
 
 
 
 
STEPS TO TAKE WHEN AN AGENT LEAVES THEIR BROKER: 
 
Step 1- For the agent: 
 
Create a Document Package for each transaction to assure you will have the 
paperwork necessary for your records. 
 

 Go to : http://www.ntreis.net/technical/transactions.asp  click on Document 
Management Support and view our Quick Reference Guide for “Creating a 
Document Package”. Many agents create a document package and save 
either on a CD or their own computer at the close of each sale. 

 
Step 2- For the agent and broker: 
 
Transfer rights to open files to the existing office administrator or broker.  This 
enables the office to close the open files. 
 

 Be sure the office administrator and/or broker is added as a default 
participant at the creation of all files or is added as a participant first in 
order to transfer rights of a file.  (to add a Default Participant go to: 
http://www.ntreis.net/technical/transactions.asp click on How to “Add a 
Default Participant” ) 

 Once the broker or office administrator is a participant in the file, the agent 
or creator of the file, may transfer rights 



 
Step 3- To transfer rights of file: 
 
1.  Go to the File Summary Page and make sure your broker/administrator is a 
participant to the file.  (if not, click on “Add” (yellow arrow) and add –see our Quick 
Reference Guide - How to Add a Participant at http://www.ntreis.net/technical/transactions.asp -) 
 

 
 
 
2. Click on File Administration  to be able to transfer rights: 
 

 
 
 
 
 



3.  Click on “Transfer Admin”  (Note you may also desire to generate an audit trail 
for your records – click “File History”) 
 

 
 
 
 
4.  Click on the pull down member and choose your participant and “Transfer”  
 

 
 
Transfer and Close window.  You’re done! 
 

 


