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ABOUT US
CPMD stands for the College of People Management and Development, a privately
owned company primarily meeting a spectrum of training needs of learners across
Southern Africa to both the public and private sectors.
MISSION STATEMENT
CPMD’s role is to provide and equip all practitioners with up-to-date and hands on
knowledge, through outcomes based education. This service we must render to the
best of our ability and at the highest level possible. In the process we aspire to
become the most successful private training institution in Southern Africa; by
attaining competitive market share in the private training industry and training more
delegates than any other private training institution.
CPMD is a dynamic company headed by Graeme Jay, a well-known property and
finance expert, educator, lecturer and academic. The college is run from its offices in
Norwood, Johannesburg. Programmes are conducted around the country; in-house
at a preferred venue or at CPMD’s training venue. The college utilizes a complement
of regular and other specialist facilitators in order to provide consistency and expertise in the relevant fields of study.
The name CPMD encapsulates the diversity of the company's offering, and the nature of its clients. Programmes on offer include property, finance, accounting, management, soft skills and consumer education.
CPMD has been a leader in the training of property and finance practitioners for
the last 20 years. CPMD is an accredited institution with Fasset, AATSA, CIMA and
the Services Seta.
One of CPMD’s core competencies is our ability to develop training programmes
that are customized to meet the client’s requirements, particularly in the fields of
property, project and financial management, and consumer education.
We have a number of years of experience in the training and education field as well
as in the area of consulting. We have a team of lecturers and facilitators who are
credible and have extensive experience in adult education, course development and
course delivery, particularly in the public sector. CPMD also has the appropriate
infrastructural capacity and appropriate technical skills to complete the work in
accordance with each client’s requirements.
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ACCREDITATIONS AND REGISTRATIONS

 AT(SA) [ATC0011/017]

 FASSET [585/00845/08]
 Services SETA [2508]
 APPETD [2016/114]
 Approved training provider of the

Estate Agency Affairs Board (EAAB)

CPMD trains about two thousand people a year in all different sectors countrywide and therefore has the capacity to operate large corporate programmes.
CPMD is an accredited AT (SA) provider for all accounting technician programmes
and is a recognized EAAB (SA) provider of Real Estate programmes.
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QUICK FACTS


Leaders in Private and Public Sector training and consulting.



Accounting, Property, Finance and Consumer Education specialist.



Also offering Management and Soft Skills programmes.



Tailor-made and customized programmes to suit individual organizational
needs and industry requirements - at all levels in the organisation.



Expert and highly qualified facilitators with over 25 years’ experience in corporate and academic facilitation.



Over 21 years in business.



Privately owned, dynamic and flexible business operation.



The ability to develop individuals and make personnel more competent in their
relevant fields, enhancing productivity.



Offering professional hands-on practical and theoretical training applicable to
the work environment.
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OUR CLIENTS


Parliament



Absa Bank
SEDA – Small Enterprise Development Agency










BankSETA
Springbok Pharmacy
Masangita Property Holdings

Investec Bank
Nedbank



Netcare Education
Business Partners



Central Energy Fund




Deutsche Bank
Standard Bank



Akani Pension Fund Administrators




Milpark Business School
Wits P&DM



The Wealth Foundation



Municipal Employees Pension Fund




Municipal Councillors Pension Fund
Liberty Life



Sapoa



Transnet
Progression








Property Week
Compeg
EAAB



Chas Everitt
Colliers RMS



Gauteng Department of Human Settlements



Free State Department of Human Settlements
Northern Cape Department of Human
Settlements
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QUALIFICATIONS
AT Accounting

The following information will provide you with more detailed knowledge on the
Accounting Technician’s qualifications in South Africa.
CPMD will assist you to prepare for your AT(SA) examinations and will provide you
with quality tuition. The following information has been provided by AT(SA)
AT(SA)

Accounting Technician, South Africa - AT(SA) provides an accountancy career path
by a leading, trusted professional body dedicated to the education, development,
regulation and support of accounting technicians in South Africa.
AT(SA) is locally delivered through a vast network of leading training providers
across the country, each carefully selected to provide best-in-class training and globally relevant content.
CPMD has been selected to offer AT(SA) courses at all levels across the spectrum.
Public and In-house programmes on offer
SAICA
In association with South African Institute of Chartered Accountants (SAICA), AT(SA)
represents confident, skilled accounting technicians who are committed and empowered to deliver and uphold the high professional standards and ethics that the
profession demands.
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An AT(SA) Accounting Qualification is the ideal qualification for anyone wanting to
work as an accounting technician. This vocational qualification provides the
knowledge and skills to perform the tasks demanded by this role; it offers you the
chance to gain a useful and practical qualification, while learning at your own pace.

Structure of the Accounting Technician Programmes offered in SA:

Each level represents a qualification in its own right, which means it can be studied
independently, and you will be given a certificate for each level completed.

Flexibility
This qualification offers flexibility and can be tailored to suit your individual needs,
allowing you to choose whether to do individual or groups of units from the
scheme. And it’s not compulsory to complete an entire level either; you will gain
recognition for each unit achieved.
Part-time tuition offered by CPMD offers flexibility during the tuition of the various
programmes.
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Who is it for?
Almost anyone. Our aim is to make the AT(SA) Accounting Qualification open to all and many different kinds of people choose to study with us. You can join
regardless of your age and no previous qualifications are required.
Assessments are generally conducted in English so you should be confident in this
language and communication. Reasonable numeracy skills are also required.
Learners may include school-leavers, career-changers, parents returning to work
after raising a family and people with many years’ experience who decide to take a
professional accounting qualification to enhance their skills.

Your career options
Accountancy is an essential business process that all organisations large and small
have. An accounting technician is required to perform the following duties; processing and paying invoices, record receipts and payments, prepare and check ledger balances. Prepare and check other monthly and yearly accounts, complete and
submit tax returns, monitor company expenses.
With experience, an accounting technician would often take on more complex and
important tasks and management responsibilities, such as drafting financial reports,
planning and budget control.
Certificate technician would work as part of an accounts
In larger companies, an accounting
Accounting technician may be the only person trained to
team. In a small firm, an accounting
deal with basic finance matters like wages and invoices.

Career opportunities as an accounting technician then includes, accounts clerk,
wages clerk, accounting assistant, sales ledger clerk, tax assistant, book keeper,
financial controller or accounts manager.

Certificate: Accounting Technician

Accredited by Fasset
Accreditation number: 585/00845/08
AT (SA) Accreditation No: ATC0011/0017
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What makes the qualification unique?













Work integrated learning, connects theory and the practice of work.
Computer based assessments online assessments with guaranteed integrity
and immediate results.
Customised delivery model tailor-made delivery based on student needs, the
industry and where you are in your career.
Flexible learning approach takes learners from foundational level, to advanced level of accounting knowledge skills with different modes of learning
and examination.
Improves employability of graduates bridging the gap between tertiary education and work readiness.
Qualification and membership various qualifications and professional memberships to suit where you are in your career.
Recognition of prior learning: gain credits for previously completed qualifications and relevant work experience

AT(SA) is a trusted name in accounting and finance practice














AT (SA) is registered with SAQA as a professional body for the designations of
Member of AT (MAAT) and Fellow of AAT (FMAAT).
AT (SA) is a Quality Assurance Partner with Fasset and all our qualifications
meet both NQF and Learnership requirements.
Internationally, AT(SA) is a member of IFAC and, thus, AT (SA) also belongs to
the Forum of Accounting bodies (FAB) in South Africa.
SARS has recognised the AT(SA) as a recognised controlling body for tax practitioners and our member can thus offer tax services to the public.
The Ministry of Justice has also awarded our member the rights and responsibilities to perform functions as a Commissioner of Oaths.
The Public Sector qualifications are the only qualifications that were developed to be directly aligned to the
National Treasury Technical Dictionary of Competencies.

Students choose AT(SA) because it’s renowned for providing a solid foundation from which to build a highly sought after career in accounting, finance
and business.
That’s why local and international organisations trust and recognise the
designation. Through the qualification, students are equipped with the
latest, industry related knowledge and skills, making the qualification highly
relevant in today’s economy.
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How long does it take?
The AT(SA) Accounting Qualification is flexible and there are no time restrictions.
We encourage you to learn at your own pace, allowing you to pursue a part-time
job or other career/personal interests. However, as a rough guideline you might
expect to complete each stage over the course of a year.

What level should I start at?
The AT(SA) Accounting Qualification is separated into three levels. If you have a
qualification or relevant work experience you will be assessed to determine which
level you are best suited for. Generally you will start with the NQF level 3, then proceed to NQF level 4, followed by NQF level 5. Refer to the structure on page 9.

CPMD is one of the chosen service providers to offer tuition on all
AT(SA) qualifications.

AT (SA) Qualifications

CPMD
Accredited by AT(SA)
Provider No:
ATC0011/0117
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01: Accounting Qualifications (AQ)
Certificate: Accounting Technician (NQF3)
Subjects
 Basic Accounting I
 Basic Accounting II
 Work Effectively in Accounting and Finance
 Basic Costing
 Computerised Accounting (Quickbooks)

FET Certificate: Accounting Technician (NQF4)
Subjects
 Accounts Preparation I
 Accounts Preparation II
 Cash Management
 Costs and Revenues
 Indirect tax
 Professional Ethics in Accounting and Finance
 Spreadsheets Software (Microsoft Exel)

Certificate: Accounting (NQF5)
Subjects
 Financial Statements
 Budgeting
 Financial Performance
 Internal Control and Accounting Systems

Plus any 2 of the following electives:
 Credit Management and Debt Control
 Personal Tax
 Business Tax
 External Auditing
Duration: AT (SA) Certificate courses take between 12-24 Months to complete.
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Certificate: Accounting Technician Public Sector (NQF3)
This qualification is specifically designed to develop accounting skills within the
South African public sector environment. The terminology and context used within
each subject are tailored so that they are specific to the work of provincial and national government.
Subjects
 Work Place Skills
 Working with Computers
 Professional Ethics
 Introduction to Accounting
 Budgeting and Reporting
 Making and Recording Payments
 Recording Revenue and Receipts

Duration: 12-18 Months

FET Certificate: Accounting Technician Public Sector (NQF4)
This qualification further develops the accounting skills in the spheres of provincial
and national government in South Africa:
Subjects
 Communication and Supervision
 Use of Technology in Accounting
 Professional Ethics
 Introduction to Accounting
 Preparation of Financial Statements
 Making and Recording Payments
 Budget Preparation and Monitoring
 Budget Preparation and Monitoring (Public Sector)
Note: The public sector qualifications have been aligned to National Treasury’s
Technical Competency Dictionary.
Duration: 18-24 Months
14

03: Accounting Qualifications Local Government (LG)
Certificate: Local Government Accounting (NQF3)
This qualification is specifically designed to develop accounting skills within the local
government sector. The terminology and context used within each subject are tailored so that they are specific to the work of municipalities.

Subjects
 Recording Income and Receipts
 Making and Recording Payments
 Working with Computers
 Professional Ethics
 Work Place Skills
Duration: 12 - 18 Months

Local Government: Municipalities

Certificate: Local Government Accounting (NQF4)
This qualification further develops accounting skills in the local government sector:
Subjects
 Accounting Work Skills
 Professional Ethics
 Maintaining Financial Records
 Recording and Evaluating Costs and Revenues
 Operating a Cash Management and Credit Control System
Duration: 18-24 Months

Local Government: Municipalities
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CPMD offers a variety of Real Estate programmes for all sectors at all
levels, including Public Sector and Local Government.
CPMD is a recognized provider of the EAAB.

Qualifications and EAAB requirement courses offered by
CPMD include:
FETC: Real Estate (NQF4)
NC: Real Estate (NQF5)
FETC: Commercial Property and Facilities Management (NQF4)
Recognition of Prior Learning: RPL NQF4 / RPL NQF5
Logbook Training
PDE Exam Preparation Workshops NQF4 and NQF5
In-house and Public Programmes - Contact Us for more information!
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Short Courses
CPMD has been offering Short Courses for individuals to attend in property and
property finance, for over 21 years.
All programmes are certificated and include up-to-date content,
designed specifically for the South African market

Public Short Courses for 2018 include:


Professional Property Development (PPD)




Commercial Property Practice (CPP)

Property and Facilities Management (PFM)





Sectional Title Management (STM)

Commercial and Industrial Brokerage (CIB)

Laws of Leasing and Letting (LLL) - Rental Housing Act




Effective Use of Financial Calculator

Property and New Legistlation Workshops (ad hoc)

Customised In-house Programmes
All short courses may be customised for your organization's requirements.
Programmes are adapted to the delegates and modules required.

CPMD also specializes in designing new courses for organisations in:

Real Estate ● Finance ● Management
Soft Skills ● Borrower Education ● Public Sector
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FETC: REAL ESTATE (NQF4)
FETC: Real Estate (NQF4), is a basic qualification requirement for a career in
residential and commercial property. It supports to advance the functioning of individuals
in the industry.
This Services Seta accredited certification, will allow you to reach your goals in becoming a
fully certified and industry recognised real estate professional, to be registered with the
Estate Agency Affairs Board of South Africa.
CPMD is a fully accredited provider offering in-class, expert tuition and on-going assistance to the delegate.
Topics covered include marketing and selling property, legislation, the real estate environment, the Code of Conduct & Ethics and much more.

WHO SHOULD ATTEND: The course is designed for delegates aiming to become a professional real estate practitioner.
ASSESSMENT: Portfolio of evidence (POE)
CERTIFICATION: FET Real estate certification (NQF4) - Certified by Services Seta
PROGRAMME DURATION: 18 tuition days - over 7-8 months

ADDITIONAL INFORMATION:













Industry Accepted Professional Qualification
Expert Facilitators
18-days Tuition over 7-8 months
Revision Days Offered
Mock Assessments
Ongoing Assistance
9am - 4pm week-days

Work while you study - access to an estate agency is preferrable
Light lunch and refreshments provided
Minimum grade 12 or equivalent required, over 18 or consent provided
Course may be run in-house for a minimum of 9 delegates T’s&C’s apply.

Dates and Costs provided on request: info@cpmd.co.za / 011 728 7225
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FETC: REAL ESTATE (NQF4)
Further Education and Training Certificate: Real Estate
The Real Estate Qualification is divided into 3 Learning Units with modular sub-divisions,
based on the exit level outcomes and related assessment criteria and an elective unit.

Learning Unit 1: Analyze, evaluate and apply Real Estate Code of Conduct and Ethics
246737
246735

Demonstrate knowledge of the Real Estate Code of Conduct and ethics
Demonstrate an understanding of the Real Estate environment

Learning Unit 2: Demonstrate knowledge of the Real Estate environment and the various laws, rules and regulations that impact on the Real Estate function.

242584
242593
246733

Demonstrate knowledge and understanding of FAIS
Explain South African money laundering legislation
Demonstrate knowledge and understanding of real estate legislation

Learning Unit 3: Perform the Real Estate function.
246736
246738
246734
246739
110009
114583

Market, sell and lease property
Apply business principles to the Real Estate function
Advise role players on Real Estate financing options
Manage self-development in a Real Estate environment
Manage administration records
Develop, implement and evaluate marketing strategy for a new venture

Learning Unit 3.1 Elective Streams (Select 1 or 2 )
ELECTIVE STREAM 1: Real Estate
13418
Demonstrate knowledge and understanding of a Mortgage Bond
13420
Demonstrate knowledge and understanding of the Bond Registration
Process
ELECTIVE STREAM 2: Property Management
15059
Identify and co-ordinate facilities management opportunities
15089
Identify and apply property, asset and investment management Principles
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FETC: COMMERCIAL PROPERTY AND FACILITIES MANAGEMENT (NQF4)
The FETC: Commercial Property and Facilities Management (NQF4) is a similar
progrramme to the FETC: Real Estate (NQF4), and is the commercial
qualification equivalent. It is a NQF Aligned qualification: – SAQA Reg. No – 79626.
This Qualification is for any individual who is, or wishes to be involved in the
commercial property industry, and it serves to support and advance the functioning
of individuals in this industry.
Specialist subjects include inter alia budgeting and legal contracts for business;
occupational health and safety; risk management; customer service orientation;
recruitment; and opportunity and feasibility studies for regeneration options in
the property industry.

Electives in LU3 are comprise 3 streams, and delegates will choose one of them:
Real Estate Brokering, Property Management or Facilities Management.

WHO SHOULD ATTEND: The course
is designed for delegates aiming to
become a professional real estate
practitioner in a commercial space.

ADDITIONAL INFORMATION:



Industry Accepted Professional Qualification
Expert Facilitators

CERTIFICATION:
FET Real estate certification (NQF4) Certified by Services Seta









PROGRAMME DURATION:
18 tuition days - over 7-8 months




Light lunch and refreshments provided



Not currently offered as a public
programme for individuals to attend.

ASSESSMENT:
Portfolio of evidence (POE)

IN-HOUSE: Minimum of 8 delegates

18-20 days Tuition over 7-8 months
Revision Days Offered
Mock Assessments
Ongoing Assistance
9am - 4pm week-days
Work while you study - access to an estate agency is preferrable
Minimum grade 12 or equivalent required, over 18 or consent provided

Costs provided on request: info@cpmd.co.za / 011 728 7225
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FETC: Commercial Property and Facilities Management (NQF4)
The qualification is divided into 3 Learning Units with modular sub-divisions, based
on the exit level outcomes and related assessment criteria .
Learning Unit 1: Analyse, evaluate and apply the Real Estate Code of Conduct and
Ethics
246737 Demonstrate knowledge of the Real Estate Code of Conduct and ethics
117495 Assess legal contracts for business.
120375 Participate in the estimation and preparation of cost budget for a project or sub project and monitor and control actual cost against budget.
110295 Assess legal contracts for business.

Learning Unit 2: Perform the functions related to general business in the Commercial Property Industry
242668 Demonstrate knowledge and application of the Occupational Health
and Safety Act, 85 of 1993 (OHSA) (as amended) and the
responsibilities of management in terms of the Act.
242658 Demonstrate knowledge and application of the nature of risk and the
risk management process.
7789
Provide Customer Service
7836
Monitor customer satisfaction.
377060 Ensure implementation of workplace policy and procedures for sustain
ability.
113831 Implement project plans

Learning Unit 3: Stream 1 - Real Estate Brokering
114596
10978
115845
377006
377020
377009

Research the viability of new venture ideas/opportunities.
Recruit and select candidates to fill defined positions.
Implement sales and marketing strategies.
Identify and secure a property opportunity.
Contribute to a detailed property feasibility study and property valuation.
Assess viability of regeneration options in the property industry.
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Learning Unit 3: Stream 2 - Property Management

377041
242576
377003
263044

377020
377009

Manage a consultant property project team
Apply technical knowledge and insight into property as an investment.
Develop a tenancy mix strategy
Consult with interested parties to promote community participation
on housing development projects
Contribute to a detailed property feasibility study and property valuation.
Assess viability of regeneration options in the property industry

Learning Unit 3: Stream 3 - Facilities Management
377000
377021
377003
377002
15057
252170
377041

Coordinate fit-out of premises for user occupation
Determine space utilisation
Develop a tenancy mix strategy
Implement and manage customer specific workplace requirements
Maintain and control the use of asset and investment resources
Apply the principles of customer care in client interactions
Manage a consultant property project team
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FETC: REAL ESTATE RPL (NQF4)
To qualify for RPL in your NQF4
qualification you must have been a
registered Fidelity Fund Certificate
holder from 2008 without a break in
service, be currently employed in the
industry and hold an SA ID.
CPMD is a registered provider of
Service SETA for the NQF4 RPL.
We provide you with guidance and a
study template to assist you in
completing your
Portfolio of Evidence (PoE).
Flexible and at your convenience!

1 Day Orientation

4 x 1/2 Days for interim guidance
and mentoring (3-6 months)
3 Assessments and 1 Moderation

NC: REAL ESTATE RPL (NQF5)
To qualify for RPL NQF5 you should be currently employed by an agency as an estate agent,
hold an Fidelity Fund Certificate since 2008 to date. You must be in possession of a South
African ID, have obtained formal and/or informal on-the-job training and experience.
NQF5 RPL candidates must have already completed the NQF4 qualification successfully.
An orientation session is offered with various follow ups to assist you in completing your
Portfolio of Evidence (POE). It takes 3-6 months to complete.
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NC: REAL ESTATE (NQF5)
NC: Real Estate (NQF5) is an EAAB requirement designed for full status estate agents who
would like to attain principal status.
The purpose of this course is to provide delegates with knowledge of how to manage a
real estate agency or property business effectively and efficiently.
Learn the importance of business management and administration and earn a full qualification as a Principal in a property company.
Elements of marketing, administration, human resources, management, ethics, legal
requirements, work supervision, data storage and finance are covered in the 5 unit
standard aligned modules. SAQA Reg. No. 20188

WHO SHOULD ATTEND: The course is designed for delegates who are already fully
fledged Real Estate Agents, aiming to become a Real Estate Principal.
ASSESSMENT: Examination and Group Presentation
CERTIFICATION: NC Real estate certification (NQF5) - Certified by Services Seta
PROGRAMME DURATION: 14 tuition days - over 8-10 months

ADDITIONAL INFORMATION:














Candidate must have achieved FETC: Real Estate (NQF4) or equivalent qualification
Industry Accepted Professional Qualification
Expert Facilitators
18-days Tuition over 7-8 months
Revision Days Offered
Mock Assessments
Ongoing Assistance
9am - 4pm week-days
Work while you study - access to an estate agency is preferrable
Light lunch and refreshments provided
Minimum grade 12 or equivalent required, over 18 or consent provided
Course may be run in-house for a minimum of 9 delegates T’s&C’s apply.

Dates and Costs provided on request: info@cpmd.co.za / 011 728 7225
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Learning Unit 1 : Real Estate Management
15064

Analyse and interpret real estate principles, practice, information in the real
estate environment.
15061 Implement and maintain legal requirements within a real estate business.
116484 Evaluate a specified code of ethics and/or code of conduct.
15068 Implement and control administration of real estate systems, policies and
Procedures.
Learning Unit 2: Marketing and Business
10041 Conduct a marketing situational analysis.
10058 Design a measuring instrument to gather desired information.
10050 Integrate marketing plans with business process.
10386 Investigate the possibilities of establishing and running a small business enterprise
(SMME).
Learning Unit 3: Human Resource

11909 Monitor and advise on substantive conditions of employment and related rights
and obligations in an organisation.
10171 Manage the capture, storage and retrieval of human resources information
using an information system.
10169 Administer data, systems, payments and provide advice related to compensation.
10981 Supervise work unit to achieve work unit objectives (individuals and teams).
8555 Contribute to information distribution regarding HIV/AIDS in the workplace.
Learning Unit 4: Financial Management
12997 Prepare financial reports and returns.
7878 Prepare and maintain financial records and statements.
13000 Contribute to the planning and allocation of resources within an accounting
Framework.
12999 Contribute to the management of costs and the enhancement of value.
15071 Collate, interpret and utilise financial information in a real estate business.
Learning Unit 5: Electives
15054 Manage the marketing, selling and leasing of residential properties. OR
15069 Manage marketing, selling and leasing of commercial industrial business properties.
15074 & 15060 Are not currently offered (Leisure Properties & Agricultural Properties).
25

LOGBOOK TRAINING
PROGRAMME

ESTATE AGENCIES
AFFAIRS BOARD
(EAAB)
INTERNAL
LOGBOOK (POE)

10 Projects to Complete:
1. Product Knowledge

2. Develop a Business Plan
A Mandatory Workplace Learning Programme
for Real Estate Agents

3. Develop a marketing plan
for a specific property

As a new estate agent or Intern Agent in South Africa,
you must complete your Intern Logbook Portfolio of
Evidence (POE) or EAAB Logbook as a requirement to
transact as a real estate agent.

4. Compile an Individual
development plan

CPMD has developed a programme to assist you in
completing your logbook. The course consists of 3
days of tuition over 3 months and will provide you
with a template to be able to easily complete this
POE.

6. Analyse the policies and
procedures of the estate
agency undertaking

Interns require mentorship by your Principal Agent or
a Full Status Agent who has held this status for more
than three years.

8. Prepare a presentation on
differing finance options

The introduction covers Workplace Experience:
Induction ● Product Training ● Law ● Finance
Marketing, Selling and Leasing of Property ●
Management ● Administration ● Paralegal
26

5. Draft an activities
schedule

7. Proposal on enhancing the
performance of a team

9. Design a brochure on the
registration of title deeds
and mortgage bonds in
the deeds office
10.Research Project

ESTATE
AGENCIES
AFFAIRS BOARD
(EAAB)
NQF LEVEL 4
PDE Exam
Preparation

1 Day course

ESTATE AGENCIES
AFFAIRS BOARD
(EAAB)
NQF LEVEL 5
PDE Exam
Preparation
1 Day course
Usually run 2-3 weeks prior
to exams set by EAAB.
For more information
contact us: 011 728 7225 /
info@cpmd.co.za
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Skills Programmes and Courses
CPMD offers a variety of programmes that may be tailored to your
organization's specific needs.
Although CPMD Specialises in Property, Accounting and Finance, there are
many other programmes on offer for in-house training and development.

Entrepreneurship:


Business Plan Development




Technology and Business




Legal and Compliance
Understanding BEE

Emerging Contractors - Support and Mentoring


Project Management

Please note that these courses are non-credit bearing and are not aligned to
any unit standards.
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Finance:



Financial Literacy

Finance for Non-financial Managers




Cost Management

Effective Use of Financial Calculator


Personal Financial Management

Property - Public Courses /In-House




Commercial Property Practice (CPP)



Professional Property Development (PPD)



Property and Facilities Management (PFM)



Commercial and Industrial Brokerage (CIB)

Laws of Leasing and Letting (LLL) - Rental Housing Act


Sectional Title Management (STM)



Effective Use of Financial Calculator

All Property courses designed for all types of institutions

Non verifiable CPD points may apply for all CPMD property courses

Specialist in Public Sector at all levels of Government:
Finance, Property, Management, Soft Skills, Beneficiary Education
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ENTREPRENEURSHIP COURSES
Business Plan Development
Duration: 2 days
Objectives:



Understand the importance of business planning



Understand the viability and feasibility study of the potential business



Understand, define and describe the critical aspects of a business plan



Review case studies and sample plans and resources that can help develop a
winning business plan



Populate a business plan template



Present the business plan to potential funders/supporters

Legal and Compliance
Duration: 2 Days
This course is suitable for new business owners who need to understand the
regulatory environment that governs business start-up and ownership.
Objectives:












Forms of Business Ownership
The Companies Act
CIPC – How to register a company
Trade Marks and Copyrights
Business relationship with SARS (VAT and
PAYE)
Tax Clearance Certificates
Insurance and Public Liability
Health and Safety issues in the workplace
BEE/Labour law requirements
Basic Conditions of Employment
30

Technology in Business
Duration: 2 Days
This course is suitable for delegates who wish to use social media and other like
platforms to promote their business interests.
Objectives:


The use of technology in business



How technology can assist with the marketing of your business



How to set up and use:





Facebook



Twitter



Instagram



LinkedIn

Complying with legislation, dealing with privacy requirements.

Understanding BEE
Duration: 1 day
Objectives:


Understand what is BEE and how does it apply to small businesses



Understand what is B-BBEE



Understand the Codes of Good Practice



Understand the BEE Policies and Procedures



Understand how to become BEE Compliant



Understand the BEE Verification process



Understand how the BEE Scorecards are applied



Implementing BEE in your procurement practices
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Emerging Contractors – Business Skills
Duration: 10 days
Objectives:


Numeracy and literacy skills



Finance for beginners



Managing cash flow



Introduction to economics



Managing stock



Handling suppliers



Human resource management



Labour relations



Marketing and the Four Ps



Advertising services



Sales and getting customers



Supervisory skills and team management



Administration



Maintaining a database



Using technology



Basic computer literacy



Customer care and building relationships



Communications



Report writing



Telephone skills



Time management



Stress management



Managing meetings



Managing paperwork



Self organization
32

PROJECT MANAGEMENT COURSES
Project Management
Duration: 3 Days
Objectives:



Introduction to project management



Characteristics of a project



Project initiation and scope planning



Scope definition, verification, and change control



Time management



Schedule development and control



Resource identification and cost approximating



Budgeting and cost control

Project Management -Prince2®
Prince2® (Projects IN Controlled Environments) is recognised in the UK and internationally as a structured project management method. Prince2® can be applied to

any project, and is considered as a best practice course for project management. It
gives clarity on deliverables and would benefit individuals and organisations alike
including Project Managers, Programme Managers, Facilities Managers, General
Managers, Finance, Procurement Managers, Contract Managers and Operations
Managers.
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FINANCE COURSES
Finance for Non-Financial Managers
Duration: 3 days
Objectives:



Financial accounting and management accounting



Balance sheets



Income statements



The importance of cash flow



Profit and loss account



The importance of profit versus loss



Profit margins



Costing decisions and pricing



Investment appraisal



Asset turnover



Return on capital employed



Financial calculations



Financial ratios and trends



Improving financial performance



Planning and budgeting



The economic environment

One of CPMD’s core competencies is to design programmes to
meet individual organisational needs.
Material, costs and dates would thereby be determined on request
and dependent on the number of delegates, the extent of the programme,
refreshments/meals, and where the programme is to be hosted.
34

Personal Financial Management
Duration: 2 days
Objectives:



Creating wealth



Being debt free



Becoming financially independent



The miracle of compound interest



The cost of borrowing money



Interest rates



Personal financial planning



Endowments



Unit trusts



Life assurance



Purchasing property



Wills and trusts



Health care



Investing in the stock market

Effective Use of Financial Calculator
Duration: 1 Day
This unique one-day seminar provides learners with a practical understanding of
how to calculate interest, future valuation, amortization, cash flow, loans and
mortgages, leases etc.
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Financial Literacy
Duration: 2 Days
Objectives:


Understand the difference between Profit and Cash flow



Understand the Cash Conversion Cycle and Working Capital Management:



The process of going from Cash back to Cash



Managing cash and maintain a bank account



Purchasing and managing stock



Negotiating discounts with suppliers



Managing Debtors



Managing Creditors

Cost Management
Duration: 2 Days
Objectives:



The principles of cost management



The challenges of costing in a service based business versus a product based



business



Absorption of overheads in a manufacturing environment



Different costing methodologies





Traditional costing



Variable costing



Standard costing



Activity based costing.

Pricing



Target pricing



Mark ups



Pricing policies and methods.
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Public Sector Financial Management
Duration: 2-3 Days
Objectives:



Financial accounting and management accounting



Balance sheets



Income statements



The importance of cash flow



Profit and loss account



The importance of profit versus loss



Profit margins



Costing decisions and pricing



Investment appraisal



Asset turnover



Return on capital employed



Financial calculations



Financial ratios and trends



Improving financial performance

Beneficiary/Borrower Education
Duration: 1-2 Days
Objectives:

 Home Ownership
 How does interest work
 Grants and Grant systems
 Money Management
 Loans and Borrowing money
 Servicing Debt
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Insurance and Assurance
Contracts and Paperwork
National Credit Act (NCA)
Buying vs. Renting (Costs of owners)
Roles and Responsibilities
Community Engagement

SHORT COURSES: REAL ESTATE

Specialist provider in short course
property programmes covering all
aspects of

Real Estate
Public Programmes
In-house Courses
Private and Public
Sector Courses
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WHO SHOULD ATTEND
The course is designed for property
investors, estate agents, principals
and commercial brokers

Commercial
Property Practice

ASSESSMENT
Examination

(CPP)

CERTIFICATION
Commercial Property Practice (CPP)
Programme
PROGRAMME DURATION
6 days (non-consecutive)

Module 2: Property and Contract
law, Financial Calculations, Cash Flows
and Valuations (3 days)

Module 1: Property Environment,
Taxation and Ownership (3 days)
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Advanced
Programme

WHO SHOULD ATTEND
The course is designed for
developers, investors, project
and finance managers.

PROFESSIONAL
PROPERTY
DEVELOPMENT
(PPD)

ASSESSMENT
Examination and group
presentation.
CERTIFICATION
Professional Property Development (PPD) Programme
PROGRAMME DURATION
11 days (non-consecutive)
4 modules run over 4 months

This course will also ensure that delegates understand the fundamental principles
of property development. Delegates will learn how to acquire the right property,
how to finance the purchase and subsequent development as well as dealing with
the professional team until completion of the project.
After completing the course, delegates will be able to:
 Apply the principles of financial mathematics to a property investment
 Apply the principles of town planning to undertake and complete a feasibility
study
 Apply the principles of property taxation to a property investment
 Calculate the cash flow from a property investment
 Explain the various ownership structures that can be utilised when investing
in property
 Determine the advantages and disadvantages of each ownership structure
when planning a property investment strategy
 Calculate the various property benchmarks
 Undertake the valuation of various types of properties
 Understand the development process
 What the financial institutions look for in a good application for credit
 How to deal with the professional team when undertaking a development.
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Module 1: Property Environment, Taxation and
Ownership (3 days)

Module 2: Planning your
development (3 days)

 The current property environment and property
economics
 Introduction to feasibility studies
 The principles of town planning, zoning and regulations
 Ensuring that property purchases are tax efficient
 The principles of property tax, including various
capital allowances
 The capital versus revenue debate
 The Natal Estate case
 The Elandsheuwel disaster
 Transfer duty and VAT, do I ever pay both?
 Various ownership structures including Trusts
and their use in the property environment
 Determining which structure to be used when
investing in property
 Important provisions of the Companies Act impacting upon property owning companies

 Overview of the development
process

Module 3: Property and Contract law,
Financial Calculations, cash flows and
valuations (3 days)
 Understand the law of immovable property
 Understand the principles of contract law as
it relates to property
 Special contracts of sale and lease
 Effective use of a financial calculator
 The property cash flow
 Property investment benchmarks
 Valuation methodologies applied to
different property types
 The principles of financial mathematics applied to a property investment
 Ensuring that you use gearing to your
advantage
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 Identifying the right piece of land
 What type of development should I
develop?

 Your property development
strategy
 Building new versus redeveloping
an existing property
 Market research
 Advanced feasibility study
 Using spreadsheets in your
feasibility studies
 Dealing with the professionals
 How to appoint the correct team
 Environmental impact assessment

Module 4: Building Contracts, Financing your Development and Selling or
Letting your Development (2 days)
 Development planning issues
 Advantages and disadvantages of
different types of building contracts
 How to construct a good application
for finance
 Methods of procurement
 Construction
 Green developments
 Pricing the final product
 Valuing your development
 Marketing your development
 Dealing with estate agents

Advanced Programme

PROPERTY &
FACILITIES
MANAGEMENT
(PFM)
WHO SHOULD ATTEND
The course is designed for
Building Managers, Commercial
and Retail Property owners,
Managers and Brokers.

Module 1:
Role of Property Management and
Property Maintenance (2 days)

ASSESSMENT
Examination

Module 2:
Law of Lease and Tenant Relations (3 days)
Module 3:
Financial Management and Valuations (2 days)
Module 4:
Facilities Management (2 Days)

CERTIFICATION
Property & Facilities Management
(PFM) Programme
PROGRAMME DURATION
9 days (non-consecutive)

The purpose of this course is to offer
delegates a detailed knowledge of how to manage different types of properties effectively

and professionally, and ensure profit. Delegates will learn about the general principles of
facilities management, including: maintenance, security, occupation health and safety and
tenant related issues. The property manager ‘s role and a practical approach to financial
management and valuations will be provided. The significance of the property manager and
a practical approach to financial management and valuations will be explained.
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COMMERCIAL
INDUSTRIAL
BROKERAGE (CIB)
Advanced Course
WHO SHOULD ATTEND
For property professionals who
want to know more about commercial property sales and letting.
These are agents, principals,
brokers, managers, investors and
developers looking for a
commercial or industrial edge.

Module 1: Financial Risk and Leveraging (2 days)
 The time value of money
 Understanding the processes of discounting and
accumulation

ASSESSMENT
Assignment and Examination

 Attitudes towards risk in the real estate sector

CERTIFICATION
Commercial and Industrial Brokerage (CIB) Programme

 Financial risk and leveraging
 Measuring the impact of leveraging
 Calculation of investment worth

PROGRAMME DURATION
4 days (2 + 2) over 2 months

 Real estate ratio analysis
 Time adjusted techniques
Module 2: Land, Location , Letting (2 days)
 Land utilisation and the value of location

 Risk adjusted discount rates

 Commercial property location decisions

 Letting and leasing of commercial and
Industrial space

 Industrial property location decisions
 Bid rent curves
 Real estate demand: Utility and
productivity, Functionalities, Networks,
Externalities
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Analysing the current market



Determining current rates and rental



Exposing the product to the market

WHO SHOULD ATTEND
Managing agents, estate
agents, portfolio managers,
administrators, developers,
trustees and investors .

SECTIONAL
TITLE
MANAGEMENT

ASSESSMENT
Assignment and Examination

(STM)

CERTIFICATION
Sectional Title Management
(STM) Programme

Advanced Course

PROGRAMME DURATION
6 days (3 + 3) over 2 months

Module 2: Marketing of Sectional Title
 Sectional Title sales agreements
 Compulsory & advisable disclosures
 Management rules
 Conduct rules versus house rules
 Meetings, resolutions & voting
 Rights and responsibilities of owners
 Can the trustees exclude estate agents
from Marketing in a particular complex?
 Obligations of agents when marketing a
sectional title unit
 Alterations and extensions
 Body corporate decisions after the sale
but before transfer

Module 1: Sectional Title Law and
Legislation
 Principles and concepts of Sectional Titles
 Understanding the new Sectional Title
Scheme Management Act
 Understanding the Community Schemes
Ombudsman Act
 Participation quotas & nominated values
 Exclusive use areas versus allocated areas
 Understanding how levies are calculated
 Educating buyers - Overcoming the levy
objection
 The importance of the Property Rates Act

Module 3: The Body Corporate
 The powers of the body corporate
 The role of the Trustees
 Duties of owners
 Dispute resolution
 Case studies and role plays
 Holding the trustee meetings
 Preparing for the AGM and SGM
 Issuing levy clearance certificates
 Arbitration

Module 4: Sectional Title Financial
Management
 Obligations of the body corporate and
the trustees with regard to the body
corporate’s levy money
 Collection of levies
 Drawing up the annual income and
expenditure for the body corporate
 Ensuring that the budget is adopted at
the AGM
 Debt collection
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LAWS OF LEASING
AND LETTING (LLL)
WHO SHOULD ATTEND
For Residential and Commercial agents, owners,
investors and managers.
ASSESSMENT
Assignment

Topics include:

CERTIFICATION
Laws of Leasing and Letting (LLL)
Programme

PROGRAMME DURATION
3 days (consecutive)



Legislation and Laws of Contract



Lease Agreements



The Rental Housing Act



The Rental Housing Tribunal
- Powers and Duties

USE OF
FINANCIAL
CALCULATOR
Topics Include:
 Financial risk and leveraging

1 Day workshop

 Measuring the impact of leveraging

* Included as part of CPP, PPD and
PFM programmes or stand alone.

 Calculation of investment worth
 Real estate ratio analysis
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ADMISSION PROCEDURE
For a learner to be accepted for registration with CPMD for certain qualifications,
they are required to:



Be in possession of a Grade 12, Senior Certificate or an equivalent.



The Certificate must include a pass in two of the official languages, one being
English as well as a pass in mathematics or mathematical literacy (depending on
the programme).



Be over the age of 18 or have written consent from a guardian.



For the FETC: Real Estate, it is highly recommended that the learner has access
to an estate agency or developer.



CPMD must be notified in advance of any special dietary requirements
(depending on the programme).



CPMD must be notified of any special needs or disabilities prior to registration
to establish if CPMD has the capacity to address this need.

Procedure to register:
a. To register, the learner must complete the relevant enrolment form and submit
within a minimum of 14 days prior to the programme commencing.
b. Enrolment forms will be accepted via fax, email (hard copy to be brought on
commencement of the programme) post or hand delivery.
c. A copy of your ID must be attached to the registration form.
On the day of orientation, learners are required to complete a learning contract and
letter of commitment. The learner will receive an orientation guide detailing lecture
dates, assessment processes, assessment plan
LANGUAGE AND MODE OF DELIVERY

Programmes are generally conducted in English. Requests for other SA national languages will be met, provided there are trainers available with sufficient knowledge
and expertise on the subjects taught as well as sufficient learner numbers to constitute a class.
CPMD uses the direct contact method of instruction, therefore learners will be
required to attend lectures as per the specified timetable in the respective orientation guide.
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FINANCIAL AID AND PROVIDER SUPPORT
CPMD is not a financial services provider and is therefore not able to offer financial
aid to learners. CPMD does however offer payment terms for learners to assist with
the financial burden of their studies.
In order to offer a comprehensive quality service, offering a commitment to learners, in line with organisation goals and objectives, it is CPMD's policy to strive to accommodate special needs of learners wherever possible and/or financially viable.
Our commitment to learners is of primary importance to CPMD's business.

As CPMD's programmes are often need driven, programmes are specifically designed in line with learners' requirements. Feedback from learners is always considered and used to amend programmes to make them more suitable for future learners.
Physically disabled learners: Lecture venues, offices, and canteen are all located on
one level, however a wheelchair friendly toilet is unavailable. CPMD is willing to outsource a wheelchair friendly venue to conduct classes, if the need arises. Classrooms
can accommodate wheelchairs; and visually impaired learners will be accommodated in the front row, to ensure projected and other presentations are visible.
Accommodating learners with special needs: Keeping in line with its flexible approach, CPMD has and will adapt the training of its programmes to benefit learners
with special needs, on demand, if and where possible and/or viable. Revision programmes are offered as and when required and are dependent on the programme.
Facilitators are required to give additional assistance to learners with special needs.
In certain circumstances (illnesses or disabilities) learners with special needs are also
given the opportunity to re-sit the programme and/or exam at a later date without
further cost implications for that learner. This is determined on a case by case basis.

Adaptation of course content: Certain course content can be adapted to cater for
illiterate or semi-literate learners. Likewise, in some instances deaf or blind learners
may also be accommodated, providing the adaptation is physically possible and financially viable for the college.
Additional tuition: such as writing skills, may be offered to assist an individual or
group of learners who do not have such skills, to aid them in successfully completing
the other programmes they have registered for and/or to assist them in their advancement in the workplace. As a specialist is often called in for this type of tuition,
an additional fee is usually charged.
Supplementary Examinations: Any learner or learner that does not obtain the requisite competency levels will be given the opportunity to re-sit/re-submit the assessment in-line with the assessment plan. CPMD allows for 2 additional opportunities
after which the learner is encouraged to seek alternate career choices.
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TERMS AND CONDITIONS OF ENROLMENT FOR PUBLIC PROGRAMMES
1.

2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

14.
15.
16.

Individual learners are required to fill in the registration form, available online,
electronically or by fax, to reserve a place on ANY of CPMD’s public courses.
This rule also applies to companies sending more than one learner on any
course. Even if a bulk payment has or will be made, a separate form for each
learner is required.
Tax invoices will be issued by CPMD on request.
Under no circumstances will learners be able to attend ANY of CPMD’s public
courses unless payment is received prior to course commencement, i.e. by
close of business the previous day.
CPMD is registered for VAT, therefore all prices quoted are inclusive of VAT
unless otherwise stated.
In order to verify payment, a copy of the direct deposit slip or electronic payment slip must be faxed through to CPMD prior to course commencement.
Learners will be allowed to pay by cheque or cash during registration on the
first day the course commences only by special arrangement with CPMD.
A learner’s place will only be confirmed for the course registered, on receipt of
payment in full or the deposit required, depending upon which course the
learner has registered for.
A refund of 75% of course fees paid by the learner will be given if attendance at
the course is cancelled at least 15 working days prior to the course commencing.
A refund of 50% of course fees paid by the learner will be given if attendance at
the course is cancelled at least 5 working days prior to the course commencing.
A learner is responsible for the full course fee once the course has commenced.
Under no circumstances will a refund be given to a learner, for any monies
paid, once a course has commenced.
CPMD reserves the right to cancel any programme. Should it become necessary
to do so, then learners will be given a full refund.
Invoices for course fees not paid by the due date will attract interest at the rate
of 15.5% per annum compounded monthly a temporae mora.
The learner agrees that should legal proceedings be instituted for the recovery
of any amount outstanding, the learner will pay all costs of the proceedings
incurred by CPMD including but not limited to all legal fees on an attorney and
own client basis.
The learner consents in terms of Section 45 of the Magistrates Court Act of
1944 to the jurisdiction of any Magistrates Court having jurisdiction over the
learner.
Attendance on the short course programmes only, may be postponed if CPMD
is notified at least 24 hours prior to the relevant course commencing.
Requests for refunds and postponements of courses that do not fall within
CPMD’s policy outlined in Clauses 8 to 11 above will be at the sole discretion
of CPMD’s management.
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18. Professional fees may in certain instances be included in the course fees and
will be paid for by CPMD on behalf of the learner. It is however the learners
responsibility to ensure that the professional fees are paid timeously and that
the learner is registered with the relevant body.
19. Most of CPMD’s public courses are conducted at CPMD’s premises. However,
course venues may be subject to change. Learners will be notified timeously.
20. While CPMD will endeavour to ensure the safety of learners’ property and
their health and well-being while attending any one of its courses, CPMD will
not be held liable for any loss or damage to personal belongings and the health
and safety of learners caused by any reason whatsoever, including but not limited to, the negligence or omission of any of CPMD’s owners, management,
employees or its agents.
21. Beverages and lunch are provided where applicable. It is the learner’s responsibility to bring any special dietary requirements to the attention of CPMD on
registration.
22. Learners may enquire about bulk booking discounts. Bulk booking discounts
will usually be given to organizations that send 5 or more learners on any one
particular course on any one particular date; or one learner attending four or
more courses within a 12-month cycle.
23. CPMD will not provide any training material to a learner prior to the course
commencing. Relevant material is provided on the day the course / module
commences. Material cannot be bought independent of the course / module
concerned, attendance is required in order to receive training material.
These terms and conditions are subject to change without prior notice.
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Meetings, Computer Centre, Conferences, Training,
Team Building, Corporate Functions, Facilitation

Affordable Daily, Weekly or Monthly Venues for Hire In the heart of Norwood and Central to Greater Johannesburg.

info@samzohouse.co.za o Tel: (011) 728-7225
Samzo House - Home of CPMD
103 William Road, Norwood, 2192
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CONTACT US
Tel: (011) 728-7225
Fax: (011) 728-7228
Email: info@cpmd.co.za
Samzo House, 103 William Road, Norwood 2192
Postnet Suite 205, Private Bag X5 Norwood 2117
For more information about our programmes, short courses and workshops, visit our

website at www.cpmd.co.za

@ CPMD_SA

cpmd.norwood
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