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Presenter
Presentation Notes
 Introductions: By CU rep/speaker.

 Housekeeping items: Restroom location, refreshments.

 Format: Informal, interactive session.

 Q&A: Discussion and participation are a large part of the program.

 Handouts: Encourage participants to use the handouts as guides for their updated record-keeping system. Encourage them to tailor the handouts to their individual situation.

 Family involvement: Encourage participants to discuss the topic with family.

 Note: If you want to stay in good financial shape, keeping financial records organized is a must. You can spend big bucks to hire a professional, or you can learn a few simple steps to declutter your system, organize your files, and create basic documents that help you get—and stay—in control of your finances. This seminar can help you get started on the right track. Don’t be intimidated or get bogged down by trying to get organized all at once--many of the suggestions in this seminar will take time to implement. 

 Evaluations: (1) Self-evaluation form immediately after the session, and (2) Follow-up evaluation that will be mailed to participants in two to three months. Ask participants to return the evaluation in the self-addressed, postage-paid envelope.
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Presenter
Presentation Notes
TELL AUDIENCE:

 This seminar contains several tips … some will be new, some will sound familiar, but it’s a good bet that all of us can do a better job of getting our financial records organized.

 In addition to developing a good record-keeping system, we’ll highlight important financial documents that can help you stay organized and keep track of your finances over time.




Presenter
Presentation Notes
ACTIVITY 1:  Two Decks of Cards��NOTES TO INSTRUCTOR:�

 Take two decks of cards to the seminar—one in order by suit, and one shuffled.

 Give the decks of cards to two seminar participants.

 Ask a third seminar participant to call out a card (example: ace of spades).

 Ask the participants with the cards to find the card quickly. Ideally, the person with the unshuffled deck will find the card first.

 Continue with the activity for three or four more cards.

 Ask the participants why they think one person found cards more quickly than the other person. [Correct answer: That deck was organized.]



ASK PARTICIPANTS:�

 How much time do you spend looking for things at home?

 How many hours a week do you think you spend looking for things? (Multiply that by 52 for a yearly total.)

 How much time do you spend searching for documents as you prepare to file your taxes?
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Presenter
Presentation Notes
ASK AUDIENCE:

 Have you ever paid a bill late because the statement got lost in a pile somewhere?

 After reading and watching news accounts about hurricane victims, have you thought about getting your records organized in case you had to evacuate your home quickly? Are you prepared for a natural disaster?



TELL AUDIENCE:

 Many people get organized to gain peace of mind in case something happens to them, and their loved ones suddenly need to “pick up the financial pieces.” 
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Presenter
Presentation Notes
ASK AUDIENCE:

 Have you missed out on rebates because you couldn’t find the required receipts or rebate form?

 Have you ever forfeited unused funds from your flexible spending account because you forgot to keep receipts throughout the year for eligible expenses? 

 Does your file cabinet look like the one on this slide?





TIP: 

 To help you identify which products are flex-friendly, check with your employer’s plan, ask your drugstore chain, or visit flex-plan.com/otcexpen.asp. 






Presenter
Presentation Notes
TELL AUDIENCE:

 The best way to make sure your organizational system works is to include everything pertinent to your financial records. Make sure your system is easy to follow, and don’t change your system midstream—unless it’s not working.

 This seminar will give several suggestions for simplifying your record keeping system.





HANDOUT 1: What’s Your Record Keeping IQ?



NOTE TO INSTRUCTOR: Ask participants to take one or two minutes to complete the quiz, tally the number of “yes” answers, and check their score. Tell participants the quiz will not be collected. Be honest!
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