If Transactions Don’t Match
Check for one of three errors:

1. The item was recorded incorrectly in your
checkbook register,

2. The item paid or was credited to your account
for the wrong amount, or

3. Your check numbers were listed incorrectly.

To Correct the Errors

1. Simply look at and/or recheck your canceled
checks or check images, deposit receipts,
and/or ATM and Visa Check Card receipts.

2. Remember some items will not be checked off.
These are called “outstanding items.”

Note: If you do not have cancelled checks or images
returned with your statement, contact your branch
and have them send a copy of the item in question.

@ Check for Outstanding Items from

Previous Statements

Be sure that all of the outstanding items from your
previous statements have been included in this
statement. Otherwise, they are still outstanding.

Note: If an item is outstanding for 60 days or more,
contact the person or company you wrote the check
to and see if the check has been received. If it
hasn’t, the check may have been lost and you may
want to call the institution and place a stop
payment.

@ Verify Other Debits on Statement

Verify that additional withdrawals listed on your
statement, other than checks, are charged for the
amount actually drawn. This includes ATM
withdrawals, Visa Check Card transactions and any
automatic debit transactions like insurance
payments, loan and/or utility payments.

@ List All Outstanding Checks

Make a list of all outstanding checks or ATM/Visa
Check card withdrawals. These are transactions that
appear in your checkbook register that do not have
a check “v"” mark next to them. Add these items
together. Tip: Use the worksheet on the back of
your statement.

Balance

Now, balance your checkbook register to your
statement. Use the formula below, which is also
located on the worksheet on the back of your
statement.

Statement Ending Balance

ADD (+) Deposits Shown in Checkbook
Register But Not on Statement

Subtotal

MINUS (-) Total Outstanding Checks

Total | $

Compare this total with the ending balance in your
checkbook register. They should be the same. If not,
there’s a mistake. Do Not Panic! This can be easily
fixed. If they are the same Congratulations! You’ve
successfully balanced your checkbook.

If Things Don’t Add Up
* Take a short break to clear your head.
« Start by re-verifying your outstanding items.

*  What’s the difference? Is your checkbook
balance higher or lower than your statement?
Subtract the smaller figure from the larger one
to get the difference. Now...

o Divide the difference by 9. If 9 goes in
evenly (that is, with nothing left over), the
problem is transposed numbers. For
example, $258 was recorded as $285. Look
over your receipts and cancelled checks
and double-check your amounts.

o Divide the difference by 2. If the answer
you get is a “normal” dollars-and-cents
amount (i.e., $7.19 rather than $15.125),
look for that amount in your register---it
was added instead of subtracted, or vice
versa.

Still Doesn’t Balance?

Well, you’ve tried hard and made every effort.
Now it’s time to ask for help. Call or come by one
of our branches. You will need to bring in your
current statement and your checkbook register.
Every effort will be made to assist you to balance,
and next time it will be easier.
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Do You Fit in One of these

Categories?

A) Nice try, but... - You try to balance your
checkbook using pencil and paper, but find it
frustrating and have difficulty making the numbers
agree.

B) See No Evil - You avoid the frustration
altogether by @ Ignoring your monthly statement
altogether, @ Using the institution’s balance, or
® Keeping an approximation in your head.

This brochure will help simplify the balancing
process and hopefully reduce the anxiety level
when your statement arrives.

How Your Statement Works
Seldom will your statement and checkbook register
agree. But, that is no reason to panic. It’s merely a
matter of timing.

Your statement lists the transactions posted to or
cleared to your account as of the closing date. The
closing date is usually found in the upper right-
hand corner of the first page of your statement.

Once your statement has closed, it will take a
few days for the information to be printed and for
it to arrive in the mail. Meanwhile, you are
continuing to write checks, make ATM withdrawals
and/or deposits, and hopefully, keeping track of
these transactions in your checkbook register.

Remember, it also takes a few days for your
checks, ATM, Visa Check Card, and/or deposit
transactions to be recorded on your account.

Record, Balance, Repeat

Recording each transaction in your checkbook
register and adding or subtracting it from the
balance is the first step to simplifying the
balancing act.

It’s important to record the transaction at the
time you actually write the check, make a
withdrawal, or make a deposit.

By recording the transactions and balancing your
account total in your checkbook register, you’ll get a
clearer picture of your spending habits and know
exactly how much money you have. And, if for some
reason you detect a problem, the sooner you can
correct it, the better.

The Balancing Act

Balancing your checkbook each month within a day or
two of receiving your statement will not only reduce
your stress level, it will lessen the amount of time it
takes to complete the task.

On the back of your monthly statement is a handy
form to help you balance. Use it along with the
following steps to make balancing a snap.

Before you begin, gather the following

Your last two statements
Your checkbook and register

Any ATM and/or Visa CheckCard Receipts that you did
not record in your checkbook register

A pencil

Eight Steps to Balancing

@ Record Interest Earned

In your checkbook register, enter all of the interest
earned on your account (if applicable). The interest
earned will appear on the front of your statement.

Add this balance. Be sure to record any other credit
amounts listed, such as corrections by the
institution.

@ Record Service Charges, Etc.

In your checkbook register, record any charges that
have been subtracted from your account, as shown
on your statement. These charges may include:

d Monthly services charges
U Per check charges

] ATM transaction charges

L Non-sufficient Funds fees

Stibtrac_t thes_e charges f_rom your re_giste[ balagce.

Last Checkbook balan

Interest from Stateme+

Subtotal

Service Charges from Statem

“New” Checkbook Balanc

® Verify Deposit Amounts

Look at your latest statement and verify that
all deposits listed match the deposit amounts
listed in your checkbook register.

Make a list of any deposits that are listed in
your register but do not appear on your
statement. Add these together. Tip: Use the
worksheet on the back of your statement.

Date | Outstanding Depos| Amount

Total

@ Match All Check Entries

Match the entries in your register with the
transactions listed on your statement.
Compare check numbers, dates, and dollar
amounts on all checks written. If these items
match, place a check “v'” mark next to the
transaction in both your register and on the
statement.

If they, don’t match, circle the item in both
places so that you can come back to fix the
error once all of the transactions have been
checked off.

Go to the next page >>>>




CREATING AN EFFECTIVE PERSONAL BUDGET

Step 1.

In Table 1, fill in the estimated dollar amount that you spend on Essential Monthly
Expenses in the column labeled "Current Spending." Use the blank lines to
describe additional expenses that are not already on the list.

Step 2.

Add the total of all of your Current Essential Monthly Expenses in the Total
Essential Monthly Expenses row (first column).

Step 3.

In Table 2, fill in the estimated dollar amount that you spend on Other Monthly
Expenses in the column labeled "Current Spending." Use the blank lines to describe

Step 4.

Add the total of all of your Other Monthly Expenses in the Total Other Monthly
Expenses row (first column).

Step 5.

Write the Total Essential Monthly Expenses number from Table 1 in the Total
Essential Monthly Expenses row in Table 2 (first column).

Step 6.

At the bottom of Table 2, add the Total Other Monthly Expenses and the Total
Essential Monthly Expenses to get Total Living Expenses.

Step 7.

Copy the Total Living Expenses number into the Total Monthly Living Expenses blank
in the formula below.

Step 8.

Calculate your Monthly Gross and Net Income. Your Net income is your income
after income taxes and other withholdings, like 401k, are deducted.

Step 9.

Copy the Total Net Income humber into the Total Net Monthly Income blank in
the formula to the right.

Step 10.

Using the formula above, subtract Total Monthly Living Expenses from Total Net
Monthly Income. If the number is positive, then you are living within your budget
and should consider investing the "excess" money in a savings account, money
market, or other investment option, or payoff outstanding debts. If the number is
negative, then you are spending more than your income allows. Go to Step 11.

Step 11.

Review each line in Tables 1 & 2. Determine if you can save additional money by
reducing certain expenses, especially those in Table 2. Write these reductions in
the Necessary Changes column. You may be surprised just how much money you
find without adding any new income.

Step 12.

Write the new values for your monthly expenses in the Planned Budget columns of
Tables 1 & 2 and calculate your Planned Budget.

Your Planned Budget represents your goal for next month. Monitor your expenses,
and at the end of the month compare them with your budget. Make modifications
to your budget as necessary.

Congratulations on taking your first step to better money management!




PERSONAL BUDGET PLANNER

Name:
Month and Year
CURRENT |NECESSARY | PLANNED
Table 1
SPENDING | CHANGES 4 BUDGET
ESSENTIAL MONTHLY EXPENSES,  $

Home

7T9P_ |

I3-gtep

12

oble 2 CURRENT | NECESSARY | PLANNED
aole

SPENDING | CHANGES | BUDGET
OTHER MONTHLY EXPENSES $ $ $

Credit Card Payments

Rent or Mortgage

Installment Loan Payments

Electricity

Water/ Sewer/ Garbage

Telephone - Local

Telephone - Long Distance

Entertainment SI é P ¢3

Eating Out or Ordering In

Movie Tickets

— step

Plays/Concerts

Food VCR/DVD Movie Rentals
Groceries CDs, Tapes, Music Supplies
School Lunches Sporting Events
Work Lunches Infernet Access Fees

Books, Magazines, Newspapers

Transportation

Car Payment

Car Insurance

Clubs/Organizations

Gasoline

Gym or Health Club Dues

Repairs and Maintenance

Club Dues/Expenses (scouts, soccer, etc.

Public Transportation (e.g., bus, train)

Professional Organization Dues

Social Organization Dues

Other Basic Expenses

Child Care Gifts and Donations
Child Support Gifts and Cards (avg. for holidays, birthdays)
Clothing Religious Tithes

Haircuts/Personal Care

Charitable Contributions

Insurance: Life, Health, Disability, etc.

Laundry, Dry Cleaning

Medical and Dental Pets

Prescriptions Veterinary Expenses (average)
Newspaper Pet Food

Cable TV

School Expenses

Taxes: IRS, Property

Miscellaneous Expenses

Children's Allowances

Vacations

Occupational License Fees

Short-Term Goals

Savings Cigarettes, Tobacco Products
Emergencies Alcoholic Beverages -
Long-Term Goals Snacks (work, convenience stores, vending) AL 6 & ;,7,“‘
Refirement H Te PE IR
V.

G €‘P5“4 —&5

- vTe ) 7 Total Other Expenses )| 000 0.00 0.00
S_E_:P 5 e | Total Essential Monthly Ex;;enses 0.00 0.00 0.00
Total Essential Monthly Expenses Total Living Expenses 0.00D 0.00 0.00
GROSS INCOME NET INCOME [(Total Net Monthly Income) - (Total Monthly Living Expenses) = (+or -)
MONTHLY INCOME $ $ P 0.00] ogf| 0.00
Income 1
Income 2
Other Income (Child support, 5 Teps
social security, military < 9
retirement, efc.) 5 Te P
TOTAL GROSS/NET INCOME 0.00 00
T—
- - - - - - - - - - - - - - - - - - - - - - - - = - = -



1‘— Debt Reduction Strategie

The following tips are designed to help you redymer debt quickly and economica

1. Create a Budget and Stick With I.. Your budget should include all of your curr
expenses. Request a copy of the Per. Budget Planner for more information
creating a budget.

2. Don’t Borrow Additional Money to Pay off Debts or Bills.

3. Cut Expenses Get this number by analyzing your budget andrdeteng where
reductions can be made (e.g., eating out, buyiagksnand Inch at work, going t
the movies, etc.). Once you have determined howhmgaa plan to cut, use th
“found” money to pay down the balances on your sl

4. Optimize Your Monthly Payment. Pay the maximum amount towards your higl
interest rate debts. P#ye minimum amount on all other de

5. Ask for Reduced Interest Rate. Some creditors, especially credit card compal
will reduce your interest rates if you just caltaask. If you receive offers for oth
credits cards with lower interest rates ie mail, use those offers as leverage w
you are reaegotiating your rates with your current credit

6. Set Goals and Prioritie:. Determine what's important. When you preparettp
something ask yourself if this purchase is in lvth the priorities yu have set an
will it help you reach your goal or delay

7. Check out the websitehttp://www .vertex42.com/Calculators/debtreduction-
calculator.html This site provides a free download Debt Reductialc@ator tha
allows you to determine the amounts you shoulddyeng towards each of yo
debts and calculates the money you will save byngeyour debts in th
recommended order. Additionally, the program tgetla when each of your debts w
be paid off.




*— Seven Steps to Better Money Manageme

The following tips are designed to help you mangme money more effective.

1. Calculate your Net Incom. Know all your sources of income after deductidik,
income taxes and 401k, are removed. This numbienatkly determines what you c
spend each month.

2. Create a Personal Budg. A budget is your roadmap for spendinglana tool tc
help you achieve your financial goals. Save youeigs and take the time to add up
of your expenses for a month. Subtract your exefisen your Net Income, calculat
in Step 1. If the result is a positive number, tlgen are livirg within the limits of you
income. If the result is a negative number, yoyregses are exceeding your incol
Look for nonessential expenses that you can reduce and rem@cAkk yourself if eac
expense is a “want” or a “need,” and try to miniespending on the “wants.” Mo
importantly, once you create a budget, stick witiviake adjustments, as necess
Having a budget will allow you to control your mgn@ther than your mone
controlling you. Ask your banker for a copy of iPersonal Budget Planner, which will
help you create a budget.

3. Balance your Checkboo.

The balance in your checkbook is a critical numbenoney management becaus
allows you to know exactly how much money curregthy have to save or spet
Keeping an accuratcheckbook register also allows you to review wh@u spend you
money. Be sure to record all transactions, inclgdiiM/Visa Check Card transactior
checks, and deposits. For more information on lzat@nyour checkbook, request t
brochure “Eight 8nple Steps for Balancing Your Checkbook” from ydanker

4. Minimize your Use of Credit Cards. Millions of Americans are in debt. Credit c¢
debt is an easy trap to fall into. The best wagwoid this trap is to avoid using cre
cards altogetherf {ou like the convenience of a credit card, coesmgetting a chec
card instead. Check cards are accepted at mosispthat accept credit cards. 1
difference is that the expense is automaticallyudestl from your checking accot
balance, which ragtes your urge to spend more than you have. Betsurack eacl
check card transaction in your checkbook ledget, ljke you would if you wrote
check.

5. Pay Down Your Debt If you have Credit Card debt or other debts, th@ymaximurr
to your highesinterest rate debts first and the minimum on loiweerest debts to pe
debts faster.

6. Establish SavingsPay yourself, first. When you pay your monthliishiwrite a checl
to yourself and put it in your savings accountyoifi get your paycheck posited
automatically, ask your employer about having diporof your paycheck deposited
your savings account.

7. Know Your Credit History . Credit reporting agencies collect data regargimgy
credit repayment history and sell this informatiorlending agencies.

If your report shows that you are late paying bilave maximized lines of credit, or he
bankruptcies or other collection activities, thidl wegatively impact your ability to ge
credit.



You can request your credit report from following credit reporting agencie

Equifaxwww.equifax.com

Trans Unionvww.transunion.col

Experianwww.experian.com

If you have been denied credit, you can get a cbpypur credit report free. Otherwise
small fee may be required.

If you find incorrect information in your creditpert, contact the credit reporting agen
They are required to investigate the iimation within 30 days and delete the informatic
it cannot be verified. Your rights are further désed in the Fair Credit Reporting A«



4_ Effective Strategies for Savin

The following recommendations are designed to kelpestablish and or grc your
personal savings.

1. Pay Yourself First. When you pay your monthly bills, write a checkyturself, first
and put it in your savings accot

2. Don’'t Borrow Additional Money to Pay off Debts or Bllls.

3. Cut Expenses Get this number by analyzing ycbudget and determining whe
reductions can be made (e.g., eating out, buyiagksnand lunch at work, going
the movies, etc.). Once you have determined howhmgaa plan to cut, use th
“found” money to pay down the balances on your sl

4. Optimize Your Monthly Payment. Pay the maximum amount towards your higl
interest rate debts. Pay the minimum amount ootla#r debi:

5. Ask for Reduced Interest Rate. Some creditors, especially credit card compal
will reduce your interest rates if you jicall and ask. If you receive offers for ott
credits cards with lower interest rates in the mak those offers as leverage w
you are reaegotiating your rates with your current credit

6. Set Goals and Prioritie:. Determine what’s important. Wheouy prepare to bu
something ask yourself if this purchase is in lmth the priorities you have set a
will it help you reach your goal or delay

7. Check out the websitehttp://www.vertex42.com/Calculators/deb-reduction-
calculator.html This site provides a free download Debt Reductiafcator tha
allows you to determine the amounts yhould be paying towards each of y«
debts and calculates the money you will save byngayour debts in th
recommended order. Additionally, the program tgetla when each of your debts w
be paid off.




4.-'— Money Management Reference

For more informaon on effective money management and financiaegs
consider the books and web sites listed be

Helpful Books

Pay It Down by Jean Sherman Chatzky. November 2(Penguin Books, In¢
ISBN:1591840635

The Money Book for the Young, Fabulous & Broke (Hadcover)
by Suze OrmanMarch 2005, Putnam Publishing GrougBN: 1-57322297¢

The Millionaire Next Door: The Surprising Secrets & America’s Wealthy by Thomas J.
Stanley, Ph.D. and William D. Danko, November 28)@ Pocket Books; ISBN
0743420373

How to Get Out of Debt, Stay Out of Debt and Live Posperously. By Jerrold Mundis
April 1990, Bantam Books; ISBN: 0553283¢

Credit Card Debt: Reduce Your Financial Burden in Three Easy Step by Alexandel
Daskaloff (April 1999)Avon; ISBN: 03808070C

Slash Your Debt -Save Money and Secure Your Futur
by Gerri Detweikr, Marc Eisenson, and Nancy Castleman, Octobed Financial Literacy
Center; ISBN: 09659638

9 Steps to Financial Freedom: Practical and Spirital Steps So You Can Stop Worryin
by Suze Orman, 1st edition (December 15, 2(Three Rivers Press; ISBN60980186

Helpful Websites

http://mappingyourfuture.org/money

Provides tips for financialthes:, understanding your income, managing your bankaus,
creating budgets, and establishing savings. Fegseveral helpful calculators, includiia
Savings Calculator and test to help you gauge gotrent financial situatio

http://www.mymoney.gov/index.htm|

This government sponsored website provides additioalpful resources for retirement plann
and financial fitness, including free online caétols

http://www.vertex42.com/Calculators/deb-reduction-calculator.html

This siteprovides a free download Debt Reduction Calculttat allows you to determine tl
amounts you should be payitmyvards each of your debts and calculates the mgoewvill save
by paying your debts in the recommended order. #aldilly, the program tells you when ec¢
of your debts will be paid off.

http://www.nfcc.orqg/

This is the home site for tiidational Foundation for Credit Counseling, a national nc-profit
network of 1,450 Member agencies designed to peoagsistance to people dealing v
stressful financial situations. The site providegd and information for finanal counseling
debt planner tools, and other helpful webs



