
-NEW OFFICE- 
 

BIC must be a Designated REALTOR® Member of our 
Association 

Must have active license with North Carolina Real Estate 
Commission 

REQUIRED TO ATTEND ORIENTATION AND MLS TRAINING 

MUST TAKE THE CODE OF ETHICS ONLINE TRAINING WITHIN 120 DAYS OF 
APPLICATION 

Application Packet Includes 
Application for New Office, MLS Participant Agreement, 

CCMLS Enrollment Agreement, Sentrilock System Rules Acknowledgment, Sentrilock 
Cooperation Agreement, and Member Dues and MLS Fees Proration Chart. 

Please fill out all forms in their entirety! 

New Office Setup Fee $1500 

NOTE: The CCAR application fee is a one-time charge and shall not be required a second 
time from a prior member who was in good standing at the time the membership was 

vacated, who is applying for the same class of membership and whose membership has 
not been vacated for more than one (1) year. 





















CRYSTAL COAST MLS, INC. SENTRILOCK COOPERATING AGREEMENT 
You are subject to the Fines/Sanctions as set forth by the Cooperating 

Association/MLS’s policy from which the lockbox is administered. 
 

1. Any Member who fails to secure a property after showing may be required to appear 
before the local Association that administers the lockboxes for possible sanctions for the 
violation of these Rules and Regulations, as provided herein.  

2. Existence of a Lockbox on a property does not automatically grant access to agents. 
Appointments for showings with the seller for the purchase of listed property filed with the 
Association/MLS’s service shall be conducted through the listing broker, except under the 
following circumstances: 

a) the listing broker gives the cooperating broker specific authority to show directly, or 
b) contact your applicable showing service to schedule all showings in the MLS; 
c) after reasonable effort, the cooperating broker cannot contact the listing broker 

or his representatives; however, the listing broker, at his option, may preclude 
direct contact. 

3. Sentrilock Users are required to use the lockbox, even when the occupant lets them in, for 
accurate recording keeping. 

4. Lockboxes may be placed on any property type referred to in the NCRMLS Rules, for sale 
or for rent. 

5. No lockboxes are allowed on “coming soon” listings. 
 

6. Except for model homes, lockboxes must be removed from any expired, sold, cancelled, or 
rented listings within three business days. If the lockbox is not removed, a Sentrilock User 
may call the Association/MLS office, obtain a shackle release code and return the box to the 
Association/MLS office. 

7. All lockboxes must be obtained from the Association/MLS where the member holds MLS 
membership. Your access to the Sentrilock system is thru the Association/MLS where 
membership is held. 

 
Cooperating Associations: 

Carteret Rules: 252-247-2323 
Wilson Rules:  252-243-2966 
Jacksonville Rules:  910-347-6556 

http://www.wilsonboardofrealtors.com/
http://www.jbornc.com/


Neuse River Regional Rules: 252-636-5364 
Topsail Rules:   910-329-1406 
Washington Beaufort: 252-923-0889 

 

By signing this agreement, I agree to abide by the Rules and Regulations for any Sentrilock box, 
I choose to access, that belongs to the Carteret County Association of REALTORS® /Crystal 
Coast MLS (CCMLS), Jacksonville Board of REALTORS® (JBOR), Topsail Island Association of 
REALTORS® (TIAR), Neuse River Region Association of REALTORS® (NRRAR), Wilson Board of 
REALTORS® (WBOR), Washington Beaufort County Board of REALTORS® (WBCBOR) and any 
additional Signatories to the Cooperative Sentrilock Agreement. 

I understand that I am responsible for becoming familiar with the rules set out in the attached 
document as well as the rules of each individual Association/MLS. I will be responsible for any 
violation that I incur while accessing lockboxes belonging to any of the above-named 
Associations/MLS’. 
 

Agent Name:____________________________________________________ 

Primary Association/MLS: 

______________________________________________ 

Company: 

___________________________________________________________ 

Email: 

______________________________________________________________ 

Phone #: 

____________________________________________________________ 

4 Digit Pin#: _________________(can not begin with 0 or be all consecutive numbers i.e. 

1234) 

 

AUTHORIZED USER SIGNATURE:  ________________________    Date:  ________________  
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CRYSTAL COAST MLS, INC.   SENTRILOCK/SENTRIKEY®  

AUTHORIZED USER AGREEMENT  

For Designated REALTOR® (BIC) 

 
Upon acceptance of this AUTHORIZED USER AGREEMENT (the “Agreement”) this Agreement 
will govern my right, as the Authorized User, to use the Lockbox System as hereinafter 
defined. 

CRYSTAL COAST MLS, INC. (“CCMLS”) and SentriLock, LLC (“SentriLock”) have contracted 
under separate agreement for lockbox services, namely SentriLock Bluetooth® REALTOR® 
Lockbox Series System (“Lockbox System”). The Lockbox System includes the Bluetooth 
REALTOR® Lockbox (“Lockbox”) and access to SentriKey® and SentriConnect®  apps  for  
management  of  the  Lockbox   access   and administration. Association/Board will offer the 
Lockbox Services to active Participants and Subscribers of the Association/Board. The parties 
agree as follows: 

 

1) TERM: The term of this Agreement begins on the date the Authorized User accepts this 
Agreement and terminates on the earlier of: (1) termination of CCMLS master agreement 
with SentriLock; (2) the Authorized User terminates participation with CCMLS; (3) CCMLS 
terminates this Agreement as provided in Section 12; or (4) the Authorized User terminates 
this Agreement with written notice to CCMLS Upon termination of this Agreement for any 
reason, Authorized User shall surrender his/her usage of the Lockbox System immediately 
and return all Lockboxes to CCMLS in good condition. Authorized User shall reimburse CCMLS 
for the cost of any damaged or lost Lockboxes, including any applicable shipping charges. 

 

2) USE: All Sentrilock Lockboxes provided by the MLS are, and will remain, the property of the 

Crystal Coast MLS, Inc. (CCMLS). This service is being provided for the use of authorized 

licensees and employees consistent with Part two – H. Lockbox/Key Repositories in the NAR 

Handbook on Multiple Listing Policy. These items may not be lawfully bought, used or sold by 

any other party and must be returned to the Association office promptly upon membership 

termination. If the Lockbox is not returned upon membership termination, CCMLS is authorized 

to charge the full cost of the item and/or file a stolen property report with the local authorities, 

at the ex-member’s cost.   
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3) CCMLS or SentriLock may, at any time, fine an Authorized User in the amount of $1,000, 
suspend or terminate access to the SentriLock System and revoke Lockbox Service for 
sharing or loaning any Lockbox System credentials to another person, whether or not they 
are a member of the CARTERET COUNTY ASSOCIATION OF REALTORS® and/or CRYSTAL 
COAST MLS, INC. 

 

4) PAYMENT: CCMLS shall invoice the Authorized User for Lockbox Services annually or in 

accordance with CCMLS billing policy. Authorized User will be assessed a non-refundable 

User Fee for use of the Lockbox System. The User fee will be prorated monthly for new 

Users. If Authorized User fails to pay the User Fee by the due date, CCMLS may assess a 

reactivation fee, and de-activate Authorized User’s service until the fees and any penalties 

are paid in full.   

 

5) LICENSE: Authorized User acknowledges that the Lockbox System and the Lockbox are the 
sole property of CCMLS. Authorized User acknowledges that the System is a work in which 
SentriLock has patent, copyright and trademark rights and that the license to CCMLS is for the 
purpose of facilitating its members’ ability to  show  real  estate they have listed for sale or 
conduct ancillary real estate services related to the sale  of  real estate.  Authorized User is 
prohibited from selling, assigning, distributing, providing access to, reverse engineering, 
decompiling, modifying, disclosing, or otherwise transferring the System or any portion or 
element thereof. Authorized User shall use the Lockbox System in a careful and proper 
manner and shall comply with and conform to all national, state, municipal, police and other 
laws, ordinances and regulations in any way relating to the possession, use or maintenance 
of the Lockboxes. Any Lockbox registered to Authorized User by CCMLS under this Agreement 
shall be returned as required by SentriLock or CCMLS.  CCMLS may, at its discretion, require 
Authorized Users to replace the SentriLock Lockboxes with replacement SentriLock lockboxes 
compatible with the system. 

 

6) DEPOSIT: A $250 deposit will be required for a new Participant/Firm to receive lockboxes. 

The deposit will be refunded after the return of all boxes assigned to Designated REALTOR 

Participant or person designated by the Participant. Boxes must be in clean operating condition, 

unless accompanied by a support ticket from Sentrilock. The Broker-In-Charge (BIC) can 

designate another CCMLS member who participates in the Sentrilock system to be the 

responsible party for the lockboxes loaned to the firm. 
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7) DISTRIBUTION: Lockboxes will be distributed as needed with the following limitations for 

Participant/Firm’s with over 5 lockboxes. The Firm’s number of active listings: Residential, Time 

Share/Fractional, Multi-Family and Commercial listings will be totaled. Each Participant/Firm 

may keep that number of lockboxes plus an additional 5 lockboxes in their inventory for any 

firm with 5 or less Brokers.  (I.E. Firm has 100 qualifying listings in inventory, can keep 105 

lockboxes.) Lockboxes over this number must be returned to CCMLS at audit time or upon 

CCMLS’ request. 

 

8) AUDIT: All Lockbox holders (Designated REALTOR Participant or person designated by the 

Participant) are subject to an annual audit and to a random audit of the Lockboxes assigned to 

them at any time. The Participant/Firm or their designee will be the responsible party for 

maintaining the inventory of the lockboxes loaned to the firm and agrees to respond in a timely 

manner to all audit requests and inquiries in regard to the lockboxes loaned to the firm. The 
Participant/Firm or their designee must hold/maintain an active CCMLS Sentrilock account. 

Each lockbox placed on a property must be assigned to the appropriate MLS listing on the 

Sentrilock website.  The Lockbox holder will account to CCMLS for each Lockbox assigned to 

them by serial number within thirty (30) days of receipt of the audit request. If an Audit is not 
returned within the 30-day time period, a fine of $50 will be imposed on the Participant/Firm.  

The Participant/Firm will reimburse CCMLS, at the current replacement cost, for any Lockboxes 

not accounted for at the conclusion of the audit. If the lockbox holder provides a police report 
for stolen lockboxes or a police or fire report for destroyed lockboxes, the replacement cost will 

be waived. Unaccounted for Lockbox Billing:  (a) If invoice for unaccounted Lockboxes is not 

paid within 30 days, a late fee of $50 will be assessed to the invoice  (b) If invoice is not paid 
within 60 days and amount due is under $500, a fine of $100 will be assessed to the 

Participant/Firm (c) If invoice is not paid within 60 days and amount due is over $500, 

Participant/Firm’s information will be sent to a collection agency to recover the amount due.  

(d) If invoice is not paid within 60 days and Participant/Firm is no longer active, and the amount 

due is under $500, the $250 deposit at time of Lockbox initiation will be taken as payment.  (e)  

If invoice is not paid within 60 days and Participant/Firm is no longer active, and the amount 

due is over $500, the $250 deposit at time of Lockbox initiation will be taken as payment along 

with Participant/Firm’s information sent to a collection agency to recover the remaining 

amount due. Upon request of CCMLS, Lockbox holders will submit any requested lockboxes to 

the Association Office within 48 hours of request or will be fined $250.  
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9) LOSS AND DAMAGE: All Sentrilock Lockboxes will be returned to the Association in good 

operating condition, unless accompanied by a support ticket from Sentrilock. If the Lockbox is 

not in a clean and working condition, a $50 fine will be imposed to the Participant/Firm.  If the 

Lockbox has been tampered with by Agent or Seller and broken into, then the Lockbox is 

considered theft and SentriLock will not replace the Lockbox.  A $100 fine will be imposed to 
the Participant/Firm who brings in such Lockboxes. 

 

Any defective Lockbox is to be reported first to Sentrilock and if deemed defective and under 

warranty, Sentrilock will request removal by a locksmith.  If the lockbox is not under warranty 

the lockbox holder is responsible for removing the lockbox.  In the event the lockbox cannot be 

removed by the lockbox holder, the defective lockbox will be reported to CCMLS, who will 

request a locksmith to remove the lockbox.  The cost of the locksmith will be billed to the 
responsible Participant/Firm.  The lockbox holder is responsible for replacing batteries and 

other upkeep to the lockboxes they hold.  CCMLS will provide a reasonable number of batteries 

for the number of lockboxes assigned to Designated REALTOR Participant or person 
designated by the Participant. 

 

10) USER CHANGES: The Disignated REALTOR® Participant of each participating office will be 

responsible for notifying CCMLS in writing of the departure of any licensed or employed 

SentriLock User within three (3) business days of the severance date. 

  

The Designated REALTOR® Participant of each participating office will be responsible for 

notifying CCMLS in writing of the termination of their personal and/or office CCMLS 
membership. 

 

The Designated REALTOR® Participant of each participating office will be responsible for 

notifying CCMLS in writing of the dissolution of their office and will be responsible for the 

return, in clean operating condition, of all assigned Lockboxes or will pay the current Lockbox 

replacement cost unless box(s) is accompanied by a support ticket issued from SentriLock. 

 

A Designated REALTOR® Participant who opts out of the SentriLock Lockbox program must 

return all Lockboxes in clean operating condition, unless box(s) is accompanied by a support 

ticket issued from SentriLock within three (3) business days of the opt out notification. 

 

SHEREE HIGGINS
These items will be moved to our P&P manual as well as placed in a new agreement for each DR when they pay a deposit and acquire new lockboxes. 
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11) DISCLAIMER OF WARRANTIES:  CCMLS is not the manufacturer, supplier or dealer of or in 

the Lockbox System. Accordingly, CCMLS makes no warranties, expressed or implied, regarding 

the fitness, merchantability, design, condition, capacity, performance, or any other aspect of 

the Lockbox System, or any components thereof, or their materials or workmanship. CCMLS 

further disclaims any liability for loss, damage, or injury to Authorized User or third parties as a 

result of any defects, latent or otherwise, in the Lockbox System, whether arising from 

Board/Association’s negligence or application of the laws of strict liability. Authorized User 

takes possession of any and all Lockboxes issued to it “AS IS”. 

 

12) FAILURE TO COMPLY:  Authorized User agrees to be subject to the disciplinary rules and 
procedures of CCMLS for violation of any provision of this Agreement The Authorized User 
may appeal any fine in writing to the CCMLS BOARD OF DIRECTORS. CCMLS or SentriLock 
may, at any time, fine an Authorized User, suspend or terminate access to the SentriLock 
System and revoke Lockbox Service for cause, including but not limited to: 

a) Violation of CCMLS Rules and Regulations, applicable Bylaws, or other applicable rules 
or policies including regulations of the State Department of Licensing and Regulatory 
Affairs and the National Association of REALTORS®; 

b) Non-payment of fees due, regardless of conduct or other rules; 

c) Sharing or loaning any Lockbox System credentials to another person, whether or not 
they are a member of the CARTERET COUNTY ASSOCIATION OF REALTORS® and/or 
CRYSTAL COAST MLS, INC. 

d) Allowing access to the Lockbox without Seller’s written authorization; 

e) Criminal activity including property damage and theft from a property secured by a 
SentriLock lockbox; or 

f) Dissemination of any information that would jeopardize the security or integrity of the 
System, property secured by such, or the safety of the Authorized User, property 
owner(s), occupant(s), clients, customers, or other real estate professionals. 

 

13) INDEMNIFICATION: Authorized User agrees to indemnify and hold CCMLS and all of its respective 
officers, directors and employees harmless from any and all loss, cost, expense, claims or demands 
whatsoever by or against CCMLS resulting from loss,  use  or misuse of the Lockbox System, including, 
but not limited to, any and all liabilities, including attorney's fees, incurred by them as a result of 
damage or injuries to property or persons arising out of entry by any person into any premises by use 

SHEREE HIGGINS
Need to create a set of disciplinary rules 
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______________________________________________________________________________ 

CRYSTAL COAST MLS, INC.   SENTRILOCK/SENTRIKEY® AUTHORIZED USER AGREEMENT for DR (BIC) 
Crystal Coast MLS, Inc.  121 N. 28th Street, Morehead City, NC  28557  252-247-2323 

Updated/BOD Approved July 2021  

 

of the SentriLock System. The Authorized User shall promptly notify CCMLS of any claim, and 
cooperate fully with them in defending or settling any claim. 

 

14) ASSIGNMENT: Authorized User shall not assign or transfer this Agreement or any rights or 
obligations under this Agreement. Any unauthorized assignment or transfer of this Agreement or any 
rights or obligations thereunder, shall be void and constitute ground for immediate termination of 
this Agreement by CCMLS. 

 

15) ENTIRE AGREEMENT: This written contract expresses the entire agreement between the 
Authorized User and CCMLS with respect to the Lockbox System. This Agreement supersedes any and 
all other agreements, either oral or in writing. No other agreement, statement or promise relating to 
the subject matter of the Agreement which is not contained herein shall be valid or binding. This 
Agreement is binding upon the heirs and personal representatives of the Authorized User. 

 

AGREEMENT AND ACKNOWLEDGEMENT: I acknowledge that I have read and agree to comply with 
CRYSTAL COAST MLS, INC.  Rules and Regulations and Lockbox System Policies as may be from time 
to time amended. A copy of the CRYSTAL COAST MLS, INC. Rules and Regulations and Lockbox System 
Policies can be found online by logging into the CARTERET COUNTY ASSOCIATION OF REALTORS® 
website. I understand that violations of CRYSTAL COAST MLS, INC. Rules and Regulations and Lockbox 
System Policies may result in fines and/or suspension or termination of Lockbox Service. 

 

 

_____________________________________________________ 

AUTHORIZED USER SIGNATURE    DATE 

 

 

 

http://www.navicamls.net/
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