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Broker Licensure Guidebook — Introduction

Greetings from the Kansas Real Estate Commission (KREC). This guidebook provides an overview of the Broker
licensure processes and instructions to complete each process in the Public Portal.

Commission staff want you to be successful in acquiring your license. However, the applicant is ultimately
responsible for all assigned licensure requirements and tracking requirement deadlines. It is essential that you
plan ahead. If you have questions or concerns about meeting the required deadlines, feel free to contact us
before the deadline to allow time for possible remedy. Commission staff cannot assist once a deadline has
been missed.

Before you begin, it is important for the applicant to carefully review the following information:

Licensing and education requirements — available under the Applicants tab at krec.ks.gov

e Broker Requirements
e Pre-License Education
e Fingerprinting

Kansas Real Estate Brokers’ and Salespersons’ License Act and regulations, particularly:

e K.S.A.58-3039 Licensure: application, criminal history record check; qualifications; examination

e K.S.A.58-3040 Nonresident license

e K.S.A.58-3041 Restricted or conditioned license

e K.S.A.58-3043 Granting or renewal of license; considerations of the commission; conviction of
crime; effect of

e K.S.A.58-3044 Denial of license; hearing; incomplete applications

e K.S.A.58-3046a Licensure; educational requirements

e K.A.R. 86-1-19 Submission of supporting documentation with application

e K.A.R. 86-1-20 Age of Documentation submitted to the commission

All Commission statutes, rules, and regulations are available under the Resources tab at krec.ks.gov.

The mission of the Kansas Real Estate Commission is to protect the public interest, which embraces both the
interests of the regulated real estate licensees and the interests of consumers who use their services and
products. Only through compliance with state law and rules and regulations can this mission be met.

Any licensing-related questions may be directed to krec@ks.gov.
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Broker Pre-Licensure - Getting Started

As of April 24, 2025, the Kansas Real Estate Commission migrated to a new licensing system through vendor
Accela. This platform is called Public Portal.

Pre-License Number (PL Number) Registration

In order to pursue a Kansas real estate license, you must first apply for pre-licensure by following the
instructions on submitting a Broker pre-license application. Pre-license registration assesses your eligibility for
any pre-licensure requirements and provides the Commission with your contact information. Your pre-license
number is required so that:

e The education provider can submit pre-license course completions to the Commission;

e The applicant can schedule the licensing exam and the test provider will report pass/fail results to
the Commission;

e The Commission can receive and the KBI can process a background check upon the receipt of the
completed fingerprint card;

e And the applicant can then apply for licensure.

General Applicant Requirements

Applicants must be at least 18 years of age and possess a high school diploma or the equivalent to obtain a PL
number. All applicants must submit fingerprints to the Commission pursuant to KSA 58-3039(b).

Pre-License Education

The education provider will submit your pre-license course credit directly to the Commission using your pre-
license number within 5 calendar days following course completion. To register for a pre-license course,
contact a Kansas approved education provider directly. All approved pre-license courses and education
provider contact information can be found in the Directory of Approved Pre-License Education Providers.

Kansas Real Estate Broker Fundamentals Course — 30 Hours

Broker applicants not licensed in another state must complete this course as a pre-requisite to the
licensing exam. The course expires 12 months following the course completion date. (i.e. a Kansas
Broker Fundamentals Course completed on 01/01/2026 will expire on 01/01/2027)

Kansas Real Estate Broker Management Course — 30 Hours

All Broker applicants must complete this course. The course expires 6 months following the course
completion date. (i.e. a Kansas Broker Management Course completed on 01/01/2026 will expire on
07/01/2026)
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Kansas Law Course — 4 Hours

Broker applicants with a current broker license in another state must complete this course. The course
expires 6 months following the course completion date. (i.e. a Kansas Law Course completed on
01/01/2026 will expire on 07/01/2026)

Licensing Exam

Exam authorization is sent automatically from the Commission to Pearson, the exam provider. Following
authorization, Pearson will contact you via email within 24 hours to provide details for exam registration. For
Broker applicants not licensed in another state, exam authorization is only sent following the completion of
the Broker Fundamentals course. For Broker applicants with a license in another state, exam authorization is
sent following the submission of the pre-license application.

Once a licensing exam is passed, the score expires 6 months following the exam’s pass date. (i.e. a Broker
National or State exam passed on 01/01/2026 will expire on 07/01/2026) Exam results will be sent directly to
the Commission by Pearson.

To prepare for the licensing exam, find exam locations, or schedule the license exam, please visit Pearson’s
website or call (888) 926-9488.

Fingerprinting

Fingerprints may be completed at any time during the pre-license process, prior to completing the application.
(i.e. While you complete your courses and exams). All pre-license applicants must submit a fingerprint card
(FD-258) or livescan digital print submission. Fingerprint submissions can only be processed if the applicant
has completed the pre-licensure application. View the KBI’s Law Enforcement Fingerprint Information for
agency printing information.

Physical Fingerprint Card Submission
e Bring a government-issued photo ID to your fingerprint appointment.
e Mail the physical fingerprint card to the Commission office:

Jayhawk Tower, Kansas Real Estate Commission
700 SW Jackson Street, Suite 404
Topeka, KS 66603-3785

Livescan Fingerprint Submission
e Bring a government-issued photo ID and the Fingerprinting Information sheet to your
fingerprint appointment.
e Fingerprinting must be completed in Kansas — submissions from outside of Kansas will not be
processed.
e Livescan submissions are digitally sent to the KBl and are typically processed faster.
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Broker License Application

Once all pre-license requirements have been met, the licensure application will be made available to you. An
email will be sent to the email address on your applicant file with instructions on where to access the
application.

Once a complete licensure application is received, Commission staff will review and process your license
application within 7-10 business days; you will be notified via email if additional information is needed.
Failure to provide all required materials will result in a delay.

Affiliating with a Supervising Broker

Kansas real estate licenses cannot be issued on Inactive status. If you are affiliating with a Supervising Broker,
be prepared to provide company affiliation information when prompted in the licensure application. For a
smooth search, the Commission recommends obtaining the company registration number from your
supervising broker. Company registration numbers will resemble the following:

e Company office — “CQO” prefix followed by 8 digits (COXXXXXXXX)
e Branch office — “BO” prefix followed by 8 digits (BOXXXXXXXX)

To avoid delays, ensure the company affiliation information is entered accurately. Should you provide
inaccurate affiliation information, Commission staff will need to manually process the change and
inadvertently add processing time to the application.

Opening a Company as a Supervising Broker

Kansas Brokers may open a company upon the issuance of their license, acting as the company’s Supervising
Broker. If you plan to open a new company, you will submit a new company/branch application and $100 fee
along with your Broker license application.

The company/branch office application can either be submitted through the Public Portal using the Open
Company Instructions or the Open Branch Office Instructions. Alternatively, you may submit a completed REC-
430 Open Company or Branch Office Application.

Reporting Requirements

Applicants must report/disclose all arrests, misdemeanor charges, and felony convictions. Even if the charge is
currently pending, occurred out of state, or you were told the charge would not appear on a background
check (expunged), you MUST report the incident. Please note: Some traffic violations are classified as
misdemeanors. Review of the ticket or court document will show the classification of the charge.

The Commission requires you to submit the following:

e Criminal Offense Form (signed by your future supervising broker)
Page 5 of 47 Updated May 2026
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e Court Documents for Each Case, to include:
o Copy of the ticket, complaint, or indictment (describes the charges filed against you)
o Journal entry of sentencing/judgment (sentencing by the court)
o Diversion, probation, or dismissal documents
o Proof of completion of probation or diversion (if applicable)

Applicants reporting disciplinary action, charges, or convictions may also submit the following:

e |etters of recommendation or character references,

e certificates of completion for any treatment, therapy, victim panel, or group program;

e aresume including scholastic, community, volunteer, and work experience;

e astatement regarding the applicant’s character, the nature and extent of any rehabilitation, or
mitigating circumstances concerning illegal activities or conduct.

License History Certification

Applicants holding a real estate license in another state must submit a license history certification from all
states they currently or formerly held a real estate license in. This document includes:

e license information (issuance/expiration dates, license status, etc.),
e record of any administrative or disciplinary action taken against the license,
e status history.

Unsure of how to obtain this document? Reference the License History Guide for information on each state’s
request process. If you have additional questions on how to obtain the required document, you may contact
the state’s licensing agency directly. A copy of your license or a screenshot of the online license search is not
sufficient.

Broker Experience

Applicants must be licensed as a salesperson in Kansas, or as a salesperson or broker in another state, and
actively engaged for at least two years out of the last three years in activities which require a real estate
license in Kansas. Qualifying licensed real estate activities must be for compensation and on behalf of a client
or customer.

These are the minimum requirements necessary for Commission staff to approve a broker application based
on the delegated powers of the Commission to the staff:

e Licensed fifteen (15) or more years with 20 or more transaction points.
e Licensed three (3) or more years with 30 or more transaction points.
e Licensed two (2) or more years with 40 or more transaction points.
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e Licensed two (2) or more years with 20 to 39 transaction points. A restricted license will be granted. A
restricted license would prohibit the supervising of any Kansas licensees. To request the restriction be
lifted, a written petition must be submitted with new experience and/or education for consideration.

Transaction points reported to the Commission must have occurred within three (3) years prior to the
application’s submission. Applicants may include points if they were the supervising broker and the
transaction was completed by an affiliated licensee under their supervision.

e 3 points per closed commercial or agricultural land real estate transaction over $1,000,000.

e 1 point per closed transaction for all other real estate transaction types.

e Maximum of 10 points for transactions with personal interest.

e No points for transactions as a residential property manager.

e No points for transactions as part of a team or group if licensee is not on the purchase contract.

If an applicant does not meet the criteria above, the application will be forwarded to Commission members
for review. The Commission will approve, approve with restrictions and/or conditions, or deny your
application based on their evaluation of the information provided. Commission staff are unable to comment
on the likelihood of any decision which may be made by the Commission.

Broker Transaction Logs

Applicants must upload transaction logs when prompted within the licensure application. The Commission
provides the Broker Transaction Log for applicants to report applicable transactions. In lieu of the transaction
log, you may submit a Full Detail MLS report or an agent single line including all relevant data fields as shown
on the Transaction Log. Abbreviated reports such as Office/Agent Inventory Reports or Thumbnail Detail
MLS sheets will not be accepted.

Commission Review

If an applicant presents any of the following criteria, the application will be forwarded to Commission
members for review:

e Unresolved professional discipline: any action that resulted in denial, suspension, probation,
voluntary surrender or revocation. Suspension related to non-payment of taxes or completion of
continuing education would not be included.

e Undisclosed felony conviction, felony diversion, SIS outside of bar period, or any undisclosed
pending felony charges.

e Failure to disclose more than two person-misdemeanor cases less than five years old.

e Report of unlicensed activity while expired who has been previously citied for this violation within
the last five years.
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The Commission may approve, approve with restrictions and/or conditions, or deny your application based on
their evaluation of the information provided.

Commission staff are unable to provide advice or commentary on applications which require Commission
review. You will be notified of the Commission’s decision within 30 days of their evaluation. You are
encouraged to read the order thoroughly. Should you have questions regarding the order, you refer to the
Commission’s FAQ section or consult a licensed attorney. Legal and Commission staff are not permitted to
discuss any questions regarding the order.

License Issuance

Kansas real estate license applicants may not engage in licensed activity until their license has been issued and
affiliated with their Supervising Broker. You will be notified via email once the license has been issued.

Looking for more information as a newly issued licensee? Register for a KREC Compliance Course. The
Commission offers:

e Brokerage Relationships in Real Estate Transactions Act (BRRETA) course which discusses the
brochure and disclosures, written agreement requirements, agency vs. transaction brokerage, and
common issues and violations.

e Broker Supervision course which focuses on the principal areas of broker responsibility, effectively
managing an office and supervising affiliated licensees, common violations, advertising, and mitigating

and aggravating factors.

Compliance courses are offered both in-person and virtually for attendance. See all available dates and
register for a course here.
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Submitting Broker Pre-License Application

To apply for Broker pre-licensure online, follow these steps:

Laura Kelly, Governor

1) Visit the Public Portal customer home page, available at Accela Citizen Access

2) If you have an existing Public Portal account, enter your information to log in. If you do not have an
existing Public Portal account, please click Create an Account to create an account.

If you are unable to log in to your existing account, contact krec@ks.qov

3) Once logged in, you’ll be redirected to the Public Portal customer home page.

4) Navigate to the KREC Licenses tab. Select Apply for License or Submit Request.

Kansas Real Estate Commission

Apply for License or Submit Request

Home KREC Compliance KBVE Licenses

Search for a Licensee or Applicant

5) You will be prompted to select the type of license you wish to apply for. Click Continue to begin the

pre-licensure application.

Kansas Real Estate Commission

Apply for License or Submit Request

Select a Record Type

IR s |

¥ KREC Licenses
() Branch Office
Broker Pre-Licensure
Company Office
() Salesperson Pre-Licensure

» KREC Education Providers
» KREC Education Courses

Home KREC Compliance KBVE Licenses

Search for a Licensee or Applicant

Choose one of the following available record types. For assistance or to apply for 2 record type not listed below please contact us.

Page 9 of 47

Updated May 2026


https://aca-prod.accela.com/KANSAS/Default.aspx
mailto:krec@ks.gov

Q » x* ktt"
Kansas Real Estate Commission Phone: (785) 296-3411
Jayhawk Tower a I l S as Fax: (785) 296-1771
700 SW Jackson Street, Suite 404 www.krec.ks.gov
Topeka, KS 66603-3785 Real Estate Commission

krec@ks.gov

Erik Wisner, Executive Director Laura Kelly, Governor

6) You will be prompted to provide applicant information. Click Edit below your name to provide the
required demographic and contact information.

Broker Pre-Licensure
Qualification Residency Other State y
Information Information License Info 4 Review 3 Pay Fees 6

Step 1:Qualification Information > Qualification Details

*indicates a required field.

Applicant

Please use the Edit button to verify and complete all required fields.

KANSAS COMMISSION
Edit Remove

v Contact Addresses

Add Contact Address

If Action link is available you can edit or view Contact Address information
Required contact address type(s)Home

Showing 1-1of 1

Address Type Address Action Status

Home 700 SW Jackson, Suite 404 Actions ¥ Active

7) Complete all demographic and contact information fields, then click Add Contact Address to
provide your home address. Once your contact address has been successfully added, click
Continue. Please note: the application requires a Home address type to proceed.

Contact Information x
* First: Middle: * Last: Suffix:
| Kansas | | |

Commission | | |

* Primary Phone: * E-mail:

7852363411

kreci@ks.gov |

* Birth Date: *S5N: Gender:
01/01/2001 |

*x%_**.9ggg |
() Female () Male

A

Add Contact Address

If Action link is available you can edit or view Contact Address information
Required contact address type(s):Home

Showing 1-1of 1
Address Type Address Action Status
Home 700 SW Jackson Street, Suite 404

m Discard Changes

Actions v Active
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8) Answer all qualification questions, then click Continue to proceed. Applicants must be at least 18
years old AND have a high school diploma or equivalent. Please note: If you are a military member
or spouse, additional questions will populate for your completion.

Qualification Details

QUALIFICATIONS

* Are you at least 18 years old?:

@ Yes () No
* Do you have a high school diploma or GED?:

@ Yes () No
Military Affiliation
MILITARY AFFILIATION
* Are you a military service member or spouse?:

() Yes (@ No

Save and resume later

9) The residency question is pre-populated based on the home address provided on the previous
screen. Click Continue to proceed. Please note: If you are not a Kansas resident, a second question
will populate for your completion.

Broker Pre-Licensure

Qualification Residency Qther State

Information Information 3 License Info 4 Review 5 Pay Fees 6

Step 2:Residency Information > Residential Details

*indicates a required field.

Kansas Residency

RESIDENCY

* Do you live in Kansas?:
(@ Yes () Mo

Save and resume later m
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10) Tell us whether you hold a valid real estate license in another state. If you do, additional questions
will populate for your completion. Once all questions are complete, click Continue to proceed.
Please note: non-resident applicants must hold a broker license in their state of residence.

Broker Pre-Licensure

1 Qualification > Residency 5 Other State

Information Information License Info 4 Review 3 Pay Fees 6

Step 3:0ther State License Info > Other State License Details

*indicates a required field.

Other State License

OTHER LICENSES

* Are you licensed as a broker in another state?:
.;::;. Yes @ Mo

Save and resume later m

11) Review your pre-license application for accuracy. To modify a section’s information, click Edit next
to the section’s heading. Read the perjury statement — check the certification box to acknowledge
and agree to the statement. Click Continue to proceed.

Other State License

OTHER. LICENSES m

Are you licensed in another state?: No

Under Penalty of perjury, I hereby declare that I am the person described above and understand that any falsification of this statement
constitutes z severity level 9, nonperson felony under the provisions of Title 21 Kansas Statutes Annotated, Section 5903. I further
declare that I have been provided with the Waiver Agreement, FBI Privacy Act Statement, and information on how to challenge my
criminal records for accuracy and completeness. By checking the box below, I understand and agree that I am electronically signing
and filing this application.

Click here to download Waiver Agreement, FBI Privacy Act Statement and Fingerprinting Information sheet.

[C) By checking this box, | agree to the above certification. Date:

Save and resume later
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12) Review the required pre-licensure fees. Click Continue Application to proceed.

Broker Pre-Licensure

Residency Other State . Record
t 2 Information 3 License Info 4 Review 3 Pay Fees 5 Submission
Step 5: Pay Fees

Listed below are fees based upon the information you've entered. The following screen will display your total fees.

Application Fees

Fees Qhy. Amount
Application Fee 1 £50.00
Background Check Fee 1 £70.00

TOTAL FEES: $120.00
Note:

Continue Application »

13) Select your payment method. Click Submit Payment to be re-directed to KanPay, the agency’s
payment processor. It may take a moment to transition to the payment page. Refrain from clicking
the back or refresh button as this can result in an error.

Broker Pre-Licensure

Record

5 Residency 3 Other State 4 Review 5 Pay Fees Submission

: Information License Info

Step 5:Pay Fees
Please select 2 payment method and then fill in all required information.
The available payment methods are:
«Credit Card

=Bank Account
* indicates a required field.

Payment Options

Amount to be charged: $120.00

(@ Pay with Credit Card
() Pay with Bank Account

Submit Payment »

14) Once payment has been processed, you will be redirected to the Record Submission page. Your
pre-license application has been submitted. You will receive an email containing your PL number,
next steps, and additional instructions. Follow the instructions provided and contact krec@ks.gov
with questions.
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Erik Wisner, Executive Director

Check Pre-License Requirements Processing Status

To check the processing status of your pre-license requirements, follow these steps:

1)

to login.

If you are unable to log in to your existing account, contact krec@ks.qov

2)

3)

Once logged in, you'll be redirected to the Public Portal customer home page.

Laura Kelly, Governor

Visit the Public Portal customer home page, available at Accela Citizen Access. Enter your information

Navigate to the KREC Licenses tab. Click on your Pre-License number to view application details.

Kansas Real Estate Commission

Home KREC Compliance KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant

Records

Showing 1-2 of 2 Download results | Add to collection

| | Date Record Number Record Type Description Expiration Date  Status

[

COMMISSION,

KANSAS Pending

05/14/2026 PLOOD10112 Broker Pre-Licensure

4) Click Record Info to expand the menu. Select Processing Status.

Kansas Real Estate Commission

Home KREC Compliance KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant

Record PLO0010112:
Broker Pre-Licensure
Record Status: Pending

Record Info Payments ¥ Education ¥

Record Details

Processing Status

Add to collection

Attachments Name (Last, First Middle)

COMMISSION, KANSAS

FANSAS CUMPMIS5IUN
T 2

Dictl Do
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5) View each pre-license requirement’s processing status in this section. Complete requirements are
designated with a green check mark while incomplete requirements are designated with an
hourglass. Please note: If you have been waived from any of the pre-license requirements, the
item will be marked as “Not applicable”.

Kansas Real Estate Commission

Home QUOHEHIGG I KREC Compliance KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant

Record PLO0010112: Add to collection
Broker Pre-Licensure
Record Status: Pending

Record Info Payments ¥ Education ¥

Processing Status

" »  Pre-Licensure Intake
" - Background Check

Marked as Complete on 05/14/2026
" w Kansas Real Estate Broker Fundamentals Course
Marked as Complete on 05/14/2026

= » Kansas Real Estate Broker Management Course

¥ w Kansas Law Course
Marked as Not Applicable on 05/14/2026

~ b Broker State Exam

j » Broker Mational Exam
Application
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Submitting License Application

Once all pre-license requirements have been completed, your license application will become available. You
will receive an invitation to complete your license application via email.

To apply for Broker licensure online, follow these steps:

1) Visit the Public Portal customer home page, available at Accela Citizen Access. Enter your information
to login.

If you are unable to log in to your existing account, contact krec@ks.gov

2) Once logged in, you'll be redirected to the Public Portal customer home page.

3) Navigate to the KREC Licenses tab. Click Update Record to access your license application.

Kansas Real Estate Commission
Home KREC Compliance KBVE Licenses
Apply for License or Submit Request Search for a Licensee or Applicant
Records
Showing 1-2 of 2 Download results | Add to collection
| | Date Record Number Record Type Description Expiration Date Status Action
[ ] o05/14/2026 PLOOO1D112 Broker Pre-Licensure %‘;&SSION' Active Update Record

4) If needed, you may click Edit below your name to access and update your contact information.

Broker Application

1 Applicant 2 Application

i Supporting Affiliation
Information Questions 3 Broker Experience 4

Documentation 3 Information 6 |7 |8 8

Step 1:Applicant Information > Applicant Information

* indicates a required field.

Applicant

Review/Edit your name and contact informafion below

KANSAS COMMISSION
Edit Remove

~ Contact Addresses

Add Contact Address

If Action link is available you can edit or view Contact Address information
Required contact address type(s):Home
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5) Complete all fields in the School Details section, then click Continue to proceed.

School Details

SCHOOL INFORMATION

We need information about your high school diploma or equivalent. Use the fields below to provide details.
* Do you have a diploma or a GED?:
* 3 H F 3 P

What is the name of the high school or education provider?:
* School/Provider State: - -

* Month of Issuance:

* -
Year of Issuance: 2019

Save and resume later

6) Answer all questions, then click Continue to proceed. Please note: If you are a military member or
spouse, additional questions will populate for your completion.

Ii

Broker Application

Applicant Application Supporting Affiliation
! Information 2 Questions 3 Broker Experience 4 by mentation 5 Information 6 |7 |B 9

Step 2:Application Questions > License Information
*indicates a required field.

Military Affiliation

MILITARY AFFILIATION

Are you a military service member or spouse?:
() Yes (@ No

Application Details

LICENSE INFORMATION

* Have you ever held a real estate license in Kansas or another
state?:

* Has there ever been a denial, revocation, suspension,
voluntary surrender, or any other disciplinary action against
any professional or occupational license or certificate held by
you in Kansas or any other state?;

* Has there ever been any litigation filed against you or a
company owned in whole or part by you relating to the
business of buying, selling, exchanging, or leasing real estate
or any other activity that requires a real estate license in
Kansas or another state?:

* Have you ever been convicted of a criminal offense, received
a diversion or a suspended imposition of a sentence for a
criminal offense or is there any criminal charge now pending
against you (misdemeanor and/or felony)?:

Save and resume later
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7) If you answered Yes to any of the License Information questions, you are required to provide
details for each instance. If you answered No to all questions, skip to Step 8.

If you hold a license in another state, be prepared to provide the license information. Click Add a Row
to provide the required license details. If you hold multiple licenses, you may repeat this process until
all state licenses are reflected.

Broker Application

Affiliation

3 Application
Information

4 Supporting
Questions

3 Broker Experience Documentation

Applicant
' Int%rmation

Step 2:Application Questions > License History
Click "Add a Row" below to list all states you are currently or formerly licensed in

*indicates a required field.

License List

LICENSE HISTORY

Showing 0-0 of 0

State  License Type License Status License Issued Date Total Years Licensed ‘Total Months Licensed

No records found.

AddaRow | ~

Edt Solocted

Save and resume later

Complete all required information fields. Once the license issue date has been input, total years
licensed and total months licensed will be automatically calculated. Click Submit to add the license
information to the license history table.

x
LICENSE HISTORY
* State: *License Type: * License Status:
| Alabama A | | Broker b | | Active A |
* License Issued Date: *Total Years Licensed: *Total Months Licensed:
E I |
lﬂ H” l. Cancel
Once all licenses have been entered, click Continue to proceed.
LICENSE HISTORY

Showing 1-1of1

D State License Type  License Status  License Issued Date  Total Years Licensed  Total Months Licensed

\:| Alabama  Salesperson Active 01/01/2026 (] 3 Actions ¥

AddaRow |

Save and resume later

Edt olcted
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If disciplinary action has been taken against your professional or occupational license/certificate, be
prepared to provide information for any instance. Click Add a Row to provide the required disciplinary

Laura Kelly, Governor

action details. If you are reporting multiple instances, you may repeat this process until all instances

are reflected.

Broker Application

rmation Questions

Step 2: Application Questions > Disciplinary Information

Click "Add a Row" below to list all disciplinary actions taken against your professicnal license(s).

Disciplinary List

Applicant Application ; Supporting Affiliation
: Inf% 3 Broker Experience 4 Documentation 5 Information

*indicates a required field.

DISCIPLINARY HISTORY

Showing 0-0 of 0
State Discipline Type

No records found.

Add's Row | = it Slectod

Save and resume later

Complete all required information fields. Click Submit to add the instance to the disciplinary history

table.
DISCIPLINARY HISTORY
Click "Add a Row" below to list all disciplinary actions taken against your professional license(s)
* State: * Discipline Type:
| AB hd | | Restriction/Condition -

H‘ ” m 1. Cancel

Once all instances have been entered, click Continue to proceed.

DISCIPLINARY HISTORY

Click "Add a Row" below to list all disciplinary actions faken against your professional license(s).
Showing 1-1of 1
[ ] State Discipline Type

|:| AB Restriction/Condition

dda Row | ] et solocted

Save and resume later

Actions ¥
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If litigation related to real estate licensed activity has been filed against you or a company owned in
part or whole by you, be prepared to provide information for any instance. Click Add a Row to
provide the required litigation details. If you are reporting multiple instances, you may repeat this
process until all instances are reflected.

Broker Application
Applicant Application N Supporting Affiliation
! Information 2 Questions 3 Broker Experience 4 Documentation 3 Information ¢ 7 & 9

Step 2:Application Questions > Litigation Information
Click "Add a Row" below to provide details of litigaticn

*indicates a required field.

Litigation List

LITIGATION HISTORY

Showing 0-0of 0

State Year

No records found.

Adds Row = it Sleted

Save and resume later m

Complete all required information fields. Click Submit to add the instance to the litigation history table.

x
LITIGATION HISTORY
Click "Add a Row" below to provide details of litigation
* State: *Year:
‘ AB - | [ 2011
| submit ERLY
Once all instances have been entered, click Continue to proceed.
LITIGATION HISTORY
Click "Add a Row" below fo provide details of litigation
Showing 1-1 of 1
[ ] State Year
O AB 2011 Actions ¥
AddaRow | ¥ l Edit Selected
Save and resume later m
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If reporting a criminal conviction or pending criminal charge, be prepared to provide information for
any instance. Click Add a Row to provide the required criminal offense details. If you are reporting
multiple instances, you may repeat this process until all instances are reflected.

Broker Application
Applicant Application Supporting Affiliation
* Information 2 Questions 3 Broker Experience 4 o0 manfation 3 Information 617 |86

Step 2:Application Questions > Criminal Information
Click "Add a Row" below 1o provide details of all misdemeanor andior felony charges (pending) and conviclions, including those you received a diversion or
SIS for. Include all offenses even if you disclosed them on a previous KREC form/application

*indicates a required fild.

Criminal List

CRIMINAL HISTORY

Showing 0-0 of 0

Case Number Charge Charge Type CourtName Armest/Citation Date Conviction Date  Dis

No records found.

L]
Edit Selected [l Delete Selected
Save and resume later m

Complete all required information fields. Click Submit to add the instance to the criminal history table.

x
CRIMINAL HISTORY
Click "Add a Row" below to provide details of all misdemeanor and/or felony charges (pending) and convictions,
including those you received a diversion or SIS for. Include all offenses even if you disclosed them on a previous
KREC form/application

*Case Number: *Charge: *Charge Type:

‘ 25-2500 | ‘ Provide Charge here ‘ Misdemeanor v |
*Court Name: * Arrest/Citation Date: Conviction Date:

‘ XYZ County Court | ‘ 01/01/2025 ‘ 01/28/2025 |
* Disposition: * Explanation of

Diversion/Probation v circumstances leading to
criminal charges:

Provide written explanation here

spell check

ﬂA H.. l. Cancel

Once all instances have been entered, click Continue to proceed.

CRIMINAL HISTORY
Click "Add a Row" below to provide details of all misdemeanor and/or felony charges (pending) and convictions, including those you received a diversion or
SIS for. Include all offenses even if you disclosed them on a previous KREC formfapplication.

Showing 1-1 of 1

[ | Case Number Charge Charge Type Court Name AmestiCitation Date Conviction Date Dispositi E ion of circun
Provide

[] 25-2500 Charge  Misdemeanor )C(\;Zurijounty 01/01/2025 01/28/2025 Diversion/Probation  Provide written explanz
here

4 [

Save and resume later m
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8) Answer all Broker Experience questions, then click Continue to proceed. Report your transaction
information completed in the last three (3) years and your plans following the license’s issuance.
Tip: Need more space for your longer answers? Click and drag the bottom right corner of the text
boxes to make them bigger.

Broker Application

1 Applicant , Application

Supporting Affiliation
Information Questions 4 5 6 7 8 9

3 Broker Experience Documentation Information

Step 3:Broker Experience > Broker Experience Details

*indicates a required field.

Broker Experience Details

BROKER EXPERIENCE
In the last 3 years

* How many Commercial or Agricultural Land transactions over ‘ ‘
%$1,000,000 have you completed?:

* How many other transactions have you completed? ‘ ‘
(Residential and industrial sales, commercdial leases,
commercial and agricultural land transactions under $1M):

* Of these, how many were personal interest transactions?: ‘ ‘

* Why are you seeking broker level licensure?:

spell check
* What are your immediate and long-range plans? If you will
act as a supervising or branch broker, indicate whether you
plan to supervise any Kansas Licensees and how you will
ensure all advertising and transaction files will remain in
compliance.:
&
spell check

* Explain any droumstances that caused a limited number of
completed transactions within the last three years. If you meat
the points requirement type "N/A™.:

spell check

Save and resume later
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9) If you answered Yes to any of the License Information questions, you’ll be required to attach
supporting documents for each instance. If you answered No to all questions, attach your Broker
Transaction Logs, then click Continue to proceed. If you plan to become the Supervising/Branch
Broker for an existing office, attach the Supervising Broker Change Form.

Please note: the supporting documents required for each question scenario are listed on this
screen. To avoid delays in processing, attach all required documents.

Broker Application

Application : Supporting Affiliation Consent Electronic
1 2 Questions 3 Broker Bxperience 4 pocmentation 5 Information % Service 78 9

Step 4:Supporting Documentation > Supporting Documents
Based on information you have provided, additional documentation may be required. The list below details required documents for
different scenarios, ATTACH ALL THAT APPLY.

TRANSACTION DETAILS: Attach Broker Transaction Logs, Full Detail MLS Sheets or Single Line Detail Report with Details for
transaction completed within the last 3 years. Single Line Reports must include all fields from BR Transaction Log. If you do not
meet the transaction point requirement, attach a detailed resume and a letter of recommendation from your supervising
broker (if applicable).

OTHER REAL ESTATE LICENSES: Attach License History Certification for all current/expired licenses.
Certifications more than 6 months old and copies of licenses are not acceptable.

DISCIPLINARY ACTION AGAINST PROFESSIONAL LICENSE: Attach Disciplinary Order.

REAL ESTATE RELATED LITIGATION: Attach Settlement Agreement or Final Order. If you were found liable and judgement has
not been satisfied, include written explanation. Use document type ‘Licensee Reporting Form" when attaching settlement/final order.

CRIMINAL CONVICTIONS/PENDING CHARGES: Attach Criminal Offense Form and any additional court documents as listed
on the form.

*indicates a required field.

Attachment

The maximum file size allowed is 100 MB.
d ;chm;emd;com;cpl, ins;isp;jar;is;jse;li mhtml;msc; if;scr;sct;shb;
are disallowed file types to upload.

4 »
Name Type Size Latest Update  Action
TransactionLog.pdf f;‘;?ﬁ&’““““"’" 553.33 KB 05/14/2026 Actions ¥

Save and resume later

To upload supporting documents, click Add. A file upload screen will become available — click Add to
select a document to upload into your application. Click Continue to add the document to the
attachment table.

File Upload x

The maximum file size allowed is 100 MB.
ade;adp;bat;chm;cmd; com; cpl;exe; hta; htm;html;ins;isp;jar; js; jse; lib;Ink

I;msc;msp;mst; php; pif; scr;sct;shb; sy svhs;vxd;wscwsf;wsh are ¢
to upload.
Verfication of Licensure 100%

n.-!.l- |"!‘ m .:!! n!'!!!‘ ;' . Cancel
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Select the document’s Type from the drop-down menu. Click Save to attach the document to your
application. Please note: To proceed, all required document types must be attached to the
application.

*Type:

License History Certification

File:
Verfication Of Licensure Document.pdf
100%

£

Once all required supporting documents have been attached, click Continue to proceed.

Attachment

The maximum file size allowed is 100 MB.
ade;adp;bat;chm;cmd;com;cpl h
are disallowed file types to upload.

;mhbtml;msc; rscr;sct

4

Name Type Size Latest Update Action
TransactionLog.pdf f;‘;?ﬁl_;r"“sm‘”" 553.33 KB 05/14/2026 Actions ¥
Verfication Of Li Hist

Licensure c"g';a h.'s ory 104.64 KB 05/14/2026 Actions ¥
Document.pdf ertnication

Save and resume later

10) Select your proposed Broker role. If becoming a Supervising or Branch Broker, indicate whether
you’re opening a new office or joining an existing office. Click Continue to proceed. Please note: If
you’re opening a new company, proceed to Step 14.

Broker Application

Supporting

5 Affiliation
Documentation

5 Consent Electronic
Information i

Senvice 7 Review 8 9

12 3 Broker Experience 4

Step 5: Affiliation Information > Proposed Role

*indicates a required field.

Proposed Role Details

PROPOSED BROKER ROLE

Tell us what broker role you will have once your license is issued

Proposed Role:

Supervising Broker -

Existing

* New or Existing Company:

Updated May 2026

Save and resume later New Company
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11) If your role is an Associate Broker, you are required to provide affiliation information. To designate
the Supervising Broker you will affiliate with upon license issuance, click Look Up to search for the
Company or Branch Office you plan to join.

Broker Application

B Supporting Affiliation Consent Electronic .
i 2 3 Broker Experience 4 Documentation 5 Information 6 Service 7 Review B ]

Step 5: Affiliation Information > Company or Branch Office

*indicates a reguired field.

Company or Branch Office

Click "Look Up" below to search for the company or branch office you will affiliate with. The broker will be prompted to review and approve your request once
your application is submitted.

Look Up
Save and resume later m

12) You may search using the Company/Branch registration number, the company name, or the
Supervising Broker’s first & last name. Please note: the Commission recommends obtaining the
company registration number from your intended supervising broker. If entered correctly into the
State License Number field, the company will auto-populate into the application.

Look Up License x
License Type: State License Number:
‘ --Salact-- d ‘ C0%00193590 ‘
Name of Business: DBA/Trade Name
First: Last:
Address Line 1:
Address Line 2:
City: State: Zip
Country:
--Select—- v

Page 25 of 47 Updated May 2026



Kansas Real Estate Commission
Jayhawk Tower Fax: (785) 296-1771
700 SW Jackson Street, Suite 404 www.krec.ks.gov
Topeka, KS 66603-3785 Real Estate Commission krec@ks.gov

Phone: (785) 296-3411

Erik Wisner, Executive Director Laura Kelly, Governor

13) The selected affiliation information will populate into your application. Click Continue to proceed.
Please note: To avoid delays, ensure the selected company dffiliation information is entered
accurately.

Broker Application

a Supporting Affiliation Consent Electronic

Documentation 3 Information 6 Service 7 Review 8 9

1 2 3 Broker Experience

Step 5: Affiliation Information > Company or Branch Office

*indicates a required field.

Company or Branch Office

Click "Look Up" below to search for the company or branch office you will afiliate with. The broker will be prompled o review and approve your request once
your application is submitted

" Licensed professional added successfully.

COMFORT REALTY

LYNN M COMFORT
License Type:Rea
License Number:CO
Address: MINNEA

Edit Remove

savean ume fa m

14) Read the Electronic Consent Agreement thoroughly. If you agree and consent, click the checkbox. If
not, leave it blank. Click Continue to proceed.

Broker Application

102 3 4 Supporting 5 Affiliation g Consent Electronic

Documentation Information Service 7 Review 8 Pay Fees 9

Step 6: Consent Electronic Service > Electronic Consent

Complete this form if you prefer to have any and all documents related to formal licensure and disciplinary proceedings sent to you
via email instead of by mail. This includes orders restricting or conditioning a license; orders amending or lifting a restriction or
condition on a license; audit and disciplinary orders; warning letters; and Commission Directives. Electronic service is offered as a
convenience to applicants and licensees, and participation is completely voluntary.

I hereby agree and consent to service by electronic means in all matters before the Kansas Real Estate Commission as stated below.

-

I agree that all notices, pleadings, objections, motions, orders, directives and warnings shall be served upon me at the email
address specified in my application for licensure as a Kansas real estate salesperson or broker license, and that I will not
receive paper copies of these documents unless and until T submit a written withdrawal of consent to the Kansas Real Estate
Commission.

I agree and affirm that I have access to the electronic notification address designated in my application and agree to check
regularly for communication from the Kansas Real Estate Commission. I also understand and agree that it is my responsibility
to monitor that address for communications and that the Kansas Real Estate Commission will not provide and additional
notifications to me when a document is served at that address.

I understand and agree that service by electronic notification address I have designated in my application shall be complete
upon transmission.

I hereby agree to notify the Kansas Real Estate Commission in advance before I deactivate or change the electronic
notification address designated in my application. I further understand and agree that my failure to comply with this paragraph
will not invalidate any service that was made to the electronic notification address I designated in my application prior to
receipt by the Kansas Real Estate Commission of the updated electronic notification address.

I also agree that my consent to electronic service shall continue to be effective unless and until I submit a written withdrawal
of consent to the Kansas Real Estate Commission.

[l

w

B

wn

*indicates a required field.

Consent Electronic Service

CONSENT ELECTRONIC SERVICE

Please check the box to acknowledge consent to electronic
service:

Save and resume later
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15) Review your license application for accuracy. To modify a section’s information, click Edit next to
the section’s heading. Read the certification — check the certification box to acknowledge and agree

to the statement. Click Continue to proceed.

COMSENT ELECTROMIC SERVICE m

Please check the box to acknowledge consent to electronic service: Yes

I hereby certify the information provided in this application is true and correct and the Kansas Real Estate Commission may rely on its

truthfulness.

By checking this box, | agree to the above certification. Date: 04/29/2026

Save and resume later m

16) Review the required licensure fee. Click Continue Application to proceed.

Broker Application

. Affiliation Consent Electronic - Record
t 2 |3 4 * Information & Senvice 7 Review 8 Fay Fees 5 Submission
Step 8:Pay Fees

Listed below are fees based upon the information you've entered. The following screen will display your total fees.

Application Fees

Fees Qty. Amount

License Fee 1 5175.00

TOTAL FEES: $175.00
Note:

Continue Application »
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17) Select your payment method. Click Submit Payment to be re-directed to KanPay, the agency’s
payment processor. It may take a moment to transition to the payment page. Refrain from clicking
the back or refresh button as this can result in an error.

Broker Application

¢ Affiliation ¢ Consent Electronic . poio 8 Pay Fees o Record

102 3 4 ! da
? Information Service Submission

Step 8:Pay Fees

Please select 3 payment method and then fill in all reguired information.
The available payment methods are:
«Credit Card

«Bank Account
* indicates a required field.

Payment Options

Amount to be charged: $175.00

(@ Pay with Credit Card
(O Pay with Bank Account

Submit Payment »

18) Once payment has been processed, you will be redirected to the Record Submission page. Your
license application has been submitted. You will receive an email confirmation. If becoming an
Associate Broker, the Supervising Broker you’ve requested to affiliate with will be notified of your
request via email. If opening your own company/branch office, follow the Open Company
Application Instructions. If the application requires staff review, please allow 7-10 business days.
Should the licensing department require additional information to process the application, they will
contact you directly via email. Contact krec@ks.gov with questions.
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Submitting Online Open Company Application

To submit a company office application online, follow these steps:

Laura Kelly, Governor

1) Visit the Public Portal customer home page, available at Accela Citizen Access. Enter your information

to login.

If you are unable to log in to your existing account, contact krec@ks.qov
2) Once logged in, you’ll be redirected to the Public Portal customer home page.

3) Navigate to the KREC Licenses tab. Select Apply for License or Submit Request.

Kansas Real Estate Commission

Home KREC Compliance  KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant

4) You will be prompted to select the type of license you wish to apply for. Click Continue to begin the

company office application.

Kansas Real Estate Commission

Home R CISHING TSN KREC Compliance  KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant

Select a Record Type

¥ KREC Licenses

() Branch Office

() Broker Pre-Licensure
(@ Company Office
() Salesperson Pre-Licensure

» KREC Education Providers
» KREC Education Courses

Choose one of the following available record types. For assistance or to apply for 2 record type not listed below please contact us.
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5) The Responsible Broker information will be auto-populated using the application information
previously submitted. To provide company information, click Add New.

Company Office
Company Application - Record
1 Information 2 Questions 3 Review 4 Pay Fees 5 Submission

Step 1:Company Information > Company Details

*indicates a required field.

Responsible Broker Info

RESPONSIBLE BROKER

* Name:

KANSAS COMMISSION

License Number: APO00032041

Expiration Date:

Company

Click "Add New™ below to enter the new company information

Select from Account Add New
Save and resume later

6) Complete all contact information fields, then click Add Contact Address to provide your business
address. Once your contact address has been successfully added, click Continue. Please note: the
application requires a Business address type to proceed.

Contact Information x

* Organization Name DBA/Trade Name:

| XYZ Real Estate | |

Primary Phone: E-mail:

(785) 256-3411 krec@ks.gov |

+ Contact Addresses

Add Contact Address

If Action link is available you can edit or view Contact Address information
Required contact address fype(s):Business

+ Contact address added successfully.
Showing 1-1 of 1
Address Type Address Action Status

Business 700 SW Jackson, Suite 404 Actions \J Active

m m Discard Changes
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7) Once the company’s contact information has been added, click Continue to proceed.

Company

Click "Add New" below to enter the new company information
+" Contact added successfully.
XYZ Real Estate

Edit Remove

+ Contact Addresses

Add Contact Address

If Action link is available you can edit or view Contact Address information
Required contact address type(s):Business

Showing 1-1 of 1

Address Type Address

Business 700 SW Jackson, Suite 404 Actions A ) Active

Save and resume later

8) Answer the trust account information question, then click Continue to proceed. If the company

office will not maintain a trust account, skip to step 9. Please note: if you plan to maintain a trust
account, additional questions will populate for your completion.

Company Office

Company Application " Record
Information 2 Questions 3 Review 4 Pay Fees 5 Submission

Step 2:Application Questions > Company Identity
*indicates a required field.

Application Details

APPLICATION INFORMATION

* Do you maintain a Trust Account?: e

Save and resume later m
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If you plan to maintain a trust account, you are required to provide trust account information. Click
Add a Row to provide the required trust account details. If you are reporting multiple accounts, you
may repeat this process until all accounts are reflected.

Company Office

Company Application Record
* Information 2 Questions 3 Review 4 Pay Fees 3 submission

Step 2:Application Questions > Trust Account Info

Click "Add a Row” below to enler your frust account details. Create a separate row for each account.

*indicates a required field.

Trust Account Details

TRUST ACCOUNT INFORMATION

Showing 0-0 of 0

Account Name (Must include the words “TRUST ACCOUNT") Account Number Bank, Saving and Loan Association, or Credit Union Name

No records found.

:

Save and resume later m

Complete all required information fields. Click Submit to add the account to the trust account table.

X
TRUST ACCOUNT INFORMATION
Account Name (Must include Account Number: Bank, Saving and Loan
the words "TRUST Association, or Credit Union
ACCOUNT"): Name:
Street Address: City: State:
| 700 SW Jackson | ‘ Topeka ‘ ‘ KS hd ‘
Zip: County:
| 66603 | ‘ KS ‘
lﬂ H“ l. Cancel

Once all trust accounts have been entered, click Continue to proceed.

Company Office

Company Application Record
Information 2 Questions 3 Review 4 Pay Fees 3 Submission

Step 2: Application Questions > Trust Account Info

Click "Add a Row" below to enter your frust account details. Create a separate row for each account

“indicates a required field.

Trust Account Details

TRUST ACCOUNT INFORMATION

Showing 1-1of 1
D ‘Account Name (Must include the words "TRUST ACCOUNT"}) Account Number Bank, Saving and Loan Association, or Credit Union N

\:‘ XYZ Trust Account 25000 Kansas Credit Union

L |

Save and resume later m
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9) Review your company application for accuracy. To modify a section’s information, click Edit next to
the section’s heading. Read the certification — check the certification box to acknowledge and agree
to the statement. Click Continue to proceed.

Application Details

APPLICATION INFORMATION m

Do you maintain a Trust Account?: No, will not maintain trust account

I declare under penalty of perjury under the laws of the State of Kansas that I have read and understand this application and that the
information provided is true, correct and complete to the best of my knowledge.

If I reported a trust account, I hereby authorize the aforementioned bank, savings and loan association or credit union to allow any
representative of the Kansas Real Estate Commission to examine the aformentioned account at any time and to obtain any copies of
any records or information therafrom.

v

By checking this box. | agree to the above certification. Date: 05/14/2026

Save and resume later

10) Review the required company fee. Click Continue Application to proceed.

Company Office

Company Application Record
% Information 2 Questions 3 Review 4 Pay Fees 5 Submission
Step 4:Pay Fees

Listed below are fees based upon the information you've entered. The following screen will display your total fees.

Application Fees
Fees Qty. Amount

Company or Branch Office Fee 1 $100.00

TOTAL FEES: $100.00
Note:

Continue Application »

11) Select your payment method. Click Submit Payment to be re-directed to KanPay, the agency’s
payment processor. It may take a moment to transition to the payment page. Refrain from clicking
the back or refresh button as this can result in an error.

Company Office
Company Application Record
: Information 2 Questions 3 Review 4 Pay Fees 5 Submission

Step 4:Pay Fees
Please select 2 payment method and then fill in all required information.
The available payment methods are:
«Credit Card
=Bank Account
* indicates a required field.

Payment Options

Amount to be charged: $100.00

(@ Pay with Credit Card
() Pay with Bank Account

Submit Payment »
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12) Once payment has been processed, you will be redirected to the Record Submission page. Your
open company application has been submitted. You will receive an email confirmation. Allow 7-10
business days for processing. Follow the instructions provided and contact krec@ks.gov with

questions.
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Submitting Online Open Branch Office Application

To submit a branch office application online, follow these steps:

1) Visit the Public Portal customer home page, available at Accela Citizen Access. Enter your information

to login.

If you are unable to log in to your existing account, contact krec@ks.qov
2) Once logged in, you’ll be redirected to the Public Portal customer home page.

3) Navigate to the KREC Licenses tab. Select Apply for License or Submit Request.

Kansas Real Estate Commission

Home KREC Compliance  KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant

4) You will be prompted to select the type of license you wish to apply for. Click Continue to begin the

branch office application.

Kansas Real Estate Commission

Home R CISHIGGTS KREC Compliance  KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant

Select a Record Type

Choose one of the following available record types. For assistance or to apply for 2 record type not listed below please contact us.
¥ KREC Licenses

(@ Branch Office

() Broker Pre-Licensure
() Company Office
(O Salesperson Pre-Licensure

» KREC Education Providers
» KREC Education Courses
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5) Branch offices must be registered underneath a company office. To select the company office, click
Look Up to search for the company.

Branch Office
Application Branch Office Application .
Information 2 Information 3 Questions 4 Review 5 Pay Fees 6

Step 1:Application Information > Main Office Information

*indicates a required field.

Main Company

Click "Look Up" below to search for the main office record.

Save and resume later m

6) You may search using the Company/Branch registration number, the company name, or the
Supervising Broker’s first & last name. Please note: the Commission recommends obtaining the
company registration number from your intended supervising broker. If entered correctly into the
State License Number field, the company will auto-populate into the application.

Look Up License x
License Type: State License Number:

‘ --Selact-- g ‘ C0%0019390 ‘

MName of Business: DBA/Trade Name

First: Last:

Address Line 1:

Address Line 2:

City: State: Zip:

Country:

‘ --Select— v
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7) The selected affiliation information will populate into your application. Click Continue to proceed.
Please note: To avoid delays, ensure the selected company dffiliation information is entered

accurately.
Branch Office
Application Eranch Office Application -
1 Information Information 3 Questions 4 Review 5 Pay Fees 6

Step 1:Application Information > Main Office Information
*indicates a required field.

Main Company

Click "Look Up" below to search for the main office record.

" Licensed professional added successfully.

COMFORT REALTY

LYNN M COMFORT
License Type:Rea
License Numb
Address: MINN

Edit Remove

Save and resume later m

8) The Branch Broker information will be auto-populated using the application information previously
submitted. Click Edit to update the Branch Office’s contact information. Please note: The Branch
Office contact information defaults to the main office information, be sure to update all fields.

Branch Office

Click Edit below to enter the contact information and address for this new branch office {system defaults the main office information,
BE SURE TO UPDATE ALL FIELDS).

COMFORT REALTY

Edit Remove

v Contact Addresses

Add Contact Address

If Action link is available you can edit or view Contact Address information
Required contact address type(s):Business

Showing 1-1of1

Address Type Address Action Status

Business 216 5 15T AVE, OTTAWA Actions v Active

Save and resume later
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9) Update all contact information fields. To update the business address, select Edit underneath the
Actions dropdown. Once the contact address has been successfully updated, click Continue. Please

note: the Branch Office organization name or DBA/Trade Name cannot be changed — they are
required to match the main company’s registration.

Contact Information x

* Organization Name DBA/Trade Name:
|CDI‘-1FDRTREALTY ‘ ‘

Primary Phone: E-mail:
(785) 392-7240 ‘ LMCOMFORT@_YAHOO.COM ‘
~ Contact Addresses

Add Contact Address

If Action link is available you can edit or view Contact Address information
Required contact addrezs type(s):Business

Showing 1-1 of 1

Address Type Address Action Status
Business 216 5 15T AVE, OTTAWA Actions A4 Active
Edit

m Discard Changes

10) Once the branch office’s contact information has been updated, click Continue to proceed.

Branch Office

Click Edit below to enter the contact information and address for this new branch office (system defaults the main office information,
BE SURE TO UPDATE ALL FIELDS).

«" Contact updated successfully.

COMFORT REALTY
Edit Remove

« Contact Addresses

Add Contact Address

If Action link is available you can edit or view Contact Address information
Required contact address type(s):Business

Showing 1-1of 1

Type Add

Action Status

Business 216 5 15T AVE, OTTAWA Actions ¥ Active

Save and resume later
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11) Answer the trust account information question, then click Continue to proceed. If the branch office
will not maintain a trust account, skip to step XX. Please note: if you plan to maintain a trust
account, additional questions will populate for your completion.

Branch Office
Application Branch Office Application .
Information 2 Information 3 Questions 4 Review 5 Pay Fees 6

Step 3: Application Questions > Application Details

*indicates a required field.

Custom Fields

APPLICATION INFORMATION

) § L _ -
Will the branch office maintain transaction records?: No, they will be kept at v |

L -
Do you maintain a Trust Account?: No, will not maintain truw

Save and resume later m

If you plan to maintain a trust account, you are required to provide trust account information. Click
Add a Row to provide the required trust account details. If you are reporting multiple accounts, you
may repeat this process until all accounts are reflected.

Branch Office
Application Branch Office Application ]
! In#;rmatiun % Information 3 Questions 4 Review 5 Pay Fees 6

Step 3:Application Questions > Trust Account Information
Click "Add a Row" below to enter your frust account details. Create a separate row for each account.
*indicates a required field.

Trust Account Details

TRUST ACCOUNT INFORMATION

Showing 0-0 of 0
Account Name (Must include the words "TRUST ACCOUNT") Account Number Bank, Saving and Loan Association, or Credit Union Name

No records found.

4

Save and resume later m
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Complete all required information fields. Click Submit to add the account to the trust account table.

X
TRUST ACCOUNT INFORMATION
Account Name (Must include Account Number: Bank, Saving and Loan
the words "TRUST Association, or Credit Union
ACCOUNT"): Name:
Street Address: City: State:
| 700 SW Jackson | ‘ Topeka ‘ ‘ KS - ‘
Zip: County:
| 66603 | ‘ KS
Tl cancel
Once all trust accounts have been entered, click Continue to proceed.
Branch Office
Applicati Branch Offi Application
* Information 2 Information 3 Questions 4 Review 5 Pay Fees 5

Step 3:Application Questions > Trust Account Information

Click "Add a Row” below to enter your trust account details. Create a separate row for each account.

*indicates a required field.

Trust Account Details

TRUST ACCOUNT INFORMATION

Showing 1-1of 1
D Account Name (Must include the words "TRUST ACCOUNT™) Account Number Bank, Saving and Loan Association, or Credit Union N:

D X¥Z Trust Account 25000 Kansas Credit Union

Save and resume later

12) Review your company application for accuracy. To modify a section’s information, click Edit next to
the section’s heading. Read the certification — check the certification box to acknowledge and agree

to the statement. Click Continue to proceed.

Application Details

APPLICATION INFORMATION m

Do you maintain a Trust Account?: No, will not maintain trust account

T declare under penalty of perjury under the laws of the State of Kansas that T have read and understand this application and that the
information provided is true, correct and complete to the best of my knowledge.

If I reported a trust account, I hereby authorize the aforementioned bank, savings and loan association or credit union to allow any
representative of the Kansas Real Estate Commission to examine the aformentioned account at any time and to obtain any copies of

any records or information therefrom.

By checking this box, | agree to the above certification. Date: 05/14/2026

Save and resume later
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13) Review the required company fee. Click Continue Application to proceed.

Branch Office
Branch Office Application . Record
: 2 Information 3 Questions 4 Review 5 Pay Fees Submission

Step 5: Pay Fees
Listed below are fees based upon the information you've entered. The following screen will display your total fees.
Application Fees

Fees Qty. Amount

1 $100.00

Company or Branch Office Fee

TOTAL FEES: $100.00
Note:

Continue Application »

14) Select your payment method. Click Submit Payment to be re-directed to KanPay, the agency’s
payment processor. It may take a moment to transition to the payment page. Refrain from clicking

the back or refresh button as this can result in an error.

Branch Office
Branch Office Application . Record
: Information 3 Questions 4 Review 5 Pay Fees 8 submission
Step 5:Pay Fees

Please select a payment method and then fill in all required information.
The avzilable payment methods are:
+Credit Card

*Bank Account
* indicates a required field.

Payment Options

Amount to be charged: $100.00

(@)Pay with Credit Card
(O) Pay with Bank Account

Submit Payment »

15) Once payment has been processed, you will be redirected to the Record Submission page. Your
open company application has been submitted. You will receive an email confirmation. Allow 7-10
business days for processing. Follow the instructions provided and contact krec@ks.gov with

questions.
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Check License Application Processing Status

To check the processing status of your license application, follow these steps:

1)

2)

3)

Laura Kelly, Governor

Visit the Public Portal customer home page, available at Accela Citizen Access. Enter your information

to login.

If you are unable to log in to your existing account, contact krec@ks.qov
Once logged in, you'll be redirected to the Public Portal customer home page.

Navigate to the KREC Licenses tab. Click on your Application number to view application details.

Kansas Real Estate Commission

Home KREC Compliance  KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant
Records
Showing 1-4 of 4 Download results | Add to collection
| | Date i l i Type ipti Expiration Date  Status Action
[] os/14/2026 APDDOO3D41 Broker Application CORMISSICN, Pending
KANSAS

4) Click Record Info to expand the menu. Select Processing Status.

Kansas Real Estate Commission

Home KREC Compliance KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant

Record AP00003041:
Broker Application
Record Status: Pending

Record Info « Payments ¥ Education «

Record Details

Processing Status

Add to collection

Attachments Licensed Professional:
FANSAS COMMISSION LYNN M COMFORT
Righ Dioto-0d/01/3004 COMEODT DEALTY
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5) View each application task’s processing status in this section. Completed application tasks are
designated with a green check mark while incomplete application tasks are designated with an
hourglass. Please note: The staff review period is 7-10 business days. Should the licensing
department require additional information to process your application, they will reach out to you
directly via email.

Kansas Real Estate Commission

Home KREC Compliance  KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant

Record AP00003041: Add to collection
Broker Application
Record Status: Pending

Record Info * Payments ¥ Education *

Processing Status

" Broker Review - Acknowledgement

« p  Pre-license Validation

= b staff Review

License Issuance
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Uploading Documents to a Submitted License Application

To upload supporting documentation after submitting your license application, follow these steps:

1)

2)

3)

Visit the Public Portal customer home page, available at Accela Citizen Access. Enter your information

to login.

If you are unable to log in to your existing account, contact krec@ks.qov
Once logged in, you'll be redirected to the Public Portal customer home page.

Navigate to the KREC Licenses tab. Click on your Application number to view application details.

Kansas Real Estate Commission

Home KREC Compliance  KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant
Records
Showing 1-4 of 4 Download results | Add to collection
| | Date i l i Type ipti Expiration Date  Status Action
[] os/14/2026 APDDOO3D41 Broker Application CORMISSICN, Pending
KANSAS

4) Click Record Info to expand the menu. Select Attachments.

Kansas Real Estate Commission

Home KREC Compliance KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant

Record AP00003041:
Broker Application
Record Status: Pending

Record Info ¥ Payments ¥ Education ¥

Record Details

Processing Status

Add to collection

Attachments Licensed Professional:
KANSAS LUMMISSIUN LYNN M COMFORT

Dictl Cooec.noios SOl oD OC AT
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5) To upload supporting documents, click Add.

Kansas Real Estate Commission

Home KREC Compliance  KBVE Licenses

Apply for License or Submit Request Search for a Licensee or Applicant

Laura Kelly, Governor

Record AP00003041: Add to collection

Broker Application
Record Status: Pending

Record Info Payments ¥ Education ¥

Attachments

The maximum file size allowed is 100 MB.
f b

ade;adp;bat;chm;cmd;com;cp I himl;ins;isp;jar;js;jse;lib;Ink;mde;mht;mhiml;msc;msp I if;scr;sci;shk
are disallowed file types to upload.

e e —————————————————————————————————————————————————————————————————

Name Record ID Record Type Entity Type Type Size Latest Update
Broker

TransactionLog.pdf APD0003041 Broker Application Record Transaction 553.33 KB 05/14/2026
Log/MLS

Verfication Of T Histo

Licensure APO0D003041 Broker Application Record C:i'}“ h.'s Y 194.64 KB 05/14/2026

Document.pdf irication

4

Activ

Activ

6) A file upload screen will become available — click Add to select a document to upload into your

application. Click Continue to add the document to the application.

File Upload x

The maximum file size allowed is 100 MB.
ade;adp;bat;chm;cmd; com;cpl;exe; hta;htm;html;ins;isp;jar; js;jse;lib;Ink
I;msc; msp;mst; php; pif; scr;sct; shb; sys;vb; vbe; vbs; vxd;wsc;wsf;wsh are ¢

to upload.

licensehistoryv2 (16).pdf 100%

n‘-l.l- ||I|! m Remaove A Cancel
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7) Select the document’s Type from the drop-down menu. Click Save to attach the document to your
application. Please note: the licensing department will be notified of your upload. All submissions
will be reviewed within 7-10 business days following the upload.
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