
How to Budget 
 

You can make your own budget worksheet using either a 

pen and paper or a computer spreadsheet program. Think 

of your budget in terms of two things: money and time. 

Money, of course, is divided into its own two categories: Income and Expenses.  
 

Follow these steps to make your budget worksheet: 

 

• List your income in a vertical column down the left side of the page. Think of all the 

sources of income (including paychecks and interest) that you receive. Also, consider 

how often this income becomes available to you. For example, are you paid weekly or 

every other week? 

 

• List your expenses below your income in that same column. Begin with major expenses 

such as a car payment, car insurance, food (including school lunches), clothing, and 

entertainment. Include all expenses, whether you pay in the form of a check, cash, 

credit card, or the amount is deducted from your credit union account. Remember to 

include any finance charges, such as interest on your auto loan. 

 

• Now, list the related timeframes in a row across the top of the page. For instance, does 

the expense or income occur weekly, per paycheck, monthly, quarterly, or yearly? Is the 

expense tax-deductible? If so, add a heading for this in your horizontal row. When you 

are finished you should have the beginning of a grid or chart. Use this as a worksheet to 

help you categorize and plan. When you first start using your budget worksheet, you 

might find that you change it often. That’s good! Your worksheet should be a working 

document. 

 

• Now that you have a “skeleton” worksheet, add anticipated expenses. Are you planning 

to go to college or participate in a wedding (as either a bridesmaid or a groomsman)? 

All of these require that you spend a lot of money. (Hint: Anticipate that you will have to 

spend more than you’d prefer, and budget accordingly. It’s better to be prepared than 

shocked.) You can also consider anticipated sources of income, such as the yearly 

birthday check from your Aunt Mildred. Be careful, though; don’t spend the money 

before you have it. 

 

• Don’t forget the “small stuff”! Do you buy soda pop or special coffee, eat lunch out, or 

buy snacks from the vending machine? If so, keep track of how often you do—and how 

much you spend. All of these purchases add up throughout the week, the month, and 

the year. So budget for these, or do without! 

 

Remember: Use your budget as a tool to help you achieve your goals.  Once you set up your 

categories and make it a point to record the appropriate dollar amounts, you’ll see how easy it 

is to continue recording your income and expenses. 

 

The most difficult part is getting started. But once you have your plan in place, you’ll recognize 

the power of the information that you have at your fingertips! 

 

For more tips on Budget & Goals, click here.   



Important Dates for Your 2014 

Financial Calendar 
 

If you’ve made a New Year’s resolution to keep better 

track of your finances in 2014, here’s a list of important 

plans and tasks that should be on your financial 

calendar for the year: 
  

JANUARY: 
Set your credit report dates. You are entitled to one free credit report a year from each of the 

three credit reporting agencies: Transamerica, Experian, and Equifax. Each year, you should 

check each of your credit reports from www.annualcreditreport.com. It’s wise to stagger the 

dates you check each report because irregularities might surface at different times of the year; 

just split them over the course of the year.  

 

Think about college aid: On Jan. 1, kids and parents are free to start working on the Free 

Application for Federal Student Aid (FAFSA) for the upcoming school year. To meet deadlines in 

most states, you should submit your FAFSA no later than March 1 with Feb. 15 being the optimal 

date.  

 

Start or review your emergency fund: Experts believe you should have 3-6 months worth of living 

expenses set aside. Set a fixed amount you’ll save each month toward that goal. 

 

Check your investment accounts on your brokerage firm’s or mutual fund companies’ websites 

and print off the December 31 statements for the previous year. Review the earnings paid out to 

your account from interest, dividends, and both short-term and long-term capital gains. Review 

the capital gains and/or losses you realized from the sale of mutual funds, stocks, and/or bonds. 

Use this information to begin planning for your 2013 taxes. 

 

Review your checking account statements and credit card statements for the previous year and 

tally your spending/expenses into categories. Compare your cash outflow to your cash inflow for 

each month of the previous year, and set target goals for spending in each category for the 

New Year based on your financial goals and values. If you want to make this process easier, 

consider buying a personal finance program for your computer. 

 

If possible, fund your IRA contributions as soon as possible in the New Year. Theoretically, this 

allows you to compound your returns and the benefits of tax deferral over the longest period 

possible.  

 

If you have a health savings account or a flexible spending plan through your employer before 

the end of the plan year, total the amount of expenses filed during the previous year and 

compare them to the total amount you contributed. Make sure you aren’t contributing more 

than you are being reimbursed, because these are “use it or lose it plans.” 

  

FEBRUARY: 
Start pulling your tax information together: Your W2s and 1099s should be arriving; get your 

records ready to start your return.  

  



MARCH:  
Get ready to fund your IRAs:  April 15 will be 2013’s tax deadline, and that’s the last date to 

make a 2013 tax-deductible contribution to your traditional and Roth IRAs. Plan to make the 

biggest affordable contribution you’re allowed. 

  

APRIL: 
Tax deadline: Midnight, April 15 is the deadline for postmarking federal and state taxes. 

 

Education account contribution deadline:  Don’t forget that contributions to Coverdell accounts 

for the previous year are also due on tax day. 

 

Check your insurance coverage:  If you have sufficient emergency funds, check to see if a 

higher deductible on home, auto or health insurance makes sense in terms of premiums savings 

and fewer potential claims. 

  

MAY:  
Talk to your parents: If you’ve never discussed estate, health and long-term care planning with 

your parents, do it now.  

 

Do a summer energy checkup: Have your air conditioner checked to make sure it’s working 

properly during the cooling season. 

  

JUNE: 
Do a mid-year financial checkup: Take the time to do a review of your tax planning, retirement 

savings, home, health and life insurance needs and do a mid-year check of your spending and 

emergency fund levels. 

 

Pell Grant Application deadline for the 2013-14 school year: June 30. 

  

JULY:  
Do a beneficiary check: Is the beneficiary information on all your investments, insurance policies 

and bank accounts up to date? 

 

Check your will: If you haven’t checked your will in 5 years, see if your instructions are current. 

Make sure your powers of attorney reflect your intentions. 

  

AUGUST: 
Go over money issues with your college student: Whether they’re freshmen or seniors, take some 

time to go over financial details.  

  

SEPTEMBER: 
Order your last credit report: Get your third and final credit report of the year.  

 

Do a winter energy checkup: Have your furnace checked to make sure it is working properly 

during the heating season. 

  



OCTOBER:  
Be ready for open enrollment: Many companies set open enrollment for their benefits plans in 

September and October. Make sure you’ve done some thinking about your benefit choices for 

the coming year. 

 

Tax extension deadline: If you had to file for an extension on your federal taxes this year, your 

final deadline to file is Oct. 15. 

  

NOVEMBER: 
Total your potential tax losses: Confer with your tax adviser to see if it makes sense to sell stocks 

before the end of the year to balance out capital gains or losses in your portfolio or to carry 

forward losses for future use.  Plan mutual fund sales before dividend distributions for less tax 

impact. 

 

Spend out your flexible savings account money: Check your employer’s rules, but you should 

spend out the amount you put in your flexible spending account by Dec. 31 or the end of the 

plan year. Schedule any procedures or medical expenses you’ll have by then. 

  

DECEMBER: 
Give: Make the charitable deductions you want to make for the end of the tax year. Also, 

remember you can make financial gifts of up to $12,000.  

 

Pay deductible expenses early: To lessen your tax impact for the current year, pay mortgage 

interest or property tax installments early if your tax situation would benefit from it. See if 

alternating using standard deduction one year and itemizing the next (called “doubling up”) 

works for you. 

 

This article was submitted by the Financial Planning Association, the membership organization for 

the financial planning community. FPA members are dedicated to supporting the financial 

planning process in order to help people achieve their goals and dreams. Submission of this 

article does not imply an endorsement or recommendation of the Financial Resource Center 

site. 

 


