
SUNFLOWER CODE OF CONDUCT AND POLICY 

MISSION STATEMENT 

Sunflower Association of REALTORS®, Inc., promotes, enhances, and safeguards its members’ business environment 
and the benefits of private property rights. 

PURPOSE 

The Sunflower Association of REALTORS®, (hereinafter referred to as "SAR"), is a trade association dedicated to uniting 
those engaged in the real estate profession in this community for the purpose of exerting a beneficial influence, while 
promoting high standards of conduct. SAR provides a unified medium to safeguard and advance the interests of real 

estate owners and those engaged in the real estate profession. Numerous committee functions and projects are 
maintained to fulfill the overall objectives and purpose of the SAR. The primary responsibility of the staff is to coordinate 

and carry out these activities. 

ORGANIZATIONAL STRUCTURE 

Sunflower is a 501c6 not-for-profit corporation. The MLS is a wholly owned subsidiary of SAR. 
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CODE OF CONDUCT AND HARASSMENT POLICY 

Harassment 

Harassment in any form is strictly prohibited. Harassment includes inappropriate conduct, comment, display, 
action, or gesture based on another person’s sex, color, race, religion, national origin, age, disability, sexual 
orientation, gender identity, and any other protected characteristic. 

Offensive conduct may include, but is not limited to, offensive jokes, slurs, epithets, or name calling, physical 
assaults or threats, intimidation, ridicule or mockery, insults or put-downs, offensive objects or pictures, and 
interference with volunteer’s performance. (Adopted June 2021) 

Sexual Harassment 

Sexual harassment is one form of harassment. Sexual harassment may involve individuals of the same or different 
gender. Like all harassment, sexual harassment is strictly prohibited. 

Sexual harassment can be but is not limited to any of the following. 

• Any verbal or physical conduct of a harassing nature and requests for sexual acts or favors
• Unwelcome sexual advances -- whether they involve physical touching or not
• Sexual epithets
• Sexually demeaning jokes
• Written or oral references to sexual conduct
• Gossip regarding one's sex life
• Comments on an individual's body or about an individual's sexual activity, deficiencies, or prowess
• Displaying sexually suggestive objects, pictures, cartoons
• Unwelcome leering, whistling, brushing against the body, sexual gestures,
• suggestive or insulting comments
• Inquiries into one's sexual experiences
• Discussion of one's sexual activities.



REPORTING 
 
Any member who believes they experienced or witnessed harassment or other inappropriate behavior in violation of 
this policy has a duty to immediately report the incident so that it may be investigated, and appropriate action taken. 
This is true whether the alleged harasser is an employee, association member, officer, or director. 
 
To report an incident, you should bring the problem to the attention of the President or CEO, unless one of those 
individuals is involved in the complaint. In that case, the incident should be reported to the President-elect, Treasurer, 
or Immediate Past President. Complaints do not have to be in writing, but it is helpful to provide details about dates, 
times, places, and witnesses to the harassment. (Adopted June 2021) 
 
INVESTIGATION AND DISCIPLINE 
 
Upon receipt of a member’s report of possible harassment or inappropriate behavior in violation of this Policy, SAR will 
promptly investigate at the direction of SAR’s General Counsel. During the investigation, SAR will involve only those 
deemed necessary to the investigation, and disclosures will only be made on an as-needed basis. Identity of the 
complainant and the identity of the accused will be kept strictly confidential. Witnesses interviewed will only be 
provided with information necessary to elicit from their observations and other relevant information of incidents they 
witnessed. 
 
Disciplinary action against any member found to have harassed another member or staff member may consist of any 
sanction authorized in the National Association of REALTORS® Code of Ethics and Arbitration Manual, such as verbal 
or written warning, probation, suspension, or expulsion depending on the gravity of the incident. Prior incidents of 
similar behavior shall be taken into consideration when determining the appropriate disciplinary action. Such decision 
shall be made by the investigatory team. (Adopted June 2021) 
  



WHISTLE BLOWER 
 
The underlying purpose of this policy is to encourage reporting of violations of state, federal, or local laws or 
ordinances, maintain confidentiality, and prohibit retaliation. If a member or employee of the Association has 
information which she/he reasonably believes identifies a violation of state, federal, or local laws or ordinances, 
the employee “whistleblower” should contact one of the following: CEO, SAR EC, or member of the SAR Board of 
Directors. Members and employees must exercise sound judgment to avoid baseless allegations. A member or 
employee who intentionally files a false report of wrongdoing will be subject to discipline up to and including 
termination. (Adopted June 2021) 
 
 
 
 

CONFIDENTIALITY 
 
The confidentiality of the whistleblower will be maintained to the extent possible. The identity may have to be 
disclosed to conduct a thorough investigation, to comply with the law, or to provide accused individuals their 
legal rights of defense. (Adopted June 2021) 
 
 
 
 

RETALIATION 
 
The Association will not retaliate against a whistleblower or any employee who refuses to participate in an 
activity that would result in a violation of state, federal, or local laws or ordinances. This includes, but is not 
limited to, protection from retaliation in the form of an adverse employment action, such as termination, 
compensation decreases, demotion, or poor work assignments, and threats of physical harm. Any employee who 
believes s/he is being retaliated against must immediately contact the CEO, SAR President, or the Association 
General Counsel. The right of a whistleblower for protection against retaliation does not include immunity for any 
personal wrongdoing, or disclosures of attorney-client privileged information. (Adopted June 2021) 



 
 
 

ANTI-TRUST POLICY 
 
In order to ensure that the Association and its members comply with antitrust laws, the following principles will 
be observed: 
 
The association or any committee, section, chapter, or activity of the Association shall not be used for the 
purpose of bringing about or attempting to bring about any understanding or agreement, written or oral, 
formal, or informal, expressed, or implied, among two or more members or other competitors with regard to 
prices or terms and conditions of contracts for services or products. Therefore, discussions and exchanges of 
information about such topics will not be permitted at Association meetings or other activities. 
 
There will be no discussions discouraging or withholding patronage or services from or encouraging exclusive 
dealing with any supplier or purchaser or group of suppliers or purchasers of products or services, any actual or 
potential competitor or group of actual potential competitors, or any private or governmental entity. 
 
There will be no discussions about whether the practices of any member, actual or potential competitor, or other 
person are unethical or anti-competitive, unless the discussions or complaints follow the prescribed due process 
provisions of the Association's bylaws. 
 
Certain activities of the Association and its members are deemed protected from antitrust laws under the First 
Amendment right to petition government. The antitrust exemption for these activities, referred to as the Noerr-
Pennington Doctrine, protects ethical and proper actions or discussions by members designed to influence 
legislation at the national, state, or local level; regulatory or policy-making activities (as opposed to commercial 
activities) of a governmental body; or decisions of judicial bodies. However, the exemption does not protect 
actions constituting a "sham" to cover anticompetitive conduct. 
 
Speakers at committees, educational meetings, or other business meetings of the Association shall be informed 
that they must comply with the Association's antitrust policy in the preparation and the presentation of their 
remarks. Meetings will follow a written agenda approved in advance by the Association or its legal counsel. 
 
Minutes will be prepared after the meeting to provide a concise summary of important  matters discussed and 
actions taken or conclusions reached. 
 
At informal discussions at the site of any Association meeting all participants are expected to  observe the same 
standards of personal conduct as are required of the Association in its compliance. 



 
 

 
 
 

CONFLICT OF INTEREST POLICY 
Definitions 
Interested Person 
Any director, officer, or member of a committee with board-delegated powers who has a direct or indirect financial 
interest, as defined below, is an interested person. Any director, officer, or member of a committee with board-
delegated powers who participates in a potentially competing activity is an interested person. If a person is an 
interested person with respect to any entity of which the Association is a part, he or she is an interested person 
with respect to all entities in the Association. 
 
Ownership interest is defined as the cumulative holdings of the member, the member’s spouse, children, siblings 
and to any trust, corporation, or partnership in which any of the foregoing individuals is an officer or director, or 
owns, in the aggregate, at least fifty percent (50%) of the (a) beneficial interest (if a trust), (b) stock (if a 
corporation), or (c) partnership interests (if a partnership). 
 
Financial Interest 
Financial interest means any interest involving money, investments, credit, or contractual rights. 
A person has a financial interest if the person has, directly or indirectly, through business, investment, or  family 
an ownership or investment interest in any entity with which the Association has a transaction or arrangement, or 
a compensation arrangement with the Association or with any entity or individual with which the Association has 
a transaction or arrangement, or a potential ownership or investment interest in, or compensation arrangement 
with, any entity or individual with which the Association is negotiating a transaction or arrangement. 
 
Compensation includes direct and indirect remuneration as well as gifts or favors that are substantial in nature. 
Procedures 
 
Duty to Disclose 
In connection with any actual, possible, or potential conflict of interest, an interested person must disclose the 
existence and nature of his/her financial interest and/or involvement in a potentially competing activity to the 
directors and members of committees with board-delegated powers. Such members may not participate in the 
discussion relating to that Business other than to respond to questions asked of them by other members of the 
body. Furthermore, no member with a conflict of interest may vote on any matter in which the member has a 
conflict of interest, including votes to block or alter the actions of the body in order to benefit the Business in 
which they have an interest. 
Determining Whether a Conflict of Interest Exists 
After disclosure of the financial interest or the involvement in the potentially competing activity, the interested 
person shall leave the board or committee meeting while the financial interest and/or activity is discussed and 
voted upon. The remaining board or committee members shall decide if a conflict of interest exists. 
   
Procedures for Addressing a Conflict of Interest 
The chairperson of the board or committee shall, if appropriate, appoint a disinterested person or committee to 
investigate alternatives to the proposed transaction or arrangement. 
After exercising due diligence, the board or committee shall determine whether the Association can obtain a 
more advantageous transaction or arrangement with reasonable efforts from a person or entity that would not 
give rise to a conflict of interest; or whether the interested person's potentially competing activity might impair or 
threaten the best interests of the Association. 
In the event of a determination that the Association's best interests might be impaired or threatened by the 
potentially competing activity, the interested person shall withdraw from the activity or be deemed to have 
resigned from his/her capacity as director, officer, committee member, agent, consultant, or representative of 
this Board. 
  



 
 
If a more advantageous transaction or arrangement is not reasonably attainable under circumstances that would 
not give rise to a conflict of interest, the board or committee shall determine by a majority vote of the 
disinterested directors whether the transaction or arrangement is in the Association's best interest and for its 
own benefit and whether the transaction is fair and reasonable to the Association and shall make its decision as to 
whether to enter into the transaction or arrangement in conformity with such determination. 
Violations of the Conflicts of Interest Policy 
 
If the board or committee has reasonable cause to believe that a member has failed to disclose actual or possible 
conflicts of interest, it shall inform the members of the basis for such belief and afford the member an 
opportunity to explain the alleged failure to disclose. 
 
By placing my signature on this date, I acknowledge that I have received a copy, that I have read, and understand, 
agree to comply with the SAR Conflict of Interest Policy. 
 
 
 
 
Printed name Date 
 
 
 
 
Signature Date 



 
 
 

SOCIAL MEDIA GUIDELINES 
 
 
As used in these Guidelines, “SAR leaders” includes elected and appointed officers, directors, committee chairs 
and vice chairs, and other members appointed to positions of leadership by the SAR Leadership Team. 
Social media is a powerful and effective communication and engagement tool. SAR encourages SAR leaders to 
utilize social media to help raise awareness of SAR’s work and issues of interest to REALTORS® and consumers. 
These Social Media Guidelines for SAR 
Leaders (Guidelines) are intended to enable SAR leaders to maintain their ability to express themselves personally 
on social media, while also ensuring that the reputation and work of SAR is protected. In furtherance of these 
objectives, SAR leaders should try to follow these 
 
Guidelines: 
While the President is the chief spokesperson for SAR, all SAR leaders are encouraged to use social media to 
promote SAR’s mission, policy positions, advocacy efforts, and other association news. 
 
Unless otherwise stated, it is acceptable to repost or share SAR published communications and established policy 
positions. 
 
Always be professional and ethical when engaging in social media and avoid making statements or posting 
photographs that could reasonably harm the Association. 
 
In the capacity of a SAR leader, avoid making statements contrary to SAR’s public positions on issues, including 
but not limited to contrary statements about appointees, elected officials, or candidates, and legislative or 
regulatory matters. 
 
When reasonably necessary or useful, include a disclaimer that views expressed by the SAR leader are personal to 
the individual and do not represent the official views of SAR. 
 
Do not disclose any confidential information. 
 
Do not call for a boycott of a product, service, or company. 
 
Avoid any connection to SAR when making personal statements of endorsement or opposition to particular 
products, services, or companies. 
 
If a SAR leader is unsure whether a particular communication is appropriate, the SAR leader should refrain from 
making the social media post or contact the President or CEO prior to publishing the post. 



 

 
 
 

SUNFLOWER ASSOCIATION OF REALTORS® FACEBOOK POLICY 
 
The purpose of the Sunflower Association of REALTORS® (SAR) Facebook page is to provide information and to 
promote constructive dialogue and information sharing for our REALTOR® members. By commenting or posting 
on the SAR Facebook page, you are agreeing to adhere to the following terms of service. 
 
SAR encourages comments and opinions from REALTOR® members on the SAR Facebook page. Constructive 
dialogue and healthy debate are welcome, as long as they do not stray off-topic, are appropriate in nature and are 
beneficial to other REALTORS® 
 
However, SAR reserves the right to remove any inappropriate comments, posts, photos  or other material and to 
block any users from interacting on the SAR Facebook page who have established a pattern of sharing 
inappropriate comments, posts, photos, or other material. SAR may also report offending users to Facebook.   
 

• SAR de-fines inappropriate or offensive content as the following: 
• Advertisements, promotions or solicitations from commercial products or services; Language that is degrading 

based on gender, race, religion, ethnicity, sexual orientation, 
• nationality or disability; 
• profanity or obscenity, including sexually explicit language; and threatening, harassing, defamatory or libelous 

material and language; 
• Personal grievance, personal attacks or aggressive or harassing behavior against SAR, its staff, board of 

directors or other REALTORS®; 
• Material that infringes upon the copyrights, trademarks, or other intellectual property of any party; 
• Information that violates someone’s reasonable expectation of privacy; Information you know to be 

confidential, sensitive, or otherwise unlawful; Intentionally false or misleading statements; 
• Comments that are irrelevant to the nature of the article or discussion thread. 

 
All comments and posts are the property of SAR and may be used, at its discretion by SAR for promotional or 
educational purposes.  
 
All comments left on the SAR Facebook page are the sole responsibility of the commenter. By submitting a 
comment on our page, you agree that the comment content is your own, and that you will hold SAR harmless 
from any and all  repercussions, damages, or liability stemming from your comments and posts.  
 
If any user wishes to discuss a grievance or personal issue with SAR or its' staff, you should contact SAR personally 
to discuss this matter (Revised Sept/2015) 



 
BOARD OF DIRECTORS 

 
 
The Board of Directors serves as the governing body of the Sunflower Association of REALTORS®, Inc. Members of the 
board of directors represent the entire association membership and must uphold all fiduciary duties of a board of 
directors. The board provides strategic planning, recruits strong future leaders, manages the internal affairs of 
the organization, ensures legal and ethical integrity through risk management, and enhances the public trust. 
 
 
 
 

DIRECTOR QUALIFICATIONS 
 
 
To serve as a director, a member must have been a REALTOR® member of the Association at least two 
years and have at least two (2) years of committee service. (Amended June 2021) 
 
 
A waiver is allowed at the discretion of the Nominating Committee if a member was a REALTOR® member of another 
Board where they served as director, chaired a State or NAR committee, or have been a REALTOR® in their Region one 
(1) year and served on at least one (1) Association committee. Consideration may also be given to a candidate for 
service on corporate, volunteer and/or civic boards, government service by election or appointment, completion of 
KAR’s Right Track Academy, Leadership Topeka, or other comparable leadership program. (Amended June 2021) 



 
 

OFFICERS 
 
President 
 
To serve as President the requirements of a Director must be fulfilled, and the nominee must have served as an 
Association or MLS Director at least one of the last five (5) years. 
 
The President oversees the affairs of the Association with the assistance of other elected officers and staff; presides at 
all meetings including the Board of Directors, represents the Association, and acts in its name. (Amended June 2021) 
 
The President is subject to declared policy; appoints all committees; serves as an ex officio member of all committees; 
and performs all duties usual to such office. The President shall serve as spokesperson for the Association with the 
authority to appoint an alternate spokesperson when issues warrant. (Amended 7/2014) 
 
President Elect 
 
Eligible President-Elect nominees must fulfill the requirements to be a Director and must have served as an 
Association or MLS Director in at least one of the last five (5) years. Involvement in the Finance Committee and 
Governmental Affairs Committee is encouraged. 
 
The President-Elect assumes the responsibilities of the President in his/her absence or as requested; assists the 
President in carrying out the functions of that office and performs specific duties delegated by the President. 
The President-Elect shall automatically assume the role of President as of January 1 of the following year. 
(Amended 7/2014) 
 
Treasurer 
 
Nominations for Treasurer are selected from the incoming Board of Directors. Eligible nominees must have served on 
the Finance Committee at least one (1) year or have comparable financial experience. The Treasurer oversees the 
financial affairs of the Association; chairs the Finance Committee which reviews the budget and financial conditions; 
assists the President and other officers in pursuit of the objectives of the Association; and performs specific duties 
delegated by the President. (Amended June 2021) 
 
Chief Executive Officer (CEO) 
 
Chief Executive Officer serves as the non-voting Corporate Secretary, supervises, and administers all the business 
and affairs of the corporation. The CEO is responsible for the hiring, supervision, evaluation, and termination of 
other staff and performs additional duties as prescribed by the Board of Directors. (Amended June 2021) 



ELECTED KAR DIRECTORS 
 
Pursuant to the KAR Bylaws, Article V, Section D. - The number of KAR Directors to be allocated to the SAR Board 
shall be determined by a formula of one Director for each 200 SAR Board members or any part thereof based 
upon the membership of the SAR Board as of June 30th of the current year. 
 
Pursuant to the KAR Bylaws, Article V, Section 2.A. - All members who are seeking to be certified as candidates 
for the position of SAR Board Elected Director shall file an application for candidacy with the KAR Credentials 
Committee at least 60 days prior to the second regularly held meeting of the Board of Directors of the year which 
precedes the year in which the election will take place. 
 
The KAR Credentials Committee shall evaluate each completed application for candidacy received by the deadline 
and determine whether each candidate meets the qualifications and requirements of the position of elected 
director adopted by the Board of Directors. Upon the Credentials Committee determination that a candidate 
meets the qualifications and requirements of the position of Elected Director adopted by the Board of Directors, 
the Credentials Committee shall submit that individual to the Chief Executive Officer as a certified candidate. The 
Chief Executive Officer shall announce all candidates for the position of Elected Director at the KAR Board of 
Directors meeting at which the election for the office will be held. 
 
Elected KAR Directors shall serve a two (2) year term. Even numbered Zones shall be elected commencing to 
serve in even numbered years. Directors from Member Boards in odd numbered Zones shall be elected 
commencing to serve in odd numbered years. The Association President is an automatic appointment to the KAR 
Board of Directors during their term as President and are not considered one of the elected KAR directors. 
(Amended June 2021) 



BOARD of DIRECTORS MEETINGS 
 
 
 
The Board of Directors shall meet quarterly, at a minimum, and at a time and place determined by the Board.  
 
 
 
 
 
 
Members Addressing the Board of Directors 
 
SAR Board Meetings are open to members. Any member wishing to address the Board of Directors shall notify a 
Director or staff member prior to the beginning of the meeting. The request must be submitted on a "Request to 
Address the Board of Directors" card to be filled out with the member's name and the item to which the 
individual wishes to speak. 
The card shall be returned to the Board Secretary or designated staff member prior to the beginning of the 
meeting. (Amended June 2021) 
 
Members wishing to speak on Agenda Items will be invited to do so at the time the Agenda Item is discussed by 
the Board of Directors. Individuals wishing to speak on Non-Agenda Items will be invited to do so during "Other 
Business" on the agenda. Each individual wishing to speak will be allotted three (3) minutes which will be timed 
by the Board Secretary. The speaker will address the board through the Chair only. Individual comments to staff 
or board members are not permitted. (June 2021) 



ASSOCIATION AWARDS 

A Distinguished Affiliate Award may be presented by the Sunflower Association of REALTORS®, Inc., to an Affiliate 
member of the Association in recognition of outstanding service to the Association. The award may not necessarily be 
given every year. (Amended 7/2014) 

The criteria for the Distinguished Affiliate Award shall be: 
• Recipient may be an individual or firm who is a paid affiliate member of the Association.
• (Amended 7/2014)
• Recipient must be an active participant on at least one (1) committee and must regularly attend Association

activities and functions.
• Recipient must make a significant contribution to the Association or the real estate industry.
• Nominations for the award will be made by the Executive Committee. A form developed for gathering

information pertinent to the award will be sent to those nominated for completion prior to a deadline to be
established each year. The Executive Committee shall review all information forms received and select a
recipient. (Amended 7/2014)

LIFETIME SALES ACHEIVEMENT AWARDS AND ELIGIBILTY 
The following requirements apply to all awards and each of the conditions must be met: 

• Only REALTOR® members in good standing with the Association for the year during which the award was
earned are eligible. (Amended T96-10)

• Only closed transactions are eligible. Transactions must run through the real estate company the member is
affiliated with.

• A brokerage or sales commission or fee must be charged and paid (as opposed to a referral fee or some
administrative services rendered charge for preparing documents, counseling, or closing a transaction), unless
the agent is a principal in the transaction. If the agent in the transaction is a principal and the commission is
waived, the sales price on the contract and closing statement will be the value to be used.

Commercial transactions which are not in the MLS may be submitted for listing volume and/or sales volume according 
to agency agreements or actual agent involvement, utilizing Part Two of the Sold/Awards Form. 

Auctioneers may claim volume for sales at auctions as follows: 
• The original listing is withdrawn if it goes to auction.
• The auctioneer inputs it as the listing company.
• When it sells and volume is reported, the original listing agent gets half of the credit and the auctioneer(s)

get the other half of the credit. (Amended 7/2014)



The Master’s Club recognizes members of the Association who have a consistent record of high performance. Records 
are retained for all members who have achieved a minimum combined volume of closed listings sold and sales or 
leases of at least $1,000,000 during the calendar year, and that volume is used to calculate lifetime achievement 
awards. Once received, membership continues as long as the recipient is a REALTOR® member of the Association. 
Recipients must meet the following additional requirements: 

Achieved annual volume of $1,000,000.00 or more at least five (5) times, not necessarily consecutively. (Amended 
7/2014) 
Achieve a minimum cumulative volume established by an indexed system. The Association shall maintain said system 
for calculating the amount as follows: Each subsequent year, the minimum volume will be indexed based on the 
increase in the average sales price of sales reported to MLS for the previous year and will never decrease. The amount 
will be announced to the membership no later than March 1st each year. (Amended 7/2014) 

The Andy Anderson Award recognizes members of the Master’s Club who have doubled the volume currently 
required to achieve the Master’s Club. This amount will be adjusted annually as twice the amount for Master’s Club. 

The Gold Sales Achievement Award recognizes members who have lifetime sales volume three (3) times the amount 
required for Master’s Club. (Amended 2/2016) 

The Platinum Sales Achievement Award recognizes members who have lifetime sales volume four (4) time the amount 
required for Master’s Club. (Amended 2/2016) 

The Rising Star Award recognizes new members who have MLS sales volume in excess of 
$1,000,000.00 in their first twelve (12) months of membership in the Association. (Amended 7/2014) 



REPORTING VOLUME 
Participants and/or subscribers may record a sale involving an unrepresented party for the purpose of comps and 
selling volume. The sale must be entered into the MLS within three (3) days of closing. Property if NOT to be entered 
into the MLS until it has closed. All applicable and/or required fields must be completed and the listing must include at 
least one (1) exterior photo. A copy of the settlement statement shall be made available to SMLS staff upon request. 
(Amended May 2021) 
 
 
Members wishing to report transactions outside the above-referenced time limit must make an appeal to the CEO and 
will be subject to a non-refundable fee of $25 appeal fee per transaction. Further, such transactions will be subject to a 
$100 late reporting penalty by the Sunflower MLS, Inc. (Amended June 2021) 
 
 
Appeal of Late Reporting 
An office may make an appeal to the CEO to include volume not previously reported. The appeal must show cause for 
failure to report; include supporting documentation deemed necessary to verify such volume under appeal; and must 
be signed by the DR. The deadline for appeals will be thirty (30) days following closing. Appeals are subject to a non-
refundable fee of $25 per transaction. (Amended June 2021) 
 
 
The CEO will review any requests to add or change transactions after the deadline. The CEO shall review all 
transactions with questions as to eligibility and has the authority to determine eligibility of transactions. (Amended 
7/2014) 



Guidelines for Use of Awards 
Violation of any of the eligibility requirements or guidelines of the program could subject the member to forfeiture of 
the award after a hearing before the Directors. Upon report of an alleged violation, staff will contact the broker to 
submit documentation to substantiate eligibility. The CEO will determine if eligible. No discipline will be imposed for 
the first infraction, but a future violation could subject the violator to an ethics proceeding. (Amended 2004) 
 
All news releases for any of the awards will be handled exclusively by the Association. 
 
Qualification for any award may not be claimed or advertised in any way prior to issuance of the award, and any 
reference to the award must state the year(s) received. 
 
Reference to any SAR award in any publicity or promotional piece, including business cards, may not mention the dollar 
amount required for eligibility, since that may change each year. 
 
Since membership is continuous as long as the recipient remains a REALTOR® member of the Association, it is not 
necessary to mention the year of receipt. If an explanation of the award is to be included in any piece, it must be in 
one of the following forms: 
 
“(Name of recipient) is one of X members (the total number of recipients) of the Sunflower Association of REALTORS®, 
Inc., (Award Name), a lifetime achievement award which recognizes members of the awards program who have a 
consistent record of high performance.” 
 
OR 
 
“(Name of recipient) is a member of the Sunflower Association of REALTORS®, Inc., (Award), a  
lifetime achievement award which recognizes members of the awards program who have a 
consistent record of high performance.” 
 
 
All advertising should clearly state that volume is combined sales and listings sold. (Amended 01/2012) 



SAR COMMITTEES 
The President shall appoint , in accordance with the Bylaws, the following standing committees: Professional Standards 
and Grievance. The President shall appoint other committees as deemed necessary. Committees act at the discretion 
of the Board of Directors and are responsible for implementation of the strategies assigned them in the Strategic Plan 
for the year and determining the extent and amount of human and financial resources to be committed to each 
strategy. (Amended 7/2014) 
 
The President will appoint all chairpersons. Vice chairpersons will be appointed by the President- Elect, with input from 
the President. Vice chairpersons will serve as chairperson the subsequent year subject to confirmation of the incoming 
President. (Amended 7/2014) 
 
Only those who are REALTOR® members, Affiliate members, or staff members of member offices of the Association are 
eligible to serve on a committee. A committee chairperson must be a REALTOR® or Affiliate member of the 
Association. 
 

SAR COMMITTEE RESPONSIBILITIES 
Executive Committee 
The Executive Committee is appointed per the Bylaws. Voting members are the President, President- Elect, Treasurer, 
and Immediate Past President. The CEO is a non-voting member. Duties of the Executive Committee are as specified in 
the Bylaws or as directed by policies set by the Board of Directors. Decisions made by the Executive Committee are 
reported to the full Board of Directors. (Amended 7/2014) 

• Sets agendas for Board of Director meetings. 
• Oversees the placement of savings and reserve accounts between Finance Committee meetings. 
• Responds to the media or to issues according to the objectives of policy of SAR and the MLS. 
• Completes performance evaluation and salary recommendation for CEO. 
• Addresses insurance needs. 
• Reviews, monitors, and recommends adjustments to the strategic plan (A taskforce will be formed to work 

with the Executive Committee when major changes to the strategic plan are considered.) 
• Recommends nominees for KAR directors and/or Zone VP positions for approval by the board. 
• Determines which committees are needed each year subject to Board approval, included but not limited to the 

following committees: (Amended 7/2014 
 
Awards Committee 

• Selects the Association's nominees for KAR annual awards, including but not limited to REALTOR® of the Year, 
Salesperson of the Year, Distinguished Service, and Archie. 

• Selects the recipients for SAR annual awards, including but not limited to, REALTOR® of the Year, Distinguished 
Associate of the Year, and Outstanding Member/Office. 

• Membership shall consist of the past five (5) SAR recipients of any KAR award, the past five 
• (5) recipients of the SAR Salesperson of the Year/Distinguished Associate of the Year, and REALTOR® of the 

Year. 
• Considers changes to SAR awards programs. (Amended 7/2014) 

 
Community Relations Committee 

• Actively enhances the public awareness of SAR and REALTOR® members. 
• Engages in volunteer opportunities that focus on housing issues, neighborhood  improvement, and enhanced 

quality of place. 
• Promotes the benefits of SAR membership to REALTOR® members and affiliates. 
• This committee meets quarterly at a minimum. (Amended June 2021) 

  



Finance Committee 
Membership shall consist of the Executive Committee, President of the MLS Board, and at least three (3) members-at-
large. This committee is chaired by the Treasurer and meets quarterly at a minimum. (Amended 7/2014) 

• Assists SAR staff in the development of the SAR annual budget, 
• monitors the Association budget throughout the year 
• Ensures sound fiscal management of Association funds (Amended June 2021) 

 
Governmental Affairs Committee 

• Develops SAR’s local legislative agenda 
• Monitors and reviews political issues at city and county level that impact members; 
• Coordinates and conducts local candidate interviews with the RPAC Committee.  
• Partners with RPAC to consider RPAC contributions for candidates that support REALTOR® issues.  
• Committee meets as needed. 
• Governmental Affairs Committee members are strongly encouraged to contribute at least $99.00 to 

RPAC and agree to do so if selected to this committee. (Amended June 2021) 
 
Grievance Committee 

• Reviews ethics and arbitration complaints 
• Determines whether complaints are sent forward for hearing 
• Members are required to have Professional Standards Administration Training 
• Members serve staggered three-year terms before rotating up to the Professional Standards Committee. 
• Committee meets as needed. (Amended June 2021) 

 
Nominating Committee 

• Reviews REALTOR® member qualifications for director elections 
• submits proposed ballot to the board of directors for approval 
• Proposes the slate of officers for election by the board of Directors. 
• Members of the Nominating Committee shall be the Executive Committee plus any outgoing directors. 
• The Nominating Committee is chaired by the President Elect. 
• Additional members may be appointed to the Nominating Committee to ensure representation from at least 

four (4) companies and Regions as determined by the bylaws. (Amended June 2021) 
 
Professional Standards Committee 

• Conducts ethics and arbitration hearings and determines appropriate discipline or awards. 
• Reviews and updates the Association’s Statement of Professional Standards. 
• Members are required to have Professional Standards Administration Training and serve for staggered three-

year terms, having previously served on the Grievance Committee. (Amended 7/2014) 
 
Citation Panel 
Is a subset of the Professional Standards Committee and is comprised of at least three (3) individuals with experience in 
Professional Standards. Reviews and recommends if ethics complaints meet the requirements for Citation (9/2015) 
 
Risk Management 

• Conducts maintenance and review of the Association’s uniform contracts and forms; 
• Assists members in their understanding and following of equal service guidelines and other liability risks. 

(Amended 7/2014) 
  



 
RPAC Committee 

• Responsible for raising RPAC funds 
• Works directly with SAR staff to plan and promote events 
• Coordinates and conducts local candidate interviews with the Governmental Affairs Committee. 
• Partners with Governmental Affairs to consider RPAC contributions for candidates that support REALTOR® 

issues. 
• RPAC Committee members are strongly encouraged to contribute at least $99.00 to RPAC and agree to do so if 

selected to this committee. Members serve for one (1) year. 
• Committee meets as needed. (Amended 7/2014) 

 
Young Professionals Network (YPN) 

• Coordinates networking and educational opportunities for members newer to the real estate industry. 
• Committee meets quarterly at a minimum. (Amended 7/2014) 

 
Strategic Planning Committee is responsible for setting the strategic plan and goals of the association and is chaired 
by the President-Elect. Membership shall consist of the SAR Executive Committee, the officers of the MLS, and such 
other appointees as designated by the President-Elect, with a minimum of four (4) companies represented. The 
Strategic Plan shall be approved by the Board of Directors and presented to the membership at the Annual Business 
Meeting. (Amended 7/2014) 
 
  



 
DUTIES OF MEMBERSHIP 

 
Licensees affiliated with a REALTOR® Principal member of the Sunflower Association of REALTORS®, Inc., shall be 
eligible to receive services upon completion of member application , evidence that they are actively engaged in the 
real estate profession, can show proof of a current and valid real estate license and all other requirements of 
membership as stated in the SAR bylaws, and receipt of membership fees. (Amended 5/1987) 
 
Association membership shall be divided into three (3) Regions within the Association. North Region (Brown Jackson 
and Nemaha counties), Central Region (Jefferson, Osage, and Shawnee counties), and South Region (Lyon County). A 
REALTOR® member’s region shall be determined by the location of the office in which their license is assigned with 
the Kansas Real Estate Commission.  
 
A member may petition the Board to represent a different Region if their primary area of business and/or 
residence are different from the location of their office. Regions may be reassigned as necessary by the Board of 
Directors. Members outside the jurisdiction of the Sunflower Association of REALTORS® will be assigned to Regions at 
the discretion of staff. (Amended 11/2018) 
 
New Member Orientation program: Beginning January 1, 2003, all new members are required to complete a New 
Member Orientation Program within 60 days of joining the association. This requirement does not apply to 
applicants for REALTOR® membership or provisional members who have completed comparable orientation in 
another Association, provided that REALTOR® membership has been continuous, or that any break in 
membership is for one (1) year or less. Failure to complete this requirement within the designated time will result in a 
$50.00 fine, denial of the membership application, or termination of provisional membership. The fine is subject to 
appeal to the Board of Directors with extenuating circumstances. (Amended 2/2016) 
 
Code of Ethics Training: For successive three-year periods thereafter, with the exception of REALTOR® Emeritus 
members, each REALTOR® member of the Association shall be required to complete ethics training of not less than 
two (2) hours and thirty (30) minutes of instructional time. The requirement will    be satisfied upon receipt of 
documentation that the member has completed a course conducted by this or another REALTOR® Association, State 
or National Association of Realtors which meets the requirements as outlined by NAR. 
 
REALTOR® members that have completed training as a requirement of membership in another Association and 
REALTOR® members who have completed the New Member Code of Ethics Orientation  during any three (3) year cycle 
shall not be required to complete additional ethics training until a new three (3) year cycle begins. 
 
Failure to satisfy this requirement in any three (3) year cycle shall be a violation of a membership duty and result in 
suspension of membership for the first two months (January and February) of the year following the end of any three 
(3) year cycle or until the requirement is met, whichever occurs sooner.  On March 1 of that year, the membership of a 
member who is still suspended as of that date will automatically be terminated. 
 
Affiliate Membership 
Affiliate members are real estate owners, individuals, or firms in the Association’s jurisdiction who  offer services 
directly related to the marketing and evaluation of real property, have interests requiring information concerning 
real estate, and support the objectives of the Association. 
 
Affiliate members are also licensed or certified to engage in real estate practice who, if otherwise eligible, do not 
elect to hold REALTOR® membership in the association, but is engaged exclusively in a specialty of the real estate 
business other than a brokerage.  
 
A reciprocal agreement is established with the Topeka Home Builders Association for Affiliate Membership for the 
President, waiving dues unless the President is already a dues paying member of the Association. (Amended 7/1991) 
 
 



 
 
Membership Lists  
Membership lists are available for members and affiliate members at no cost. Membership lists will not be 
provided to non-members (Amended July 2014) 
 
Membership Meeting 
The Association annual meeting shall be held each year as designated by the Board of Directors. Members are 
encouraged to attend and participate; however, in the interest of time and fairness to all members, comments 
on issues brought before the membership may be subject to time limits  at the discretion of leadership. (Amended 
September/2015) 



DUES, FEES, and ASSESSMENTS 
 
Administrative Process Fee 
An administrative processing fee of $200 shall be due and payable for all new members or licensees as of the date 
of affiliation with any REALTOR® member 
 
Member Dues 
Dues for new members are prorated on a monthly basis from the date of licensure with a REALTOR® member. 
Members who paid in the year previous must pay for the entire current year. 
 
A member that has paid dues  for the current calendar year, then placed on inactive, may be reinstated during the 
same calendar year dues were paid without payment of an administrative processing fee. Members who did  not 
pay in the year previous will be considered “new” members, subject to all applicable new member fees. 
(Amended July/2014) 
 
Late Fees: A late fee of $35.00 will be assessed for dues not paid by the due date. (Amended 7/2014) 
 
Deceased Members: Pro-rated local dues for the current year will be refunded for any REALTOR® member who passes 
away. 
  



MEMBER TRANSFERS AND STATUS CHANGES 

KREC License Status 
Participants and Subscribers are required to notify SAR within three (3) calendar days of any final action taken by 
KREC or the KREAB against the Participant, Subscriber, or any licensee affiliated with the Participant or 
Subscriber, including, but not limited to, any final decisions restricting, suspending, or revoking a real estate 
license or Appraiser’s certification or license of a Participant, the Participant’s firm or corporation under which the 
Participant or Subscriber acts, or any licensee affiliated with the Participant or the Participant’s firm or licensee or 
Appraiser who was affiliated with the Participant or Participant’s firm at the time of the underlying act. 

Failure to report license restrictions, suspensions or revocation within the stated required time will result in a 
$500 fine to the Participant without warning. (July 2018) 

Agent Transfers 
A transfer fee of $50.00 will be assessed for any agent who has paid dues for the current year when transferring from 
one office to another or changing from inactive to active license status. 

If an office  closes business, agents transferring to other member firms at the time of notice of closing will be assessed 
a $25.00 transfer fee. (Amended 7/2014) 

Notification of Roster Changes 
Both the releasing broker and the assuming broker are required to notify the association within five 
(5) calendar days of any changes to their office roster. The notice must be in writing and can be sent  by mail or
electronic means. Failure to do so will result in a $50.00 fine. (Amended February/18)



LEGAL COUNSEL 
The Sunflower Association of REALTORS®, Inc., shall retain legal counsel to protect the Association’s legal interests. 
Unless another designee is appointed by the Board of Directors, all communications with legal counsel, with the 
exception of personnel matters involving the CEO, shall be conducted by and through the CEO in order to ensure 
efficient disbursement of requested opinions and/or information. In the event of a personnel matter involving the 
CEO, the President of the Association or such other individual designated by the Board of Directors shall be 
responsible for contacting legal counsel. (Revised 9/2015) 
 
PROFESSONAL STANDARDS POLICY 
The Sunflower Association of REALTORS®, Inc., will abide by the NAR Code of Ethics and SAR Statements of 
Professional Standards Policy. The Association’s Statement of Professional Standards will be reviewed and 
updated to incorporate NAR revisions on an annual basis. Once approved by the full board of directors it will be 
made a part of these Policies & Procedures by inclusion. (Amended 9/2015) 
 
PUBLICITY 
Statistics and other real estate information will be made available to the media and city and county officials on an on-
going basis. (Amended 4/1986) 
 
The Sunflower Association of REALTORS®, Inc., will publicize all educational offerings in the area regardless of 
sponsor, including a disclaimer that it is not an endorsement, and that information is provided for informational 
purposes only, designating accredited courses. 
(Amended 2/1988) 
 
INSTITUTES, SOCIETIES, AND COUNCILS 
Institute, Society, and Council members are encouraged to participate through open communication and a 
general attitude of acceptance. The Sunflower Association of REALTORS®, Inc., will make communication tools 
such as the computer, newsletter, and announcement page of the MLS book on a space available basis. Institutes, 
Societies, and Councils of the National Association of REALTORS® will take priority over any group in a related field 
(e.g., Sales and Marketing Council of THBA). Association members who will be President of an Institute, Society, 
or Council of NAR the following year should be recognized at the annual banquet, if in attendance. It will be the 
responsibility of that Institute, Society, or Council to submit newsworthy information and officers' names to the 
Association. It is not the Association's responsibility to search out the information. 
 



 
CRISIS MANAGEMENT, SAFETY AND SECURITY 

 
Crisis Management Team 
An Association Crisis Communication Team shall consist of the CEO, current association president and legal counsel. 
This team shall formulate media responses and act as the spokesperson for the association for any and all situations 
that threaten the reputation of the association or its members. 
 
Computer Passwords 
It is the policy of the organization to assign unique computer passwords to each individual who has access to the 
computer system. Passwords of terminated employees will be cancelled immediately. A master record of passwords 
will be maintained by the Association staff. (Revised 7/2014) 
 
Cyber Security 
All association files are backed up on a regular basis and stored in a cloud server supported by the association 
technology vendor. Any suspected cyberattack or unauthorized access should be reported to the CEO 
immediately. 
 
Office Closings Due to Adverse Conditions 
Employees will work remotely in the event of a natural and/or man-made disaster, pandemic,  emergency, or 
situation where the Board of Directors, and/or Legal Counsel recommends closing the association office for the 
safety of members or staff.   
 
The association office will follow government guidelines regarding sheltering in place, closures, and working 
conditions. Members will be notified of any closings and updated on a regular basis through the most effective 
and available communication methods. (Adopted June 2021) 
 
SEVERE WEATHER 
SAR maintains regular office hours regardless of weather conditions. The SAR office will follow the State of Kansas 
severe weather closing policy. Leadership and volunteers will be notified if meetings are canceled due to weather 
concerns. The CEO may close the office when deemed necessary to ensure the safety of employees and volunteers 
regardless of the State of Kansas schedule. (Amended 9/2015) 
 
MISCELLANEOUS 
The Sunflower Association of REALTORS®, Inc., recommends that every member office establish a check-in procedure 
and distress signal that agents can use in an emergency. (Amended 10/1990) 



FISCAL INTEGRITY AND FINANCE POLICY 

Sunflower Association of REALTORS®, Inc. follows these policies and generally accepted    operating procedures to 
ensure the fiscal integrity of its financial operations. 

Accounts Receivable 
Invoices for services and/or supplies are emailed to the broker/affiliate on the day of their origination. 
Terms for the Association’s accounts receivable will be “Net 30.” Invoices will be considered “past due” on the 
31st day after the date of the invoice. 

Aging categories to be used will be 
1-30 days;
31-60 days;
61-90 days
Over 90 days

Association staff will send reminders via email to the brokers and/or affiliates in the 1-30day category. 
Brokers and/or affiliates in the 31 - 60 days category will be contacted via phone, asking for payment within ten 
(10) days. Association staff and the Treasurer will coordinate who makes phone  calls. In some instances, it may
be appropriate for the President or CEO to make phone calls.

Should payment not be received within ten (10) days, a broker will no longer be considered a “Member in Good 
Standing.” (In order to be considered a “member in good standing,” the Bylaws of the Association requires a 
member’s financial obligations to the association to be paid in full.) The broker will be referred to the MLS Board 
of Directors for immediate suspension of MLS services. 

Association staff will make contact with the affiliate to determine why payment has not been received. A report of 
such findings will be forwarded to the CEO and Treasurer for further action. 

Audit: Each year, an independent accounting firm will conduct an audit of the Association and MLS. to ensure 
that financial information is being reported accurately and proper accounting procedures are being followed.  The 
auditor’s report is presented to the Finance Committee prior to presentation to the MLS Board and the SAR 
Board of Directors. (Amended June 2021) 

Bank Reconciliation 
Bank Statements will be reconciled by a designated staff person and presented for review to  the CEO and Treasurer 
each month. Acknowledgement of receipt and review of the reconciled statements will be made a part of the 
reconciliation for audit purposes. 

Bid Requirements: The Association will require three (3) bids on printing, capital purchases and expenditures in 
excess of $1,500, professional service, leases for more than one (1) year in duration. (Amended July/2014) 

Budget 
The Finance Committee and, ultimately, the Board of Directors are responsible for the sound fiscal management 
of the Association. To that end an annual budget shall be approved no later than November of each year. 

The   CEO and Bookkeeper shall prepare a draft operating budget for the Association and the MLS to present to the 
Finance Committee. After approval, the Finance Committee will recommend the budget for final approval by the SAR Board 
of Directors. 



The budget shall establish the annual occupancy rate to be charged to the subsidiary corporation. The occupancy 
agreement with the subsidiary will be reviewed and approved as part of the budget process. The budgets of the 
Association and the MLS will be approved by the SAR Board of Directors per the bylaws. (Amended May/2017) 
 
Capital Reserves: The Association will establish and maintain a Capital Reserve Fund to prospectively accumulate 
funds for planned future needs such as obtaining or replacing assets, major repairs or redecorating of the 
headquarters building, or expansion of products or services. Reserves for the replacement of assets will be 
accumulated annually based on the estimated cost to replace, less any trade-in value, divided equally over the 
anticipated life of the asset. 
 
Contract Signing Authority: Contracts will be signed by the CEO and the current Association President. 
(Amended7/2014) 
 
Control of Checks and Cash: The office shall maintain a cash receipts spreadsheet. All incoming mail and other cash 
receipts will be opened by a designated staff person and logged in with the date received, name of payer, check 
number or cash, and amount. Cash receipts will then be turned over to a designated staff person for processing 
within the Association’s accounting system. Deposits will be taken to the bank by the CEO. 
 
Corporate Credit Card Policy: The Association shall provide a corporate credit card for the Chief Executive Officer 
and a designated staff person to use for business expenses. The only authorized uses are those which SAR and/or 
MLS Directors have authorized or are normal expenses of the organization (i.e., approved travel for staff and 
officers, office supplies and  equipment, expenses for special events). (Amended 7/2014) 
 
All amounts charged will be paid in full no later than the due date for the bill on which they first appear. Travel 
expenses will also be reported on travel expense reports. Each expense will be coded and authorized separately. 
Receipts of expenses over $25 are required to be submitted and attached to the travel expense report or the 
credit card statement. 
 
Disbursements: The President, President-Elect, Treasurer, and Chief Executive Officer are authorized to sign 
checks. Only one (1) signature is required on all checks under $1,500.00 except those made out to employees or 
members. All other checks require two signatures. 
 
Financial Reporting: The SAR bookkeeper prepares and provides monthly financial reports for the Association and 
the MLS. The reports are sent to the Executive Committee for review. The  Treasurer provides the monthly 
financial report to the Board of Directors. A summary balance sheet and Profit & Loss Budget vs Actual for the 
month and year to date will be included in the financial report. 
 
The Association will publish financial information annually to distribute to the membership. Members wishing 
more detail may make an appointment with the Chief Executive Officer to  view additional information. Said 
information is not to be reproduced or removed from the office. (Amended July 2014) 
 
The Treasurer and CEO will determine timing and placement of CDs and report all actions to the Finance 
Committee. Any financial institution operating in Shawnee County that is federally insured is eligible for 
placement of SAR and MLS funds if they are or become an affiliate member. (Amended February/1995) 
  



The Finance Committee will review year-end financial statements and make recommendations concerning employer 
SEP contributions each year in time for Directors to take action prior to filing taxes. The waiting period for employees 
to participate in the SEP plan is six (6) months of regular full-time employment. Employees may then elect to begin 
payroll deduction. (Amended June 2021)  

Operating Reserve: The Association will establish and maintain an Operating Reserve Fund to provide funds for 
unforeseen future contingencies, to enable the Association to survive operating shortfalls caused by adverse 
economic conditions or management error, and to provide funds for development of new programs or the 
expansion of services. Reserves may be used to offset the effects of an operating reversal until expenditures can be 
adjusted. 
Thirty-three percent (33%) of the annual operating expense of the Association is desired. Until that level is 
achieved, and to maintain that level, an amount not to exceed $1 of each members' annual dues may be budgeted 
for the fund at the discretion of the Board of Directors, keeping in mind that the primary mission of the Association 
is to serve members' needs. 

Any surplus at the end of a calendar year will be added to the Operating Reserve Fund. Once the desired level is 
achieved, excess funds may be used to decrease dues the following year or to expand or improve products and 
services. The investment objective of these reserve funds will be to attain the highest return commensurate with 
the preservation of capital and to provide liquidity. The portfolio of investments may consist of certificates of 
deposit, cash reserves or Municipal Bonds.  

Payroll: Payroll is disbursed via direct deposit and requires dual authority by the CEO and a designated staff person. 
(Amended July/2014) 

Purchasing: Office supplies will be purchased only after authorization by the Chief Executive Officer or by other office 
staff designated by the CEO. (Amended 7/2014) 

Return Checks: Checks returned for any reason must be paid by the member with cash or cashier’s check. The member 
will be charged a $35.00 fee which must be paid at the same time. (Amended 7/2014) 

Memorials 
A memorial contribution in the amount of $50.00 shall be made following the death of a REALTOR® member, 
staff member, and/or an immediate family member (with “immediate family member” being defined as spouse, 
significant other, parent, child, and/or grandchild, including steps). (Amended 3/2015) 

REALTOR® Relief Fund 
Selection of the recipient of any fundraising effort (s) and/or contribution from the REALTOR® Relief Fund shall 
be determined by the Executive Committee with input from the CEO. Eligible recipients shall be REALTORS® who 
are members of the Association or members of their extended families and/or recognized community 
organizations or disaster relief funds. (Amended 7/2014) 



SAR TRAVEL POLICY 
Sunflower Association of REALTORS®, Inc., shall abide by the following travel policy for all staff and members 
traveling on Association business to insure compliance with minimum IRS requirements and to insure 
reimbursement on a fair and equitable basis. (Amended June 2021) 

Members and staff traveling for Association business will receive a cash advance for the number of days of travel at the 
GSA rate for the destination city. Any remaining advance will not need to be accounted for or returned to the 
Association. One half (1/2) of that amount will be paid if travel originates after noon or the return trip is completed 
before noon.  

Arrangements: Unless otherwise directed, all meeting registrations, hotel and travel will be arranged by SAR 
staff. SAR is not responsible for charges incurred by the attendee to alter the original travel plans, including but 
not limited to persons who cancel part or all of the travel. (Amended June 2021) 

Airfare: Unless other arrangements are made, staff will handle all flight reservations, round trip, at the lowest 
available airfare in coach class. Advance purchase will be made whenever possible to take advantage of the 
lowest cost fare. 

Lodging: If room payment is made by the member upon checkout, the original hotel folio must be submitted for 
reimbursement. Individuals will be reimbursed for lodging based on the following criteria: 

• Room charges and taxes
• All other charges on the hotel bill should be broken down by category as reflected on the expense report
• Personal expenses (i.e., toiletries, magazines, hairdresser, barbershop, health club expenses, in-room

movies, mini-bar) charged to the hotel bill must be indicated as personal on the hotel bill and deducted
from the overall reimbursable hotel expenses. (Amended June 2021)

Additional Expense Reimbursement 
• Reimbursement for mileage at the current IRS allowable rate per mile
• Airport Parking and highway tolls with receipt
• Cost of airport limo, taxi, or bus transportation from the destination airport to hotel and back with receipt
• All member and staff requests for reimbursement will be reviewed by the Chief Executive Officer before

reimbursement
• The Chief Executive Officer's reports will be approved by a member of the Executive Committee (Amended

June 2021)

Cancelations: Any non-refundable expenses charged to the Association due to a cancellation by a SAR member will be the 
responsibility of the member unless a valid excuse is presented for not attending. This includes, but is not limited to airfare, hotel 
reservations, penalty fees, and meeting registrations. A valid excuse shall be death or serious illness of attendee or immediate 
family member. (Amended June 2021) 

Non-Reimbursable Expenses 
Separate or upgraded hotel accommodations, meals, flights, and other expenses for guests accompanying a 
member traveling for SAR business will be the responsibility of the traveling member. Cost of pleasure travel prior 
to or after a business trip shall be solely the responsibility of the  member or employee. per diem payments and 
hotel will be paid only for the business portion of the trip. Other non-reimbursable expenses include Movies, 
including in-room hotel movies, Parking or traffic tickets, Personal entertainment, Taxi, or travel expenses for 
personal time while traveling on business, Mini-bar, Airline or hotel upgrades, Saunas or massages, Expenses 
related to vacation or personal days while on a business trip 



APPROVED MEETINGS AND ATTENDEES AS BUDGET ALLOWS 
 
 
 
NAR Midyear Meeting 
SAR President, President-Elect SMLS 
President 
Staff: CEO, add’l. staff if appropriate 
 
NAR AE Institute 
Staff: CEO, add’l. staff if appropriate 
 
NAR Convention  
SAR President-Elect  
Staff: CEO 
 
NAR Leadership Summit 
 SAR President-Elect  
Staff: CEO 
 
Regional AE Retreat 
Staff: CEO, add’l. staff if appropriate 
 
Region IX 
SAR President 
SAR President Elect CEO 

NAR Legal Retreat 
SAR Legal Counsel 
 
KAR AE Days 
CEO, add’l. staff if appropriate 
 
KAR Right Track Leadership Academy 
SAR President-Elect 
 
KAR Legislative Meetings  
Association: President, President-Elect  
Staff:  CEO, add’l. staff if appropriate 
 
KAR Annual Conference  
Association: President, President-Elect 
KAR Elected Directors 
Staff: CEO, add’l. staff if appropriate 
 
Chamber Intercity Visit 
 Association: President  
Staff: CEO 



Revisions to Policies and Procedures: 
 
April 1986 Sharing of market statistics 
 
May 1987 Membership & fees 
 
February 1988 Educational offerings 
 
October 1990 Safety 
 
July 1991 Reciprocal membership THB1 
 
January 2012 Advertising & Awards 
 
July 2014 Awards & Travel 
 
Sept. 2015 Addressing the board 
 
January 2016 Addition of Nemaha County 
 
February 2017 New member orientation 
 
July 2017 Reporting volume 
 
February 2018 Agent transfers 
 
July 2018 Licensee status changes 
 
November 2018 Petition to represent Region 
 
June 2021 Harassment, Social Media Guidelines,  
Travel 




