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SECTION 1: LISTING PROCEDURES

1.

REQUIRED LISTING CHARACTERISTICS: Listings submitted to Canopy MLS shall possess all the
following characteristics:

(a)
(b)

(c)

(f)

(8)

Real property: The subject of the listing must be real property, for sale, exchange or lease.

Broker-in-Charge: The listing must belong to a real estate brokerage, and be subject to a Broker-
in-Charge (see definition).

Property categories: The listing must qualify for one of the following property categories:

(i) residential,

(i) residential multi unit
(iii) lots/acres/farms
(iv) commercial sale

(v) commercial lease
(vi) residential lease

(d)Listing agreement: The listing must be subject to an Exclusive Right to Sell Listing Agreement
(see definition) or an Exclusive Agency Listing Agreement (see definition), as such terms are
defined by NAR.

Cooperative compensation: The Seller (see definition), in the listing agreement, may authorize
the Listing Brokerage to offer cooperation and compensation to the other Member Participants
(see definition) of Canopy MLS (including any Member Participant of an MLS that is a party to a
data-access agreement with Canopy MLS), as described in the entire Section 5 of the Canopy
MLS Rules and Regulations.

Signatures of Seller(s): All owners having an ownership interest should sign the listing agreement.

If the property was most recently owned by a person who is now deceased, the deceased owner’s
will, or applicable law if the deceased owner died without a will, will determine the correct
party(ies) to sign the listing agreement.

If the owner of the property is a corporation, limited liability company, trust or other legal
entity, the entity should be named as the Seller and a duly authorized officer, manager, trustee
or other legal representative of the entity should sign the listing agreement on the entity’s
behalf.

A non-owner spouse should be named as Seller because the non-owner spouse will be required
in most cases to sign the deed to release certain marital rights in the property. If a married
owner has signed and recorded a pre-nuptial agreement, post nuptial agreement, or a free
trader agreement, consult an attorney to determine whether the non-owner spouse will be
required to sign the deed.

When the Seller of a property does not hold title but has a contract to receive title on the property,
the Listing Brokerage must indicate, “Seller does not yet own,” in the “Ownership Period” field.

NOTE: Entering a listing in the MLS without a valid, signed listing agreement is a Category |l
violation as described in Section 8.4.2 and carries a fine.

Details on listings submitted to Canopy MLS: When a listing is submitted to Canopy MLS, the
Listing Brokerage shall complete the listing agreement and property data form in every detail
which is reasonably ascertainable. The Listing Brokerage shall not enter the listing into the MLS

Capitalized terms and links have their meanings provided in the Canopy Dictionary.
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system unless all required fields on the property data form and listing agreement are filled. When
“other” is used in any field of a listing, the Listing Brokerage shall provide an explanation in the
remarks field.

(h) Accuracy of listing data: Member Participants and Subscribers are required to submit accurate
listing data and required to correct any known errors.

(i) Listing price specified: The Listing Brokerage must include the full gross listing price stated in the
listing agreement in the information submitted to Canopy MLS, unless the property is subject to
auction. If the property is subject to auction, the listing must include an actual list price, assessed
value, starting bid or market value in the list price field.

(j) Termination date of listings: Listings submitted to Canopy MLS shall bear a definite and final
termination date as negotiated between the Listing Brokerage and the Seller.

1.1. REQUIRED LISTINGS: All Exclusive Right to Sell and Exclusive Agency listings meeting the
requirements of Section 1 and located within the Canopy MLS Service Area (see definition) are
required to be submitted to the MLS, except for properties described as optional listings in
Section 1.2 below.

NOTE: Failure to input a new listing required to be entered into the MLS system is a Category I
violation as described in Section 8.4.3 and carries a fine.

1.1.1 LISTINGS SUBJECT TO RULES AND REGULATIONS OF CANOPY MLS: All listings taken by
Member Participants are subject to the Canopy MLS Rules and Regulations. The Listing
Brokerage must input each listing required to be submitted to Canopy MLS after
obtaining the Seller’s signature on the listing agreement and within one (1) business
day of the “Effective Date” (see definition) (or, if applicable, the “Marketing Date” as it
is known in North Carolina) or the beginning date of the term of the listing (for South
Carolina).

Canopy MLS prohibits the listed property from being previewed or shown by the Seller
or any real estate agent, including the Firm’s agents, prior to the Marketing Date or the
beginning of the term of the listing, unless the listing is a Firm Exclusive listing as defined
in Section 1.2.1 below.

1.1.2 CLEAR COOPERATION POLICY: Within one (1) business day of marketing a property to
the public, the Listing Brokerage must submit the listing to the MLS for cooperation with
other MLS Member Participants. Public marketing includes, but is not limited to, flyers
displayed in windows, yard signs, digital marketing on public-facing websites, brokerage
website displays (including IDX and VOW), digital communication marketing (email
blasts), multi-brokerage listing sharing networks and applications available to the
general public.

NOTE: Exclusive listing information for required property categories must be filed and
distributed to other MLS Member Participants for cooperation. This applies to any listing filed
under Section 1.1 and any listing exempt from distribution under Section 1.2.1 of the Canopy
MLS Rules and Regulations if the listing is being publicly marketed, and any other situation
where the Listing Brokerage is publicly marketing an exclusive listing that is required to be filed
with Canopy MLS and is not currently available to other MLS Member Participants.

1.2 OPTIONAL LISTINGS: The Listing Brokerage may, with the informed consent of the
Seller/landlord, submit the following types of listings to the MLS.

Capitalized terms and links have their meanings provided in the Canopy Dictionary.
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(a) Properties for lease: The Listing Brokerage may submit to the MLS real property for lease,
listed subject to a written agency agreement between a landlord and real estate broker to
procure tenants or receive rents for the landlord’s property — which makes it possible for
the Listing Brokerage to offer cooperation and compensation to other Member Participants
of the MLS.

(b) Outside the Canopy MLS Service Area: Canopy MLS will accept but cannot require listings
of property located outside the Canopy MLS Service Area.

(c) Commercial listings

(d) Auction properties: Canopy MLS accepts exclusively listed property that is subject to
auction (Absolute Auction, Auction With Reserve or Online Auction) (see definitions);
however, any listing submitted must be entered into within the scope of the Listing
Brokerage’s licensure and in accordance with all other requirements for listing input. Such
listings must include an “Actual List Price,” “Assessed Value,” “Starting Bid” or “Market
Value” in the List Price field, and all required fields must be completed. If a “Starting Bid”
cannot be established, then an “Actual List Price,” “Assessed Value” or “Market Value”
must be input into the List Price field. Compensation must be offered as described in the
entire Section 5 of the Canopy MLS Rules and Regulations. The auction firm
name/auctioneer and auction firm/auctioneer license number must be included in the
Public Remarks field, but no other contact information may be included in the Public
Remarks. Any other contact information or bidding website, if applicable, must be
included in the Agent Remarks.

(e) Fractional listings: Canopy MLS will accept Fractional Listings (see definition), Stock
Cooperative Listings (see definition) but not Timeshare Listings (see definition). If a
Member Participant chooses to enter a Fractional Listing into the MLS:

(i) “Fractional Ownership” under the Special Conditions field must be selected, and

(ii) the number of shares or amount of ownership must be expressed as either a percentage
or a fraction (for example: “fractional ownership of 75%" or “fractional ownership of
%") in the first line of the Public Remarks field.

Shares of an LLC cannot be listed in Canopy MLS, because the sale of shares of an LLC
involves legal situations that are not typical of real estate sales.

(f) New Construction that is “proposed” and “under construction”: The Listing Brokerage may
submit New Construction (see definition) properties to the MLS that are “proposed” and
“under construction” that have not received a certificate of occupancy. If a New Construction
property is not already under contract when the certificate of occupancy is issued, and the
property meets the requirements of Section 1, then the property is required to be submitted
to the MLS. If the property is under contract at the time the certificate of occupancy is issued,
then the property may be either:

(i) entered as a new listing and immediately updated to under contract status, or
(ii) entered for comparable purposes after it closes (see Section 3.6).

1.2.1 EXEMPT LISTINGS: If the Seller refuses to permit the listing to be disseminated by
Canopy MLS, the Listing Brokerage may then take the listing as a Firm Exclusive (see
definition), and such listing shall be filed with Canopy MLS but not disseminated to the
participants. Filing of the listing should be accompanied by certification signed by the
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Seller that the Seller does not desire the listing to be disseminated by Canopy MLS. The
Listing Brokerage may use the “Firm Exclusive Agreement” form affirming that the
Seller(s) do not want the listing to be disseminated by Canopy MLS.

The Listing Brokerage MUST register the Firm Exclusive listing with Canopy MLS within
two (2) business days from the Effective Date of the listing agreement. (In the MLS
system, under Resources, select Canopy MLS Forms, then select Firm Exclusive
Registration.)

NOTE 1: Section 1.2.1 is not required for optional listings described in Section 1.2.

NOTE 2: MLS Member Participants must distribute Firm Exclusive listings within (1) one
business day once the listing is publicly marketed. See Section 1.1.2: Clear Cooperation
Policy.

NOTE 3: A violation of this rule is a Category Il violation as described in Section 8.4.2.

1.3 PROHIBITED LISTINGS: Canopy MLS does not regulate the type of listings Member Participants
may take. However, Canopy MLS does not accept:

a) Net Listings (see definition)

(

(b) Open Listings (see definition)

(c) Business opportunities (including but not limited to shares of an LLC).
(

d) Listings that are co-listed with other licensees who are not Member Participants or
Subscribers of Canopy MLS must not be entered into the MLS.

1.4 LIMITED SERVICE LISTINGS are agreements under which the Listing Brokerage will not provide
one, or more, of the following services:
(a) Arranging appointments for Cooperating Brokerages (see definition) to show listed property
to potential purchasers, but instead giving Cooperating Brokerages authority to make such
appointments directly with the Seller(s);

(b) Accepting and presenting to the Seller(s) offers to purchase procured by Cooperating
Brokerages, but instead giving Cooperating Brokerages authority to present offers to
purchase directly to the Seller(s);

(c) Advising the Seller(s) as to the merits of offers to purchase;
(d) Assisting the Seller(s) in developing, communicating or presenting counter-offers; or
(e) Participating on the Seller(s) behalf in negotiations leading to the sale of the listed property

The Listing Brokerage must identify any Limited Service Listing by entering “Limited Service” in
the Listing Service field in the MLS system to inform potential Cooperating Brokerages, prior to
them initiating efforts to show or sell the property, of the extent of the services the Listing
Brokerage provides to the Seller(s), and any potential for the Seller(s) to ask the Cooperating
Brokerages to provide some or all of these services.

NOTE: Failure to indicate that a listing is a Limited Service Listing is a Category Il violation as
described in Section 8.4.2 and carries a fine.

1.5 DUPLICATE LISTINGS: Duplicate listings can be misleading, skew statistics and make
Comparative Market Analyses (CMAs) cumbersome. No more than three active listings are
allowed in the MLS system per Parcel ID number. All duplicate listings must be cross referenced
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in the “Public Remarks” field with the additional MLS numbers, and each listing must be
maintained concurrently. If the property sells, the Listing Brokerage must report the pending
sale and closing on only one listing, and change any additional listings to Temporarily off Market
status while the sale is pending and Withdrawn status upon closing.

(a) Examples of prohibited duplicate listings:

(i) Properties cannot be listed as a “three-bedroom” listing and as a “four-bedroom”
listing, entered once in each of two different Subdivisions, in more than one city,
county, zip code, property style, etc.

(ii) A condo/townhouse unit cannot be entered as a Single-Family listing. Conversely, a
Single-Family unit cannot be entered as a condo/townhouse listing.

(iii) A listing cannot be added more than once to gain additional exposure as another “new”
listing, to obtain an extension for a listing or if a mistake was made when entering
information on a listing. Rather, Canopy MLS should be contacted for assistance to
update an expiration date or correct the error.

(iv) Properties that are co-listed cannot be listed more than once.

(v) Sometimes more than one broker claims to have a valid listing agreement for the same
property. Always search the database prior to entering a new listing to ensure that a
listing is not a duplicate. Generally, Canopy MLS does not determine the validity of
claims of competing contracts. The brokers and Seller are responsible for resolving the
validity questions prior to entering a listing into the MLS.

NOTE: Entering a listing into the MLS without a valid written listing agreement and failure
to withdraw a listing upon termination of a listing agreement are both Category Il violations
as described in Section 8.4.2 and carry a fine.

(b) Examples of permissible duplicate listings:

(i) Properties with multiple parcels can be listed together, separately or both; however,
properties can be listed separately only if they can be purchased separately. Listings
of property to be subdivided must comply with Section 1.20.

(ii)  Aresidential property listed for sale that can also be leased can be listed in the rental
section as well.

(iii) A property with a structure on it that is marketed for the land value can be listed
under lots/acres/farms and other applicable property categories(s) (e.g., residential,
commercial, etc.).

(iv) A duplicate listing can be submitted in the applicable property type(s) when the
highest and best use is inconsistent with current zoning. If the property is non-
conforming or requires rezoning (e.g., a residential property listed as commercial), it
must be disclosed in Public Remarks.

(v)  New Construction listings with model homes proposed can have a single listing for
each model offered by the builder, provided that there are sufficient lots to build all
entries. Each listing must be attached to a specific lot or condo unit, a specific floor
plan, and the list price must be reflective of the lot on which it is listed. Additionally,
each listing must provide a valid address, legal description and accurate zoning. If
there is no street number, then use the lot number in the Street Number field as well
as the Lot/Unit field.

(vi) A residential listing with a rental unit (attached or a separate building) can be listed
under the residential property category with a second living quarters and also under
the residential multi-unit property category.
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(vii) Properties can be listed by the same broker under multiple firms.

(viii) “Flip/Seller-does-not-yet-own” listings: “LISTING A” must be reported as Under
Contract-No Show status upon execution of the purchase agreement, indicating that
“SELLER A” is no longer seeking showings or backup offers. “LISTING B” (the flip) will
appear as Active status in the system. “LISTING B” must indicate “Seller does not yet
own,” in the Ownership Period field (see Section 1(f)). Both sales, “LISTING A” and
“LISTING B,” must be reported as Closed status.

In the event of a Short Sale (see definition), if the sale of “LISTING A,” and
subsequently also the sale of “LISTING B,” depends upon third-party approval of the
contract to purchase, then that must be disclosed in the Public Remarks field of both
listings. However, “LISTING B” cannot indicate that the commission may be reduced
by the lender, because “LISTING B” is not a Short Sale. Canopy MLS recommends the
following disclosures in the Agent Remarks:

LISTING A: This property is subject to a purchase agreement, and the buyer has
re-listed the property for sale. Refer to MLS#__ for showings and offers. Potential
Short Sale. Offers and commission subject to third-party approval. Any reduction
in the gross commission required by the lender as a condition of approving the
sale will be split ## percent to the Listing Brokerage and ## percent to the
Cooperating Brokerage.

LISTING B: Property subject to a purchase agreement that is a Short Sale and
requires third-party approval. Seller does not yet own the property. Closing will
occur upon Seller procuring a subsequent buyer at favorable terms.

1.6 RETENTION OF RECORDS: The Listing Brokerage must keep on file the originals of all the listing
forms in accordance with state licensing law and must make them available to the MLS upon
request.

NOTE: Failure to provide Canopy MLS with requested documentation within two (2) business
days is a Category Il violation as described in Section 8.4.2 and carries a fine.

1.7 CORRECT PLACEMENT OF LISTING AGENT, LISTING BROKERAGE AND SELLER BRANDING ON
MLS LISTINGS: Branding (see definition) is prohibited in the Public Fields (see definition) of a
listing.

The Unbranded Virtual Tour Universal Resource Locator (URL) may not contain any characters
within the URL which could identify or direct a user back to the listing agent, Listing Brokerage
or Seller’s website, or any Favicon (see definition) resembling the listing agent, Listing Brokerage
or Seller logo. Virtual tours and videos may not contain Branding other than the virtual tour
vendor’s name, and if the listing agent or Listing Brokerage is the virtual tour vendor, the name
of the listing agent or Listing Brokerage cannot be included.

In addition, Public Fields cannot include content such as:

(a) any reference to commission, compensation, referral fees or incentive offered to a buyer’s
agent; instead, any necessary additional comments regarding the compensation being
offered to the other MLS Member Participants on a listing must be provided in the
Compensation Comments field;

(b) any reference to a scheduled open house/model open/sales office open or to a TV showing
of the property; or
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(c) instructions to place offers on eBay or other auction websites.

1.8 SECURITY OF PROPERTY: The Listing Brokerage must not put combination lockbox codes or
security system codes in any field of the MLS system.

NOTE: An infraction of this rule is a Category Il violation as described in Section 8.4.2 and carries
a fine.

1.9 SELLER'S NAME ON LISTING: If Seller(s) (excluding Member Participants and Subscribers of
Canopy MLS) indicate on the listing agreement to withhold their names and other contact
information, the Listing Brokerage may honor this stipulation and not submit that information
to Canopy MLS.

1.10 SUBDIVISION LIST: The Listing Brokerage must provide verification of any new Subdivision or
complex name to be added to the MLS system before Canopy MLS will add it to the list.
Appropriate forms of verification (in order of preference) are a copy of a deed or a copy of the
approved Subdivision plat map. If the marketing name is different from the name that was
recorded in the Register of Deeds, then a photograph of the entry monument, or a
professionally designed brochure or website for the Subdivision, can accompany a copy of a
deed or a copy of the approved Subdivision plat map. Any request to add a Subdivision or
complex name that cannot be verified as described by this rule must be approved by the Canopy
MLS Board of Directors. Canopy MLS staff does not accept complaints alleging “incorrect
subdivision” regarding neighborhoods or Subdivisions without defined boundaries.

1.11 LISTING EDIT POLICY: Member Participants and Subscribers may request Canopy MLS staff to
enter their listings into the computer for $50 per listing.

The Canopy MLS Listing Edit Policy describes the types of changes to listing information that
Canopy MLS staff are permitted to make. Changes must be requested in writing (email is
acceptable) by the Listing Brokerage. In order for Canopy MLS staff to withdraw a listing, the
Member Participant must submit the request in writing (email is acceptable).

1.12 CHANGE OF STATUS OF LISTING: The Listing Brokerage must input any change in listed price or
other change in the original listing agreement, only when authorized in writing by the Seller(s)
and within two (2) business days after the Listing Brokerage receives the authorized change.

1.12.1 LISTING MANIPULATION: The listing must reflect the correct status at all times and may
not be inactivated through a change of status and then be reactivated to cause the
listing to appear as new. The only valid reasons for changing a listing number is the
execution of a new listing agreement by a new office, or the execution of a new listing
agreement on a property by the same brokerage which is dated following the expiration
or withdrawal of the prior agreement.

Withdrawn status, as it is defined in Section 1.12.2(i) below, means the listing contract
has been terminated (no longer in force) prior to the expiration of the term of the
contract. If the listing agreement has not been terminated, Temporarily off Market
status should be used instead of Withdrawn status.

The system’s CDOM will reset to zero after 90 days off the market.

NOTE: A violation of this rule is a Category Il violation as described in Section 8.4.2 and
carries a fine.
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1.12.2 LISTING STATUSES: Canopy MLS uses the following status types to indicate a property’s
availability:

(a) Active: The listing is available with no contingencies, contract or rental application
registered against it. Short Sale listings cannot be left on Active status while the
buyer and Seller are waiting for lender approval of the contract. Days on Market
(DOM) and Cumulative Days on Market (CDOM) accrue from the date entered in
the Marketing/Active Date field.

(b) Under Contract-Show: The listing is under contract but is still available for showing,
and backup offers are being solicited. DOM and CDOM do not accrue. Listings
remain in Under Contract-Show status until the Listing Brokerage changes the
status.

(c) Under Contract-No Show: The listing is under contract, showings are no longer
being sought and backup offers are not being solicited. DOM and CDOM do not
accrue. Listings remain in Under Contract-No Show status until the Listing
Brokerage changes the status.

(d) Coming Soon-No Show: Coming Soon-No Show (CSNS) status indicates that the
Listing Brokerage and the Seller are preparing the property for sale before
marketing in Active status. CSNS status provides a method for the Listing Brokerage
to notify other Member Participants and Subscribers of properties that will be made
fully available for showing and marketing after preparations have been completed.
CSNS status is not intended to give the Listing Brokerage an advantage in finding a
buyer for the property to the detriment of cooperating brokers, nor is it intended
to circumvent the sale of the property on an open market. The following rules apply
to CSNS status:

(i) There must be a valid listing agreement between the Seller and the Listing
Brokerage.

(ii) The listing does not begin accruing DOM until it moves to Active status.

(iii) Listings in CSNS status must obtain Seller approval (see Coming Soon-No Show
Status Seller Authorization).

(iv) While the property is in CSNS status, the Seller and the Listing Brokerage may
not promote or advertise the property in any manner other than as “coming
soon.”

(v) CSNS status is for short-term use to prepare for Active status, and can only be
used for 21 days or less.

(vi) A Listing Brokerage may not relist a property in CSNS status unless the listing
has been in Expired or Withdrawn status for more than 90 days, the property is
listed with a new brokerage firm or the property has been sold or rented.
Listings may not be transferred from any other status to CSNS.

(vii) Properties in CSNS status may not be shown.

NOTE: Any showing of a property in CSNS status disqualifies the property from that
status and is a Category IV violation as described in Section 8.4.4 and carries a fine
assessed to the listing agent.
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(e) Application Received: The property is available but a rental application has been
registered on it. Application Received status listings are available for showing.

(f) Closed: The property is rented or sold and settled.

(g) Temporarily off Market: The listing contract remains in force between the Listing
Brokerage and the Seller, but the listing is not currently being marketed through
the MLS. Under this status there are no property showings or open houses. Sign
removal is not required. The listing must be edited and returned to Active if
showings are resumed. The status must be changed in the MLS within two (2)
business days of the Seller notifying the Listing Brokerage. DOM and CDOM do not
accrue. A listing in Temporarily Off Market status may not be listed with another
firm. The listing will automatically change to Expired status on the expiration date.

(h) Expired: Listings automatically expire on the expiration date unless prior to that
date the Listing Brokerage extends or renews the listing agreement and updates
the Expiration Date field in the MLS system. The Expiration Date field cannot be
changed to a date prior to the current expiration date. If the Expiration Date field
must be changed to an earlier date, Canopy MLS requires the request to be
submitted in writing, and the listing agreement or other Seller documentation must
be provided with the request.

(i) Withdrawn: The listing contract has been terminated (no longer in force) prior to
the expiration of the term of the contract. Only Member Participants with head-
broker or office-broker permissions in the MLS system can withdraw listings. A
listing in Withdrawn status may be listed with another firm. Withdrawn listings
cannot be returned to Active status.

1.13 WITHDRAWAL OF LISTING PRIOR TO EXPIRATION: Listings may be withdrawn from Canopy
MLS by the Listing Brokerage before the expiration date of the listing agreement only when
authorized by the Seller(s) and agreed to by the Listing Brokerage in writing. A copy of the
agreement must be made available to Canopy MLS upon request.

Sellers do not have the unilateral right to require Canopy MLS to withdraw a listing without
the Listing Brokerage’s concurrence. However, when Sellers can document that their exclusive
relationship with the Listing Brokerage has been terminated, the MLS may remove the listing
at the request of the Seller.

NOTE: A violation of this rule is a Category Il violation as described in Section 8.4.2 and carries
a fine.

1.14 NAMED PROSPECTS EXEMPTED: Seller(s) may name prospects who are exempt from the listing
agreement. If a named prospect exempt from the listing agreement buys the property, the
Seller(s) is not obligated to pay a commission to the Listing Brokerage. The Listing Brokerage
must clearly distinguish Exclusive Right to Sell listings with named prospects exempted by
entering “Exclusive Right With Exception” in the Listing Agreement Type field in the MLS system.

1.15 EXPIRATION OF LISTINGS: Listings submitted to the MLS automatically expire on the expiration
date specified in the listing agreement unless prior to that date the Listing Brokerage extends
or renews the listing agreement. The Seller(s) must sign the extension or renewal of listing and
the Listing Brokerage must report the extension or renewal to the MLS. If the Listing Brokerage
renews or extends the listing within 30 days after it has expired, the Listing Brokerage may
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either return the listing to Active or enter a new listing. After 30 days, the Listing Brokerage
must enter a new listing.

If the listing agreement expires while a listing is in Under Contract-Show or Under Contract-No
Show status and no sale occurs, and the Listing Brokerage has not extended or renewed the
listing agreement, then the Listing Brokerage must change the status of the listing to Withdrawn
status within two (2) business days.

NOTE: Failure to report a listing’s change of status within two (2) business days is a Category Il
violation as described in Section 8.4.2 and carries a fine.

1.16 LISTINGS OF EXPELLED OR SUSPENDED MEMBER PARTICIPANTS: When Canopy MLS expels or
suspends a Member Participant for failing to abide by a membership duty — i.e., being in
violation of the Code of Ethics, Canopy Realtor® Association Bylaws or bylaws of the association
to which they belong, Canopy MLS Bylaws, Canopy MLS Rules and Regulations or other
membership obligations except failure to pay appropriate dues, fees or charges — Canopy MLS
must retain all listings currently submitted to the Canopy MLS by the expelled or suspended
Member Participant, at the Member Participant’s option, until Closed, Withdrawn or Expired,
and Canopy MLS must not renew or extend the listings beyond the termination date of the
listing agreement in effect when the suspension became effective. If a Member Participant has
been expelled or suspended from the Canopy Realtor® Association or Canopy MLS (or both) for
failure to pay appropriate dues, fees or charges, Canopy MLS is not obligated to provide
services, including continued inclusion of the expelled or suspended Member Participant’s
listings in the Canopy MLS Compilation of current listing information. Prior to any removal of an
expelled or suspended Member Participant’s listings from the Canopy MLS, Canopy MLS will
advise the expelled or suspended Member Participant in writing of the intended removal so
that the expelled or suspended Member Participant may advise his/her clients.

1.17 LISTINGS OF RESIGNED MEMBER PARTICIPANTS: When a Member Participant resigns, Canopy
MLS is not obligated to provide services, including continued inclusion of the resigned Member
Participant’s listings in the Canopy MLS Compilation of current listing information. Prior to any
removal of a resigned Member Participant’s listings from Canopy MLS, Canopy MLS must advise
the resigned Member Participant in writing of the intended removal so that the resigned
Member Participant may advise his/her clients.

1.18 MEDIA: At least one digital image (photo/plat map/rendering) of each property listed in the
MLS shall be submitted to Canopy MLS prior to saving the listing as Active, except where Sellers
expressly direct that photographs of their property not appear in the MLS compilations.
However, an image or photo is not required of any listing in Coming Soon-No Show status until
such time that the listing’s status is changed. Written documentation requesting that a digital
image not be submitted, signed by the Seller, should be available for review if requested by
Canopy MLS. At least one photo must be an exterior view of the property structure for sale with
the exception that for land, a plat or map of the specific property is acceptable. All photos
uploaded must be representative of the property, landscape, views, neighborhood and
surrounding community. If using a photograph (excluding artist renderings) that is similar to but
not a photograph of the actual listing, users must include a disclaimer “example photo” across
the photograph.

1.18.1 VIRTUAL STAGING: (see definition)
(a) Prohibited Inclusions: Modifying photo(s)/rendering(s) to include visual elements

not within a property owner’s control is strictly prohibited. Example: Editing in a
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view of the Charlotte skyline or football stadium that is not physically possible from
the specified location in the real world.

(b) Prohibited Exclusions: Modifying photo(s)/rendering(s) to exclude visual elements
not within a property owner’s control is strictly prohibited. Example: Removing
power lines, water towers and/or nearby highways.

(c) Permitted Uses: Modifying photo(s)/rendering(s) to include personal property
items not conveyed with the real property is permitted. Permitted personal
property modifications include, but are not limited to:

(i) Applying digital photos of furniture, mirrors, artwork, plants, etc. into a photo
of an empty room.

(ii) Removing existing furniture from a photo and replacing it with digital images of
furniture, mirrors, artwork, plants, etc.

Disclosure of virtually-staged photo(s) is required to be readily visible on the image,
and a nonstaged image must be included immediately following or preceding the
virtually-staged photo(s).

(d) Permitted Virtual Staging and Listings of Properties Not Fully Constructed:
Virtually-staged photo(s)/rendering(s) on either “proposed” or “under
construction” listings is permitted for all facets of real property to be conveyed to
a buyer in a sale. Disclosure of virtually-staged photo(s)/rendering(s) is required on
the image.

1.19 CANOPY MLS RIGHT TO EDIT OR DELETE A LISTING: Canopy MLS reserves the right to delete or
edit a listing that violates the Canopy MLS Rules and Regulations or any applicable laws upon
advice of legal counsel and may make administrative corrections of property information
necessary to ensure accuracy or consistency in MLS compilations.

1.20 LISTINGS OF PROPERTY TO BE SUBDIVIDED: Property that is to be subdivided shall be listed in
the MLS only when:

(a) the proposed division is exempt from the local Subdivision ordinance, or

(b) when the property is subject to a purchase contract that satisfies all of the requirements of
applicable law.

Participants are encouraged to obtain advice from legal counsel to determine whether either of
the above conditions has been satisfied. Canopy MLS does not determine whether such
condition or conditions have been satisfied and makes no representation as to whether any
listing in the MLS does or does not comply with such condition(s). Upon listing a property that
does not have final Subdivision approval, the Member Participant shall be deemed to have
represented to Canopy MLS and to all other Member Participants that one or the other of the
above conditions has been satisfied.

1.21 PROPERTY ADDRESSES: At the time of filing a listing, Member Participants and Subscribers must
include a property address available to other Member Participants and Subscribers, and if an
address does not exist, a parcel identification number can be used. Where an address or parcel
identification number are unavailable, the information filed with the MLS must include a legal
description of the property sufficient to describe its location.

SECTION 2: RULES AND PROCEDURES GOVERNING KEYS AND LOCKBOXES
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2 KEYS AND LOCKBOXES: Member Participants and Subscribers must use approved devices, i.e., the
Supra eKEY and Lockboxes, in accordance with the terms and conditions specified by the Supra
Keyholder Agreement (the “Supra Agreement”), in addition to these additional policies.

NOTE: Any violation of a rule contained in this Section 2, excluding Section 2(g)(iii), is a Category llI
violation as described in Section 8.4.3 and carries a fine. Any violation of Section 2(g)(iii) is a Category
IV violation as described in Section 8.4.4 and carries a fine.

(a)
(b)

(d)

(e)

Key: Refers to the Supra eKEY, herein after referred to as “Key.”

Keyholder: Means a Member Participant or Subscriber of Canopy MLS in good standing who is
entitled to use the Supra System (referred to herein as the “System”) in accordance with the Supra
Agreement, or a lease, sublease or sublicense with Canopy MLS. All Keyholders must hold a valid
real estate sales or broker’s or property management (SC) license or be licensed by an appropriate
state regulatory agency to engage in the appraisal of real property in North Carolina or South
Carolina where the Key System will be used.

Affiliate Keyholder: Means an affiliate member of Canopy Realtor® Association or an affiliate
member of another Realtor® association where Canopy MLS is the primary MLS, as defined in
subsections (i) and (ii) below.

(i) General Contractors and Inspectors (Home, Radon, Pest and Structural Engineers) qualify,
provided proof of licensure is presented and, if applicable, proof that individual is an affiliate
member, in good standing, of a Realtor® association.

General Contractor and Inspector Affiliate Keyholders are prohibited from using any Lockbox
Key or information to provide access to a property to any other person, unless the other
person is accompanying the General Contractor or Inspector Affiliate Keyholder, and the
other person’s presence is required for the purpose of completing the work.

If the potential buyer will be present for the inspection or appointment with a General
Contractor, then a licensed real estate agent must also attend, unless express written
permission has been granted by the Seller or Seller’s representative for the buyer to attend
the inspection or appointment with a General Contractor without a licensed real estate agent.

The Affiliate Keyholder may be liable for actions of other persons the Affiliate Keyholder
admits to a property, as if the Affiliate Keyholder had personally committed those actions.

(i) Photographers/Virtual Tour Developers: Individual must be an employee of a real estate
firm, and the Member Participant of the office must make a formal request in writing.

Unlicensed assistants are not permitted to lease a Key.

Affiliate Keyholders described in Section 2(c)(i) above will have limited access to the MLS system
for the purposes of scheduling appointments through ShowingTime.

Lockbox: Refers to the individual Lockboxes and the lockbox system manufactured by Supra sold
to Member Participants and Subscribers. The term “Lockbox” may also include combination
lockboxes.

Possession of Key: If a Key is lost or requires replacement for any reason, the replacement cost,
if applicable, for the Key shall be the replacement price set forth in Membership Policies and
Procedures.
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Keyholders must immediately report a stolen device upon which their Key is installed to the
Member Services Department. The Member Services Department will deactivate the Key to
ensure it is not able to be used by any other individual.

(f) Current Update Code: The Supra Key product is updated daily, and automatically when the Key is
located within cell phone coverage areas.

(g) Security of Equipment: Each Keyholder must maintain the security of each Key and the Personal
Identification Number (PIN) of each Key, to prevent the use of the Key by unauthorized persons.
Keyholders, whether their Key is being actively used or not, shall abide by the following
conditions:

(i) to keep the device on which their Key is installed in the Keyholder’s possession or in a safe
place at all times;

(ii) not to allow the PIN for the Key to be attached to the device on which their Key is installed
for any purpose whatsoever, or for that PIN to be disclosed to any third party;

(iii) not to permit any other person or entity to use the Key for any purpose whatsoever, whether
or not such other person or entity is a real estate broker;

(iv) to notify the Member Services Department immediately in writing of a loss or theft of the
device upon which their Key is installed or the loss or theft of any Lockboxes, and of all
circumstances surrounding such loss or theft;

(v) to follow all additional security procedures as specified by the MLS; and

(vi) to safeguard the code for each Lockbox from all other individuals and entities, whether or
not they are authorized users of the Key System.

(h) Authorization: The property owner, as well as any tenant(s) in possession of the property, if
applicable, must provide prior written authorization to install or use a Lockbox before a Lockbox
is installed or used on any piece of real property. Canopy MLS requires a written agency
agreement to install or use an approved Lockbox on any real property. Keyholders must use
extreme care to ensure that all doors to the listed property and the Lockbox are locked. The Listing
Brokerage must inform all owners and tenant(s) of real property that the Lockbox is not designed
or intended as a security device.

(i) Statement of Administrative Procedures and Operating Standards: Each Keyholder
acknowledges that the use of the Key System is also subject to the terms and conditions of the
applicable Supra Administration Agreement (“Agreement”) and that failure of Supra or the MLS
to perform any of their respective obligations under each Agreement may detrimentally affect
such party’s use of the applicable Key System. Each Keyholder expressly waives any right to
exercise any right or remedy arising under, relating to or by virtue of any default by any person
under the applicable Agreement or under any other agreement executed and delivered in
connection with the use or lease of the Supra System. Each Keyholder further acknowledges and
agrees that the MLS may exercise any remedies it may have under each applicable Agreement.

(j) Acknowledgment: Each party using a Key System hereby acknowledges that it is not a security
system. The Key System is a marketing convenience, key-control system, and as such, any loss of
Keys or disclosure of PINs compromises the integrity of Canopy MLS and the Key System. Each
party agrees that it will use its best efforts to insure the confidentiality and integrity of all
components.
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(k) Lockboxes: Each firm is responsible for maintaining up-to-date records of the location of each
Lockbox owned by the firm.

Keyholders must notify the Member Services Department of transfers of ownership of Lockboxes
from one firm or individual to another by completing the necessary Lockbox Transfer Form.

2.1 UNAUTHORIZED USE OF KEY: The lending of Keys for any reason is prohibited. Each Keyholder
must secure the Key to prevent anyone from discovering the PIN number.

Keyholders using Keys from other MLSs or associations that cooperate with Canopy MLS are
subject to these Key and Lockbox rules and regulations, penalties and fines on the same terms
as all other Keyholders.

2.2 RIGHT TO SUSPEND USE OF KEY: Canopy MLS may refuse to lease a Key, may terminate an
existing Key lease agreement and may refuse to activate or reactivate any Key held by an
individual convicted of a felony or misdemeanor, or who is under investigation by the Real
Estate Commission, provided the crime or circumstances of the investigation, in the
determination of Canopy MLS with subsequent approval of the Canopy MLS Board of Directors
(Described under Article VI of the Canopy MLS Bylaws), relates to the real estate business or
puts clients, customers or other real estate professionals at risk.

Canopy MLS may suspend the right of Keyholders to use Keys following their arrest and prior to
their conviction for any felony or misdemeanor which, in the determination of the Canopy MLS
Board of Directors, relates to the real estate business or which puts clients, customers or other
real estate professionals at risk.

Factors the Canopy MLS Board of Directors can consider in making such determinations include,
but are not limited to:

(a) the nature and seriousness of the crime,
(b) the relationship of the crime to the purposes for limiting Lockbox access,

(c) the extent to which continued access might afford opportunities to engage in similar
criminal activity,

d) the extent and nature of past criminal activity,
e) time since criminal activity took place,

f) evidence of rehabilitation while incarcerated or following release, and

(

(

(

(g) evidence of present fitness.

2.3 LISTING ACCESSIBILITY: Canopy MLS requires placement of an “approved” Lockbox or other
access device on listed properties if any device giving access to real estate professionals or
service providers is authorized by the Seller and occupant and is placed on the property. The
purpose of this requirement is to ensure cooperating Member Participants and Subscribers
have timely access to listed properties. Requiring that a Lockbox or other access device be
“approved” does not limit the devices that satisfy the requirement to Lockboxes leased or sold
by Canopy MLS. Canopy MLS may require that the devices be submitted in advance for approval,
and the access device may be any Lockbox or other access device that provides reasonable,
timely access to listed property. Canopy MLS also may revoke the approval or subject the

Member Participant to discipline if the device is used in a manner that fails to continue to satisfy
this requirement.
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NOTE: An infraction of the Canopy MLS Listing Accessibility Rule and Policy is a Category |
violation as described in Section 8.4.1. Respondents to alleged violations shall demonstrate
compliance with the rule within two (2) business days.

2.4 UNAUTHORIZED REMOVAL OF KEYS FROM LOCKBOX: The unauthorized removal of keys from
a Lockbox without the permission of the current Listing Brokerage is a violation. You must be
the current Listing Brokerage or have the current Listing Brokerage’s permission to remove keys
from the listed property or Lockbox. The person opening the Lockbox must be the person for
whom the appointment was made unless expressly authorized in writing by the Listing
Brokerage. Examples of violations include, but are not limited to:

(a) Taking the keys to settlement without permission from the current Listing Brokerage.

(b) Showing a listed property on behalf of another agent, without updating the showing
appointment to reflect the change AND notifying and obtaining approval of the change from
the Listing Brokerage.

(c) Performing an inspection on behalf of another Inspector, without updating the showing
appointment to reflect the change AND notifying and obtaining approval of the change by
the Listing Brokerage.

NOTE: An infraction of this rule is a Category lll violation as described in Section 8.4.3 and carries
a fine.

SECTION 3: HANDLING SHOWINGS, NEGOTIATIONS, OFFERS AND SALES
3 SELLING PROCEDURES

3.1 SHOWINGS AND NEGOTIATIONS: The Cooperating Brokerage must arrange appointments for
showings and conduct negotiations for the purchase of listed property in Canopy MLS with the
Listing Brokerage, except under the following circumstances:

(a) The Listing Brokerage gives the Cooperating Brokerage (either subagent or buyer agent)
specific authority to show or negotiate directly with the Seller, or

(b) After reasonable effort, the Cooperating Brokerage (subagent or buyer agent) is unable to
contact the Listing Brokerage. However, the Listing Brokerage may preclude such direct
negotiations by the Cooperating Brokerage (either subagent or buyer agent).

NOTE: An infraction of this rule is a Category |l violation as described in Section 8.4.2 and carries
a fine.

3.1.1 UNAUTHORIZED ACCESS OF PROPERTY: Do not attempt to enter into, or upon, a listed
property without express permission prior to the time the Seller has provided such
authorization. Examples of violations include, but are not limited to:

(a) accidentally showing a property the day before the scheduled appointment,
(b) accessing a property outside of the appointed time frame,

(c) accessing a property without a confirmed appointment,

(d) showing a property at the wrong address, and

(e) walking around the property before the scheduled appointment.

NOTE: An infraction of this rule is a Category lll violation as described in Section 8.4.3
and carries a fine.
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3.1.2 UNAUTHORIZED PRESENCE OF POTENTIAL BUYER AT APPOINTMENT OR SHOWING: If
the potential buyer will be present for an appointment or showing, then a licensed real
estate agent must also attend, unless express written permission has been granted by
the Listing Brokerage.

NOTE: An infraction of this rule is a Category lll violation as described in Section 8.4.3
and carries a fine.

3.1.3 BUYER OR TENANT REPRESENTATIVES: The Cooperating Brokerage must disclose their
agency status to the Listing Brokerage at first contact with the Listing Brokerage (in
person, by telephone or in writing).

3.1.4 CANCELLATIONS: The showing agent must notify the listing agent in the event an
appointment is cancelled or changed following the process specified by the Listing

Brokerage.

3.2 PRESENTATION OF OFFERS: The Listing Brokerage must make arrangements to present any
offer as soon as possible, or give the Cooperating Brokerage a satisfactory reason for not doing
so.

3.3 SUBMISSION OF WRITTEN OFFERS AND COUNTER-OFFERS: The Listing Brokerage must submit
to the Seller all written offers until closing unless precluded by law, government rule, regulation
or agreed otherwise in writing between the Seller and the Listing Brokerage. Unless a
subsequent offer depends upon the termination of an existing contract, the Listing Brokerage
shall recommend that the Seller obtain the advice of legal counsel prior to acceptance of the
subsequent offer. Cooperating Brokers shall submit to the buyer or tenant all offers and
counter-offers until acceptance, and shall recommend that buyers and tenants obtain legal
advice where there is a question about whether a pre-existing contract has been terminated.

3.4 RIGHT OF COOPERATING BROKERAGE IN PRESENTATION OF OFFER: The Cooperating
Brokerage has the right to participate in the presentation to the Seller of any offer the
Cooperating Brokerage secures unless the Seller gives written instructions to the contrary. The
Cooperating Brokerage does not have the right to be present at any discussion or evaluation of
that offer by the Seller and the Listing Brokerage. If the Seller gives written instructions to the
Listing Brokerage that the Cooperating Brokerage not be present when an offer the Cooperating
Brokerage secured is presented, the Cooperating Brokerage has the right to a copy of the
Seller’s written instructions. None of the foregoing diminishes the Listing Brokerage’s right to
control the establishment of appointments for such presentations.

Where the Cooperating Brokerage is not present during the presentation of the offer, the
Cooperating Brokerage can request in writing, and the Listing Brokerage must provide, as soon
as practical, written affirmation stating that the offer has been submitted to the Seller, or
written notification that the Seller has waived the obligation to have the offer presented.

NOTE: An infraction of this rule is a Category Il violation as described in Section 8.4.2 and carries
a fine.

3.5 RIGHT OF LISTING BROKERAGE IN PRESENTATION OF COUNTER-OFFER: The Listing Brokerage
has the right to participate in the presentation of any counter-offer made by the Seller unless
the potential buyer gives written instructions to the contrary. The Listing Brokerage does not
have the right to be present at any discussion or evaluation of a counter-offer by the potential
buyer (except when the Cooperating Brokerage is a subagent). If the potential buyer gives
written instructions to the Cooperating Brokerage that the Listing Brokerage not be present
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