


Welcome to Wells Fargo’s Hands on Banking® program!

This fun, interactive, and engaging financial education program is designed for both self-paced, individual
learning and classroom use. These Instructor Guides are designed to help you share this valuable program with
groups of any size.

In these guides, you'll find everything you need to lead participants through real-life scenarios, group
discussions, and activities that will encourage them to apply these lessons to their daily lives.

By sharing Hands on Banking with others, you'll help them to take control of their finances and build a brighter
financial future.

Program Overview

Hands on Banking covers all the basics of smart money management. The curriculum is designed for four age
groups: Adults, Young Adults (ages 15-21) Teens (grades 6-8) and Kids (grades 4 and 5).

Hands on Banking is an easy and enjoyable way to teach and learn the essentials of financial education: the
basics of bank services, the importance of saving, smart money management, using credit responsibly,
investing, wealth building, and more. Whether it's opening a checking account, avoiding identity theft, paying
for college, applying for a credit card, or starting a small business, Hands on Banking provides real-world skills
and knowledge everyone can use.

Educational Standards

It's easy to integrate Hands on Banking into the classroom: the lessons for school-aged students are aligned with
national and state educational standards for economics, financial literacy, mathematics, and English language
arts.

The segments in this program adhere to the following economics, financial literacy, mathematics, and English
language arts standards:

e National Council of Economic Education, the National Association of Economics Educators, and the
Foundation for Teaching Economics, Voluntary National Content Standards in Economics (1997). For
details, see www.fte.org.

e JumpStart Coalition for Personal Financial Literacy, National Standards in K-12 Personal Finance
Education (2007). For details, see www.jumpstartcoalition.org

¢ National Council of Teachers of Mathematics, Principles and Standards for School Mathematics (2000),
Grades 9-12. For details, see www.standards.nctm.org.

e The National Council of Teachers of English (NCTE) and International Reading Association (IRA),
Standards for the English Language Arts (1996); Grades K-12. For details, see www.ncte.org.
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Using the Instructor Guides

The Instructor Guides can be used alone or as an adjunct to the online/CD-ROM program; however, we strongly
encourage you to review the program online or request a free CD-ROM. Even if participants will not experience
the program online, gaining familiarity with the online program will help you present it more effectively. The
online program includes simulations, calculators and an extensive resource library to help supplement these
guides—please take advantage of all these great resources.

Each topic in Hands on Banking has its own Instructor Guide which follows the organization of the online
program and includes much of the same content. The Young Adults version of the Hands on Banking program
includes six topics:

Getting Started

Earning $

Spending Smart

Save, Invest & Build Wealth
All About Credit

School & $
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Each Instructor Guide includes:
e Adglossary of all the relevant terms introduced in the topic
e Alesson introduction which includes:
0 Anoverview
0 Learning objectives
0 Sample discussion questions to start the lesson
0 "The Basics"—a list of bullet points outlining the key concepts of the lesson
e Alesson summary of all the key concepts of the lesson
e Activities, quizzes, discussion questions, handouts and important tips for key concepts
e Atopic summary that lists all the major concepts of the topic
e Additional activities designed to extend the concepts presented in the topic to the real world
e AlLibrary Resource section that includes additional reference materials and handouts

The instructions for organizing your group for activities are recommendations only. You know what will work
best when it comes to teaching and engaging your group.

Lesson Concepts and Icons
Each lesson of a topic will present several key concepts. These concepts are introduced to your participants in a
variety of ways which are represented by these icons.

Activity
An activity usually involves some sort of class participation, whether it is a matching game, a fill in the blank
exercise, or worksheet completion. Typically after an activity you will have the opportunity to lead a discussion.

Discussion

Discussions allow you to introduce key concepts while involving your participants in the conversation and
making the information relevant to them. In some places, sample discussion questions are included to help you
guide the discussion.
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Quiz
Throughout all the topics, there are short quizzes designed to start discussions or quickly test participants'
knowledge of certain concepts.

Handout

All of the Instructor Guides include handouts that are designed as a resource for your participants to use outside
the classroom in their daily lives. For example, there are handouts that describe how to prepare for a job
interview and how to apply for a credit card.

a0
(TT7) Activity and Discussion Handouts

Sometimes during a lesson, an activity or discussion will also use a handout to teach key concepts. In
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these cases the Handout icon is placed below the Activity or Discussion icon.

Transition
The Transition icon will let you know when the next concept is related to or follows up on the concept you're
presently discussing or covering with your participants.

Library Articles
The online/CD-ROM version of Hands on Banking includes a vast library with relevant articles, checklists, and
worksheets for each topic and lesson.

Relevant library articles are recommended at the end of each lesson to use while teaching key concepts (look for
the library icon as seen above). We encourage you to review the full library selection online or on the program
CD-ROM. Feel free to enrich your classroom sessions with any additional articles from the library.

You can photocopy these articles and distribute them to participants to start a discussion, or you may want to
give them away as handouts for participants to read on their own time. These library articles expand the topic
content.

Pre-and Post-tests for Adults and Young Adults

When you use the Adults and/or Young Adult course with a group or in a classroom setting, we invite you to use
the Hands on Banking pre- and post-tests we've developed. They can be accessed in the “Instructional
Resources” section of handsonbanking.org.

0 The Pre-test will help you to determine what topics to emphasis with your group.
0 The Post-test will help you assess participants progress

We'd like to request that you report the anonymous results of these tests to our Hands on Banking team. Your
input will help us to continue to improve the program.



How to Access the Interactive Program

Hands on Banking is available free of charge in both English and Spanish.
e  Onthe Web at www.handsonbanking.org and www.elfuturoentusmanos.org.
e Available for free on CD-ROM—all four age groups are included.

e You may order a CD at HOBCD@wellsfargo.com. There is no charge for small quantities of the CD-ROM.
Please email for information regarding high-volume requests. Allow two weeks for delivery.

Once again, Thank You!

Thank you for sharing these valuable financial education programs with students and adults in our communities.
As an instructor, your training and guidance will provide others with the knowledge and skills they need for a
brighter financial future.

We welcome your comments and suggestions for future versions of the Hands on Banking curriculum and the
Instructor Guides. And, we would very much like to hear your success stories. Please contact us via email at
HOBinfo@wellsfargo.com.


mailto:HOBCD@wellsfargo.com

TOPIC 3 — SPENDING SMART

Spending Smart

Topic Overview

This topic teaches participants how to create a strategy for making the most of the money they have. They learn
how to become a savvy shopper and take advantage of tips for everyday shopping and major purchase. Finally,
they are introduced to the ins and outs of shopping for a car and renting an apartment.

This topic has five lessons:

The value of $

Have a plan?

Be a savvy shopper
Smart car buying
Renting an apartment
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These lessons include a number of hands-on participant activities. Use these activities to help simulate real-
world scenarios and activities with your participants.

This instructor guide is based on and follows the structure of the online Hands on Banking® program. We invite
you to use and experience the online program as it is an excellent resource that will support your instructional
efforts and enhance your participants' experience. It includes a variety of interactive lessons and many helpful
resource library articles to augment this guide. Visit www.handsonbanking.org to access the program. Should
you require a CD ROM to access the program you may request a free copy at HOBCD@wellsfargo.com.
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TOPIC 3 — SPENDING SMART

GLOSSARY

The amount of value an item such as a car, home or stock, gains over time from the
original purchase price.

A second person who signs your credit or loan application. Just like the borrower,
the co-signer on a loan is equally responsible for repaying the debt. Also called a
co-borrower.

The cost of maintaining a standard of living based upon costs of goods and services.

A lender, landlord, employer, or insurer's inquiry at a credit bureau for the purpose
of evaluating the credit history of an applicant.

An evaluation of an individual's or business's financial history and the ability to pay
debts. Lenders use this information to decide whether to approve a loan. The credit
rating is usually in the form of a number or letter.

A loss of value in real property brought about by age, physical deterioration,
functional or economic obsolescence.

The purchase of goods or services which are not essential to the buyer, or are more
expensive than necessary. Examples include entertainment and restaurant meals.

For an individual, a fixed cost is an expense that stays the same each month, such as
rent or a car payment. For a business, a fixed cost is an expense that does not vary
depending on production or sales levels, such as an equipment lease or property
tax.

An expense that you can control or adjust, for example, how much you spend on
groceries, clothes, or long distance phone calls.

For an individual, the full amount of money earned during a specific time period.
For a business, the pre-tax net sales minus the cost of goods sold.

For an individual, income means the amount of money received during a period of
time, including money received in exchange for labor or services, from the sale of
goods or property, or as profit from financial investments. For a business, income is
revenues (all the money brought in) minus cost of sales, operating expenses, and
taxes, over a given period of time.

The amount of money paid by a borrower to a lender in exchange for the use of the
lender's money for a certain period of time. For example, you earn interest from a
bank if you have a savings account and you pay interest to a lender if you have a
loan.

The owner of a property that is leased or rented.
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TOPIC 3 — SPENDING SMART

Lease A contract by which one party (lessor) gives to another (lessee) the
use and permission of an item, such as an automobile or apartment,
for a specified time and fixed payments.

Loan An agreement between a borrower and a lender, where the borrower
agrees to repay money with interest over a period of time.

Net income For a business, the amount of money earned after all expenses and
taxes. For an individual, total take-home pay after all deductions
(taxes, social security, etc.). Also called after tax income or net salary.

Preapproval A written commitment from a lender, subject to a property appraisal
or other stated conditions, that confirms the price of home a
potential borrower can afford.

Security deposit An amount that you may be required to pay the landlord for
protection for any potential damage to rental property.
Spending plan Also known as a budget, a method of tracking your monthly income

and expenses.

Take-home pay SEE "Net Income”

Term A period of time over which a loan is scheduled to be repaid. For
example, a home mortgage may have a 30-year term, meaning it
must be repaid within 30 years.

Warranty A written guarantee of the quality of the product that is issued by the
seller and/or manufacturer.
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TOPIC 3 — SPENDING SMART

Lesson 1: The Value of Money

This lesson gives participants the opportunity to pre-test their knowledge about key concepts
introduced in this topic.

Learning Objectives
After completing this lesson, participants will be able to:
¢ Identify key phrases and definitions related to smart spending

The Basics
e Spending money is fun, but the important thing is getting the most you possibly can from what you
spend.

e By shopping smart, you can not only save money, but also get things that are valuable to you that you
really use and enjoy.
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Are You a Smart Spender? (Instructor Copy)

Instructor note:

Write all the credit terms on a chalkboard/whiteboard or large piece of paper. Divide your class into groups. Tell
your participants that you will read a partial definition of each term. Each group's spokesperson will have fifteen
seconds to state the correct term once you stop reading the definition. Each correct answer earns one point. If a
group cannot answer, another group can steal. Then, go through each term and mention the key points from the

chart below.

Feel free to add other definitions and terms to this list.

Instructions:

Have participants state the correct term for the definition that's read.

Spending plan

Strategy for using your income to meet your goals

e Aspending plan can help you pay your bills,
save, and have money left over every month.

Warranty Performance guarantee given to a buyer of goods
or services.
e For big purchases, getting a warranty is a
good idea.
Auto lease Contract to use a car for a specific period of time.
e There are potential benefits and drawbacks to
leasing a car.
Premium The amount you pay for insurance.
e |t'sagood idea to understand the basics of
insurance, including key terms like "premium."
Co-pay Detractor
Deductible Detractor
Car insurance Detractor
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Lesson Summary

Instructor note:
Summarize this lesson by reviewing these key points with your participants.

Key points from the Value Of $ lesson:
e Spending money is fun, but the important thing is getting the most you possibly can from what you
spend.
e By shopping smart, you can get things that are valuable to you that you really use and enjoy.
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TOPIC 3 — SPENDING SMART

Lesson 2: Have a Plan?

In this lesson, participants learn how to create a one-page strategy for making the most of the money they have.
The lesson also provides great tips for prioritizing their bill payment to make their monthly income last.

Learning Objectives

After completing this lesson, participants will be able to:
e Create a one-page strategy for making the most of their money
e Explain what to pay first to make their monthly income last

Start the Discussion
To start a discussion with your participants, ask some open-ended questions. Here are some examples you could

use:
e Do any of you currently keep a monthly budget?
e  Why do you think you should have a written plan for how you will spend your money?
e Do you see a plan or budget as a hindrance or a guide? Why?
e What things do you seem never to have enough money to purchase? How do you think a plan could
help you with that?
e  When you go shopping what are some of the ways you save money?
The Basics

e Aspending plan can help you make the most of your money and reach your financial goals. It is your
personal strategy.

e Aspending plan is easy to create—on a piece of paper, write down the money you have coming in and
what you spend in an average month. Putting it down on paper helps you see where you can improve
and make better money decisions.

e Asyou begin to create your spending plan, you will write down how much money that comes in during
an average month and then decide how to spend it.

e Aspending plan can help you live within your means.

e Theright spending plan can help you set aside enough to pay your bills, for example, have some
savings for emergencies, and some money left over in your pocket every month.

E>D Before you start the lesson, use the following scenario to get participants thinking.
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TOPIC 3 — SPENDING SMART

Bﬁ What should Daneeka pay first? (Instructor Copy)

Instructor note:

Photocopy the activity handout on the following page. Instruct your participants to read Daneeka's story and
choose the best decision for her. Instruct them to also write a few sentences about why they selected an answer.
Then, ask participants to share their answers and opinions and lead a discussion.

Instructions:
Have your participants read Daneeka's situation and then choose the best decision for her. Then, in the space
provided, have them explain why they think this is the best choice.

Daneeka's story:
Daneeka wants to pay for things in the right order so that her monthly income covers her needs.

A. Thefirst thing I'll do is set aside the money | need for everyday expenses, like groceries and bus fare.

B. Iknow | have some big expenses coming, so I'd better set that money aside first.

C. Before | do anything else, I'm going to pay my bills.

Key points:
e There are many potential penalties if she pays late - late fees, losing things she bought on credit,
even being evicted from her apartment!
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Bﬁ What should Daneeka pay first?

Instructions:
Read Daneeka's situation and then choose the best decision for her. Then, in the space provided, explain why
you think this is the best choice.

Daneeka's story:
Daneeka wants to pay for things in the right order so that her monthly income covers her needs.

A. Thefirst thing I'll do is set aside the money | need for everyday expenses, like groceries and bus fare.

B. |know | have some big expenses coming, so I'd better set that money aside first.

C. Before | do anything else, I'm going to pay my bills.
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8@ Spending Step-by-Step Activity (Instructor Copy)

Instructor note:

Photocopy the activity handout on the following page. Distribute the handout to participants, but ask them to
keep it face down. Explain to participants that when you give the signal, they should flip over their activity
handout and place the steps listed in the right order to help them make their monthly income last. The first
person finished wins!

Then, lead a discussion focusing on the key points below. Ask participants if they use any other steps for their
monthly budget or plan or ask them to consider what other steps might be beneficial.

Instructions:
To make your monthly income last, in what order should you pay for things? Have your participants place these
items in the correct order.

Step 1 - Pay your monthly bills.

There are many potential penalties if you pay late, such as late fees, losing possession of things you've
bought on credit, even being evicted from an apartment!

Step 2 - Set aside the money you'll need for your weekly and day-to-day expenses

Such as groceries and bus fare.
Step 3 - Put money into savings.

Try to build two months of take-home pay for an unexpected financial emergency.
Step 4 - Set aside money for larger expenses.

You will know these large expenses are coming—such as car repairs or appliances.
Step 5 - Set aside money for your major future goals.

Such as a home, college education, a new car, or travel.
Step 6 - If you begin to earn more, increase the amount you save as much as you
can.

E>D Help participants take their money management skills to the next level by creating their own Spending Plan.
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Bﬁ Spending Step-by-Step Activity

Instructions:
To make your monthly income last, in what order should you pay for things? Place these steps in the correct
order.

Pay your monthly bills.

Set aside money for weekly and day-to-day expenses.
Put money into savings.

Set aside money for larger expenses.

Set aside money for your major future goals.

If you begin to earn more, increase the amount you save as much as you can.
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B@ What is a Spending Plan? (Instructor Copy)

Instructor note:

Photocopy the activity handouts on the following pages. Divide the class into small groups. Mention the key
points of a Spending Plan, then distribute the first (blank) activity handout. Instruct participants to answer the
questions in the space provided. When groups are finished have them share their responses and note those on a
whiteboard/chalkboard or large piece of paper. Then distribute the completed activity handout and continue
the discussion about the importance of a spending plan/budget.

Key points:

e It's simple to create a Spending Plan—write down how much money comes in during an average
month and then decide how you're going to spend it.

e Putting it down on paper helps you see where you can make better money decisions.

e Theright spending plan can help you set aside enough to pay your bills, have some savings for
emergencies, and some money left over in your pocket ... every month.

e Create a spending plan you can live with. Be realistic and flexible. The trick is to live within your income
SO you can pay expenses but still have some money left-over for your own flexibility.

e Review your plan every month. Adjust it as your income and expenses change.

e Savingsis a discretionary expense—it's up to you to decide how much of your money you're going to
set aside for your future. Don't forget to “pay yourself” by saving!

What is the e There is a difference between your income (the total amount you earn) and your
difference take-home pay (net income).
between income e Netincome =the amount of money earned after taxes, insurance, or other costs
and take home have been subtracted.
pay? e Base your spending plan on your take-home pay.

whyandhow |« | HEEEEEEEE

should you track
your spending? *
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