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 Kingwood Office 

Who Do I Ask? 
 

Buddy Wall, Broker of Record – Real Estate questions 

buddy@remaxuniversaltx.com  | 281-348-3086 

Matt Guzman, Owner – Real Estate questions or anything else! 

matthewguzman@remax.net | 281-650-0533 

Maria West, Operations Manager, for anything you need!  If I can’t help you, I will guide 
you in the right direction. 

maria@remaxuniversaltx.com | 281-348-3048 

Alexis Legault and Jenny Estrada – Compliance, CDA, Commissions, Office billing 

compliance@remaxuniversaltx.com | 281-361-2258 

Mya Amador and Emily Orozco – Front Desk – Reserving conference rooms, training 
room, help with copiers, checking out REMAX items. 

frontdeskkingwood@remaxuniversaltx.com | 281-358-8888 | 979-837-7519 

Richard Wilkinson to set up MAXTECH BoldTrail: 

richard@remaxuniverstaltx.com | 346-702-9771 (via text) 

Bambi Kelly for any Marketing needs: 

Bambi@remaxuniversaltx.com | 281-894-1000 

Freddie Palomarez for Technology and AI Development 

 freddie@remaxuniversaltx.com | 346-814-8239 

 

Save this number under “REMAX Universal Cell Phone” 979-837-7519    
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OFFICE INFORMATION 
Welcome to REMAX Universal!  We want to give you some details about the office to make your transition a 
little easier.   
 
For the safety of all our staff and agents, our policy is that all clients will be required to sign in at the front 
desk, and they must be escorted to the exit once your meeting is over. If you are going out in prospect’s car to 
show property, please make a copy of the driver’s license and leave it with the front desk for safety reasons. 
Thanks for keeping our office safe! 
 
WI-FI is RE/MAX Associates Northeast, and the password is Ultra24Sec! 
 
Office hours are Monday through Friday, 9am to 5pm. 
 
It is highly recommended that you check Workspace often.  This is the easiest way to communicate 
information or get information.   
 
We have 2 conferences rooms and a training room.  Please reserve these rooms through the front desk. 
 
We have balloons, flags, signs, riders, lockboxes, etc. available to you. These items need to be checked in and 
out through the front desk. Please plan ahead since we are not open during the weekend. 
 
When you receive a package, the front desk will text you a picture to notify you it’s in the mail room.  You will 
not be notified when you receive regular mail so, please check your mailboxes often. 
 
When the front desk receives checks/closing documents, those will be scanned and emailed to the 
appropriate agent, and uploaded to Workspace, if there’s a transaction already started. The REMAX check will 
be given to our Compliance Department, and the original documents will be placed in your mailbox. 
 
Front Desk Admins: 
Mya Amador and Emily Orozco 
Office: 281-358-8888, Cell: 979-837-7519 – This is the company cell phone, please save it on your phone 
Email: frontdeskkingwood@remaxuniversaltx.com 
 
Buddy Wall – Broker: 
Office: 281-348-3086, Cell: 713-254-8949, buddy@remaxuniversaltx.com 
 
Maria West – Operations Manager: 
Office: 281-348-3048, maria@remaxuniversaltx.com 
 
Alexis Legault – Risk/Compliance Admin 
Jenny Estrada – Risk/Compliance Admin 
Office: 281-361-2258, compliance@remaxuniversaltx.com  
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Kingwood Office 
 

INFORMATION & PROCEDURES FROM THE RISK DEPARTMENT 
 
Procedure for Closing (Commissions) Checks 
 

• Copies of all checks, including checks to RE/MAX Universal, are part of the transaction. 
• The transaction CANNOT be closed without copies of the checks submitted to the Workspace transaction 

and the checks turned in. 
• If the transaction is not closed, it WILL NOT be counted in the monthly totals. 
• It is your responsibility to get all checks from the title company. 
• If the title company must mail the checks, they need to be sent overnight to avoid any delay in closing the 

transaction, especially end of month closings. 
• Scan checks and add to your transaction on Workspace. If the front desk receives the checks and 

documents, this will be done for you. 
• If the check doesn’t have transaction information on the check stub, please attach the check to a Check 

Transmittal form located in the first-floor work room. If the front desk receives the checks and documents, 
this will be done for you. 

• Place the checks in one of the trays in the cabinet. 
• If your commission is wired, submit a copy of the wire on Workspace. 

 
Extension of Closing Date 
 

• If the transaction already has a CDA issued, email/call Alexis to send the transaction back to you. 
• Change the closing date for the transaction on Workspace. 
• Upload an amendment to extend the closing date to the transaction on Workspace. 
• Re-submit the transaction on Workspace.  

 
Payments for Leases (First month rent):   
 

• We can accept these payments via Zelle to payment@remaxuniversaltx.com, payment registered to 
WALLGOOD, LLC. Please include the transaction address or agent’s name in the memo. 

Office Bill Auto Pay & ZELLE 

• You can use ZELLE to pay your monthly bill by sending the payment to payment@remaxuniversaltx.com, 
payment registered to WALLGOOD, LLC. 

• You can set up auto pay through your bank to send a check directly to RE/MAX Universal. 
• The office bill is emailed to agents on the 23rd of every month so make sure the payment is sent to 

RE/MAX before the 1st of the month.  

If you have any questions on the above, please contact Alexis Legault or Jenny Estrada, 281-361-2258 or 
email to compliance@remaxuniversaltx.com, if Alexis or Jenny are not available, please contact Maria West. 



 

 
 

PROPERTY TIME INFORMATION 
 

Each quarter, we open Property Time sign-ups for all agents. This is a voluntary three-month commitment, but 
once you sign up, you are expected to fulfill all your assigned shifts for the entire quarter. 

Property Time Shifts (Monday–Friday): 

• 9:00 AM – 11:00 AM 

• 11:00 AM – 1:00 PM 

• 1:00 PM – 3:00 PM 

• 3:00 PM – 5:00 PM 

A new Property Time Schedule is published each month. Agents who sign up will receive their schedule via 
email, and a physical copy will also be posted in the workroom around the 15th of each month. The schedule 
will also be posted in Workspace. 

If you are unable to cover your shift, it is your responsibility to find a replacement and notify the Front Desk so 
they can direct calls to the correct agent. 

Agents are required to be present in the building during their scheduled Property Time shift. 
Being in the office allows us to provide prompt service to walk-ins, maintain team visibility, and create more 
lead opportunities. 

Property Time Rules 

LATE POLICY 
• If you will be up to 15 minutes late, contact the agent currently on duty and notify the Front Desk of the 

change. 
• If you will be more than 15 minutes late, arrange coverage with another agent in advance. 
• Agents who are late and fail to arrange coverage will be removed from Property Time for the remainder 

of the month (or the following month if the shift falls at month-end). 
• Agents who are late three (3) times within the year will be removed from Property Time for one year. 

 

NO-SHOW POLICY 
• Missing your scheduled shift entirely without coverage will be considered a no-show. 
• A no-show results in immediate removal from Property Time for the remainder of the current quarter 

(or the next quarter if it occurs in the final month). 
• Three (3) no-shows will result in removal from Property Time for one year. 

 
We appreciate your cooperation and professionalism in helping us maintain consistent office coverage and 
exceptional service to our clients. Thank you for your continued teamwork and dedication! 



REMAX Universal Agent Onboarding Checklist: 

Agent Name: _____________________________ 

It is essenƟal that all new Realtors to the brokerage complete this document. Have your office manager 
sign off on it once you have completed all tasks. Please save this document in PDF format to your 
computer. 

Texas Real Estate Commission. - BROKER 

Username: Password: Have I accepted Brokers 
invite? 

Put in date completed. 

TREC License 
number: 

Houston AssociaƟon of Realtors - BROKER 

Username Password Agent MLS Public ID 

NaƟonal AssociaƟon of Realtors - BROKER 

Username Password NRSDS Number 

REMAX MaxCenter - BROKER 

Username Password 

Zipforms / Dotloop - BROKER 

Login Username Password 



REMAX MAXCENTER CHECKLIST

Complete Max Center Agent profile. Complete Bio, contact details, Agent Head shot, social
media accounts, service areas etc. MUST BE COMPETE IN FULL! Date Completed: _______
Log into RE/MAX University in your Max Center, and complete class RE/MAX 101: LiŌoff Starts
Now. Date Completed: _______
Tech 101: Geƫng started in REMAX University as an Agent. Date Completed: _________
Complete New to REMAX Technology Onboarding Course. Date Completed: _________
Complete first iniƟal setup up on BoldTrails. Date Completed: ____________
Complete Agent Quick Start Course on BoldTrails. Date Completed: ____________
Check Agents’ E-Mail signatures for Compliance. IABS & Consumer protecƟon noƟce above
signature. Date Completed: ___________
IniƟal sit down with BoldTrail for an overview of their BoldTrail and operaƟons. Date
Completed: _________

MARKETING DEPARTMENT 

BAMBI KELLY 

Agent to meet with REMAX Universal markeƟng to review services offered. Date Completed:
__________
Agent to join REMAX Universal private Facebook group. Date Completed: __________
Facebook welcome post, with short snapshot about who is the Agent. E.g.: Lover of Italian food,
sports fan, 2 dogs, loves snowboarding.
Agent to view REMAX Marketplace. Date Completed: ___________







Contract Concerning  Page 11 of 12   05-04-2026
(Address of Property)

BROKER CONTACT INFORMATION
(Print name(s) only. Do not sign)

The brokers to this sale are:

 (Broker Firm) represents Seller only as Seller's agent.
Address:
Broker Firm License No.:
Associate's Name:
Team Name:
Associate's Email:
Associate's Phone No.:  Associate's License No.:
Licensed Supervisor of Associate:
Phone No. of Licensed Supervisor:  License No.:

 (Broker Firm) represents Buyer only as Buyer's agent.
Address:
Broker Firm License No.:
Associate's Name:
Team Name:
Associate's Email:
Associate's Phone No.:  Associate's License No.:
Licensed Supervisor of Associate:
Phone No. of Licensed Supervisor:  License No.:

Intermediary

 (Broker Firm) represents Seller and Buyer as an intermediary.
Address:
Broker Firm License No.:
Associate's Name (for Seller):

Team Name:
Associate's Email:
Associate's Phone No.:  Associate's License No.:
Licensed Supervisor of Associate:
Phone No. of Licensed Supervisor:  License No.:

Associate's Name (for Buyer):
Team Name:
Associate's Email:
Associate's Phone No.:  Associate's License No.:
Licensed Supervisor of Associate:
Phone No. of Licensed Supervisor:  License No.:

 TREC NO. 20-19
 TXR 1601

  Phone:   Fax:    
   Produced with Lone Wolf Transactions (zipForm Edition) 717 N Harwood St, Suite 2200, Dallas, TX  75201    www.lwolf.com

REMAX Universal

2940 Oak Street, Kingwood, TX  77339

9005459-BB

Matthew Guzman

(281)358-8888 641134-SA

RE/MAX Universal Northeast, 2940 Oak Street Kingwood TX 77339 2813483086 2613586142

Buddy Wall



Contract Concerning  Page 11 of 12   05-04-2026
(Address of Property)

BROKER CONTACT INFORMATION
(Print name(s) only. Do not sign)

The brokers to this sale are:

 (Broker Firm) represents Seller only as Seller's agent.
Address:
Broker Firm License No.:
Associate's Name:
Team Name:
Associate's Email:
Associate's Phone No.:  Associate's License No.:
Licensed Supervisor of Associate:
Phone No. of Licensed Supervisor:  License No.:

 (Broker Firm) represents Buyer only as Buyer's agent.
Address:
Broker Firm License No.:
Associate's Name:
Team Name:
Associate's Email:
Associate's Phone No.:  Associate's License No.:
Licensed Supervisor of Associate:
Phone No. of Licensed Supervisor:  License No.:

Intermediary

 (Broker Firm) represents Seller and Buyer as an intermediary.
Address:
Broker Firm License No.:
Associate's Name (for Seller):

Team Name:
Associate's Email:
Associate's Phone No.:  Associate's License No.:
Licensed Supervisor of Associate:
Phone No. of Licensed Supervisor:  License No.:

Associate's Name (for Buyer):
Team Name:
Associate's Email:
Associate's Phone No.:  Associate's License No.:
Licensed Supervisor of Associate:
Phone No. of Licensed Supervisor:  License No.:

 TREC NO. 20-19
 TXR 1601

  Phone:   Fax:    
   Produced with Lone Wolf Transactions (zipForm Edition) 717 N Harwood St, Suite 2200, Dallas, TX  75201    www.lwolf.com

REMAX Universal

2940 Oak Street, Kingwood, TX  77339

9005459-BB

Matthew Guzman

(281)358-8888 641134-SA

RE/MAX Universal Northeast, 2940 Oak Street Kingwood TX 77339 2813483086 2613586142

Buddy Wall







To add the link to your Information About Brokerage Services (IABS) and Consumer Protection 
notices to your email signature, etc., you can use the steps below to log in to the HAR Member 
Portal and copy and paste the links.  We also provide HTML code which could be used to post 
the forms on your non-HAR website.  (see screenshot below) 

• Log on to HAR.com 
• Click on “My Account” on the navy menu on the left side of the page.  
• Click on the “Account Info” sub-menu then on “Information About Brokerage Services”  
• Once on the page, you will see a section for both the IABS and Consumer Protection Notice 
• Click the “Copy URL” button to copy the link, then paste it to the desired location (email, etc.) 
• Repeat the process to copy the link for both forms and paste them to the appropriate location 

 
 
Note:  It is important to refer to the Texas Real Estate Commission (TREC) website regulations to be sure you are posting these 

links in the appropriate places and in the appropriate manner.  The HAR page referred to above provides links to the 
information regarding the varying regulations and usage on TREC’s website. 

 



 
  

 

https://www.trec.texas.gov/information-about-brokerage-services-iabs-consumer-protection-notice


Alternatively, you can use the preformatted form titles from the Signature area on HAR.com.  
(see screenshot below) 

• Log on to HAR.com 
• Hover on the “My Account” navy menu on the left side of the page 
• Click on “Personalize Information” then on “Create Email Signature” 
• Once on the page, simply copy both form titles (shown in blue) 
• Paste them to the appropriate location 

 
 

 
 
Note:  It is important to refer to the Texas Real Estate Commission (TREC) website regulations to be sure you are posting these 

links in the appropriate places and in the appropriate manner.  The HAR page referred to above provides links to the 
information regarding the varying regulations and usage on TREC’s website. 

 

 

https://www.trec.texas.gov/information-about-brokerage-services-iabs-consumer-protection-notice


  
 
We ask that the alarm system be turned on by the last person out of the building.  We have two (2) keypads 
installed, one located by the front door and one by the side door.  The system needs to be armed at only one 
of the keypads.  The system has both perimeter and motion detection.  There are two modes for setting the 
alarm system, the STAY mode and the AWAY mode. 
 
STAY is used when the user is inside the premise and wants protection around the perimeter. 
 
AWAY is used when the user leaves the premise and wants both interior and perimeter protection. 
 
If you are the last person out at night, arm the system in the AWAY mode.  
 
The last person leaving must walk the building to make sure no one else is present.   
  
Arming the system: 
 

 All exterior doors must be closed. (4 doors total ,front, side, back and fire escape 
 The green “Ready” light must be on or flashing when all protected zones and sensors are secure. 
 The security system will not arm if the ready light is not on or flashing. 
 If the power light is off, you have no power.  Restore power if possible.  If not, contact management. 
 

1. Arm the system in the “STAY” mode by entering the code (2007) and pressing the STAY key 
                                                         OR 

2. Arm the system in the “AWAY” mode by entering the code (2007) and by pressing the AWAY key 
 

Disarming the system: 

Your key fob should disarm the system when entering the building. If after entering the door, the keypad 
control sounds a continuous tone, you will have 45 seconds to enter a valid numeric code (2007) and press 
the “OFF” key) at either of the keypads. 
The red “armed light” will go off and the tone will stop. 
The security system is now DISARMED. 
 
Triggering the alarm: 
If a valid numeric code (2007) is NOT entered before the end of the entry delay (45 seconds), an alarm will 
occur. 
The security company will call the phone located in the computer room on the first floor and ask for the 
password (SUPRA) NOT the numeric code.  
 

You must answer the phone and give the correct password or the Houston Police department will be 
sent to our office.  
 
 
 
 
 
            
 
                       STAY 
      
                  
                  OFF   
 
                AWAY 
              (EXIT)                                                

KINGWOOD OFFICE



Sign up through your Reliant Mover Concierge.

Visit reliant.com/refer for details.

See complete Terms and Conditions at reliant.com/refer. Electricity provided by Reliant Energy Retail Services, LLC d/b/a Reliant. Electricity PUCT Certificate #10007. Terms and 
conditions apply. Reliant is a service mark of Reliant Energy Retail Holdings, LLC. ©2022 NRG Energy. All rights reserved. 926918

REFER your clients to the  
Reliant Mover Concierge  
listed below. 

REDEEM for thousands of 
goodies,  like a virtual prepaid card 
and electronics, in the Referral 
Rewards Zone.

Welcome to the Reliant Referral Rewards program for REALTORS®  

  — a complimentary program exclusively for you.

Refer. Earn. Redeem.

$300  
SECURITY. 

That’s enough for a 
$300 virtual prepaid card.

Earn 1630 total points for 
every referral who signs up for 

ELECTRICITY. 
That’s enough for a  

$75 virtual prepaid card.

value
$75  
value

Earn 6000 total points  for 
every referral who signs up for 

EARN points for every referral
once they become an active
Reliant customer.

TLLang
Typewritten text
832-657-5179

TLLang
Typewritten text
ANGELA.SALAZAR@NRG.COM

TLLang
Typewritten text
ANGELA SALAZAR
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