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A Winning Collaboration!
Thank you for partnering with The Guillory Group School of Real Estate (TREC 

Provider #9998) to deliver innovative CE courses to Texas’ real estate 

community. Your contributions are vital to our success, and we value our 

collaboration. To ensure a seamless partnership, we’ve outlined key 

guidelines to uphold the excellence our students and colleagues expect.

What We Do For You
1. We’ll create a course flyer for marketing.

2. We’ll manage all student fees and refunds as per our 

policy (please avoid offering refunds directly).

3. Course materials will be provided where applicable.

4. We’ll handle attendance tracking, including walk-ins, late 

arrivals, and no-shows. 

5. CE credits will be reported to TREC (partial attendance 

may impact eligibility; please avoid guaranteeing credits 

for late arrivals or early departures).

6. A complete and final attendance roster will be shared 

with you for your records. 

Marketing Guidelines for TREC Compliance*
If your company creates its own marketing materials to maintain 

branding, please ensure compliance with the following TREC 

requirements. Incorrect advertising and marketing materials 

promoting our courses can result in penalties for our school:

1. The school’s name and providership number must appear at 

the top as: The Guillory Group School of Real Estate #9998 

(small type is acceptable).

2. Use the full, unedited course title with the  symbol.

3. Include the course TREC ID # near the course title.

4. Display the CE hours near the course title.

5. Add the refund policy: “Must receive a written cancellation 

notice at info@commercialleasing101.com 48 hours before 

class to receive a full refund. Partial refund will be considered 

if class materials have been emailed to student.” 

*Strict adherence to these guidelines is required. 



Our instructors bring decades of expertise and 
dedication to their craft, investing countless hours 
in teaching invaluable knowledge that empowers 
students to achieve great success, often leading 
to substantial financial rewards for them. In 
recognition of their professionalism and the value 
they provide, we maintain a firm policy against 
discounted rates for their services.

We understand that our partners may choose to maintain their own 
RSVP lists and that’s fine with us. But RSVPs alone don’t mean a 
student has actually registered for class. 

The school does not accept RSVPs and requires prepayment to 
consider a student registered. Prepayment also ensures a smooth 
check-in process. (Of course, we will accommodate walk-ins!)

Having registration paid in advance allows us to focus 
on welcoming students to class rather than processing 
payments at the door. We also have a very reasonable 
refund policy in place. 

Course Pricing Policy

Class prices are fixed to ensure fair compensation for their efforts. 
Paid registration serves as a strong indicator of attendance, 
helping avoid empty classrooms and preventing sponsors from 
incurring unnecessary costs for food, materials, and staffing due to 
no-shows.  

While “free” classes may function fantastically as a marketing 
tactic, they do not reliably produce guaranteed attendance or 
class engagement. Financial commitment signals seriousness 
about attendance, increases student participation, and supports a 
more effective learning environment.

Classes require a minimum enrollment of 15 students to proceed.
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Preparation for the Big Day!
After over a decade of classes and feedback from thousands of students, we've 

crafted this list of expectations for our hosts and sponsors. Student (customer) input 

has been invaluable in shaping the experience we offer, and we’re excited to 

share these guidelines with you to make every event even better!

L O C A T I O N  H O S T S
⬧ Let us know your maximum seating capacity so we can regulate registration. 

⬧ Extra seating for walk-ins who did not RSVP or pre-register may be needed if you don’t 
wish to turn anyone away.

⬧ We’ll need something upon which to place our computer near the monitor.

⬧ If no monitor is available and a projector is needed, please notify us ASAP!

⬧ Appropriate climate control (preferably cooler room temperatures) 

⬧ Fluids of some kind should be available, water minimally. Juice and soda welcome.

⬧ If there is only one unisex restroom available, let us know so we can accommodate 
this during break periods.

B R E A K F A S T  P R O V I D E R S
⬧ Sponsors and hosts are welcome to provide whatever they’d like. 

Afterall, we can’t have a successful day without them. 

⬧ If food is sponsored, make sure all the accoutrements are 
provided: napkins, plates, cups, etc. This is especially important 
for coffee → we have had boxed coffee delivered with no cups, 
sweetener, stirrers or creamer. Yikes!

L U N C H  P R O V I D E R S
⬧ There are a few lunch items for which we have received 

student complaints, and we’d like you to share this with 
sponsors: Specifically, Subway® Sandwiches catering and 
pizza of any brand. 

⬧ Other boxed or catered sandwiches are fine and they’re even 
better when they include goodies like a cookie, chips, pickles 
and mustard/mayo packets!  

⬧ Meatless salads, light bites and finger foods are not a sufficient lunch. 

⬧ No homemade meals, please. 

⬧ Before packing up food and removing it from the classroom, consider asking if 
everyone has eaten…including the instructor. Many students continue eating 
throughout the day and have also voiced their frustration when food is gone.

⬧ Drinks should be refrigerated or served with ice, where applicable. 

⬧ Provide plates, cups, napkins, and flatware.

⬧ Limit your speaking time to 6 minutes to allow for Q&A. Total time is 9 minutes.

⬧ Sponsors are welcome to stay for lunch and dine with their future clients. 
This way, they can continue the conversation. 
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