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Module Introduction 
 

See it, feel it, create it, share it.... milk it!  

If you ran your homes like you ran a smart business, what measures would you take to ensure 

financial health? What checks and balances would you put in place? We are all usually 

diligent in the workplace when it comes to money - we commit to a budget, we analyse, we 

plan for the optimal return on investment and we make sure we don’t go out of business. But 

when it comes to our own personal finances, the tendency is to stick our head in the sand, pay 

the bills and hope that whatever is left over will be enough for the future.  

 

In this module, you have all the tools you need to keep track of everything related to 

managing your finances. The tools and suggestions here have been pulled together from some 

of the best of Australian financial thinking and practice.  

 

In this module, we will cover:  

 The hidden causes of financial ill health  

 A financial organising system that will give you more control over your outgoings and a plan 

for your incomings  

 How to use common resources to help you along the way  

 

You will finish this module with a budget and a financial organising system to make a start 

towards living the life of your dreams.  

 

You’ll complete 6 exercises in this module: 

  

1. Identifying your attitudes and beliefs about money  

2. Setting Financial Goals  

3. Setting up your Budget  

4. Understanding Your Current Financial Position  

5. Cash Flow Management  

6. Bill paying process  

 

* Plus Bonus Download:  

101 ways to save money -- simply access this  

bonus download from the module home page. 

“I have come to believe 

that the way each of us 

thinks and feels about our 

money is the key factor in 

determining how much we 

ultimately have.”  
Suze Orman, author of The Courage to Be 

Rich and regular guest presenter on 

Oprah. 



 

Exercise 1: Checking your attitudes and beliefs: 

“I have come to believe that the way each of us thinks and feels about our money is the key 

factor in determining how much we ultimately have.”  

Suze Orman, author of The Courage to Be Rich and regular guest presenter on Oprah.  

 

So what are your beliefs about money? 

 

It’s your choice 

Disempowering  Empowering 

  
I’m ashamed of my financial 

position.  

I deserve much better than this. 

I can’t afford it.  I can have it if I really want it.  

I don’t have enough money to 

pay the bills.  

Financial independence is possible for 

me.  

I’m not a ‘planner’.  My long term goals are worth saving for.  

I’m scared about my future.  Budgeting is easy to do.  

I get angry when I can’t have 

what I want.  

Budgeting means I will find ways to be 

able to afford the things I like.  

I’ll never get ahead.  I will be able to truly enjoy my rewards, 

with the knowledge that I can afford 

them.  

 

 

Please identify any disempowering beliefs you have about money and then on the right hand 

side, write an alternative empowering statement that you can adopt: 

 

Disempowering Empowering 

  

  

  

  

  

  

 

 

Having consulted the experts, everyone is unanimous on this: That you need to have a clear set 

of goals if you are to get there. Success in any area of your life is a function of planning and 

commitment. Here is a very useful way of setting out your financial goals.  

 

Put these goals somewhere where you’ll see them on a daily basis, check them on a monthly 

basis and revise them, if necessary, on an annual basis. 

 



 

Example Goals 

Short Term What this will cost Strategy 

State in simple terms, what 

you want to have in 1 year 
Car Example $24,000 

In here you put the %-age of 

your income that you plan to 

save for this particular goal 

(e.g. 5%), where you’ll put 

that savings to ensure you 

don’t touch it and the time 

frame for reaching the 

$24,000 mark. 

Examples: 

 paying out my car loan in 

full 

 Holiday at the coast 

 

 

Examples of medium term goals might be:  

 Pay an extra $10,000 off mortgage  

 Build a share portfolio  

 Start a school fees saving fund 

 

Exercise 2: Our Financial Goals 

Short Term 
(1 year) Goal 

What this will cost 
Strategy 
(what are you prepared to do / 

forego to make this happen?) 

   

   

   

   

   

   

Medium Term 
(2-5 years) Goal 

What this will cost 
Strategy 
(what are you prepared to do / 

forego to make this happen?) 

   

   

   

   

   

   

Long Term 
(5+ years) Goal 

What this will cost 
Strategy 
(what are you prepared to do / 

forego to make this happen?) 

   

   

   

   

   

   

 

 



 

Our Budget  

How much can you save each pay period? The simple household budget is the cornerstone of 

your wealth strategy. Once you know how much you’re earning and spending each pay 

period, you can work out how much you have available to save each pay period.  

 

Either your expenditure exceeds your income and you need to find ways to bring this under 

control, OR your income exceeds expenditure, leaving you with money you could invest in your 

future.  

 

Each purchase, every financial decision, is a choice between spending money now or later, 

between buying something basic, or buying something that fulfils your long term dreams. Here 

is where you will identify savings in your budget that will enable you to achieve your goals, and 

put a plan into place to capture those savings and fund the goal.  

 

But people often don’t want to budget. They say things like:  

 Managing money looks like it’s going to take a lot of time and I won’t have time to play with 

the kids or go out with friends.  

 Don’t fence me in! I don’t want my life to run to a list of rules and be boring  

 Sometimes tracking our spending shows me what I don’t want to know so I end up resenting 

the process  

 We’ve done it before and it doesn’t work 

 We end up arguing about who spends more  

 It might be frightening – what if the numbers don’t add up? What if we find we can’t afford 

the future we thought we were going to have?  

 

The good news:  

 It’s not that hard to do. It will only take you a few hours to do properly.  

 You will identify any surplus money that could be invested to help you achieve your 

financial goals.  

 It’s not what you earn, it’s what you save that will differentiate the level of success you 

achieve. So start looking now.  

 You will feel more at ease if you know you’re in control of your finances.  

 Next time you go and buy a fabulous outfit or book a holiday, you can really enjoy the guilt-

free experience because you have planned for it and you will know you can afford it!  

 You can still be spontaneous – you just know how much you can be spontaneous with. 



 

 The reason your last budget didn’t work was because it didn’t reflect the reality of your 

lifestyle to begin with and it imposed restrictions that you were never prepared to live up to.  

 Budgets are only a waste of time if you’re not realistic. Don’t pretend you live a monastic 

life. Include the beers, include the cigarettes, if that’s what you do to stay sane, put it in the 

budget!  

 Your budget will help you deal with emergencies. E.g. the sudden arrival of a bill through to 

life’s little disasters 

 

Exercise 3: How to set up & manage your 

budget  

1. Gather all your data / information together:  

i. List your income from all sources.  

i. Regular income:  

 Pay slips (usually regular)  

 Investment income  

ii. Variable income. It is best to underestimate, rather than overestimate your variable 

earnings:  

 Bonuses (will this change in the future?)  

 Tax refunds (will this change in the future?)  

 Variable investment income, e.g. dividends  

b. Write these amounts down in the income section and add up the total.  

c. List all of your fixed expenses either in the month in which they are incurred OR the one in 

which you pay them. The important thing here is to choose a method and stick to it. 

Examples of fixed expenses might be:  

i. Utility Bills – gas, electricity, water, council  

ii. Vehicle registration  

iii. Super (shown on your pay slip if you are an employee)  

iv. Savings – decide how much you want to save as a percentage of your income. 

Example 20%  

v. Money you’ve put into an emergency fund or holiday fund  

vi. The last three items above should be treated as expenses, but they will also be 

included as a source of income and as an asset in your Net Worth worksheet  

 



 

d. List all of your controllable expenses. These are the ones over which you have some 

discretion.  

i. Food  

ii. Dining out  

iii. Movies  

iv. Grooming  

v. Credit card expenses  

 

e. To figure out the above, gather together any receipts, cheque butts, credit-card and 

bank statements. Look for any items, like clothes, which you may buy over a few months, 

and then average the amount to estimate your monthly expenditure.  

 

2. Now deduct the total expenses from the total income. Don’t panic if you are in the red. 

Now you have a tool to work with.  

 

3. Have a Budget planning session with any other important members of your household. 

Following are some things you may want to consider for discussion:  

i. What areas are more of a priority than others? 

ii. What can we do without? 

iii. Is there an area where we agree we are over spending? How can we cut down 

(look at 101 ways to save money below) 

iv. Are our goals still reflective of what we want? Or have they changed? 

v. How much do we want to spend on our holiday this year? Do we need a holiday this 

year? 

 

4. Make any budget adjustments according to the above discussion. This will be easier if you 

have used a spreadsheet or a financial software package, but it is also just as easy if you do 

it on paper. 

 

 

 

 

 

 

 

 



 

Exercise 4: Our current position 

This is your balance sheet or Net Worth. List and add up all of your assets, then subtract from this 

sum the total of your liabilities. This will leave you with your net wealth today. 

Assets (what you own as at ( / / ) Current Value ($) % of Total Assets 

Cash   

Cash on hand   

Bank Accounts (cheque, etc)   

High-interest savings accounts   

Building societies / credit unions   

Loans   

Other   

Personal Property   

Motor vehicles   

Clothing/ Jewellery   

Art/antiques   

Other   

Property   

Family home   

Holiday home   

Contents   

Investments   

Shares   

Fixed interest   

Property   

Managed funds (e.g. unit trusts)   

Other   

Superannuation   

Schemes   

Pension   

Total Assets   

Liabilities (what you owe as at ( / / )   

Credit card balance   

Bank overdrafts   

Loans   

Mortgage   

Car   

Personal   

Other   

Other   

Total Liabilities:   

PERSONAL NET WORTH   

(total assets less total liabilities)   

 

 



 

Exercise 5: Cash Flow Management  

As well as doing a budget, it is a good idea to look at how you can make your financial ride a 

little smoother. There are often painful spots during the year where bills seem to hit at once. 

Does tax time sound familiar? Or the odd month where many quarterly bills come in at the 

same time? Christmas? A rush of birthdays? Cash flow can be more like a one-way torrent at 

these times and even though you may be doing well overall, this can be very stressful.  

 

Most people get paid on a certain day each month or fortnight. All your regular bills tend to 

follow a set monthly or quarterly date – such as the phone, utilities, etc. And even for the other 

living costs, you will find that you tend to follow a certain pattern in your spending – for example 

the day of the week that you do your grocery shopping, or fill your car with petrol. Being aware 

of this ebb and flow of income and expenditure is the first step in managing it.  

 

The budget spreadsheet you have done shows your expenditure on a monthly basis. The cash 

flow calendar can be added to that, or separate. The point is to narrow your focus down to a 

weekly basis which shows exactly when your bills are due, and the amount. Some weeks your 

expenditure will far exceed your income, and other weeks you’ll be fine. When you have 

identified the months where the outgoings will be more than the incomings, you can then take 

the necessary precaution and create cash buffers. 

 

Our Cash Flow Information 

Period Example Expenses Your Expenses Amount 
Date the bill 

comes in/cost 

incurred 

Weekly Bank Charges    

 Dry Cleaning    

 Groceries    

 Child Care    

     

Fortnightly Cleaning    

 Mortgage    

     

Monthly Rent    

 Credit Card    

 Mobile Phone    

 Home Phone    

 Pay TV    

 Internet    

 Super    

 Newspapers    

     

Quarterly Electricity    

 Gas    

 Water    



 

 Council Rates    

 BAS    

 Hair Cut    

     

Annually Insurance – Home & Contents    

 Insurance – Car     

 Insurance – Life     

 Accountant    

 Clubs    

 Car Registration    

 Car Service    

 Health Insurance    

 Tax    

 Dentist    

 Membership Fees    

 

Exercise 6: Paying Bills  

With so many other things to remember, it will really help if you develop a simple process to 

simplify your monthly commitments and put them in your diary. Paying bills should be fairly 

painless.  

 As each bill comes in, open it, date stamp it, highlight the amount due and date and put it 

into a dedicated monthly ‘bills’ folder.  

 Decide on a set day each week that you will pay your bills. Include that day on the label of 

your file, e.g.: Bills To Pay - Monday. Create a rule that you will pay all bills that fall due within 

that week.  

 Write a note in your diary on the date each one is due to pay the bill – this way you will 

have a reminder to pay them.  

 Develop an order of bills to pay, for example: credit card first, then phones, then other 

utilities, then dry cleaning / newspaper, then super (if it’s not automatically deducted), etc.  

 Write down the date, the receipt number and the amount on the bill as you have paid 

them, in case of any dispute.  

 Once you have paid them, file your bills in allocated folders to make it easy to retrieve at 

tax time. For a recommended approach to filing, refer to my book Paper Flow, the ultimate 

guide to making paperwork easy.  

 Reconcile it: set aside a regular time (monthly is best for most people) in your diary to work 

through all of your receipts, credit card statements and cheque butts. 

 

 

 

 



 

Checklist – to complete this module you need 

to:  

Please tick of each of the below check boxes to ensure you have completed the requirements 

for this module.  

 Print out the workbook  

 Complete Exercises 1 - 6  

 Share your experience in the forum  

 

Useful Resources:  

Handy Websites:  

 www.simplesavings.com.au , Hundreds of tips on saving money  

 www.fpa.asn.au, Financial Planners Association of Australia website. Explanation of a 

financial planner, tools, good advice, complaints, etc. 

 www.yourmortgage.com.au Fantastic website with loan calculators, etc.  

 

Good books:  

 The Road to Wealth, Paul Clitheroe, Viking, 2001  

 The Automatic Millionaire, David Bach, Broadway Books New York, 2004  

 Your Mortgage and how to pay it off in Five Years, Anita Bell, Random House, 2004  

 Ms Spent Money Guide by Deborah Knuckey, John Wiley & Sons, Inc, 2001  

 Kochie’s Guide : How Smart Couples Can Start with Nothing but Love and Laughs and 

Create Real  

 Wealth, 2004  

 The Woman’s Own Money Book, Vivienne James, Anne O’Donovan Pty Ltd, 1996  

 Anyone can be a Millionaire, Sean O’Reilly, Pan Macmillan Australia, 2000  

 Why we Buy, The science of shopping, Paco Underhill, 1999  

 Smart Women Finish Rich by David Bach, Broadway Books, 1999  

 Why Saving is Like Dieting and Budgets Don’t Work by Susan Jackson  

 (www.womensfinancialnetwork.com.au, 2004)  

 The Road to Wealth: How to secure your financial future, Paul Clitheroe, (Riverhead 

Books, 2003)  

 The Courage to be Rich, Suze Orman, Bantam, 2000  

 Financial Management Software – Quicken: www.quicken.com.au 

http://www.simplesavings.com.au/
http://www.fpa.asn.au/
http://www.yourmortgage.com.au/
http://www.womensfinancialnetwork.com.au/
http://www.quicken.com.au/

