
Your Budget Worksheet 

 Plan a Budget from your records 
 Identify Common Problems with 
Budgeting 



Why Should You Create 
 Your Budget Worksheet 

  Income is Limited 
  You can think of more ways to spend 

your money than money you have to 
spend 

  You have to make trade-offs—buying one 
thing means giving up something else 

  Plan ahead to make sure you are using 
your money for the things you want 
most 



What is a 
 Budget Worksheet 

 A Budget Worksheet is a planning 
document on which you record your 
expected and actual income and 
spending over a short time (usually a 
month) 

 A way to compare how you think you 
spend your money with how you 
actually spend it 



Step 1:  Create a Worksheet 

 Divide a sheet or paper of electronic 
spreadsheet into four columns 
  Column 1 is for listing sources of income/

categories of spending 
  Column 2 is for amount you expect to 

receive/spend 
  Column 3 is for amounts you actually 

spend/receive 
  Column 4 is for recording the difference 



Sample One-Month Budget Worksheet 

Income Expected $ Actual $ Difference 

Income: 

Fixed 
Expenses: 
Flexible 
Expenses 
Savings  



Step 2:  Estimate Your Income 

 Base on previous records (paystubs) 
  Make sure to use Net Income 

  Estimate Uneven Income 
  Gifts/bonuses/interest/etc 

 Be Sure the Income is Real 
  You can’t spend $$$ you don’t have 

 Calculate Total Income 



Step 3:  Estimate Your Expenses 

 Check previous records for fixed/
flexible expenses 
  Fixed expenses stay pretty much the 

same 
  Variable expenses vary from month-to-

month—calculate average 
  Plan for uneven expenses 

  Car insurance/gifts/ 

  Calculate Total Expenses 



Step 3:  Plan Your Savings 

 Savings should be planned as part of 
expenses 

  It should not be just what’s “leftover” 
 Negative savings means you have to 

take $$ out of savings to cover 
expenses 

  Total Your Savings 



Step 3--continued 

 Add Expenses and Savings 
 Subtract Total Expenses/Savings from 

Total Income 
  Total Expenses/Savings MUST EQUAL 

  Make Adjustments as Needed 



Step 4:  Record Your Actual Income 
and Expenses 

  File records in your filing system as 
you receive income or make 
purchases 

 Record actual amounts in the actual 
amount column of worksheet 

 Software/online banking can help you 
keep track 



Step 5:  Calculate the Differences 

  Compare actual to 
estimated amounts 

  Analyze/Adjust 



Budget Pitfalls 

 Getting too specific makes it too 
much trouble—keep your budget 
simple 

 Not predicting correct amounts for 
flexible expenses—keep good records 

  Lumping too many expenses under 
miscellaneous—makes it hard to plan 

 Giving up because you think it is too 
much trouble—set aside time each 
week 



Activities 

  Prepare personal budget using 
spreadsheet provided by instructor or 
similar 

 Record sample transactions (provided 
by instructor) in Quicken.  Print off 
reports showing how much spent in 
each category. 


