Using Personal Finance Spreadsheets
	Fixed Monthly Expenses Spreadsheet
	Must be paid by the 10th of every month to appropriate company

	Fixed Weekly Expenses Spreadsheet
	Must be bought/paid each week to appropriate company

	Flexible Purchases
	Must be bought/paid each week (2 per week) to appropriate company

	Personal Finance Evaluation
	Record as you pay bills, and print at the end of the month

	Checkbook Register
	Record each check or expense, reconcile at the end of the month, and carry over the ending balance the next month (next sheet)

	Step 1:  
Write Check



	· Write out checks to VirtuBank or to Virtual Enterprise Companies
· Be sure to include the date, check number, who the check is written to, a memo for what the payment is for, and a signature.

	Step 2:  
Record Check

	· Record check date, description, and amount in Check Register 
· Formulas already in the spreadsheet should then calculate the balance

	Step 3: 
Online Bill Paying



	· Log onto VirtuBank, choose appropriate VirtuCompany to pay
· Enter amount to pay

· Include a note in the memo regarding what the bill is for, and BE SPECIFIC! 
(Monthly Examples:  Jan. Rent, Nov. Electricity)  
(Weekly Examples:  Feb.-Wk.1 Household Supplies;   Nov.-Wk.2 Food)

(Flexible Examples:  Wk.3-Red Hoodie, Wk.4-Air Jordan Shoes

	Step 4:
Record in Spreadsheets
	· Record purchase date, amount, date paid, and check # in the appropriate spreadsheet (Fixed Monthly, Fixed Weekly, Flexible Purchases)

	Step 5:

Record in Evaluation Spreadsheet
	· Record date paid in the appropriate column (paid on time, not paid, paid late) in the Evaluation Spreadsheet

· For weekly expenses & flexible purchases, type in date for each of the four weeks within the month as you pay them

· DO NOT RECORD POINT VALUES…THIS IS FOR YOUR COORDINATOR!

	Step 6:  

Print Spreadsheets at End of the Month

	· At the end of each month, prepare a personal finance packet for the ending month, including the following IN THIS ORDER:

· Personal Finance Evaluation Spreadsheet 

· Fixed Monthly Expenses Spreadsheet
· Fixed Weekly Expenses Spreadsheet

· Flexible Purchases Spreadsheet

· Checkbook Register

· Bank Statements - Checking & Savings for the ending month

· Reconciliation Evaluation Form

	Step 7:  

Reconciling Balances
	· Follow the instructions on the Reconciling Your VirtuBank Account Statement Worksheet to reconcile your bank statement with your check register

	Step 8:  

Verification by Branch Banker
	· Give entire packet to Branch Banker AS SOON AS YOU FINISH PAYING your last bill to verify that each bill was actually paid
· You will not receive credit (points) for bills where you were not specific enough on the memos to tell what the payment was for; these appear on your bank statement

· DO NOT WAIT until the last working day of the month to submit for verification

	Step 9:  

Turn in to Coordinator
	· Personal Finance Spreadsheet must be turned in by the last working day of the month in order to avoid any late penalties

· Payments must also be made prior to the last working day of the month to make sure that they have had adequate time to be posted by the VirtuBank (this usually takes about 24 hours from the time you pay)


