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Late Application  
Policy 


 
 
 
All applicants submitting a Circle of Excellencesm application after the deadline 
will be subject to late filing and administrative fees. 
 
Late applicants who pay the appropriate application fees, late filing fees, and 
administrative/processing fee will be processed through the same guidelines as 
those applications received on time. No additional reviews as to an explanation 
of application being submitted late will be necessary. Applicants will retain the 
privilege of being a member of the Circle of Excellencesm once all fees and 
applications are paid and processing is completed. 
 
In the event an application for the Circle of Excellencesm award is received 
within seven calendar days after the original application deadline, an 
administrative/processing fee of $250 per application will be assessed. An 
additional late filing fee of $50 per HRRA business day, past the original 
application deadline date, will also be assessed. All fees must accompany each 
application. 
 
In the event an application for the Circle of Excellencesm award is received on 
the eighth calendar day after the original application deadline, or later, an 
administrative/ processing fee of $500 per application will be assessed. An 
additional late filing fee of $50 per HRRA business day, past the original 
deadline date, will also be assessed. All fees must accompany each application. 
 
The method of delivery of applications for Circle of Excellencesm is the sole 
responsibility of the applicant. The late filing fee will be assessed until the date 
the application is received in the HRRA business office. 
 
There will be no appeals of late applications. 
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2011 Spouse / Family / Team Waiver Form 
 
 
 


 
Both myself and my spouse / family member are licensed REALTORS®. By signing this waiver we 
hereby declare that we each conduct our individual businesses totally separate from one another.  
Therefore, we declare that we do not qualify as “Team” applicants for the 2011 Circle of Excellencesm 
Awards, according to the description listed in the Circle of Excellencesm Awards, Individual Application, 
Clarifications (Sec. VII, Recognition Categories, p. 3).   
 
By signing this waiver we also understand that both our individual awards applications are subject to 
and will be automatically audited by the COE Awards Audit Committee. 
 
 
 
___________________________________________________________________ 
Signature of Applicant Relationship  Date   


 
 


 
___________________________________________________________________ 
Signature of Applicant Relationship  Date   


 
 


 
___________________________________________________________________ 
Signature of Applicant Relationship  Date   


 





		Relationship: 

		Date: 

		Relationship_2: 

		Date_2: 

		Relationship_3: 

		Date_3: 
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2011 
FINAL CHECKLIST 
 
 
PLEASE REMEMBER TO DO THE FOLLOWING: 
 
Verify spelling of all team members – IMPORTANT! – and include your license number. 


List all applicable designations. 


Sign application (Team Leader and Broker). 


Include a check payable to HRRA for the application fee. 


Attach all Team Member Forms. 


Attach Property Data Form OR company-generated computer printout to application.  


Check if there is an additional plaque to be ordered and/or delivery fee & include amount in 
check.   
 


 
 


DEADLINE FOR APPLICATIONS IS 5 P.M. MONDAY, JANUARY 16, 2012. 
 
 
 
 


Hampton Roads REALTORS® Association | 638 Independence Parkway, Suite 100, Chesapeake, VA 23320 
P 757-473-9700 | F 757-473-9897 | www.CenterForRealEstate.com 
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I. GENERAL


A.	 The Circle of Excellencesm Awards program, sponsored by the Hampton Roads REALTORS® Association 
(HRRA), recognizes outstanding REALTORS® who have attained certain production levels as real estate 
licensees and are affiliated with firms in good standing with HRRA during the award year.


B.	 All brokers are encouraged to publicize the awards and promote the licensees who qualify and achieve the 
Circle of Excellencesm status.  


C.	 The COE Audit Committee, appointed by HRRA’s Chairman of the Board, reserves the right to audit the 
information supporting submissions to the Circle of Excellencesm, either at the Principal Broker’s premises or 
at the Association office, at the committee’s option.  Participating offices’ records, pertinent to verification 
of the information submitted, shall be made available to the COE Audit Committee upon request. THE 
DECISION OF THE AUDIT COMMITTEE IS FINAL.


II. PURPOSE


To recognize outstanding sales achievement by REALTORS® served by the Hampton Roads REALTORS® 
Association. 


III. ELIGIBILITY REQUIREMENTS
					   


*GCI Defined: See Sec. V, award Guidelines, A., p. 2.
**Teams Defined: See Sec. VIII, rules for teams, p. 4.


IV. RULES 


A.	 REALTOR® members of HRRA may apply for a Circle of Excellencesm Award.
B.	 The award period covers January 1 through December 31 of the award year. Completed applications must 


be received at the Association Office before 5:00 p.m., January 16, 2012.
C.	 Any salesperson transferring to the Hampton Roads REALTORS® Association from any other REALTOR® 


Association may include his/her prior-company earnings for Award purposes, provided that the previous 
Broker certifies and documents the earnings. 


D.	 Gross Commission Income or Units attained individually by one licensee cannot be assigned to another 
licensee for the purpose of meeting the award requirements.


E.	 Rental and Property Management income may be used for a COE award, unless it is being used to obtain a 
Distinguished Property Managers Award.


F.	 Members who qualify for both New Homes and COE awards may apply for and receive both awards as long 
as they are not using the same dollars for both awards.


G.	 Member Principal Brokers with whom a sales associate has PREVIOUSLY been associated during the 
award year, and from whom commission or other qualifying income has been received, MUST provide all 
information covering that period to the Association or the applicant’s current Principal Broker (or designated 
representative) within five (5) days of the request. The “prior broker(s) production data” must be attached 
to the application when submitted.


H.	 In the event a REALTOR® transfers from one REALTOR® firm to another REALTOR® firm, all transactions 
settled during the Awards Period shall be counted. Transactions made while in the employ of, or association 
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2011 Team / Mega Team Awards
Information & Guidelines


							           Adjusted Gross Commission Income* (GCI)


Award Level				    small Team**		large   Team**		  Mega Team**


Platinum				       450,000+			     820,000+			   1,200,000+
Gold					        330,000+			     630,000+			   1,000,000+
Silver					        240,000+			     450,000+			      800,000+
Bronze					       180,000+			     300,000+			      600,000+







In no case shall dollars used for obtaining awards be counted twice.			   COE – Team Guidelines | PAGE 2 of  5


with, a non-REALTOR® firm shall not be included.
I.	 If a transfer occurs during the year or prior to submission of the Award Application, the recipient will make 


the determination as to company affiliation for recognition, and that company will submit the application 
and fee and will be the sponsoring company. No changes will be accepted after submission.


J.	 Qualifying agents are eligible for awards, provided they have satisfied all HRRA membership duties during 
the awards period, as defined by the Association Bylaws.


1.	 Members who were suspended for late payment of dues may regain eligibility for all awards upon 
payment of all outstanding dues and assessments, plus the applicable late fee and an administrative 
processing fee of $250.


2.	 Members who were terminated for non-payment of dues, and subsequently make re-application 
for membership, may regain eligibility for all awards upon payment of all outstanding dues and 
assessments, plus the applicable late fee and an administrative processing fee of $500.


3.	 Agents who did not make timely application for HRRA membership may gain eligibility for all 
awards upon payment of the application fees, dues and assessments, applicable late fees, and an 
administrative processing fee. The administrative processing fee shall be $250 if licensed less than one 
year, $500 if licensed one or two years, or $1,000 if licensed over two years.


K.	 In the event a check is returned by the bank or a credit card charge is declined for the Circle of Excellencesm 
Award application fee, the Broker will be notified and given three business/banking days to submit cash or 
certified funds.  If payment is not made within this time frame, the affected REALTOR(S)® will be ineligible 
to receive a Circle of Excellencesm Award.


L.	 Circle of Excellencesm is a registered service mark of the Hampton Roads REALTORS® Association. The mark 
can only be used by members in good standing who have earned the award, and must be used within the 
guidelines set forth by HRRA. (See Sec. VI, Advertising Guidelines, p. 3.)


M.	 In the event the COE application is submitted late, the following Late Application Policy will apply. (Refer to 
Late Application Circle of Excellencesm Policy Sheet.)


N.	 Broker Owners / Managing Brokers may not count any company dollar towards their own personal COE 
award. 


V.  award GUIDELINES


The following specifics will be used in determining qualifications for the Circle of Excellencesm Award:


A.	 Gross Commission Income (GCI) is defined as gross commission income to the company, i.e. the amount 
going to company or “dollars in the door”, which may be inconsistent with the commission listed on the 
HUD statement.  GCI may only be counted in the year the transaction is closed (per the date on the HUD-I 
closing statement). 


B.	 All commissions an awardee receives through arbitration or court order shall count for awards purposes in 
the year received. Any commission forfeited through a court order or decision by an arbitration panel must 
not be included for award purposes.  


C.	 In the event a cooperative sale or listing or a referral is made between two or more HRRA members, the 
credit for GCI and Units will be in the same proportion as the commission is divided.  Referral fees paid to 
non-HRRA members should not be deducted from the applicant’s GCI.


D.	 The following must be attached to the application or applicant will not be considered: 
1.	 Property Data Form(s) from each REALTOR® firm with whom the applicant was affiliated during the 


awards year, completed in its/their entirety, OR a company-generated computer print-out(s) in a 
format that contains the same data, including a line-item description of all qualifying income and 
deductions and with whom a commission was shared, from every REALTOR® firm with whom the 
applicant was affiliated during the awards year.  (Shared commissions could be co-listings/sales or 
referral fees paid to or received from another HRRA member.)   
(See Adjusted GCI Calculations and Adjusted Units Calculations on the application.)


2.	 Application fee.


Designations recognized by the National Association of REALTORS® may be used and must be on the application 
to be listed in the print recognition. (Refer to the Member Designation Glossary, p. 5.)


VI. ADVERTISING GUIDELINES   


Failure to comply with these advertising guidelines may result in a Board of Directors determination of ineligibility 
in future awards programs. Advertising includes, but is not limited to, business cards, stationary, websites, social 
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media, print ads, etc.


A.	 Only agents who apply and are accepted into the HRRA Awards Program may use such designations in 
conjunction with their business dealings.


B.	 Recipients cannot use award designations prior to that award being presented.
C.	 The proper identification of an agent who has applied and been accepted into the Awards Program is 


“Member, HRRA Circle of Excellencesm.”  Specify years or the term “past” if you have not received the award 
in the current year. Example:  “Member, HRRA Circle of Excellencesm 2002, 2003, 2006” or “Past Member, 
HRRA Circle of Excellencesm”.   If you are a member of the Awards Program in the current year, you do not 
need to list any year(s) following the text, but you may if you so choose.


D.	 An agent who has been a member of the TAR/HRRA Million Dollar Sales Club or TAR Circle of Excellencesm 
for consecutive years may elect to condense the years.  All previous HRRA/ TAR Million Dollar Sales Club and 
Circle of Excellencesm years apply to the Awards Program and should be designated as Circle of Excellencesm 
in your business dealings.  (For example, an agent who has been a member of the HRRA/TAR Million Dollar 
Sales Club or Circle of Excellencesm each of the past twelve years would indicate this status as follows:  
Member, HRRA Circle of Excellencesm 2000 - 2011.


E.	 Agents may elect to use their level in the awards program in advertising text as follows: Gold Member, HRRA 
Circle of Excellencesm.  However, the level indicated in the text must be for the current award year.  TAR/
HRRA Million Dollar Sales Club may not be used as an award level designation.


F.	 Recipients may advertise their numerical ranking, or placement in the top numerical percent. The 
percentage for individuals shall be calculated based on total HRRA membership as of Dec. 31 of the awards 
year.  You may call the HRRA offices for the official number.  (Percentage levels do not apply to team 
awards.) Such advertisement must specifically reference that the ranking in a specific category is within 
Hampton Roads REALTORS® Association Circle of Excellencesm Awards for a specific year.


G.	 Agents who have been awarded longevity awards may elect to indicate this status as follows: 10-Year 
Member, HRRA Circle of Excellencesm.  This text is valid every year until the agent reaches the next highest 
level of longevity awards, even if the agent fails to achieve the Circle of Excellencesm in subsequent years. 
Team members are eligible for a Longevity Award.


H.	 For any company advertising number of award recipients, numbers must be reflective of that specific 
company only. 


I.	 A Small, Large or Mega Team leader or member may advertise and market his/her receipt of a Circle of 
Excellencesm Award, but it must be clearly stated that it was a team award.  As an example, a member of 
any size team who earned a Gold Award could NOT advertise “Circle of Excellencesm Gold Award winner - 
2009”, but must say, “Circle of Excellencesm Gold Team Award winner - 2009”.


VII. RECOGNITION CATEGORIES  


The three awards categories are:


Individual: 	 A HRRA member who works alone, with no assistance from another member in any capacity 
			   at any time during the awards year, except for the occasional referral fee to or from another 
			   HRRA member. 


small Team:	 Two or three licensed HRRA members working together practicing real estate sales and/or 		
			   property management. 


large Team:	 Four or five licensed HRRA members working together practicing real estate sales and/or 		
			   property management.


Mega Team:		 Six or more licensed HRRA members working together practicing real estate sales and/or 		
			   property management.


Note 1: Licensed Assistants who are members of HRRA will be considered team members, no matter what duties 
they perform.  Unlicensed Assistants will not be counted for awards purposes.


Note 2: Married couples or family members who are both/all members of HRRA will generally be regarded as 
teams; however, licensed couples/family members who conduct their business completely separate from each 
other may apply for a waiver from team status, but production records from all related parties must be provided 
with the COE application and the application will automatically be audited. (Please visit CenterForRealEstate.com 
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to download Spouse/Family Member Waiver Request form, or e-mail bgoodwin@hrra.com.)    


VIII. RULES FOR TEAMS


•	 Teams must also “follow the dollar” and deduct any amount, i.e., referral fees, paid to other HRRA members 
outside the team.


•	 If an agent is a member of one or more Teams for more than 90 cumulative days during the award year, he/
she is not eligible for an Individual award.  


•	 If the individual withdraws from team activity with less than 90 days involvement, he/she retains his/her 
Individual Award eligibility, the GCI remains with the individual and cannot be included in the Team GCI.  If 
an individual remains on a Team for more than 90 days, his earned GCI will remain with the Team.  


•	 If an individual agent forms a Team by taking on one or more team members during the course of the 
year and the relationship(s) lasts for more than 90 days, cumulatively, the individual may not apply for an 
award as an Individual, even if he is working alone at the end of the year, but may apply for a Team award.  
Example: Agent A joins with Agent B, forming a Team.  The relationship lasts for 60 days.  Later in the 
year, Agent A brings on Agent C, but, again, only for 60 days, ending in August.  Agent A works alone for 
the remainder of the year.  He/she may not apply for an award as an Individual, because his cumulative 
time on a team exceeded 90 days.  He may, however, apply for a Team award.  Agents B and C may apply 
as Individuals if no other team relationship occurred during the year. 


•	 If two or more individuals join together to form a Team, they can take the Adjusted GCI to date from only 
one agent (usually the Team Leader) but, from that date forward, will combine Adjusted GCI from all team 
members affiliated for 90 days or more for award purposes. 


•	 Any time an individual joins an existing team, any GCI earned prior to his joining is NOT added as part of 
team production.  The individual’s team GCI is credited from the date he joins the team.


•	 There are no Units credited to a Team.
•	 All licensed Team members affiliated with the Team at any time during the award year and for 


whatever period of time who are members of HRRA must be listed on the application, including 
Licensed Assistants and Buyer Agents, whether paid by salary, hourly wages or by shared GCI.


•	 New homes site agents are not considered teams.


IX. AWARD RECIPIENT RANKING


Recipients will be ranked in the following categories:  Platinum, Gold, Silver and Bronze, for both Individual and 
Team awards.  


X. INTERPRETATIONS COMITTEE


A committee of four or five REALTORS® who are well versed in the Circle of Excellencesm rules will be appointed by 
the Board Chairperson to respond to questions and interpret the criteria and guidelines to HRRA’s membership. 


Note: It is not the intent of the Association that COE Awards Rules and Guidelines dictate company policy, 
business decisions, or structure. For any unique situation not covered by the preceding, or for CLARIFICATION on 
any of the information set forth herein (in lieu of individual interpretation), please contact IN WRITING, Circle of 
Excellencesm Criteria Interpretation Committee at the Hampton Roads REALTORS® Association, 638 Independence 
Parkway, Suite 100, Chesapeake, VA 23320 or send e-mail to bgoodwin@hrra.com. (NO PHONE CALLS, PLEASE.)


XI. CERTIFICATION GUIDELINES


Managers and Brokers should certainly be aware of who in their office operate as Individuals, with no “licensed 
assistance” from another HRRA member and which agents employ a team or partnership business model. It is 
the Principal Broker’s or Managing Broker’s responsibility, per the Broker’s Statement on the Awards 
Application, to certify the status of the applicant (Individual or Team Member), to ensure that all 
rules and guidelines are correctly applied and that the Adjusted GCI, the Adjusted Number of Units, 
and the number of team members reported is correct.  (See seperate Team Leader Form, p. 3.)  The HRRA 
Board of Directors reserves the right to sanction any REALTOR® who submits a falsified application (ex. Award 
revocation).  
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Member Designation Glossary


ABR®	 Accredited Buyer Representative


ABRM®	 Accredited Buyer Representative Manager


AHWD	 At Home with Diversity Certification


ALC	 Accredited Land Consultant


CCIM	 Certified Commercial Investment Member®


CDPE	 Certified Distressed Property Expert®


CIPS	 Certified International Property Specialist


CPM®	 Certified Property Manager®


CRE	 Counselor of  Real Estate


CRB	 Certified Real Estate Brokerage Manager


CRS®	 Certified Residential Specialist®


ePRO®	 (Internet Professionals)


GAA	 General Accredited Appraiser


GREEN	 (Environmental real estate)


GRI	 Graduate REALTOR® Institute


RAA	 Residential Accredited Appraiser


RCE	 REALTOR® Association Certified Executive


REPAsm	 Real Estate Professional Assistantsm


RSPS	 Resort & Second-Home Markets Certification


SFR	 Short Sales and Foreclosure Resource


SIOR	 Society of  Industrial and Office REALTORS®


SRES®	 Senior Real Estate Specialist








Attention Team Leaders


PLEASE NOTE THAT IT IS YOUR RESPONSIBILITY TO REVIEW & 
VERIFY THE FOLLOWING INFORMATION PRIOR TO APPLICATION 
SUBMISSION:


•	 Ensure that all your licensed team members are members of HRRA in good standing.  If 


any team member noted on the application is not qualified to receive a COE Award, the 


entire application will be returned to you for resolution and resubmission.


•	 Ensure that each licensed team member, past (at any time during the awards year) 


and present, fills out a COE Team Member Form in its entirety.  All applicable Team 


Member Forms plus Property Data Sheets for each one must be attached to your award 


application.


•	 If any team member would like to purchase a plaque they may do so at cost  (see COE 


Team Member Form). 
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2011 Team Leader Form
Official Application


This form is to be completed by the Team Leader.  Please type or print legibly all required information. 


Check the category that your team is entering.  


SMALL TEAM (2-3 licensed members)	 LARGE TEAM (4-5 licensed members)	 MEGA TEAM (6+ licensed members)


☐ Platinum ($450,000+) 	 ☐ Platinum ($820,000+) 	 	☐ Platinum ($1,200,000+) 
☐ Gold Award ($330,000+)	 ☐ Gold Award ($630,000+)		 ☐ Gold Award ($1,000,000+)
☐ Silver Award ($240,000+)	 ☐ Silver Award ($450,000+)		 ☐ Silver Award ($800,000+)
☐ Bronze Award ($180,000+)	 ☐ Bronze Award ($300,000+)		 ☐ Bronze Award ($600,000+)


Please list your team name as you wish it to appear in advertising:


Team Name: ________________________________________________________________________________


Name of Firm: ______________________________________________________________________________


Please list ALL licensed members of your team during the awards year, even if no longer with your team:  (Please 
duplicate this portion of the sheet, if necessary, to add more Team Member names.) 
	
Full name(s):		 	 	 	 	   Dates of team membership from Team Member Form(s):


_______________________________________ / _________________________________________________ 


_______________________________________ / _________________________________________________


_______________________________________ / _________________________________________________


_______________________________________ / _________________________________________________


_______________________________________ / _________________________________________________


_______________________________________ / _________________________________________________ 


_______________________________________ / _________________________________________________ 


Every team member listed above must submit a Team Member Form.


CALCULATION FOR CIRCLE OF EXCELLENCESM AWARD BY (ADJUSTED) GCI


Total Amount of Gross Commission Income to the company earned 
by Team in the awards year: (Refer to COE Guidelines)                                        = ___________________________  


Less all compensation paid as a referral fee to another HRRA member 
outside the team. (See Team Information & Guidelines, Sec. V, Award Guidelines, 
p. 2 for details.)                   	 	 	 	 	 	 	          = ___________________________


Equals Adjusted Gross Commission Income credited to Team 	 	
for awards purposes:               	 	 	 	 	 	          = ___________________________
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NOTE - The following enclosures MUST be submitted
at the time of application.


1.  CHECK for application fee of:


	 ☐ Team Leader Application Fee: $100	 	  	 	 =        $ __________________________   


	 ☐ Team Member Application Fee: _____  x $50	 	  	 =        $ __________________________   


   I wish to purchase plaques for myself and my team members: (check one) 


   PLEASE TOTAL THE AMOUNT INCLUDING YOUR TEAM MEMBER FORMS
	 	 	 	 	 	
	 ☐ Bronze:    ______ x $20.00 	 	 	 	 	 =        $ __________________________  
	
	 ☐ Silver:      ______ x $25.00	 	   	 	  	 =        $ __________________________
	
	 ☐ Gold:       ______ x $32.00	      	 	 	 	 =        $ __________________________
	
	 ☐ Platinum: ______ x $49.00	 	 	 	  	 =        $ __________________________


	
	 ☐ Paper Certificate: ______ x $5.00	 	 	 	 =        $ __________________________


   Plaques will be available for pickup at HRRA office starting Monday, April 2, 2012.  If you choose to have 	 	
   your plaque(s) mailed to your office, check box below.  


	 ☐  I wish to have my plaque(s) sent to my office 
             (add $10 for delivery and handling)	 	 	 	 =	 $__________________________
	 	
	 	 	 	 	 	 	 	          	Total:	 $__________________________


2.  Property Data Forms, or a company-generated computer printout in a format that contains the same 
     data, including a line-item description of all qualifying income and deductions and with whom a commission 
     was shared (usually in-house; this does not apply to co-broke agents), presented in a logical manner.  
     (See Team Information & Guidelines, Sec. V, Award Guidelines, p. 2 for details.)


3.  Photos: To ensure the most recent/accurate photos are used, award applicants must label or provide 	 	
	 information with name, company name and award for which applicant is applying. Submit photos in one of 	
	 two ways: (check box that applies): 
	 ☐ Digital photo:  If sending electronically, e-mail the digital photo directly to: BGoodwin@hrra.com.
	      The e-mail must include the name, company name and award for which applicant is applying.
	 ☐ Hard copy photo or digital copy on disk:  Submit to HRRA with application.  Photo must be labeled.  	 	
	      Photos submitted without required labeling will not be accepted.


4.  SPOUSE/FAMILY MEMBER WAIVERS:  If you are related to another HRRA Member(s) who is not a part of 
     your team, you must attach a Spouse/Family Member Waiver for each relative and a copy of each one’s 
     Property Data Form or acceptable facsimile. 


5.  NOMINATED AWARDS: Would you like to nominate someone for:
	 ☐ REALTOR® Salesperson of the Year (Attach separate nomination form.)
	 ☐ Distinguished Property Manager of the Year (Attach separate nomination form.)
	 ☐ New Homes Rookie of the Year (Attach separate nomination form.)
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BROKER’S certification
I hereby attest, to the best of my knowledge, that these team applicants:


☐ Are eligible to receive the Circle of Excellencesm Award for the award year in the “Team” category.
☐ Are members in good standing and have met all criteria. 
☐ I further attest that the information on the application for the Circle of Excellencesm Award and its 
     attachments, including the calculations for the Adjusted GCI above and the applicant’s status as a Small, 
     Large or Mega Team, based on cumulative Team Membership are correct, following the guidelines set forth in 
     the COE Awards Clarification.  
☐ In submitting this application, I agree that, should the REALTORS® Association desire further substantiation for 
     this award, such will be promptly provided in as much detail as requested.


Principal or Managing Broker’s Signature: ____________________________________   Date:_______________


Office Phone: _________________________________ Cell Phone: ____________________________________


TEAM LEADER INFORMATION


Name:   _____________________________________________________________________________________ 
	 	 First	 	 	 Middle	             		 	 Last   	 	 List your preference of all Designations held
	 	 	 	 	 	 	 	 	 	 	     (Refer to Designations Glossary)


__________________________________________________________________________________________
	 Cell Phone	 	 	 Office Phone      	 	 	 E-mail Address


REAL ESTATE LICENSE NUMBER: _______________________________________________________________


☐ I am a first time COE recipient.	   
 	
☐ I am related to another HRRA member who is not on my team and have attached a Spouse/Family Waiver 
     form for each relative plus a copy of each one’s Property Data Form or acceptable facsimile.


Check the applicable box if you are also applying for:


☐ Longevity Award (Attach separate application form.)	       ☐ Outstanding Rookie Award (Attach separate application form.)    


Team Leader’s Certification:


☐ I, the undersigned REALTOR®, in applying for a Hampton Roads REALTORS® Association Circle of Excellencesm 
     Team Award, hereby authorize the processing of information contained on the application for said award.
☐ I attest that all information, including the calculations for the Adjusted GCI, is complete and accurate.
☐ I attest that all Team Members were/are in good standing with the Hampton Roads REALTORS® Association for 
     the awards year and in the current year.


Team Leader’s Signature: ____________________________________________    Date: __________________


Return Completed Application to:  


HRRA COE,  c/o Brooke Goodwin, 638 Independence Parkway, Suite 100, Chesapeake, VA 23320
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2011 Team Member Form
Official Application


Every Team Member/Licensed Assistant listed on Team Leader Application, p. 1, must complete this Team 
Member Form and submit to Team Leader. Duplicate this form as necessary for each Team Member.


TEAM membER INFORMATION


Name:   _____________________________________________________________________________________ 
		  First			   Middle	             			  Last   		  List your preference of all Designations held
											               (Refer to Designations Glossary)


REAL ESTATE LICENSE NUMBER: ________________________________________________________________


__________________________________________________________________________________________
	 Cell Phone	 	 	 Office Phone      	 	 	 Email Address


Dates applicant was affiliated with this team: from _______________________ to_____________________


Other teams with which applicant was affiliated during the awards year and dates of affiliation: 


__________________________________________________________________________________________


☐ I am a first time COE recipient.	   
 	
☐ I am related to another HRRA member not on my team and have attached a Spouse/Family Waiver form for 
     each relative and a copy of each one’s Property Data Form or acceptable facsimile.


Check the applicable box if you are also applying for:


☐ Longevity Award (Attach separate application form.)	         ☐ Outstanding Rookie Award (Attach separate application form.)    


team member feeS


☐ Application fee of $50 for Team Circle of Excellencesm Award 		 =        $ __________________
    (does not include plaque)


I wish to purchase a team plaque for: (check one) (Optional) 


☐  Paper Certificate at $5.00 	 ☐  Bronze Awardees at $20.00 	 ☐  Silver Awardees at $25.00
☐  Gold Awardees at $32.00 	 ☐  Platinum Awardees at $49.00       	 =        $ __________________


							         	 Grand TOTAL 	=        $___________________


team member certification


☐ I attest that all information listed above, including the dates I was associated with this team and any 
     other team(s) with which I was affiliated during the awards year, is complete and accurate. 
☐ I attest that I was/am in good standing with the Hampton Roads REALTORS® Association during the awards 
     year and in the current year.


Team Member’s Signature ____________________________________________________________________
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REALTOR®: ____________________________________________________________________________________________________
                       (Name as it should appear on award and in publications.  Include all REALTOR® designations.)


LICENSE NUMBER: _____________________________________________________________________________________________


FIRM: _________________________________________________________________________________________________________


LONGEVITY AWARDS:  REALTORS® who have been awarded Circle of  Excellencesm, New Homes and/or 
Million Dollar Sales Club awards for 10, 15, 20, 25, 30 or 35 consecutive or nonconsecutive years as a member of  HRRA or its predecessors, are 
current members of  the Hampton Roads REALTORS® Association in good standing and meet all requirements for receiving the COE award 
for the year 2011.  (Awards may be received only once in a lifetime.)


APPLICATION FEE:  $100.00  (Payment must be received with application by 5:00 p.m., Monday, January 16, 2012.)


Plaques will be available for pickup at HRRA office starting Monday, April 2, 2012.  If  you choose to have your plaque mailed to your office, 
check box below.  If  your company sends a runner to pick up your plaque, delivery charges will not apply.


☐ I wish to have plaque sent to my office (add $10 for delivery and handling)
      	
CHECK THE APPROPRIATE BOX:
☐  10 Year Award:  For 10 consecutive or nonconsecutive years *	 ☐  25 Year Award:  For 25 consecutive or nonconsecutive years
☐  15 Year Award:  For 15 consecutive or nonconsecutive years		  ☐  30 Year Award:  For 30 consecutive or nonconsecutive years
☐  20 Year Award:  For 20 consecutive or nonconsecutive years


* List prior award years on this page (for 10 Year Award only).


1.  ___________                2.  ___________		  3.  ___________                4.  ___________		  5.  ____________                
6.  ___________                7.  ___________		  8.  ___________		  9.  ___________                10.  ___________             	


BROKER’S STATEMENT
I attest that, to the best of  my knowledge, the information provided above is true and accurate.


Principal/Managing Broker’s Signature: _____________________________________________________________


RECIPIENT’S DISCLAIMER
I, the undersigned REALTOR®, having applied for the Hampton Roads REALTORS® Circle of  Excellencesm Longevity Award, hereby 
authorize the processing of  information contained in my application for qualification in the Awards Program.  I understand that this 
information will not be used singularly, but only in the aggregate, and then only by the Circle of  Excellencesm Committee to determine which 
Award, if  any, for which I am qualified and shall receive.  I attest that all information provided in this application is complete and accurate, and 
that I am qualified in every respect to receive the Award indicated above.  Documentation will be provided upon request.


Recipient’s Signature: _____________________________________________________________________


_______________________________________________________________________________________________________________                      
Cell Phone                                  		  Office Number                               		  Email Address


LONGEVITY AWARD 
Circle of Excellencesm Application
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		REALTOR: 

		LICENSE NUMBER: 

		FIRM: 

		I wish to have plaque sent to my office add $10 for delivery and handling: Off

		10 Year Award:  For 10 consecutive or nonconsecutive years: Off

		15 Year Award:  For 15 consecutive or nonconsecutive years: Off

		20 Year Award:  For 20 consecutive or nonconsecutive years: Off

		25 Year Award:  For 25 consecutive or nonconsecutive years: Off

		30 Year Award:  For 30 consecutive or nonconsecutive years: Off

		1: 

		2: 

		3: 

		4: 

		5: 

		6: 

		7: 

		8: 

		9: 

		10: 

		Recipient’s Signature 2: 

		Recipient’s Signature 3: 

		Recipient’s Signature 4: 








1.	 Applicant must hold an active primary HRRA membership in good standing.
2.	 No person may receive the Outstanding Rookie Award more than once.
3.	 An applicant may not have been previously licensed in Virginia or any other state.
4.	 An applicant must qualify for and receive a HRRA Circle of  Excellencesm award.
5.	 A recipient must meet the criteria for the minimum of  a Bronze Award during his/her first twelve (12) months from date of  licensure in any state, 


based on the COE criteria in effect at date of  licensure.
6.	 Receipt of  the Outstanding Rookie Award must be no later than the awards issuance immediately following the end of  the first twelve (12) months of  


licensure.
7.	 A copy of  the applicant’s license(s) must accompany the award application.
8.	 All requirements and guidelines for the Circle of  Excellencesm Award Applications must also be met.
9.	 The appropriate fee must accompany the application.
10.	 The application and Property Data Form encompassing the first 12 months of  licensure must be submitted to the Awards Committee before 5:00 p.m., 


Monday, January 16, 2012, c/o HRRA 638 Independence Parkway, Suite 100, Chesapeake, VA 23320


Period covered for this award must be no later than the deadline for COE award application that follows the end of  the first twelve (12) months of  licensure.


Application fee:  $50  (Payment must be received with application.)


Plaques will be available for pickup at HRRA office starting April 2, 2012.  If  you choose to have your plaque mailed to your office, check box below.  If  your 
company sends a runner to pick up your plaque, delivery charges will not apply.


☐ I wish to have plaque sent to my office (add $10 for delivery and handling)


REALTOR®: ________________________________________________________________________________
                           (Name as it should appear on award and in publications.  Include all REALTOR® designations.)


LICENSE NUMBER: _____________________________________ (Copy of  License must be attached.)


Date of Licensure:  __________________________________  NAME OF FIRM: ____________________________________________________


Total Amount of  Adjusted Gross Income* to the company earned by applicant in the 12 months following licensure: ____________________ 


Total Number of  Adjusted Units* closed in the 12 months following licensure: _____________________ (*See Awards Clarification for details.)


RECIPIENT’S DISCLAIMER
I, the undersigned REALTOR®, having applied for the Hampton Roads REALTORS® Association Circle of  Excellencesm Outstanding Rookie Award, hereby 
authorize the processing of  the information contained on this application for said award.  I attest that all information is complete and accurate, and, upon 
request, will provide verification of  the data. 


Recipient’s Signature:   __________________________________________________________________________


_______________________________________________________________________________________________________________                      
Cell Phone                                  		  Office Number                               		  Email Address


Broker’s Statement
I hereby attest that, to the best of  my knowledge the information contained in this application is correct, and that this applicant is eligible to receive the Circle 
of  Excellencesm Outstanding Rookie Award for 2011, based on the guidelines set forth in the COE Awards Clarification and Detailed Units Clarification.  In 
submitting the application, I apree that should the REALTORS® Association desire further substantiation for this award, such will be promptly provided in as 
much detail as requested.                                   


Principal or Managing Broker’s Signature: _______________________________________________________________


OUTSTANDING ROOKIE
AWARD Circle of Excellencesm Application
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		I wish to have plaque sent to my office add $10 for delivery and handling: Off

		REALTOR: 

		lICEnSE nUMBER: 

		DATE OF lICEnSURE: 

		nAME OF FIRM: 

		Total Amount of Adjusted Gross Income* to the company earned by applicant in the 12 months following licensure: 

		Total number of Adjusted Units* closed in the 12 months following licensure: 

		Recipient’s Signature 2: 

		Recipient’s Signature 3: 

		Recipient’s Signature 4: 








1.	 Both nominee and person making the nomination must hold active primary memberships in the Hampton Roads REALTORS® 
Association. 


2.	 Nominee must have been affiliated with a firm in good standing with the Association in a full time capacity for a period of  at least two 
years and hold an ACTIVE associate broker or salesperson license. Full time is defined as a licensee occupied in real estate sales as the 
only job the licensee holds.


3.	 Nominee must qualify and apply to receive a HRRA Circle of  Excellencesm  award for the Awards period covered by the nomination.               
4.	 The award winner will be recognized following his/her being selected as the recipient for the awards period.


The nomination must be submitted to the Awards Committee, c/o Hampton Roads REALTORS® Association, 638 Independence Parkway, 
Suite 100, Chesapeake, VA 23320, no later than 5 p.m., Monday, January 16, 2012 in order to be considered for an award.  


NAME OF NOMINEE: _____________________________________________________________


FIRM NAME: _____________________________________________________________________


Date Nominee Licensed* (approx): _______________________


Submissions are limited to a maximum of  four pages, double-spaced, one side only.  Nominations exceeding this length will not be 
considered.  Please use a narrative format, addressing any or all of  the following areas.


1.	 Strong character and integrity.
2.	 Professional knowledge, including whether or not the nominee has attended either the VAR Professional Standards Seminar, VAR’s 


Professional Standards Procedures Seminar, or Code of  Ethics refresher training during the 2-year period preceding nomination; and, 
what the nominee has done to improve his/her knowledge of  the real estate profession i.e., courses of  instruction completed, seminars 
attended, professional designations earned.


3.	 Sufficient sales and leasing activity to properly test and prove the above standards.
4.	 Must be a current year recipient of  the Circle of  Excellencesm and a minimum of  five (5) non-sequential years of  COE awards.
5.	 Strong participation in HRRA activities during year of  eligibility and prior to year of  eligibility.
6.	 Noteworthy civic accomplishments during year of  eligibility and prior to year of  eligibility.
7.	 REALTOR® must be a member in good standing.  REALTORS® who were suspended or terminated during the award year or who 


have outstanding or past due charges, fees, or assessments with the Association at time of  application do not meet the “good standing” 
requirement.


Additional information for consideration*:
1.	 Number of  personal listings sold and closed during the awards year: Resales _________________    Site Sales ___________________    
2.	 Number of  closed sales (buyer’s side) during the awards year: _________________
3.	 Number of  Property Management Agreements obtained during the awards year: ______________
4.	 Number of  Lease Agreements facilitated during the awards year: _______________
5.	 Adjusted GCI during the Awards year: ___________________________________


*Obtain information from nominee’s Managing Broker.


Provide information on family and personal data, if  possible. ATTACH A PROFESSIONAL PHOTO. (No Polaroids will be accepted.)


Nominated by: (please print) ______________________________________________________      Phone: __________________________


Signature: __________________________________________________________________       Date: ___________________________


Managing Broker of  nominee:  (please print) __________________________________________      Phone __________________________


REALTOR® Salesperson 
of the Year AWARD
Circle of Excellencesm Application
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		NAME OF NOMINEE: 

		FIRM NAME: 

		Date Nominee Licensed* approx: 

		Number of personal listings sold and closed during the awards year: Resales: 

		Site Sales: 

		Number of closed sales buyer’s side during the awards year: 

		Number of Property Management Agreements obtained during the awards year: 

		Number of Lease Agreements facilitated during the awards year: 

		Adjusted GCI during the Awards year: 

		Nominated by: please print: 

		Phone: 

		Date: 

		Managing Broker of nominee:  please print: 

		Phone_2: 





