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Welcome to the Debtorwise Foundation Telephonic Financial Management Course. 
 

This workbook is your guide to help you through the course as you listen to the 
different sections over the phone.  Each section has a brief overview of the 
topic, an activity, a summary and a short quiz at the end. 
 
         We hope you enjoy the ǇǊƻƎǊŀƳΣ ǎƻ ƭŜǘΩǎ D9¢ {¢!w¢95Η   

 
 

 
Instructions for Using the Telephonic Course 
 
      You will call the following toll-free phone number:   1-800-849-3036. 
 
 
You will be connected to one of our counselors who will take down your personal and payment 
information and register you for the course.   
 
DebtorWise registration required information includes the following.  Please write down the 
information requested so you have it on record. 

¶ First Name  ____________________________________ 

¶ Last Name  ____________________________________ 

¶ Email   ____________________________________ 

¶ Username  ____________________________________ 
Á (makeup something up with at least 8 characters, including 1 number) 

¶ Password  ____________________________________ 
Á (makeup something up with at least 8 characters, including 1 number) 

 

¶ Last 4 digits of your Social Security number (this if for verification purposes ς be rest assured, 
your personal information is securely protected by DebtorWise) _______ 
 

¶ Judicial District ______________________________________ 

¶ Attorney Law Firm ___________________________________ 

¶ Bankruptcy Case ID Number  ___________________________ (preferably in XX-XXXXX format) 

 

You will need a bankruptcy case ID number to proceed with the DebtorWise Financial 
Management course.  You receive this number after having completed a pre-filing credit 
counseling course. If you have not already done this then you need to do that first.  Call us at (800) 
849-3036 if you have questions or concerns about this. 
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The counselor will then take down your payment information; you can pay by credit card, bank check or 
money order.   I am paying by: 
 
_____ Credit Card (you will need your credit card number, CVV code, expiration date, and name on card) 
 
_____ Checking Account (you will need your account number and bank routing number) 
 
_____ Money order:  Mail to Debtorwise Foundation, 14 Austin Park, Suite 100, Pittsford, NY 14534 
 
 
Certificate Delivery Methods 
 
_____ My personal Email  ________________________________________ 
_____ My personal Fax ___________________________________________ 
_____ My personal mailing address _________________________________ 
ψψψψψ aȅ ŀǘǘƻǊƴŜȅΩǎ 9Ƴŀƛƭ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 
_____ aȅ ŀǘǘƻǊƴŜȅΩǎ CŀȄ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 
 
Marital Status _______________ (Single or Joint Filer) 
 
If Joint filer: 
 
Spouse First Name _______________________________________________ 
Spouse Last Name _______________________________________________ 
Last 4 digits of SS number (spouse) _____________ 
 
 

During registration, the DebtorWise agent will inform you of your Client application ID. This 4 
digit code is required to enter the second part of the course and to re-enter the course if you 
ŘƻƴΩǘ ŦƛƴƛǎƘ ǘƘŜ ŎƻǳǊǎŜ ƛƴ ƻƴŜ ǎƛǘǘƛƴƎ. Please write down this number here so you have for your 
records: 

 
Client Application ID  _____________ 
 
After you are registered you will be transferred to the telephonic course.  You will enter #1 for English 
and #2 for Spanish. Then, you will enter your client ID#, a 4 digit code provided during registration, and 
hit the pound key (#).  
 
Next, you will have to enter your last four digits of your social security number and press #. If you are 
taking the course with a spouse (joint filer), the social security number of you and your spouse must be 
entered.  
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Listen to the information in each section. After each section is completed, you will be given an access 
code, a three digit number, such as 123.  You will need to write down these numbers.   Follow along with 
this workbook and take the short quiz at the end of each section. 
 
At the end of the course there will be a brief evaluation set of questions.  You can answer each question 
by entering #1 for agree, and #2 for disagree. 
 
Course Overview 
 
In this course you will study the basics of money management for your household.  This will help you to 

stay in good financial shape in the future.  The topics that will be covered include: 

1. Achieving Your Goals   
2. The Art of Budgeting   
3. Decision Making Skills   
4. Managing Financial Records   
5. Manage Risk with Insurance   
6. Stashing Your Cash    
7. Basics of Credit     
8. Using Credit Wisely    
9. Protecting Your Good Credit   
10. Protecting Consumer Rights    

 
At the beginning of the course you will find a 16 question pre-test. The pre-test is to see what your 
current personal finance knowledge and this can be compared to the final assessment at the end of the 
course to see how your knowledge of consumer finance has increased.  You will not be graded on any of 
the tests. They are included as a learning tool to reinforce key concepts throughout the course.  Please 
note that the answers are also included at the end of each assessment to check your answers.   
 
Each section contains an activity to reinforce what you are learning. 
 

After you complete each section, you will need to write down your three-digit access code and 
enter into the phone system to proceed to the next section.    
 

 
How Do I Get My Certificate? 
 
After you have completed all sections of the telephonic course, our certified staff will fill out the 
necessary forms for you to receive your certificate.   Depending on how you requested your certificate 
to be delivered, it will be either sent to your email address, your mailing address, or your fax number as 
ǿŜƭƭ ŀǎ ȅƻǳǊ ŀǘǘƻǊƴŜȅΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ŀƴŘκƻǊ ŀǘǘƻǊƴŜȅΩǎ ŦŀȄ ƴǳƳōŜǊΦ   
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PRE-ASSESSMENT QUIZ  
 

1.) What payment should be made first? 

a. Mortgage or Rent 

b. Credit Card Payment 

c. Car loan payment 

d. Utility payment  

2.) If you use a "debit" card, which immediately deducts each purchase from your bank account, you do not 

have to worry about paying high fees and finance charges due to overspending. 

a. True 

b. False 

3.) What percentage of your income should be your goal for monthly savings? 

a. 2% 

b. 5% 

c. 10% 

d. 20% 

4.) In general, which of these types of loans will offer the lowest annual percentage interest rate (APR)? 

a. Secured home mortgage loan 

b. Credit cards 

c. Payday loan 

d. Unsecured consumer loan 

5.) If you have a balance of $5,000 on your credit card and the interest rate is 19.9% APR, how long will it 

take to pay off the entire debt (assuming no additional charges) if you send the minimum payment on 

time every month? 

a. 10 years 

b. 15 years 

c. 20 years 

d. 25 years 

e. Over 30 years 

6.) ñPaying yourself firstò by contributing to a savings account every month is a useful plan for preparing 

for unexpected expenses. 

a. True 

b. False 

7.) The purpose of personal insurance is to reduce your risk of financial uncertainty.  Therefore, if you are 

very financially cautious, then you will want higher levels of insurance coverage. 

a. True 

b. False 

8.)   If you prove that your credit card was stolen, you do not have to pay for any fraudulent purchases. 

a. True 

b. False 

9.) Itôs important to classify your financial goals as short-, mid-, and long-term in order to make future 

adjustments in the funding of your personal priorities. 

a. True 

b. False 
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10.)  A good credit history will help you: 

a. Obtain a loan 

b. Obtain personal insurance 

c. Obtain a student loan 

d. Obtain a job 

e. All of the above 

11.)  Itôs the banksô job to make loans to people that can repay them.   So, you donôt have to worry about your 

ability to afford a loan as long as the bank approves it. 

a. True 

b. False 

12.)  The best way to improve your personal credit score is: 

a. Stop using credit cards 

b. Use a credit repair service 

c. Pay all bills on time 

d. Only borrow from friends and family 

e. Increase using credit cards 

f. All of the above 

13.)  If you stop making your loan payments, banks can file a complaint with the police and send you to jail. 

a. True 

b. False 

14.)  Consumer credit can be used to: 

a. Pay for Emergency Expenses 

b. Purchase a home 

c. Start a business 

d. Pay for education expenses 

e. All of the above 

15.)  The total cost of borrowing with credit cards includes: 

a. Interest (Annual Percentage Rate) 

b. Late payment fees 

c. Annual fees 

d. Over limit fees 

e. All of the above 

16.)  BONUS QUESTION 

What do Donald Trump, Willie Nelson, MC Hammer, Burt Reynolds, and La Toya Jackson all have in 

common? 

a. They are celebrities 

b. They have been on TV 

c. They have declared bankruptcy 

d. All of the above 

Answers to the Pre-Assessment Quiz; 

1) a  2) a  3) c  4) a  5) e  6) a  7) a  8) a  9) a  10) e  11) b  12) c  13) b  14) e  15) e  16)  d 
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Section 1: ACHIEVING YOUR GOALS       
 

Overview 
 
This section discusses how to approach and organize your financial affairs in order to achieve your 
financial goals.   Many personal goals may seem out-of-reach, such as saving for a down payment on a 
house or paying for college tuition.   Even so, with a realistic plan of action and careful budgeting, you 
will be surprised at how much easier your financial goals will be to achieve and with much less personal 
stressτtoo! 
 

¶ Identifying your goals is the first step in the process of achieving personal success.   

¶ Your goals should be easy to define, with results that can be observed and measured over a 
specific period of time. 

¶ Goals can be listed as      
ü Short-Term (within 1 year) -  such as auto repairs, purchase washer/dryer 
ü Mid-Term (within 2-5 years) - such as buying a car, pay off credit card debt 
ü Long-Term  (more than 5 years) - saving for college tuition, retirement 

 
Divide those long-term goals into mini-goals; for example, I will save $1,000 every year for my 
long-term goal of retiring 

 

¶ Goals should be prioritized ς some are urgent and need to be taken care of immediately, such as 
paying the electric bill, while  others are less urgent ς such as saving for a vacation.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As you can see from the chart, your financial goals range from paying your utility bills in 30 days 
to savings for retirement over 30 years.  It is important to list your goals by time frame so you 
can separate short, mid and long term goals.   
 

¶ Create a realistic Action Plan to achieve your goals. 

Access Code _____ 
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Activity 
Identify at least 6 personal financial goals 
List them as short term, midterm or long term 
Rank the most important goals first 
 

Short Term 
 

Midterm Long Term 

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

Write a short, reasonable action plan to achieve your goals.   
 

 

 
 
Summary 
 
ü Some goals are more important than others. 
ü Goals need to be divided into short-, mid- and long-term types. 
ü Taking small steps will start you on the path to reaching long-range goals. 
ü Develop a realistic action plan to achieve your goals.   
ü Define your goals so that the results can be observed and assessed. 
ü Classify your goals by order of importance, cost, and time frame. 
ü Not all goals are created equal! 
ü Develop a realistic action plan that can be modified according to your progress.  
ü Make sure that your goals are relevant to your current situation.  
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Achieving Your Goals Quiz: 

1.) (  T  ) (  F  )   Personal goals should be clearly defined and progress should be easy to 

measure. 

2.) (  T  ) (  F  )   It is better to stick to your plan of action, regardless of unexpected 

challenges, rather than change it over time.    

3.) (  T  ) (  F  )   Dividing long-term financial goals into several ñmini-goalsò may improve 

your success over time.     

4.) (  T  ) (  F  )   Setting small savings goals could result in much larger savings over time.   

5.) (  T  ) (  F  )   Financial problems are a personal embarrassment and you should not 

discuss them with family or friends.   

 

 

Answers: (1) True, (2) False, (3) True, (4) True, (5) False 
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SECTION 2: THE ART OF BUDGETING            
 
 

Overview 
 
This section ŘƛǎŎǳǎǎŜǎ ά¢ƘŜ !Ǌǘ ƻŦ .ǳŘƎŜǘƛƴƎέ ŀǎ ǘƘŜ ŦƻǳƴŘŀǘƛƻƴ ƻŦ ǎƻǳƴŘ ƳƻƴŜȅ ƳŀƴŀƎŜƳŜƴǘ ŀƴŘ 
establishing the roadmap for achieving household financial security.  Although devising a monthly 
spending plan is a central objective, the financial planning and accounting components offer a more 
comprehensive approach to developing and achieving realistic financial goals as your personal situation 
and household experiences continue to change.  
 
Lƴ ǘƻŘŀȅΩǎ ƳǳŎƘ ƳƻǊŜ ŘŜƳŀƴŘƛƴƎ ŜŎƻƴƻƳƛŎ ŜƴǾƛǊƻƴƳŜƴǘΣ ¢ƘŜ !Ǌǘ ƻŦ .ǳŘƎŜǘƛƴƎ ƘŀǎƴΩǘ ever been more 
important.  Households must simultaneously develop saving/investment strategies for financing home 
ownership, higher education for children, and a much longer period of retirement.  Furthermore, 
Americans must juggle wealth creating investment strategies with disciplined debt reduction plans while 
financially assisting older/infirm relatives and economically distressed children.   With these daunting 
ŎƘŀƭƭŜƴƎŜǎ ŀƘŜŀŘΣ ƭŜǘΩǎ ǇǊƻŎŜŜŘ ǿƛǘƘ ǘƘŜ ƳŜŎƘŀƴƛŎǎ ƻŦ ǘƘŜ ōǳŘƎŜǘƛƴƎ ǇǊƻŎŜǎǎΦ 
 

 
Budgeting is not hard.  It just requires some discipline in paying attention to your household 
finances.  And it reaps huge rewards.   A good budget will help you spend wisely, prepare for 
financial emergencies, save for the future, live within your means and avoid debt.   

 
Seven steps to the budgeting process: 

1) Set your financial goals 
2) Estimate your total household income 
3) Save three to six months of income for emergencies 
4) List your fixed expenses: housing, car payment, property tax 
5) List your variable expenses: utilities, food, medical 
6) Record your actual spending amounts 
7) Compare estimate to actual amounts 

 
Figure: Here are recommended 
proportions of budget expenses ς as you 
can see, housing comprises the largest 
segment of your budget at 30%. 
Transportation expenses comprise 
another 18% of the budget and so on.  
Use this recommendation as a 
benchmark as you develop your own 
budget. You may be slightly higher in 
certain areas based on your needs, in 
which case you will have to decrease 
your allocation in other categories. 
Remember, your savings should be the 
first priority at 10% of your net income.  

Access Code _____ 
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Activity: Develop your Budget  
 

(1) Calculate your Net Monthly Income - CƛǊǎǘΣ ƭŜǘΩǎ ŎŀƭŎǳƭŀǘŜ ƳƻƴǘƘƭȅ ƴŜǘ ƛƴŎƻƳŜΦ {ƛƴŎŜ Ƴƻǎǘ 
people receive their paychecks on a weekly basis, our example is based on that. Suppose weekly 
take home pay is $685 (before tax deductions).   Now, you have to subtract the weekly federal, 
state taxes and FICA total of $131.28 for after-tax, weekly income of $553.72.  Then, multiply 
the after-tax weekly income ($553.72) by 52 weeks for annual net income of $28,793.44.   If you 
divide by 12 months, the net monthly income is $2,399.45. 

 
(2) Compile your monthly household expenses ς use the following chart to help you list your 

household expenses.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(3) Calculating Monthly Budget Balance ς Subtract the monthly household expenses from your net 
monthly income to get your budget balance. If your balance is positive, then you have a budget 
surplus and you can increase money ŦƻǊ ǎŀǾƛƴƎǎ ŀƴŘ ŀ άŎŀǎƘ ŎǳǎƘƛƻƴέ ŦƻǊ ǳƴŜȄǇŜŎǘŜŘ ŜȄǇŜƴǎŜǎΦ  
If your balance is negative, you have a budget deficit. This means you a spending more per 
month than you are making ς thus, the next step is locating areas to decrease expenses or 
possibly find additional sources of income. 
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Summary 

Plan it, Track it, and Dissect it.  
ü The budget process is a continuous review of household spending, saving, and financial 

planning. 
ü Increasing your savings is the key to financial security.  
ü Track your income and expenses to monitor financial progress.  

Recommended Budget Guidelines  
ü Make sure that estimated budget expenses are compared with actual expenditures. 
ü Regularly develop new financial plans that reflect changes in your household resources 

and family responsibilities. 
  
 
This module discussed the key steps of the budget planning process, how to create a detailed household 
budget, and the importance of sticking to a budget in order to increase your savings and future financial 
security.   Although devising a monthly spending plan is a central objective, the financial planning and 
accounting components offer a more comprehensive approach to developing and achieving realistic 
financial goals as your personal situation and household experiences continue to change. 
 
 
 
 

 

 

The Art of Budgeting Quiz   

1.) (  T  ) (  F  )   Without a detailed budget, that lists household income and expenses, it 

is difficult to make long-term financial plans. 

2.) (  T  ) (  F  )   It is important to calculate the ñnetò household income for your budget 

because it will vary due to a variety of factors including federal and state taxes as well 

as family size and home ownership. 

3.) (  T  ) (  F  )   If utility bills were unexpectedly low during the winter months, you can 

spend more on clothes since the money was already budgeted. 

4.) (  T  ) (  F  )   Saving is a luxury for most people and should be listed as a variable 

expense in case there is money left over after paying monthly household expenses. 

5.) (  T  ) (  F  )   Auto repair bills are a periodic expense because it is hard to predict 

when they will occur and how much they will cost. 

Answers: (1) True, (2) True, (3) False, (4) False, (5) True 

  



Telephonic Workbook 
 

DebtorWise Foundation 
Page 14 

 

 
SECTION 3: DECISION MAKING SKILLS   

 
 

 
Overview 
 
This section discusses the importance of decision-ƳŀƪƛƴƎ ǎƪƛƭƭǎΦ  {ǘƛŎƪƛƴƎ ǘƻ ȅƻǳǊ ōǳŘƎŜǘ ƻŦ άƴŜŜŘǎΣέ 
ŀǾƻƛŘƛƴƎ ƛƳǇǳƭǎƛǾŜ ǇǳǊŎƘŀǎŜǎ ƻŦ άŘŜǎƛǊŜǎΣέ ǊŜǎƛǎǘƛƴƎ ŘŜǇŜƴŘŜƴŎŜ ƻƴ άŜŀǎȅέ ŎǊŜŘƛǘΣ ŀƴŘ ƛƴŎǊŜŀǎƛƴƎ ȅƻǳǊ 
household savings are all important factors in improving your decision-making skills.   Even so, we all 
face difficulties when it comes to household finances as powerful social influences discourage saving 
while they encourage immediate gratification.   These factors cannot be ignored as they are part of our 
daily lives.    
 
Fortunately, recent advances in information technology and greater access to the internet have greatly 
improved the efficiency of comparison shopping and finding lower cost options.   With these new 
comparison shopping websites, families can not onlȅ ǊŜŘǳŎŜ ǘƘŜƛǊ ŜȄǇŜƴǎŜǎ ŦƻǊ άƴŜŜŘǎέ ōǳǘ ƻŦǘŜƴ 
ǎǳōǎǘƛǘǳǘŜ ƘƛƎƘŜǊ ǉǳŀƭƛǘȅ άǿŀƴǘǎέ ŀƴŘ ŘŜǎƛǊŜǎ ŦƻǊ ǎƛƳƛƭŀǊ ǇǊƛŎŜǎΦ  ¢Ƙƛǎ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ƳƻǊŜ ŎŀǊŜŦǳƭƭȅ Ǉƭŀƴ 
your household expenditures and improve your ability to save and invest for future economic security. 
 
Key Concepts 
 
ü Financial decision making is influenced by a bewildering variety of economic, personal and social 

factors. With greater access to easy credit, personal and social issues have tended to outweigh 
economic factors, resulting in increased impulsive spending along with higher levels of 
consumer debt. 
 
ü Paying with cash will help you avoid impulse purchases 

 
ü Buy Now-Pay Later, No Money Down, Rebates, Limited Time Offers ς all these are the recipe for 

financial disaster if you become credit dependent. 
 
ü Learn to tell the difference between Needs, Wants and Desires.   

Á Needs ς Necessities for living 
Á Wants ς Upgrades that you like 
Á Desires ς Luxuries for special occasions 

 
ü 5ƻƴΩǘ ƻǾŜǊŜǎǘƛƳŀǘŜ ȅƻǳǊ ōǳȅƛƴƎ ǇƻǿŜǊ ς calculate what your needs will cost first 

 
 
 
 

Access Code _____ 
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Activity 

 
Checking Your Priorities 
[ƛǎǘ ǎƻƳŜ ƻŦ ȅƻǳǊ ǊŜŎŜƴǘ ǇǳǊŎƘŀǎŜǎ ŀǎ άbŜŜŘǎέΣ ά²ŀƴǘǎέ ƻǊ ά5ŜǎƛǊŜǎέ 
 

 
NEEDS 

 
WANTS 

 
DESIRES 
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Summary 
 
ü The most important spending decision is to pay yourself first and set-up an emergency fund. 

ü Paying with plastic rather than cash is more likely to result in impulsive purchases. 

ü Make sure that you can afford your ñneedsò before spending on ñwantsò and ñdesires.ò 

ü The internet offers a fast and efficient method for comparison shopping for nearly all purchases. 

ü Consider economic factors before personal preferences when making spending decisions. 

 

 

This section discussed the importance of financial decision-making skills.    Financial decision-making is 

the process of assessing a wide range of economic, personal, and social factors.  With the rise of easy 

credit, personal and social influences have tended to outweigh economic factors with the result that 

impulsive spending has grown along with rising levels of consumer debt.  This has led to greater 

confusion over the definition of ñneedsò and the affordability of ñwantsò and ñdesires.ò  Fortunately, 

recent advances in information technology and greater access to the internet have dramatically improved 

the efficiency of comparison shopping.   Families can not only reduce their expenses for ñneedsò but often 

substitute higher quality ñwantsò and desires for the same price. 

 

 

 

 

 

Decision Making Skills Quiz:  

1.) (  T  ) (  F  )   The decision to save 10% of monthly income for your emergency fund is a 

practical ñneedò because it is crucial to your familyôs financial security.  

2.) (  T  ) (  F  )   The best way to ñcomparison shopò is to wait for sales and look for the 

largest discounts offered by retailers.  

3.) (  T  ) (  F  )   If you must use consumer credit to pay for ñwants,ò then you probably 

cannot not afford them at this time. 

4.) (  T  ) (  F  )   Internet comparison shopping sites offer a fast and efficient way to find the 

lowest prices for brand name products offered by thousands of different retailers. 

5.) (  T  ) (  F  )   Transportation to work is a ñneed,ò so it is fine to   buy an expensive car as 

long as you can afford the monthly payments. 

6.) (  T  ) (  F  )   If you make impulse purchases that are ñon sale,ò it is not a problem since 

you can return the items that you do not want or cannot afford. 

Answers: (1) True, (2) False, (3) True, (4) True, (5) False, (6) False 
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Section 4: MANAGING FINANCIAL RECORDS 
 
Overview 
 
This section discusses the basics of personal financial record keeping and why it is so important.   
Managing your personal financial information begins with ease of access and security.  How quickly can 
you get your financial information, is it secure from identity theft, and do you have an emergency back-
up system?  In other cases, it could be an issue of documentation.  If your house or apartment burns 
down, can you verify your losses with photographs or payment/ownership documents?   
 
Lastly, in reviewing your financial history, do you have accurate and adequate information for 
monitoring your financial activities?  Are your documents complete and sufficiently well-organized so 
that you can track your progress and make wise financial decisions in the future?  This includes simple 
tasks such as balancing your checkbook and carefully managing your personal cash flow.   Clearly, you 
Ŏŀƴƴƻǘ ŜȄǇŜŎǘ ǘƻ ƳŀƪŜ ŎƻƳǇƭŜȄ ŦƛƴŀƴŎƛŀƭ ŘŜŎƛǎƛƻƴǎ ƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀŎŎǳǊŀǘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǎǳŎh as your 
monthly discretionary income. 
 
 
 
Personal financial record keeping is vital 

¶ How quickly can you find your financial information? 

¶ Is it secure from identity theft? 

¶ Do you have documentation of personal property in case of fire/floor etc.? 

¶ Do you have a backup system? 
 

 
What and where are these important documents? 

 Birth certificates 
 Social Security Cards 
 Passports 
 Immigration papers 
 Marriage or divorce certificates 
 Wills, medical instructions 
 Life insurance policies 
 Titles to home, auto 
 Stocks, bonds 
 

 
ü Save your Federal and State Income Tax returns for up to 6 years 

 
ü How about your receipts and other records for annual taxes?  Are you organizing them 

before April 15th? 
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ü Ways to store records: 

Á File folders 
Á Computer software 
Á Email 

 
Keep a balanced checkbook.  If you use a debit card, be sure to record these charges as 
they are taken directly from your checking account.  

 
 
Example: Balancing your Checkbook 
 

 
 
In this example, a comparison of the 
checking account register and the 
monthly bank statement reveal a 
difference of $42.  In the bank 
statement, check 1206 is not listed, 
because it has not been paid.  As a 
result, the bank statement reports a 
balance of $726.67--$42 more than 
the checking account register.  
Remember to review your register 
to see if there are some old checks 
that have not yet been submitted to 
your bank for payment. 
 
 

 
Summary 
 
ü Accurate financial record keeping will help achieve your financial goals. 

ü Create a Master List of all your key documents. 

ü Keep original documents in secure location. 

ü Keep photos of all your valuable property. 

ü File all receipts for budget and income taxes. 

ü Record transactions daily to simplify your monthly account reconciliation.  

ü Balancing your checkbook is an essential first-step. 

 

This section discussed the importance of organizing your personal financial records.  Original documents 

should be stored in secure locations, photographs of all valuable property saved for insurance purposes, 

financial account statements and receipts need to be routinely filed, and a Master List of your personal 

documents and financial account information stored in secure yet easy to obtain locations.  Creating 

information files that can be retrieved over the internet offers instant access to your personal financial 

informationðwhere ever you are.   Lastly, balancing your check/debit account is an essential first step to 

gaining control over your personal budget and household finances.  It is an easy way to begin eliminating 

costly insufficient funds, overdraft, and late fees. 
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Managing Financial Records quiz:  

1.) (  T  ) (  F  )   In case the Internal Revenue Service (IRS) audits your tax returns, you 

should keep your income tax records for at least 6 years. 

2.) (  T  ) (  F  )   Save your canceled checks or digital copies because they provide proof of 

payment of a bill. 

3.) (  T  ) (  F  )   With a "debit" charge card, you do not have to worry about paying high 

finance and over limit fees due to overspending. 

4.) (  T  ) (  F  )   Itôs not important to reconcile your checking account with your monthly 

bank statement. 

5.) (  T  ) (  F  )   ATM fees are immediately deducted from your checking account and can 

result in ñreturnedò check or ñoverdraftò fees if not recorded. 

Answers: (1) True, (2) True, (3) False, (4) False, (5) True 
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SECTION 5: MANAGE RISK WITH INSURANCE   

 
 
Overview 
 
This section explains the main types of personal insurance that are most useful in your long-term 
strategy of managing financial risk: property, liability, health, life and disability.   These fundamental 
pillars of your financial life require insurance to protect your household assets from theft, destruction, 
or accidental damage, as well as to ensure that your family is adequately covered for health/medical 
treatments when the need arises. Ultimately, the amount of insurance that you need depends upon the 
risk that you are willing to take.  Even so, it is necessary to regularly review changes in your household 
so that your insurance coverage reflects new social and financial responsibilities such as marriage, 
children, and even rental properties.   
 
Managing your household risks is crucial to long-term planning.  Understanding risks and how to 
manage them will enable you to better protect yourself and your family from unexpected events and 
financial losses.  Furthermore, your risk management needs and strategies will change over the course 
of your life as you get married, have children, accumulate assets, and plan for retirement. 
 
 
Managing Your Household Risk  
Effective strategies include a combination of: 

ü Risk Avoidance such as stop smoking. 
ü Risk Reduction such as wearing seat belt.   
ü Risk Assumption such as self-insurance. 
ü Risk Shift such as purchasing health insurance. 

Needs change over time with marriage, children, changing health needs, asset growth, and retirement. 
ü Regularly review your household needs and role of insurance in minimizing current risk. 

 
 
Managing Your Risk: Basic Types of Insurance 
Basic types of insurance are designed to protect family members, personal property, and potential 
liabilities.  

ü Personal/Family: 
ü  Health, Life, Disability, long-term care 

ü Personal Property: 
ü Auto, Homeowner/Renter 

ü Personal Liability: 
ü Auto, Umbrella 
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Terms to Know 
 
ü Risk = Lack of predictability in the potential losses resulting from insured people or property. 
ü Insurance = pooling risk of many households for personal protection against possible financial 

loss. 
ü Policy = Contract between consumer and insurance company that explains rights, payoffs, 

responsibilities. 
ü Premium = fee paid by policyholder to insurance company for assuming specified financial risk.  
ü Deductible = amount the policyholder pays before an insurance claim is paid by the company.   
ü Liability Ґ ƭŜƎŀƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ŦƛƴŀƴŎƛŀƭ Ŏƻǎǘ ƻŦ ƻǘƘŜǊ ǇŜǊǎƻƴǎΩ ƭƻǎǎŜǎ ƻǊ ƛƴƧǳǊƛŜǎΦ 

 
 
 
Summary 
 

ü Insurance is part of a larger strategy of managing uncertainty and protecting your family 
and assets. 

ü Basic types of insurance are personal/family, property, and financial liability. 
ü Coordinating your different policies (auto, home, medical, life, and disability) ensures 

maximum coverage at lowest price. 
ü As your personal situation changesτjob, house, marriage, children, and retirement--it is 

important to routinely re-assess your insurance coverage. 
 
 
Adding insurance to your budget may seem like an added expense that is not worth obtaining. However, 
a certain level of insurance is critical to your planning ς for instance, even if you are a renter, you still 
need to protect your things from theft, waterΣ ƻǊ ŦƛǊŜ ŘŀƳŀƎŜΦ /ŀǊŜŦǳƭƭȅ ŎƻƴǎƛŘŜǊ ȅƻǳ ŀƴŘ ȅƻǳǊ ŦŀƳƛƭȅΩǎ 
needs before choosing or declining any options/policies ς ŜǾŜǊȅƻƴŜ ŘƻŜǎƴΩǘ ƴŜŜŘ ǘƻ ǎŀƳŜ ƭŜǾŜƭ ƻŦ 
protection ς a single person living in an apartment needs different insurance coverage than a family of 
five living in a house. Also, remember to reevaluate your needs regularly as needs change ς a new baby, 
a new job, a new house. They all need to be protected.  
 
 
This section explained why various forms of insurance are vital to protecting your household resources 
ŀƎŀƛƴǎǘ ŦƛƴŀƴŎƛŀƭ ǊƛǎƪΦ    {ƻƳŜ ǇŜƻǇƭŜ ŀǊŜ Ǌƛǎƪ άŀǾŜǊǎŜέ ŀƴŘ ƘŀǾŜ ƛƴǎǳǊŀƴŎŜ ǘƻ ǇǊƻǘŜŎǘ ǘƘŜƳ ŀƴŘ ǘƘŜƛǊ 
families against the unexpected in all aspects of their lives: property, liability, health/medical, life, and 
employment/disability.   Others are very risk άǘƻƭŜǊŀƴǘέ ŀƴŘ ƘŀǾŜ ǘƘŜ ƳƛƴƛƳǳƳ ǊŜǉǳƛǊŜŘ ƛƴǎǳǊŀƴŎŜ 
coverage.  Ultimately, how much insurance is enough is a personal decision and varies by household 
size, wealth, and personal/professional responsibilities.   Only you can determine the appropriate 
balance between cost-risk-reward in selecting coverage and level of benefits. 
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Managing Risk with Insurance Quiz: 

1.) (  T  ) (  F  )   If your state requires personal auto insurance, there is no need to pay for 

uninsured motorist insurance.    

2.) (  T  ) (  F  )   Comprehensive Major Medical insurance is desirable because of a very low 

deductible that covers most medical treatment expenses. 

3.) (  T  ) (  F  )   Homeowner insurance always pays for the inflation-adjusted value of house 

if it destroyed by a natural disaster. 

4.) (  T  ) (  F  )   Term life insurance is a relatively inexpensive way to protect your family 

from financial difficulties if you die. 

5.) (  T  ) (  F  )   As your household changes, such as marriage and children, it is important 

to re-assess your insurance coverage on a regular basis. 

Answers: (1) False, (2) True, (3) False, (4) True, (5) True 
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SECTION 6: STASHING YOUR CASH    

 
Overview 

 

This section explains the importance of savings in achieving your financial goals.  The focus of ñpaying 

yourself firstòðby beginning your budget with a specific amount of savingsðhelps you develop a 

realistic expense plan while saving money for an emergency fund.  By establishing a budget that satisfies 

your household ñneedsò while saving at least 10% of your income, you will be on track to pursue your 

financial goals and achieve financial securityðincluding the peace of mind that comes with an 

emergency savings account.    

 

Shockingly, few Americans have an emergency fund that can pay their expenses for at least three months.   

Rather than relying on high-cost credit cards for emergencies, you need to revise your budget, lower your 

expenses, and make sure to ñpay yourselfò firstðat least 10% of your income.  Today, saving for an 

emergency fund and long-term investments is essential for the financial well-being of you and your 

family. 

 

Impulse Spending or Saving Money: Why choose Saving? 

 

ü Safety Net for Emergencies 

ü Pay for Periodic Payments  

Á Home/Car Repairs, Appliances  

ü Achieve short and long term financial goals 

 

Why has an Emergency Fund? 

ü What ifé  

o Loss of take-home pay 

o Unemployment 

o Loss of overtime hours 

o Rising medical payments 

o Unexpected illness 

o Home Repairs (big ticket items, such as furnace) 

ü Building a cushion for these items is key to your financial future 

  

 

           Savings Tips: Learn to Maximize your Savings Potential 

 

ü Limit Frivolous Expenses 

Á dining out frequently  

ü Comparison Shop  

Á do your homework before making a purchase  

ü Cut Down On Energy Bills 

ü Direct Deposit  

Á % of paycheck goes directly into Savings Account  

ü On Time Bill Payment  

Á Reduce fees  

ü Unanticipated cash!  

Á Bank those gifts, raises, paid off loan payments 
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Activity  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

           *Solution on next page. 

 

 

 

Summary 

 

ü Pay Yourself First is the foundation of adjusting your expenditures to a specific level of saving. 

ü Financial Security is not how much money you make but how much you SAVE! 

ü Make sure that you have at least three months of household expenses for you ñCash Cushion.ò 

ü Social Pressure to spend and easy credit to buy make it difficult to resist accumulating debt.  

ü The power of compounding offers the highest returns and lowest risk to early investors 

 

Indeed, it is not how much money you earn but how much you save that is most important. Easy 

consumer credit and social pressure to spend make it difficult to resist the temptation to accumulate debt.  

Donôt forget to practice the tips introduced in this topic and seek other advice to reduce your expenditures 

and increase your savings.   Like sticking to a diet, it is important to plan your budget according to 

satisfying your needs before considering ñwantsò and ñdesires.ò  

 


