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Committee Policies & Procedures (in alphabetical order) 
 

1. AFFILIATES COMMITTEE 
 

AUTHORITY 
Authorized by PFAR Bylaws. 
Spending authority is not applicable. 

PURPOSE 
To make recommendations to the Board of Directors regarding the enhancement of Association caravans and 
support Association fundraisers, projects, and social events. 
To provide opportunities for Affiliate Members' interaction and promotion to Realtor® members of the Association. 

 
QUORUM 
A majority of committee members, unless otherwise stated in the Policies and Procedures Manual. (Robert’s Rules 
of Orders states that a quorum only needs to be established at the beginning of a meeting). 

 
MEMBERSHIP AND TERM 
Committee Chair and at least five (5) Affiliate volunteers, with a maximum allowance of eleven (11) members, 
including the Chair. 
The President shall consult with the Committee Chair in selecting Committee members. 
All committee members must be Association Affiliates in good standing. Only one Affiliate member from each 
company may serve on the committee. 
The members of the PFAR Affiliate Committee are appointed by the President, to a one (1) year 
term that the Board of Directors must ratify. Terms shall begin on January 1st and shall expire 
on December 31st. 

The President shall have the authority to remove a committee member, subject to confirmation 
by the Board of Directors. Vacancies shall be filled as provided for original appointees. 

 
POLICIES AND PROCEDURES 
The committee meets at least quarterly or as needed. 
Meetings are open for all Affiliate members to attend and observe as non-voting members. 
Meetings are held at the Association office unless otherwise announced to the members of the Association. 
Agendas will be sent to Committee members at least three (3) days before the meeting. Meetings will be 
announced to members of the Association three (3) days before the meeting. 
The CEO will appoint a staff member to serve as committee liaison. 

 
ATTENDANCE 
Any committee member who misses two (2) committee meetings without an excuse acceptable 
to the President and Chair of the committee shall be deemed to have resigned from the 
committee, subject to the Board of Directors' approval. The vacancy shall be filled as provided 
for original appointees. 

GUEST POLICY 

https://pfar.org/guest-policy-meetings-and-events/


2. ALL COMMITTEES (GENERAL CHARTER) 
AUTHORITY 
Authorized as per Bylaws and NAR policies. 
All Committees shall operate under Robert’s Rules of Order. 
Committees get authority from the governing documents and their assignments from the Board of Directors. 

 
PURPOSE 
Committees supplement the work of the Board of Directors. They provide knowledge, time, and resources that the 
Board and staff may not have. 

 
MEMBERSHIP AND TERM 
Any primary REALTOR® members in good standing of PFAR, subject to the training required, as applicable. 
Members of Standing Committees for the following year are appointed by the President-Elect and confirmed by the 
Board of Directors, except as stated in the Policies and Procedures Manual. PFAR Bylaws state that specific 
committees are open only to REALTOR® members. 

 
Members of Task Forces shall be appointed by the President from among REALTOR® and Affiliate members in 
good standing and approved by the Board of Directors. 

 
The President shall be an ex-officio non-voting member of all Committees, apart from Grievance and Professional 
Standards Committees, and receive notice of their meetings. 

 
If a vacancy occurs, the President shall make the appointment, subject to confirmation by the Board of Directors. 
The President shall have the power to remove any committee member, subject to confirmation by the Board of 
Directors. 

 
10.4 TYPES OF COMMITTEES 

 
Standing Committees are named in the Bylaws. They are assumed to function continuously. 
PFAR’s Primary Standing Committees are: (Bylaws Article XII) 
A. Affiliate Committee 
B. Budget & Finance 
C. Bylaws 
D. Community & Political Outreach (Local Government Relations and Local Candidate Recommendation 
Committee (CRC) - Trustees) 
E. Executive 
F. Grievance 
G. MLS 
H. Professional Development (education) 
I. Professional Standards 

 
Additional Standing Committees may be re-formed annually by the President. 

 
J. Awards & Recognition Committee 
K. Election Committee (3) three REALTORS® (per Bylaws Article X section 6) 
L. Nominating Committee (Immediate Past President, President, President-Elect and (4) four REALTORS®. 

(per Bylaws Article X Section 6) 
M. PFAR in Action (may have a separate committee for each event) 

 
All members are welcome to serve on volunteer committees. Members volunteer for service, and their assignment 
is based on the committee's needs to accomplish its objectives and activities. In some cases, this may include 
work experience, special knowledge, or past committee service. 

 
TASK FORCES AND SUB-COMMITTEES 
Task Force members are appointed by the president from among REALTOR® and Affiliate members in good 
standing and approved by the Board of Directors. Appointments are based on their interest, knowledge of a 
specific project, and past work and experience. Task Forces are appointed for specific purposes and disband when 
the work is done. 

 
The President shall be an ex officio non-voting member of all Committees, Subcommittees, and Task Forces and 
shall receive notice of their meetings. 



If a vacancy occurs on a Task Force, the President shall make the appointment, subject to confirmation by the 
Board of Directors. 

 
The President, in consultation with the Chair, shall determine the number of members of their committee. 

 
The Committee Chair may form a sub-committee, and members are not subject to appointment by the President. 

 
The President shall have the power to remove any committee member subject to confirmation by the Board of 
Directors. 

 
COMMITTEE SERVICE 

Committee and task force members are expected to attend meetings and participate in assignments. 
 

10.7 COMMITTEE APPOINTMENTS 
The best-qualified members for each committee appointment, including chairs and co-chairs, are selected by: 

 
• Discussion appointments with present committee chairs and staff liaisons 
• Review of committee participation applications from members 
• Suggestions for committee appointments from officers, members of the Executive Committee, and member firms 
• Referring to committee service record 
• Selecting chairs and co-chairs from committee members who have been active and demonstrated interest 

 
Obtain the acceptance of the committee chair and co-chair before the appointment. 
• When selecting chairs, co-chairs, and vice-chairs, consideration shall be given to committee members who have 
been active and demonstrated interest 
• Contact members considered for an appointment in person to discuss availability 
• Explain the appointment's duties and responsibilities and indicate the required time expenditure 
• Determine the willingness of members to serve if appointed 

 
Other considerations in committee appointments: 
• Endeavor to have proper distribution on firm affiliation and membership demographics 
• Provide proper geographic and demographic distributions 
• Identify the talents your committee needs and seek members with those talents 

 
QUORUM 
The majority of Committee members unless otherwise stated in the Policies and Procedures Manual. (Robert’s 
Rules of Orders says that a quorum only needs to be established at the beginning of a meeting). 

 
 

POLICIES AND PROCEDURES 
GENERAL OPERATIONAL POLICIES AND PROCEDURES 
A. The chairperson for the following year shall be selected by the President-Elect, except as otherwise provided in 
the Bylaws or Policies and Procedures Manual and confirmed by the Board of Directors. If a vacancy occurs during 
the year, the president shall make the appointment and approve it by the Board of Directors. 
B. Calls to PFAR legal counsel and CPA must be channeled through the President and the CEO. 



C. No Committee may contractually, financially, or otherwise bind or obligate PFAR or its membership without the 
written approval of the Board of Directors. 
D. All correspondence, contracts, and advertisements must be directed to the PFAR business office address and 
the CEO's attention. 
E. All correspondence and press releases shall be approved by the President and the CEO and processed through 
office staff. 
F. PFAR stationery shall not be used without the express written permission of the CEO. 
G. Committee Chairs and Vice Chairs shall attend an orientation regarding duties and responsibilities provided by 
PFAR. 
H. Committee Chairs, Vice Chairs, members, guests, and participants shall sign PFAR’s Confidentiality 
Agreement, Anti-Trust Agreement, and Conflict of Interest Code. 
I. A staff liaison is assigned to serve as a resource and promote progress. Liaisons do not replace the Committee 
Chair. Staff Liaisons keep open communications between the board and the committee and serve as advocates. 

J. Minutes shall be maintained for all Committee and Task Force meetings. If timing permits a draft shall be sent to the 
Committee Chair for review before being sent to the Board of Directors for ratification. Committee minutes help keep 
the board and staff informed of the committee’s progress and needs. 
K. Staff Liaison shall serve as “secretary” to prepare the minutes. The liaison should submit typed minutes to the 
Committee Chair no later than ten (10) days after the meeting. 
L. The Chair should edit the minutes and send a final version to the staff liaison. 
M. Staff shall maintain a permanent record of all committee minutes in a shared drive of minutes that is accessible 
by staff. 
N. The Chair shall consult with the staff liaison in preparing reports or proposals for the Board of Directors. 
O. Committee authority is limited to making a motion or recommendation for consideration and ratification by the 
Board of Directors. Staff liaisons will reproduce the minutes and e-mail copies to the Board of Directors prior to the 
next scheduled Board of Director’s meeting for ratification at the meeting. 
P. Understand the policies and procedures that relate to the work of committees. 
Q. Seek help on interpretations or questions. 

 
MEETING CALL AND NOTICE 

A. May be called by the Chair, President, or Vice/Co-Chair if applicable. 
B. It shall be scheduled through the PFAR office and held via Zoom, or in a PFAR facility during regular PFAR 
office hours unless extenuating circumstances require a different location. 
C. PFAR staff will email the meeting notice at least one week before. 

 
MEETING ATTENDANCE 
A. Failure by a Committee member to attend 75% of regular or special meetings of their Committee during the 
calendar year without an acceptable excuse acceptable to the President and Chair of the Committee shall be 
deemed to have resigned from the Committee. 
B. Plan to attend all meetings of your committee. If you cannot attend, advise the chair before the meeting. 
C. Complete assignments on a timely basis. Be accountable for your commitments. 

 
COMMITTEE CHAIR DUTIES 

 
Organizational Meeting of the Committee 
A. Conduct an organizational meeting as soon as possible. 
B. Meet with the staff liaison before the organizational meeting and determine how the committee will be 
organized. 
C. Ask the President/President-Elect about the current year's charges and performance expectations for your 
committee. 

 
Committee Meetings 
A. Arrange dates and locations with the staff liaisons. Try to schedule meetings when the liaisons can attend. It is 

recommended that meetings be scheduled for the entire year – in advance. 
B. Meeting notices are sent to committee members. Do not change a meeting date, time, or location without advising 

everyone and ensuring the change is OK. 
C. Prepare an agenda and distribute it to committee members before the meeting. 
D. Maintain attendance records for all meetings. 

 
Committee Charges 
A. Establish how the year’s work should be accomplished (within PFAR guidelines), including the appointment of 
sub-committees, the timing of meetings, expectations, metrics, deadlines, etc. 
B. Communicate the assignments of all committee members and ensure they understand. 
C. Coordinate and cooperate with any related committees; don’t work in a silo. 
D. Submit interim, year-end, and other reports to PFAR via the staff liaison. 
E. Monitor and evaluate the performance of committee members (do they attend, follow through, etc.) 
.



Committee Budget 
A. If funds are needed, prepare a detailed budget request for consideration. Budget requests should be submitted 
to the PFAR CEO for action and approval by the Budget & Finance Committee/Board of Directors. Budget should 
be finalized no later than September the year prior to budgeting requests. 
B. If the committee plans to generate funds through their efforts, this should be facilitated with PFAR. 

 
Minutes 
A. A staff liaison shall serve as ‘secretary’ to prepare the minutes. The liaison should submit typed minutes to the 
committee Chair no later than ten (10) days after the meeting. 
B. The Chair should edit the minutes and send a final version to the staff liaison. 
C. Staff liaisons will reproduce the minutes and email copies to the Board of Directors for ratification. The 
association office maintains a permanent record of all committee minutes. 
D. Consult with staff liaisons to prepare reports or proposals for review by the Budget & Finance and Board of 
Directors. 

 
RESPONSIBILITIES OF COMMITTEE MEMBERS 

 
Committee Charge 
A. Be familiar with the objective and activities of the Committee. 
B. Be familiar with the general responsibilities of Committees. 

 
Committee Meetings 
A. Plan to attend all meetings of your committee. If you cannot attend, advise the chair and staff before the 
meeting. 
B. Complete assignments on a timely basis. Be accountable for your commitments. 

 
Policies and Procedures 
A. Understand the policies and procedures related to the Committees' work. 
B. Seek help on interpretations or questions. 

 
Correspondence/Communications 
A. Abide by the policy on public statements, especially regarding official communications and speaking for PFAR. 
B. The Committee does not have the authority to use PFAR letterhead without explicit approval. 

 
REPORTING 
All Committee and Task Force minutes and recommendations shall be forwarded to the CEO for presentation to 
the Board of Directors for ratification and possible action. 



FISCAL RESPONSIBILITY 
A. Budget proposals for the following year should be submitted to the Finance Committee as soon as possible, 
before the end of the third quarter. 
B. Requests for all non-budgeted expenditures must be submitted to the Budget & Finance Committee through the 
CEO and approved by the Board of Directors. 
C. Approved budgeted requests will be presented to staff for processing. 

 
GENERAL OPERATIONAL RULES AND PROCEDURES 
A. Chair for the following year shall be selected by the President-Elect, except as otherwise provided in the Bylaws 
or Policies and Procedures Manual and confirmed by the Board of Directors. If a vacancy occurs during the year, 
the President shall make the appointment, and the Board of Directors will confirm the appointment. Affiliate 
Committees Chairs are also appointed by the President. 
B. Calls to the Association's Legal Counsel and CPA must be channeled through the President and the CEO. 
C. No Committee may contractually, financially, or otherwise bind or obligate PFAR or its membership without the 
written approval of the Board of Directors. 
D. All correspondence, contracts, and advertisements must be directed to PFAR business office address for the 
attention of the CEO. 
E. All correspondence and press releases shall be approved by the President and the CEO and processed through 
office staff. 
F. Association stationery shall not be used without the express written permission of the CEO. 
G. If provided by PFAR, Committee Chairs, and Vice Chairs shall attend an orientation regarding legal duties 
provided by PFAR. 
H. Committee Chairpersons shall abide by and may receive a copy of the following: 

1. A.O.R. Bylaws  
2. Policies and Procedures Manual. 

 
MEETING CALL AND NOTICE 
A. May be called by the Chair, any two Committee members, or the President. 
B. It shall be scheduled through the PFAR office and held in an Association facility during normal Association office 
hours. 
C. Association staff must email the meeting notice, information, etc., at least one week before the meeting. 

 
MEETING ATTENDANCE 
A. Any Committee member who fails to attend seventy-five percent (75%) of the regular or special meetings of the 
Committee without an excuse acceptable to the President and Chair of the Committee shall be deemed to have 
resigned from the Committee, subject to the Board of Directors' approval. The vacancy shall be filled as provided 
for original appointees. 
B. Staff shall maintain a minutes notebook filed with the CEO. 

 
REPORTING 
All Committee recommendations must be forwarded to the CEO for presentation to the Board of Directors for 
possible action. 

 
Legislative issues of a time-sensitive nature may be brought forward by PFAR staff member(s) to the Executive 
Committee if they are specifically addressed in C.A.R.’s State Legislative Issues Report for that year. Once 
approved by the Executive Committee, action can be taken. 

 
FISCAL RESPONSIBILITY 
A. Budget proposals should be submitted to the Budget & Finance Committee to be finalized by September for the 
following year. 
B. Requests for all non-budgeted expenditures must be submitted to the Budget and Finance Committee through 
the CEO and approved by the Board of Directors. 



C. Approved budgeted requests will be presented to staff for processing 
 

2. AWARDS & RECOGNITION SELECTION COMMITTEE 
AUTHORITY 
Authorized by PFAR Bylaws. 
Spending authority N/A 

 
PURPOSE 
The purpose of the Awards Selection Task Force is to review nominations and select awardees for the annual 
“of the Year Awards,” including REALTOR® of the Year, Affiliate of the Year, Lifetime Achievement Award, 
Humanitarian of the Year, Lifetime Affiliate of the Year, Distinguished Service Award, and, when applicable, special 
recognition deemed appropriate by the Committee as recommended by the Board of Directors. 

 
QUORUM 
A majority of committee members, unless otherwise stated in the Policies and Procedures Manual (Robert’s Rules 
of Orders states that a quorum must only be established at the beginning of a meeting). 

 
MEMBERSHIP AND TERM 
The “of the Year” Awards Section Committee is Chaired by the immediate past year winner of REALTOR® of the 
Year Award. If the most current REALTOR® recipient is unavailable, the next most current REALTOR® of the Year 
recipient shall chair the meeting. 

 
Only those who are past award winners and who are current members of PFAR with fully-paid Annual membership 
dues may be included in the meeting and selection process. The committee shall include at least one (1) 
REALTOR® of the Year and one (1) Affiliate of the Year. 

 
The President shall have the authority to remove any member from a committee or task force subject to 
confirmation by the Board of Directors. 

 
Committee members are appointed to one (1) year terms that must be ratified by the Board of Directors. Terms 
begin two (2) months before the presentation date and expire on December 31st. 

 
As authorized by PFAR Bylaws, the President shall have the authority to remove any member from a committee, 
subject to confirmation by the Board of Directors. 

 
POLICIES AND PROCEDURES 
The Awards & Recognition Committee meets annually. 
Award recipients must have demonstrated the highest level of professional excellence while providing exemplary 
service to the real estate community. 

 
Selection Criteria – REALTOR of The Year 
• PFAR Association REALTOR® membership for a minimum of three (3) years Business success (e.g., recognized 
good business conduct, service to clients, accomplishments, growth, imaginative and creative nature of service) 
• Cooperation with other members (e.g., participation in the Multiple Listing Service) 
• Advanced real estate education and designations (e.g., GRI, CRS, CRB, CCIM, etc.) 
• Organized real estate activities and advancement (e.g., loyalty and devotion to the success of the REALTOR® 
profession by attending meetings and serving on committees and Board of Directors at the local, state, and 
national levels and a significant contribution to the Board of State and National Associations) 
• Local civic and political activities (e.g., participation in service clubs, charitable activities, elective or appointive 
civic service, religious and fraternal groups) 

 
Selection Criteria – Affiliate of The Year 
• PFAR Association Affiliate membership for a minimum of three (3) years 
• Participation in organizational activities and involvement with PFAR (e.g., including committee work, Association 
activities, events, and education) 



• Community service (e.g., including civic activities, service clubs, and other related activities that help to promote 
the REALTOR® image) 
• Business proficiency 
• Other exemplary conduct 

 
Exclusions 
• Ineligible candidates include past PFAR Affiliate of the Year award recipients within the past 10 years 

 
Selection Criteria – Humanitarian of the Year 
• PFAR Association active membership for at least three (3) years 
• Must be in good standing with C.A.R., NAR, and PFAR 
• Volunteer service is non-PFAR related and solely within the community (Pasadena and surrounding area 
organizations) 
• Community service (e.g., including civic activities, service clubs/organizations, and other related activities and 
partnerships that help to promote a positive REALTOR® image) 
• Nominees should have at least volunteered for a 501(c)(3) nonprofit organization. Activities do not have to be 
directly involved with real estate issues and must be outside of PFAR. International work is also applicable 
• Exemplary conduct that showcases commitment to building a brighter future within the community 
• The time volunteered must include the year of nomination 
• The nominee should have proof of participating in said activities and testimonials from people there upon request 

 
Exclusions 
Ineligible candidates include non-active PFAR Members. Applicants must be an active REALTOR® or Affiliate 
within Pasadena and surrounding areas. 

 
Selection Criteria – Lifetime Achievement 
Selection based on success spanning a minimum of twenty (20) years. Criteria include: Association membership, 
community involvement, civic and political service, and other meritorious advancements in their field. 

 
Selection Criteria – Distinguished Service Award 
An award is presented periodically to recognize distinguished professional achievement with the local, state, and 
national associations. The recipient is an active REALTOR® and maintains a current PFAR Association, C.A.R., 
and NAR membership. Additional criteria include long-standing involvement in the community and serving as an 
exceptional role model as a REALTOR® and community leader. 

 
All nominees (REALTOR® and Affiliate) must actively engage in the business full-time. 

Criteria for selection are predicated upon the nominees’ activity for the current year. 

If a member of the task force is nominated, they must excuse themselves from the decision-making process for 
that specific award and cannot vote. 

 
All members of the Awards Selection Task Force are permitted to engage in discussion on both REALTOR® of the 
Year and Affiliate of the Year awards. However, voting for REALTOR® of the Year is only allowed by former 
REALTOR® of the Year recipients who are present. Voting for the Affiliate of the Year is only permitted by the 
former Affiliate of the Year Awardees present at the meeting. 

 
Proxy votes are not permitted. Only those eligible to vote and physically present at the meeting are allowed to vote. 

Voting may be conducted by voice vote to affirm there is a verbal agreement on one candidate. 

All members of the Awards Selection Task Force must commit to confidentiality regarding the names of the 
winners so that the reveal of awardees is not known until the formal announcement is made. 

The previous year's recipients prepare and present the awards to the current recipients. 

Nomination forms will be published on the PFAR website. 

Nominations must be received by 5:00 p.m. on the last Friday in September. 
 

Only PFAR members may submit a nomination. A single nomination is assured of consideration by the Awards & 
Recognition Committee. 

 
Nominees will be considered based on criteria and service, not the number of nominations received. 



3. PFAR BOARD OF DIRECTORS 
1.1 AUTHORITY 
Authorized according to the Bylaws and the policies of NAR, C.A.R., and PFAR. 

 
1.2 PURPOSE 
Shall be the governing body of the Pasadena Association of REALTORS® (hereinafter referred to as “PFAR”), over 
and above the President, Chief Executive Officer, and all Committees. Shall have the immediate charge and control 
of the affairs of PFAR shall serve the public’s interests as well as the members’ interests. Shall determine overall 
policies and make decisions that affect the operations of the Association of REALTORS®. Shall establish goals and 
objectives of PFAR. In addition to being accountable to the general membership for the conduct of PFAR’s 
business, the Directors’ major focus shall be future planning, including: 

a) Defining and establishing PFAR’s Mission and Vision Statements 
b) Establishing short and long-term strategic plans, objectives, and policies 
c) Defining and approving program prioritization and budgeting 
d) Focusing on the Association’s vision rather than the details 

 
PRESIDENT 

AUTHORITY 
Authorized as per Bylaws  

PURPOSE 
The President shall be the corporate President of PFAR, a member of the Executive Committee, and shall 
preside at all meetings of the membership and the Board of Directors and shall be an ex-officio member of all 
Committees. The President shall communicate to the members of the Board of Directors such matters as, in the 
President’s opinion, are deemed proper and tend to promote the welfare and increase the usefulness of PFAR. 
The President shall perform all other duties as are required by law or incident to the office of President or as may 
be prescribed by the Bylaws and the Board of Directors. The President shall automatically serve as a C.A.R. 
Director. 
 
QUALIFICATIONS 
As outlined in the Bylaws 

 
POLICIES AND PROCEDURES 

• Serve as President for one year. 

• Serve as a member of the Executive Committee and Board of Directors 

 
PRE-INSTALLATION GUIDELINES 
Prior to installation, the following guidelines should apply: 

A. Attend the following meetings which may be scheduled, annually: Annual Leadership Summit, 
Committee Chair and Vice-Chair Orientation, New Directors Orientation, and Strategic Planning 
Meeting. 

B. Become generally familiar with PFAR Bylaws, Code of Ethics, a summary of Robert’s Rules of Order, 
Policies and Procedures Manual, Professional Standards Rules and Regulations, and MLS Rules and 
Regulations. 

C. Appoint Committee Chairpersons, advisory task forces, and/or advisory groups and specifically entitled 
appointments to Executive Committee as applicable or whenever a vacancy shall exist during the term 
as President, subject to approval by the Board of Directors. 

D. Consult with the President-Elect and selected Chairpersons on the choice of Committee members. 



E. Meet with current President and/or Past Presidents to become familiar with the office and promote a smooth 
authority transfer. 

 
F. Meet with General Counsel to review Bylaws and compliance with the California Corporations Code. 

 
G. Meet with Committee Chairpersons and review the coming year's policies, procedures, and goals. 

 
H. Delegate such Presidential duties as appropriate to the President-Elect and/or other officers throughout the 

year. 
 

I. Sign PFAR’s Confidentiality Agreement, Anti-trust, and Conflict of Interest Code before taking office. 
 

J. Use Association apps as required to receive notices and information from PFAR and the Chief Executive 
Officer and respond to CEO’s request for information or action as soon as possible. 

K. Directors, including the President, are encouraged to donate at least $148 annually to the REALTOR® Action 
Fund. 

 
MEETINGS 
A. Schedule and coordinate Board of Director's meeting calendars: 

1. Check the annual calendar for upcoming items in reference to the election to confirm the Bylaws 
when coordinating the agenda with the Chief Executive Officer. 
2. Update the Board of Directors event calendar as needed and communicate updates to the Board of 
Directors via the Board of Directors Master Calendar. 

B. Attend and conduct all Board of Directors meetings: 
1. Commence meetings on time. 
2. Control meetings with firm guidance and control discussion of the subject being considered. 
3. Confer with the Chief Executive Officer or Legal Counsel for decisions on parliamentary 
procedure. 
4. Vote only to make or break a tie. 
5. Relinquish the chair for the entire subject if participating in the discussion. 

C. Conduct Executive Committee meetings monthly or as necessary. 
D. Make reasonable efforts to attend all major events, A.O.R. functions, and meetings. If the 
President cannot attend an event or function, arrange for an alternate, such as the President- Elect, to attend. 
E. Attend all special leadership meetings and A.O.R.’s Annual Leadership Summit and strategic planning 
sessions. 
F. Attend all Finance Committee meetings. 

 
MEMBERSHIP 
A. Consult with and work in cooperation with the Chief Executive Officer. 
B. Influence the goals and objectives for the A.O.R., which are established by the Board of Directors 
and its strategic plan before the Budget preparation and in conjunction with staff input. 
C. Act as spokesperson and inspirational leader of PFAR and take a substantial role in monitoring and evaluating 
organizational performance and effectiveness. 
D. Exercise personal leadership in motivating other Officers, Directors, Committee members, and members. 
E. Promote interest and active participation in PFAR by the membership. 
F. Report activities of the Directors and PFAR to the members by means of letters, publications, and/or speeches. 

 
BUSINESS 
A. Serve as the official spokesperson for PFAR. 
B. Strive, in cooperation with the Finance Committee, to operate within an annual budget. 
C. Confirm that the Treasurer or Chief Executive Officer arranges to have PFAR’s finances audited 
annually. 



D. Be available to sign checks and contracts as needed. 
E. Monitor the progress of Committees as an ex-officio member and make appropriate 
recommendations. 
F. Meet with President-Elect and Chief Executive Officer on a regular basis to discuss AOR issues 
and agenda items for Executive Committee and Board of Director meetings. 
G. Meet with local, state, and national political leaders, broker/owners and/or office managers, and marketing 
groups as necessary (can utilize the concept of small focus groups survey meetings, i.e., breakfast meetings, 
etc.) 

 
PUBLIC RELATIONS 
A. Be the official representative of the entire membership and promote PFAR’s best interests. 
B. Attend outside functions and meetings as a representative of PFAR. 
C. Maintain liaison with the news media, cooperating with the Chief Executive Officer. 
D. Provide interviews to news media (or designate a representative to be interviewed) regarding local real estate 
market conditions, industry positions, or trends. 
E. Attend functions and meetings of other Boards/Associations within the AOR’s regions. 

 
SERVE AS C.A.R. AND NAR DIRECTOR 
A. Attend C.A.R. Regional meetings. 
B. Attend C.A.R. and/or NAR Directors meetings and conventions. 
C. Serve as an official voting delegate to NAR Delegate body. 

 
 

4. BUDGET & FINANCE COMMITTEE 
 

AUTHORITY 
Standing Committee: Authorized by PFAR. Bylaws. 
Spending authority is not applicable. 

PURPOSE 
To monitor the financial operation of the Association and to report the status of such to the Board of Directors via a 
quarterly report. 

 
To monitor Association compliance with Association financial policies and procedures and to make financial 
recommendations for the approval of the Board of Directors. 

 
Review the draft budget and make recommendations to the Board of Directors for budget approval and 
recommendations to the Board regarding the Association CPA. 

 
Identify the financial and budgetary needs and forces that may affect PFAR’s financial resources, incorporating the 
goals set during the Leadership Summit, at director meetings, or according to the Strategic Plan. 

Review PFAR’s financial position and accounts periodically and review PFAR’s Investment Policy annually. 

Keep abreast of PFAR’s tax consequences and create plan(s) to minimize tax liability. 
Review unbudgeted financial requests and recommend to the Board of Directors for adjustments required in the 
total budget and the impact thereof. 

 
QUORUM 
The minimum quorum for the Budget and Finance Committee is four (4) members. 
(Robert’s Rules of Orders states that a quorum only needs to be established at the beginning of a meeting). 

 
MEMBERSHIP AND TERM 
Six (6) Realtor® or Affiliate members (plus the chair) appointed by the President to a one-year term, subject to 
Board approval, for a total of seven members, including the Chair, who shall hold the officer position of Treasurer. 

 
The President shall consult with the CEO and Treasurer when selecting Committee Members. Members must be 
primary PFAR members in good standing. 

 
The president and President-Elect are required to be members of the Finance Committee. Unless they are already 
voting committee members, the newly elected and incoming President-Elect and Treasurer are invited to attend 



meetings as non-voting guests until they take office on January 1st. 
 

The members shall each serve a one (1) year term that the Board of Directors must ratify. Terms shall begin on 
January 1st and shall expire on December 31st. 

 
As authorized by the PFAR Bylaws, the President has the authority to remove any member from a committee, 
subject to confirmation by the Board of Directors. 

 
The President shall fill any vacancy subject to approval by the Board of Directors. 
The CEO shall serve as committee liaison. 

POLICIES AND PROCEDURES 
The Committee will meet quarterly and as needed to review PFAR’s financial position and accounts. 

 
Meetings shall be held at the Association office unless otherwise announced to Association members. Agendas 
must be circulated to Committee members three (3) days before meetings, and meeting notice must be announced 
to Association members at least (2) two days before the meeting. 

 
PFAR shall conduct a regular review every year. The review report will be presented to the Finance Committee. 

 
The committee will review and approve all unbudgeted spending requests from other committees before seeking 
ratification from the Board of Directors. 

 
ATTENDANCE 
A committee member may miss two meetings per year. 
Meetings are closed except for Directors, who may observe. 

 
 

5. PROFESSIONAL DEVELOPMENT (EDUCATION) COMMITTEE 
AUTHORITY 
Authorized by PFAR Bylaws. 
Spending authority by express written authority as per the approved Association budget. 

 
PURPOSE 
The Professional Development Committee oversees Education and Training Programming. 
The Education Committee develops processes to identify key trends and hot topics to choose relevant training 
programs. 

 
QUORUM 
A majority of committee members. (Roberts Rules of Order state that a quorum only needs to be reached at the 
start of a meeting). 

 
MEMBERSHIP AND TERM 
The PFAR President shall appoint the Committee Chair for a one-year (1) year term that the 
Board of Directors must ratify. The term shall begin on January 1st and shall expire on 
December 31st. The Association President shall consult with the Chair to select at least five (5) and no more 
than eleven (11) REALTOR® and Affiliate members in good standing to the committee for one- 
year (1) year terms ratified by the Board of Directors. Terms shall begin on January 1st and 
expires on December 31st. As authorized by PFAR Bylaws, the President shall have the authority to remove any 
member from a committee, subject to confirmation by the Board of Directors. 

 
POLICIES AND PROCEDURES 
The committee meets quarterly or as needed. 

 
Meetings shall be held at the Association office unless otherwise announced to Association Members. Agendas 
must be circulated to Committee Members at least three (3) days before the meeting. 

 
The PFAR Director of Education shall serve as the committee liaison. Staff liaisons keep open 
communications between the board and the committee and serve as an advocate and a 
secretary to record minutes. 

 
The committee is responsible for reviewing and sponsoring educational programs to increase the knowledge and 
professional competency of all members. 



To collaborate or affiliate with C.A.R., the CalDRE, institutions of higher learning, and independent speakers to 
provide a full range of real estate knowledge opportunities and study materials. 

 
To plan and administer Association educational conferences, seminars, and similar events via an annual menu of 
industry-related seminars, events, and workshops to meet brokerages and members' present and future needs and 
further support them in their businesses. 

 
Committee members review submissions from instructors, interview potential trainers, and review and investigate 
varying instructional program delivery methods. 

 
Committee members shall consider instruction in a variety of topics including, but not limited to: 

• Transaction Fundamentals 

• Marketing & Building a Real Estate Business 

• Managing Risks 

• Niche Markets 

• Professional Standards and Leadership Development 
 
 

ATTENDANCE 
Any committee member who misses more than twenty-five (25%) of the regular or special 
meetings of the committee without an excuse acceptable to the President and Chair of the 
committee shall be deemed to have resigned from the committee, subject to the Board of 
Directors’ approval. Vacancies shall be filled out as provided by the original appointees. 

 
Meetings are open to all REALTOR® and affiliate members to attend and observe. 

 
 

GUEST POLICY 
 
 

REQUIREMENT 
The Committee Chair, Vice Chair, members, and guests must abide by the Code of Conduct and shall sign the 
PFARs Confidentiality and Anti-Trust Agreements and Conflict of Interest. 

 
 

6. ELECTION COMMITTEE 
AUTHORITY 
Authorized by PFAR Bylaws (Article X Section 6) 
Spending authority is not applicable. 

PURPOSE 
The purpose of the Election Committee is to conduct the election of Directors, set the election date, review ballot 
format, count and verify votes and election results, and announce election results to the membership. 

 
QUORUM 
A majority of committee members, unless otherwise stated in the Policies and Procedures Manual. (Robert’s Rules 
of Orders states that a quorum must only be established at the beginning of a meeting). 

 
MEMBERSHIP AND TERM 
Three (3) REALTOR® members appointed by the President, with the approval of the Board of 
Directors. No member of the Election Committee may be a candidate for office or the Board of 
Directors. 

 
Committee members are appointed to one-year (1) year terms that must be ratified by the 
Board of Directors. Terms shall begin on January 1st and shall expire on December 31st. 

 
Members must be PFAR members in good standing. 

 
As authorized by PFAR Bylaws, the President shall have the authority to remove any member from a committee, 
subject to confirmation by the Board of Directors. 



POLICIES AND PROCEDURES 
The committee meets as needed. 

 
Meetings shall be held at the Association office unless otherwise announced to Association members. Agendas 
must be circulated to committee members three (3) days before meetings, as well as a meeting notice. 

 
The CEO will appoint a staff member to serve as committee liaison. 

 
ATTENDANCE 
Any committee member who misses more than twenty-five (25%) of the regular or special 
meetings of the committee without an excuse acceptable to the President and Chair of the 
committee shall be deemed to have resigned from the committee, subject to the Board of 
Directors’ approval. Vacancies shall be filled out as provided by the original appointees. 

REQUIREMENT 
The Committee Chair, Vice Chair, members, and guests shall sign PFARs Confidentiality. 
Agreement, Anti-Trust Agreement, Conflict of Interest Code, Whistleblower policy and abide by PFAR’s Code of 
Conduct. 

 
 

7. EXECUTIVE COMMITTEE 
AUTHORITY 
Authorized by PFAR Bylaws. 

 
SPENDING AUTHORITY 
Resolution of emergency matters may involve approval of an expense, and settlement of litigation or threatened 
litigation may include approval of an expense. 

 
PURPOSE 
The Executive Committee is a Standing Committee. 

 
Members include the President, President-Elect, Immediate past President, Treasurer, Secretary, and CEO. The 
CEO is an ex officio member with no voting rights. 

 
The Executive Committee deals with matters requiring confidentiality and greater sensitivity. Such issues include 
personnel matters that are outside the CEO’s authority or upon which the CEO asks guidance; CEO contract 
issues; litigation or threatened litigation; negotiation of contracts outside of the CEO’s authority or upon which the 
CEO seeks Officer input; urgent matters which require resolution in a time frame not sufficient to call a board 
meeting; or other highly sensitive issues requiring confidentiality. 

 
The Executive Committee assists the Board of Directors in completing its tasks efficiently and expeditiously; it may 
meet more frequently than the Board of Directors and moves more nimbly. 

 
The Executive Committee reviews issues facing the association and makes recommendations or preliminary 
decisions on business matters, including strategy planning, policy, investment, and risk. All issues are to be ratified 
at the Board of Directors meeting. 

 
The Executive Committee serves as a sounding board for management on emerging issues, problems, and 
initiatives. 

 
QUORUM 
A majority of committee members. (As stated in Robert’s Rules of Orders, a quorum only needs to be established 
at the beginning of a meeting). 

 
MEMBERSHIP AND TERM 
The PFAR President shall be Chair, and members serve one-year (1) year terms that the Board 
Directors must ratify the Terms, which shall begin on January 1st and expire on December 31st. 

POLICIES AND PROCEDURES 
The committee meets as needed. 

 
The CEO serves as committee liaison and is a non-voting member. 

 
The Executive Committee shall have the authority to make decisions on behalf of the Board of 



Directors on time-critical administrative and policy matters that arise between Board meetings. 

The Executive Committee reports to the Board of Directors on any official actions it has taken. 

The president or any two Executive Committee members may call meetings. The Executive Committee shall keep 
minutes of its meetings and report on all actions it takes at the Board of Directors first meeting following such 
action. 

 
The Executive Committee is responsible for selecting the CEO and their evaluation and 
compensation package. 

 
ATTENDANCE 
The Executive Committee meets as needed. 

 
REQUIREMENT/TRANSPARENCY 
The Executive Committee will report to the Board, conditional upon all Directors having signed 
and honored their annual Confidentiality Agreements (Confidentiality Agreement, Anti-Trust 
Agreement, and Conflict of Interest Code) as soon as the matter is resolved or at such time as 
the Executive Committee can share this with the Board. 

 
 

8. GRIEVANCE COMMITTEE 
AUTHORITY 
Standing Committee: Authorized as per NAR, C.A.R., and PFAR Bylaws. 
Spending authority is not applicable. 

 
PURPOSE 
Review complaints from members of the public to determine whether they warrant a formal hearing, review the 
charges of unethical conduct against PFAR members, and present alleged complaints to the Professional 
Standards Committee Panels for adjudication and possible disciplinary action. 

 
The function of the Grievance Committee is to make only such preliminary reviews and evaluations of the 
complaint as required in determining whether the complaint warrants further consideration by a Hearing Panel of 
the Professional Standards Committee. 

 
Note: THE GRIEVANCE COMMITTEE DOES NOT CONDUCT HEARINGS AND DOES NOT DETERMINE IF A 
VIOLATION OF THE CODE OF ETHICS, ASSOCIATION BYLAWS OR MLS HAS OCCURRED. 

 
QUORUM 
Minimum quorum for committee meeting – 4 of 5 committee members unless otherwise stated in the Policies and 
Procedures Manual. (Robert’s Rules of Orders states that a quorum only needs to be established at the beginning 
of a meeting). 

 
MEMBERSHIP AND TERM 
The President shall appoint at least five (5) REALTOR® PFAR members to the Committee, subject to confirmation 
by the Board of Directors, for staggered three (3) year terms unless the Association’s bylaws otherwise specify the 
term. One-third of the first Committee members so appointed shall be designated for one (1) year terms. 

 
The President shall annually designate the committee's Chairperson and Vice Chairperson(s). 

 
Members shall be REALTOR® members in good standing of PFAR for at least three (3) years and be participants 
in PFAR’s Multiple Listing Service or subscribers. 

 
Before being appointed to the committee, members must have completed C.A.R. training for Professional 
Standards and Grievance volunteers. Additional training is required every year. 

 
The committee meets at least quarterly. 

Meetings are closed except for Association Staff, CEO, or legal counsel as necessary. 

The qualifications for the Chair and Committee Members are the same: 
- Members shall comply with the Regulations of the Real Estate Commissioner for one year immediately before 

and when appointed. 
- Members shall be licensed by the California DRE, and such license shall not have been restricted at the time of 

appointment or one year immediately before being appointed. 



- Members shall not have been placed on probation by the California DRE one year before being appointed or 
when appointed. 

- Members must not have been sanctioned for a violation of the Code of Ethics rising 
to the level of publication per the *C.A.R. Code of Ethics Violators Publication Policy 
within one year immediately before being appointed or have sanctions pending 
during their term. 

 
Note: *Per C.A.R., publication is triggered only if the discipline imposed is a reprimand, fine, suspension, or 
expulsion – anything other than a warning letter or stand-alone education. 

 
For existing committee members, any discipline rising to the level of publication will result in removal from the 
committee. 

 
The CEO or their designee shall serve as the Secretary of the Committee. 

 
Mandatory training is required before appointment to the Grievance Committee, and additional training is required 
at least every two (2) years. 

 
Before taking office, committee members shall sign PFAR’s Confidentiality Agreement, Anti-Trust Agreement, and 
Conflict of Interest Code. 

 
MEETINGS 
The CEO or their designee shall be present at all Grievance Committee meetings. 
Meetings to discuss cases shall be restricted to Grievance Committee members, the CEO and their designee, and 
PFAR legal counsel. 

 
DUTIES 
The Chair shall chair the meetings and may review cases at their discretion. 
In the absence of the Chair, the Vice-Chair shall assume the duties of the Chair. 
The CEO or their designee shall have no voting rights. 

POLICIES AND PROCEDURES 
As defined in the Bylaws and the current CAR Code of Ethics & Arbitration Manual, as amended from time to time. 
The Secretary (CEO) or their designee shall promptly refer any complaint to the Chair of the Grievance Committee. 
The Chair shall promptly assign three or more members of the Grievance Committee to 
designate the alleged complaint for a citation by presenting it to the Grievance Committee to determine whether to: 

1. Dismiss the complaint as unworthy of further consideration. 
2. Refer the complaint back to the complainant as appropriate for arbitration rather than disciplinary action, 

for amendment, or, 
3. Refer the complaint back to the Secretary (CEO) or their designee for the setting of a hearing. 

 
Internal Grievance Procedures shall be reviewed, updated annually, and ratified by the Board of Directors. 

 
ATTENDANCE 
Any committee member who fails to attend one quarter (25%) of the regular or special meetings of the committee 
without an excuse acceptable to the President and Chair of the committee shall be deemed to have resigned from 
the committee, subject to Board of Directors approval. The vacancy shall be filled as provided for original 
appointees. 

 
9. LOCAL CANDIDATE RECOMMENDATIONS COMMITTEE 
AUTHORITY 
Authorized by PFAR Bylaws. (Community and Political Outreach) 

 
PURPOSE 
The “Local Candidate Recommendation Committee (“LCRC”) (aka Trustees) has the purpose of managing the 
local association’s duties and responsibilities enumerated in an annual cooperative agreement between PFAR and 
the California Real Estate Political Action Committee (CREPAC), the California Real Estate Independent 
Expenditure Committee (CREIEC”), the California Real Estate Political Action Committee/Federal 
(“CREPAC/Federal”) (collectively the “PACs”). 

 
The LCRC handles political and election activities on behalf of the PFAR Board of Directors. 
To make recommendations to CREPAC for contributions and independent expenditures to support or oppose 
candidates for election to city and county offices, boards of education, and other offices as appropriate. 

 
To support the legislative policies and the mission of PFAR and C.A.R.: 



To permit the PACs to maintain and manage a continuing political campaign fund known as the REALTOR® Action 
Fund (“RAF”) in accordance with the terms of these Guidelines, the Bylaws of the PACs, and the Cooperative 
Agreement between PFAR and the PACs, and which is not affiliated with any political party. 

 
To assist the PACs in collecting and transmitting voluntary contributions to the REALTOR® Action Fund and its 
lawful political action committee accounts acceptable to LCRC and the PACs to promote the political purposes for 
which a continuing political account may be expended. 

 
To encourage REALTORS® to take a more active role in political and government affairs and to support political 
education and fundraising. 

 
QUORUM 
A majority of committee members (Trustees) unless otherwise stated in the Policies and Procedures Manual. 
(Robert’s Rules of Orders says that a quorum must only be established at the beginning of a meeting). 

 
The LCRC Trustees meetings are closed to other PFAR members and guests. 

 
MEMBERSHIP AND TERM 
The PFAR President shall appoint, subject to the ratification of the PFAR Directors, a Chair for 
the Local Governmental Relations (LGR) Committee and this position also serves as the 
Chair of the LCRC Trustees for their term as LGR Committee Chair. The Executive Board makes 
up the additional LCRC Trustees plus one member at large. 
All LCRC Trustees must have contributed a minimum of $148 to the REALTOR Action 
Fund. (RAF). The Chair will have served as Trustee during the year immediately preceding 
taking office as Chair and will remain a Trustee while in office as LGR Chair. 

The term of office of an appointed trustee is one (1) calendar year (January – December). 
Members who serve as the LGR Chair or as members of the Executive Committee may serve multiple terms. 

The President shall have the authority to remove a Trustee. 

BOARD OF TRUSTEES 
Composition. 

The governing body of the LCRC shall be a Board of voting Trustees, composed of a minimum of six (6) 
voting Trustees approved by the PFAR Board of Directors; one (1) is a Trustee by their position as Chair of 
the Local Government Relations (LGR) Committee, and one (1) is appointed by the Chair of the LGR 
Committee to serve as a Trustee. Four (4) voting members of the Executive Committee (President, 
President-Elect, Secretary, and Treasurer) also serve as Trustees. Should a PFAR member be serving as 
a C.A.R. CREPAC Trustee, they automatically serve as an LCRC Trustee while they continue to serve as 
a CREPAC Trustee. 

Duties and Powers. 
LCRC Trustees shall supervise and control the committee's affairs. They shall establish and carry out all 
committee policies and activities except for maintaining records of funds collected and transmitted to the 
RAF and its associated sub-accounts administered by the CREPAC Trustees. They shall report their 
activities to the PFAR Board of Directors. 

 
The Trustees shall serve without compensation. The Trustees are empowered to set basic policies 
concerning recommendations to be made by LCRC, to recommend disbursements to specific elected 
officials and candidates, to credit CREPAC with any of its sub-accounts, and to credit another local AOR 
sub-accounts with any of the funds in its sub-account. LCRC recommendations do not require the approval 
of the PFAR Directors. 

Roles and Responsibilities of LCRC Trustees 
LCRC Trustees' roles and responsibilities shall include local political affairs, elections, and REALTOR® 
Action Fund (RPAC) fundraising. 

 
Trustees shall participate in local political affairs by monitoring their respective jurisdiction meeting agendas, 
attending City Council or County Supervisor meetings, and attending candidate fundraising events. 

 
Trustees must report to the LCRC regarding any interaction with their council members or assigned county 
supervisor. 

 
Vigilant and ongoing monitoring and reporting of important real estate issues is imperative. 



Trustees shall monitor local elections, meet viable candidates, and invite them to interview with LCRC. 
Trustees must attend the swearing-in ceremony of the new council. 

 
Trustees shall participate in REALTOR® Action Fund fundraising by investing in the REALTOR® Action 
Fund at the minimum amount of $148, participating in the annual RAF campaign, to be determined by the 
LCRC Trustees, and encouraging REALTORS® in their office and their respective jurisdiction to invest. 

 
Qualifications of Trustees. 

Each Trustee must be a primary REALTOR® member of the Pasadena Foothills Association of 
REALTORS® and owe no outstanding dues. If selected, they must contribute to the REALTOR® Action 
Fund in the minimum amount of $148 each year they serve as Trustees. Preference shall be given to 
Trustee applicants who have demonstrated knowledge and experience in local and county political affairs, 
elections, fundraising, civic involvement, and participation on PFAR’s Local Government Relations 
committee. 

Removal from Committee. 
A Trustee shall be removed from the Committee without notice upon loss of their real estate license or loss 
of either PFAR or C.A.R membership. 

 
A Trustee shall be removed from the Committee with notice for failing to contribute to the REALTOR® 
Action Fund at the minimum level of $148 per calendar year while serving as a Trustee. The notice shall 
consist of a single warning from the Chair and a 60-day grace period to meet the requirement voluntarily. 

 
A Trustee may also be removed with notice if they fail to attend regularly scheduled meetings. The notice 
shall consist of a direct phone call and email warning by the Chair after the Trustee has missed three 
meetings in a calendar year without an acceptable excuse to the President and Chair. Removal for violation 
of the RPAC Contribution requires a majority vote of the LCRC Trustees present and voting at any duly 
called meeting of the Committee. 

Secretary. 
The Committee Secretary shall be the Government Affairs Director (GAD) as a staff member at PFAR. The 
Secretary is not a Trustee and has no right to vote. 

 
The Secretary shall make financial reports available to the Trustees. The Secretary shall be responsible 
for keeping the minutes of the meetings. 

Removal from Office. 
A Chair may be removed from office with or without cause by a majority vote of the PFAR Directors present 
and voting at any duly called meeting of the Board of Directors. In the event of a vacancy, the PFAR 
president shall select a new Chair. 

 
POLICIES AND PROCEDURES 

 
Meetings: 
The regular meetings of the Trustees shall be held monthly during an election year and every other month 
during a non-election year. A majority of the voting members of the LCRC Trustees shall constitute a 
quorum. Special meetings of the Board of Trustees may be called by the Chair or upon the request of two 
(2) Trustees. Seven days advance notice of meetings shall be given to each Trustee unless unanimously 
waived by the Trustees. A majority vote of those present and voting is required for action by the Trustees. 
The LCRC Trustees may meet through teleconference telephone or similar communication tool, including 
but not limited to facsimile and electronic mail, or may take action by written ballot without a meeting. 
The LCRC's principal office shall be located at the address of the Pasadena Foothills Association of 
REALTORS®, and CREPAC's principal office shall be located at the address outlined in its Statement of 
Organization. 
All Trustees must sign the LCRC Confidentiality Agreement upon being appointed as an LCRC Trustee and 
review all Trustee orientation material when attending their first LCRC meeting. 
Annually, the Association President and all Trustees must sign the Cooperative Agreement between 
CREPAC and the Association. CREPAC must receive the signed agreement on or before the designated 
deadline date established by CREPAC. 

The CEO will appoint GAD or a staff member to serve as Secretary. 



Attendance: 
Trustees who miss three meetings in a calendar year will receive notice by a direct phone call and email 
warning by the LCRC Chair that they are at risk (subject to Board of Directors approval) of being 
considered to have resigned from the committee. 

 
If a Trustee notifies the GAD that they are unavailable to attend, the absence will not be penalized, and the 
Trustee will be marked as excused. Any vacancies shall be filled as provided for original appointees. 

 
REQUIREMENT: 
The Committee Chair, Vice Chair, and members must abide by the Code of Conduct and 
shall sign the PFARs Confidentiality and Anti-Trust Agreements, Conflict of Interest Code, 
and Whistleblower policy. 

 
LIABILITY: 
The LCRC Trustees may recommend that CREPAC hold harmless and indemnify any LCRC Trustees or LCRC 
officers per the CREPAC Guidelines and applicable laws. CREPAC may use funds from the LCRC sub-account to 
pay any fines or other expenses resulting from campaign statements filed incorrectly because of misinformation 
received from LCRC, the LCRC Trustees, LCRC officers, or the PFAR®. The LCRC Trustees are responsible for 
administering LCRC according to these guidelines, including overseeing proper nominations and elections. To the 
extent allowed by law, CREPAC may, in CREPAC ‘s sole discretion, use amounts in the LCRC account to 
reimburse CREPAC for any funds expended or owed by CREPAC, including attorneys’ fees and legal expenses, 
due to the failure of LCRC, the LCRC Trustees, or PFAR® to uphold its responsibility under this section or due to 
any other wrongful act of LCRC, the LCRC Trustees, or PFAR. 

 
BOOKS, RECORDS AND FINANCES AND ELECTIVE YEAR 
The fiscal and elective year of the LCRC shall be from January 1 to December 31. 

 
Books and Records. CREPAC shall maintain the LCRC sub-account records with the assistance of PFAR. 

 
Deposits. All funds are to be deposited and maintained by the CREPAC Treasurer as specified in the CREPAC 
Guidelines. 

 
Signatures. Only those LCRC Trustees whose signatures appear on the current Cooperative Agreement are 
authorized to recommend disbursement of funds from the LCRC sub-account. A current Cooperative Agreement 
must be on file with CREPAC before LCRC funds can be disbursed. 

 
AMENDMENTS: 
A majority vote of PFAR Directors may amend these Guidelines. 
Notwithstanding the above, any amendment of the Guidelines needed to bring this Sub-committee into 
conformance with any state or federal statute or regulation shall be adopted upon a majority vote of the Trustees, 
at which time it will be effective. 

 
DISSOLUTION: 
The LCRC shall be dissolved and cease to exist upon a vote of the Pasadena Foothill Association of REALTORS® 
Board of Directors. In the event of dissolution (other than dissolution in conjunction with a merger) of LCRC, the 
funds in the sub-account account shall be held in trust until a new local candidate recommendation committee is 
established. 

 
10. LOCAL GOVERNMENT RELATIONS COMMITTEE (LGR COMMITTEE) 
AUTHORITY 
Authorized as per Bylaws. (Community & Political Outreach) 
Shall operate under Robert’s Rules of Order. 

PURPOSE 
Monitor local government actions, proposed legislation, governmental regulations, and public policy pertaining to 
the real estate industry; recommend action to the Board of Directors to propose, oppose, or support legislation and 



candidates; provide public testimony before the city council and other governmental bodies and commissions. 
 

Under the direction of the GAD and committee chair, committee members Interact with elected officials, civic 
leaders, and other politically active organizations to advance the interests of the real estate profession and 
industry. 

 
Recommend to the Association’s Board of Directors the formation of task forces to respond to pending 
governmental issues. 

 
Support political action funds and housing affordability funds of the Association, C.A.R., and NAR. 

 
Make recommendations to the Board of Directors regarding enhancing the reputation of the Association, 
Realtors®, and educating the public regarding the importance of Realtors®. 

 
MEMBERSHIP AND TERM 
Chair, plus no more than fourteen (14) Realtors or Affiliate members in good standing of PFAR appointed by the 
President, to a one-year term subject to approval by the Board of Directors. The President shall consult with the 
committee chair to select committee members. 

 
The President, in consultation with the Chair, shall determine the number of members of their committee. Members 
must be PFAR members in good standing. 

 
The committee chair may form a sub-committee, and members are not subject to appointment by the President. 

 
Members of Task Forces shall be appointed by the President from among REALTOR® and Affiliate members in 
good standing and approved by the Board of Directors. Task Forces are set for specific purposes and disband 
when the work is done. 

 
Members of Standing Committees for the following year are appointed by the President-Elect and confirmed by the 
Board of Directors. The committee chair and members serve at the pleasure of the Association President, subject 
to Board approval. 

 
The President, CEO, and GAD are ex-officio non-voting members of the LGR committees, sub-committees, and 
task forces and receive notice of their meetings. 

 
VACANCY 
If a vacancy occurs, the President shall make the appointment, subject to confirmation by the Board of Directors. 

 
The President shall have the power to remove any committee member subject to confirmation by the Board of 
Directors. 

 
COMMITTEE SERVICE 
Committee and task force members are expected to attend monthly or more frequent meetings as issues require 
and participate in assignments as directed by the Government Affairs Director (GAD) and Chair. 

 
Committee members should complete assignments on time and ensure that the GAD is informed of all meetings 
and communications with local, state, or national legislators or political figures. 

 
A meeting notice and agenda will be circulated to committee members at least three (3) days before meetings. 

 
COMMITTEE ATTENDANCE 
Committee members are expected to attend all scheduled meetings. Committee members must plan to participate 
in all meetings and, if unable to attend, advise the Chair or GAD before the meeting. 

 
Members who miss twenty-five (25%) of the meetings during the year without an acceptable excuse to the 
President and Chair of the Committee will be deemed to have resigned from the committee and will be replaced as 
per the terms of service outlined above. 

 
Meetings are open to all PFAR members to observe as guests but with no voting privileges. 

 
GUEST POLICY 

https://pfar.org/guest-policy-meetings-and-events/


QUORUM 
The majority of Committee members constitute a quorum unless otherwise stated in the Policies and Procedures 
Manual. (Robert’s Rules of Orders state that a quorum must only be established at the beginning of a meeting). 

 
POLICIES AND PROCEDURES 
GENERAL OPERATIONAL POLICIES AND PROCEDURES 
A. Chairperson for the following year shall be selected by the President-Elect, except as otherwise provided in the 
Bylaws or Policies and Procedures Manual and confirmed by the Board of Directors. If a vacancy occurs during the 
year, the appointment shall be made by the President and approved by the Board of Directors. 
B. No Committee may contractually, financially, or otherwise bind or obligate PFAR or its membership without the 
written approval of the Board of Directors. 
C. All correspondence, contracts, and advertisements must be directed to PFAR business office address for the 
attention of the CEO. 
D. All correspondence, press releases, or media calls shall be approved by the President and the CEO and 
processed through the GAD. 
E. PFAR stationery shall not be used without the express written permission of the CEO. 
F. Committee Chairs and Vice Chairs shall attend an orientation regarding duties and responsibilities provided by 
PFAR. 
G. Committee Chairs, Vice Chairs, members, guests, and participants shall sign PFAR’s Confidentiality 
Agreement, Anti-Trust Agreement, and Conflict of Interest Code. 
H. A Government Affairs Director (GAD) is assigned to serve as a resource and advise regarding procedures, 
policies, and activities, as well as facilitate communications between the board and the committee. 
I. Minutes shall be maintained for all Committee and Task Force meetings. A draft shall be sent to the Committee 
Chair for review before being sent to the Board of Directors for ratification. The chair should approve the 
committee’s minutes promptly so they can be included in the consent agenda before the scheduled Board of 
Directors meeting. 
J. A staff liaison or GAD shall prepare the minutes. The typed minutes should be submitted to the Committee Chair 
for review and approval no later than ten (10) days after the meeting. 
K. The chair should edit the minutes and send a final version to the GAD/staff liaison within three (3) days to be 
included in the Board of Directors’ consent agenda. 
L. Staff shall maintain a permanent record of all committee minutes electronically stored. 
M. The Chair shall consult with the GAD to prepare reports or proposals for the Board of Directors. 
N. Committee authority is limited to making a motion or recommendation for consideration and ratification by the 
Board of Directors. The Committee has no spending authority. The GAD will reproduce the chair-approved minutes 
for ratification via the consent agenda at the upcoming Board of Directors meeting. 

 
MEETING CALL AND NOTICE 



The chair, two committee members, or the President may call meetings. They shall be scheduled through the 
PFAR office and held during regular PFAR office hours in a PFAR facility unless extenuating circumstances require 
a different location. PFAR staff will email the meeting notice and agenda at least three (3) days before the meeting. 

 
COMMITTEE CHAIR DUTIES 

Organizational Meeting of the Committee: 
Conduct an organizational meeting as soon as possible. 
Meet with the GAD before the organizational meeting and determine how the committee will be organized. 
Ask the President/President-Elect about the current year's charges and performance expectations for your 
committee. 
Committee Meetings: 
Arrange dates and locations with the GAD. Meetings shall be scheduled when the GAD can attend. It is 
recommended that meetings be scheduled for the entire year – in advance. 
Meeting notices are sent to committee members. Do not change a meeting date, time, or location without advising 
the GAD and ensuring the change is OK for everyone. 
In cooperation with the GAD, prepare an agenda for distribution to committee members before the meeting and 
maintain attendance records for all meetings. 
Committee Charges: 
Establish how the year’s work should be accomplished (within PFAR guidelines), including the appointment of 
sub-committees, the timing of meetings, expectations, metrics, deadlines, etc. 
Communicate the assignments of all committee members and ensure they understand. 
Coordinate and cooperate with any related committees; don’t work in a silo. 
Coordinate all committee activities and committee member actions with the GAD and ensure that committee 
members know their responsibility to inform the GAD of any pending or actual interactions with legislators/political 
figures. 
Monitor and evaluate the performance of committee members (do they attend, follow through, etc.) 
Committee Budget: 
If funds are needed, GAD will prepare a budget request for consideration; budget requests should be submitted to 
the PFAR CEO for action and approval by the Budget & Finance Committee/Board of Directors. 
If the committee plans to generate funds through their efforts, this should be facilitated with GAD/PFAR. 

 
REPORTING 
All Committee and Task Force minutes and recommendations shall be forwarded to the CEO for presentation to 
the Board of Directors for ratification and possible action. 

 
FISCAL RESPONSIBILITY 
A. Budget proposals for the following year should be submitted to the Finance Committee as soon as possible, 
before the end of the third quarter. 
B. Requests for all non-budgeted expenditures must be submitted to the Budget & Finance Committee through the 
CEO and approved by the Board of Directors. 
C. Approved budgeted requests will be presented to staff for processing. 

 
REPORTING 
All Committee recommendations must be forwarded to the CEO for presentation to the Board of Directors for 
possible action. 
The GAD may bring Legislative Issues of a time-sensitive nature to the Executive Committee if the issue is 
specifically addressed in C.A.R.’s State Legislative Issues Report for that year. Action can be taken once approved 
by the Executive Committee. 



11. MLS COMMITTEE 
 

AUTHORITY 
Authorized by PFAR Bylaws 
Financial authority is not applicable. 

PURPOSE 
The MLS Committee aims to act as a liaison between PFAR’s membership and the California Regional Multiple 
Listing Service (CRMLS). 

 
To make recommendations to the Board of Directors concerning issues and policies related to the operation of the 
multiple listing service; to address functionality and integrations offered within all MLS platforms. 

 
The MLS Committee brings REALTOR® concerns and recommendations regarding products, services, rules, and 
regulations to the PFAR Board of Directors. PFAR’s BOD will bring motions to CRMLS. 

 
The MLS Committee develops programs to keep PFAR members informed and updated on MLS services, rules, 
regulations, tools, and platforms. This includes hosting Caravan meetings and making recommendations on 
conducting the Caravan. 

 
QUORUM 
A majority of committee members, unless otherwise stated in the Policies and Procedures Manual. (Robert’s Rules 
of Orders states that a quorum must only be established at the beginning of a meeting). 

 
MEMBERSHIP AND TERM 
The President shall appoint the Chair and at least ten (10) but not more than sixteen (16) additional Realtor 
Members in consultation with the Committee Chair to one-year terms, subject to Board approval. 

 
Membership should include a mix of salespersons, office managers, and brokers. Representation should not 
comprise more than 50% of one brokerage/franchise. 

 
If more than one MLS platform is offered (such as Flex and Matrix), the committee must include a member of each 
platform who will be responsible for updating the committee on developments and issues with that platform at all 
committee meetings. 

 
CRMLS Committee representatives (appointed by the President) must also be members of PFAR’s MLS 
Committee. These representatives include Operational Steering, Rules, and Finance. The MLS Chair will serve as 
the secondary representative to all CRMLS committees. 

 
Members shall be REALTOR® members in good standing of the Association. 

All members of the committee shall be MLS participants or subscribers. 

Any vacancy shall be filled by the President and approved by the Board of Directors. 

The President shall have the authority to remove a committee member. 

The President and CEO shall be ex-officio, non-voting members of all committees and notified of their meetings. 
 

Objectives (in order of priority) 
1. Review the effectiveness and functionality of the MLS's front-end platforms, products, and services. 
2. Survey the members on the performance of available MLS platforms. Address feedback for possible 

improvements to the current platform or potential platforms. 
3. Serve as a liaison between the MLS Committee and each member’s respective real estate brokerages. Share 

updates with their offices and return member feedback to the MLS Committee for review. 
4. Review the effectiveness of the Caravan and hosting of Caravan Meetings. Make recommendations to the 

Board of Directors for suggestions and improvements. 
 

Scope of Authority - 
The committee may make suggestions or recommendations via motion to the Board of Directors for possible 
adoption by CRMLS. 

 
The Committee, its Chair, or any Committee member shall not directly communicate with MLS vendors without 



advance approval of the CEO or Association Staff (the exception are PFAR-appointed CRMLS committee 
representatives who communicate with CRMLS committee staff as part of their scope of volunteer service). 
PFAR’s staff MLS liaison is the authorized point of contact with CRMLS for addressing issues and relaying motions 
to the CRMLS committees and Board of Directors. 

 
POLICIES AND PROCEDURES 
The committee meets bi-monthly or as needed. 

 
Committee members must complete or submit an application that includes current contact info, experience, special 
skills, knowledge, and reason for wanting to serve. 

 
Committee chair(s), members, and guests shall adhere to PFAR’s Code of Conduct and sign PFAR’s 
Confidentiality and Antitrust agreements and Conflict of Interest Code. 

 
The CEO will appoint a staff member to serve as a committee liaison. 

 
ATTENDANCE 
Any committee member who fails to attend a quarter (25%) of the regular or special meetings of the committee 
without an excuse acceptable to the President and Chair of the committee shall be deemed to have resigned from 
the committee, subject to Board of Directors approval. The vacancy shall be filled as provided for original 
appointees. 

 
GUEST POLICY 

 
 

12. NOMINATING COMMITTEE 
AUTHORITY 
Authorized by PFAR Bylaws. 
Spending authority is not applicable. 

PURPOSE 
The purpose of the Nominating Committee is to select at least one candidate for each office and at least one 
candidate for each place to be filled on the Board of Directors. 

 
QUORUM 
A majority of committee members, unless otherwise stated in the Policies and Procedures Manual. (Robert’s Rules 
of Order states that a quorum must only be established at the beginning of a meeting). 

 
MEMBERSHIP AND TERM 
The seven (7) members of the Nominating Committee comprise the President, Immediate Past 
President, President-Elect, and four (4) additional REALTOR® members appointed at least two 
(2) months before the Annual Election by the President with the approval of the Board of 
Directors. 

 
Committee members are appointed to one-year (1) year terms that must be ratified by the 
Board of Directors. Terms shall begin two (2) months before the Annual Election date and 
expire on December 31st. 

 
Members must be PFAR members in good standing. 

 
No member of the Nominating Committee may be a candidate for office or the Board of 
Directors. 

 
As authorized by PFAR Bylaws, the President shall have the authority to remove any member from a committee, 
subject to confirmation by the Board of Directors. 

POLICIES AND PROCEDURES 
The committee meets as needed. 

 
No person may be nominated for office unless they meet all the qualifications for the office at the beginning of the 
term for which they are a nominee. 

 
The report of the Nominating Committee shall be delivered to each member eligible to vote at least three weeks 
preceding the election and posted contemporaneously on the Association website. 



Meetings shall be held at the Association office unless otherwise announced to Association members. Agendas 
and meeting notices must be circulated to committee members three (3) days before meetings. 

 
The CEO will serve as committee liaison or may appoint a staff member to act as liaison. 

 
ATTENDANCE 
Any committee member who misses more than two (2) of the regular or special meetings of the committee without 
an excuse acceptable to the President and Chair of the committee shall be deemed to have resigned from the 
committee, subject to the Board of Directors’ approval. 
Vacancies shall be filled as provided for original appointees. 

Meetings are closed to non-committee members. 

REQUIREMENT 
The Committee Chair, Vice Chair, and members shall sign PFARs Confidentiality 
Agreement, Anti-Trust Agreement, Whistleblower, and Conflict of Interest Code and abide by PFAR’s Code of 
Conduct. 

 
13. PFAR IN ACTION COMMITTEE (ADVISORY BOARD). 
AUTHORITY 
Authorized by PFAR Bylaws. 
Spending authority TBD 

 
PURPOSE 
The PFAR in Action Committee/Advisory Board selects beneficiaries for the Association’s Charitable Foundation. 

 
PFAR In Action (PFARIA) is the non-profit division and charitable foundation of PFAR. PFARIA focuses on 
addressing community issues and supporting human service-based non-profits specializing in preventing and 
remediating community issues within the Pasadena-Foothills community, specifically the areas of Pasadena, South 
Pasadena, San Marino, La Crescenta, La Cañada Flintridge, Sunland, and Tujunga. 



The mission of PFARIA is to provide accessible housing resources, guidance, financial assistance, and support to 
community initiatives in our region. 

 
QUORUM 
A majority of committee/Advisory Board members, unless otherwise stated in the Policies and Procedures Manual. 
(Robert’s Rules of Orders states that a quorum must only be established at the beginning of a meeting). 

 
MEMBERSHIP AND TERM 
PFAR in Action Advisory Board is comprised of at least six (6) REALTORS® and Affiliates, and no more than 
eleven (11) members. Officer positions include Chair, Co-Chair, Secretary, and Treasurer. 

 
Advisory Board Members are sustaining for two years while participation by other members of the association is 
encouraged through involvement through subcommittees. Subcommittees are sustaining for one-year terms. 
Terms shall begin on January 1st and shall expire on December 31st. 

 
REALTOR and Affiliate members may apply for a position on the advisory board or subcommittees. Applications 
are then reviewed, and appointments are made by the Association President. Members must be PFAR members in 
good standing. 

 
As authorized by the PFAR Bylaws, the President has the authority to remove any member from a committee, 
subject to confirmation by the Board of Directors. 

 
POLICIES AND PROCEDURES 
PFAR in Action is a charitable foundation administered by OneOC, a 501c3 organization. OneOC's mission is to 
accelerate nonprofit success by providing support and other services that liberate organizations to focus on their 
core missions. 

 
Business services provided by OneOC include fiscal sponsorship for PFARIA’s non-profit infrastructure and 
back-office services. 

 
The committee/Advisory Board meets monthly or as needed. Meetings shall be held at the Association office 
unless otherwise announced to Association members. Agendas and meeting notices must be circulated to 
committee members three (3) days before meetings. 

 
Members may email the Advisory Board at pfaria@pfar.org to recommend causes/charities to foster and support. 

 
The CEO will serve as committee liaison or appoint another member of staff as liaison as 
needed. 

 
ATTENDANCE 
Any committee member who misses more than two (2) of the regular or special meetings of the committee without 
an excuse acceptable to the President and Chair of the committee shall be deemed to have resigned from the 
committee, subject to the Board of Directors’ approval. Vacancies shall be filled as provided for original 
appointees. 

 
Meetings are open to all REALTOR® and affiliate members to attend and observe. 

 
REQUIREMENT 
The Committee Chair, Vice Chair, members, and guests shall sign PFARs Confidentiality. 
Agreement, Anti-Trust Agreement, and Conflict of Interest Code. 

mailto:pfaria@pfar.org


14. PROFESSIONAL STANDARDS COMMITTEE 
AUTHORITY 
Standing Committee: Authorized as per NAR, C.A.R., and PFAR Bylaws 
We follow the current CAR and NAR Code of Ethics and Arbitration Manual. 

 
SPENDING AUTHORITY 
Not applicable. 

 
PURPOSE 
Responsible for hearing and deciding complaints referred by the Grievance Committee regarding MLS rules 
violations, alleged ethical misconduct by Association Members, and arbitrable claims within the California 
Association of Realtors® Professional Standards and Arbitration Manual. 

 
Make monetary arbitration awards and disciplinary findings and disciplinary action. 

 
Responsible for enforcement of the NAR Code of Ethics, Multiple Listing Service Rules, and 
PFAR Bylaws or Rules through a hearing and entry of an award by the Professional Standards 
panel but does not include conversion into a collection of civil court judgments. 

 
Provides procedures for enforcement of the NAR Code of Ethics, Multiple Listing Service Rules 
and PFAR Bylaws or Rules. 

 
Provides hearings for alleged violations of the NAR Code of Ethics, Multiple Listing Service 
Rules, and PFAR Bylaws or Rules. 

 
Provide arbitration hearings pursuant to NAR Code of Ethics Article 17 disputes between 
REALTORS® or REALTOR® and their clients. 

 
Provides an Ethics Advocate when requested. 

 
QUORUM 
Majority of Committee members. (Roberts Rules of Order state that a quorum only needs to be reached at the start 
of a meeting.) 

 
COMMITTEE MEETINGS 
The committee meets as needed. 

HEARINGS 
Hearings are “on call.” Hearing tribunals are defined in the C.A.R. Code of Ethics and Arbitration Manual. 

 
MEMBERSHIP AND TERM 
The President shall appoint, subject to Board of Directors approval, at least nine (9) Realtor Members for 
staggered three (3) year terms unless the Association bylaws otherwise specify the term. One-third of the 
appointed first committee members shall be designated for one (1) year terms. The President shall annually 
designate the Chairperson and Vice Chairperson(s) of the Committee. 

 
Members of the Committee must have served a minimum of three (3) years on the Grievance Committee or 
Professional Standards Committee of an Association of Realtors® in California. 

 
Members shall comply with the Regulations of the Real Estate. 
Commissioner for one year immediately before being appointed and when appointed. 

 
Members shall be licensed by the California DRE, and such license shall not have been 
restricted at the time of appointment or one year immediately before being appointed. 

 
Members shall not have been placed on probation by the California DRE one year before 
being appointed or when appointed. 

 
Members must not have been sanctioned for a violation of the Code of Ethics, rising to the 
level of publication per the *C.A.R. Code of Ethics Violators Publication Policy within one year 
immediately before being appointed. For existing members, any discipline rising to the level of 
publication will result in removal from the committee. 



*C.A.R., publication is triggered only if the discipline imposed is a reprimand, fine, 
suspension or expulsion – anything other than a letter of warning or stand-alone education. 

 
Members shall be REALTOR® members in good standing of PFAR for at least three (3) years 
and participate in PFAR’s Multiple Listing Service or subscribers. 

 
Mandatory training is required before appointment to the Committee, and additional training is required every year. 

 
COMMITTEE TRAINING REQUIREMENTS 

A. Nine (9)—twelve (12) experienced Professional Standards Committee members who complete 
additional training each year may serve as Presiding Officers on Hearing Panels. 
B. PFAR Directors willing to serve on Directors’ Review Panels will be required to complete additional training 
each year. 

 
ARBITRATION 
PFAR will not enter into litigation on behalf of a member to obtain a judgment to enforce payment 
on an arbitration award made by its Professional Standards Panel. PFAR will not enter into 
litigation on behalf of a member to compel arbitration with another member. 

 
THE PRESENCE OF AN ATTORNEY 
If the remote party/witness is represented by an attorney or accompanied by another individual who will also speak 
on the record, NAR rules require the counsel’s appearance. Counsel is permitted to participate in ethics or 
arbitration hearings only in the physical presence of Hearing Panels. 

 
GENERAL PROCEDURES AND FORMS 
C.A.R.’s Code of Ethics & Arbitration Manual details step-by-step procedures, and forms for filing a grievance or 
arbitration are included in the appendix. 
A request for the services of an Ethics Advocate must be received at the time of filing of the 
Complaint or Response. If a request for an Ethics Advocate is not received at this time, the 
Ethics Advocate request is considered waived. 

 
ALTERNATIVE ENFORCEMENT PROCEDURES - Ombudsman. 
A. The ombudsman’s role is primarily communication and conciliation, not adjudication. 
B. Ombudsmen do not determine whether ethics violations have occurred; they anticipate, identify, and resolve 
misunderstandings and disagreements before matters ripen into disputes and possible charges of unethical 
conduct. 
C. Persons filing complaints or inquiring about the process for filing ethics complaints will be advised that 
ombudsman services are available to attempt to resolve their complaint informally. Such persons will also be 
advised that they may decline the ombudsman series and can have their complaint referred to ethics mediation or 
considered at a formal ethics hearing. 
D. If a matter complained of is resolved to the mutual satisfaction of all parties through the efforts of an 
ombudsman, the formal ethics complaint brought initially (if any) will be dismissed. 
E. Ombudsmen cannot refer concerns regarding the conduct of any party utilizing their services to the Grievance 
Committee, the state real estate licensing authority, or any other regulatory body. 
F. The prohibition is intended to ensure impartiality and avoid the possible appearance of bias. 
G. Ombudsmen are authorized to refer concerns that the public trust may have been violated to the Grievance 
Committee. 
H. Regardless of whether the Respondent agrees to use or not use the services of an 
Ombudsman, if the Hearing Panel finds the Respondent to be in violation, the Administrative Fee will be $125.00. 



MEDIATION/OMBUDSMAN PROGRAM 
 

AUTHORITY 
The Mediation/Ombudsman program primarily comprises members of the Professional Standards Committee as 
authorized by PFAR’s Bylaws and the Board of Directors. 

 
PURPOSE 
Conduct mediation and ombudsman activities in accordance with procedures established in PFAR’s Mediation 
Manual and California law. 

 
Provide ongoing training to the Professional Standards Committee members to maintain the desired high 
standards. 
Inform PFAR members of the benefits of mediation. 

 
Provide mediation and ombudsman services and information to PFAR members and, in time, to members of the 
Commercial Association, the general public, and other associations. 

 
QUALIFICATIONS 
Designated mediation ambassadors and ombudsmen are confirmed by the president and will be required to 
receive approved training before serving as mediators. Mediators shall hold a current Broker’s license or be a 
REALTOR ®/Attorney. 
Approved training, qualifications, and standards required for members to become a mediator are as follows: 

 
A. A minimum of five (5) years of experience in real estate. 
B. Prior ethics or arbitration experience demonstrated by service on a Professional Standards Committee for at 
least three (3) years. Comparable experience may be substituted at the discretion of the Committee and will qualify 
the person as a member upon approval and confirmation by the President and Board of Directors. 
C. Must have previously served as a panelist in at least five (5) ethics and arbitration hearings for Professional 
Standards. Each mediator shall have chaired at least two (2) ethics and arbitration panels for Professional 
Standards and be thoroughly familiar with the California Code of Ethics and Arbitration Manual and PFAR’s 
Mediation Manual. 
D. Have strong communication skills. In dealing with people, the mediator/ombudsman shall demonstrate essential 
tact, diplomacy, and the ability to keep calm under pressure. 
E. Training will consist of approved practical and classroom mediation or ombudsman training. 

 
LEVELS OF MEDIATOR EXPERIENCE 
A. Senior Certified Mediator: A mediator who has conducted five (5) or more mediation conferences on a 
professional basis, has been a member of the Mediation/Ombudsman Committee for a minimum of two (2) years 
and has received a minimum of twenty (20) hours of lecture and discussion classroom training. 
B. Certified Mediator: A mediator who has completed the approved training, met the qualifications and standards 
criteria and conducted fewer than five (5) mediation conferences. 

 
MEMBERSHIP AND TERM 
The Mediation/Ombudsman Committee shall comprise no fewer than six (6) members, each of whom shall serve a 
minimum term of three (3) years. Terms should be staggered for purposes of continuity. 

 
Absence from a mediation conference previously committed to, or absence from, two (2) or more consecutive 
Mediation /Ombudsman meetings, without excuse or just grounds for removal from the Mediation/Ombudsman 
Program, upon approval of the Board of Directors. 

 
No member shall be appointed to serve as a mediator if an ethics complaint has been formally filed against such 
member and is pending. This section shall not apply to a member who is a designated broker or an office manager, 
where the complaint is solely against an agent under the broker’s or manager’s supervision, provided the complaint 
is not against such member as a respondent in the alleged ethics violation. This paragraph shall not apply once the 
ethics file has been closed. 

 
Any member found in violation of the Code of Ethics may, after the decision is final, be immediately terminated as a 
member of the Mediation/Ombudsman Program. 



CONDUCT OF MEDIATION CONFERENCE 
A. All members conducting or observing mediation or ombudsman conferences must maintain and protect the 
confidentiality of the proceedings and deliberations before, during, and after the process. 
B. Staff will notify program participants when pending cases need to be scheduled for mediation and ombudsman 
conferences. The ombudsman shall be specially trained and designated in accordance with the policies adopted. 

 
MEETINGS 
A. Meetings shall be conducted by PFAR’s Bylaws, Rules, and Robert’s Rules of Order. 
B. A full mediation/ombudsman meeting will be held as reasonably needed at PFAR headquarters unless 
otherwise approved by the CEO. 

 
INSURANCE 
PFAR shall carry errors and omissions insurance for all current Mediation/Ombudsman Program members for their 
mediation/ombudsman work only. In lieu of such insurance, PFAR shall indemnify and hold harmless all 
Mediation/Ombudsman program members acting as mediators or ombudsmen for PFAR’s process. 

 
QUALITY MAINTENANCE 
To assure the continued high quality of mediation or ombudsman services, members shall keep updated on the 
following: 
A. PFAR’s Bylaws. 
B. PFAR’s MLS Rules and Regulations. 
C. The C.A.R. Code of Ethics and Arbitration Manual; and, 
D. Other relevant materials. 

 
DISCRETION TO DECLINE HEARING 
Members of the Mediation/Ombudsman Program may, at their discretion, decline to hear any dispute that it 
determines is either too complex, in which the amount is so great as to expose PFAR to undue liability, or where it 
is known that a criminal (or, in some instances, a civil case) concerning the parties to the matter is pending. 

 
FORMAT CHANGE 
Any change in the program format shall be submitted to the Board of Directors for approval before implementation. 
We follow the current C.A.R. and NAR Code of Ethics and Arbitration Manual. 

 
EXPENSES 
Any program member designee appointed by the Professional Standards Committee requesting expenses for any 
mediation or ombudsman activity shall submit the request to the Budget and Finance Committee to justify such 
request. 

 
FEES 
Pasadena-Foothills Association of REALTORS® Professional Standards Fee Schedule 
Disciplinary Complaint (Ethics) 
Filing Fee (Complainant) $ 0.00 
Duplication of Recording $ 75.00 
Request for Review $500.00* 
Continuance Fee (if not for cause or after 1st one) $150.00 
Additional Continuance Fee: $100.00 each time 
Administrative Fee (Respondent) $500** 
Arbitration (Monetary) 
Filing Fee (Complainant) $500.00*** 
Duplication of Recording $ 75.00 
Request for Review $500.00* 
Continuance Fee (if not for cause or after 1st one) $150.00 
Additional Continuance Fee: $100.00 each time 
Show Cause Fee (Assessed against Respondent) $500.00 
* This may be refunded if the Review Hearing Panel determines that due process was 
violated or the initial hearing panel ruled in error. 
** A $500 administrative fee will be assessed to the respondent if they are found in 
violation (this is in addition to any fines imposed by the Professional Standards 



Committee). 
*** If settled at mediation, up to $250 may be refunded. 

 

 
NON-RECRUITING POLICY: 
Members of PFAR© are not allowed to facilitate any agent recruitment during participation at PFAR® events and 
activities, or through any member publications. 
Including but not limited to: 

 
• PFAR functions 
• New Member Orientation 
• Education and training events 
• Charitable events and activities 
• Community outreach hosted or sponsored by PFAR®. 
Members who violate this policy may be subject to discipline and may receive written notice of this violation of 
membership. Continued violation of this policy may result in suspension or termination of membership. 
The Association reserves the right to suspend or revoke any non-member or guest who violates the Association's 
Conduct Policies from attending future PFAR® events. 

 
NON-SOLICITATION POLICY: 
There shall not be any solicitation, recruitment, or any other activity at a function of PFAR© except for the subject 
matter of the function. 
This prohibition pertains to all activity outside of the subject of the function, including but not limited to the following: 
• Recruiting or inviting licensees to change their current office affiliation. 
• The sale of products or services unrelated to an individual’s membership type or category. 
• Solicitations for investment opportunities not part of a current MLS Listing 
• Non-PFAR® education, training, or professional events not sanctioned and promoted by the Association. 
• Fundraising for causes not previously approved by the Board of Directors. 
• Attendance at community, charitable, or other non-PFAR® functions, unless 
the solicitation is approved by the Board of Directors 
A PFAR® function includes but is not limited to: 
• Meetings of the members, Board of Directors, or any committee or task 
force of the Association. 
• Social events in which PFAR® is a supporter, sponsor, or underwrites the event. 
• Training sessions held on the property of PFAR® or in a location where PFAR® is designated as a sponsor, 
supporter or provides any assistance. 
• Charitable events in which PFAR® is a supporter, sponsor, or underwrites the event. 
• Marketing programs wherein listings published by CRMLS or any other multiple listing services are discussed, 
featured, promoted, or mentioned orally or in writing. 
• Caravans or similar programs used to feature property listed for sale when the event is associated with PFAR®. 
• Professional Standards meetings and hearings. 
• Retreats or any other similar activity when PFAR® sponsors or provides personnel to administer the event. 
• The use of publications published or promoted by PFAR®. 
Members who violate this policy may be subject to discipline and may receive written notice of this violation of 
membership. Continued violation of this policy may result in suspension or termination of membership. 

The Association reserves the right to suspend or revoke any non-member or guest who violates the Association's 
Conduct Policies from attending future PFAR® events. 

 
ANTI-COMPETITIVE AND ANTI-TRUST CONDUCT AVOIDANCE 
PFAR® strictly prohibits any act or omission on its premises or at any activity, function, meeting, or event 



associated with the Association constituting a violation of the antitrust or anticompetitive laws of the United States 
or the State of California. 
Attendees at any activity, function, meeting, or event associated with the Association shall refrain from engaging in 
any act or omission that could be the basis of an allegation of a violation of the anti-trust or anti-competitive laws of 
the United States or State of California, including, but not limited to price fixing, group boycotts or any other 
anti-competitive conduct. Meeting attendees are reminded that state and federal laws prohibit exchanging 
information among competitors regarding matters pertaining to price, refusals to deal, market division, tying 
relationships, and other topics that might infringe upon antitrust regulations and that no such exchange or 
discussion will be tolerated during this meeting. These guidelines apply not only to the formal meeting session but 
also to informal discussions during breaks, meals, or social gatherings. 
Members who violate this policy may be subject to discipline and may receive written notice of this violation of 
membership. Continued violation of this policy may result in suspension or termination of membership. 
The Association reserves the right to suspend or revoke any non-member or guest who violates the Association's 
Conduct Policies from attending future PFAR® events. 

 
 
ALF AND IMPAC: 
 
In the context of the California Association of REALTORS® (C.A.R.) and local REALTOR® Associations, IMPAC and ALF 
refer to dedicated non-candidate political and advocacy funds funded by member dues and the REALTOR® Action 
Assessment. https://www.car.org/-/media/CAR/Documents/Industry-360/PDF/Political-Advocacy/Overview-of-the-
REALTOR-r--Action-Assessment.pdf  
 
These funds operate under strict policy guidelines to ensure legal compliance and effective industry advocacy.  
1. IMPAC (Issues Mobilization Political Action Committee)  
https://www.car.org/-/media/CAR/Images/Industry-360/jpg/1027851/Politics-and-You/CAR_BestPractices_IMPAC_4.pdf  

• Purpose: Funded by a portion of annual C.A.R. dues, IMPAC is a state-level and local-level Political Action 
Committee (PAC). 

• Permissible Use: At the local association level, IMPAC funds are exclusively restricted for use in ballot initiative 
campaigns (e.g., opposing taxes on real estate, supporting local housing measures). 

• Governance: Expenditures and allocations are ultimately governed by local association Boards of Directors 
acting as IMPAC Trustees.  

2. ALF (Advocacy Local Fund / Alternative Local Fund) 
• Purpose: ALF is a non-PAC fund set aside for the local association's general advocacy activities.  
• Permissible Use: Used for grassroots organizing, public relations campaigns, lobbying local elected officials, and 

sponsoring issue-oriented organizations.  
• Restrictions: 

o ALF funds cannot be used for general association operating/administrative expenses. 
o They cannot be used for charitable donations or for funding candidate campaigns. 
o They are subject to strict C.A.R. guidelines for member travel or lobbying activities (e.g., they cannot 

cover C.A.R./NAR business meetings).  
3. Policy & Procedures Framework 

• Fund Allocation: The REALTOR® Action Assessment (RAA) funds are allocated to state budgets, local 
associations, and PACs according to formulas tied to local REALTOR® Action Fund (RAF) participation.  

• Guidelines: Local associations must strictly adhere to C.A.R. and National Association of REALTORS® (NAR) 
bylaws regarding the separation of these funds to maintain non-profit and PAC compliance.  

• Reporting: Local associations must audit and certify their spending plans and subaccount balances regularly to 
remain eligible to deploy these advocacy and issues funds.  

https://www.car.org/-/media/CAR/Documents/Industry-360/PDF/Political-Advocacy/Overview-of-the-REALTOR-r--Action-Assessment.pdf
https://www.car.org/-/media/CAR/Documents/Industry-360/PDF/Political-Advocacy/Overview-of-the-REALTOR-r--Action-Assessment.pdf
https://www.car.org/-/media/CAR/Images/Industry-360/jpg/1027851/Politics-and-You/CAR_BestPractices_IMPAC_4.pdf


PFAR Committee Matrix 

REALTOR® ONLY Committees 

• Nominating 
(President, Immediate Past President, President-Elect + 4 REALTORS®) 

• Election 
(3 REALTORS®) 

• Executive 
(President, President-Elect, Immediate Past President, Secretary, Treasurer) 

• Grievance 
(5 REALTORS®) 

• MLS 
(10 REALTORS® – must be MLS members) 

• Professional Standards 
(Minimum of 9 REALTORS®) 

 

 
REALTOR® & AFFILIATE Committees 

• Budget & Finance 
(6 REALTORS® or up to 6 Affiliates; total of 7 members) 

• Local Government Relations (LGR) 
(Chair + 10 REALTORS® or Affiliates) 

• Professional Development / Education 
(Chair + 5 volunteers; REALTORS® or Affiliates; max 11 members) 

• Awards & Recognition 

• PFAR In Action (PFARIA) 
(6 REALTORS® + Affiliates; max 11 members) 

 

 
AFFILIATE ONLY 

• Affiliate Committee 

*Adopted by the PFAR Board of Directors on February 26, 2024. 
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