	
	
	



Purpose
This memo clarifies what transaction documents must be retained, for how long, and what qualifies as a required record under Florida law. These requirements apply to all Easy Realty licensees involved in Florida real estate transactions.
Governing Law
Florida Statute § 475.5015 – Brokerage Business Records governs record retention requirements for Florida real estate brokers and sales associates.
Retention Period
Easy Realty must retain at least one legible copy of all brokerage business records for a minimum of five (5) years from the date funds were entrusted to the broker or, if no funds were entrusted, from the date of execution of any agreement engaging the broker’s services. Records involved in litigation must be retained for at least two (2) years after final conclusion of the matter, but not less than five (5) years total.
Required Records

Agency & Representation Documents
• Listing agreements
• Buyer or tenant representation agreements
• Transaction broker disclosures
• Amendments, extensions, or cancellations
Contracts & Transaction Documents
• Purchase and sale contracts
• Addenda and counteroffers
• Repair agreements and amendments
Disclosure Documents (Mandatory)
• Agency disclosure forms
• Lead-based paint disclosures (when applicable)
• Seller property disclosure forms
• Any other disclosures required by Florida or federal law
Offers & Negotiations
• Offers submitted or received
• Rejected, withdrawn, or expired offers
• Documentation of presentation when applicable
Financial & Closing Records
• Earnest money receipts
• Trust account records (if applicable)
• Commission agreements and disbursement authorizations
• Copy of the settlement statement (CD, HUD-1, or ALTA)
Transaction Correspondence
• Emails or written communications negotiating material terms
• Written client instructions or notices of cancellation
• Other substantive communications affecting the transaction
Format of Records
Records may be retained electronically or in paper format, provided they are legible and can be produced promptly upon request by DBPR or FREC.
Easy Realty Compliance Standard
Easy Realty requires agents to maintain a complete transaction file for every transaction and to submit all required documents to the brokerage’s designated record system in accordance with company policy.
[bookmark: OLE_LINK1]Key Reminder
If a document explains, proves, modifies, or evidences a transaction, it must be retained. The requirement is not limited to signed documents or closing statements.
	
	
	



