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Facilitator’s Guidelines








This section provides the facilitator with resources needed to plan and conduct a workshop. 





Each workshop unit has 4 sections:


	(	Facilitator’s Guidelines


		helps the facilitator make preparations for the workshop


	(	Workshop Overview


		highlights key components of lesson plan


	(	Workshop Plan


		provides facilitator with an outline for conducting the workshop


	(	Workshop Resources 


		includes program activities, supporting videos, flyer, handout materials, and transparency masters








Topic: 					Financial Planning





Goal:					Soldiers and family members can recognize and deal with financial problems 								associated with deployment. 





Audience: 				This session is designed for soldiers and their spouses to attend together. It is most 							helpful for this to be offered before deployment.





Time Required: 		2 hours





Room Requirements:	This workshop requires a room large enough to accommodate the participants. The 							room should be arranged for maximum visibility of the flip charts, videos, and 								overheads.





Facilitator’s Preparation:





	1.	Reserve a location for conducting the workshop that will accommodate the number of participants.





	2.	Prepare flyers (located in Flyer Master section) and distribute them 1–2 weeks before the workshop.





	3.	Familiarize yourself with the goals of the workshop.





	4.	The facilitator’s job is to lead the workshop, which includes distributing handouts and  organizing 			group flip chart activities. Other tips include:


		(	plan an ice breaker


		(	encourage participation


		(	check for understanding


		(	prepare the room


		(	make the workshop personal


		(	gather needed material


		(	enjoy yourself


		(	offer amenities, such as child care, parking, and refreshments





5.	Suggested activities are presented in square brackets ([  ]) in the lesson text.





	The lesson text is meant to assist you and is not intended to be read aloud to the participants. The 


	suggested activities list the visuals, handouts, or group activities that are used at particular 


	points in the workshop.








	6.	Prepare overhead transparencies from the Transparency Masters provided.


		#1  Financial Planning


		#2  Objectives


		#3  Consider These


		#4  Guidelines


		#5  Financial Goals


		#6  Budget Considerations


		#7  LES





	7.	Preview the video, Ongoing Readiness and Financial Planning (710653/TVT 20-1049), if you plan to 		use it in the workshop.





		Note: A video is not used for every workshop. Determine if participants have seen the video, and 				expand your workshop, if necessary, to show the video.





	8.	Prepare flip chart (for facilitator use) 





	9.	Reproduce the necessary numbers of handouts from the Handout Masters:


		#1  Monthly Financial Worksheet


		#2  Financial Goal Activity


		#3  LES Statement


		#4  Sample Checklist


		#5  Workshop Evaluation





10.	Assemble all other needed workshop materials and equipment. Provide copies of Operation  R.E.A.D.Y. 	Children’s Workbooks for participants.





		Workshop Materials:


			Flip chart paper on 1 easel with colored markers


			Extra markers for flip chart paper activity at tables


			Masking tape for securing charts


			Pens and pencils for participants use





		Equipment:


			Overhead transparency projector and screen


			Television and VCR
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Introduction





[Visual #1: Financial Planning]





Welcome to the Ongoing Readiness Workshop—Financial Planning. This workshop is designed to increase your awareness for the need to be financially prepared for any event. 





Ongoing readiness means thinking about the important areas of your life and how they affect your family and career. By taking some time today and after this workshop, you may find that your family financial management during deployment is smoother.





We will focus on financial preparedness for deployment. The ideal would be to have several weeks to prepare for deployment, but the reality is that there may only be days or hours to prepare. 





It is important to consider a predeployment budget, develop financial goals, and understand the Leave and Earnings Statement. These factors are important parts of being prepared financially for deployment.





You will use a variety of activities to enhance your learning experience. Feel free to share your experiences with us. Sharing will enable all of us to gain knowledge and skills we can use.





Objectives





[Visual #2: Objectives]





Participants will become aware of:


	(	the need to make financial preparations


	(	establishing financial goals


	(	the need to develop a deployment budget


	(	the importance of understanding a Leave and Earnings Statement





Financial Planning For Deployment





Whether you are active Army, Army Reserve, or Army National Guard, separation happens and families are left behind. It is part of the Army life and ongoing readiness means thinking about the importance of finances, budgets, and goals. Getting a plan down on paper is easy and will pay off with smoother family money management during deployment.





Preparation may prevent problems, such as overdrawn checking accounts and bills not being paid. A plan will give peace of mind and enable the soldier to concentrate on the mission during deployment. A plan will contribute to efficiently organizing and running the household.


[Visual #3: Consider These]





Family finances are important. Lack of attention to finances and budgeting can lead to major difficulties any time, but most especially during deployment. There are many things to consider when you begin to plan. 





The soldier and their spouse need to decide in advance who will pay the bills, how much money will be budgeted to the soldier, and how much to the family. It is important that the family has sufficient money for such things as housing, food, utilities, clothing, and also money for recreation. The soldier needs to budget some money for recreation, too.





Are there other considerations you can think of?





(allow 5 minutes for discussion)





It is important that the spouse who remains understands the amount of the monthly income and the amount of the monthly bills. How will the spouse receive the monthly income—by check, to the bank, or allotment? To what companies do the couple owe money, how much is due each month, when is it due, and where does the payment go? There should be no surprises!





One important aspect of ongoing readiness is planning the deployment budget. The best time to examine or develop a deployment budget is before the need arises. Try not wait until just before the soldier leaves. The video we are about to watch, Ongoing Financial Planning for Readiness, examines the important areas of ongoing readiness and the need to be prepared. The video addresses the areas of legal, financial, and personal matters.





(allow 22 1/2 minutes for video)





[Show the video, Ongoing Readiness and Financial Planning]





Group Discussion





[Facilitator leads discussion]





Now that the video is over:


	(	What did you learn from it? 


		(take a few responses)


	(	What financial and personal issues were discussed? 


		(take a few responses)


	(	What did you see in the video that helped you the most?


		(take a few responses)





(allow 10 minutes for discussion)





Keeping the video in mind, let’s examine some guidelines for developing a deployment budget.


�
Suggested Guidelines For Deployment Budget





[Visual #4: Guidelines]





	1.	Review old bills and canceled checks to estimate expenses during the deployment.





	2.	Consider any changes in your income, spending, and savings that will be caused by deployment.





	3.	Set realistic spending and savings goals that will allow you to balance your income and expenses 				during deployment.





	4.	Start a special savings account to help cover any unforeseen expenses during deployment.





	5.	Establish a system for paying bills





	6.	Understand allotments:


		(	allotments used for deposits are usually savings and checking accounts


		(	allotments used for withdrawals or payments are usually used for paying insurance premiums or 				other bills





	7.	Decide how to use credit cards during the separation:


		(	who will use them


		(	what will be the spending limit


		(	decide how you will inform each other of charges made





	8.	Consider a second checking account for the soldier.





[Distribute Handout #1: Monthly Financial Worksheet]





This monthly financial worksheet should be helpful in putting your deployment budget together. The worksheet is comprehensive but easy to follow.





Stop by the Finance Office, bank, or credit union before deployment to verify expected pay and take care of any allotments or direct-deposit arrangements. It is recommended that a joint account be set up and make sure your spouse knows how much and when money is deposited to the account.





Assistance in managing family finances is available before deployment. Army Community Service is staffed to provide help in planning household budgets.





Optional:





Reserve And National Guard





	Employers may pay you during workshop periods, so consider this income in your planning.





	When called to active duty, remember there is a 2-month “pay gap” between activation and the first pay 		check; consider this when planning on income.





	When called to active duty, remember that your net pay may be less than you are currently receiving.


	With reduced income, it is important that a savings program be in place.





	Let’s take a 10-minute break and when we return, we will look at financial goals.





[Break 10 minutes]





Financial Goals





[Visual #5: Financial Goals]





Welcome back from the break.





Goals for the material things you want soon (in the next few weeks or months) are called short-term goals. Goals for the material things you want in the next year or two are called long-term goals. Do you have short- and long-term financial goals?





The following activity will help you identify some of your financial goals. If you have not determined what your goals are, this activity will assist you with goal setting. If you have financial goals, this activity will be a good review and a time to update those goals.





[Distribute Handout #2: Financial Goal Activity]





(explain the activity, take about 20 minutes to complete)





[Facilitator leads discussion]





Discuss the following:


	(	If this is the first time you have written your goals down, did you change any of your goals from what 		you thought they may be?


	(	Did you have trouble deciding short-term and long-term goals?


	(	Will you have to delay any of your goals? Why?


	(	What will a deployment mean to your goals?





(allow 5 minutes for discussion)





It is important that your budget and your financial goals agree and do not conflict with each other.





[Visual #6: Budget Considerations]





In combining your financial goals and deployment budget, there are some key points to consider.


	(	Prepare an easy-to-follow budget and build in adjustments for times of deployment.


	(	Define your financial goals before you need to deploy.


	(	Designate a bill payer during deployment, if your spouse is unable to assume the responsibility, or if 			you do not have a spouse.


	(	Set up allotments or automatic bill paying service with your bank or credit union.





[Distribute Handout #3: LES Statement]





We have discussed the importance of a budget, both pre-separation and during separation, and the importance of establishing financial goals. 





Let’s now look at the Leave and Earnings Statement. With a show of hands, how many of you have seen a LES? How many of you know how to read a LES? What do all the little boxes mean?





We’ll look at a blank LES and go through the statement. This should be a review for the soldier, but it may be the first time a family member has seen an LES.





[Visual #7: LES]





Overview of items in the LES to discuss:


	(	entitlements—how much money the soldier receives


		type and amount


	(	deductions—how much money is taken out type and amount


	(	allotments—how much money is sent to others type and amount





Important areas of the summary are:


	(	CR FWD—this is important as it tells of any pay being carried forward.


	(	EOM—end of month, or take-home pay





The bottom portion of the statement provides an accounting of leave, federal taxes, FICA taxes, state taxes, and pay data.





[Distribute Handout #4: Sample Checklist]





Look at the sample checklist—it may prove helpful to you. The checklist will help to reinforce the topics we discussed today. 





We will take a few minutes to look at the sample financial checklist and answer any questions you may have.





(allow 5 minutes for this activity)





Conclusion





In review, in this workshop we have examined the Leave and Earnings Statement, evaluation of financial goals, and the need to establish a budget.  





Ongoing readiness means having plans in place so that the soldier and family members have some peace of mind relating to their financial plan. It allows everyone to concentrate on their mission and enjoy success.





Every family is different; this workshop is a guideline. It is best if each family examines their own situation and asks two simple questions: 





What could go wrong while the soldier is away? 





What do we need to do to prepare? 





If you can answer the first question and then prepare a plan, you have met the obligation of ongoing readiness.





[Distribute Handout #5: Workshop Evaluation]





�
�
Flyer











Ongoing Readiness





Financial Planning











Have you made financial preparations for deployment?





Have you established financial goals?





Have you developed a deployment budget?





Do you understand a Leave and Earnings Statement?





This workshop will provide you with:


	(  take-home information


	(  checklists


	(  practical ideas


	(  opportunity to meet people with common interests





Join us at 																								





For a workshop on 																					





Date 																										





For more information contact 																		








See you there!
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Objectives











Participants will learn to:





	(	make financial 													preparations


	(	establish financial goals


	(	develop a deployment 						budget


	(	understand a Leave and 				Earnings Statement�
Visual #3








Consider These





How much monthly money is needed for:


(	rent								(	utilities


(	food							(	clothing


(	car maintenance


(	house maintenance


(	child care


(	recreation�
Visual #4








Guidelines





(		Estimate expenses during 						deployment


(		Consider any income changes


(		Set realistic goals


(		Start a savings account for 						deployment


(		Establish a bill paying system


(		Understand allotments


(		Set rules for credit card use


(		Consider a second checking 				account 	for the soldier�
Visual #5











Financial Goals











(	Short-term


		(	a few weeks or 	months








(	Long-term


		(	a year or two


�
Visual #6











Budget Considerations





	(	Prepare easy-to-follow 					budget


	(	Define financial goals


	(	Establish the bill payer


	(	Verify and start 												allotments


�
Visual #7








LES








			(	Entitlements





			(	Deductions





			(	Allotments





			(	CR FWD





			(	EOM�
Handout #1








Monthly Financial Worksheet








Income


   Base pay	$ _____________________


   Quarters allowance	$ _____________________


   COLA (Cost of living allowance)	$ _____________________


   BAS (Basic allowance for subsistence)	$ _____________________


   Total	$ _____________________





Deductions


   Federal withholding tax	$ _____________________


   State withholding tax	$ _____________________


   FICA Tax (Social Security)	$ _____________________


   SGLI (Servicemen’s Group Life Insurance)	$ _____________________


   Allotments	$ _____________________


   Other deductions	$ _____________________


   Total	$ _____________________





Available income (minus deductions)	$ _____________________





Monthly expenses


   Rent or mortgage	$ _____________________


   Food	$ _____________________


   Utilities	$ _____________________


      gas	$ _____________________


      electricity	$ _____________________


      telephone	$ _____________________


      heating	$ _____________________


      water	$ _____________________


   Child care	$ _____________________


   Car payment	$ _____________________


   Car insurance	$ _____________________


   Entertainment and meals out	$ _____________________





Total Expenses	$ _____________________�
Handout #2








Financial Goal Activity








1.	List 6 financial goals.























2.	Number your financial goals in order of importance, with number 1 being the 


	most important.























3.	Divide your goals into 2 groups and estimate the cost of each.











Goals





	Short-term			Estimated cost				Long-term			Estimated cost




















4.	Add both columns to decide how much money you will need at different times to 	reach your goals.�
Handout #3





Leave and Earnings Statement








�


�
Handout #4








Financial Checklist








Check off before deployment:





____1.	Appropriate allotment applied for





____2.	Joint accounts for checking and savings





____3.	Spouse has the following:


		____account numbers for checking and savings


		____bank book(s)


		____checkbook(s)


		____automatic teller card(s)





____4.	Spouse has the following:


		____credit cards


		____bill information on amounts due and when


		____how to report loss of cards





____5.	Spouse knows the following:


		____amount due on loans


		____monthly payment dates


		____addresses and phone numbers of loan companies





____6.	Spouse is aware of routine monthly bills:


		____rent or mortgage


		____utilities


		____cable television


		____insurance 


		____grocery 


		____family needs





____7.	Spouse has access to copies of state and federal income tax returns, and name and address 


		of preparer.





____8.	Spouse knows where to go for financial assistance in times of crisis:


			Army Community Services


			Army Emergency Relief


			Rear Detachment


			Family Assistance Center


			Guard or Reserve Family Program Coordinator








Adapted from The Army Family Readiness Handbook, Operation R.E.A.D.Y.�
Handout #5





Workshop Evaluation*








1.	Did you understand the objectives of this workshop?					_____Yes	_____No





2.	Do you think these objectives were met?								_____Yes 	_____No 





3.	If you answered No to either 1 or 2, please explain your answer below:














4.	Circle the word which best describes the effectiveness of this workshop:





	Inadequate		Marginally Effective		Effective		Very Effective		Outstanding








5.	Based on your above response, what are your suggestions for improving this workshop?














6.	How did you benefit from this workshop?














7.	Did this workshop meet the needs of the participants?				_____Yes	_____No





8.	Circle the word which best describes the facilitator’s presentation:





	Inadequate		Marginally Effective		Effective		Very Effective		Outstanding








9.	Please share your comments about the facilitator’s presentations?

















10.	If you were the next facilitator to lead this workshop, how would you improve it?














*Use the back of this sheet to continue your responses, if necessary.�
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