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Welcome to Alamo Top Realty 
We are proud you have joined our firm and we are excited to be your partner in building your 
career. Alamo Top Realty, Inc. is a company led by successful people, for successful people, 

which offers many opportunities for career growth and development. 

Quite simply, the Alamo Top Realty goal is to help you build the strongest real estate business 
in your market. We want to associate interdependently with the exceptional real estate 

salespeople in our industry. 

What makes Alamo Top Realty unique is our focus on who is our customer and partner—you. 

This focal point sets the tone for everything we do, from how decisions are made, to our 

compensation opportunities. Everything about Alamo Top Realty is unique because the 

company is built around what our associates believe is best for their careers. We believe results 
come through people and that opportunities abound when careers are built on this philosophical 

foundation. We believe that if the company develops the individual, then the individual develops 

the company. 

We are more than a real estate company. We are a culture and a belief system in action. We 

are REALTORS® who through the daily operation of our own successful company, discovered 

a better way of running a real estate company. We uncovered a better way of life for ourselves 
and our associates. Our dollars are invested right beside yours—and we are dedicated, just as 

you are, to providing the best service to all buyers and sellers. 

I encourage you to “talk the talk, walk the walk, and live the life” of the Alamo Top Realty way of 

doing business. We are committed to support, and help to assure, the professional and 

personal success of each of our associates. Being a member of the Alamo Top Realty family is 

exciting and if we all work together, you can gain the competitive advantages you’ve been 
looking for. We are delighted you have joined us in our cause. 

SEE YOU IN THE BUSINESS CENTER! 
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Acronyms & Terms Used in This 

Manual 
ATR 
Alamo Top Realty 
 
Business Center 
Main Office/Home Office Address 
 
 
E&O 

Errors and Omissions 

GCI 

Gross Commission Income 

MLS 
Multiple Listing Service 



 

 

Section 1 

Section 1 

How to Use Your Manual Effectively 
This manual has been specifically designed for you! In order to work “interdependently” 

together we must make sure everyone understands our policies and guidelines. 

1.1 Definition of “Interdependent” 
“On the maturity continuum, dependence is the paradigm of you—you take care of me; you 

come through for me; you didn’t come through for me; I blame you for the results. 

Independence is the paradigm of I—I can do it; I am responsible; I am self-reliant; I can 
choose. 

Interdependence is the paradigm of we—we can do it; we can cooperate; we can 

combine our talents and abilities and create something greater together.” 

1.2 About This Manual 
Your manual is divided into the following sections: 

• Alamo Top Realty Story and Philosophy 

Alamo Top Realty began as one dream and its success led to another. This section 

shares the beginning of the company and its philosophies. By studying this section, 

you will become familiar with our history and philosophy and be able to share it and 

apply it to your own business. 

• Alamo Top Realty Belief System in Action 

Alamo Top Realty is the result of an inspired vision. The company incorporates an 

incomparable set of beliefs found in no other real estate company. With the belief 

system shared in this section, Alamo Top Realty shows it has established its own 

vision and direction for the future. 

• Alamo Top Realty Policies and Guidelines 

Alamo Top Realty is led by associates, for our associates! Every policy and guideline 

in this manual has been created to help to insure professionalism and fairness in our 

company. Its number one goal is to empower us to develop market dominating 

businesses. Our leadership will regularly review these policies and encourage you to 
learn them and share them proudly with other associates, buyers and sellers. These 

policies and guidelines guarantee all of us an interdependent organization of 

tremendous creativity, high standards and ethics. 

• Alamo Top Realty Risk Management System 

Section 1 



 

 

Minimizing your exposure to complaints and potential lawsuits through risk 
management is the Alamo Top Realty way. This section outlines our simple process 

which will aid you in effectively managing potential risks encountered in your real 

estate business. 

• Alamo Top Realty Overview of Costs to Associates 

This section discusses your possible business expenses. Most businesses fail, not 

because they don’t make enough money, but because they spend too much! Please 

always remember this and invest carefully when spending money on your business 
expenses. 

• Alamo Top Realty Referral Procedures 

• Alamo Top Realty Recognition Program 

• Addenda 

 

Section 2 

The Alamo Top Realty Mission & 

Philosophy 

2.1 An End to Compromise Between Broker and Associate 
What makes this task so significant is the realization that compromise is inherent in so 

many real estate companies. For instance, high commission plans usually mean no 

support, no education and no team environment. Superior support, education and team 
environment usually lead to low commission/fee-based plans. Neither compromise creates 

a win-win company. 

Alamo Top Realty is interdependently designed to put all of these compromises to rest. 

Alamo Top Realty incorporates an incomparable set of concepts found in no other real 

estate company. 

2.2 A Clear Mission 
Alamo Top Realty has developed a clear sense of its own vision and direction for the 

future. 

Alamo Top Realty thinks like a top producer, acts like a trainer/consultant and focuses all 

its activities on productivity and profitability. 

MISSION 
To build careers worth having, businesses worth owning, 

and lives worth living. 

VISION 

To be the real estate company of choice for a new 

generation of professional real estate associates and broker 

owners. 



 

 

VALUES 

Win-Win 

Integrity 

Customers 

Commitment 

Communication 

Creativity 

Teamwork 

Trust 

Success 

Or No Deal. 

Do The Right Thing. 

Always Come First. 

In All Things. 

Seek First To Understand. 

Ideas Before Results. 

Together Everyone Achieves More. 

Begins With Honesty. 

Results Through People. 

WHO WE 

ARE 

A company that provides the systems, products, and services 

that lead to productivity and profitability 

HOW DO WE 

ACHIEVE 

OUR GOALS 

Marketing 

Leadership 

Training 

Proper Implementation of the Alamo Top Realty Models 

BELIEF 

Real estate is a local business driven by individual real 

estate associates and their local image with their centers of 

influence 

BEHAVIOR 

ALAMO TOP REALTY thinks like a top producer, acts like a 

trainer-consultant, and focuses all its activities on service, 

productivity, and profitability. 

 

2.3 Our Relationship 
Alamo Top Realty is an “interdependent” company. Our philosophy is that our associates 

are uniquely positioned, both as our customer and as our partner. 

2.4 The Design 
Alamo Top Realty is designed to achieve the highest commission split possible within a 
full-service company and make a reasonable profit. We share that profit with our 

associates and remain flexible enough to meet the ever-changing needs of our 

associates, customers and business center. 

The office will operate as a Business Center designed to service associates and 

customers based on that which the associate needs to operate his or her business. 

Real Estate agents need a work environment designed around their needs with the 
savings passed on to them. The Alamo Top Realty Business Center is not necessarily 

an office, but rather a place for associates to use as a base of operation. Calls are 

received, and messages taken; management support is provided; research is done; 
and customers are met. Success always occurs in the business center. 

2.5 Compensation for the Next Generation 
The Alamo Top Realty compensation concept is one of a long lists of “Firsts.” Building 

upon this heritage of innovation, the compensation concept is a milestone in agent 
income opportunities. 

Alamo Top Realty is committed to the concept of associate compensation being more 

than just commission programs. This is where other companies stop, and Alamo Top 
Realty begins. This commitment is what lays the conceptual foundation for our 

innovative alternative to traditional and 100 percent companies. Our dedication to 

continually explore providing our associates the highest compensation opportunities in 
the industry is an entirely new dimension in real estate. 



 

 

2.6 A True System 
In the Business Center, Alamo Top Realty has created one of the industry’s strongest 
economic models that are time tested and proven. This was achieved only after thorough 

research and practical experience. 

For many years there were only two major real estate office economic models— 
traditional and 100 percent–desk fee. After investigating both systems carefully Alamo 

Top Realty associates chose to take the best from both. The result was a better win-

win economic model which is a hybrid of the two. 

Our associates receive all of the support advantages of “traditional” while gaining more 

compensation advantages than just a “desk fee” concept. For the broker it provides the 

lowest financial risk operating system possible within a full-support company. The Alamo 
Top Realty economic and operating system delivers where others fall short. 

2.7 Get Involved 
• Attend orientation and completely read this manual. 

• Take part in the many educational, support and leadership opportunities available to 

you. 

• GET OUT INTO THE MARKETPLACE, BUILD YOUR OWN MARKET DOMINATING 

BUSINESS MEMORABLY AND HAVE FUN! 

Remember: Support your fellow associates and team and they will support you! 

 

3-1 

Section 3 

Policies and Guidelines 

3.1 Structure 
The policies and guidelines contained in the following pages are designed to explain the 

way in which our firm operates and the way many situations should be handled. It is 
through these policies that we have established ourselves as true professionals. 

3.2 Mission, Vision, Values, Beliefs, and Perspective: 

 Mission 

To guarantee our associates a vehicle for giving direct input on the operation of Alamo Top 

Realty. 

 Vision 

To be an interdependent synergistic Leadership Team that protects and enhances the 

vitality of our company culture. 

                 Values 

• Beliefs (The Rules We Live By) 

 Win-Win Or no deal 

 Integrity Do the right thing 

 Customers Always come first 



 

 

 Commitment In all things 

 Communication Seek first to understand 

 Creativity Ideas before results 

 Teamwork Together everyone achieves more 

 Trust Begins with honesty 

 Success Results through people 

. 

3.3 Administrative Checklists 

Refer to the Checklists Folder on your Onboarding USB or request a copy from the Business 

Center Administration for the following checklists: 

- Contract File Procedures Checklist 

- Listing File Procedures Checklist 

- Buyers File Procedures Checklist 

- Renters File Procedures Checklist 

These checklists may be revised at any time to ensure quality and legal standards. 

  

3.4 Administrative Staff Holidays 

If these holidays are on weekdays, the Business Center will observe these holidays and 

will not be open: 

• New Year's Day 

• Good Friday 

• Memorial Day 

• July 4th 

• Labor Day 

• Thanksgiving Day 

• Christmas Day (If the day following Christmas Day is a weekday, the administrative 

staff will not be in the Business Center on that day.) 

• Associates will be notified in advance if there will be any closures for any other 

reason. 

3.5 Advertising Policy 
  Refer to the Advertising and Compliance document contained in the On-Boarding USB or 

request a copy from the Business Center Administration. These policies are subject to 
revisions at any time. 

3.6 Agency Policy 

Issues involving agency relationships are governed by different local laws and each 

Business Center must remain in compliance with the applicable laws of its area. Each 

Business Center should have its own written agency guidelines and/or follow those written 
guidelines which may be available through its state or province or local Association/Board 

of REALTORS®. 

Experienced associates who have been affiliated with other brokers and have transferred 
their license to Alamo Top Realty Business Center must familiarize themselves with the 

current Alamo Top Realty agency policy prior to transacting business. 



 

 

Any associate who has a question regarding agency relationships which is not addressed 
in the Business Center’s written agency guidelines, should immediately consult your 

broker. 

As local laws governing agency change, we will amend the existing policy to comply with 

the new law(s). 

3.7            Bonuses Paid Policy (BTSA’s) 

 Bonuses paid on a transaction are 100% the selling agents. Alamo Top Realty does not 

receive any portion of a bonus paid to selling agent. 

3.8 Business Meetings (Team Meetings - Sales Meetings) 

The Business Center will have one team meeting each month or may incorporate more as 
needed. It is to the benefit of everyone to attend these meetings and to be on time. 

3.9 Closings Policy 

  Associates should attend closings. The Business Center Administration will send the 

disbursement authorization to the closing officer after it is approved. 

3.10        Commission/Fee Schedule 

Our goal is to be the most professional and successful real estate company. To do this, 

we must attract and retain the most professional people in real estate. The first way to do 

this is to offer the best compensation plan. 

The Commission/Fee schedule will be attached to the Independent Contractor 

Agreement. 

3.11 Complaints/Disputes Involving Other Associates 

• Associates who have complaints/disputes against others should immediately direct 
them to their broker in writing. 

• These should never be discussed with any other associates or clients. 

3.12 Conduct 

• Alcohol Consumption Policy. We believe that it is unwise to consume alcohol when 
working. Therefore, it is a guideline of our company that no member of the organization 

use alcoholic beverages during business hours. No member of our firm should come to 

their office and/or Business Center during business hours, or off hours, with alcohol on 

their breath, or to any extent under the influence of alcohol. We consider this to be a 
strict guideline. 

• Conduct at the Business Center. Everyone is to be well-behaved and professional at 
the Business Center at all times. This is an office where professional business is being 

conducted and you should expect a business-like attitude to be taken. We want 

everyone to have respect for each other in their daily personal dealings. There should 
be no vulgar language, cursing or yelling. 

• Cooperation with Other Brokers. Please be very cooperative with other 

REALTORS® for they hold the key to a great deal of information. With their help, you 
can become very successful. We cooperate and live by the spirit of cooperation with 

all other REALTORS® and brokers. We do not, by any means, want to be arrogant 

and feel like we can do the job by ourselves. We solicit the cooperation of other 
REALTORS® at all times for the benefit of our clients. 

It is our policy to share information with other companies and follow a practice of total 

cooperation. This, of course, does not mean the giving of confidential information, or 
any matters of that nature, but does involve information concerning properties that 



 

 

are available to all REALTORS® who are interested in dealing with our company in 
an open, above-board manner. 

3.13 Contracts 

 Presentation to the Seller 

• Each contract should be presented to the seller in person, with a complete Seller's 
 Statement and a qualification sheet on the buyer (if you can obtain one). 

• Contract presentations are to be made in a professional manner and are to be 

discussed with the owner realizing that many items other than money go into a 
contract offer. For example, date of possession could be a determining factor. These 

are things that are discussed and must be considered at each contract presentation. 

• The seller should be given every opportunity to accept or reject a contract offer. 

3.14 Dress Policy 

It is important that everyone who associates with and represents Alamo Top Realty do so 
in a professional manner. Associates should conduct themselves properly in public, keep 

their car clean, drive courteously and maintain a well-groomed appearance. 

 Appearance is the single most important impression factor you have. It is important to be 
well-groomed from a well-kept hairstyle down to one's shoes. We are professionals; your 

manner and appearance should reflect this at all times. This dress code should include 

coming into a Business Center on an associate’s day off. Other agents may be in the office 
with their clients. 

3.15 Errors and Omissions (E&O) 

ATR as an entity has and permanently maintains E&O insurance. 

 

3.16 Equipment/Software 
 

 Copy Machine 

• Copy Machine will include a Code mechanism. 

• A cost per copy will be paid by the associate for color copies and will be $0.15 per 
copy. Black and white copies are free and no charge to associates. 

 Other Equipment/Software 

Other equipment/software which may be available in the Business Center: 

• Associate software 

• Headsets for prospecting 

• Computers 

3.17 Escrow Deposits 

• Time is of the essence when depositing earnest money/escrow checks. 

• Escrow checks should never be held for any reason once an offer has become a 
contract. 

• All escrow deposits should be immediately turned over to the title company, or other 
entity named in contract, for deposit or deposited to the ATR escrow account 

immediately. 



 

 

3.18 Keeping in Contact with Your Business Center 

Keeping in contact with the Business Center is one of the most important responsibilities 
you have for safety reasons. Check in as often as possible: tell someone where you’re 

going to be if conducting business or showing, who you are going to be with, and when 

you will be in contact again if possible. If you are on vacation or out of town, let someone 
know for emergency purposes. Every little thing can help prevent any safety concerns or 

issues from arising. If you are going out-of-town, please make the Business Center aware 

of that fact and designate who will be covering your business in your absence. A phone 

number where you could be reached in the event of an emergency requiring your attention 
should be left with the Business Center Administration. 

3.19 Legal Fee Policy 

Legal Fees may (if necessary) be split between the company and the associate. 

 

3.20       Listings 
 

 Open/Exclusive Right to Sell 

When we have open listings and/or exclusive right to sell, we should always have notice in 

writing from the owner that we will receive a commission if we procure a sale on that 

property. If we are not the procuring cause of the sale, then it is not necessary for us to 
have it in writing. Before we show any property or give any information, we should 

have in writing that we will be paid a commission by the owner. 

 Contact with Sellers 

You should contact the seller of each of your listings at least once a week. This will keep 

the sellers abreast of all the market activity and any activity on their houses. One out of 

each four contacts should be in person! This must be one of our strongest areas; never 
leave our sellers stranded! Our reputation is built on this guideline! 

 Listing/Sales Files 

There is a real necessity for complete records to be kept and recorded so that records of 

transactions being participated in by the company and the company’s associates will be 

available. All records that have to do with listings, appraisals, leases, the hope of obtaining 
listings, contracts that have gone through, as well as offers or contracts that have fallen 

through are to be kept in a file. Copies of all letters, contracts and agreements pertaining 

to real estate, regardless of whether they are written by our associates or others, shall be 
placed in the file. This is the only protection you and the company have in the event 

of a lawsuit. Full knowledge of every case is important. 

There is no excuse for the violation of this guideline by any associate. 

 Changes on Listings 

It is the associate's responsibility to make note of all changes on his/her listings in the 
Business Center listing filing system and in the Multiple Listing Service (MLS). If the 

change is of a material nature, the listing associate should have written authorization from 

the seller and put it in the property file for permanent record. Any fines imposed by the 

MLS for incorrect or missing information are the responsibility of the associate. 

DO NOT place signs or lock boxes on a property unless you have a signed listing 

agreement. We understand this will always take coordination, but without following 
these procedures, problems always occur. 



 

 

3.21 Business Center Hours 

Generally, our Business Center is open from 9:00 am to 5:00 pm Monday through Friday. 
Agents may access the Business Center at any time/day with their Business Center key to 

conduct business. 

3.22 Business Center Tidiness 

Our Business Center is always to be kept neat and clean. Each associate is to make sure 

the work areas are clean whenever leaving their areas used. This includes all areas used. 

We hope everyone will take this attitude and keep our Business Center clean. You should 
be able to bring anyone into the Business Center at any time and be confident you will be 

proud of the way it looks. 

3.23 Negotiating Commissions 

In extreme cases where the seller cannot complete a transaction without the give and take 
of all the parties, you may need to negotiate a commission. Try not to ever make a snap 

decision on any commission negotiation request; time buys a position of strength in each 

negotiation. The decision is ultimately yours. 

3.24 Phone Policy 

• All phone calls should be returned as soon as possible 

• All long-distance calls are the responsibility of and are to be paid for by the 

Associates placing or authorizing the call 

3.25 Priorities 

It is the consensus that priorities for Alamo Top Realty should always be: 

 

1. Selling real estate. 

2. A productivity-specific environment 

3.26 REALTOR® Associations 

 United States 

National Association of REALTORS® 

430 North Michigan Avenue 

Chicago, Illinois 60611 

Tel: 800-874-6500 

Website: www.realtor.org 

State 

We encourage you to be actively involved to the greatest possible extent. We realize the 
time factor causes you to be less active in these than your local Board, but we do want to 

encourage you to attend these conventions and seminars. These seminars could put 

money in your pocket, as you might receive referrals from other associates. 

 Local 

A REALTOR® association is a trade association of the professionals dealing in the real-
estate business. Members conform to the high ideals set forth in the Code of Ethics. We 

encourage you to take an active role in any such local organization. 



 

 

3.27 Seller's Net Statement 

Every seller you make a presentation to, and/or whose property you list, should be given a 
copy of a Seller's Net Statement. Also, a Seller's Statement should be included with every 

contract presentation on resale properties. The Seller's Statement should be explained to 

and initialed by the seller. These Statements could be used to protect us if any problems 
arise. On the Statement, the word estimate is used many times. The seller needs to be 

verbally told that figures are just that, estimates. 

3.28 Square Footage 

Square footage is never to be quoted or published without the following or similar 

disclaimers being used in conjunction: “Approximately,” “according to tax records,” “buyer 

should verify these figures for themselves,” etc. Never represent that you know the exact 

square footage; you do not wish to mislead anyone. 

3.29 Supplies 

All associate supplies, including signs, forms, lock boxes, etc., unless specifically 

excluded, are provided by each associate. 

3.30 Termination of Associate Relationship 

The association between Alamo Top Realty and an associate may be terminated by either 

party, with or without cause, at any time upon written notice given by the other party. 

The associate shall not, after termination, use to his or her own advantage or the 

advantage of any other person or corporation, any information gained for or from the files 
or business of the Business Center. 

Upon the termination of association, the associate leaving the Business Center will give 

the Broker a list of transactions that are under contract at the time of the associate's 

termination. The associate will receive all of the normal commission he/she would have 
received if he/she were still associated with the Business Center at the time the transaction 

closes. While state law may establish that listings are legally the property of the broker, in 

maintaining the culture of Alamo Top Realty, it is our policy that a departing sales 
associate will be able to take his or her listings that are not under contract unless the listing 

was assigned to the associate by management. 

Termination of association with Alamo Top Realty is defined as the termination of the 
broker/associate relationship. 

3.31 Time Off - Associate 

Notify ATR in writing when taking time off so that we are aware in case an issue arises and 
have another Associate who is knowledgeable regarding your transactions be available to 

handle your business. 

 

3.32 Unpaid Bills 

Any outstanding bill is due and payable within 48 hours from the date the associate 
receives the bill. 

This is a very important policy and should not be taken lightly. It is simply not a wise or a 

fair business practice to adopt any other policy. 

3.33 City Policies and Guidelines 
 The following are only ideas and suggestions on the types of events to co-sponsor and/or 

information to analyze which have city-wide impact. These are ideas you can pursue to 



 

 

enhance overall city recruiting efforts and to make each associate more resourceful and 
profitable. 

 Suggestions 

• Collaboration on fundraising events/efforts for locals in need 

• Joint advertising and PR campaigns 

• Team-building events 

• Volunteering 

• Sponsor Athletic Teams 

• Sponsor Staff School Breakfast 

• Evaluate associate recruiting strategies 

• Joint training 

• Assist in planning 

• Awards Banquets 

• Other city matters 

• Engineer Fund Raising Events 

3.34 Antitrust Laws Compliance Policy 

Business must be conducted in accordance with all applicable antitrust law. This includes, 

but is not limited to the following: 

Associates shall not discuss (and shall not be present at any discussion of) 

commission rates charged by their Business Center or any other real estate brokerage 
in their community or any other community with any person affiliated with any other 

real estate brokerage, including other Alamo Top Realty brokerages, any real estate 

industry trade association, or any entity undertaking a survey of such rates. Any 

questions or concerns regarding discussion of fees or commissions should be directed 
only to the Business Center Administration. The broker will consult with an attorney on 

all commission matters for which they do not have a response for the questioning 

associate. 

Associates affiliated with any Business Center shall not discuss (and shall not be 
present at any discussion of) their intention to pursue or not to pursue business 

opportunities with particular potential customers or in particular geographic areas with 

any person affiliated with any other real estate brokerage, including any real estate 
industry trade association. 

3.35  Associates Representing Alamo Top Realty 

  All associates representing Alamo Top Realty: 

• Will be licensed through their State Real Estate Commission as a Real Estate 
Salesperson or Broker and will execute a contract with ATR stating their independent 

contractor status. 

• Will become members of their local Board/Association of REALTORS® and MLS 

except when exempted by broker and will keep their membership current and active at 

all times. 

• Can expect to receive training and should go through our company training program 

and/or our company orientation program. (Our purpose is to create consistency within 

the organization and to ensure that all of our associates have been properly and 
thoroughly trained for a successful career in real estate.) 

• Are encouraged to attend all educational opportunities that are available. 



 

 

• Are encouraged to read and abide by these policies and guidelines. Deviation from any 
designated policy without permission is considered a violation of company policy and 

your Independent Contractor Agreement. 

3.36 Attitude 

“A person’s success in selling is more dependent upon their attitude than upon their 

ability.” 

Alamo Top Realty associates demonstrate: 

• A positive attitude at all times. You should not be afraid you will lose a sale but be 
excited about making one. 

• Self-confidence. If you believe in yourself, so will others. (The reverse will also be 
true). You can increase your self-confidence through learning more, practicing more 

and experiencing more. 

• Pride. You should love to sell. Always be proud of the services and benefits you 

provide your customers and clients. 

• A proper attitude toward suggestions and complaints. When suggestions are 

offered, accept them with good grace instead of adopting the negative attitude so often 
displayed by less successful people. (The hardest person to help is the prima donna—

the person who refuses to admit any mistakes.) By stubbornly resisting any 

suggestions, you may delay or even permanently block your own growth. 

• The ability to disagree. Form the positive habit of letting people speak their minds 

and explain their points of view. Then look for a point of agreement. Seek first to 
understand; then to be understood. 

• The willingness to learn. Always learn and upgrade your knowledge! By doing so, 
you truly will become a top professional. 

• The desire to be a win-win competitor. Remember that there is always room for 

everyone to achieve their goals and win! 

o Want to be successful and just as importantly, you must want your team to be 

successful. 

o Look for a spot to fit in. Do your thing and let others do theirs. 

o Never let yourself get to the point where you believe you are better than everyone 
else. 

o Be a leader and let there be a leader. There is a proper place for both! 

o You must look for solutions, not problems! You should believe that you are bigger 

than any problem which might arise. 

o Want to be on our winning team! 

3.37 Authorization to Use Company Name 

Any use of the Alamo Top Realty logos must be in compliance with the Business Center 

Agreement and our Manuals. Should ATR determine that any item is in violation of the 

standards or quality of Alamo Top Realty, they will require that the use of the item be 
discontinued immediately. 

3.38 Business Cards 

All business cards using the Alamo Top Realty logo, name or any of its associated names 

must be used in compliance with TREC & Business Center marketing and advertising 
guidelines. 



 

 

3.39 Closed Transactions 

A transaction is officially considered closed only after the Business Center has received 
the commission/fee. 

NOTE: For all closed-transaction purposes, the end of the month is 
defined as midnight of the last day of the month. No exceptions! 

3.40 Dispute Settlement Through Arbitration 

 We all want harmony in our Business Center. Intra-company disputes of any kind between 

associates or between associates and the Business Center, which cannot be resolved 
otherwise will be submitted to arbitration. There may or may not be a fee for any disputes 

that require arbitration which will be split by any associate involved. 

3.41 E&O Insurance 

Each Business Center will carry E&O insurance on every transaction closed. The cost/fee 

(if any) of this insurance shall be disclosed in the associates Independent Contractors 

Agreement. 

3.42 Equal Opportunity 

Alamo Top Realty believes that all persons are entitled to equal opportunity. Alamo Top 

Realty Business Center does not discriminate against their employees, applicants or 
independent contractor associates because of race, color, religion, sex, sexual orientation, 

pregnancy, marital status, national origin, citizenship, veteran status, ancestry, age, 

physical or mental disability, or any other consideration made unlawful by applicable 
federal, state/provincial or local laws. Equal opportunity will be extended to all persons in 

all aspects of the employer-employee relationship and Business Center independent 

contractor associate relationship, including recruitment, hiring, training, promotion, 

compensation, transfer, discipline, layoff and termination. 

Alamo Top Realty Business Center will make reasonable accommodations for the known 

and disclosed physical or mental disabilities of an otherwise qualified applicant, employee, 
or associate, unless undue hardship would result. Any applicant, employee, or associate 

who requires accommodation in order to perform the essential functions of a job should 

contact their immediate supervisor or manager. The applicant, employee, or associate 

should advise the Business Center what accommodations he or she believes are needed 
in order to perform the job. The Business Center will determine possible accommodations, 

if any. 

If you believe that you have been subjected to any form of unlawful discrimination, 

harassment, or retaliation, please follow the guidelines for reporting discriminatory 

harassment as outlined in the employee handbook under the anti-harassment policy. 

Remember, there will be no action taken against anyone for opposing any form of unlawful 
discrimination and/or harassment. 

3.43 Equal Housing Opportunity 

It is our policy to comply with all federal, state, and local codes and laws which protect 
people against unfair practices in housing by making it illegal to discriminate against any 

person because of race, color, religion, sex, handicap, familial status or national origin in 

the sale or rental of housing or residential lots, in advertising the sale or rental of housing, 
and in the provision of real-estate brokerage services. Block busting or steering is also 

illegal. 

  NOTE: Serious penalties apply if found guilty. 

3.44 Ethics 

We expect all of our associates to adhere to the National Association of REALTORS® 

Code of Ethics as applicable. In all business dealings with the public, outside 



 

 

REALTORS® and associates within this company, a general Code of Ethics should be 
established following the concept of the Golden Rule. We want to be living examples and 

to do this we must strive for high ethical standards. The matter of proper ethics must 

govern all aspects of our business operations. You should familiarize yourself and 

periodically reread the Code of Ethics. 
 

These can be found at: 

NATIONAL ASSOCIATION OF REALTORS® 

430 North Michigan Avenue Chicago, 

IL 60611 
www.realtor.org/mempolweb.nsf/pages/code 

3.45 Harassment Policy 

Alamo Top Realty is committed to providing a work environment that is free from 

discrimination. In keeping with this commitment, Alamo Top Realty maintains a strict policy 
prohibiting unlawful harassment of employees and associates both by supervisory and 

non-supervisory individuals. Furthermore, we prohibit harassment in any form, including 

verbal, physical and visual harassment. 

Sexual harassment includes making unwanted sexual advances and requests for sexual 

favors where either (1) submission to such conduct is made an explicit or implicit term or 

condition of employment or affiliation; (2) submission to or rejection of such conduct by an 

individual is used as the basis for employment or affiliation decisions affecting such 
individual; or (3) such conduct has the purpose or effect of substantially interfering with an 

individual's work performance or creating an intimidating, hostile or offensive working 

environment. Sexual harassment is also defined as visual, verbal or physical conduct of a 
sexual nature. This definition includes many forms of offensive behavior and includes 

gender-based harassment of a person of the same sex as the harasser. The following 

constitutes a partial list of examples of sexual harassment: 

• Unwanted sexual advances or propositions 

• Offering employment or other benefits in exchange for sexual favors 

• Making or threatening reprisals after a negative response to sexual advances 

• Visual conduct: leering; making sexual gestures; displaying of sexually suggestive 

objects or pictures, cartoons or posters 

• Verbal conduct: making or using derogatory comments, epithets, slurs, and jokes 

• Verbal abuse of a sexual nature; graphic verbal commentaries about an individual's 

body; sexually degrading words used to describe an individual; suggestive or obscene 

letters, notes or invitations 

• Physical conduct: touching, assault, impeding or blocking movements 

Racial or ethnic harassment includes, but is not limited to, ethnic slurs, jokes or other 

verbal or physical conduct relating to an individual's race, national origin or ancestry where 

such conduct (1) has the purpose or affect of creating an intimidating, hostile or offensive 
working environment; (2) has the purpose or affect of unreasonably interfering with an 

individual's work performance; or (3) otherwise adversely affects an individual's 

employment or affiliation opportunities. 

Also, similarly prohibited is any form of harassment against a person on any prohibited 
ground because of that person's religious creed, physical disability, medical condition, 

sexual orientation, marital status or age. 

Employees and associates who violate this policy are subject to discipline or discharge for 

such violations. 



 

 

3.46 Harassment Reporting 

1. If an employee or associate believes he or she has been harassed by a co-worker, 
supervisor, or other associate of the Business Center, that person should promptly 

report the facts of the incident or incidents and the names of the individuals involved to 

Business Center management or, if the alleged harasser is a supervisor, to the next 
highest-level supervisor, preferably in writing. Supervisors must immediately report any 

incident of harassment to the Operating Principal of the Business Center. 

2. Once an incident has been brought to the attention of Business Center management, 
an investigation will be conducted promptly to determine all the facts surrounding the 

incident. The investigation will be kept as confidential as practicable. Whether a person 

is the accused harasser, the complaining party or merely a potential witness, those 
participating in the investigation should keep any communications to the Business 

Center strictly confidential. A determination will be made, and the results 

communicated to the complaining party(ies), to the alleged harasser and, if deemed 

appropriate, to all others directly concerned. 

3. If a violation of this policy is found to have occurred, the employee or associate who is 

found to have violated the policy is subject to discipline up to and including discharge 
or the return of the associate’s real estate license. 

4. If someone knowingly and deliberately makes a false report about harassment, that 

person may be subject to discipline as well, up to and including discharge or the return 
of the associate’s real estate license. However, retaliation for complaining about or 

opposing harassment, or otherwise participating in an investigation, proceeding, or 

hearing is illegal. 

5. Employees and associates at all times maintain the right to file a complaint of 

discrimination or harassment with the Equal Employment Opportunity Commission or 

the state commission governing employment discrimination. 

3.47 Insurance 

Each sales associate must provide the company with evidence that he/she has secured 

and continues to maintain the appropriate endorsement on his/her automobile insurance 
policy in the minimum amount of $100,000/$300,000/$50,000 or such additional coverage 

and limits as required by state or provincial law, naming Alamo Top Realty as additional 

insured. 

3.48 Legal and Trial Expense 

 If you have any legal encounters with the public, or any lawsuits are filed against Alamo 
Top Realty due to your actions, you will be expected to participate in them as a 

responsible party. The Business Center will also enter into, upon the discretion of the 

Business Center’s management and leaving final judgment to the Broker, any lawsuit 
when the Business Center has a legal remedy and right. In the event any transaction in 

which an associate is involved results in a dispute, litigation or legal expense, the 

associate will cooperate fully with Business Center management. Business Center 

management and the associate will share all expenses connected therewith, in the same 
proportion as they would normally share the commission/fee resulting from such 

transaction if there were no dispute or litigation. This does not include the situation where 

the associate is a named defendant personally. 

It is the policy of our company to avoid litigation wherever possible and Business Center 

management reserves the right to determine whether or not any litigation or dispute shall 

be prosecuted, defended, compromised or settled, and the terms and conditions of any 
compromise or settlement or whether or not legal expenses shall be incurred. Should legal 



 

 

expenses be incurred and become due, then both the Business Center and the associate 
shall be responsible for paying the bill at that time. 

NOTE: Should an associate leave the Business Center (regardless 

of reason) and a legal encounter occur because of their actions 
while with the Business Center, or while they are representing the 

Business Center in any agreed capacity, these policies still apply. 

3.49 Open Door Policy 

The door is always open for you. You should feel free to visit with your Administration at 

any time. We care. 

3.50 Policies and Guidelines Review 

 1. A review will be established annually to review or revise this entire Policies & 

Guidelines Manual, and if a revision is required prior to the yearly review, all 

associates and employees will be notified of any changes via email, and notification 
will be posted in the agent mail center and serve as official notification. 

NOTE: Housekeeping Revisions may be made at any time. 
Housekeeping issues would include spelling corrections, 

typographical errors, formatting of the document, and deletions or 
additions that do not change the intent of the Policies and 

Guidelines Manual. Any Housekeeping revisions that are identified 
and recommended during the annual review of the Policies and 

Guidelines Manual will be made to the document and then reported 
to all required parties. 

3.51  Referrals 

   Agent Referral & Sponsorship – Associate & Client Referrals 

Eligibility to participate is determined by contribution to the growth of Alamo Top Realty 

in recruiting new sales associates. 

Agent Referral Distribution & Sponsorship Program 

The associate establishes his or her sponsor when he or she becomes affiliated with 

Alamo Top Realty. Each associate has several different levels of sponsorship: 

• Level One referral sponsor: referring agent receives a $150 referral bonus for referring 

their first associate to ATR. 

• Level Two referral sponsor: referring agent receives a $200 referral bonus for referring 
their second associate to ATR. 

• Level Three referral sponsor: referring associate receives a $250 referral bonus for 
referring their third associate and any ongoing referral after the third associate referred 

to ATR. 

All associate referral bonuses will be paid to the referring associate only AFTER the 

referrals first confirmed closed transaction with ATR. 

Client Referrals – Outside of Business Center 

When sending or receiving a referral, the Alamo Top Realty Referral Form should be used. 
It provides for all the information, as well as for signatures by both the referring and 

receiving associate. 

All referral compensation must be through the Business Center. These fees vary 
depending on the source, i.e., corporate transfer, third party, outside broker, etc. A signed 



 

 

referral form reflecting any referral fees to be paid or received should accompany every 
sale pending file or referral check received. 

Client Referrals – Inside of Business Center 

 These fees may vary depending upon the type of referral and the agreement between 

associates. The Alamo Top Realty Referral Form should be used as a record of the 

referral. The standard transaction fee per agent paid to ATR will apply. If associate is 
within their first three “new associate” transaction commission splits, this type of 

transaction will not apply, and the associates fee based on the post three transaction will 

apply per their Independent Contractors Agreement. 

Split Transactions 

 A transaction is a listing sold or a sale made. 

A split transaction is one in which two associates agree to split their commission on a 

transaction at an agreed-upon percentage. The standard transaction fee per agent paid to 
ATR will apply. If associate is within their first three “new associate” transaction 

commission splits, this type of transaction will not apply, and the associates fee based on 

the post three transaction will apply per their Independent Contractors Agreement. 

 

3.52 RESPA Compliance Policy 

The Real Estate Settlement Procedures Act, 12 U.S.C. §2601 (“RESPA”) was enacted in 

the United States to ensure that consumers are provided with full information on the nature 

and costs of the settlement process and are protected from kick-backs or referral fees that 

tend to unnecessarily increase the costs of certain settlement services in real estate 
transactions.  Alamo Top Realty Business Center, their brokers, leadership, ownership and 

associates must fully comply with RESPA guidelines. 

We expect you to consult with your local RESPA counsel on any affiliated business 

transactions and always abide by the RESPA statute and all related regulations. 

5 

4 

Alamo Top Realty Risk Management 

4.1 Introduction 
It is clear that every real estate sales associate and Business Center must employ a sound 

risk management program. The Alamo Top Realty risk management program consists of 
multiple components: 

1. E&O Insurance 

2. Homeowners Warranty 

3. Full Disclosure 

4. Any other requirements according to local, state, or city law 



 

 

As an active real estate professional, you should always use these risk management 
components at all times to give yourself the maximum protection available. Below is a brief 

explanation of these components. 

4.2    E&O Insurance (see Addendum) 
E&O insurance is an insurance policy against any errors or omissions that may have 
occurred during a real estate transaction in which you were involved. 

4.3 Home Warranty 
A homeowner’s warranty, when processed on a particular house, provides a service policy 
to the seller (if applicable) and buyer for problems that may arise on certain items covered 

by the policy. 

4.4 Full Disclosure 
Full disclosure by a real estate associate is the best way to properly protect against legal 
ramifications. Written disclosure can range from agency disclosures, hazardous materials, 

latent defects, home protection plans and even such environmental hazards as 

earthquakes and floods. The purpose of a disclosure form is to disclose, in writing, any 
condition or situation that might affect a seller or buyer. The goal is to let them know of the 

condition or situation before a decision is made so they can make a fully informed 

decision. The obvious benefit is to manage risk and reduce liability. 

ction 6 
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Overview of Costs to Associates 
5.1 Estimated Costs to Associates 

• A yearly Associate fee of $300 shall be charged to each associate on the day of 

sponsorship and agents yearly anniversary month from which sponsorship occurred. 

• Associate Fees & Onboarding Incentives shall also be paid for by the associate, 

according to Business Center policy. If associate terminates sponsorship with ATR 
within 12 months of sponsorship, agent will be required to reimburse ATR $108.00 for 

the initial onboarding package and all required setup and expenditures. 

Items  

Rider Signs 
Expenditures are agent’s responsibility. 

Lockboxes/Supras See local board/association. Agents responsibility. 

Quarterly/Annual Fees to 

Board/Association, MLS 
See local board/association. Agents responsibility. 

Advertising/Marketing 

Materials 
Expenditures are agent’s responsibility. 



 

 

 
You control your business expenses. Spend money for these items only when it 
makes you money! 
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The Alamo Top Realty Recognition 

Program 
Recognizing the top achievers of Alamo Top Realty is something we are proud to do. Our 
top associates are recognized for outstanding sales and listing achievements each month 

and at the end of each year. 

6.1 Monthly Recognition Awards 
  Each month the following recognition awards are presented: 

The Sales Associate of the Month award goes to the associate who has the 
highest written sales volume. 

The Listing Associate of the Month award goes to the associate who obtains the 

largest number of qualified residential listings during the month. (In case of a tie, 

the dollar volume is the tie breaker). 

The Sales Associates for the Month with Exceptional Sales Volume award 
goes to those associates who have sold an exceptional volume of real estate 

during the month. 

The Listing Associates for the Month with Exceptional Listing Volume award 
goes to those associates who have listed an exceptional number of listings during 

the month. 

6.2 Annual Awards 
Each year the following awards are presented: 

Sales Associate of the Year award is in recognition for being the top sales 

production associate for the Business Center. It goes to the associate who has the 

highest closed sales volume during the calendar year. 

Listing Associate of the Year award is in recognition of the top listing associate 
for the Business Center. It goes to the associate who obtains the largest number of 
qualified residential listings during the calendar year. (In case of a tie, the dollar 
volume is the tie breaker.) 
Rookie of the Year award is in recognition for being the top rookie of the Business 
Center. It goes to the associate who is new in real estate and has completed 
his/her first twelve-month period in real estate during the calendar year with Alamo 
Top Realty and had the highest closed sales volume. 
Million Dollar Award is in recognition of closed sales volume achievement of $1 

million or more. 

Silver Award is in recognition of closed sales volume achievement of $2 million or 

more. 

Gold Award is in recognition of closed sales volume achievement of $5 million or 

more. 



 

 

Platinum Award is in recognition of closed sales volume achievement of $8 
million or more. 

The Presidential Award is in recognition of closed sales volume achievement of 

$12 million or more. 

   

Section 7 

Accounting Policies and Guidelines 
The following are the guidelines used in reviewing Alamo Top Realty Business Center 

accounting reports: 

7.1 Accounts Receivable 
All associates are to pay their Business Center bill by the end of each month resulting in a 

$0 (or credit) balance. The BUSINESS CENTER will establish policies on late office bills 

and Late Fees which could result in the returning of a real estate license. The BUSINESS 

CENTER will send demand letters via certified mail, “return receipt requested”, to all 
associates with invoices 90 days or more past due. 

. 

7.2 Payroll—Associate Sales Assistant Payroll 
All associates with paid assistants must have their own federal and state Tax ID # and 
either process the payroll themselves or contract with a payroll service. 

 

 

 

Section 8 

Additional Policies and Addenda 
 

The Alamo Top Realty Real 

Estate Professional's Creed 

I am a professional REALTOR®. I will always strive to do what a professional does, for this 

is what my business associates, my buyers and my sellers deserve. 

I will be a TEAM PLAYER. I will always support the team and I will expect the team to 

support me. 



 

 

I will always KEEP MY WORD. If I say I will do something, then I will do it. My word is my 
guarantee. 

I will be CAREFRONTATIVE, not confrontive in dealing with problems. I will resolve 

problems, not create additional ones. 

I will be a PROBLEM-SOLVER, not a problem-maker. I will not try to be right, but better, I 

will always strive to do the right thing. 

I will always DO MY SHARE of the work and be responsible for everything I do. I will not 

use nor take advantage of others. 

I will NEVER GOSSIP about others. I believe in the Golden Rule and intend to abide by it. 

I will UPGRADE MY EDUCATION on a regular basis. I know that school is never out for 
the professional. 

I will always DRESS PROFESSIONALLY when conducting business. 

I will PROSPECT AND FOLLOW-UP DAILY. These are the foundations of my business 

and I will never neglect them. By doing this regularly, I will earn the right to succeed. 

I will always PLACE THE BUYER AND THE SELLER FIRST. I am in business to serve 
their needs and will never forget this responsibility. 

I will always ABIDE BY THE HIGHEST MORALS AND ETHICS. People who do business 

with me deserve the highest standards. 

I will always CARE ABOUT THE FUTURE OF MY INDUSTRY. I will continually work to 

upgrade the real-estate business and the many opportunities it provides to real-estate 
professionals. 

I will ACCEPT TOTAL RESPONSIBILITY FOR MY CAREER. I will regularly establish 
goals and plans and work consistently to reach these objectives. I am accountable for my 
actions and my future is in my hands. I AM A PROFESSIONAL. 

 



 

 

Miscellaneous Policies & Fees of a 

Business Center 

Unpaid Bills—Your Business Center is not in the lending business. Therefore, any 

outstanding bill is due and payable within 48 hours from the date the associate 
received the bill. 

 

 



 

 

 



 

 

 



 

 

 

 

 

 



 

 

LISTING PHOTOS /UNDERSTANDING COPYRIGHT LAW IN REAL ESTATE 
Our brokerage DOES NOT allow the use of any previous or other brokerages/agents photos and videos on 
new listings.  

Understanding copyright law is imperative in our ever-evolving digital world. Copyright law protects 
creative works from unauthorized use, and, in the real estate industry, copyright issues often arise in 
connection with listing photographs. Improper use of listing photographs can create copyright 
infringement liability for agents, brokerages, and MLSs.  

It’s imperative for real estate professionals to know and fully understand the rights they own in listing 
photographs. Real estate professionals should strive to own their listing photographs. When ownership is 
not possible, real estate professionals must be aware of the rights they are receiving in the photographs 
and how they permit others to use the photographs. Agreements governing the use of these photographs 
often contain certain limitations or restrictions that professionals must be aware of. To reduce the risk of 
potential copyright infringement, professionals should: 

– Review photography agreements to assess how you may use the photographs. 
– Audit your use of listing photographs to ensure compliance with the relevant agreements. 
– Determine how you want to use listing photographs and ensure future agreements permit those uses. 
– Maintain records of all photography agreements. 

The National Association of REALTORS® (NAR) created template photography agreements for members’ 
use, including a work-made-for-hire agreement, an assignment agreement and an exclusive license. The 
work-made-for-hire agreement provides that you will own the rights in the photographs as they are 
created; the assignment provides that the photographer assigns all of his or her rights in the photographs 
to you; and the exclusive license permits your exclusive use of the photographs in connection with the real 
estate industry. 

LOCKBOX POLICY / GIVING A LOCKBOX CODE TO A CLIENT IS NOT PERMITTED 
Our brokerage DOES NOT allow any agent to give a client a lockbox code/alarm code or entrance 
instructions to a home at any time. An agent MUST always show the home to the prospect/lead/client.  

All MLS Boards have a strict policy prohibiting members of the public being given the lockbox code so 
they can view a property on their own.  

These unattended clients are trespassing and could be arrested if authorities are called. 

MLS Subscribers may not provide a key or key box code to a consumer or unauthorized person or persons 
to enter a listed property. If the member chooses to use a combination key box on MLS listings, please be 
advised that an appointment is still required, and unauthorized use of the key box is prohibited. 
Complaints of unauthorized use of all types of lockboxes will be handled by TREC and/or local MLS board 
which could result in revocation of your MLS access, reprimand, and fines. 



 

 

 

 

Agency Policy of a Business Center 

Alamo Top Realty Policies and Guidelines Manual 
All associates are to abide by the following guidelines as they relate to the local and state 
on agency relationships.  
 

Policies for Teams & Groups 

Alamo Top Realty Policies and Guidelines Manual 
Due to federal anti-trust laws, Alamo Top Realty does not establish any guidelines to be 
followed in determining the commission structures of teams and/or groups of sales 

associates compared to that of an individual sales associate. 



 

 

 


