
 

 

 

 

 

Referral Form Instructions – Receiving Broker 

1. Agent Information: Enter the contact details of both the Originating and Receiving 
Agent. 

2. Client Details: Ensure the correct Client Information box is checked and their 
contact details are provided. 

3. Referral Terms: Specify the “Effective Until” date and referral amount (percentage 
or flat fee) in the “Referral Term / Acceptance” section. 

4. Signatures: Both agents must sign and date the agreement. 
5. Paperless Pipeline Entry: Create a transaction in Paperless Pipeline, naming it 

with the property address and client’s name. 
6. Transaction Details: In the “Edit Transaction” screen, enter the referral amount 

under “Referral Amount – Must Have Agreement” and include the Originating 
Broker’s name and address in the “Commission Summary” section. 

7. Upload Agreement: Attach the completed Referral Agreement to the file. 
8. Commission Processing: Upon receipt of your commission, we will update the 

file and notify you via email. 
  



 

Receiving Platinum Realty LLC Agent: 

 

E-mail: 
 

Phone: 

 

 

 

 

Originating Brokerage: 

Agent: 

Address:  

Phone: 

Referral Agreement 

Platinum Realty LLC 
Receiving Broker 

Name: _______________________________________    Phone: ____________________________________________ 

Address: _____________________________________    E-Mail: ____________________________________________ 

______________________________________________   ___________________________________________________ 

 

 

NOTE: If Client is contemplating more than one transaction at the same time (e.g., purchase of one property and sale of 
another, or the purchase, sale or lease of two or more properties), then a Referral Agreement should be entered into for each 
such transaction to document any Referral Fee that may become due. 

Referral Term / Acceptance 

By signing below, Receiving Agent accepts this referral and within days ___ (10 days if none stated) of closing of the 
transaction, shall pay Originating Broker a “Referral Fee” of   _____% or $__________ of the gross commission amount 
received by Receiving Broker. 

This Referral Agreement shall commence on the date signed by Receiving Agent (unless otherwise specified) and shall remain 
in effect until the day of _____, 20____. Special Terms and Agreements (e.g., specify Client special needs or instructions, such 
as market area to be covered): 
_____________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________  

 Receiving Side (Paying Referral) – Platinum Realty LLC                   Originating Side (Sending Referral)  

Agent Signature: __________________________________ 

Print Name: ______________________________________ 

Date Signed: _____________________________________ 

Agent Signature: ___________________________________ 

Print Name: ______________________________________ 

Date Signed: _____________________________________ 

Platinum Realty 
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** Client Information (check one):              Seller              Buyer             Landlord              Tenant 

**Note: The Originating side agent is the agent who is referring a client (buyer/seller) to another agent. A Referral Fee will 
be deducted from the commission amount you receive. Receiving agent pays Referral Commission to Originating agent. 

**Please provide Platinum Realty with a copy of broker W-9 to avoid delays in processing payment. Please fill out the 
attached W-9 & return as soon as possible in one of the flowing manners: 

Email – Accounting@movewithplatinum.com 

Send via Mail – Platinum Realty LLC – 9393 W 110th St Suite 170 – Overland Park, KS 66210 
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