Weichert® Policy and Procedure Do-Not-Call Act of 2003 (DNC), Revised September 2016
Do-Not-Call (DNC) Policy and Procedure

	Rationale
	The Weichert® Companies (hereinafter referred to collectively as “Weichert” or “Company”) has adopted this policy in accordance with the Telemarketing and Consumer Fraud and Abuse Prevention Act (“TCFAPA”) (15 U.S.C. Section 6101) and the Telephone Consumer Protection Act (“TCPA”) (47 U.S.C. Section 227).  Further, in accordance with federal telemarketing rules, the Company accesses the Federal Do-Not-Call Registry ("Registry") for verification of eligible residential telephone subscribers.  
This policy explains the rules governing telephone solicitations to ensure compliance with the law.
Callers violating this policy are subject to corrective discipline, up to and including termination.  In addition to Company disciplinary actions, the fine for calling someone whose name appears on the Registry is up to $40,000 per call.

	
Policy
	It is unlawful to:

1. Use any automatic telephone dialing system, such as Mojo, or any artificial or prerecorded voice message to wireless/cell phone numbers. This law applies regardless of whether the number is listed on the National Do-Not-Call list.  

2. Call a residential telephone subscriber who has registered his or her telephone number on the National Do-Not-Call Registry.

3. Call any person who has told Weichert that Weichert should not contact them.

Therefore, any caller calling on behalf of Weichert MUST ensure that: 
· Any number called is not on the national, state or Weichert Do-Not-Call List(s);
· If the number is on the national state Do-Not-Call List, either

a.  The caller has obtained written signed permission from the residential telephone subscriber prior to contacting such subscriber; 
AND/OR 
b. The residential telephone subscriber falls within the definition of “Established Business Relationship (EBR)” as defined under the Federal law.  See Definition of Terms section of this policy.
· If an automated dialer (such as MOJO) is used, only landline numbers can be called. Calling wireless/ cell phone numbers via an auto-dialer – or system that has the capability to dial multiple simultaneous calls – is prohibited.  The only exception is if the called party provided prior written consent specifically for calls to the cell phone.  This law applies regardless of whether the number is listed on the National Do-Not-Call list.  
· Calls are only made between the hours of 9 a.m. and 9 p.m. local time of the called party’s location.

In addition, Callers calling on behalf of Weichert must:
· Identify themselves and state that they are calling on behalf of the Company.  For instance, sale associates should identify themselves as Weichert, Realtors sales associates;

· State the purpose of the call; 

· Provide the telephone number or address where they or the Company can be contacted;

· Honor the consumer’s request to end the call if so requested; and

· Place the consumer on the Weichert Do-Not-Call list if so directed by the consumer (obtain appropriate information from the consumer to do so).



	
	· For any records generated by the caller, callers must keep all Advertising and Promotional records pertaining to farming, including telephone call activity, for two (2) years.  


	Definition of Terms
	Established Business Relationship (EBR)
· Having an Established Business Relationship means you have completed a transaction (listing, rental, sale) with the client. 
· EBR applies to existing customers and clients, and extends for up to 18 months after the end of the transaction.*
· EBR also applies to residential telephone subscribers who make inquiries regarding the Company’s services/products.  In this scenario, sales associates are allowed to call such residential telephone subscribers for up to three (3) months following the date of inquiry.*
* Provided the residential telephone subscriber has not asked to be put on the Weichert Do-Not-Call list.

Advertising and Promotional  Records

If any records are generated by the caller, callers must keep copies of all advertising and promotional materials, sales records, information about prize recipients, employee records, and all verifiable authorizations or records of express informed consent or express agreement, for two (2) years.  

Advertising and promotional materials include all substantially different advertising, brochures, telemarketing scripts, and promotional materials.

Weichert Do-Not-Call List

The Weichert Do-Not-Call List consists of residential telephone subscribers that have requested not to be contacted via telephone by callers on behalf of Weichert.   Data is entered and can be accessed on WeichertOne by clicking the ‘Do-Not-Call’ link.




	Sales Associate Procedures
	Below are the steps that you must follow prior to a call session.  Remember, cell phones CANNOT be called via an automated dialing system such as Mojo.  

	
	Step
	Action

	
	1.
	Scrub any list against the National, any applicable state, and Weichert-specific Do-Not-Call Call List(s) prior to making phone calls.   If using an auto-dialer, remove any cell phone numbers.
NOTE: using Cole Realty lead source properly can provide a scrubbed list.

	
	2.
	During the call:

· Identify yourself and state that you are calling on behalf of the Company.  For instance, sale associates should identify themselves as a Weichert, Realtors sales associate;

· State the purpose of the call; 

· Provide the telephone number or address where they or the Company can be contacted;

· Honor the consumer’s request to end the call if so requested.

	
	3.
	If someone requests to be placed on the company DNC list:

a) Complete the “Request to Add a New Name” form (available on www.WeichertOne.com in the Do-Not-Call List page.) with the following information:
· Name of requestor

· Telephone Number 

· Date of request
b) Inform the requestor that their request will be processed as quickly as possible, but it may take up to 30 days to update the system.

c) Submit all completed “Request to Add a New Name” forms to the Processing Manager as soon as possible.
If someone requests to be put on the national Do-Not-Call list, direct them to the registration web site, which is www.donotcall.gov.

	
	4.
	If someone requests a copy of Weichert’s Do-Not-Call Policy, provide the public Do-Not-Call Policy.  This document is contained at the end of this policy & in the Policy & Procedure library.

	
	5.
	Maintain copies of advertising, promotional or call related records, if generated, for two (2) years.


	Processing Manager Procedures
	Below are the steps that the Processing Manager must follow upon receiving a completed “Request to Add a New Name” form.

	
	Step
	Action

	
	1.
	Upon receiving a completed form to “Request to Add a New Name” form follow the following procedure:

· If the individual is requesting to be added to our company DNC list,  select the Do-Not-Call List link on WeichertOne.com. 

· Select  “Add a New Name Electronically”

· The new entry must appear within the Weichert Do-Not-Call list within thirty (30) days of the request.  

	
	2.
	Processing Managers should document on the “Request to Add a New Name” form when the appropriate action has been taken and keep a copy of the form in a file for five (5) years.


	Policy and Procedure Audience
	· RVPs

· Managers

· Sales Associates

· Processing Managers
· GSMs

· Employees


	States Affected
	United States




	Related Form and Documents
	Request to Add a New Name (also located on www.WeichertOne.com, Do-Not-Call List, Request to Add a New Name Form)  
External Do-Not-Call Policy
Associate Q&A


	Effective Date
	April 2007
Updated September 2009

Updated September 2016


1
Weichert University

                                             September 2016
PAGE  
Weichert University
1
                                             September 2016

