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Our Mission
Helping people to improve 
their lives through an 
educational process that 
applies knowledge to critical 
issues, needs and 
opportunities.

Presenter
Presentation Notes
With a presence in every Michigan county, Extension faculty and staff members provide tools to live and work better. From a personal meeting to information online, MSU Extension educators work every day to provide the most current information when people need it to ensure success – in the workplace, at home and in the community.
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MSU Extension

msue.msu.edu

Presenter
Presentation Notes
For more than 100 years, MSU Extension has helped grow Michigan’s economy by equipping Michigan residents with the information that they need to do their jobs better, raise healthy and safe families, build their communities and empower our children to dream of a successful future. Our main website, msue.msu.edu, has a variety of educational events and resources.
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www.mimoneyhealth.org

Presenter
Presentation Notes
Our MI Money Health.org website contains a wide-variety of financial information and tools to use when adopting standard financial practices.
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Requirements

• Sign in each week
• Attend all classes

Presenter
Presentation Notes
Welcome the group and take attendance.
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Ground 
Rules

Participate and contribute. 

Be respectful.  

Be responsible.

Be open. 

Be flexible. 

Help us stay on time. 

Have fun. 

Keep the end in mind. 

Turn off cell phones.

Is there anything 
you wish to add?

Presenter
Presentation Notes
Review the Ground Rules:
Participate and contribute. 
Be respectful. 
Be responsible.
Be open. 
Be flexible. 
Help us stay on time. 
Have fun. 
Keep the end in mind.
Turn off cell phones.
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Handouts

Presenter
Presentation Notes
Distribute: Distribute handouts for today’s lesson for participants to insert into their binder or folder.
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Money Management Sessions

➢ Week 1 – What’s My Future
➢ Week 2 – Making Good Money Decisions
➢ Week 3 – Organizing and Keeping 

Records
➢ Week 4 – Planning to Save
➢ Week 5 – Saving for the Future 
➢ Week 6 – Making a Spending Plan
➢ Week 7 – Managing a Spending Plan 

Presenter
Presentation Notes
Highlight that the main goal of this series of lessons is to learn personal money management skills. 
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Money Management Sessions

➢ Week 8 – Protecting My Money
➢ Week 9 – Income and Taxes
➢ Week 10 – Paying Bills
➢ Week 11 – Understanding Your Credit
➢ Week 12 – Controlling Debt

Presenter
Presentation Notes
Highlight that the main goal of this series of lessons is to learn personal money management skills. 
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My Plan Check-in 

Write a SMART goal based on 
your financial dreams

Presenter
Presentation Notes
To review the assignments from the previous lesson “Making Good Money Decisions,” ask for a couple of volunteers to share their goals or action plan that include finances, using their stated goal on their name tent as a reminder. (Have them look at the handouts that they should have filled out “Use Your List of Dreams to Create a SMART Goal” and “Make a Plan for Putting Goals Into Action.”)
Ask: Did you keep your receipts and put them in the envelope I gave you? We will start using them next week. Keep saving your receipts every day for the next few weeks. 
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Objectives 

• Determine ways to cut clutter
• Determine ways to be organized
• Identify a filing system

Presenter
Presentation Notes
Share: State the learning objectives for this lesson.




Copyright 2022 Michigan State University. Michigan State University is an affirmative action/equal opportunity employer

Organizing

• Decide together what is important
• Choose a place to keep and store records
• Continue to track income and expenses

Presenter
Presentation Notes
Share: Three steps are key as you develop your spending plan. As we already talked about, first, sit down together with other members of your household and decide what is most important. Then set some short-, medium- and long-term SMART goals (Witter, 1999). Second, choose a place in your home to organize and store records. Third, continue to collect information about your income and expenses for several months. With the facts, your spending plan will be more realistic. Keep saving receipts from your purchases as we will be using them in a future lesson.
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Activity 1
Organize Personal Papers

Presenter
Presentation Notes
Share: Have you noticed after people walk in the sand or in snow that you can see their path? When the waves wash away the old footprints or the snow falls again, new footprints appear. People walk in the same paths all the time (Boyce et al., 2005).
 
Activity 1: Footprints
Share: Find and use the “Footprints in the Sand” or “Footprints in the Snow” handout, as seasonally appropriate, to discuss this concept by asking these questions:
When a person pays their bills on time where does that lead them?
When they receive important papers in the mail, what do they do?
How do they stay organized?
What happens after they pay those bills?
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Finding Important Papers

Presenter
Presentation Notes
Ask: What are some important personal documents?
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Activity 2 
Keep Important Papers

Social Security cards, birth certificates, 
etc.

Activity:  Keep or Toss 

Presenter
Presentation Notes
Activity 2: Finding Your Important Papers
Demonstrate: Show participants how to sort papers using the pile of unorganized papers you brought in. (Use the “Keep or Toss” handout to ask participants which pile items should go in.) Sort them into two piles: “Keep” and “Toss.” Throw away the “Toss” pile. Then sort the “Keep” papers into several more piles:
Money and financial records
Family records
Children’s records

Shred personal identifying information before tossing (anything with your name, address, birthdate, account numbers, Social Security number, etc.) 
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Keep or Toss?

Presenter
Presentation Notes
Ask: Should you keep or toss restaurant receipts, newspapers or old event flyers?
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Keep or Toss?

Presenter
Presentation Notes
Ask: Is this something to keep or toss?
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Keep or Toss?

Presenter
Presentation Notes
Ask: Is this something to keep or toss?
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Keep or Toss?

Presenter
Presentation Notes
Ask: Is this something to keep or toss?
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Keep or Toss?

Presenter
Presentation Notes
Ask: Is this something to keep or toss?
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Keep or Toss?

Presenter
Presentation Notes
Ask: Is this something to keep or toss?
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Keep or Toss?

Presenter
Presentation Notes
Ask: Is this something to keep or toss?
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Keep or Toss?

Presenter
Presentation Notes
Ask: Is this something to keep or toss?
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Keep or Toss?

Presenter
Presentation Notes
Ask: Is this something to keep or toss?
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Keep or Toss?

Presenter
Presentation Notes
Ask: Is this something to keep or toss?
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Family and Children’s Records

Presenter
Presentation Notes
Share: Find and use the “Family and Children’s Records Needed” handout to see if you have all needed documents. If you are missing some important identification documents, how do you get another copy? Use the “Finding Your Important Papers” handout for this information.
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Label File Folders

Presenter
Presentation Notes
Share: Find and place the “File Folders Labels,” as needed by you or your household, on the file folders or sections (or write them in). Place the file folders in a file container such as a box, bin, basket, drawer, or other container. Then place bills “to pay” in the appropriate file by due date. Put paid bills and receipts in the appropriate file folders in the Financial Records section. 
 
(Leader Note: If you decide to prepare file folder labels beforehand as noted in the “Preparation” section, the participants will choose from those prepared labels. If not, they will write the labels of their choice directly on the folders.)
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Filing System
Where
Who
Pay bills on time
Receipts in file folders

Presenter
Presentation Notes
Ask: Where do you keep important papers such as Social Security cards and birth certificates for each member of the household? 
Where do you keep legal documents such as a marriage license or divorce decree? 
What about education records, such as a high school diploma or GED? 
If you have children, where do you keep their immunization records?
 
Distribute: Distribute large envelopes to store important papers and financial records.
 
Share: Keep your really important papers in a safe place in case they are needed. A small fireproof safe is relatively inexpensive and can prevent the hassle to replace these documents after a disaster. 
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Household Inventory

Presenter
Presentation Notes
Share: You should also have a list of your valuable personal possessions. Find and use the “Household Inventory Form” to write down these belongings room by room. Then put this list with your important papers.
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Activity 4 
Cutting the Clutter

Presenter
Presentation Notes
Share: You are beginning to get your finances organized. Now, you’re ready to get your home organized. Think about places inside or outside your home where you would like to reduce clutter (Boyce et al., 2005).
 
Ask: Why does clutter develop or grow? 
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Organize Your Home
Be a guest—what do 
you see?
• Where does it 

grow?
• Priorities?
• Who?
• Have a system—

room by room

Presenter
Presentation Notes
Share: Lead a group discussion and encourage participants to share experiences.
Be a guest in your own home. If you were visiting your home today for the first time, what would you observe? 
What are problem areas? 
What are your priorities? Where would you begin to make changes? 
Who can help? Would it work to delegate chores?
Get a system. Work room by room.
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Ways to Cut Clutter

Presenter
Presentation Notes
Ask: Why does clutter develop or grow? 
 
Share: Lead a group discussion and encourage participants to share experiences.
Be a guest in your own home. If you were visiting your home today for the first time, what would you observe? 
What are problem areas? 
What are your priorities? Where would you begin to make changes? 
Who can help? Would it work to delegate chores?
Get a system. Work room by room.
 
Share: Write your thoughts on the “Cutting the Clutter!” handout about the reasons clutter develops and ways to stop feeding the clutter in various rooms and spaces. Decide what to get rid of and how to get rid of it.
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Specific

Measureable 
Attainable

SMART Goals

Realistic

What is a S.M.A.R.T. goal?

Time Bound

Presenter
Presentation Notes
SMART is an acronym.  It stands for specific, measurable, attainable or agreed-to, realistic and time-bound. Every SMART goal has these attributes.
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Is this goal specific?

Are the results easily measurable? 

Attainable?  Realistic?

SMART Goals…Ask Yourself

Does my goal include a completion date? 

If you answer any with no, you have more work to do!

Presenter
Presentation Notes
Finally, when your goals are written, ask yourself and all those who will be involved in making the goal a reality….is this goal specific? Are the results easily measurable, will I or my family or financial advisor easily be able to measure if the goal has been met or not? Is the goal realistic for my current income, lifestyle and household obligations?  And does the goal include a completion date? If the answer to any of the questions is no, go back and update your goal to make sure it is as specific as possible.



Copyright 2022 Michigan State University. Michigan State University is an affirmative action/equal opportunity employer

Discussion Questions

Presenter
Presentation Notes
Discussion Questions
Leader Note:  Choose several questions from the following list to help begin wrapping up the lesson.
 
Are your records and information organized?
Do you help other family members manage money?
Who in your family pays the bills?
Where are bills filed before and then after they are paid?
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Ready for Change?

Presenter
Presentation Notes
Share: Think about the concepts covered in this “Organizing and Keeping Records” lesson. What actions or behavior changes you plan to do? 
 
(Leader Note: Encourage participants to use the “Make a Plan for Putting Goals Into Action” handout that was used in “Lesson 2: Making Good Money Decisions” to write down SMART goals, action steps, resources needed, target date, and supports (Consumer Financial Protection Bureau, 2020). Some participants may choose to keep working on their original SMART goal steps for many weeks. They can revisit and revise their SMART goal as needed to be more realistic and doable. Some may want to add a new SMART goal based on this lesson; you may want a few extra copies of this handout ready. It is important that participants focus on one or maybe two SMART goals at a time so that they do not feel overwhelmed and are confidently making progress to successfully achieve their goals toward desired behavior outcomes.) 
 
Ask: On a scale of 1 (not at all ready) to 10 (extremely ready), where are you?
Are you ready to make a change with confidence toward your SMART goal?
How important is the change for you?
How confident are you about making this change? Why?
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Wrap Up

Presenter
Presentation Notes
Wrap up
Share: Are you starting to see how you can make your home and life more organized? Being organized can not only improve the appearance of your home to others but can also improve the way you feel. Early in this lesson, we talked about making footprints in the sand or snow. Everyone makes mistakes but successful people try over and over. The next morning after waves wash the footprints away or after a new snowfall, you can make new footprints on the path. Keep trying!



Copyright 2022 Michigan State University. Michigan State University is an affirmative action/equal opportunity employer

My Plan
aka...assignment

1. Organize personal papers

2. Find missing important papers

3. Use a recordkeeping system

4. Write a SMART goal

Presenter
Presentation Notes
Share: For your assignment, I encourage you to find all the papers in their house that are not already organized. Use the “Keep or Toss” handout to go through and decide whether to keep or toss the unorganized papers. Use the “Finding Your Important Papers” handout to make a list of the papers or records that need to be replaced or updated. Use the information on “Family and Children’s Records Needed” to contact agencies and organizations to replace lost records. Decide on a recordkeeping filing system to set up and store important papers. Complete your handouts for this lesson. 
 
In the first few lessons, we have talked about your financial dreams, making financial decisions, and organizing space and personal records. Next, I encourage you to write at least one new SMART goal, using the “Make a Plan for Putting Goals Into Action” handout. How is your progress so far? What have you learned? How are you feeling about any changes you have made?
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Next class:
Planning to 

Save
This Photo by Unknown Author is licensed under CC BY-NC

Presenter
Presentation Notes
Ask: Do you have questions or need me to explain anything further? (If available, give participants a preview of next lesson topics and actions to take before the next lesson. If appropriate, celebrate what has been learned in this lesson.)


http://www.pngall.com/save-money-png
https://creativecommons.org/licenses/by-nc/3.0/
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Presentation Notes
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