
SCRMLS – December 2023 

SCRMLS – Administrative Access Request Form 
Brokerage/Appraisal Office: ___________________________________________________________ 

MLS Member Participant (Principal Broker/ QB/Appraiser): ___________________________________________________________ 

The Brokerage office will pay the $25 application fee and the $25 quarterly MLS access fee for this admin access. 

--- 

Administrative Applicant:  _____________________________________________________________________________________ 

Admin email: ___________________________________________ Admin username for access: __________________________ 

Participant, and or, Subscribers being assisted: _____________________________________________________________________ 

Admin Role:  _________ Personal Admin __________ Team Admin  __________ Office Admin  

(Note: if Admin needs to “work as” a specific broker so they can edit listings, an Assume Identity form needs to be submitted with this form.) 

Administrative access is assigned to unlicensed individuals who are under the direct supervision of the MLS 
Participant or the Participant's licensed designee and are to be used by the assignee only. Licensed admins join as subscribers. 

The individual named above (“Admin Applicant”) does hereby make application for subscription to SCRMLS as support personnel as defined in the 
SCRMLS policies. In making application the applicant does hereby certify such Applicant currently satisfies ALL of the following requirements: 1) 

Admin Applicant does not hold an active real estate license. 2) Admin Applicant may be an Appraiser (Registered) trainee. 3) Admin Applicant will 
directly or indirectly access or use the listing information in the MLS solely in support of the Subscribers and Participant named above. Such access 

and use includes, but is not limited to, direct access to our use of the MLS and use of the other devices or services provided by the MLS or its 
affiliated or licensed vendors or suppliers, that permit access to and use of any listing information from the MLS. 4) Admin Applicant does NOT 

use, directly or indirectly, in any manner whatsoever information from the MLS to list properties for sale or lease and does not participate directly, 
except in support of the Subscriber or Participant, in listing or sales activity for any properties listed in the MLS. 5) Admin Applicant complies with 
the policies contained in the SCRMLS and SCRAR policy statements, bylaws, and regulations as they may from time to time be amended. 6) Admin 

Applicant understands that if there has been no MLS login activity by the Admin for 45 days, the Admin Access account will be made inactive. 
Administrative access credentials issued by SCRMLS are only for use by the applicant on this form, and they cannot be transferred, 

assigned, or shared with any other person or organization. 

By signing below, I hereby certify that I am affiliated with the Participant named below, and that I understand and meet the requirements listed 
above. I agree to notify SCRMLS in writing immediately at any time that I no longer meet ALL the above requirements. If I no longer meet ALL of the 
above requirements and I fail to notify SCRMLS of that fact within the time period specified in the SCRMLS/SCRAR policies, I understand that my 
access shall be revoked immediately and if appropriate I agree to promptly pay all Full Association and MLS Subscribers Fees from the date that I 
became ineligible. In this event, failure to notify SCRMLS will be considered sharing a login code with an unauthorized user, a non-compliance 
violation subject to a fine up to $1,000 and may lead to permanent expulsion from the MLS. 

_______________________________________ _________________ 

Admin Applicant Signature Date 

By signing below, I certify that the Admin Applicant named herein is affiliated with me and meets ALL the above requirements and therefore is 
eligible for Administrative Access to SCRMLS. I certify that the Admin Applicant will be under the immediate supervision of the Subscribers named 
above, and that I as the MLS Participant, am and will, continue to be responsible for the actions and conduct of both. Further, I agree to notify 
SCRMLS immediately if the Applicant remains affiliated with me but becomes ineligible for Administrative Access. I understand that any violation of 
the conditions of this agreement will result in automatic revocation for the Applicant. In such event, in order to maintain Applicant's access to the 
SCRMLS system as an MLS subscriber, I agree to pay any and all retroactive Association and MLS Subscriber fees for the current year. In this event, 
failure to notify SCRMLS will be considered sharing a login code with an unauthorized user, a non-compliance violation subject to a fine up to 
$1,000 and may lead to permanent expulsion from the MLS. 

______________________________________ ________________ 

Participant Signature Date 
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TITLE 16 OCCUPATIONAL AND PROFESSIONAL LICENSING 
CHAPTER 61 REAL ESTATE BROKERS 
PART 21 UNLICENSED ASSISTANTS 
 
16.61.21.1 ISSUING AGENCY:  New Mexico Real Estate Commission. 
[8-15-97; 16.61.21.1 NMAC - Rn & A, 16 NMAC 61.21.1, 1-1-2002] 
 
16.61.21.2 SCOPE:  The provisions in Part 21 of Chapter 61 apply to all persons defined as unlicensed 
assistants in New Mexico. 
[8-15-97; 16.61.21.2 NMAC - Rn, 16 NMAC 61.21.2, 1-1-2002] 
 
16.61.21.3 STATUTORY AUTHORITY:  Part 21 of Chapter 61 is promulgated pursuant to the Real Estate 
Licensing Law, NMSA 1978 Section 61-29-4. 
[8-15-97; 16.61.21.3 NMAC - Rn, 16 NMAC 61.21.3, 1-1-2002] 
 
16.61.21.4 DURATION:  Permanent. 
[8-15-97; 16.61.21.4 NMAC - Rn, 16 NMAC 61.21.4, 1-1-2002] 
 
16.61.21.5 EFFECTIVE DATE:  8-15-97, unless a later date is cited at the end of a section. 
[8-15-97; 16.61.21.5 NMAC - Rn & A, 16 NMAC 61.21.5, 1-1-2002] 
 
16.61.21.6 OBJECTIVE:  The objective of Part 21 of Chapter 61 is to establish the activities in which an 
unlicensed assistant is permitted/not permitted to participate. 
[8-15-97; 16.61.21.6 NMAC - Rn, 16 NMAC 61.21.6, 1-1-2002] 
 
16.61.21.7 DEFINITIONS:  Refer to 16.61.1.7 NMAC. 
[8-15-97, 12-15-99; 16.61.21.7 NMAC - Rn, 16 NMAC 61.21.7, 1-1-2002] 
 
16.61.21.8 PERMITTED ACTIVITIES:  An unlicensed assistant is permitted to engage in the following 
activities: 
 A. obtaining information pursuant to written instructions from the responsible person from public 
records, a multiple listing service, listing exchange or from third party sources including, but not limited to, 
surveyors, banks, appraisers and title companies; 
 B. hosting and/or distributing literature at an open house under the following conditions: 
                    (1)     an unlicensed assistant does not discuss, negotiate or solicit offers for the property or provide any 
information other than printed material prepared and approved by the responsible person; and 
                    (2)     the responsible person is present at the open house where the unlicensed assistant is located; 
                    (3)     all inquiries are referred to the responsible person or other associate brokers or qualifying brokers; 
 C. disseminating and distributing information prepared and approved by the responsible person; 
 D. picking up and delivering paperwork to associate brokers or qualifying brokers other than the 
responsible person; 
 E. picking up and delivering paperwork to sellers or purchasers after a contract has been executed if 
the paperwork has already been reviewed and approved by the responsible person, without answering any questions 
or providing any opinions or advice to the recipient of the paperwork; all substantive questions must be referred to 
the responsible person; 
 F. writing advertisements, flyers, brochures, and other promotional materials for the approval of the 
responsible person, and placing classified advertisements approved by the responsible person; 
 G. placing or removing signs on real property as directed by the responsible person; 
 H. ordering repairs as directed by the responsible person; 
 I. receiving and depositing funds, maintaining books and records, while under the supervision of the 
responsible person; 
 J. typing or word processing documents, including purchase and listing agreements, prepared by the 
responsible person. 
[Rn, 16.61.21.8.9, 1-1-2000, A, 1-1-2000; 16.61.21.8 NMAC - Rn, 16 NMAC 61.21.8, 1-1-2002; A, 1-1-2006] 
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16.61.21.9 PROHIBITED ACTIVITIES:  An unlicensed assistant is not permitted to engage in the 
following activities in connection with the purchase, sale or exchange of real property: 
 A. preparing legal documents such as listing and sales contracts; 
 B. interpreting documents, offering opinions or advice; 
 C. disseminating and distributing information, unless the information is in writing and is prepared 
and approved by the responsible person; 
 D. obtaining personal or property information from a client or customer of the responsible person 
except when acting as a coordinator directed by the responsible person by gathering and following up on 
information and the status of matters pertaining to the transaction after a contract has been executed; 
 E. picking up from or delivering to customers or clients financial documents prepared by title 
companies, lenders or other third persons for the purpose of obtaining signatures; 
 F. attending a closing without the responsible person present; 
 G. representing himself or herself as being an associate broker or a qualifying broker or as being 
engaged in the business of buying, selling, exchanging, renting, leasing, managing, auctioning or dealing with 
options on any real estate or the improvements thereon for others; 
 H. telephone solicitation of any kind designed to procure transactions requiring licensure under 
Section 61-29-1 et. Seq. NMSA 1978, including, but not limited to, procuring buyers, sellers, listings or 
appointments for listing presentations. 
[8-15-97; 16.61.21.9 NMAC - Rn & A, 16 NMAC 61.21.9, 1-1-2002; A, 1-1-2006] 
 
16.61.21.10 DISABILITY:  Notwithstanding the foregoing, if an associate broker or qualifying broker is a 
person with a disability as defined in the Americans with Disabilities Act or regulations promulgated hereunder, an 
unlicensed assistant may provide such additional services normally requiring a license to or on behalf of the 
associate broker or qualifying broker as would constitute a reasonable accommodation so long as the unlicensed 
assistant is under the direct control of the associate broker or qualifying broker, the associate broker or qualifying 
broker is as close as is practical to the activity, and the unlicensed assistant is not represented as being or having the 
authority to act as an associate broker or qualifying broker. The associate broker or qualifying broker shall notify the 
commission of the identity of all unlicensed assistants who perform services normally requiring a license for the 
associate broker or qualifying broker pursuant to this rule prior to performance of these services. 
[8-15-97, A, 1-1-2000; 16.61.21.10 NMAC - Rn, 16 NMAC 61.21.10, 1-1-2002; A, 1-1-2006] 
 
16.61.21.11 PENALTIES:  Unlicensed assistants are subject to the penalties of Section 61-29-17 and 61-29-
17.2 NMSA 1978. 
[8-15-97, A, 1-1-2000; 16.61.21.11 NMAC - Rn & A, 16 NMAC 61.21.11, 1-1-2002] 
 
HISTORY OF 16.61.21 NMAC: 
Pre-NMAC History: 
The material in this part was derived from that previously filed with the state records center and archives under: 
Rule No. 21, Real Estate Licensees Utilizing Unlicensed Assistants, filed 4-13-95. 
 
History of Repealed Material:  [RESERVED] 
 
Other History: 
Rule No. 21, Real Estate Licensees Utilizing Unlicensed Assistants (filed 4-13-95) was reformatted, amended, 
renumbered, and replaced by 16 NMAC 16.21, Unlicensed Assistants, effective 8-15-97. 
16 NMAC 61.21, Unlicensed Assistants (filed 6-25-97) was reformatted, amended, renumbered, and replaced by 
16.61.21 NMAC, Unlicensed Assistants, effective 1-1-2002. 
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