
	Session#11: Record It!  Keeping Financial Records


	Training Manual
	
	Youth Livelihoods: Financial Literacy

	Session Rationale:  
	
	Participants develop their own ways of tracking and keeping their financial records and personal documents.



	Target Audience:  
	
	In-school and out-of-school youth who have completed at least primary education.



	Trainer Expertise:
	
	Peace Corps Volunteers and local counterparts who are knowledgeable about financial record-keeping systems and processes.



	Time:  
	
	90 minutes

	Prerequisites:  
	
	Participants have knowledge of simple budgeting, types of expenses, and incomes.



	Version:
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	Session:  Record It!  Keeping Financial Records

	Date:  
	Time:  90 minutes
	Trainer(s):  

	Trainer preparation:
1. Convert the U.S. dollar amount into local currency.

2. Read the text of Mani’s record keeping and convert the amount into local currency.

3. Label three boxes (or baskets or folders): “Personal Documents,” “Expenses,” and “Income.” 
4. Prepare a flipchart with an example of a record-keeping system: financial ledger.

Materials:
· Equipment
1. Flipcharts and markers, or chalk, if using a board

2. Three boxes (or baskets or envelopes) labeled “Personal Documents,” “Expenses,” “Income.” An alternative might be folders or envelopes or labeled zip-close bags for each of these three things, rather than separate boxes. Put everything in one box.

· Handouts
Flipchart #1: Record-keeping system: Financial ledger

Flipchart #2: Things I would like to learn

· Trainer Materials
Trainer Material #1: Prepared flipcharts
Trainer Material #2: Three boxes



	Competency: 

Participants develop simple ways to track and keep their financial information and documents.

Session Learning Objectives: 

Participants will:  

1. List at least two reasons for tracking and keeping financial records.

2. Identify at least two types of financial documents to keep.

3. Develop a practical system for tracking personal income and expenses.




	Phase / Time /
Materials
	Instructional Sequence

	Motivation

10 minutes


	Your documents: Who keeps them? 

Participants reflect on the importance of record keeping and obstacles to record keeping.

1. Say: “Let me start this session by asking a couple of questions. Stand up if your answer to my question is ’yes.’

a. Are you the one responsible for keeping your birth certificate?

b. Do you keep all receipts for the things you buy?

c. Do you recall all the things you bought last week and how much they cost?”

Note: 

Keep track of how many times people stand; after the exercise, compliment participants who stood up for B and/or C.

2. Ask the group: “Why do people keep receipts of their purchases and of income received?  Write their answers on the board or a flipchart under the title: “Reasons for record keeping.”
3. Ask the group: “Why do some people not keep their receipts or track their expenses or income?”  Write their answers under the title “Obstacles to record keeping.”
4. Ask, “What might be the consequences of not keeping records?”
5. Summarize: “We now know that it is important to keep financial records. We will now identify ways to track and keep your records.” 



	Information

30 minutes

Flipchart # 1: Record-keeping system: Financial ledger


	Types of records to track and keep

Participants identify important personal and financial documents and information to keep and where to keep them.

1. Organize participants in groups of three and ask each group to answer the following questions:

a. What personal documents are important to keep in a safe place?

b. Thinking of your previous expenses and income, what financial information do young people like you need to know in order to better use their money? Use the table below.

“For each expense or income, list, when possible, the documents where you can find that information.”

The table:

Items

Is there a document or proof with information on the amount and date?
Expenses: Money spent on: 

Income: Received from: 

2. Ask a volunteer to summarize the exercise by asking: “What financial information is important to track and keep?”
Note: 

Expected answers:

A—Birth certificate, government-issued identification card, diplomas, insurance documents, vaccination card, etc.

B—Table

Items

Is there a document or proof with information on the amount and date?

Expenses: Money spent on: 

Groceries (supermarket)

Food in the marketplace

Clothing

Education-

Books

Pens

Receipts

Sometimes not available

Sometimes not available

Receipts

Income: Received from: 

Wages

Selling things on the street

Selling things to friends

Pay stubs

Receipt book or in my head

3. Say: “While it is important to keep and track information related to your expenses and income, in some cases it is difficult to get a document (receipts, invoices, etc). Even without the document, there are ways to make sure you have kept the information.
· Record-keeping systems and processes

Participants develop ways to track their finances.

1. Say: “Please write down or draw some ideas...

a. Of how people can remember or know information about their expenses and incomes.

b. Of where people keep financial and personal documents like birth certificates, receipts, pay stubs, invoices, etc.” 

2. Participants form groups of four to share and discuss their ideas. Each group will then present the results of their discussions on the following two points:

a. Ways to track personal expenses and income

b. Places and ways to keep important personal financial documents

3. Summarize: “We see that there may be different ways to track your expenses and income and keep your important personal and financial documents safe.”

4. Tracking your financial records 

a. One way is to keep a simple financial ledger where you record your daily expenses and income according to dates and activities. 

b. Show the prepared flipchart and explain each column with examples:

Record system: Financial ledger 

Date 

Description

Expense

Amount

Income

Amount

Proof/Remarks

Dec 3

Transportation to visit my aunt

$1

Bus ticket

Dec 3

Gift for my cousin

$1

Receipt

Dec 4

Bought a basket of fruit

$1 

No receipt

Dec 4

Tips from the restaurant

$4 

No receipt

End of week

Total

$3 

$4 

1 on hand

c. Say: “As you fill in the expenses and income, you can check with your budget to see your progress.

“You can even draw the table on the back of your bedroom door as a reminder.”

5. Keeping your financial documents and other important documents 

a. Say: “Some financial transactions (expenses, payments, etc.) come with a document (receipts, savings cards, pay stub, etc.). It is important to keep them organized and in a safe place. Some people use boxes like these.”

b. Show the prepared boxes and explain what would go in each:

· Personal documents – Any documents, leasing contract, loan or loan documents, certificates, diplomas, etc.

· Expenses – Receipts from purchases and payments

· Income – Pay stubs, sales receipts, etc.

6. Conclude and say:  “Now we will practice.”

	Practice

20 minutes


	Mani’s record keeping

Participants will help Mani track his financial records.

1. Ask participants to form pairs and give each pair Handout #1.

a. Each pair will read the story and answer the questions at the end of the handout.

Note: 

Expected answers:

Date 

Description

Expense:

Amount

Income:

Amount

Proof/remarks

Nov 1

Payment received 

$30 

Copy of receipt

Nov 1

Chocolates

$2

Nov 2

Contribution given to Mom for household expenses

$10 

No receipt

Nov 7

Paintbrushes

$ 5

Receipt

Nov 8

Medicine for  Mom

 $5

Receipt from the pharmacy

Nov 8

Taxes

$5

Receipt

Nov 15

Movies

$1

Ticket

Nov 16

Sale of painting

$15

Copy of receipt

Nov 16

Jeans

$3

Nov 24

Lunches

$10

No receipt

Total

$41

$45

$4  cash on hand

b. It is important for Mani to track his financial operations because this gives him a good idea of how much money he has earned, how much he is spending, and also if there are differences compared with his budget. This also can help Mani decide how much to save or borrow.

c. “Expenses box” – receipts from taxes, receipts from purchases made 

d. “Income box” – payment by clients 



	Application

15 minutes 


	Let’s start recording!

Participants use their financial record-keeping system.

1. Say: “You have just helped Mani recreate his financial ledger. I would like you to do the same for yourself. Think of the past two weeks and fill in the financial ledger I am giving you.” (Handout #2)
2. Walk around to monitor progress.

3. Ask who was able to complete the exercise.

4. Congratulate those participants who completed the exercise. Then ask some volunteers to explain how keeping records can help them.

 

	Assessment

15 minutes


	What do we know about financial record keeping?

Participants will assess their knowledge about financial record keeping.

1. Ask participants to write down…

a. Two reasons people should keep their financial records.

b. Two financial documents that need to be kept safely.

c. What information is important to write down when recording expenses and income in the ledger?
Note: Expected responses:

a. To know how they are using their money – To help them decide how much to save or borrow.

b. Receipts for purchases made, proof of payment received (salary).

c. Date, amount, description of the activity.

2. Remind participants as they leave the room to put a check in the relevant box on the flipchart “What I would like to learn,” discussed during the session “Introduction: Getting Ready.”

Things I would like to learn

(This column contains the list of things participants said they wanted to learn)

I understand now

 Still don’t understand

Know how to use it

Will start using it



	Trainer Notes for Future Improvement
	Date and Facilitator Name: [What went well? What would you do differently? Did you need more/less time for certain activities?]


Resources:  

[Related ICE materials or other books, articles, websites that provide additional information for the trainer(s) or learners.]
	Handout #1: Mani’s Record Keeping
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Today is the last day of November. At the end of each month, Mani has to decide how much money he wants to put into his savings account with the youth association in the small community where he lives.

However, this month was particularly busy for Mani. He did not have the time to record all his financial transactions. He is trying to remember some of the things he did and exactly how much he earned, in order to know how much he can save and still have some cash on hand. He is really annoyed. He also has boxes where he tries to put all his receipts. So between the content of the boxes and his memory he will try to record all his expenses in his financial ledger.

From the “Expenses Box” he found the following:

On November 7, he paid $5 for a set of paintbrushes. On November 8, he paid a monthly tax of $5.

He remembered that on November 1, a customer who owed him $30 paid him back. Mani gave him a receipt and kept a copy. He was so happy that he remembered buying a box of chocolates to share with his nephew. He thinks he bought it for $2.

He just found a ticket for the movie theater from November 15, which cost $1. 

He knows he gave his mom $10 on November 2 for his contribution for food and electricity. He paid $3 for a pair of jeans at the market, but he cannot find the receipt. He thinks it was during the market day, a Tuesday, but he is not sure about the exact date. This is really annoying. Next time he will make sure that he records the payment and files the receipt on the same day.

He also remembered selling some paintings for $15 on November 16. He gave a receipt to the client and kept a copy. He remembered because it was the day he went to see a soccer match between his team and the team from the neighboring city. What a match! His team won. Now he remembers. That was also the day he bought a pair of jeans for $3.

Thank goodness he has also found a receipt for the medicine he bought for his mom, which cost $5. He paid for it on November 8.

He thinks these are all the transactions he made during the month of November. Oh no! He forgot the lunches. Yes, on November 24, he paid the $10 he owed to the woman selling food by his shop. He only wished that he had recorded all these transactions more frequently—as they happened—and kept the receipts in a safe place. 

Questions:

a. Can you help Mani recreate his ledger, using the expenses and income he remembers?

b. How much cash should Mani have on hand at the end of November?

c. Why is it important for Mani to keep track of his financial records?

d. What are examples of documents Mani can put in the “Expenses Box” and in the “Income Box”?

	Date 
	Description
	Expense

Amount
	Income

Amount
	Proof/Remarks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	End of week
	Total
	
	
	


	Trainer Material #1: Flipcharts


Flipchart # 1: Record-keeping system: Financial ledger
	Date 
	Description
	Expense:

Amount
	Income:

Amount
	Proof/remarks

	Dec 3
	Transportation to visit my aunt
	$1
	
	Bus ticket

	Dec 3
	Gift for my cousin
	$1
	
	Receipt

	Dec 4
	Bought a basket of fruits
	$1
	
	No receipt

	Dec 4
	Tips from the restaurant
	
	$4
	No receipt

	End of week
	Total
	$3
	$4
	1 on hand


Flipchart # 2: Things I would like to learn
	Things I would like to learn

(This column contains the list of things participants said they wanted to learn)
	I understand now
	 Still don’t understand
	Know how to use it
	Will start using it

	
	
	
	
	


	Trainer Material #2: Three Boxes (or baskets or envelopes)
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