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This facilitator's guide has information to help you successfully deliver the Money Health Check presentation. 

The presentation is for Human Resources managers (or similar) who want to provide information to their staff on how to improve their personal finances. It will take approximately 40 minutes.
Facilitators are encouraged to assess whether they want to present every single slide or not. If some of the slides cover topics that are not relevant for your participants, remove them from the presentation.
Participants

Encourage people to attend by explaining that the presentation will provide them with the information they need to complete a money health check and improve their personal finances.

Ideally there should be no more than 12 participants – that way you can provide personalised training and engage with each participant.

The information in this presentation is general. However you can tailor some aspects of it by finding out some details about your participants to help you create relevant examples and case studies to show during the presentation, as well as giving you an idea of what figures to input when showing how ASIC's MoneySmart calculators and tools work. These details include age, family status, income levels, cultural background and work experience.

Preparation

As the facilitator you should prepare for your presentation by:

· Downloading the presentation for free at www.moneysmart.gov.au. Go to 'Tools & resources' then 'Information for...' and then 'Workplaces'.

· Familiarise yourself with ASIC's MoneySmart website, in particular the following webpages:

· Budgeting

· Home loans

· Credit cards

· Saving
· Is your super on target?
· The Money Health Check.
· Go through the facilitator's notes in the presentation and make notes about what content to emphasise and what to exclude, based on your participants. You may find it helpful to print out the facilitator's notes and use them during your presentation.

· Identify some key terms that you may need to define during the presentation. See the glossary on ASIC's MoneySmart website to get an idea of what terms might be relevant, and their definitions.

Presentation logistics

· Create a one-page summary or agenda for participants and distribute it beforehand.

· Create a timeline for your presentation and stick to it. Do not run over time and allow for discussion.

· Make sure you have an appropriately sized room and test any technology you are using (e.g. data projector).

· If you don't have access to a computer and/or data projector you can use the PowerPoint presentation as your own notes for a technology-free presentation, referring to a whiteboard etc.

· Consider providing water and food to keep your participants comfortable.

· Provide pens and paper for participants to take their own notes.

· If possible, have internet access for your presentation so you can navigate through ASIC's MoneySmart website and use the calculators and tools. If you can't get internet access, email any links referred to in the presentation to participants after giving the presentation, or provide links from your intranet.

Find out about your organisation

It is strongly recommended that you meet with someone in the area of your organisation that handles payroll or HR policies including superannuation before the presentation. Take the time to learn your internal policies. You may want to co-facilitate the presentation with someone who can answer technical questions about your organisation. At the very minimum, you should know:

· who staff should contact with queries about their pay and super; and
· any internal policies that will affect people's situation.

Hand out our booklets
Order copies of ASIC's free booklets by calling the ASIC Infoline on 1300 300 630 or you can download a copy or order them online at www.moneysmart.gov.au. Providing each participant with a booklet allows them to follow along as you present, and can be a useful reference for them later on.

Use this facilitator's guide

This guide will help you deliver the presentation to your participants. For each slide we have provided notes to give you background information, links to content on ASIC's MoneySmart website and some suggested wording to get you started.

We recommended that you add to this basic content when presenting and think carefully about who you are presenting to before determining exactly what you will say for each slide. You can, of course, also use the information from the notes as part of your presentation.
About this resource

Running a lunchtime workshop or team information session on superannuation is a great way to inform your staff. And what's good for your people is good for your business.

These resources are not to be used for commercial gain. They cannot be changed in any way and must be attributed to ASIC at all times. Facilitators must agree not to give personal financial advice nor to promote or recommend any financial product when delivering this presentation.

Information contained within this facilitator's guide and the presentation is accurate at the time of publication.

Copyright Australian Securities and Investments Commission, July 2015.
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Notes

Before starting the presentation:
· Introduce yourself and any other speakers.
· Introduce the topic.
· If you are not completely confident with the topics you could state "I am not an expert in finances but I am here to open the discussion and give you a chance to talk about money".
· Thank the participants for coming and for showing an interest in managing their money.
· Encourage the participants to ask questions along the way.
· Inform them of any logistical or ‘housekeeping’ matters (e.g. where the nearest toilets and fire escapes are located).
Suggested wording

Thank you for coming to today’s presentation.

When it comes to making a change in life, whether it be for your personal finances or anything else, the most important step is acknowledging that you can do better.

By being here today you’ve taken the first step, so congratulations to all of you.
Slide 2
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Notes

Inform participants that this presentation will cover some of the essential things they need to know to get the most out of their money. State that at the end of the presentation they are encouraged to take the Money Health Check.
Suggested wording

We will start by covering some of the basics of money management. We'll identify where your money is and how you can track your spending to kick-start improving your situation.
Then we will talk about budgeting and show how coming up with a plan can put you in a position where you’re spending your money on things you really want.
We will spend some time looking at practical ways you can improve your situation if you have a home loan or credit card debt.
We will also look at how you can boost your money in superannuation.
At the end of the presentation, I’ll ask you all to go and complete the Money Health Check so you can get an idea of your financial health.
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Notes

During this part of the presentation encourage participants to write down (or think about) how much money they estimate they have in each category. Then get them to go home and find out the answers.
If your organisation has any specific financial benefits (e.g. pays more than 9.5% super or has an employee share program) mention it here. 
Suggested wording

How healthy is your financial situation? That’s the first question you should ask yourself if you’re serious about controlling your money and creating a better future for yourself and your family.

Start by identifying how much money you have, and where it is.
· Your home – if you own your home outright or are paying it off via a mortgage you will most likely have equity in your home.
· Superannuation – your retirement savings that your employer puts money (usually 9.5% of ordinary time earnings) into and builds up over your working life.
· Investments – for example shares, a managed fund or an investment property.
· Savings – your everyday account or an account specifically for saving money.
· Your possessions – property of value such as a car and household items. 

Knowing how much money you have and where it is helps you to know where you can improve your situation. You might be surprised by the results.
Once you know where your money is, you can start to track your spending. 
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Notes

Explain that having identified where your money is, you can then look at how to track it as you spend and save.
Suggested wording

Tracking your spending is a great way to manage your day-to-day finances. It is often the everyday little things that end up costing a lot over time. 
Tracking your spending can take a few minutes each day. Simply write down what you spend. It could be in a notebook, a spreadsheet or you can download ASIC's MoneySmart TrackMySpend app.
Once you’ve TRACKED your spending for a while (say a month) you will be able to see where your money is going. That’s when you can COMPARE what you are spending with what you are earning. Hopefully you are earning more that you are spending, but if not, or if the gap is very small and you’re struggling until each payday comes along, it is time to make some decisions.
That means PRIORITISING where you want your money to go. 
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Notes

Slide 5 shows visually how to prioritise spending and saving for goals by using buckets as an analogy.
Suggested wording

PRIORITISING where you want your money to go is about identifying different types of spending. You’ve heard it before, but it all comes down to the battle between needs and wants. When prioritising your spending, imagine you are putting your money into buckets.

Start with the most important bucket which covers the things you can’t live without such as food, rent, insurance, transport and utilities bills. These are the basic necessities, the expenses you have to pay in order to live. Each payday, put enough money in the basics bucket first.

Once you’ve covered the basics you can use the rest of your money based on your lifestyle choices. You may decide to put money towards a goal like saving for a home deposit or paying off your credit card. Alternatively you may decide to put some money towards entertainment or other extras.
Essentially, what you’re doing is a ‘budget’.
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Notes

Slides 6 and 7 identify how and why doing a budget is the best way to control money. For more detailed information on budgeting go to https://www.moneysmart.gov.au/managing-your-money/budgeting  
Suggested wording

The aim is to spend less than you receive but that is easier said than done. Do you actually know how much you receive and how much you spend?
In its simplest form, a budget is a list of all the money you have coming in (e.g. your income) and going out (e.g. spending, saving). If you spend less than you earn your budget will be in surplus. If you spend more than you earn your budget is in deficit.
Creating a realistic budget helps you to identify what things you can decide to cut back on. By doing this you will find that you are freeing up cash to spend on the things you really want. Think of a budget as a spending plan that helps you clear the path to achieving your goals.
There are a number of simple things you can do that will help you manage your money. Doing a budget doesn’t mean you have to be bogged down in paperwork. It is actually quite easy with a little discipline.
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Notes

If you have internet access or access to Excel during your presentation, bring up ASIC's MoneySmart budget planner and enter figures during your presentation to show how easy doing a budget can be. Go to the budget planner: https://www.moneysmart.gov.au/tools-and-resources/calculators-and-apps/budget-planner 
Suggested wording

A budget can take many forms. It can be a list that you pin on your fridge or in a notebook that you keep handy and update when you are watching TV.
ASIC's MoneySmart website has a free online budget planner. You can login and save your results online or download it as an Excel spreadsheet. You can even save multiple budgets.

All you need to do is enter your income and expenses. You can choose to enter information weekly, fortnightly, monthly, quarterly or yearly. The planner will then convert all these amounts for you so you can compare results. 

The budget planner helps you check:

· Where your money is going.

· If you are spending more than you can afford.

· That your money is going towards your priorities. 
Whatever way you decide to keep your budget, the important thing is that you make a start.
Slide 8
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Notes

At this point in the presentation the principles of budgeting have been established. The next few slides provide more specific information and practical examples for common financial situations.
If your participants are more likely to be renting than having a home loan consider skipping these slides and focusing on the other examples in the following slides.
Suggested wording

Now that we’ve looked at the principles of budgeting lets investigate some practical ways that you can improve your financial fitness.
If you have a home loan, ask yourself if you would be okay if interest rates rose by 2%? On a typical $300,000, 25-year home loan an increase of 2% would mean your monthly repayment goes up by $400.
If you couldn’t cope with that increase in interest rates then you need to take action and find ways to build up a buffer with your finances. 
If the answer is that you’re okay to pay that extra amount then consider making the extra $400 payment on top of the minimum now. That will cut thousands of dollars in interest and years off your loan. 

If you are really struggling to make your home loan repayments each fortnight or month then don’t just stick your head in the sand. Start by doing a budget. The sooner you get help, the sooner things will start to get better. You can also contact your lender (e.g. bank) about options with your loan including a hardship variation. Or you can contact a free financial counsellor for general assistance.
Paying above the minimum repayment is a great way to save money and get ahead of the pack with your money.  There are also other things you can do such as switching to a different home loan provider to get a better interest rate that you can consider. 
Also, make sure you have appropriate home and contents insurance. Go to ASIC's MoneySmart website for information on choosing insurance.
Slide 9
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Notes

This graph shows participants how getting a lower interest rate and making additional repayments reduce the amount of interest they will pay over the course of a loan. The columns getting smaller represent the savings.
Suggested wording

Let's take a look at how a young couple can make changes now that will save them a huge amount of money over time. This situation may not relate directly to you but the principles of making additional repayments apply to many different situations.
Jie and Ming saved up a deposit to buy an apartment. They used a mortgage calculator to work out what they could repay on the loan each month. They decided they could afford to borrow $200,000 over 25 years.

They compared two loans that they had short-listed. The first loan had an interest rate of 6.5%. The second loan had an interest rate of 6%. Both loans had similar features so they went with the lower interest rate.

From the outset, Jie and Ming realised they could get ahead on their repayments by increasing their monthly repayments by $200. By making the higher repayments they cut 6 years and $54,000 off their home loan.
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Notes
Emphasise the importance of using credit cards responsibly and not relying on them for all purchases. 
Suggested wording

Credit cards are easy to get and easy to use. They let you carry less cash and buy things over the phone or online. But keep track of your spending and make sure you can pay off what you owe. Get into the habit of paying debts and bills first before you spend money on 'nice to have' items.

If you have a credit card debt you need to come up with a plan to pay it off over a period of time, say 1 or 2 years. Having a specific date in mind helps you meet your goal. Set yourself a realistic timeframe then knuckle down and get them paid.

If you find yourself relying too much on credit cards you can end up drowning in debt. So now is the time to stop using the credit card and work hard to pay off your debt.
If you have more than one card, start with the debt with the highest interest rate.
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Notes

This graph shows participants how making additional repayments reduces the amount of interest they will pay and how quickly the debt can be wiped away. The smaller column on the right  shows the saving.
Suggested wording

Let’s take a look at an example of someone with a $1,000 credit card balance/debt. This is the story of how $1,000 on your credit card turns into an 11-year loan.

Let’s assume you’ve run up $1,000 on your credit card and you have a typical credit card (with a 16% interest rate and no other fees) with minimum repayments of 2.5% of the outstanding amount or $10 (whichever is more). You’ve taken the first step and decided to stop using the card so you can pay off what you owe.

If you only pay the minimum it will take you more than 11 years to pay off the $1,000 (Option 1). During that time, you’ll pay about $862 in interest on top of the $1,000 you borrowed – or $1,862 in total.

By paying just $75 a month, which is $50 more than the minimum initially ($25), you’ll pay off the balance in just over a year and pay only $109 in interest (Option 2). That’s a saving of $753!

In the same way that making additional repayments on your home loan means you pay less in interest over time, so too does paying above the minimum on your credit card. In both cases you’re harnessing the power of compound interest to your advantage. 
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Notes

This is a good chance to get the participants to talk about their goals. Depending on your group, you could ask them what their dream holiday destination is, or what type of car they want. Then go on to discuss how they can reach their goals by:
· Specifically identifying goals.
· Working out how much money is needed to meet their goals.
· Finding the money (e.g. cutbacks) and setting up a regular savings plan.
Suggested wording

Saving is all about redirecting your money and efforts so you spend your hard-earned cash on the things you really want.
A good initial goal is to have enough money to cover unexpected events. If you suddenly had a large unexpected expense (e.g. $2,000), what would most likely happen? Setting aside some money for emergencies will make life less stressful. Even small amounts like $20 a week will build up over time. 
List your larger savings goals, such as owning a home, paying off your debts or going on a holiday. Work out how much money you need and how long it will take you to save that amount.

Write down ways you can save money to put towards your goal. Use your budget to see if you can cut back on the extra things you spend your money on such as entertainment, dining out and shopping.
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Notes

Use the examples on slide 13 to show how small regular actions can make a big difference over time. Encourage participants to find a partner and work together to cut back on little things like coffee etc. Working as a pair or group can help motivate you into action.
Suggested wording

Let’s say you want to save for a holiday. You need $3,000 to make it happen. By making a few small, but regular, sacrifices you can build up that money.
It is much better to pay for things out of money you have, rather than getting a loan or using your credit card, which just builds up your debt and could cost you lots more in the long run. 
Many goals in life depend on having enough money. Your goal might be to buy a house, go overseas or be able to afford a comfortable retirement. Or you may simply want to get organised and have enough money for emergencies.

If you work out your goals and make a savings plan, your dream home, holiday or retirement plans can become a reality.
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Notes

Slides 14 and 15 apply for accumulation superannuation funds. If your organisation has employees in a defined benefit fund these slides will not apply. Go to ASIC's MoneySmart website (https://www.moneysmart.gov.au/superannuation-and-retirement/how-super-works/choosing-a-super-fund/types-of-super-funds) for specific information about defined benefit funds or contact your super fund directly to get relevant information.
Contact your payroll or HR department to determine how super is paid at your organisation and how much, e.g. is more than the legal minimum of 9.5% paid to employees?
Get the contact details of your organisation’s default super fund and provide it to participants.
Suggested wording

Whatever your age and no matter how much money you have, now is the time to start building your super. Make a few small changes and watch your super money grow.

If you want to boost your retirement income though super:

· Consolidate multiple super accounts if you have them to avoid duplicating fees. 
· Increase your super contributions from your own money.

· Reduce the fees you’re paying by switching to a low fee fund.

· Put your money into slightly less conservative investment options (but get financial advice first).

· Retire later to keep the money coming in for longer.

Slide 15
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Notes

If you have internet access during your presentation, bring up ASIC's MoneySmart retirement planner and enter figures during your presentation to show how making a few small changes can increase the income you get when you retire. 
Suggested wording

ASIC's MoneySmart retirement planner is a free online tool that lets you save your results online.
You simply input how much money you have in super, your income and your age and it projects what your income in retirement will be.
Then it shows you how you can improve your situation. As shown on screen, the planner lets you set a target for how much money you want each year. You can go back and forth seeing what changes have the most impact. 
Slide 16
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Notes

If you have internet access during your presentation, bring up the Money Health Check during your presentation.
Send a link to all participants after the presentation and ask them to complete the Money Health Check so they can start taking control of their finances.
Note that as with all the tools on ASIC's MoneySmart website ASIC will not collect or retain any identifiable personal data and the tools do not contain personal advice. 
Suggested wording

We’ve talked about budgeting, home loans, credit cards and superannuation. These can be daunting subjects and it is hard to know where to start sometimes.
The good news is that there is a tool called the Money Health Check that lets you cover all these topics and more. Find some time to sit down and complete the health check. At the end it gives you information on where to go next and some options of how you can improve your situation, no matter what stage you’re at. 

Based on your responses, the Money Health Check gives: 

· Actions you can take to improve your financial health. 

· A full report with detailed actions and tips.
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Notes

This is a chance for people to ask questions.
If no one comes forward with questions, prompt them by asking them questions about whether they plan to look seriously at their financial health. 
Thank your participants for attending. 

Go to www.moneysmart.gov.au, where you can find lots of information, tools, calculators and booklets to download or order.
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