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Instructor Preparation 

“ QUOTE ” 

If you don’t spend 

adequate time 

preparing to teach, it’s 

like wearing a sign on 

your forehead that all 

of your students can 

see, that says, ―I don’t 

care about you.‖  

 

About this Instructor Guide 
This guide is not about subject matter expertise. That is in your hands! 

Neither is this guide about prescribing a teaching style. This guide is 

about supporting you in achieving instructionally sound, consistent 

delivery of the course content. 

Use this guide to help prepare for and deliver your session. It is 

designed to help you: 

 Utilize optional activities and content treatments that have proven 

successful in the CCIM classroom 

 Support learning with transitions that help link topics 

 Support learning with summaries that help build confidence 

 Build more interactivity into your sessions, using suggested 

discussion questions and activities 

 Icons 

Following are the icons used in this guide to identify specific types of 

content or activities. 

 Classroom activity 

 

Debrief 

 

Material found on 

the CD-ROM 

 

Summary 

 

Practice activity 

 

Case study 

 

Instructor 

demonstration 

 

Group discussion 
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Concept 

 

Key point(s) 

 

Homework 

 

Real-world 

application 

 

 Transition 

 

Timing 

 

Materials list 

 

Electronic resource 

 

 Directives vs. Scripting 

 This guide is minimally scripted. You are the expert and will explain 

concepts in your own words.  

 The flow of topics in each module is the suggested flow and is 

based on consultation with subject matter experts. If you have a 

specific way to flow the topics, you may.  

 Remember to include good linking transitions between the 

topics. 

 Activity instructions are written so that you can read them aloud to 

the class if desired. 

 Portions of the text that are bold and italicized are directives aimed 

at you, the instructor, and are not intended for presentation 

purposes. Example: 

Roam the room and coach groups as needed. Observe any 

challenges to bring up as part of the debrief. 
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! IMPORTANT ! 

You can use the 

PowerPoint files as is, 

or edit them as needed 

to suit your approach. 

Some slides provide 

animated treatments of 

key concepts. An 

animation is complete 

when you see a CCIM 

logo appear at the 

bottom right of the 

slide. 

Master Materials List 

Here’s a list of materials needed for the entire one-week course. In 

addition, the materials needed for each module are listed at the 

beginning of each module in the Module Snapshot section. 

 POWERPOINT FILES 

 ci_101_module_1.pptx 

 ci_101_module_2.pptx 

 ci_101_module_3.pptx 

 ci_101_module_4.pptx 

 ci_101_module_5.pptx 

 ci_101_module_6.pptx 

 ci_101_module_7.pptx 

 ci_101_module_8.pptx 

  OTHER FILES 

 CD-ROM with files including the CCIM Excel Calculator 

  BOOKS AND HANDOUTS 

 CI 101 Reference Guide 

 CCIM Cash Flow Models Job Aid 

  CLASSROOM SUPPLIES 

 Flip chart 

 Markers 

 Calculator (for you) 

 Overhead projector (only if you use one) 

 Screen projection unit 
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  ACTIVITY SUPPLIES 

 Loose sheets of flip chart paper for each table 

 Markers for each table 

 Highlighter pens 

 Colored pens 

 Masking tape 

 Chocolate bars or other small prizes for a few of the activities 

 Index cards for each table 

 Scratch paper for participants to create T-bars 

 (Optional) Blank copies of the APOD, CFAW, and ACSW 

worksheets to hand out 

  (Optional for Module 4) Two sets of card stock sheets with NOI 

items printed on them in large bold type. The items are: 

 Rental income 

 Vending machine revenue 

 Billboard income 

 Management fee 

 Reserves for heating system 

 Broker commissions 

 Mortgage payment 

 Baseball tickets 

 Real estate taxes 

 Net operating income (NOI) 

 Cash flow before tax 

• TIP • 

Cliff Atkinson’s book 

Beyond Bullet Points is 

a terrific guide to 

making your 

PowerPoint 

presentations more 

compelling. 

About the PowerPoint Slides 
The slide decks provided for each module represent a ―baseline‖ set of 

slides that represent the key points or topics in each module. Each 

deck is intended as a starting point for the instructor. You may add 

slides as needed to illustrate key points. Keep in mind that bullet 

points do not help participants understand what you’re trying to say. 

Bullet points are great for introducing or summarizing a concept, but 

not for presenting slide after slide of text. 

Use images, charts, tables, and animations whenever possible to 

illustrate concepts, and keep your slides to a minimum to keep interest 

in your information high. 
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 Color Scheme 

There is endless discussion on which is better for PowerPoint 

presentations: a dark background with light text or light background 

with dark text. The combination that works best depends on many 

factors unique to each classroom: the type of overhead lighting, ability 

to control overhead lighting, presence or absence of natural light, and 

the projection equipment. There is not one color combination that will 

work under all conditions. 

CCIM chose to create the CI 101 baseline PowerPoint deck with a dark 

background and light text.  
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 Change the Color Scheme 

In PowerPoint 2007, the best way to quickly change the color scheme 

is to create a custom color scheme using the Create New Theme 

Colors dialog box, rather than change to a different overall slide theme. 

(Changing the slide theme may reconfigure some elements on the 

slides, such as text boxes and fonts.) 

Here’s how to create a custom color scheme that can be applied to the 

current theme: 

1. On the Design panel, click the arrow next to the Colors control and 

choose Create New Theme Colors. The following dialog box 

displays: 

 

 

2. Use the drop-down color controls to choose the background and 

text colors that you want.  

 Your choices are previewed for you in the dialog box. 

3. Type a name for your custom color scheme in the Name box. 

4. Click Save. Your custom scheme is saved to the gallery. 

 You can re-use your saved custom color scheme on other 

PowerPoint files. 
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? DID YOU KNOW ? 

Brisk physical activity is 

proven to help the 

brain become more 

alert. It also releases 

chemicals in the body 

that help the brain’s 

neural network 

function optimally. 

Keys to Energy and Motivation in the Classroom 
This course is a weeklong session that takes place in a classroom. The 

content is complex and the participants will be working hard to grasp 

and integrate much new information.  

It’s important to support your participants in keeping their energy up 

and their motivation high. This can be accomplished by incorporating 

the following accelerated learning principles into your sessions. 

 Physical activity 

 Rest and reflection 

 Peer learning opportunities 

 The Importance of Physical Activity when Learning 

The human body is designed to move, not to sit in a chair all day. An 

active body aids learning by bringing energy and wakefulness to the 

brain and body. 

Offer your participants frequent opportunities to stretch and move. 

Although you may feel that physical activity is ―simply not done‖ in 

professional settings, think of your learners. If you care about them 

and want to help them succeed, then you will want to help them stay 

alert and energized all day long. 

? DID YOU KNOW ? 

Research has shown 

that thinking and 

movement are related 

in the brain—both 

functions operate out 

of the frontal lobe. 

Physical activity also 

helps people relax. 

Relaxed people are 

more successful 

learners.  

 

Take frequent short breaks and lead your class in short sessions of 

physical activity. Here are some suggestions for getting your 

participants up and moving. 

 Rapid walking. Have everyone walk rapidly around the room in a 

circle. Frequently call out ―Switch direction,‖ ―slow down,‖ or 

―speed up.‖ You will be amazed at the energy this will give your 

participants after just a few short minutes of brisk activity. 

 Bending. Bending the spine is essential to keeping the back 

comfortable for long periods. Have participants stand up and slowly 

bend forward to touch their hands to the ground. Have them stay 

lowered and breathing evenly for at least one minute. 

 Stretching upward. Stretching upward and out loosens the spine. 

Have participants reach both arms up high; stay in the stretch for 

several moments. Next, stretch one arm up toward the ceiling at a 

time, keeping the other one stretching down toward the floor. 

Switch arms. 

 Breathing. Stretching and bending should be combined with deep, 

relaxed breathing. This helps the brain to focus. 
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? DID YOU KNOW ? 

Biographies of 

geniuses like Albert 

Einstein are full of 

stories about how 

brilliant ideas or 

answers ―came‖ to 

them while doing 

something ordinary 

such as staring out a 

window, day dreaming. 

The Importance of Rest and Reflection 

In order to incorporate new knowledge and skills, the brain needs time 

to reflect on and integrate new information. We’ve probably all had the 

experience of confronting a tough problem that we just couldn’t seem 

to solve after thinking hard upon it, only to have a brilliant answer to 

the problem ―pop up‖ unexpectedly while in the shower or while 

walking the dog. 

Actually, this isn’t unexpected at all! It’s just the brain doing its job — 

―percolating‖ all the while until it arrives at the perfect answer.  

 

Homework 

If homework must be assigned, keep it simple and very brief. 

Homework is a good opportunity for reviewing important information, 

but it’s more important for the brain to have a rest for reflecting after a 

long day of exposure to new information. 

Self-Assessments 

Each module features a short self-assessment at the end of the 

Reference Guide. These can be assigned as homework and be 

reviewed the next day, or can be completed and reviewed in class. The 

choice is up to you. 

 

Focus on Developing the RIGHT Skills in the Learner 

Finally, when teaching new information, know that in today’s 

information-saturated world, it is more valuable to teach learners how 

to navigate information and how to find the answers they need, rather 

than asking them to memorize or ―store‖ lots of information. 

 The Importance of Social Learning 

Keep the following key points about social learning in mind. They’re 

from Dave Meier’s The Accelerated Learning Handbook. 

 Collaboration aids learning. All good learning has a social base. We 

often learn more by interacting with peers than we learn by any 

other means.  

 Competition between learners slows learning. Cooperation among 

learners speeds learning. 

 A genuine learning community is always better for learning than a 

collection of isolated individuals. 
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Overview of the Real Estate 

Investment Universe 
 

“ QUOTE ” 

Knowledge is not 

something a learner 

absorbs, but something 

a learner creates. 

~Dave Meier 

 

Module Snapshot 
Goals for this Module 
This module launches the five-day course and lays a critical foundation 

for all of the content to follow. In this module, your goals as instructor 

are:  

 To set a positive, upbeat tone for the entire week 

 To create a comfortable learning environment where learners feel 

safe and supported 

 To create an environment where dialogue and differing points of 

view are acknowledged and appreciated 

 To facilitate peer learning among the participants 

 To set the precedent of balancing participation to prevent one or 

two people from monopolizing the class 

 To validate participants’ comprehension of the key foundational 

concepts presented in this module 

 

Time 

2.5 hours.  

Break times are at your discretion. 

 SEGMENT TIMING  

 Course Kick-off – 35 minutes 

 Includes small group formation activity 

 Introduction – 15 minutes 

 Decision Makers and Their Decisions – 15 minutes 

 Real Estate as Part of the Capital Market – 30 minutes 

 Four Quadrants of Real Estate Development – 15 minutes 

 Real Estate Values – 15 minutes 

 Summary  – 15 minutes 

 Includes summary activity and homework assignment 

1 
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Materials for this Module 

  

Reference Guide   PowerPoint file – ci_101_module_1.pptx 

 □ Sheet of flip chart paper for each table 

□ Markers for each table 

□ Masking tape (for affixing flip chart sheets to the wall) 

□ Chocolate bars (for the group who posts their poster first in the 

opening activity) 

□ Index cards for each table 

 


