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Presenter
Presentation Notes
WELCOME AND INTRODUCTIONS Change jar: While waiting to begin, have participants write guesses on how much money is in instructor’s change jar (half sheet for Activity 5 provided—sheet will be collected later in seminar). Introductions: By CU rep/speaker Housekeeping items: Restroom location, refreshments. Format: Informal, interactive session. Q&A: Discussion and participation are a large part of the program. Activities: Encourage participants to complete activities after the session. Family involvement: Encourage participants to discuss the topic with family. Evaluations: (1) Self-evaluation form immediately after the session, and (2) Follow-up evaluation that will be mailed to participants in two to three months. Ask participants to return the evaluation in the self-addressed, postage-paid envelope.
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Seminar objectives…

 Understand steps to set up spending plan 

 Identify spending leaks

 Track spending, find ways to save

 Set short- and long-term financial goals

 Audit progress, revise goals

 Use financial tools to reach goals

Presenter
Presentation Notes
REVIEW BULLETS ON SLIDETELL AUDIENCE: Many of you may be doing some of these things, but most people haven’t mastered all of them. The goal of this seminar is to give you the tools to plan and manage your spending effectively. Remember: Establishing a plan before a financial crisis will put you in a better position to weather both major and minor setbacks, such as loss of job, medical emergency, or unexpected repair bills.
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Take the
One-Minute Financial Quiz

Where are you now?

Presenter
Presentation Notes
ACTIVITY 1: One-Minute Financial Quiz: Where Are You Now?NOTE TO INSTRUCTOR: Ask participants to take the quiz out of their packets and spend about one minute completing it. The quiz will not be collected so encourage complete honesty to yield the highest benefit.ASK AUDIENCE: Did you find areas in your financial life that need improvement? (Allow time for discussion)
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Ask yourself: Do you…

 Spend more than you make?

 Live beyond your means?

 Pay yourself last?

 Charge items instead of saving for them?

 Think about an emergency fund, but fail 
to have one?

 Spend uncontrollably?

Presenter
Presentation Notes
TELL AUDIENCE: These questions are intended to help you identify areas for improvement.NOTE: “Pay yourself first” means deciding on a certain percentage or dollar amount of savings to be taken out of your paycheck, before you spend it on something else. Some people wait until the end of the paycheck, determine if there’s anything left over, and apply that to savings, but that’s “pay yourself last,” which means you probably won’t be saving nearly enough to reach your financial goals.
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Benefits of managing money

 Free up time      Do things you enjoy

 Less stress             Better health

 Achieve goals             Satisfaction

 Greater control                Peace of mind

Presenter
Presentation Notes
TELL AUDIENCE: There are many benefits from managing your money.REVIEW ITEMS ON SLIDE Think about some of the more difficult times in your life:   --How did your financial situation affect that situation?   --Did it make it more stressful?   --What about the periods of time in which you felt like life was going�     well. How well were you in control of your finances at that time?� While money is not everything, the sense of financial control definitely gives you peace of mind and a positive outlook.
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Set SMART financial goals

Specific

Measurable

Adjustable

Realistic

Time-Oriented

Presenter
Presentation Notes
TELL AUDIENCE: To gain control of your finances, it’s important to set specific financial goals. But what does that mean? Here’s an example: If you simply say, “I need to pay off my credit card debt,” you’re less likely to reach your goal than if you use the SMART method and say, “I will pay off my credit card debt of $1,200 within 12 months by taking lunch to work instead of eating out, and drinking regular coffee instead of expensive latte daily. ” This is an example of a specific goal that is also measurable ($1,200), adjustable (you could drink regular coffee or generic soda, for example), realistic (within your budget), and time-oriented (within 12 months).NOTES TO INSTRUCTOR: Use white board or chalkboard to write this example:�   “Goal: Save $1,200 in one year to pay off credit card debt.” Ask audience: “How much is that a month?” (write $100/mo) Ask audience: “How much is that a week?” (write $25/week) Ask audience: “How much is that a day?” (write $3.57/day) Tell audience: For many people, it seems a lot easier to save $3.57 a day than $1,200 in a year, even though the dollar amount is about the same. The key is to break down your goal into the smallest piece possible, and use the SMART method.
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Set three types of goals:

Short-term
(within the next six months)

Intermediate-term
(within the next one to 
five years)

Long-term
(more than five years away)

Presenter
Presentation Notes
TELL AUDIENCE: Once you set your SMART financial goals, now break them down into short-, medium-, and long-term time frames. Your short-term time frame may be different from someone else’s short-term time frame. You decide on the length of these three time frames, but use the ones on the slide as a guide or starting point.ACTIVITY 2: My SMART Financial Goals Ask audience to spend about one minute writing at least one goal in detail, and finish the exercise at home.NOTE TO INSTRUCTOR:* As participants think about their own SMART goals, make sure they are being as specific as possible.
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Know the difference…

Budget … for short-term goals

Save … for medium-term goals

Invest … for long-term goals

Presenter
Presentation Notes
TELL AUDIENCE: Know the difference between budgeting, saving, and investing.REVIEW ITEMS ON SLIDE This seminar focuses on the short term: establishing a budget—or spending plan.
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Spending plan (Budget)

It’s a blueprint for your

day-to-day personal finances

It starts with two key 

components:
 Income

 Expenses

Presenter
Presentation Notes
TELL AUDIENCE: A spending plan is a simple, straightforward tool. Many people don’t take time to write down their plan for how they’re going to spend their income.  With no plan, money often seems to fly out the window.
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Spending plan

 Stay on track financially

 Decide where your money goes

 Make informed choices

 Determine whether you’re living 
within your means

 Develop a savings plan

 Control your financial future

It helps you . . .

Presenter
Presentation Notes
TELL AUDIENCE: A spending plan—or budget—helps you do several things. A budget is a road map that helps you figure out whether you’re going in the direction you want to go financially. It helps you make informed choices about where your money goes, leading to a more enriched life. It tells you whether you’re living within your means (that is, whether your income exceeds expenses). It helps you meet your savings goals and prepare for emergencies. Without a road map for managing your money, you lose control, have more stress, and are less likely to achieve your goals. With a road map, you control your financial future.
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Five steps to a
successful spending plan

1. List all income sources

2. Determine where your money goes 
--fixed and variable expenses

3. Balance income and expenses

4. Review income and expenses; communicate new 
spending plan

5. Manage your system

Presenter
Presentation Notes
TELL AUDIENCE: As you begin using your plan, be flexible. Make adjustments as you go along. It could take several attempts to determine the categories and amounts that work for your particular situation. The five steps to a successful spending plan are lisetd on the slide.REVIEW ITEMS ON SLIDE Now let’s look at each step in more detail so you get a clear picture of how to set up your own spending plan.
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Step 1: List all income sources

Paycheck Bonus

Dividends Gifts

Interest Child support/Alimony

Pension Earned income credit

Social Security Tax refund

Rental income Other

Presenter
Presentation Notes
TELL AUDIENCE: The first step is to list all your sources of income.�REVIEW ITEMS ON SLIDE To help you develop your own budget categories, there are many budget sheets on the Web, as well as a handy tool called “Budget Blueprint,” that’s part of this seminar. No matter what form you use, tailor it to your specific budget categories.HINTS: Find the form that looks and feels most comfortable for you. No one form is right for everyone. If you list gross wages (before taxes and deductions are taken out), then you need to list withholdings, too (Social Security, federal and state income taxes, insurance payments, and retirement contributions). If you list your net wages (take-home pay), you don’t need to list items withheld from your paycheck. It’s easier, but it doesn’t give you a clear picture of where all your money is going. Use a pencil! You’ll be making changes.
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Step 2: Determine monthly expenses

How do you spend money now?

 Fixed (mortgage, car payment)

 Flexible (food, clothes, utilities, gifts)

 Periodic (insurance, taxes)

Presenter
Presentation Notes
TELL AUDIENCE: The second step is to list all your expenses.REVIEW ITEMS ON SLIDEASK AUDIENCE: What are additional examples of fixed, flexible, and periodic expenses—not listed here—that are part of your budget?NOTE: If you’re on a budget plan with your utilities, you may consider utilities a fixed expense, but remember that you can implement many different energy-savings ideas throughout the year to cut those costs over time.
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Expenses…

Necessary: Basic needs: shelter, food, utilities, insurance, medical,  
debt payments, taxes

Discretionary: Not necessary for survival: vacations, 
entertaining, special clothing

Personal: Don’t have to account for every penny

Miscellaneous: Unplanned expenses; don’t use this 
as a catch-all category

Presenter
Presentation Notes
TELL AUDIENCE: You also can think of expenses in terms of these four categories:REVIEW CATEGORIES ON SLIDETELL AUDIENCE: Remember that a general miscellaneous category in your budget should not be a catch-all, because that would make it difficult to track exactly where your money goes. But if you use the miscellaneous category for unplanned expenses, you also should plan for the unexpected, and build in a reserve for when the refrigerator dies, the car needs repairs, and so on.  If miscellaneous expenses are more than 10% of your income, you may need to do a better job of tracking expenses. If you don’t use all the money allocated in miscellaneous, use the excess to pay off debt and to build savings.
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Methods to track spending

 Receipt method

 Envelope method

 Checkbook ledger

 Account book

 Computer program

Presenter
Presentation Notes
NOTE TO INSTRUCTOR: Take out props and use to explain different methods.�TELL AUDIENCE:Receipt method—  --If you don’t get a receipt, make one!  --If you lose receipts, tape an envelope to the refrigerator.  --Keep receipts for three months (ideally). Group them by �     category, add each category, divide by three, and that’s �     your average monthly expenditure on that category.�Envelope method—Use one of two ways:  (1) Write categories on envelopes and place receipts in them.  (2) Allocate cash into each envelope (not as safe).Checkbook & account book are self-explanatoryComputer program—(such as Quicken, Microsoft Money, or QuickBooks)  --Caution: You must have discipline and enter data regularly.
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Where does your money go?
The little things add up…

Presenter
Presentation Notes
TELL AUDIENCE: Once you start tracking, you’ll figure out where your money is really going. Then you can identify your spending leaks.ACTIVITY 3: Where Does Your Money Go?(Supply participants with calculators, if possible.)TELL AUDIENCE: Take “Where does your money go?” handout out of your packet and calculate what you spend on small purchases. Calculate the cost of cigarettes, soda, video rental, fast food, coffee, and so on, depending on where your money goes. Do a similar activity at home with family members, including the children. This activity will help identify “spending leaks” that may help you balance your budget.
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However you track, 
communicate!

Presenter
Presentation Notes
FAMILY COMMUNICATION TIPS:Meet regularly—don’t wait for problems to occur.Allow all members of the family to participate in the discussion. All of us—including children—are more satisfied with decisions we helped make.Clearly identify the problem:�--Is it overspending? �--Is one person a spender and another person a saver? �--Is there a problem with compulsive or impulsive shopping?�--Is there simply no plan?Listen to each family member; ask questions to clarify. Understand each person’s values/attitudes toward money.Don’t blame; use “I feel…” rather than “You don’t…”Be ready to compromise and negotiate. Consider a written contract to avoid misunderstandings.
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Step 3: Balance income & expenses

How does your cash flow?
Goal: Match income with expenses

If income > expenses, save more!
If expenses > income, make changes

Presenter
Presentation Notes
TELL AUDIENCE: The third step in developing an affective spending plan is to balance your income (what comes in), with your expenses (what goes out). These should be equal.REVIEW ITEMS ON SLIDE Once you start tracking where your money goes, you’ll get a sense of whether your’re “on track” and spending less than you earn. Matching income with expenses is the step that many people don’t make time for, but it’s important to do if you wish to make the most of your resources and achieve your goals. Based on this analysis, make adjustments as necessary to your spending and savings habits. Remember: Savings is an expense category. As you get expenses under control, and as income increases, put more money into some form of savings account. Note that some savings accounts earn more interest than others, depending on how much you have in the account, and how long you leave it there. For more information, talk to the people at your credit union about the kind of savings accounts that are right for you.
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Cash-flow statement
“Where did our money go last year?”

Money Coming In Money Going Out
Salary Food Transportation

Gifts Housing Taxes

Interest/Dividends Insurance Clothing

Alimony/Child Support Utilities Gifts

Sale of Investments Recreation Education

Capital Gains Savings Donations

Other Debt

Presenter
Presentation Notes
TELL AUDIENCE: An important financial tool is the cash-flow statement. It tells you where your money went last year. It forces you to look at the money coming in, and the money going out, and the two columns must be equal.  It’s important to match income with expenses.ACTIVITY 4: Cash-Flow Statement Have participants begin to identify budget categories that apply to their specific situations—cross off the ones they don’t use, and add ones that aren’t listed. An ideal time period for the work sheet is Jan. 1 to Dec. 31. Encourage participants to finish the “estimate” column of the work sheet at home.(See next slide for an example of a cash-flow statement.)
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Where did our money go?
(example)

Income Expenses
Salary $35,400 Taxes $8,296
Savings withdrawal              2,875 Mortgage 8,540

Tax refund 972 Groceries/eating out 5,060
Gifts 800 Miscellaneous 4,020
TOTAL INCOME $40,047 Medical 3,001

Clothing 2,070
Auto 2,190
Utilities 2,075
Home maintenance 1,758
Savings 1,200
Gifts 1,037
Insurance 800 
TOTAL EXPENSES: $40,047

Presenter
Presentation Notes
TELL AUDIENCE: This slide shows an example of a cash-flow statement.�IDENTIFY SOME ITEMS IN BOTH COLUMNS� By tracking where your money goes and comparing income with expenses, you can identify spending problems and make adjustments (either increase income or reduce expenses). NOTE: “Savings” is considered a regular expense here. Why? So you get into the habit of “paying yourself first,” rather than just saving what’s left after you pay all your bills. If you make saving—whether it’s $50 a month or $5 a month—an expense, you’re more likely to build a emergency fund you can use for when the refrigerator does or the car needs major repairs. Get into the habit of regularly saving part of each paycheck, and “pay yourself first!” NOTE: There are many other expenses that you can include on a cash-flow statement; the more detailed, the better. This is only a sample to get you started.HINT: If you don’t keep good records, you may have to estimate how much you spend in each category. Estimate expenses on the high side, and income on the low side—until you set up a tracking system that gives a more accurate picture.
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Step 4: Review & communicate

 Continue to track expenses
 Find places to save (spending leaks)
 Analyze and revise plan
 Does your plan fit with your goals?

Presenter
Presentation Notes
TELL AUDIENCE: Step 4 is to review and communicate your spending plan.�REVIEW ITEMS ON SLIDE� Remember that we’ve already talked about tracking methods (receipt method, envelope method, checkbook ledger, account book, and computer program).  After you find spending leaks, analyze your plan to see if your plan fits with your goals.ASK AUDIENCE: What are some examples of changes you can make if expenses exceed income? Possible answers: -- Eat less fast food	 	-- Drink less soda -- Get part-time job		-- Swap babysitting services -- Delay some purchases	-- Borrow books from library -- Raise insurance deductibles	-- Borrow videos from library -- Hold a garage sale		-- Brown-bag it	 -- Shop used-clothing stores	 
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Pitfalls that could destroy 
your spending plan

 Medical emergencies

 Holidays

 Vacations

 Repair bills

 Auto accidents

 Lack of emergency fund

Presenter
Presentation Notes
TELL AUDIENCE: As you review your spending plan, remember that there are many different situations—things we can plan for and things we cannot—that have the potential to affect our budget. This list represents just a few of the situations that can “throw a wrench” in our plan.REVIEW ITEMS ON SLIDE
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Examples that drain 
your budget dry

Parking tickets Unused phone services
Unread subscriptions Late fees
Unread newspapers Water left running
Ignored repairs Leaky faucets
Leftover food Lights left on
Quick car acceleration Impulse shopping
Air/moisture leaks Eating out frequently

Presenter
Presentation Notes
TELL AUDIENCE: On a smaller scale, here are day-to-day pitfalls that could drain your budget dry.NOTE TO INSTRUCTOR: Read a few of the items on the slide to generate discussion.ASK AUDIENCE: What are other examples that affect your budget?
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Practical money-saving tips…

 Pay down debt

 Refinance mortgage

 Bundle insurance with one company

 Shop around for insurance and credit

 Use credit cards wisely
--Only charge what you can pay in full
--Eliminate late payment fees; pay on time
--Understand terms and conditions of each card

Presenter
Presentation Notes
REVIEW ITEMS ON SLIDETELL AUDIENCE:In addition to the items on the slide, here are some hints to help you save money.HINTS:Pay off debt with the highest interest rate first, while making minimum payments on all others.Consider consolidating your debts. Only include debts with interest rates higher than the consolidation loan interest rate in your consolidation. Ask your credit union to “run the numbers” to determine whether refinancing—a mortgage or even an auto loan—makes sense for you.Call three insurance companies for quotes; make sure you compare apples with apples when comparing coverages.Shop for a credit card like you shop for anything else. Consider the annual fee, interest rate, grace period, cost of late fees and over-the-limit fees, and penalties such as whether the interest rate increases if you pay a bill late.
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More money-saving tips

 Send in rebates and use coupons
 Don’t go grocery shopping when …
 Call during off-peak hours
 Brown-bag it 
 Adjust thermostat/use ceiling fans
 Drive sensibly to save on gasoline
 Make saving a habit:

--Payroll direct deposit   --Holiday club account
--Save one year’s raise   --Automatic 
withdrawal

Click to view video

Presenter
Presentation Notes
TELL AUDIENCE: This slide lists even more money-saving tips.REVIEW ITEMS ON SLIDEASK AUDIENCE: What other tips can you share with the other participants?(Allow time for discussion.)
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Start a change jar!

Presenter
Presentation Notes
ACTIVITY #5:  Guess the Amount in the Change JarNOTE TO INSTRUCTOR: Gather sheets with guesstimates on them and announce the name of the person who guessed the closest to the actual amount in the change jar. Give prize(s) if desired. TIPS: If your change jar doesn’t seem to grow as fast as you would like, buy everything with bills and always get change. Then, every evening, deposit all your change into the change jar.  Some people designate change jar savings for specific daily expenses (for example, bus or train money, lunch money, or “fun” money), while others designate the change for larger goals such as a vacation fund.
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Use the “step-down” principle:
Spending is reduced in gradual stages

 Use staircase to show choices:
 Top of staircase: Most expensive
 Bottom of staircase: Least expensive

 Advantages:
 Increases awareness of spending habits
 Offers a variety of purchasing options
 Can be used for purchasing frequency 

Presenter
Presentation Notes
TELL AUDIENCE: One way to save money is to use the “step-down” principle. If you follow the step-down principle, you reduce spending in gradual stages rather than eliminating spending on an item completely. You can use this principle for many different kinds of household budget categories. Example: If you want to purchase clothing, think of the top rung of the stairs as a high-end department store. The next step down may be a discount store, the next step down may be a factory outlet, then a consignment store, and the bottom rung may be a thrift shop or flea market or garage sales. The more “steps down,” the greater the savings. Another use of the “step-down” principle is for frequency or amount of a purchase. For example, you may decide to dine out five times a month instead of 10. Or, you may “step down” by eliminating an appetizer, drink, and/or dessert when you eat out. This principle allows you to explore alternative ways to get more from the reduced amount of money you plan to spend.NOTE TO INSTRUCTOR: This principle was identified by Professor Alena Johnson, Utah State University.
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Resources for saving money

Choose to Save
choosetosave.org

Consumer Information Center
pueblo.gsa.gov/cic_text/money/66ways/

U.S. Department of Energy
energy.gov
fueleconomy.gov

Presenter
Presentation Notes
NOTE TO INSTRUCTOR: You may wish to print off home pages from these Web sites, or find other useful sites or resources.
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Step 5: Manage your system

 Track expenses regularly

 Pay bills regularly

 Balance checkbook monthly

 Review goals annually or 
after major life change

 Does spending plan fit with goals?

Presenter
Presentation Notes
TELL AUDIENCE: The fifth and final step in developing an effective spending plan is to commit to manage your system for the long term. The key to any successful spending plan is to get into the habit of managing a system that works for you.REVIEW BULLETS ON SLIDETELL AUDIENCE: As you can see, you need to start with the end in mind—always keep your goals in mind as you develop your road map for spending. 
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Develop your
personal action plan—now!

 Find spending leaks

 Set SMART financial goals

 Track spending

 Create spending plan

 Audit progress and adjust goals

 Review spending plan annually

How do you plan to…

Presenter
Presentation Notes
ACTIVITY #6: My Personal Action PlanTELL AUDIENCE: In closing, use Activity 6 to help you identify the action steps to get you started on your personal action plan. Find your spending leaks. Set SMART goals by making them specific, measurable, adjustable, realistic, and time-oriented.  Try several tracking methods and then use the one that works for you. Use spending plan work sheets and the cash-flow statement to help you reach your goals. Give yourself an annual checkup and make adjustments as necessary.
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Remember … your credit union can 
help you with all your financial challenges.

Presenter
Presentation Notes
TELL AUDIENCE: We will send you a follow-up evaluation in a few months. Please fill out the end-of-meeting evaluation before you leave.           THANK YOU!NOTE TO INSTRUCTOR: Stop with this slide. The next slide is for the benefit of the credit union.
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© 2005-2009 Credit Union National Association Inc., the trade association for credit unions in the U.S.

To order additional 
“Credit Union Seminars in a Box” topics:

Call 800-356-8010, press 3

For a list of available topics,
visit cuna.org and type 
“Member Seminar Kits”

in the search box.

Presenter
Presentation Notes
NOTE TO CREDIT UNION: Use the order form within the Seminars in a Box materials to reorder seminar handouts and statement stuffers.
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