
GETTING STARTED 



The start of something new. Excitement, nerves, and a whole lot of unknowns. So many questions 
spinning around in your head. What kind of real estate do I invest in? How do I do this? Where do I 
start? While the mechanics of a business are often where we all jump to first, we challenge you to dig a 
bit deeper. Before you start operating this machine, evaluate the hands working on it, and the mind 
creating it. This introductory phase is your foundation. Treat it wisely. 

INTRODUCTION
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There are a lot of things you’ll need to understand before you become a 
successful real estate investor. Marketing, investment strategies, 
networking, the list goes on and on. Understand first, however, that you 
need to prepare yourself for learning. This manual is intended to walk you 
through those preparation stages. Goal setting, mindset, time 
management, these are all vital aspects of a business foundation. 

Once you complete this phase, you will find yourself more willing and able 
to jump into the rest of the program. We want you to learn how to create, 
track, and report on your business and personal goals to help you become 
more successful in all aspects of your life. You will also be able to manage 
what you learn in the remainder of the manuals. So let the excitement of 
your first rehab or your greatest deal keep building. For now, let’s start 
with the basics. 

“You cannot build a dream on a foundation of sand. To weather the test of 
storms, it must be cemented in the heart with uncompromising conviction.” 

-T.F. Hodge

Objectives

Understand Proper 
Goal Setting

Be Able to Apply E-
Myth Principles

Demonstrate a 
Growth Mindset

Acquire Time 
Management Skills
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GOAL SETTING
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If done the wrong way, setting goals can be just as detrimental as 
not setting goals at all. Set too lofty of a goal and you’ll set 
yourself up for failure. Set too low of a goal and you’ll never reach 
your potential. By following this goal management system, you 
will become more strategic with your time. Take the time to set 
your goals, make a plan, get to work, and stick with your plan and 
you will ultimately reach your goals!

Become An Optimistic Realist
The most important thing when it comes to goal setting is to set optimistic, yet realistic goals. Set a goal 
that is challenging, yet not so challenging that you are setting yourself up for failure. The spectrum below 
shows two extremes, and where you want to be as an optimistic realist. 

GOAL SETTING
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Optimistic Realist

• Seeks Achievement Level  of 80%

• Sets Optimistic Yet Realistic Goals

• Reinforces Good Habits

• Able to Deal With Setbacks

Extreme Pessimist 

• Fails to Set Goals

• Bad Habits

• Overly Pessimistic

Extreme Optimist

• Unrealistic Goals

• Overly Optimistic 

• Overwhelmed By Failure 



Implement Goal Tracking
There are four main components of the goal tracking system: life, daily, weekly, and fitness goals. On the 
next few pages you’ll find spreadsheets for each section. It’s a good idea to create these spreadsheets in a 
shared drive like Google so that you can always have access to them. 

Start with your life goals. Separate your goals into the four major aspects of life: physical, intellectual, 
professional, and financial.  Then list three or four major milestones within each area that you wish to 
achieve for the current year, three years from now, five years from now, and your lifetime.

Set your weekly goals at the beginning of the week, 
either Sunday night or Monday morning. Spend 
approximately 1o minutes each week reviewing 
these goals. Try breaking your weekly goals down 
with the rule of six. To avoid overwhelming 
yourself, each day try to accomplish six major 
things. Remember, it’s important to balance your 
goals out within these categories. Track your 
progress to hit 80 percent of these goals for your 
week as the optimistic realist. Keep in mind the 
header sections should be altered for your 
personal, business, and life goals. 

Fitness GoalsDaily GoalsWeekly GoalsLife Goals
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Life GoalsLife GoalsLife GoalsLife GoalsLife Goals

This Year's Goals 3 Year Goals 5 Year Goals Lifetime Goals

Physical lose 10 pounds run a 5 minute mile complete a marathon win a triathlon 

Intellectual

Professional

Financial



Further breaking down your daily goals will allow 
you to see your failures and successes as they 
unfold. Consequently, this will allow you to 
improve on the areas you need to and also 
celebrate your successes. Within your daily goal 
sheet, make sure you also time block your areas 
of focus to ensure that you complete each task. 
We’ll talk more about this concept later on. 
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Weekly GoalsWeekly GoalsWeekly GoalsWeekly Goals

Name:

Week:

Name:

Week:

Name:

Week:

Name:

Week:

Day Description Yes No

Business

Goal 1: Order Bandit Signs

Goal 2: Call 3 Cold Leads

Goal 3: Book 2 Appointments

Business Development

Goal 4: Set Up Goal System

Goal 5: Hire Virtual Assistant

Educational

Goal 6: Learn About Realeflow

Organizational

Networking

Personal Relationships

Fitness / Extra Effort



One aspect of goal setting that many forget but few 
can afford to omit is fitness goals. The bottom line is 
this: the more energy you have the more efficient you 
can be in your business. Exercise will energize you 
more than any amount of coffee can ever promise. 
Energy levels affect everything, especially how you 
learn. This accounts for your education both inside the 
FortuneBuilders Program and outside of it as well. If 
you really want to take your life to the next level, 
setting and tracking fitness goals is the way to go. And 
you can do that with this fitness tracking system. You 
do not need to use the categories that are currently 
listed on the next page. Create columns or categories 
that you most enjoy and remember, as your progress 
unfolds, be sure to reward yourself. Celebrate all of 
your wins to reinforce your positive habits. 
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Daily GoalsDaily GoalsDaily GoalsDaily GoalsDaily GoalsDaily GoalsDaily GoalsDaily GoalsDaily GoalsDaily GoalsDaily GoalsDaily Goals

Power HourPower HourPower HourPower Hour Focused Time Blocks - Implementation & DevelopmentFocused Time Blocks - Implementation & DevelopmentFocused Time Blocks - Implementation & DevelopmentFocused Time Blocks - Implementation & DevelopmentFocused Time Blocks - Implementation & DevelopmentFocused Time Blocks - Implementation & Development Extra EffortExtra Effort

Day Date Educational 
Topic Time Topic Time Topic Time Topic Time Networking 

Outreach (2)
Organization 

Time

Mon 31-Dec Realeflow Close 
Deal

Order 
Signs Cold Lead New Realtor Filing Folders

Tue 1-Jan

Wed 2-Jan

Thu 3-Jan

Fri 4-Jan

Sat 5-Jan

Sun 6-Jan

Mon 7-Jan

Tue 8-Jan

Wed 9-Jan

Thu 10-Jan

Fri 11-Jan

Sat 12-Jan

Sun 13-Jan
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 Fitness Goals Fitness Goals Fitness Goals Fitness Goals Fitness Goals Fitness Goals Fitness Goals Fitness Goals Fitness Goals Fitness Goals

WorkWorkWorkWorkWork RecoveryRecoveryRecovery

Day Date Weights Intensity Cardio Sport Yoga Meditation Diet Sleep

Mon 31-Dec Upper Body 8 20 min jog 15 min 4 meals 7.5 hours

Tue 1-Jan Volleyball - 2hr 5 meals 8 hours

Wed 2-Jan Lower Body 9 1 hour 15 min 4 meals 7 hours

Thu 3-Jan Rest Day 4 meals 8 hours

Fri 4-Jan Upper Body 5 20 min jog 15 min 4 meals 6 hours

Sat 5-Jan Rest Day 3 meals 8 hours

Sun 6-Jan Lower Body 5 1 hour run 5 meals 8 hours

Mon 7-Jan

Tue 8-Jan

Wed 9-Jan

Thu 10-Jan

Fri 11-Jan

Sat 12-Jan

Sun 13-Jan

“One of the most important steps to achieving your goals is 
surrounding yourself with like-minded individuals. When you are 
around others who can can push you, you will be inspired and 
invigorated to achieve your goals.“ 

-Than Merrill



Discussion Questions

1. What is the last major goal that you set for yourself and how did it turn out?

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

2. How will tracking your goals help to organize your daily routine?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________

Checkpoint Questions

1. You should spend ten minutes at the start of each week to set up weekly goals. 
    (True/ False)

2. You should realistically be able to accomplish 100% of the goals that you set each week. 
    (True / False)

3. Prioritize goals in order of how long each task will take so you can complete the largest tasks first. 
    (True / False)

4. Choose goals for your Life Map that are easy to reach, then break them down into weekly goals. 
    (True / False)  
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MASTERING YOUR MINDSET
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How important is mindset to a real estate investor? Paramount. Your 
mindset determines the overall success that you have in all areas of your 
life. What you do and how you do it starts and ends with your mindset. 
We want to help you to become aware of exactly how your decisions are 
impacted by the way your mind works. How do you react to failures? 
How do you react to success? These things matter in determining not 
only your short-term success, but also how you’ll carry out your business 
in the long run.

Mindset is a simple idea discovered by world-renowned Stanford 
University psychologist Carol Dweck in her book, “Mindset: The New 
Psychology of Success.” Many times, it’s a simple idea that can make all 
the difference. In this section, we’ll review some of Dweck’s discoveries 
and how they will apply to your business. 

Growth Mindset Vs. Fixed Mindset
Studies have shown a variety of differences between what’s called a growth mindset and a fixed mindset. 
The basic idea is that the world is split into those who are open to learning and those who are closed to it. 
The side you fall on will determine everything - from the way you view the world to your interpersonal 
relationships. When you are able to have a growth mindset, you understand that you can change and 
grow as you go. Those who have a fixed mindset believe that intelligence and/or talent is genetic. They 
are either qualified for a job, or they’re not. It’s a very tricky and dangerous mindset to have, especially 
when it comes to business. 

MASTERING YOUR MINDSET
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Characteristics of a Growth Mindset

• Believes intelligence can be developed

• Embraces challenges

• Persists in the face of setbacks

• Learns from criticism

• Finds success of others inspiring

• Reaches higher levels of achievement 

Characteristics of a Fixed Mindset

• Believes intelligence is static and genetic

• Avoids challenges

• Gives up easily

• Views efforts as useless

• Ignores useful negative feedback

• Feels threatened by other’s success

• Plateaus early, doesn’t reach potential



Self-Assessment
A fixed mindset can prevent you from learning, growing, and succeeding. Take this self-assessment to get 
a better idea of your mindset:
   

If you answered “A” to any of these, you likely operate with a fixed mindset. We can’t all have a growth 
mindset 100 percent of the time. However, the more aspects of your life you treat with a growth mindset, 
the better off you are. 

Altering Your Mindset
If you are to reach your fullest potential, you have to 
begin to think differently. You are not chained to 
your current capabilities, but that is something you 
have to realize yourself. All great achievers from 
Mozart to Einstein had to build their abilities. When 
you are able to grasp that concept, you can bring 
your game to a new level. Follow these three steps to 
improve your mindset:

1. AWARENESS- Recognize that the growth mindset does in fact exist and is supported by years of 
scientific research. Neuroscience shows that the brain changes and becomes more capable when we 
are working to improve ourselves. 

2. COMPETENCY- Learn and teach others about how to develop abilities. Learn about deliberate 
practice and what makes for effective effort. When we understand how to develop our abilities, we 
strengthen our conviction that we are in charge of them. 

3. PROFICIENCY- Control your fixed mindset voice. When you hear it, talk back with your growth 
mindset voice. If you hear “I can’t do that” respond with “yet.” 

12

Rejection is:
(A) a closed door
(B) an arrow in another direction

Criticism is:
(A) an attack
(B) an opportunity to learn

Challenges are:
(A) meant to be avoided
(B) meant to be tackled

You believe:
(A) life happens to me
(B) I make life happen
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EXAMPLE: WORKING WITH CONTRACTORS

When you speak with your co-workers, your contractors, even your real estate agents, you are 
exhibiting either a fixed or a growth mindset. For example, if your contractor just finished up an 
amazing kitchen for you, you could say:

“Wow John, you are the best! This kitchen is amazing.”
(fixed mindset)

- OR -

“Wow John, you must’ve worked really hard to make the 
kitchen look this amazing.”

(growth mindset)

Telling a contractor they are the “best” is a fixed level. Instead, you want to compliment the 
work ethic, or the process. These are small things that are not only training your employees, but 
also training you to interact with all of the people who are in your life. 

EXAMPLE: PARENTING

Applying the E-Myth principles can occur both inside and outside the business. For example, if 
John and Sarah’s son Mikey brings home a report card with a “C” grade on it, the parents can 
approach this in different ways. They could say:

“Mikey don’t worry about this. We know how smart you are. 
Clearly you have a terrible teacher this year. We’re going to see 
if we can have you switched out of that class.”

(fixed mindset)

- OR -

“Listen Mikey, this grade is unacceptable and it shows me that 
you aren’t putting forth your best efforts. Let’s talk with your 
teacher to find out how you can get this grade up.”

(growth mindset)

Calling Mikey smart and blaming his teacher will not allow him any opportunity to grow. 
Explaining to him that he has all the opportunity in the world and that he just needs to apply 
himself enforces the idea that talent and knowledge are developed, not innate. 



Discussion Questions

1. What characteristics of a fixed mindset do you currently have?

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

2. What characteristics of a growth mindset do you currently have?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________

Checkpoint Questions

1. Your mindset determines the quality of your life. (True/False)

2. A fixed mindset finds success of others inspiring. (True/ False)

3. What are the three keys to altering your mindset?
a. competency, proficiency, and awareness
b. competency, proficiency, and talent
c. proficiency, awareness, and knowledge
d. awareness, proficiency, and attitude
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THE REAL ESTATE 
INVESTOR’S E-MYTH
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Being an entrepreneur and running a successful business doesn’t 
happen over night. Nor does it come from perfecting a craft or 
having a passion for something. Michael Gerber’s book “The E 
Myth” will change the way you think, act, and approach your work. 
The principles taught in The E-Myth, along with your 
FortuneBuilders program, will help you build and run your real 
estate business. 

So what is “The E-Myth,” exactly? The E-Myth is short for the 
Entrepreneurial Myth, which states that most businesses fail to 
fulfill their potential because most people starting their own 
business are not actually entrepreneurs.

The Technician, The Manager, And The Entrepreneur
Although we all tend to jump into the real estate investment business thinking we are automatically 
entrepreneurs, the truth is that we aren’t, yet. You will not be able to jump right into an entrepreneurial 
role. First, you’ll begin as a technician, then as a manager, and finally an entrepreneur. In fact, you will 
likely find yourself wearing all hats when you are first starting out. As you develop systems and work on 
your business, rather than in your business, you will be able to quickly and efficiently replace yourself in 
each role. You will then begin to free yourself from the business. 

THE E-MYTH
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Why Most Real Estate Investment
Businesses Don’t Work 

and What to Do About It

The Myth
Real Estate Investor

From the Best-Selling Author of The E-Myth

 

THAN MERRILL
PAUL ESAJIAN

MICHAEL E. GERBER

THE MANAGER

• Labeled as “the worrier”
• Likes order, procedure, and systems
• Believes work is a system
• Works best with minimal change
• Believes “if you plan the work, you work the plan”

THE TECHNICIAN

• Labeled as “the doer”
• Interested in “how to” do things
• Believes work is personal
• Works best at a steady pace and while in control
• Believes “if you want it done, do it yourself”

“In short, the E-Myth says that most real estate investors don’t 
own a true business - most own a job.” 



It’s important not to become too comfortable at any stage of the game here. To develop an 
entrepreneurial mindset you must always be thinking about how to best spend your time. Move from 
being a technician and working in the business to working more efficiently as a manager, then finally 
working only with the managers who then handle the rest of the business. Don’t get stuck doing the same 
work day, after day, after day. Create systems, integrate technology, and install a process to help you 
move up the ladder. 

Self-Assessment
So when is an appropriate time to move? When you’ve gained the knowledge and experience in an area. 
When you are able to understand what you need to replace yourself, you can outsource that task and 
generate more time. Take this quick self-assessment to have a better idea of where you are at:
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THE ENTREPRENEUR

• Labeled as “the dreamer”
• Creative and likes to be in control
• Believes work is full of opportunities
• Works best with “what if” and “if when”
• Believes “anything is possible”

EXAMPLE: THE MLS OFFER SYSTEM

The MLS Offer System was created to help find properties within our business. Within this system, 
you will find technicians, a manager, and of course, the entrepreneurs. 

Technicians execute the majority of the research work. They work on commission and search for 
properties listed on the MLS. These interns and agents filter through the MLS daily, drive by and 
view potential properties, check sales comparables, and provide research on properties in 
particular areas of town we have designated for them. 

Managers oversee the technicians. Our acquisition manager is responsible for evaluating the 
research done so that a verbal or written offer can be formulated and presented to the listing agent. 
These offers are based on a preset acquisition formula. 

Entrepreneurs (owners) own and guide the business.



•  Do you have a vision of where you want your business to be in the 
next three to five years?

•  Are you thinking about how work should be done and how it can be 
improved?

•  Do you have a documented system for all aspects of your business?

If you’ve answered “No” to any of the above questions, you still have some work to do. You may need to 
continue growing your entrepreneur and/or manager attributes. When you begin your real estate 
business, expect to spend about 70% of your time in the technician role, 20% of your time managing, and 
10% as an entrepreneur. As you progress through your FortuneBuilder program, you should see these 
numbers change in alignment with the actions that you are taking to implement the systems and apply 
your knowledge. 

How To Apply The E-Myth
Your ultimate task is to be able to “work on your business” instead of “working in your business.” 
Individually and as unique businesses, everyone will apply these principles differently. Discuss with your 
business partners or confidants how you can improve and automate not only your individual roles within 
the company, but the business as a whole as well. 

Clear away all of the misconceptions that somehow your situation is different. Be ready for 
change and embrace it.

Begin looking at your business from the outside instead of from the inside. Think of yourself as 
a business consultant solving the problems and inefficiencies in your business. 

Prioritize which areas of the business you will work on first. 

Create systems for each area of your business. Start by documenting all of the business 
processes that consume your time. 
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Discussion Questions

1. Do you currently play the role of a Technician, Manager, or Entrepreneur in your business? How do 
you plan on making it to the next level?

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

2. What characteristics are your strengths? Which would you like to further develop?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________

Checkpoint Questions
Match each scenario to the corresponding role.

1. John is very detailed. While someday he could see himself running a business, 
his passion is construction. He loves to build new structures. He doesn’t mind 
taking direction from others and understands the guidelines he must follow. 

2. Gina enjoys organization and structure. She is great at defining strategies to 
put everyone moving towards achieving the company’s vision. She enjoys 
directing the work of others and creating systems to deliver results. 

3. Robert knows what the company needs to thrive. He remains focused on the 
future of the organization and has a clear vision of where he can take his 
company. He knows how to leverage the strengths of others to run the day-to-
day business. 
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Manager

Entrepreneur

Technician



TIME MANAGEMENT
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As real estate investors, we wear many different hats – anywhere from marketing 
to managing – to just being an entrepreneur in general. So, how do we figure out 
which hat to pick up and which one to put down? How do we know when? It all 
starts with time management. Because as we all know, it’s not just being a real 
estate investor that requires us to properly manage our time. Our outside jobs, 
school, family, or church can all begin to pull us in a million different directions. 
Even if you think you may have things under control, every once in a while we all 
need to take a step back and realize that there is another way, a better way, to do 
things. 

The Six Keys Of Effective Time Management
#1 Begin Tasks Early
Putting a task off until the last minute is no way to effectively use your time. A last minute marketing 
campaign will likely result in a less-than desirable outcome, forcing you to start all over. Give yourself 
the time and freedom to gather information, modify your plans, and become the most effective early on. 

#2 Seek Help From Others
To complete a task on time, sometimes you need to reach out for help. Eagerly accept any input you 
receive from someone who may be in a position to help you. Keeping an open mind will allow you to 
welcome a new way of doing things that can prove more efficient than your original method. 

#3 Delegate Whenever Possible
Not only should you welcome help when offered, but you should also seek assistance whenever possible. 
Even the most energetic people cannot do everything. Effective time managers will delegate tasks to 
those who they trust to complete the job and can monitor activity without micromanaging. Outsourcing 
tasks such as follow-up emails or marketing campaigns can really help to free up more time. 

#4 Have a Plan “B”
To continually make the best use of your time, you have 
to be prepared for things to go wrong. Having a plan “B” 
is a major key to success. This step may not be required 
for every task you set out to accomplish, but if you have a 
goal of seeing four properties in one day and you are only 
able to see two, you should have some backup properties 
lined up so that you are able to accomplish your goal. 
Remain persistent in the face of adversity.

TIME MANAGEMENT
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#5 Break Tasks Into Realistic Steps With Manageable Deadlines
Establish a series of steps that will lead you to quickly complete your task. The key to this is generating 
realistic deadlines for each step, and working towards meeting those deadlines. This will help to tackle 
those goals that may seem impossible to accomplish. For example, if you’re setting out to build your 
buyer’s list this week, you may want to break down that task into smaller to-do items each day. One day 
you should work on posting Craigslist ads, the next day email blasts, and so on and so forth. 

#6 Make Decisions
Teetering back and forth never helped anyone manage their time wisely. Even the most indecisive of 
investors must learn to pull the trigger when the time comes. This is not to say that you should be 
reckless and impulsive. We simply want you to follow your gut instinct and avoid second-guessing 
yourself. 

Balancing Life And Work
Understand that in life and business we must always seek a balance. Within our days, there are four 
main quadrants that we devote our time to: business, family, personal, and health-related activities. This 
list is in no particular order; however, the order listed tends to be how the majority of people spend their 
time. It’s understandable that a typical career takes up the largest chunk of your day, but that doesn’t 
mean that it always has to. When you take the time to manage your day properly, you’ll begin to find 
more time to fit in the things you never thought you had the time for. 

When one aspect of life is out of balance, you won’t 
be able to commit 100% to any of the other aspects. 
If you are working on a project while simultaneously 
missing your son’s soccer game, the only thing you 
are going to be concentrating on is how guilty you 
feel for missing that game. This is why it’s important 
to balance our time. Come to terms with the fact that 
you may not accomplish your entire to-do list every 
day – and that’s okay. Start realizing what matters to 
you most and draw the l ine. The key to 
accomplishing this is to prioritize and time block 
your day. 

Prioritizing And Time Blocking
The first step in prioritizing is to make a list of all of your daily activities. Making a list helps to create 
more space in your head to process your thoughts. This will allow you to really gain focus on the tasks 
and your plan to conquer those tasks. It will also allow you to organize information that may be all over 
the place. When you make a list, you are able to see where things may connect that you might not have 
otherwise noticed. For instance, you may have never realized that when you head out to the bank, you 
could easily stop by the grocery store and knock out two tasks in one trip. This will then allow you to 
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perform a very useful technique called time 
blocking, or mingling like activities that relate to 
one another so that you don’t lose focus.

There are two types of lists: tasks and goals. Tasks 
are items that you need to check off day to day, 
like following up with emails or grocery shopping. 
Goals are going to be the bigger picture items, like 
opening up a new office or buying a new house. As 
you are dividing up your time, it’s important for 
you to have a mix of tasks and goals to ensure that 
you not only get through your days, but also move 
on into your future as well. 

Your tasks should then be split into three categories: must do, should do, and nice to do. 

“Must Do” tasks are those that are critical in order for anything else to take place or move forward, 
such as eating breakfast or starting a new marketing campaign.   

“Should Do” tasks are important items, but are not essential and do not have critical deadlines – 
like having your oil changed on your car or organizing your filing system.

“Nice To Do” tasks are items which may be interesting to pursue, but if required may be 
eliminated or postponed – like meeting up with a friend for coffee. 

Grab a piece of paper and a pen and create these three columns for each day of the week. Then simply 
begin to jot down all of the daily tasks you have to do. Make sure to write down all of your daily activities 
from the time you wake up to the time you go to bed. You’ll be able to gain the most out of this activity by 
seeing it all on paper. Also give a timeline for each activity. How long does it take for you to get ready in 
the morning? How much time do you typically spend at the Starbucks drive-thru? Do you only spend an 
hour with your children most days? Once you have everything written down, you will begin to notice 
where you spend most of your time, and where you could spend more. This will allow you to better 
understand your days and your ability to time block out your schedule for the future. 

Five Steps to Time Blocking
Time blocking is the art of allotting blocks of designated time for specific activities or tasks throughout 
the day. Many school teachers use this technique while lesson planning in order to better organize their 
day as well as their young students. Children can easily lose focus if they aren’t given a specific time to 
complete a specific task. They also can lose focus if that time slot is too long. They need activities such as 
recess to split up the day and regain focus. Adults aren’t too far off from these needs. For most of us, we 
do much better with time blocking as well. 

In order to begin time blocking, it’s important to follow these five steps.
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Step #1- Determining Your Starting Point
Where are you now in terms of organizing your time? Do you have a system in place? Or are you starting 
from scratch? If you have a method to organize your day and it doesn’t work for you, this is a great 
opportunity to start over from scratch. 

Step #2- Prioritize Your Daily Tasks 
As we previously discussed, it is important to have a good grasp of your priorities in each day. What can 
you do without? What has to be done? Knocking out the most important tasks early in the day helps 
most people to be successful. Devote the post-lunch day to taking care of more ongoing tasks and work 
that requires less mental stamina. 

Step #3- Carve Out the Hours in Your Day
Now it’s time to begin carving out the hours we have in our 
day. There are some areas that are already spoken for, that 
we typically cannot alter. For example, let’s say you have to 
be in your office from 9am-5pm. Other areas, however, 
may have more flexibility. If you have a planner or a digital 
program on your computer that breaks down each day into 
hours, this is an excellent place to begin carving out your 
hours. Highlight each section in a different color; for 
instance, put the time you are working on business-related 
activities into a purple box. Put the time you spend in the 
gym into a yellow box, and so on and so forth. 

Step #4- Organize Activities in Each Block
You can then begin to add activities into your time blocks. Scheduling out your day isn’t just for work-
related activities. Block out time to have a cup of coffee with your friend. During that coffee visit, 
disconnect yourself from your devices and have a stimulating conversation while you enjoy each sip. 
Blocked times should jump off the page or the screen when you look at your day. Write in capital letters 
to make these things stand out among your other items. Decide on start and finish times for the 
particular task and adhere to the schedule.
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Step #5- Stick to the Plan
The hardest part of being organized is staying organized. In order to make this a habit, continue using 
blocked times for 30 days. Not only will the blocked times become a part of the flow of your week, but 
you’ll actually discover how crucial these items are. Do whatever you can to help your success. Set up 
alerts on your phone and share your schedule with those around you. Don’t forget to actually check off 
each task you accomplish as well. The satisfying act of completing each task will push you forward to 
achieve the rest.

Eliminating Time Wasters
There are many other ways you can ensure that you are living your days proactively rather than 
reactively through time management. When it comes time to complete a task, you can have all of the 
positive intentions in the world, but often times, we simply get distracted. Social media, fantasy football, 
online window-shopping, chatting it up by the water cooler – we’re all guilty of some sort of wasteful 
pastime. While it’s fine to have something to break up your day and help you relax once in a while, there 
are plenty of nonproductive activities we can strive to eliminate. Following is a list of habits to create. 
Focus on one or two at a time, just as you would with high-priority to-do items. 
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Key Resources
There are many different tools that you can use to better manage your day. With today’s technology 
advances, there are hundreds of apps and tools that you should be taking advantage of. Here are a few to 
get you started: 

Google Calendar and Google Docs
This tool is completely online, meaning you can never 
lose it. We all know that computers crash. Having your 
organizational methods kept on the Internet will help 
you to avoid ever losing your information. 
Smartphones will also allow you to access your 
calendar on your mobile devices. You can set up alerts 
that come straight to you to remind you to begin your 
next task. When you have Google Calendar, you can 
also share this calendar with your spouse or business 
partners. This will allow other people to know when 
you are busy or that a period of time has been blocked. 
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Successful Habits For Time Management

✓Add your social time to your lunch time or your break time. If your friend wants you to drop what 
you’re doing and meet them at Starbucks in an hour, inform them that the only time you have for 
that is during your break at one o’clock.

✓ If you are going to be working from home, set certain expectations. 
Communicate this with your family and let them know what time you will 
not be available.

✓Avoid checking email, answering the   phone or texting. Many people 
complain that their workflow is constantly interrupted by phone calls or 
incoming emails. Focus only on the task that you blocked off the time to 
complete. Let your calls go to voicemail, turn off your phone and set up 
an email auto-responder that you can check once or twice a day.

✓Don’t allow people to ramble. When you are conversing with a person, try to encourage them to 
reach their point as soon as possible. A great way to do this is to begin the conversation with, “I’m in 
the middle of something, but what’s going on?”

✓Do not answer calls from unrecognized phone numbers. If it’s important, usually a voicemail will be 
left. Picking up these calls can result in unwanted distractions and may put you in a poor negotiating 
position.



Email Responders
You can set up your account to respond with a message explaining to those emailing you that you    
are busy and unable to return emails until a certain hour. You can even include an emergency    
phone number to call in case something is urgent. This will allow you to continue with your tasks    
without nervously wondering if you are missing an important email.

RescueTime 
This website (www.rescuetime.com) is amazing to help 
with Internet distractions. For some of us, it is just too 
hard to not check social media and/or other Internet 
distractions during the workday. The basic offering from 
this website is free, however you do have a monthly or 
yearly subscription option to help you become even more 
productive. The website helps you to track time spent on 
applications and websites to truly show you how your 
time is spent. It then provides you with detailed reports. 
Most importantly, it allows you to block distracting 
websites for the amount of  time that you wish to focus.  

Focus Booster
Focus booster is a digital pomodoro t imer 
(www.focusboosterapp.com). The pomodoro technique 
is a proven and popular time management method, 
created by the clever Francesco Cirillo in the 1980’s. 
The idea is to work in sharp bursts, or pomodoro 
sessions, while maintaining regular breaks. The site 
provides desktop and live timers that sync sessions to 
the web app. It also allows you to see your progress 
through dashboards. Essentially, you are setting 
yourself up with a timer to achieve the task set forth. 
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Focus@will
Focus@wil l (www.focusatwi l l .com) is a new 
neuroscience-based music service that helps you to 
focus, reduce distractions, and retain information when 
working. Studies show that most people can only 
concentrate for a maximum of about 100 continuous 
minutes before needing to take a quick break to stretch 
or move around to do something. The focus@will 
system makes it easier for you to get into the 
concentration flow, and then keeps you there. It works 
in the background to subtly soothe the limbic system in 
your brain which is always on the lookout for any 
outside distractions.  
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Discussion Questions

1. What is the biggest time waster you fall victim to during your day? 

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

2. Which resource(s) can you see yourself using in your business and why?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________

Checkpoint Questions

1. What is a main characteristic of an effective time manager?

a. Carve out the hours of your day
b. Stick to the plan
c. Prioritize your daily tasks
d. All of the above

2. Time blocking your day out in your calendar is a waste of time.  (True/ False)

3. Setting up an email responder will help you to focus on your daily tasks and avoid distractions. (True/ 
False)
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It’s important to touch on a few very important topics that unfortunately, are too often forgotten. The 
business of real estate investing should always be conducted with ethics, integrity, and within 
compliance. Working with integrity should be the standard you set and practice often. You never want to 
make money by operating in the grey area. 

ETHICS AND COMPLIANCE
6
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You should always seek counsel from experienced, licensed, and insured professionals in your specific 
market area area (including real estate attorneys and real estate brokers) for additional state and local 
requirements as these will vary between locations. It’s truly in your best interest to secure legal 
representation on every transaction.

Maintaining Compliance
Remember, you should always seek counsel from experienced, licensed, and insured professionals in 
your specific market area area (including real estate attorneys and real estate brokers) for additional 
state and local requirements as these will vary between locations. It’s truly in your best interest to secure 
legal representation on every transaction.

Be a Principal
Always act as a principal in each part of the transaction – which means, you’re acting as a buyer when 
dealing with the original homeowner, and acting as a seller when dealing with the buyer;  

Execute Valid Agreements
Always use and fully execute valid and binding written purchase and sales agreements that conform to 
t h e r e q u i r e m e n t s i n y o u r s p e c i f i c m a r k e t a r e a o r s t a t e t h a t y o u d o b u s i n e s s ; 

Include a Minimum $500 Deposit for most transactions
We recommend on most transactions that you include an earnest money deposit that no less than $500. 
Although you can put down less money it may make you appear to not be a serious buyer and raise red 
flags with the seller or listing agent. Make sure the earnest money deposit is properly exchanged per the 
agreement;

The offer, acceptance and exchange creates a valid agreement that gives you a contractual interest 
and or equitable ownership interest in the property;
$500 is the recommended minimum deposit/consideration. The deposit should be a meaningful 
amount that is typical for transactions in your market area.   

Purchase with the Intent to Rehab
Always analyze a deal and enter into a transaction with the intention to close on the property to either 
rehab the property or keep it as a rental property;  

Intent includes both the mental willingness, and the financial capacity to close. 
Intent does not mean you can’t back out of an agreement if, whether through inspections, or a more 
detailed due-diligence, the deal doesn’t make sense. It just means that if everything checks out and 
the end wholesale contract buyer cannot close, you have the willingness and financial capacity to buy 

MAINTAINING COMPLIANCE 
SECTION 1
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the property. 

Only Market and Sell the Interest That You Own
A signed purchase agreement only gives you a equitable interest in the property (i.e., the right to buy the 
property at the agreed upon terms), and does not give you legal title to the property. 

Only market and sell the purchase agreement itself, and not the property. Disclose in all your 
marketing and to the buyer that you are a contract holder and not the owner on title. 
For example we recommend including the following disclosure in any of the marketing you utilize 
when marketing a contract for sale. 

Disclaimer: I signed a valid purchase agreement with the property seller which allows me to assign my 
rights to buy the property. I am not currently the owner of record of the property, so I am only selling 
the contract and my right to purchase the property.  

Disclose Agent Licensing
It's necessary to disclose  agent  licensing in marketing, and clearly communicate you are acting  as a 
principal/direct buyer to purchase the home in the transaction (i.e. if you have a real estate license, but 
for this transaction, you are the actual buyer/seller and not acting as anyone's agent).

Any verbiage that conveys you are licensed is sufficient.  Including the license number is 
advisable.  Example: Broker, agent, etc., and #01306190. (see   http://www.dre.ca.gov/files/pdf/
forms/re858.pdf). 

Be Fully Transparent with All Parties
Always be fully transparent about all aspects of the transaction with all of the parties involved, and make 
sure the disclosures are proper and timely.
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Ohio Double Closing Policy:
Ohio requires you to close on the property first before entering into an agreement to sell the 
property to a third party. The reason is because Ohio takes an interpretation that you can only sell 
the legal interest that you currently own, and nothing more.  If you only have an agreement to 
purchase the property, you only own the contract that gives you an equitable interest – so that’s all 
you can sell.  If you want to sell the whole property, you must close and become the owner of 
record before signing a purchase and sales agreement to resell the property.  These policies are a 
moving target and depend on interpretation of the local Department of Real Estate, so always seek 
legal guidance from a local attorney or legal professional.

Potential Options for Wholesaling in Ohio:
(i) Close on the property first before signing a second purchase and sale agreement to sell the 

property to another buyer.
(ii) Sell (assign) your interest in the purchase and sale agreement instead of purchasing and 
reselling the property.

http://www.dre.ca.gov/files/pdf/forms/re858.pdf
http://www.dre.ca.gov/files/pdf/forms/re858.pdf
http://www.dre.ca.gov/files/pdf/forms/re858.pdf
http://www.dre.ca.gov/files/pdf/forms/re858.pdf


Despite getting into real estate investing with the best intentions, ethics can quickly become challenged 
again and again. Is there are place for ethical real estate investing or is this only a field for a winner takes 
all attitudes?

It can certainly become even more confusing when you see certain websites reigning in popularity which 
are built on horrible products and advice and seem to blatantly mislead both the public and advertisers. 
Perhaps everyone should have anticipated the banks would use the giant mortgage settlement for their 
own gain, not for the borrower’s benefit but then you have organizations like NAR (National Association 
of Realtors) specifically created for watching ethics which have been called out for faulty information 
recently.

So times it can seem harder to commit to 
real estate investing in the right way 
when there are so many short cuts out 
there and so many excuses to take them. 
However, besides the moral reasons for 
staying on the high road, there are many 
direct financial reasons for doing things 
right.
 
You can take short cuts, lie or forget to 
disclose or just do a shoddy job and 
perhaps get away with it for years and 
make extra money now... but will it be 
enough?

Will an extra $100,000 now be enough to retire on? What about a million? Probably far from it even if 
you never spend a penny of it. What are you going to do when you can no longer invest, get a mortgage 
and no one will do business with you?

You can burn out, making fast money the wrong way and have to go get a job flipping burgers when you 
finally get out of jail and after your nest egg is burnt on attorney’s fees or you can stay in the game for the 
next 10 years. Maybe you’ll make a little less every year but you’ll make more in the long run by doing it 
the right way.  All you need is your word, reputation and referrals. 

ETHICS IN INVESTING 
SECTION 2
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Discussion Questions

1. What makes ethics so important in investing? 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

2. What can you do to ensure that you and your team always maintain compliance?
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________

Checkpoint Questions

1. You should always be fully transparent about all aspects of the transaction with all of the parties 
involved, and make sure the disclosures are proper and timely. (True/ False)

2. You should aways include an earnest money deposit that no less than $500. (True/ False)
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When we first started off, it took us a year to realize all of 
the changes we needed to make in how we ran our 
business. Those changes all stemmed from the topics we 
discussed in this introductory manual. 

Don’t fall into the same trap that most small-business 
owners and entrepreneurs do, including ourselves. Don’t 
think that all you need is an education on the mechanics 
of real estate. The organization of your thoughts is the 
key to the organization of your business. Success is not 
simply time management, nor is it people management, 
nor is it tidying up desks or alphabetizing client files. 
Success starts with your mind. Learn how to think about 
your business before you begin to work on it. 

We hope that this manual has helped you to better 
understand how to build your foundation, starting with 
you. You are in control from here on out. You have to set 
your goals, be ready to follow through with them, be in 
the right mindset, and know how to manage your time. 

WRAP UP
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Awareness- A key to improving your mindset. The ability to recognize that the growth mindset does in 
fact exist and is supported by years of scientific research. 

Competency- A key to improving your mindset. The ability to learn from others about how to develop 
abilities. Learn about deliberate practice, and what makes for effective effort. 

Daily Goals- Goals that you set for yourself on a daily basis. These goals should be consistent with your 
weekly goals, and your life goals. Examples include: attend a networking event, or have a meeting with 
an old friend for coffee. 

E-Myth- Short for “Entrepreneurial Myth” which states that most businesses fail to fulfill their potential 
because most people starting their own business are not actually entrepreneurs. 

Entrepreneur- One of the three business personalities. A business owner who is strategic in nature. 
They are focused on the future and developing a vision of where s/he can take their business. This vision 
is specific in terms of what the company will do to serve the wants and needs of the owner.

Fitness Goals- One of the four quadrants of goal setting. Fitness goals help to provide energy and 
efficiency in everyday business life and should be set, tracked, and celebrated. 

Goals- An aimed desire or result; of larger scale than a task. 

Life Goals- One of the four quadrants of goal setting. Life goals should create a burning desire to help 
achieve weekly and daily goals. They should be set, tracked, and celebrated. 

Manager- One of the three business personalities. Work is both strategic and tactical. The manager's 
focus is on the present and achieving results through others. The manager is the pragmatist, planner, 
and organizer who turns the vision into action.

Mindset- An idea developed by psychologist Carol Dweck that explains how the mind works and why 
brains and talent do not bring success. 

Optimistic Realist- One who sets goals that are challenging, yet not so challenging that failure is 
inevitable; One who sets optimistic, yet realistic goals. 

Proficiency- A key to improving your mindset. The ability to control your fixed voice by responding to 
it with a growth mindset. 

Rule of Six- A rule used for goal setting in which each day you attempt to accomplish six major tasks to 
maximize success and avoid overwhelming goals. 

GLOSSARY
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Task- A piece of work to be completed; a smaller scale than a goal. 

Technician- One of the three business personalities. Takes direction from the manager and follows the 
guiding structure of the company's systems to get the work done. The technician's focus is on the present 
and performing the hands-on work of the business.

Time Block- A reserved segment in a calendar for a certain task.

Weekly Goals- One of the four quadrants of goal setting. Weekly goals should coincide with life goals 
and should be broken down into the rule of six. 
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Chapter 2: Goal Setting
1. True
2. False
3. True
4. True

Chapter 3: The Real Estate Investor’s E-Myth
1. Technician
2. Manager
3. Entrepreneur 

Chapter 4: Mastering Your Mindset
1. True
2. False
3.  A

Chapter 5: Time Management
1. D
2. False
3. True

Chapter 6: Ethics and Compliance
1. True
2. True

ANSWER KEY
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