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Getting Started 1 Preliminary Online Renewal Preparation

Once the status lights on RECA ONLINE change from green to yellow in mid-August, you may
commence the renewal process.

Step 1: Sign on to RECA ONLINE

~
~

Step 2:

—

Step 3:

—_—

Gotowww.reca.caand sel ect A OnEnteryoair RECACIR and passwodd.

Brokers who may have forgotten their login information can retrieve this information by
cl i c ki n Borgothogih Infermaiiondo | i n k .

Print the pre-populated renewal application for the brokerage

On the | eft hand side of the pRowmdoadRenewdh e

Formd Please print and complete this form.

Make any necessary changes to the information on the application. Once the
Brokerage Acknowledgement has been completed under Section H, the broker must
swear the brokerage application under Section I. Affidavit.

If there have been any changes to the information under Section C. Legal Entity, or
Section D. Brokerage Information, contact RECA for further direction. Do not process
the brokerage/broker renewals online until you have received direction from
RECA to do so.

If any of the Suitability Questions under Section E of the application are answered
positively, the brokerage licence application AND broker application for registration
must be forwarded to RECA for processing. Do not process the brokerage/broker
renewals online.

Applications to be processed at RECA must be forwarded no later than September 1,
2010.

Print the pre-populated renewal application for the broker

Under the 0Br ok ®owdloas Bendwal &armo Pleasd peint dnd 6
complete this form.

If any of the Suitability Questions under Section C of the application are answered
positively, the brokerage licence application AND broker application for registration
must be forwarded to RECA for processing. Do not process the brokerage/broker
renewals online.

Applications to be processed at RECA must be forwarded no later than September 1,
2010.
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Step 4: Print the pre-populated renewal applications for associates and/or associate
brokers, if applicable (associate/associate broker online renewals can only be
processed once the brokerage/broker online renewal process has been
completed).

Click on the feature that reads ®ownload All Associate Renewal Formsodabove the
Brokerage Transactions section on the left hand side of the screen OR under each
associate/ associ,seled ®dwnleatt Renetval Fonm®d m e

[ Sel ect i o p e nrup window anchpeint theoferm(s) once they appear. Please
be patient, this may take a few minutes.

[ If you are experiencing problems with these forms, please update your version of
Adobe Acrobat Reader. This can be obtained as a free download from
www.adobe.com. If you continue to experience problems, you may download blank
application forms from RECAS website.

[ Renewal forms for all associates and associate brokers currently registered to the
brokerage will print with many fields already completed. Fields not automatically
completed must be manually completed by the industry member before the application
can be successfully processed. Submit each form to the appropriate industry member
for completion, changes, and for their signature to be commissioned under Section G.
Affidavit. Once the application has been sworn by affidavit, the broker can then
complete Section H. Broker Acknowledgement.

[ If any of the Suitability Questions under Section C of the application are answered
positively, the application for registration must be forwarded to RECA for processing.
Do not process the renewal online.

[ Applications to be processed at RECA must be forwarded no later than September 1,
2010.

Step 5: Payment of Fees

¢ RECA ONLINE includes a calculator that will allow the subscriber to enter the type and
number of transactions they wish to process. The calculator will tell the user the
amount required to complete these transactions. The user will have the option to pay
the fee(s)onlineusi ng the brokerdés or. an associ at efs
¢ If the brokerage would like to make an advance payment the brokerage must submit
payment by cheque or cash to RECA. Please allow for 3-5 business days for
processing once the cheque has been received by RECA.
C Confirmation that fees have beeONLNEmscbuatd t o
can be obtained by clicking on Brokerage Statement in the drop down menu.


http://www.adobe.com/

Brokerage & Broker Online Renewal Process \

Once the original paper brokerage and broker renewal applications have been completed and
sworn by affidavit, the broker may proceed to renew the brokerage and broker using RECA
ONLINE.

1234567 CORPORATION LTD. O/A REAL ESTATE BROKERAGE
trors s Select Renew
ed

(@) Licence renewal is orerdue

§ T Brokerage &

O for rengwal @ Licence has bean terminated. Follow up with RECA required -
@rzalon s curey usgended.cancetad or s 3 Watime 50 3 A St = B ro k er in th e d rop
down menu located
ﬂ"" Download the on-line manual in B ro kerag e
Please Commence The Renewal of your Brokerage Licence and Brokers/Associates Registrations Tl’an SaCtI ons
Dowmload The Renewal Instructions un d er t h € 0 A c t
Download All Associate Renewal Forms - wr bar a n d S e I e C t o

T A Status Expiry Date Action
Common Law = 902010 ,W (e _
Qovmioad Renewal Fonn.

The br okcarredge ds
account balance will be

[Fee Description -Brokerage | Fee Amount] shown along with the fee
} descriptions. If there are
[Fee Description-Broker | Fee Amount] sufficient funds to

facilitate the brokerage
and broker renewals,
select Proceed with
Licensing Transaction.

If the account does not
have sufficient funds,
select Online Credit
Card Payment




Part 1: Brokerage Renewal

Complete the Broker
Acknowledgement by
carefully reading all
statements and click
Proceed.

Proceed Cancel

1. Confirm the brokerage
information. If any
changes have been made
to this information since
the date of the

brokeragebs | ast

application, contact

RECA for further

direction. DO NOT

PROCEED WITH

ONLINE RENEWAL.
_ _ eUpdate the broke
e contact ;?;?rma“on’ it

2. Complete questions 20
to 25 according to the
paper application.

e If any of the questions

have been answered

6Yesd on the app!
forward the original

application to RECA

along with copies of all

relevant documentation.

DO NOT PROCEED

WITH ONLINE

RENEWAL.

o If all of the questions
ich a pardon has been gr ted or provincial or municipal highway traffic offences?
25. Has the sole proprietorship, corporation, or partnership or any of its officials, directors, officers or (o) yes ©no h ave b e_ en answer!
shareholders (only applicable if a non-publicly traded legal entity) had any proceedings pursuant to the on the appllcatlon s select

Criminal Code of Canada been commenced against them? Proceed at the bottom of
the page once completed.




Part 2: Broker Renewal

Complete the Broker
Acknowledgement by
carefully reading all
statements and click
Proceed.

1. Confimthebr oker 6s
personal information. If

any changes have been

made to this information

since the date of the

b r o k last apglication,
contact RECA for further
direction. DO NOT

PROCEED WITH

ONLINE RENEWAL.

Updatethebr ok er 6 s
contact information, if
necessary.

2. Complete questions 17
to 22 according to the
paper application.

If any of the questions
have been answered
6Yesd on the app!
forward the original
application to RECA
along with copies of all
relevant documentation.
DO NOT PROCEED
WITH ONLINE
RENEWAL.
If all of the questions
have been answer
on the application, select
Proceed at the bottom of
the page once
completed.

n commenced against the applicant? Oyes Ono




