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In Transaction Desk, 

Click on ‘Start Signing’  

 

Enter the ‘Signing Name’ 

 

 

 
Uploading Member Change Form – Transaction Desk  
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Click on ‘Add a Document or Form’ 

 

 

Click to upload your document 
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Select the Document from your files and click ‘Open’ 

 

 

From the ‘Signers’ tab, select “Add Participants” 
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From the ‘Tools’ tab, select and place the signing actions such as ‘Initials’ or ‘Sign Here’ in 

the appropriate fields 

 

 

 

 

• If you are transferring brokerages, your previous Designated Broker and New 

Designated Broker will need to sign. The Designated Broker is the Broker in charge 

of the office and may not be the same as your Supervising Qualifying Broker. 

• If you are transferring a listing that is co-listed, the Designated Broker for that co-

listing broker will also need to sign this form. 
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Once all required signatures are placed, click ‘Next’ 

 

 

Select the expiration date and the frequency of reminders for your signing the click ‘Send’ 

 

 

Email the form to membership@gaar.com once all required signatures are obtained.  

 


