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Why are we changing the process?

• Questions around POE’s being submitted, not keeping POE’s private, sold data, data 
points, comps, office tracking and inventory

• HMLS is the source of complete & accurate data for REALTORS® across the KC Region

• Clarification from NAR on intent of Clear Cooperation/office exclusives, including that 
MLSs should be able to fully track them and that comps should be used for the greater 
good of all Participants
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How are we changing the process?
1. Existing Private Office Exclusive Listing Contract/Agreement will become void and unusable Mid-March, 

date TBD

2. A new form – Private Office Listing Modification to the Exclusive Right to Sell Contract (Heartland MLS Private 
Office Exclusive Form)  *Will be added into KCRAR Forms Libraries a few days before our Go-Live date.

3. Existing POE’s will need to be entered into Matrix that were previously submitted to our outside 
tracking system.

4. POE’s not submitted to Tracking system will need to be reported as well

5. New Matrix Private Office Exclusive Input Forms
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Private Office Listing 
Modification To ERTS 

(Heartland MLS Private Office 
Exclusive Form)

Release Date Early March in 
all KCRAR Forms Repositories

Page 1
Link to Draft for View

Five (5) Paragraphs of important 
information for SELLER, 
BROKER, LICENSEE 
ASSISTING SELLER to read, 
understand and follow
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Private Office Listing 
Modification To ERTS 

(Heartland MLS Private Office 
Exclusive Form)

Release Date Early March in 
all KCRAR Forms Repositories

Page 2
Link to Draft for View

Standard Signature Section and 
Disclaimers as found on all 
KCRAR Forms.  
SELLER, BROKERAGE 
(Broker), and LICENSEE 
Signature and Dates
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Private Office Listing 
Modification To ERTS 

(Heartland MLS Private Office 
Exclusive Form)

Broken Down

Paragraph 1

Explains privacy, who it can be shared with, 
that it will be placed in HMLS as a Private 
listing to restrict wide-spread visibility for 
privacy and what constitutes a violation of 
that privacy. Reinforces keeping info regarding 
private listing as private, including no outside 
discussions with other agents or offices.
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Private Office Listing 
Modification To ERTS 

(Heartland MLS Private Office 
Exclusive Form)

Broken Down

Paragraph 2

Explains that while holding as private, listing 
will not be disseminated in any way other than 
inside the office ID of their agent and the 
exposure of the Property will be limited, which 
may not result in highest price, best terms, or 
other favorable factors for the Seller. Confirms 
the Seller understands these limitations and 
because of Seller privacy concerns, agrees 
to and understands the impact.
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Private Office Listing 
Modification To ERTS 

(Heartland MLS Private Office 
Exclusive Form)

Broken Down

Paragraph 3

Standard Fair Housing verbiage for the seller to 
affirm it is not being held private and excluded 
from sharing with other agents outside of the 
office ID for any reasons listed.
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Private Office Listing 
Modification To ERTS 

(Heartland MLS Private Office 
Exclusive Form)

Broken Down

Paragraph 4

Explains what happens to the listing if any party listed disseminates 
publicly the information about a private listing property. On 
occurrence, the Private Office listing status is revoked and all terms 
and conditions of the Exclusive Right to Sell Agreement will 
prevail. Authorizes changing to a public listing within 1 business day 
and if failure to do so a $1000.00 penalty will apply. Offer from and 
sale of property by an outside of Office ID agent is considered public 
marketing and failure to change listing to public before making 
available to all is considered a violation. 9

http://getmygraphics.com/stock-image-people?utm_campaign=office_samples&utm_medium=embeded_link&utm_source=partner_site&utm_content=logo_link


Private Office Listing 
Modification To ERTS 

(Heartland MLS Private Office 
Exclusive Form)

Broken Down

Paragraph 5
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Explains what specific paragraphs of the 
ERTS this modification amends and that if any 
conflicts between ERTS and POE Modification 
arise, the POE Modification terms 
prevail. Reinforces that after 
closing, authorization is given to enter sales 
information on the listing.
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Private Office Listing 
Modification To ERTS 

(Heartland MLS Private Office 
Exclusive Form)

Broken Down

Paragraph 5

Sellers Initials on Page 1 to 
affirm they have read and 
understand the terms of their 
wish for privacy.
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Rules to Follow

• A penalty will be assessed if a contract is accepted from an outside brokerage and the listing is not 
reclassified to Active-Public immediately and is found after the listing is reported as Sold.

• Penalties will be assessed for late entry, status changes, and other violations (photo and Non-Compliant 
Data) of the Heartland MLS Rules and Regulations.

• At least 1 photo uploaded immediately after entry and no longer than 48 hours / 2 calendar days

• The KCRAR ERTS and POE Modification are required to be uploaded to the listing as a Supplement within 
2 calendar days of the effective date.  Specify the type of the required supplement to remain private. 

• Entry of Private Office Exclusive listings is required.

• Entry of Sales information is required.
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Rules to Follow

Reminder of what is considered public advertising. Especially, the discussion piece. 

WARNING: You are not allowed to publicly advertise the property details of this listing in any of 
the following methods as it pertains to the Clear Cooperation Policy:

• Yard Signs, flyers or other promotional materials
• Digital marketing on public facing websites including social media platforms
• Digital communication including emails promoting the property to contacts
• Promotional mailings (postcards, flyers, newsletters, etc.)
• Brokerage website displays (including IDX and VOW)
• Multi-brokerage listing sharing networks including private social media groups
• Discussions with any person outside of the broker’s office, nor notification to other brokerage 

firms
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Matrix – New 
Private Listing 
Forms in Input

Private listings are 
entered via Input like 
Public listings are with 
new Private Office 
Exclusive – {Property 
Type} forms
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Matrix – New 
Private Listing 
Forms in Input

Same options for starting 
a listing; Fill from 
Previous (via MLS# or 
Search), Start with a 
blank or Fill from Realist 
Tax records
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Matrix – New 
Private Listing 
Forms in Input

POE / Private Status 
information and 
explanation page 
reaffirming privacy and 
privacy/clear 
cooperation violations
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Matrix – New 
Private Listing 
Forms in Input

All property information 
entered mirrors regular 
listing input.  Single 
change on Listing Tab 
and other tabs is the 
addition of the bold, red 
Private Office Exclusive 
for Office: Office Listed 
in to remind and reaffirm 
privacy of listing to 
within that office ID only.
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Matrix – New 
Private Listing 
Forms in Input

These screenshots show 
that input information is 
the same and familiar as 
regular listing input 
throughout the tabs of 
input with the addition of 
the red, bold POE 
information at the top.
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Matrix – New 
Private Listing 
Forms in Input

Input rules still apply and 
are checked via the 
Validate button and/or 
Submit Property button. 

Check for 
warnings/errors on tabs 
and correct as needed.

New Warning that has 
inputter confirm they are 
supposed to be entering a 
POE. 

Internet fields have to be 
set to No to help ensure 
privacy.
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Matrix – New 
Private Listing 
Forms in Input

New Input Warning that 
confirms listing is 
supposed to be a Private 
Office Exclusive Listing. 
Affirmation Step.
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Matrix – New 
Private Listing 
Forms in Input

Same Input Succeeded page 
(Future confirmation and 
affirmation of Privacy 
information to be added 
here).  

Next Steps are to add 
Photos (at least 1 within 48 
hours of entry) and add 
required and optional 
supplements.

Two Required Supplements 
within 48 hours – Exclusive 
Right to Sell Contract and 
the Private Office 
Modification Form
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Matrix – New 
Private Listing 
Forms in Input

New Supplement Type 
required to assign the 
type of item uploaded 
and for ERTS and POE 
Modification to ensure 
privacy of those 
documents so only 
Listing Agent, Listing 
Broker can view for 
privacy reasons

Very important that the 
correct type is selected.
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Matrix – New 
Private Listing 
Forms in Input

For Displays, Red Bold 
Private Office Exclusive 
and POE shown to denote 
these are Private Listings 
and reinforce Privacy 
terms of POE 
Modification.
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Matrix – New 
Private Listing 
Forms in Input

POE shown on Single 
Line display
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Matrix – New 
Private Listing 
Forms in Input

Listing Agents, Agents in 
Office, Office Staff, Office 
Managers and Brokers 
will find Private Listings 
Only by going to My 
Matrix -> My Listings and 
choosing My Exempt 
Listings or My Office 
Exempt Listings
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Matrix – New 
Private Listing 
Forms in Input

Input Form options after 
Private Listing is entered 
are the same as regular 
listings and allow for full 
tracking of the lifecycle of 
a listing; i.e. Changing of 
statuses, price changes, 
etc.
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Matrix – New 
Private Listing 
Forms in Input

If needing to update data 
points about a listing 
such as rooms, sq 
footage, remarks, 
directions, etc. use the 
Private Office Exclusive –
{Property Type} form 
link
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Matrix – New 
Private Listing 
Forms in Input

If or when a Private 
listing is Publicly 
advertised, marketed, 
shared, talked about or 
co-op'd with an agent 
outside of the office ID, 
use the Change Listing to 
Public-Visible from 
Private form
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Matrix – New 
Private Listing 
Forms in Input

When using, presents a 
confirmation page 
explaining public nature 
of change and a 
confirmation that the 
Private Office Exclusive 
is being removed and 
cannot be undone.
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Matrix – New 
Private Listing 
Forms in Input

When marking as sold 
the privacy flag is 
removed and then is 
made available to all 
agents and their clients 
to see sold listing.  

Internet fields can be 
used to limit Internet 
exposure.  

“Sold on POE” still 
required to be added to 
Remarks field
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Resources:
Coming Soon:

Revamped POE Program FAQ page on KCRAR.com:
https://kcrar.com/private-office-exclusives/

Help Section in Matrix under Help Menu

Release Date:  Mid-March (Exact Date TBD), Will update in all Comms Methods

Link to Draft Private Office Listing Modification to Exclusive Right to Sell 
Contract (HMLS POE Form)
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QUESTIONS?
compliance@heartlandmls.com

Elaina, Compliance Manager | Rikki, Compliance Support

FEEDBACK:
feedback@heartlandmls.com

Rob, Elaina, Kristen

General MLS Questions and Support:
HMLS@HeartlandMLS.com | 913-661-1600 opt. 2

Have a team of support agents ready to help
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