














4.7

If another party is to digitally sign the same form, email the saved copy containing your digital
signature to the recipient for their signature.

Anyone entering a digital signature will need to create their own digital ID by following the steps
above.

Note: Multiple parties cannot digitally sign the same form at the same time. Multiple signors
must sign individually, emailing the most recent version of the form back to the transaction
broker or agent to forward to the next party to sign.

5. Printing a filled-out form

5.1

52

To bring up the print options, go to File > Print or click the Print icon.

Specify the printer, page range, number of copies, and other properties, and click OK.

6. Increasing or decreasing the page view

6.1

6.2

To increase the page view, hold down the Ctrl key and press the “+” key on your keyboard until
you have reached the desired page viewing size.

To decrease the page view, hold down the Ctrl key and press the “-” key on your keyboard until
you have reached the desired page viewing size.

7. Enabling Auto-complete

7.1
7.2

7.3

Note: The auto-complete feature uses previous form feld entries to generate relevant choices
as you type into a new feld, saving you from entering the same information multiple times.

Right click the form in a non-fillable area and select Page Display Preferences.
Select (1) Forms from the column of buttons on the left.

Select (2) Advanced or Basic auto-complete. (3) Check the checkbox if you want the program to
remember numerical data entered. (4) Click OK.
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8. Using the search feature
8.1 Searching one individual form or book:
a. Open the document you want to search.
b. Go to Edit > Find.
c. Type the word, words, or part of the word you are searching for and press Enter.
9. Turning off automatic calculations
9.1 Right click the form in a non-fillable area and select Page Display Preferences.
9.2 Select (1) Forms from the column of buttons on the left.

9.3 Deselect (2) Automatically calculate field values. (3) Click OK.
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Troubleshooting
1. My text doesn’t wrap when I type in a multi-line field.

Word or text wrap is not available over multiple lines. In a multi-line form field, press the Tab key on
your keyboard to go to the next line.

2. I want to print out a blank copy of a form, but there are zeroes in the form fields.

Turn off the automatic calculations (see step 9 above) and delete any unwanted zeroes.




Frequently Asked Questions (FAQs)

1.

Are first tuesday forms legal to use?
Yes! All 350+ first tuesday forms are 100% legal for use in California.

The Department of Real Estate (DRE) clearly states that agents, to fulfill their fiduciary duty to the sell-
ers they represent, must present all offers received regardless of the form on which the offer is written.
[See excerpt from the DRE Real Estate Bulletin, Fall 2001 ]

It is a reportable offense to fail to submit all offers.

. Are all first tuesday forms legally up-to-date?

Yes! Each form fully complies with all California regulations, codes, case law, and professional
practice. We are private researchers and writers, not a trade union or government agency. We produce
the highest quality content available.

. Can I fill out the forms on any computer?

Yes! Or you can print and use them just as you would any preprinted form. Also, if you’re away from
your personal computer, you can access our forms library online within your Student Homepage at
www firsttuesday.us.

How often do you update forms?

Whenever legislative or regulatory changes occur or practical needs arise within the real estate
industry. Enrolled Students and purchasers of Forms-on-CD Version 4.3 can check for free updates by
clicking the New and Updated Forms link within their Student Homepage at www.firsttuesday.us.

. Is there a charge for updates?

No! Updates are free to download for Enrolled Students during their one-year enrollment period, and
free for one year after purchase for purchasers of Forms-on-CD Version 4.3.

Which government agency or trade union approves forms?

No one approves forms; not the State Bar, the DRE, or trade unions such as C.A.R. Each publisher is re-
sponsible for its own forms. All published disclosure forms are either: 1) mandated for use by dictate of
the state legislature or the DRE, such as the Agency Law Disclosure — Disclosure Regarding Real Estate
Agency Relationships [ft Form 305], Condition of Property Disclosure — Transfer Disclosure Statement
(TDS) [ft Form 304] and the Natural Hazard Disclosure Statement [ft Form 314], or 2) generic forms,
such as net sheets, costs sheets, etc. Each form mandated for use by the state must have the same content
— no matter who publishes it.

. Is it true my broker has to use C.A.R. forms?

No! A broker may use any form he chooses. Other brokers, associations, and the MLS may not and do not
require a broker to use a particular form. [See excerpt from the DRE Real Estate Bulletin, Fall 2001]

However, many brokers erroneously believe they must use forms published by their trade union.

. If my broker says I must use the C.A.R. purchase agreement, how can I use first tuesday forms?
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Use the C.A.R. form required by your broker as he is your employer. Build the rest of your listing or
acceptance package using first tuesday forms. They provide better protection for your fee.

9. Why are first tuesday forms generally shorter than their C.A.R. form equivalent?

first tuesday forms are deliberately engineered to be simple. By eliminating the lengthy and obtuse
language and publisher self-promotion which clutter other forms, first tuesday forms are concise, com-
plete and easily understood.

10. How are first tuesday forms distinguishably better than the forms offered by other

I1.

publishers?

first tuesday forms are drafted to provide maximum loss reduction protection for brokers and their
agents. As a matter of policy, our forms do not contain clauses which tend to increase the risk of litiga-
tion or generally work against the best long-term interests of the buyer, seller and broker. Deliberately
excluded provisions include:

« an attorney fee provision, which tends to promote litigation and inhibit resolution;

« atime-essence clause, since future performance (closing) dates are, at best, estimates by the broker
and his agents of the time needed to close and are too often improperly used by sellers in rising
markets to cancel the transaction before the buyer or broker can reasonably comply with the terms of
the contract [See Time to perform Chapter 45 in Real Estate Practice];

« aliquidated damages provision, since they create wrongful expectations of windfall profits for sell-
ers and are nearly always forfeitures and unenforceable [See Liquidated damages provisions Chapter
49 in Real Estate Practice]; and

« an arbitration provision, since arbitration decisions are final and unappealable, without any judicial
oversight to assure the arbitrator’s award will be fair or correct. [See Arbitration: the independent
beast Chapter 50 in Real Estate Practice; also see the March 2011 first tuesday article, Bargaining
for justice: arbitration and the loss of judicial review]

first tuesday forms include a mandatory mediation provision to mitigate the risk of a long and costly
legal battle. Mediation of any dispute must be undertaken as a precursor to filing an action, be it arbitra-
tion or litigation, to bring about a mutually agreeable solution. Mediation is a quick process and is the
most cost effective method of dispute resolution. [See the Mediation: best, faster dispute resolution
article on the first tuesday journal online]

Mediation works and is good public policy: the LA Superior court system reports that 63% of courses
ordered into mediation are resolved. Nationwide, the mediation success rate ranges from around 60% to
90% and upwards. [See the Final Report of Colorado Governor’s Task Force on Civil Justice Reform,
Exhibit 7]

Does Forms-on-CD 4.3 work on Mac?

Yes! There are both PC and Mac versions of the program. If you would like a Mac version of the
program, download it within your student homepage at www.firsttuesday.us or call first tuesday at 800-
794-0494.

12. What are the minimum system requirements?
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A 500 MHz or faster processor running Windows© 2000/XP/Vista/Windows© 7; Pentium II or higher
processor with 256 MB RAM; 550 MB of available hard-disk space; and a CD-ROM or DVD drive.

13. Can I alter the forms?

No! You cannot add or delete provisions. You can edit data you’ve entered onto the form, or attach
our Addendum — General Use [ft Form 205] and note the deletion or addition of a provision on the
addendum. However, you can alter the Investment Circular — LLC [ft Form 371-1], Operating Agree-
ment — LLC [ft Form 372-1], and Subscription and Agreement to Invest — LLC [ft Form 373-1] using
Microsoft Word.

14. Can I install Forms-on-CD 4.3 on more than one computer?

Yes! We encourage you to install Forms-on-CD 4.3 on any and all computers, including those of your
friends and associates. Our program is not locked so an entire office can share one CD for each agent to
use individually.

15. Do I have to use digital signatures?

No! If you do not want to use digital signatures, simply print the form and have the parties sign it
manually.
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