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Notes on Records Management: For other coaches using Money Minder.

1.Try not to assume that individuals cannot or will not keep records. Instead
that they will act in their own best interests with a little guidance from you.

2. Be careful to separate the process of decision making and records from the
products and choices you are encouraging them to make.

3. That means diverting a few minutes to finding out what they are doing now.
What records do they keep? How regularly? How do they pay their bills?
Try to be non judgemental

4. Then introduce them to one or two forms that they might try in getting
organized. Be careful not to overload. The main point is to get started.

5. I think you will be flabbergasted at the response. Many people would like to
do a better job but don’t know how. They have catastrophic visions of the
time and effort involved. the only way to break through this barrier is step
by step.

6. If you will talk about records and financial information management as the
cornerstone of financial management,which it is, you will be amply
rewwarded by their appreciation and the time and hassle it saves all parties
concerned.

9. It helps if you have tried/used one or two of the formas and can say, “I use
this and it itis handy and a real time saver.”




»>INTRODUCTION







INTRODUCTION

Welcome to the world of MONEY MINDER. The word money is loaded with mixed
meanings and feelings about responsibility, tedious record-keeping, and the like. I created
MONEY MINDER because I enjoy having and spending money a lot more than I like
keeping track of it.

When I started to be serious about keeping track, I found the forms already available
had been developed with an ‘“‘accountant’’ mentality—that is, by people who like data
and can write neatly and consistently, using forms with small columns and lots of figures
on one sheet. In contrast, my normal handwriting is large, I make lots of mistakes in
working with numbers, and pages covered with data automatically depress me.

So, I designed my own system with five criteria in mind:

Simplicity—the simplest form that would provide the information needed
Clarity—easy to read, easy to understand

Time—the minimum number of repeated actions

Accuracy—the fewest possible transfers of numbers (less chance for mistakes)
Pay-off—the most useful, accessible records maintained with the least amount of effort.

I started by studying other forms and removing everything I did not consider essential.
It has taken me about five years of experimenting to develop the format you will be trying,
and it is still evolving.

Each MONEY MINDER form creates a framework. Most of them are pretty
straightforward. The sample sheets will show you how they might look when used. You
probably will not want or need to use all of them. Do not be afraid to skip all over the
place and play with the forms in any order you choose.

As you explore, think how you might customize your master forms so when you
reprint them they fit your needs even better: For example, a friend suggested that I
add the stock exchange symbol and certificate number to my stock form because she
holds stock in her own name. Since I do not, I left it off my form but left space so you
can add it to your master.

MONEY MINDER does not attempt to guide you in investment choices. There are
many professionals, books, courses, and personal mentors who can help you make good
choices. The forms simplify and clarify the process of tracking money. By doing a better
job of record-keeping, you will save time and frustration, and always know where you
are . As a result, it will be easier for you to make wise investment decisions when an
opportunity comes along.
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MONEY MINDER is a reference tool for creating your own simple system. To do that
you will need a three-ring binder—preferably 1”—with pockets on the inside covers,
front, and back. Pick a color you like. Nothing dreary.

MONEY MINDER folds open so you can duplicate forms easily. Keep it intact. Put
copies of the forms into your notebook as you start to use them.

At first you might be overwhelmed by the number of forms in MONEY MINDER. Many
of them will not apply to your situation. Others need only be filled out once a year or
quarterly. For some, such as HOME or PERSONAL PROPERTY, you might add two or
three lines a year once you have spent ten to fifteen minutes setting them up.

Anacaria Myrrha and Laurel Jensen, organization specialists, stress the importance
of the right label, the right location, and the right process in helping their clients to set
up effective files and manage their desktops. There is a natural parallel for managing
your financial records.

Using the MONEY MINDER system, the right label involves choosing the right form
to use. The right location means key information on your forms in your notebook and
the backup or reference data in files, nearby, in storage, or in the wastebasket. The
right process you must provide. That means pick the forms that will produce the records
you want or need. Update them at the right time when you are handling the statement
or report. Like a well managed filing system, money-minding does involve a few decisions;
but once started, maintenance is not time-consuming and the psychic as well as actual
energy saved is enormous.

To help in selecting the right forms, I’ve included several formats.

RECIPE FOR RECORDS shows you the easiest way to start getting your

records under control. p. 11
CLEARING OUT THE CLUTTER has you select the area that is causing the

most grief or needs immediate attention. p. 13
QUESTIONS, QUESTIONS, QUESTIONS points you to the forms that will

organize different parts of your financial information for specific purposes. p. 14

Remember: Keep the forms in this book as masters. Make copies to work with in
developing your own MONEY MINDER Notebook.

Tips:

Use ink for any entry you are sure of.

Use an erasable pen or pencil for the others. (I make so many mistakes I always
use erasable pens because it bothers me to mess up a form.)

When in doubt, make an educated guess—in erasable pen or pencil.

Code by color. Example: Blue = High Priority, Brown = Necessity, Green =
Hopes and Dreams, Red = Special/Personal. (Pick colors that have meaning for
you.) '

Use the ‘‘Prepared ”’ space in the upper left corner of the forms to date
when you record information. It will become increasingly valuable over time when
you refer back to a form for information or to update it.

oo Odo

O

Start right away to become more efficient about how you handle financial information
coming to you. When you first look it over, highlight the key information for quick referral
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in the future. About 80 to 90 percent of most forms you deal with is support information
or technical details- Because each formis different, it pays to learn the layout of yours
and save time and energy whenever you refer back.

Here’s an example:

PAGE 1

Year to Date

Confirmation Statement
mney F“nd SEE REVERSE SIDE FOR

INFORMATION ABOUT
YOUR STATEMENT
SOCIAL SECURITY OR SPONSOR
ACCOUNT NUMBER TAXPAYER IDENTIFICATION NO REPRESENTATIVE NUMBER
1013322 125-45-8789
33 INVESTOR b SPONSOR 77777000
1 NO DEALER OF RECORD

101 MEMORY LANE
BIG CITY, CA 94104

SUMMARY OF YOUR ACCOUNT

DATE

STATEMENT INCOME DIVIDENDS CAPITAL GAINS CERTIFICATE SHARES + SHARES HELD - TOTAL SHARES

PAID THIS YEAR PAID THIS YEAR HELD BY YOU BY THE BANK - YOU OWN

$0.00 - 0.000 2,278.251 2,278.251

88 3
IBUTIONS RE]

Managing Yourself

It’s easy these days to find a wealth of material on how to manage your money, how
to time your investments, how to diversify and handle risk. Very little is written about
what I have found to be the critical first step—managing yourself. About 12 years ago,
I happened upon a book called How To Get Rich Slowly But Almost $urely by William
T. Morris. One paragraph struck a nerve and I have found myself living out its truth
ever since.

‘“The thing which most distinguishes the amateur from the professional in financial
operations is, simply self awareness. The secret of the professional, I’m now convinced,
is the discovery that they can dramatically increase their chances of success by watching
themselves even more carefully than they watch the market. The thing about the pros
is not so much the specific knowledge of investment opportunities they have, but the
fact that they know enough about themselves to protect themselves from themselves.”’

What is it you need to know about yourself and pay attention to even more closely
than changes, opportunities, and developments in the world of money? Here’s a simple
exercise that might help get you started in asking yourself the right questions.

Put an x along the dotted lines for how you see yourself as a money manager today.
Do it in pencil because you might be in for some surprises. As you think about yourself
and watch yourself in action, you will find there is a pattern to your behavior. As an
investor and a records manager, I have found it is important to know yourself and protect
yourself from your foibles.
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(Always pay yourself first)

Dependent..................c......

(Like advice, help, direction in
making money decisions. Want to
rely on the experts)

.............................. Spender

(Never manage to have any left
over)

.......................... Independent

(Need to know, understand, willing
to take responsibility, credit for
choices)

Careful. .. ..o Intuitive
(Want lots of information before (Might research but rely on gut
deciding) feelings)

Risk avoider. ..... ... ..o Risk taker

(Like to stick with known
results/probably lower rewards)

(Willing to take chances on
possibilities & chance of high
rewards)

Organized . ...... ... Disorganized

(Keep your financial & personal (Keep stuff in files, drawers &

papers in order and up-to-date) & closets. No consistency or order
in papers or procedures)

Neat. ..o Messy

(Clear handwriting, keep notes) (Sloppy or large handwriting, few
notes and often can’t read or
remember what you wrote)

For example, I have almost no resistance to possibilities. Every time I read about
an interesting stock I want to buy it. To manage myself, because I also want some de-
gree of known results, I invest almost entirely in mutual funds and limit my risk taking
to aggressive funds.

Because I like possibilities, I tend to accumulate too much information and advice
before acting. Delaying decisions has cost me far more over the years than the choices
I have actually made. To handle this tendency, I resist/limit my exposure to suggestions,
prospectuses, workshops, and advisors. I use them very selectively and consciously.

My biggest issue was my personal financial records. To manage the controlled cha-
os I had created for myself, I decided to give up guilt for gain and design a records
management system to save or make me money. I based it on the premise that a simple
form completed and kept current was a lot better than none at all. Fifteen years later
I am absolutely convinced that I am much richer than I would have been otherwise.




» GETTING STARTED

The unexpected and wholly delightful result of this research in self-awareness and
self-management is a sense of mastery that is hard to describe but wonderful to experience.
The bad news is that you have to act to get there. The good news is that it is not nearly
as hard or as time-consuming as you think.

Start to do a better job of managing your records by examining your attitudes or
what I call getting to “‘start.”’ It’s like getting ready for a race or starting a business
project. Some preparation has to occur beforehand. So spend a bit of time thinking
positively about what pay off you might get from doing a better job. More money? Less
guilt? Less wasted time? More organized? A greater sense of control? More self-esteem?
If you can identify two or three good reasons to change or improve your records it will
help you get started.

Secondly, be realistic about the time and energy you are willing to devote to your
records. You are already doing something with every minute of the day. Take a look
at your life and pick a reasonable amount of time, preferably at a time of day when you
typically have a lot of energy. Starting and failing is depressing. Don’t start until you
are ready to schedule time on a regular basis. Most records-aversive types will need
to think of these sessions as appointments and treat them that way. That is, don’t break
them except in an emergency.

Forget about answers such as when and how to and concentrate on the questions.
Ask yourself:

What’s not working now?

What would you like your records to accomplish?

What records are incomplete that now cost you time, money, aggravation?

What records could save you time, money, aggravation?

The clearer you are about what kind of person you are, what you want for yourself and
what you are ready to do about it, the more likely you are to act in ways that will make
it happen. In fact, until the vision is pretty clear in your own mind, very little is likely
to change.

Records Management

When I started to get serious about improving my own financial record system, I decided
to approach it not as a well-known enemy, but just another business problem. I quickly
discovered that in addition to all the emotional baggage and a general distaste for numbers,
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there was a good deal of confusion in how I thought about records. The same was true
for most of the people I talked to. None of us had spent much time viewing the subject
objectively.

The first step in taking a fresh approach involved unraveling what Dr. Theodore
Rubin calls muddles. These are words that are similar but have significant differences.
Here are some muddles that need to be understood in thinking about records:

Collect vs Organize: Many people believe that collecting information and keeping it
sorted in neat piles or files is organizing it. The significant element that is lost is that
of purpose or unity. To be organized is to arrange thoughtfully with a concern for
interdependence and coherence.

Keep vs Manage: Keeping records is certainly the first step in managing them but
managing, as a quick trip to your dictionary will confirm, includes the notion of control
and care and the act of altering and manipulating.

Structure vs System: Combining various elements in an organized way creates a
structure or framework for your financial information. It is the methods and procedures
that you use in interacting with the structure that turn it into a system.

Freedom vs Responsibility: Many people see these words as opposites. To them
freedom is being able to turn money matters over to the experts or to be free to ignore
bank statements and other financial information. They would define responsibility as
accountability and a burden.

I would argue that, as the dictionary defines it, responsibility is first and foremost
the ability to respond and that having that ability and being able to use it gives you far
greater freedom than dependency on others. No matter how well intentioned and able
your financial advisors are, you are ultimately accountable for documents you sign or
actions that are executed on your behalf. Except in rare cases, you are bound by (not
free of ) the decisions and actions they take as your representative. So, the best way
out of this muddle is to be sufficiently responsible to be able to hold your financial advisors
accountable.

This system is based on the following beliefs:

[J Effective records are the cornerstone of any sound system of money management.

[ Systems are easier than any other way. Consistency saves time and energy.

[ All records are not the same.

[ All parts of any record or piece of financial information are not equally important
and should not be treated as if they were.

O Record-keeping does not have to be boring.

[J Gain is a better motivator than guilt. The stronger and more positive the motivation
the more likely the follow through.

MONEY MINDER was designed with those beliefs in mind. A simple way to reframe
how you think about records is to notice that there are three main categories of financial
information and three basic things you can do with it.
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BASELINE is the word I use for financial information that is permanent or
semipermanent. Your date and place of birth never change so all you want is the correct
record in an accessible place on the few occasions you need it. Semipermanent records
might need tracking or evaluating occasionally.

MAINTENANCE is the word I chose to describe the information about money flowing
in and out of your life that is periodic, changing, and primarily related to maintaining
yourself. You can record, track, and evaluate it.

INVESTMENT describes the extra money in your life and what you do with it. All
three ways of dealing with this information can be important to you.

Kinds of What you can do with if. . ........... ..

Information
Record............ Track ....... Evaluate .......
(collect) (follow) (judge)
Baseline. . . ... ..ottt i i et i e et i e
(Permanent or Semipermanent)
Home ...... Toie Thsaronce . Jaxes........... Appmﬁo.\..ﬁ
Changes in . -
Wil ........ the. . document........... fed.ecul tan. . . ... Review st ..
Trusts...... ‘th?..dOC.Mmaﬂt............up.d(t&e..\.t. ....................
g 0] 1) .2 PP
AQVISOTS . oottt e e e e et e e e e
PersOnal . ..ot e e ettt e e
Maintenance

(current, changing)
170071 0= TP OO RSP
Expenses(Personal) . ........cooiniiiiiiiiiii i i e

ExXpenses(BUSINESS) . ..ot vvvensiniene et itiiiinseeenanesesunnneeeensnnnsssns

Investment
(growth, future oriented)
Savings, interest, income oriented. ... ...ttt i e i e

Equity (ownership growth oriented) ............ ... i,

O Systematic record keeping keeps you out of trouble, saves you time and aggravation
and provides some sense of control.

O Tracking makes it possible to spot trends, make knowledgeable adjustments and
reasonable projections.

O Evaluating helps you avoid past mistakes, identify realistic choices, make better
decisions (based more on reality and less on emotion), and experience being in
charge.
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Finally, the importance of high-quality information cannot be overemphasized. You
can set up a wonderful system and conscientiously go through all the steps of maintaining
it and accomplish very little if the information you record and work with isn’t

[0 Accurate (correct)

[0 Adequate (sufficient, complete)
O Timely (available when needed)
O Reliable (can be counted on)

You might not always be able to control the sources of your financial information,
but it helps tremendously to be aware of the pitfalls of allowing a breakdown in the quality
f your information.

Here are some examples:

Not accurate: ,

Stock certificates received from an inheritance were not identified as coming from
two different trusts. Being told that signing an insurance application was only preliminary
and would not become effective until passing a medical exam. The bank started charging
my account immediately.

Not adequate:

Car insurance quote did not include the information that it was a preliminary price
and could be increased after six months. Nothing was said about cancellation policy (my
current policy can never be cancelled—a valuable element). The administrator of my
Retirement Plan sent a notice (Form 5498) that says I made a ‘‘Rollover IRA contribution’’
in 1987. What it means is they are classifying it as a ‘‘purchase rollover,’’ which means
to them a transfer not a purchase!

Not timely:

Information regarding two limited partnerships arrived following the April 15 deadline
forcing me to file for an extension and hope that I had paid enough to avoid a penalty.
What this means for many of us is that we overpay and the government gets to use
our money free in the meantime.

Not reliable:

Prices per share were given for inherited stocks that did not take into account stock
splits during the past year. Number of shares inherited from two sources turned out
seven months later to be incorrect. So was the cost basis. The IRS regularly supplies
information on the phone but refuses to guarantee its reliability.

The most pernicious of these four criteria is adequate. It is very hard sometimes
to know what you don’t know so you can ask the right questions. It pays to keep saying,
‘“What else do I need to know?’’

10
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Recipe for Records*

Ingredients: 1/2 hour spent reviewing MONEY MINDER
The forms in MONEY MINDER
Photocopies of the forms you want to try
An erasable pen
A highlighter
A generous amount of healthy optimism

Process: Start filling in any form. Date it.
Spend 15 to 30 minutes.
Put whatever you’ve accomplished into your new MONEY MINDER notebook.

Throw away any papers you have used that do not need to be saved. File the
rest, highlighting key information you might want to refer to in the future.

Congratulate yourself and go off and celebrate.

Repeat this process once a week. First update the forms you already have
in your notebook. Then work on adding in new ones.

Close the door on the past. Do not waste time going back and recapturing
history unless you have a specific present need. (Examples: You are selling
a stock or fund and need to verify all of the distributions you have reinvested
to establish an accurate cost basis. Or you are selling your home and want
to verify and summarize capital improvements.)

*Used with consistency and a reasonable degree of care, this recipe will support and
satisfy you for a lifetime!

11
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Clearing Out the Clutter
MONEY OUT

MONEY IN

FYaxes/Federal

Bank Accounts

-Checking

-Savings

Money Market Funds

new rertal

House Payments/Rent

YOU

-utilities
-department store
-credit cards

JDonations
Installment payments

ther you most.
- beve to tck::lr:szguenczs and for which you do not have a

QCess.

1. Cross out every (‘;t

2. Study the list an

3. Circle the items that hav.e tax
satisfactory record-keeping pr

ACTION STEPS:

olidate ot heco

n
)/ ne . .

MaK as s re natio
‘nejude last e date and amount
1

-

©1989 Michal E. Feder

When people talk about the ways they get bogged down in their records, often one
or two trouble spots account for most of the misery. I have used this exercise in workshops
to help identify the specific set of records that needs immediate attention and also the
ones that will bring the greatest psychological relief. I think it’s important to handle

those first. Small successes might spur you on to further efforts.

CLEARING OUT THE CLUTTER asks you to deal first with trouble in the present,
then with the future, and then write down the steps you, or anyone you can recruit,
must take to clear it up. It might be a one time problem like an insurance claim or
an ongoing one for which one of the MONEY MINDER forms can help. The clutter is
probably not just on your desk but in your mind. Do yourself a favor and limit yourself

to moving ahead one step at a time.




Clearing Out the Clutter

MONEY IN MONEY OUT

Wages/Salary. Taxes/Federal

Interest Taxes/State

Dividends Taxes/County

Gifts Bank Accounts

Profits -Checking

Refunds -Savings

Insurance claims Money Market Funds
-medical 4 Investments
-unemployment YOU House Payments/Rent

Royalties Insurance

Rents Registration fees

Pensions Bills

Windfalls -utilities

....................

....................

....................

-department store
-credit cards

Donations
Installment payments

1. Cross out every item in both columns that are nof part of your life today.

2. Study the list and * the ones that bother you most.

3. Circle the items that have tax consequences and for which you do not have a
satisfactory record-keeping process.

ACTION STEPS:

©1989 Michal E. Feder
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Questions, Questions, Questions

MONEY MINDER forms were developed to respond to specific questions. Look
for the ones you need by reviewing this list.

O How diversified are my assets and how can I evaluate them? p- 75

0 What will my net profit or loss be if I decide to sell one of my stocks, bonds,
or funds? p. 33, 39, 45

O How can I calculate when to sell to protect gains? p. 79

[0 How can I predict or plan for major fixed expenses as well as discretionary
ones? p. 57

[0 What’s my approximate taxable income so far this year from all sources? Am

I over- or underpaying on estimated taxes? p. 83
[0 What are the dollar benefits so far in owning a home? p. 81
[0 How are my portfolio investments doing so far this year? p. 87
[0 How aggressive/conservative are my current portfolio investments? p. 89
[0 What is the total amount I invested last year and where? How much and where

would I like to invest next year? p. 85
[J Where is everything I keep losing? p. 96

[0 What were the earnings and profits in my mutual funds last year? p. 49

[J What personal possessions do I have? What are they worth and who do I

want to have them? p. 103
[0 What’s my income property earning/losing and how much has it increased
in value? p. 91
[0 What information do I need to provide for tax purposes on a rental proper-
ty? p. 65
(0 Where will my retirement income come from? p. 57
[J What’s in the safe deposit box—now? p. 105

[J What earnings are listed on my Social Security record? What benefits will
I be receiving? How much can I earn without reducing them? p. 59

(0 Which tax schedules/forms must I file this year? What records are needed?

p. 71

[1 What information do I need to collect and organize in order to develop a
comprehensive financial plan? p. 115

. [0 What if I have a problem that doesn't fit any of the forms? p. 116
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In creating your MONEY MINDER, you need to consider not only where you are now,
but where you are heading and how you want to get there.

If you don’t know where you’re going, it’s hard to know if you've taken the right
road, or even the right direction. You can choose before you start, or explore a bit and
then decide. Goals do not limit you. They merely set a direction or destination that you
are free to alter at any time. Think of it as a trip where you start out for Denver but
might later decide to detour to Las Vegas and end up in Boston.

The first step is to place yourself on the map. Using your NET WORTH form (which-
ever you choose), establish some general destinations:

In19__ you are worth
What would you like to be worth in 1 year?
3 years? 5 years?

Why did you choose those numbers? Rate the following motives for their importance
to you (first, second, third or high, medium, low):

Safety/Security

Keep up with inflation (public and personal)

Be able to do/buy certain things (house, trip, car, etc.)
Feel in control

See yourself as a smart investor

What specific uses will you have for money (beyond what you have now)?

Next year

Next three years

Next five years

What are you willing to do to get to your destination? How much time can/will you
personally spendweekly __ ormonthly _  bimonthly _______?

What resources are you willing to use?

O A tax preparation service

0 A tax consultant

[0 A financial planner (once) on a fee basis

O A financial planner (periodically) on a fee basis
O A financial planner—for investment ideas

15




» WHERE AND HOW

0 Attorney—for wills

[0 CPA—for bookkeeping and/or tax preparation

O Financial planning courses. How many? __

[0 Financial information services (newsletters, advisory services) How many?

O Books. How many?
[0 Magazines. Which?

You might not be ready to answer these questions right away. Recognize that
you are starting on your journey as soon as you begin to consider them seriously. When
you have some preliminary answers you are ready to create your first GOALS (see p.
17).

Many people are overwhelmed by trying to establish money goals yet most
professionals will want you to create them first. For some of you, it might be more
important to keep better track of what you are doing now and then generate goals based
on what is realistic given your present circumstances and life-style. (see pp. 21, 23, 25).

Writing something down creates a different reality from just thinking about it. That’s
why career counselors, financial professionals, and personal journal advocates keep
encouraging you to do so. Making your interior experience explicit is far more important
in the world of money than most people are willing to admit. That also is why it will
be useful after reading ‘“Where and How’’ to write something here—even if it’s only
a feeling reaction like ‘‘I’'m not ready for this!’’ or ‘I don’t have the time.”’

Notes—for now
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» GOALS

One Year: By

Destination ($)

Motives

Uses

Resources

Personal Effort

Move on to filling in the next two at your own pace. Keep looking at them. Some day you will be
ready—perhaps sooner than you think!

Three Years: By

Destination ($)

Motives

Uses

Resources

Personal Effort

Five Years: By

Destination ($)

Motives

Uses

Resources

Personal Effort
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»RECORDS MANAGEMENT FORMS




p MONEY IN
Special
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I have always resisted formulas and budgets although I recognize they might be
necessary for some folks who are in real financial distress. I think this format for
getting a handle on where your money goes works well for most people who want
to plug the leaks and fine tune their earning/spending process.

It starts with building a realistic database—i.e., what’s going on now? Track your

incoming $ on MONEY IN . . . (You'll probably need three months’ worth—more if
your sources of income are erratic.)




Month p»MONEY IN

Source Date Amount: Constant Periodic Special

TOTALS

Constant is for wages/salary, income you can count on from working or other sources.
Periodic is for interest, dividend income that you get from investing/saving on a consistent basis.
Special is for one-time, occasional windfalls—birthday checks, insurance claims, investment pay-outs, inheritance, etc.
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» MONEY OUT

Optional
. Fixed  Necessary
Date Amount:

Item
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35
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X 10
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fol12
(4
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At the same time track on MONEY OUT. Try to pay by check or credit card so you
create a record to vefer to (check stubs, bills). For cash outlays track and record

expenses of $5.00 or more. This won’t be perfect but close enough. Group the rest
as miscellaneous.
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Month > MONEY OUT

Item Date Amount: Fixed Necessary Optional

TOTALS

© 1989 Michal E. Feder 23
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p NOW WHAT?
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Now you are ready to cveate an estimate that has a reasonable chance of working!
Create your “Actual” current profile by listing all your outlays under one of the
above categories and establishing a monthly average. (I prefer to work in months.
You may prefer to record and average on a quarterly basis.) Create your
“Possible” profile by looking hard at the categories you can and are willing to
trim. Cut your phone bill? Turn down the heat? Eat out less? Use the “Preferred”
column to establish an estimate that you would feel good about given your present

financial circumstances. Thinking about your preferences opens up the possibilities

for working to increase income to support the life-style you want. If you want a

more complete item-by-item budget, theve ave many on the market. I have found

them too tedious to finish. A simpler form completed is better than none at all!




» NOW WHAT?

Total Income

Certain + Pretty Sure + Possible
COMING IN
+ + =
Monthly/Estimated

GOING OUT Gross Actual Possible Preferred

1. Housing

Heat/Light

Water

Food

Phone

Taxes

Loan Payments

Insurance

® ® N o 9 B~ W N

Maintenance—Home

[
@

Maintenance—Personal

11. Clothes

12. Transportation

13. Education

14. Recreation

15. Medical

16. Vacations

17. Contributions

18.

19.

20.

Notes
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» WORKSHEET
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To complete a form even as simple as NET WORTH—AT A GLANCE, you will proba-
bly need a worksheet. Most of the information will come to you in the form of
monthly statements over the next few weeks. Note the date and amount as they
arrive. Then develop your own WORKSHEET form establishing categories and
leaving a line for each source within the category. For example, I have two
annuities and five separate savings accounts, so I allot two and five lines for those
categories on my form. Make several copies of the form and experiment. Refer fo
NET WORTH—IN DETAIL for possible categories. When your form reflects your
current situation, make a master for future use. Photocopy worksheets periodically
and leave with a friend or store elsewhere. Be prepared to outgrow your worksheet as
your assets increase. Use the master in MONEY MINDER fo reformat when necessary.




































































































































































































































































































