Good money
management.
Information, skills and tools to help
you manage your money.

Westpac is committed to
providing quality information
and education about money
to help women and girls enjoy
financial confidence and
independence.
Knowledge about money is called
‘financial literacy’. Financial literacy
helps you make sound decisions about
how you use and save your money to
help you reach your financial goals.
In this booklet, we’ll show you how to
track your expenses, save and budget,
and set yourself up for a stronger
financial future. It also provides
some great information on getting
paid, superannuation, and tips for
protecting your financial future.

Good luck and enjoy.
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How am I spending my money?
Money diary.
Do you really know where your money goes or what you spend it on?
Before beginning to get on top of your finances and work towards building a budget many people find it
useful to use a money diary. You use the money diary to record everything that you spend money on.
It’s a good idea to keep the diary for say a month, to help you understand where your money goes.
You can use the table below, a notebook, or download a money diary from
The Davidson Institute: davidsoninstitute.edu.au/community/money-managers

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Week Four

Week Three

Week Two

Week One

Sunday
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Spending pie chart.
The next step is to categorise your spending and create a pie chart to give you a visual of how you spend
your money. Using your money diary divide your spending up into the following categories, record the
amount each month, and calculate the percentage of the total.

Category

Amount per month

Percentage of total

Housing
Food
Clothing
Transport
Education
Health
Telecommunications
Loan repayments
Entertainment
Other spending
TOTAL

Divide up the pie chart below
according to the percentages
you’ve calculated.
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Borrowed money.
As well as understanding how you spend money now, it’s useful to understand how much money you have
borrowed. Complete the table below with details of your current loans.

Who?

How much?

Repayment

Interest rate

Payment
type (e.g.
interest only)

Priority

E.g. Westpac
Credit Card

$5694

$115 month

19.84%

Principal &
Interest

1

How to deal with debt:
• Don’t ignore debts – the longer you leave them, the harder they can be to sort out.
• T
 alk to the people you owe money to, including your bank. Let them know as soon as you realise you are
struggling to make your repayments. They may be able to help you manage the repayments better.
• O
 ne way to approach your debts may be to look at consolidating them into a single loan. Move them
from higher interest rates to a lower rate if you’re able. This could help make your repayments more
manageable.
• S
 et a realistic goal date for when you wish to be debt-free, by working out when you can pay off what you
owe. If you have savings, consider using these to repay your debts. Compare the interest rate you pay with
what you make on your savings.
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How do I want to spend my money?
Prioritising debt reduction.
After completing the borrowed money table you may be realising just how much that borrowed money is
costing you. By making debt reduction a priority and paying off the most expensive borrowed money first
you’re making a sound step towards getting your finances back on a better footing.
Now complete the final column of the table indicating which loans you are going to pay off first,
second, and so on.
Now write down below how much you intend to repay each week/fortnight/month and calculate how long it
will take to repay that loan.

Now it’s time to take the information you’ve collected from your money diary and the borrowed money table
and start to build your budget, using the budget planner.
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Budget planner.
How to build a budget.

Step 1: Cash in.
Weekly

Fortnightly

Monthly
$
$

Step 1:

TOTAL $

Cash in.
Record the amount of all regular income
(wages, salaries, pension etc) and whether
received weekly, fortnightly or monthly.
Tip: all cash out amounts will need to be for the same
period ie weekly, fortnightly or monthly

Step 2: Cash out - Savings.
Money I Save $
Step 3: Cash out - Repayments.
Home Loan $

Step 2:

Personal Loan $

Cash out – Savings.

Car $

Record the amount you will save each period.

Phone plan $
Credit Cards $

Step 3:

Store Account $

Cash out – Repayments.

Other _____________ $

Record all the repayment commitments you have.

Step 4: Cash out - Living expenses.

Step 4:

Food

Cash out – Living expenses.

Housing

$

Rent $

Record all essential expenses for food, housing,
transport, clothing, telephone, and health.

Rates $
Insurance $

Step 5:

Electricity/Gas $

Cash out – Lifestyle expenses.
Record the amounts you will budget for
optional spending on leisure and lifestyle.

Other _____________ $
Transport
Fuel $
Fares $

Step 6:

Registration $

Cash out – Total.

Insurance $

Add up all the amounts recorded in steps 2 to 5.

Servicing/Repairs $

Step 7:
Ending cash.
Subtract the amount of cash out (step 6)
from cash in (step 1).

Clothing

$

Telephone

$

Health
Insurance $
Allocation for doctor, chemist etc $
Other _____________ $
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Step 5: Cash out - Lifestyle expenses.

Hot tips.

Gym/fitness/sport $

Good advice.

Entertainment (e.g. movies) $

By planning ahead and controlling your
spending you will be able to spend less than
you earn and save the surplus. The result will
be that you will always have money to pay
your bills and will be building up a reserve of
emergency funds.

Personal spending (e.g. haircuts) $
Gifts $
Spending money $
Other _____________ $
Step 6: Total cash out.
Add steps 2 to 5

Stop and think!

$

• Don’t spend more than you earn
• Take control

Step 7: Ending cash position.
Cash in (step 1)

• Pay yourself first

$

• Make it a habit to save
• Protect your income and assets

Minus
Cash out (step 6)

• Develop healthy spending habits

$

• Plan your budget
• Use credit wisely

Equals
Ending cash

• Shop around for value

$

• Need or want?

My financial goals.

The leak factor.
Regular small expenses, such as a daily can of
soft drink, which add up over time and may be
preventing you from achieving your money goals.

Day

Week

1 year

5 years

2

14

728

3640

4

28

1456

7280

10

70

3640

18200

15

105

5460

27300

20

140

7280

36400

$
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Setting savings goals.
Whether you’re saving for something specific or want to have some money set aside for an emergency,
setting goals can help you get there. To use this worksheet, follow the steps below.

Goal

Target date

Amount
needed

Available
money

Gap

Time to
target date

Amount to
be saved
each month

E.g. Car
deposit

October 2018

$2,000

$150

$1,850

12 Months

$154

TOTAL

1. Start by listing your goals. For example, you may be saving for a new car.
2. Write down the date you’d like to meet each goal. Be realistic.
3. E
 stimate the amount of money you need to meet each goal. For example, if your goal is to save a deposit
of $2,000, enter $2,000 as the cost of the goal even if your target date is a year away.
4. Work out the gap between the cost of each goal and the money you currently have allocated to it.
5. Calculate the time to your target date.
6. C
 alculate how much to save each month, and then consider if your target date is manageable
& reasonable.
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Good money habits.
Plan your journey to the end of the month.
Being good with your money doesn’t mean thinking about it every minute of the day. It just requires
good money habits at key times of the month or week. Use this planner to plot out some key dates in
your pay cycle.

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

1. Circle your payday/s.
2. M
 ark the days when you will make regular bill payments – either the day after your payday, or spread
across the month if you’re paid weekly or fortnightly.
3. O
 n the day before your next pay day, make a note to transfer any left over money towards paying off your
debt first, the put the balance into your savings account.
4. A
 re there any events coming up that might tempt you to splurge? Make a note to withdraw the money you
need on this day, and use only cash.
5. C
 hoose a date towards the end of your pay cycle to check your balances and revisit your budget if you’re
in danger of running short.
6. Now transfer this information into your diary.
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Spending tips.
Developing good spending habits will help you to stick to your budget and achieve your goals. Some of these
habits are to separate what we need from what we want, make sure we get the best value for our money,
and be aware of any money leaks.

The difference between “wants” and “needs”.
An important money management skill is the ability
to differentiate between your “needs” and your
“wants”. When it comes to managing your money,
your needs should take priority over your wants.
Needs: a “need” is a product or service that you
require, is necessary, or is obligated. For example,
you need to buy food, basic clothing items, and to
pay your rent or mortgage.
Wants: a “want” is a product or service that you
desire, but that you don’t actually need. Anything
that isn’t strictly a need falls into the want category.
For example, you don’t necessarily need to eat out
at restaurants every night, or to buy designer
label clothes.

When it comes to buying a car, however, there are
lots of different choices. You could buy a small car
that will enable you to get around to your customers,
or you can buy a much fancier car to do the same
thing. In this example, the fancier car would be
considered a want, not a need. In simple terms,
you need a car, but you want a fancy car.
That’s not to say there is anything wrong with
spending your money on wants. If you desire an item
and save the money so that you can have it, then you
should reward yourself. However, where people get
themselves into trouble is by spending their money
on wants when they can’t afford them, or when they
haven’t covered their needs first.

Sometimes it can be tricky to tell the difference
between a need and a want, because some things
can be considered as both, and it may differ from
person to person. For example, let’s say that you are
a salesperson and you are required to have your own
car so that you can travel to your customers. In that
case, the car will be a definite need for you.

Understanding the value of money.
Everything that we purchase has a price, and
everything that we purchase has a value.
Sometimes the two are the same, but quite often
there is a difference between the price and the value
of the item that we are buying.
This is particularly noticeable when the same item
is available in two different shops, but each shop is
selling it for a different price. A good spending habit
to get into is to “shop around” for the item you are
looking for.

By being able to choose from a variety of options
you are more likely to be able to choose the price
that gives you the best value for the least spend.
Getting better value for your money doesn’t always
mean buying the cheapest available or taking bulkbuy discounts (e.g. 3 for the price of 2) if you don’t
need the extra items. The challenge is how to identify
where the value is – and how to take advantage of it.

Delay purchases.
Ever had the “urge to splurge”? Impulse buying, as its
name suggests, is a purchase that is not considered
in light of whether it’s necessary or whether we have
the money available, it is simply done on the spur of
the moment. This is another common contributor to
“money troubles” so here are some suggestions on
how to overcome the urge to splurge:

 dopt a “new for old” policy (E.g. for every new
A
purchase, you sell, donate or throw away an
old item. This means you need to think about
whether the new purchase is really worth it).
 ait for a few days before purchasing the item –
W
often, the desire to purchase fades over time.
 imit your access to funds (E.g. put you money
L
into a bank account that has limited access).
 or larger purchases, ensure that the item has a
F
cooling off period so that you can return it if you
need to.
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Money leaks.
Do you have money “leaks”? These leaks are the regular purchase of small cost “wants”, such as coffees,
magazines, lunches, and so on. These items are “wants” because, although they are nice to have, they are
not a real need. You may think that something as trivial as a cup of coffee couldn’t possibly have a significant
impact on your finances. However, small costs add up over time. Collectively, all of the small, regular
“wants-based” purchases that you make are known as “leaks”.
Think about your typical day. Do you buy a coffee or drink on your way to work? Do you buy your lunch?
Magazines? Write these, and any others you think of in the table below, and then calculate how much they
are costing you every week, month, and year. You can then make the choice of whether you want to continue
to spend your money this way, or whether you want to amend some of these habits and “plug the leaks”.

Spend

Day

Week

Month

Year

E.g. Morning coffee
Lunch

$4
$10

$20
$40

$80
$200

$960
$2,400

Write down the actions you want to take to “plug” your money leaks.
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Protecting my financial future.
Getting paid.
It pays to be aware of your rights and obligations when you join the workforce.
Firstly, you should understand how the amount you get paid is calculated. For most casual or part-time jobs
this will be an hourly rate. This rate will vary according to the days you work with weekends, public holidays
and late night or early shifts attracting higher rates of pay, known as penalty rates. It’s a good idea to keep
track of the hours you work and then to check your records against the payslip that your employer will
provide you each pay period.
Your payslip should show the hours worked, the hourly rate, and the gross (whole) amount of your pay.
Then it should set out the amounts your employer has taken out for tax and superannuation before
paying you; and the net amount paid to you.
Example Payslip:
Payslip:

Employer: ABC Groceries Pty Ltd

Employee: Lucinda Jones

ABN: 22-222-222-222

For pay period 9/1/18 to 22/1/18

Pay date: 22/1/18

Taxable earnings:
Description

Rate

Hours

Temp/Casual hours

$28.12

72.1

Pay
$2027.46

Superannuation Contribution:
Fund: BT Super for Life

$192.61

Summary of payment:
Description

This pay

YTD

Gross earnings

$2027.46

$4052.10

Tax deductions

$148.00

$294.00

$1879.46

$3758.10

Net Pay

Paying some tax each pay period is known as Pay as You Go (PAYG) and removes the need to pay a larger
lump sum at the end of the year. Superannuation, or “super”, is money paid by your employer and saved from
your pay now to be used when you retire and are no longer earning an income.
As well as being fairly paid for your work, employers are also responsible for providing a safe work place.
The minimum work conditions for each industry are set out in an Award, or your employer might have their
own Enterprise Agreement.
Further information on what should be shown on your payslip, working conditions and awards is available on
the Fairwork Ombudsman’s website fairwork.gov.au. Information on tax and superannuation can be found on
the ATO’s website ato.gov.au.
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Superannuation.
Superannuation is a form of investment that was introduced as a way of encouraging people in the workforce
to save for their future and become less reliant on government funded old-age pensions. It has become the
foundation of financing retirement income needs.
Contributions for a superannuation fund come from a number of sources. In Australia, the government
requires all employers to pay a percentage of each employee’s wages into a superannuation fund.
This is known as the Superannuation Guarantee. In addition, employees are able to make personal
contributions, and all the fund’s earnings are retained in the fund, thus compounding the interest earned.
It should be noted though that superannuation funds are intended to be a long term investment and to
ensure investments are preserved to cater for retirement there are strict regulations around when the funds
may be accessed and how they can be distributed.
In light of the fact that it is meant to provide for retirement, superannuation funds are heavily regulated
to ensure the safety of the capital invested, however there is still the opportunity for the owner of the
fund to choose between low risk, balanced, or growth investment strategies depending on their individual
circumstances and their risk appetite.
Regulation also requires superannuation fund managers to use a diverse range of investment options
and for them to be administered by trained specialists. There is also a high level of compliance reporting,
making superannuation quite a safe investment.
To encourage people to use superannuation to fund their retirement there may be taxation benefits on both
the amounts invested, the returns received, and on the capital when it is finally withdrawn. As benefits can be
complex and change regularly, it is recommended that professional financial advice be obtained which takes
into account your personal circumstances.
In addition to choices around the investment strategy, fund owners (i.e. the investor/employee) also have a
choice of which provider they choose to lodge their fund with. While employers will commonly make most
of the contributions on behalf of their employees it is up to the employee to choose their provider.
In summary, superannuation is a long-term investment, with potential taxation benefits,
designed to provide for retirement.

In choosing a superannuation fund
the following should be considered:
• What fees does the fund manager charge?
• How do the returns achieved by this fund manager
compare with others?
• Does the fund also provide life/disablement insurance?
And at what cost?
• How are retirement benefits calculated
and distributed?
• How does the fund communicate with
its members?
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Protecting you.
When developing your personal financial plan, it is important to recognise that, sometimes, things won’t go
according to plan. Everything that happens has a potential financial impact too, and not having adequate
protection could set your finances back significantly.
The best way to arm yourself for the unexpected is to develop a good knowledge and understanding of your
financial position, the things that could impact that, and what you can do to protect it.
Developing a good savings habit is one of the simplest ways of building protection into your financial plan.
This is because it enables you to continually build a surplus of cash, “just in case”. By recognizing that you
have surplus cash early, and then investing it appropriately, you have the funds necessary to cover a range of
unforeseen events.
There are other options available beyond a simple savings plan. This can also include purchasing insurance
cover. Having insurance places the risk of having to payout a large sum of money in the event of unforeseen
circumstances on someone else, the insurance company.
Your personal financial plan should address protecting your income, protecting your assets, protecting your
health, and also protecting your family’s financial future.

Protecting your income.
In a lot of households, the primary source of cash is the regular income that you earn from work. If something
happened that prevented you from working, then you may no longer have access to that income stream.
While your savings may cover your ongoing expenses in the short term, they may not be sufficient to last in
the long term. You may also have to forgo whatever you were specifically saving for.
Income protection insurance, also known as income replacement or salary continuance insurance, is one way
of protecting yourself against the loss of your income. Typically, income protection insurance will pay you a
certain percentage of your normal wage, for a set period of time.

Protecting your assets.
Protecting the things that we own can be as simple as ensuring you lock the door when you leave the house,
not giving your PIN to someone else, or using anti-virus software on your computer.
Insuring your assets is another way of protecting them. Assets can be the car that you drive, the house that
you live in, the investment property that you are renting out, or even the furniture that you have in your
home. It is possible to use your savings to cover the cost of replacing these assets in the event of something
happening to them. However, it is more common to find that those savings are not sufficient, particularly with
larger items such as property.
That is why it is important to have insurance which can assist in paying for repairs or replacements without
having to use savings.
There are many different types of asset insurance and careful consideration should be given to the terms of
the policy purchased to ensure that it provides the best protection and easiest claims process for the price
you are paying.
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Protecting your health.
Protecting your health can be more than just leading a healthy lifestyle. It is also about being able to access
medical care.
In Australia, there are two types of health systems – public and private. The public system is funded by taxes
and provides “free” access to some medical procedures. The private system costs individuals more money,
but provides a greater range of services. Generally, it also provides you with quicker access to medical
professionals. As part of your personal financial plan, you should consider whether medicare, the public
health system, is sufficient for your needs; or whether you need some additional protection with private
health insurance.

Protecting your family’s future.
In many households there are a number of people that might be reliant on one or two people, and who would
be significantly affected financially (as well as emotionally) in the event of the death or disablement of one of
those people. Having insurance on the lives of the primary income earner as well as the primary caregiver can
significantly reduce the financial impact in the case of such an occurrence.
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Conclusion.
The tools and information in this guide are designed to help you become more aware of your current financial
situation, implement some steps towards getting your finances onto a better footing, and become more
financially confident.

We have covered:

Understanding how you spend your money now

Being aware of your borrowings and loans and prioritising their repayment

Having a plan for how you spend your money

Setting savings goals

Implementing some good money habits

Plugging money leaks

Getting paid

Superannuation

Protecting your financial future
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Glossary.
ATM (Automated Teller
Machine)

A machine often found outside banks and in other public places used to withdraw or
deposit money into the bank, 24 hours a day.

Bank

A business that is allowed to hold money for, and lend money to, people and businesses.

Bank account

A storage place for money.

Bank account number

The number a bank gives to a particular bank account.
This along with the BSB identifies the individual bank account.

Bank loans

Money the bank lends an individual. Typically the person borrowing the money will pay
interest on the amount borrowed. The amount borrowed is repaid over a set time period.

Bank account statement

A list of all the deposits and withdrawals made into and out of a bank account during a
period of time.

BSB Bank State
Branch number

A number that identifies a particular bank branch. This along with the account number
is used to identify the individual bank account. For example 732-001 – the 73 stands for
a Westpac account, 2 stands for New South Wales, and the final 3 digits identify which
branch.

Budget

A plan for money coming in and going out for an individual, family, or business.
A budget helps to ensure that financial commitments are met and shows how much
money is available to pay for things such as food, housing, transport, and savings.

Company shares

Part ownership of a business. Investors often purchase shares that they anticipate will
pay them a dividend or become more valuable to sell at a later date.

Compound interest

Interest paid on interest. For example if you start with $100 and the bank pays
you say 10% interest, you would have $110 at the end of the year. If you choose
to leave it all in the bank, the bank will then pay you interest on $110 next year.
This is known as compounding.

Credit card

A type of bank loan that issues a plastic card with the account number embossed and
an electronic chip that allows you to purchase items via the internet or using EFTPOS.
The money to purchase the items is loaned to you, up to an agreed limit, and needs to be
repaid at a later date. Interest may be charged on the money borrowed.

Debit card

A plastic card that allows you to electronically purchase and pay for items via the
internet or EFTPOS, using money in your bank account. It can also be used to withdraw
money from your account using an ATM.

Debt

Money you owe to others.

Deposit

Money put into a bank account. This may be in the form of cash or cheques, or
electronically transferred.

EFTPOS (Electronic Funds
Transfer at Point of Sale)

A machine and process that allows you to pay for goods or services without using
physical cash. The money is electronically transferred from your credit card or bank
account to the seller.

Financial planner

A specially qualified person who is licenced to provide financial advice on investments
and insurance.

Income

Money coming in. This is commonly wages, social security payments, or money earned
from running a business.

Income Tax

A fee which may be payable to the government based on the amount of income
you receive.

Insurance

A financial product to protect you from the risk of loss or damage to things such as your
car, your home, your income, and even your life.

Interest

Money the bank pays you for having money in your savings account or charges you for
borrowing money.

Interest rate

The percentage that is charged or paid by the bank for the use of money.
For example 5% p.a.
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Investing

Using money with the goal of making more money. You may purchase company shares
with the aim of receiving a dividend; or purchase an investment property with the aim
of being paid rent; or even just leave the money in an interest bearing account.

Money diary

A diary that keeps a record of everything you spend. It often includes the date,
what was bought and the amount. It is useful for identifying money leaks, or helping
you to build a budget.

Money leaks

Regular small expenses, such as a daily can of soft drink, which add up over time and
may be preventing you from achieving your money goals.

Online banking

A bank product that enables you to handle and manage your money using the internet.

PAYG (Pay As You Go)

Amounts withheld by your employer from each pay and paid to the tax office to
contribute towards your tax payable at the end of the financial year.

PIN (Personal
Identification Number)

Your secret number that the bank uses to identify you electronically. It may be used at an
ATM, with EFTPOS, or even when using telephone or internet banking.

Savings

Money set aside for future purchases or emergencies.

Savings account

A type of bank account used to store your savings. It may pay you interest on the money
in the account. It is often harder to access the money in a savings account to encourage
you to leave it there.

Superannuation

Often simply referred to as Super, superannuation is government regulated retirement
savings. Employers are required to pay a portion of an employee’s wage into a
superannuation fund. You may also put additional money into the superannuation
fund yourself. These savings may only be accessed in specific circumstances, usually
upon retirement from the workforce. There are a number of tax concessions for money
contributed to or withdrawn from your superannuation fund.

Tax File Number (TFN)

A number allocated by the Australian Tax Office to identify people. It is used to keep
track of tax owed and tax paid.

Term deposit

A type of bank account that has a fixed amount saved/invested for a fixed period of
time that will receive a fixed rate of interest. For example it may be a deposit of $10,000
for 6 months that will receive interest of 2.5% pa. The money in the account may not
be withdrawn or added to during the 6 months but the interest rate is also fixed for the
6 months.

Transaction account

A type of bank account that is designed to be accessed easily and regularly for
everyday transactions such as receiving your wages and paying the bills. It will often
be paid a lower rate of interest than a savings account but may also have lower fees
for multiple transactions.

Withdrawal

Taking money out of a bank account.
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For more information and tools to
help improve your financial skills:
davidsoninstitute.edu.au
rubyconnection.com.au
moneysmart.gov.au

Things you should know: Westpac Banking Corporation believes that this publication is accurate, and much care has been taken in its preparation. However, Westpac Banking Corporation issues
no invitation to anyone to rely upon it and, to the maximum extent permitted by law, disclaims all liability, whether for negligence or other cause of action, in relation to any use of it or reliance
placed upon it. The information herein is subject to change. Revisions may be issued from time to time to advise of changes and/or additions. Some of this information is provided by a third party.
While such material is published with necessary permission, Westpac accepts no responsibility for its accuracy or completeness. This information has been prepared without taking into account
your objectives, ﬁnancial situation or needs. Because of this, you should, before acting on this information, consider its appropriateness, having regard to your objectives, ﬁnancial situation or
needs. Any information about a third party’s products or services are provided for convenience only and does not represent any endorsement by Westpac of the products or services offered.
The taxation position described is a general statement and should only be used as a guide. It does not constitute tax advice and is based on current tax laws and their interpretation.
Westpac Banking Corporation ABN 33 007 457 141 AFSL and Australian credit licence 233714.
WBC 00608 08/17.

