Commission, a broker certifies that he or she pos-
sesses the experience required to become a broker-in-charge 
and upon designation by the Commission, the broker shall be 
authorized to act as a broker-in-charge.  Upon his or her des-
ignation as broker-in-charge and completion of the broker-in-
charge course within the time period prescribed in Subpara-
graph (g)(3) of this Rule, the designated broker-in-charge ac-
quires the eligibility to be re-designated as a broker-in-charge 
at any time in the future after a period of not actively serv-
ing as a broker-in-charge without having to again satisfy the 
qualification requirements for initial designation stated in this 
Paragraph so long as the broker continuously satisfies the re-
quirements to retain such eligibility described in Paragraph (k) 
of this Rule.

(i) The broker-in-charge shall, in accordance with the re-
quirements of G.S. 93A and the rules adopted by the Com-
mission, assume the responsibility at his or her office for: 

(1) the retention of current license renewal pocket cards
by all brokers employed at the office for which he or she

is broker-in-charge; the display of licenses at such office 
in accordance with Rule .0101 of this Section; and as-
suring that each broker employed at the office has com-
plied with Rules .0503, .0504, and .0506 of this Sub-
chapter;
(2) the notification to 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;
(3) the conduct of advertising by or in the name of the
firm at such office;
(4) the maintenance at such office of the trust or escrow
account of the firm and the records pertaining thereto;
(5) the retention and maintenance of records relating
to transactions conducted by or on behalf of the firm at
such office, including those required to be retained pur-
suant to Rule .0108 of this Section;
(6) the supervision of provisional brokers associated
with or engaged on behalf of the firm at such office in
accordance with the requirements of Rule .0506 of this
Subchapter;
(7) the supervision of all brokers employed at the office
for which he or she is broker-in-charge with respect to
adherence to agency agreement and disclosure require-
ments.

(j) A broker who was the broker-in-charge of a real estate
office on April 1, 2006, whose broker-in-charge declaration 
was received by the Commission prior to that date, and who 
completed the Commission’s broker-in-charge course prior to 
April 1, 2006 or within 120 days following designation as a 
broker-in-charge, may continue to serve as a broker-in-charge 
thereafter until his or her eligibility to serve as a broker-in-
charge is terminated as provided in Paragraph (l) of this Rule.

(k) Once a broker has been designated as a broker-in-
charge and completed the 12 hour broker-in-charge course as 
prescribed by Paragraph (g) of this Rule, the broker may main-
tain broker-in-charge eligibility by timely annual renewal of 
his or her broker license and completion each license year of 
the four hour mandatory continuing education update course 
for brokers-in-charge known as the “Broker-In-Charge Update 
Course” described in Rule 58E .0102(b), and any Commis-
sion-approved four hour continuing education elective course 
described in Rule 58E .0305. The Broker-In-Charge Update 
Course shall be taken initially by a broker-in-charge during 
the first full license year following the license year in which 
the broker was designated as a broker-in-charge and each li-
cense year thereafter in order for the broker to maintain bro-
ker-in-charge eligibility. Enrollment in the Broker-In-Charge 
Update Course shall be limited exclusively to current brokers-
in-charge, and brokers who are not currently acting as a bro-
ker-in-charge but who desire to retain their broker-in-charge 
eligibility. Only these brokers shall receive continuing educa-
tion credit for taking the Broker-In-Charge Update Course.  
A broker-in-charge or broker who is broker-in-charge eligible 
who takes the General Update Course described in Rule .1702 
of this Subchapter rather than the Broker-In-Charge Update 



Course shall receive continuing education update course cred-
it for taking such course only for the purpose of retaining his 
or her license on active status and shall not be considered to 
have satisfied the requirement to take the Broker-In-Charge 
Update Course in order to retain his or her broker-in-charge 
status or eligibility.

(l) A broker’s broker-in-charge eligibility and, if currently
designated as a broker-in-charge, his or her broker-in-charge 
designation shall be terminated upon the occurrence of any of 
the following events:

(1) the broker’s license expires or the broker’s license is
suspended, revoked or surrendered;
(2) the broker’s license is made inactive for any reason;
(3) the broker fails to complete the Broker-In-Charge
Update Course described in Paragraph (k) of this Rule;
or
(4) the broker is found by the Commission to have
not possessed the experience required in Paragraph (g)
of this Rule at the time of either initial designation as
a broker-in-charge or re-designation as a broker-in-
charge.

(m) When a broker who is a former broker-in-charge de-
sires to be re-designated as a broker-in-charge following termi-
nation of his or her broker-in-charge designation or eligibility, 
he or she must first have a license on active status. The broker 
then must satisfy the experience requirements for initial desig-
nation set forth in Paragraph (g) of this Rule, and the broker 
must complete the 12 hour broker-in-charge course prior to 
re-designation as broker-in charge.

(n) A broker-in-charge shall notify the Commission in
writing that he or she no longer is serving as broker-in-charge 
of a particular office within 10 days following any such change.

(o) A non-resident broker who has been designated by the
Commission as the broker-in-charge of an office not located 
in North Carolina is not required to complete the broker-in-
charge course or the Broker-In-Charge Update Course pre-
scribed for brokers-in-charge under Paragraph (k) of this Rule.  
However, if such broker-in-charge either becomes a resident of 
North Carolina or becomes broker-in-charge of an office lo-
cated within North Carolina, then he or she must take the 12 
hour broker-in-charge course within 120 days of such change, 
unless he or she has taken the 12 hour course within the pre-
ceding three years.  Such broker-in-charge shall take the Bro-
ker-In-Charge Update Course prescribed in Paragraph (k) of 
this Rule during the first full license year following the change 
and each license year thereafter so long as the broker-in-charge 
remains a resident of North Carolina or continues to manage 
an office located in North Carolina.

(p) A nonresident commercial real estate broker licensed
under the provisions of Section .1800 of this Subchapter shall 
not act as or serve in the capacity of a broker-in-charge of a 
firm or office in North Carolina.

A .0506 Provisional Broker to be Supervised by Broker
(a) This Rule shall apply to all real estate provisional bro-

kers.

(b) A provisional broker may engage in or hold himself or
herself out as engaging in activities requiring a real estate li-
cense only while his or her license is on active status and he 
or she is supervised by the broker-in-charge of the real estate 
firm or office with which the provisional broker is affiliated.  A 
provisional broker may be supervised by only one broker-in-
charge at a time.

(c) Upon a provisional broker’s affiliation with a real es-
tate broker or brokerage firm, the broker-in-charge of the of-
fice where the provisional broker will be engaged in the real 
estate business shall immediately file with the Commission a 
provisional broker supervision notification on a form provided 
by the Commission containing identifying information about 
the provisional broker and the broker-in-charge, a statement 
from the broker-in-charge certifying that he or she will super-
vise the provisional broker in the performance of all acts for 
which a license is required, the date that the broker-in-charge 
assumes responsibility for such supervision, and the signature 
of the broker-in-charge.  If the provisional broker is on inac-
tive status at the time of associating with a broker or broker-
age firm, the broker-in-charge shall also file, along with the 
provisional broker supervision notification, a request for li-
cense activation on a form provided by the Commission con-
taining identifying information about the provisional broker, 
the statement of the broker-in-charge that he or she has ver-
ified that the provisional broker has satisfied the continuing 
education requirements prescribed by Rule .1703 of this Sub-
chapter, and the postlicensing education requirements, if ap-
plicable, prescribed by Rule .1902 of this Subchapter, the date 
of the request, and the signature of the proposed broker-in-
charge.  Upon the mailing or delivery of the required form(s), 
the provisional broker may engage in real estate brokerage ac-
tivities requiring a license under the supervision of the bro-
ker-in-charge; however, if the provisional broker and broker-
in-charge do not receive from the Commission a written ac-
knowledgment of the provisional broker supervision notifi-
cation and, if appropriate, the request for license activation, 
within 30 days of the date shown on the form, the broker-
in-charge shall immediately terminate the provisional broker’s 
real estate brokerage activities pending receipt of the written 
acknowledgment from the Commission.   If the provisional 
broker and broker-in-charge are notified that the provisional 
broker is not eligible for license activation due to a continu-
ing education or postlicensing education deficiency, the bro-
ker-in-charge shall cause the provisional broker to immediate-
ly cease all activities requiring a real estate license until such 
time as the continuing education or postlicensing education 
deficiency is satisfied and a new provisional broker supervision 
notification and request for license activation is submitted to 
the Commission.

(d) A broker-in-charge who certifies to the Commission
that he or she will supervise a provisional broker shall actively 
and directly supervise the provisional broker in a manner that 
reasonably assures that the provisional broker performs all acts 
for which a real estate license is required in accordance with 
the Real Estate License Law and Commission rules.  A super-



vising broker who fails to supervise a provisional broker as pre-
scribed in this Rule may be subject to disciplinary action by 
the Commission.

(e) Upon the termination of the supervisory relationship
between a provisional broker and his or her broker-in-charge, 
the provisional broker and the broker-in-charge shall provide 
written notification of the date of termination to the Commis-
sion not later than 10 days following said termination.

A .0103 Broker Name and Address 

(a) Upon initial licensure and at all times thereafter, every 
broker shall assure that the Commission has on record the 
broker's current personal name, firm name, trade name, 
residence address and firm address. Every broker shall notify 
the Commission in writing of each change of personal name, 
firm name, trade name, residence address and firm address 
within 10 days of said change. All addresses shall be 
sufficiently descriptive to enable the Commission to 
correspond with and locate the broker.
(b) Registration of Assumed Name. In the event that any 
broker shall advertise in any manner using a firm name or an 
assumed name which does not set forth the surname of the 
broker, the broker shall first file the appropriate certificate 
with the office of the county register of deeds in each county 
in which the broker intends to engage in brokerage activities 
in compliance with G.S. 66-68 and notify the Commission in 
writing of the use of such a firm name or assumed name.
(c) Business names. A broker shall not include the name of a 
provisional broker or an unlicensed person in the name of a 
sole proprietorship, partnership or business entity other than 
a corporation or limited liability company. No broker shall use 
a business name that includes the name of any active, inactive, 
or cancelled broker without the permission of that broker or 
that broker's authorized representative.
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NORTH CAROLINA REAL ESTATE COMMISSION
P.O. Box 17100 Raleigh, N.C. 27619-7100
Phone (919) 875-3700 • Email: info@ncrec.gov
Website: www.ncrec.gov

BROKER-IN-CHARGE DECLARATION
INSTRUCTIONS

1.	 Qualifications and responsibilities of a broker-in-charge are detailed on page 2 of this form. Please review these 
carefully.

2.	 If the firm has more than one office where real estate brokerage activities are conducted, submit a separate form for 
each office. A broker practicing alone shall designate himself or herself as broker-in-charge.

3.	 For initial designation, brokers must complete the Commission’s 12-hour Broker-in-Charge Course within three 
years prior to or 120 days following designation as broker-in-charge.

4.	 SPECIAL NOTE: If you have lost broker-in-charge eligibility, then before you send this form to re-declare as 
broker-in-charge, Commission Rule A.0110 requires you to complete the following steps in the prescribed order: 
(*Note that you must have the experience required for initial designation.)
1.	 Take the necessary steps to return your license to active status, i.e., pay reinstatement fee and/or complete 

required education:
2.	 File the Activate License form (REC 2.08):
3.	 Complete the Commission’s 12-hour Broker-in-Charge Course: and
4.	 File the BIC Declaration form (REC 2.04).

5.	 If you do not receive a Notice of License Record Change within 10 business days after filing this form, you should 
contact the Commission’s Information Services Division.

Licensee Name  	   Licensee No.  �

Firm Name (for which you will be serving as BIC):  �

Firm License No:  	   (Not required if sole proprietorship or when applying for a new firm license)

Type of Firm:    Corporation    LLC    Partnership    Sole Proprietorship

Office Physical Address:  �
(Address)			   (City)		  (State)		  (Zip)

Office Mailing Address:  �
(Address)			   (City)		  (State)		  (Zip)

Public Phone:  	   Private Phone:  �

Public Email:  	   Private Email:  	

Is this a new office for this firm?    Yes    No  (If not, provide the name of the current Broker-In-Charge you are replacing)

Current Broker-In-Charge:  	   License No.  �

Note: Any agent listed on the Commission’s records as affiliated with the previous broker-in-charge will be changed to 
reflect you as their broker-in-charge of record unless you notify us in writing differently.

Certification
I certify to the North Carolina Real Estate Commission that I have been duly designated by the Qualifying Broker of the real 
estate firm shown herein to serve as broker-in-charge for such firm at the office listed and that I have the experience required 
for such designation. I further certify that I shall carry out my responsibilities as broker-in-charge for such office in accordance 
with the Commission’s rules, that I shall directly supervise any and all licensed real estate provisional brokers working from 
such office, and that I will continually maintain my license on active status.

�
Signature

�
Date

*PLEASE NOTE THAT THIS FORM MUST BE FILED WITH THE COMMISSION WITHIN 30 DAYS OF  THE DATE SIGNED 
TO BE VALID
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The information provided here is only a summary. For a complete description of the qualifications and responsibilities 
of a broker-in-charge, please review Commission Rule A.0110.

QUALIFICATIONS
The broker-in-charge of an office is designated by the Qualifying Broker of the real estate firm for which he/she wishes 
to serve as broker-in-charge. To qualify as a broker-in-charge, a broker cannot be a provisional broker and must:

1.	 possess at least two years of full-time real estate brokerage experience or equivalent part-time real estate bro-
kage experience within the previous five years or real estate education or experience in real estate transactions 
that the Commission finds equivalent to such experience; and

2.	 complete the Commission’s 12-hour Broker-in-Charge Course either within three years prior to designation as 
a broker-in-charge or within 120 days following designation.

 
SPECIAL NOTE: If you have lost broker-in-charge eligibility, then before you send this form to re-declare as broker-
in-charge, Commission Rule A.0110 requires you to complete the following steps in the prescribed order: 		
(*Note that you must have the experience required for initial designation.)

1.	 Take the necessary steps to return your license to active status, i.e., pay reinstatement fee and/or complete 
required education:

2.	 File the Activate License form (REC 2.08):
3.	 Complete the Commission’s 12-hour Broker-in-Charge Course: and

4.	 File the BIC Declaration form (REC 2.04).

If you wish to request a waiver of experience based on education or actual experience, contact the Education and 
Licensing Division (919-875-3700) for instructions.

BIC RESPONSIBILITIES
The broker-in-charge must actively manage the office for which he/she has been designated broker-in-charge and as-
sume responsibility at the office for:

  1.	 the retention of current license renewal pocket cards by all brokers employed at the office for which he/she is 
broker-in-charge; the proper display of licenses at such office in accordance with Rule .0101; and assuring that 
each broker employed at the office has complied with Rule .0503, .0504, and .0506.

2.	 the proper notification to 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;

3.	 the proper conduct of advertising by or in the name of the firm at such office;
4.	 the proper maintenance at such office of the trust account or escrow account of the firm and the records per-

taining thereto;
5.	 the proper retention and maintenance of records relating to transactions conducted by or on behalf of the firm 

at such office;
6.	 the proper supervision of provisional brokers associated with or engaged on behalf of the firm at such office;
7.	 the proper supervision of all licensees employed at the office for which he/she is broker-in-charge with respect 

to adherence to agency agreement and disclosure requirements;
8.	 the proper notification to the Commission of any change in his or her status as broker-in-charge within 10 

days 
following such change;

9.	 his/her annual attendance of the Broker-in-Charge Update (BICUP) Course prescribed by the Commission 
for brokers-in-charge.



North Carolina Real Estate Commission
P.O. Box 17100, Raleigh, N.C.  27619-7100 • Phone (919) 875-3700

Fax (919) 981-5023 • Web site - www.ncrec.gov

Consent to Service of Process and Pleadings

FOREIGN
(OUT OF STATE)

FIRMS ONLY

I.
Authorization to Execute Consent to Service

   The (Corporation) board of directors, (Partnership) general partner(s), (Limited Liability Company) manager(s) of 
the applicant firm hereby authorizes the person named in Section II to execute this form in connection with the firm’s 
application for a North Carolina real estate firm license.

_
(Name of Corporate Officer, General Partner(s), or Manager) (Please Print)			        (Title)

_
         (Signature)						         (Date)

Attested by: Secretary 
(if applicable) 										     (Signature)

II.
Consent to Service of Process and Pleadings

Know all men by these presents:
Pursuant to the requirements of Chapter 93A of the General Statutes of North Carolina, the undersigned individual(s) 
acting for and on behalf of the firm named in this application for licensure does hereby irrevocably consent, stipulate and 
agree that suits, actions and administrative proceedings may be commenced against such firm or any licensed real estate 
broker employed by or associated with the firm in the courts and agencies of this State, by the service of any process or 
pleading authorized by the laws of this State on the Executive Director of the North Carolina Real Estate Commission, 
and that service of such process or pleadings on said Director shall be taken and held in all courts to be as valid and 
binding as if the service had been made upon said firm in the State of North Carolina.

             (Name of Person Executing Consent) (Please Print)		       (Street Address of Person Executing Consent)

__       
 (Title of Person Executing Consent)		 (City) (State) (Zip)

____________________________________________  (___)___________________ (___)__________________
(Signature of Person Executing Consent)			              (Phone)			   (Fax)

* * * * * * *
State of 

(AFFIX SEAL)
County of 
Before me personally appeared the individual(s) named in Section II of this form who acknowledged the execution of 
the foregoing instrument for the purpose set forth therein.

Witness my hand and official seal, this  day of , ___

My Commission expires _
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