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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 group use. These Instructor Guides will 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 the Hands on Banking program with others, you'll help them to take control of their finances and build a
brighter financial future.

Program Overview
The Hands on Banking program 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).

The Hands on Banking program 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, invest-
ing, wealth building, and more. Whether it's opening a checking account, avoiding identity theft, paying for college,
buying a home, or starting a small business, the Hands on Banking program provides real-world skills and knowledge
everyone can use.

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 most up to
date content can always be found online at www.handsonbanking.org.

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

Basics of Bank Services.

Money Management Tools and Tips.
Protect Yourself Financially.

Using Credit to Your Advantage.
Planning Your Future.

Buying a Home.
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Each Instructor Guide includes:

A glossary of all the relevant terms introduced in the topic.
A lesson introduction which includes:
»  Anoverview.
»  Learning objectives.
»  Sample discussion questions to start the lesson.
»  “The Basics"—a list of bullet points outlining the key concepts of the lesson.
A lesson summary of all the key concepts of the lesson.
Activities, quizzes, discussion questions, handouts and important tips for key concepts.
A topic summary that lists all the major concepts of the topic.
- Additional activities designed to extend the concepts presented in the topic to the real world.

«  AlLibrary Resource section that includes additional reference materials and handouts.
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Lesson Concepts and Icons
Each lesson of a topic will present several key concepts. These concepts are introduced to your participants in a vari-
ety of ways which are represented in the guides by these icons.

WEN

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 opportu-
nity to lead a discussion.

Discussion

Discussions allow you to introduce key concepts while involving your participants in the conversa-
tion and making the information relevant to them. In some places, sample discussion questions are
included to help you guide the discussion.

Quiz
Throughout all the topics, there are short quizzes designed to start discussions or quickly test par-
ticipants’ 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, one handout includes a list of web
links for participants to use as they start, grow and manage their small business.

Activity and Discussion Handouts
Sometimes during a lesson, an activity or discussion will also use a handout to teach key concepts.
In 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 con-
cept you're presently discussing or covering with your participants.

Library Articles
The online/CD-ROM version of the Hands on Banking program 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. These articles provide additional information
to use in teaching key concepts (look for the library icon as seen above). We encourage you to review the full library
selection online or on the CD-ROM. Feel free to enrich your sessions with 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 on time. These library articles expand the topic content.
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Pre-and Post-tests for Adults and Young Adults

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

«  The Pre-test will help you to determine what topics to emphasis with your group.
«  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
The Hands on Banking program is available free of charge in both English and Spanish.

«  Onthe Web at www.handsonbanking.org and www.elfuturoentusmanos.org.

« Available for free on CD-ROM—all four age groups are included.

+  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.
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Topic 1 — Basics of Banking Services

Avoid Overdrafts! Activity (Instructor Copy) (continued)

«  The bank may pay your transaction into overdraft as a service to you; but this is a
discretionary service (the bank does not promise to commit to pay your transac-
tion). An overdraft fee may be charged on each transaction paid into overdraft—
50, this is not the best way to manage your account!

The best option is to keep track of your transactions to avoid overspending. Another good choice

is to ask if your bank offers overdraft protection. When you link another account (such as a savings
or credit account) to your checking account, the bank will transfer money to your checking account
when it is needed. Usually this is a single transfer fee that may cover multiple transactions (not like
overdraft or returned transaction fees that may be charged on each transaction). Remember that
this service can help prevent overdrafts or returned transactions only have money or available
credit in the linked account.
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Topic 1 — Basics of Banking Services

1

a — Avoid Overdrafts! Activity

= Instructions:

Answer the questions and provide as many answers or examples as you can.

What is an overdraft?

What is an available balance?

What happens if | go beyond my available balance?
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Topic 1 — Basics of Banking Services

How to Read Your Statement Activity (Instructor Copy)

Instructor note:
Photocopy the activity handout on the following page. Lead a discussion about bank statements.

. BAN K ACCOUNT STATEMENT
A o April 1 through April 30

Sireed Address

City, State 12345 Account Number: 88765432
Balance as of 4/30 © s1.330.05
Activity detail
G Deposits
Date Description $ Amount
4/3 Deposit 15.00
4115 Automatic 1,266.36
Deposit
Total Deposits 1,281.36
Withdrawal
o Checks
Number Date $ Amount
200 an 1,200.50
Total Checks 1,200.50
o Other withdrawals
Date Description $ Amount
4/28 Automatic 178.00
payment - Car
Company
4116 Cash 100.00
4125 Debit- 37.27
Grocery Store
Total Other withdrawals $315.27
Total withdrawals $1,515.77
A. Thisis the name and address of the financial institution.
B. Thisis the period of time covered by this statement.
C. This number identifies the account covered by this statement.
D. Thisis the account balance according to the bank on the closing date of this statement.
E. This section lists the deposits made during the statement period.
F. This column describes how each deposit was made.
G. This column lists the amount of each deposit and the total of all deposits.
H. This section lists any checks that were written during the period, including each check number,

date, and amount.
This section lists other withdrawals such as debit card purchases and other electronic payments.

Tip! Remember: Your statement may not include all your transactions during the month. Some
transactions may have been processed, or cleared, after the statement period closed. Missing
transactions should appear on your next statement.

If you use online banking, you can quickly find out whether a check or deposit has cleared.

7 Remind your participants that each month they’ll need to compare their records to the bank’s
Ao g Y
records to make sure they match.
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Topic 1 — Basics of Banking Services

How to Read Your Statement Activity

Account Number: 98765432

ACCOUNT STATEMENT
April 1 through April 30

Balance as of 4/30 © s1.330.05
Activity detail
o Deposits
Date Description $ Amount
4/3 Deposit 15.00
415 Automatic 1,266.36
Deposit
Total Deposits 1.281.36
Withdrawal
o Checks
Number Date § Amount
200 41 1,200.50
Total Checks 1,200.50
o Other withdrawals
Date Description $ Amount
4/28 Automatic 178.00
payment - Car
Company
416 Cash 100.00
4/25 Debit- 37.27
Grocery Store
Total Other withdrawals $315.27
Total withdrawals $1,515.77

This is the name and address of the financial institution.

This is the period of time covered by this statement.

This number identifies the account covered by this statement.

This is the account balance according to the bank on the closing date of this statement.

This section lists the deposits made during the statement period.

This column describes how each deposit was made.

This column lists the amount of each deposit and the total of all deposits.

This section lists any checks that were written during the period, including each check number,
date, and amount.

This section lists other withdrawals such as debit card purchases and other electronic payments.

IomMmMOUN®>

| T'I\)‘.! Remember: Your statement may not include all your transactions during the month. Some
transactions may have been processed, or cleared, after the statement period closed. Missing
transactions should appear on your next statement.

If you use online banking, you can quickly find out whether a check or deposit has cleared.
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Topic 1 — Basics of Banking Services

How to Reconcile Your Account Activity (Instructor Copy)

Instructor note:
Photocopy the activity handout on the following page. Lead a discussion about bank statements using
the step-by-step process and diagram listed below.

Instructions:
On the back of the statement, participants will find a worksheet similar to the sample show here.
Have them follow these step-by-step instructions to reconcile their account.

ACCOUNT STATEMENT
Dbty April 1 through April 30
ol e siss ank
Street Address, City State 12345
Balanca as of 4/30 $1,339.05 ACCOUNT BALANCE CALCULATION WORKSHEET
Activity detail
Y 0 1. Entar
Deposits The New Balance shown on your statement:
Date Description § Amount s
43 Deposit 15.00
4/15 J\utnm_atlc 1,266.36 0 2. Add
Deposit Any Depasits listed inyour register or
2 ransfers inte your account which are
Total Deposits 1.281.38 ot shown on your statement
Withdrawal S
Checks
Humber Date $ Amount 3. Calculate the Subtotal
Add parts 1 and 2
200 41 1,200.50 %
Total Checks 1,200.50
Other withdrawals 4. Subtract
Date Description $ Amount The total outstanding checks and withdraw-
als not shawn an your statement
4/28 Automatic 178.00 g
payment - Car
Company
5. Calculate the Ending Balance
416 Cash 100.00 {part 1 + part 2 - part 4) This amount should
425 Debit- 37.27 be the same as the current balance in your
Grocary Store check register
Total Other withdrawals $315.27 s
Total withdrawals §1,515.77

1. First, you enter the balance that's shown on your statement for the last day of the statement
period.

2. Second, you list all of the deposits that are in your check register but that do not appear on the
bank statement.

3. Third, you list all of the withdrawals—checks, ATM, debit card, and other withdrawals—that do
not appear on the bank statement.

4. After you've followed the instructions on the worksheet for adding and subtracting, the final
amount on the worksheet should be the same as the current balance shown in your check
register.

If your check register and worksheet don't balance, or if you have other questions about your state-
ment, most banks have a toll-free telephone number for customer service to help you.

| T'lp‘.s

Remember: Your statement may not include all your transactions during the month. Some
transactions may have been processed, or cleared, after the statement period closed. Missing
transactions should appear on your next statement.

If you use online banking, you can quickly find out whether a check or deposit has cleared.
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Topic 1 — Basics of Banking Services

How to Reconcile Your Account Activity

Instructions:
On the back of the statement, participants will find a worksheet similar to the sample show here.
Have them follow these step-by-step instructions to reconcile their account.

BANK ACCOUNT STATEMENT
ALy April 1 through April 30
St AL U s ank
Street Address, City State 12345
A S L
Activity detail
= 1. Enter
Deposits ° Tha New Balance shown on your statemant:
Date Description § Amount
43 Deposit 15.00 s
4/15 Automatic 1,266.36
5 " 2. Add
Deposit o Any Deg ed in your register or
v transfers ccount which are
Total Deposits 1,281.38 mat show WOUr statement S
Withdrawal
Checks
HNumber Date $ Amount 3. Calculate the Subtotal
Add parts 1 and 2 S
200 411 1,200.50
Total Checks 1,200.50
Other withdrawals 4. Subtract
Date Deseription § Amount The total outstanding :I:!e:ks and withdraw-
Aummaﬂc 175 00 als not shown on your statement
4/28 |
payment - Car 5
Company
5. Calculate the Ending Balance
4116 Cash 100.00 {part 1 + part 2 - part 4) This amount should
4/25 Debit- 37.27 be thes same as the current balance in your
Grocery Store check register
Total Other withdrawals §315.27 s
Total withdrawals $1,515.77

1. First, you enter the balance that’s shown on your statement for the last day of the statement
period.

2. Second, you list all of the deposits that are in your check register but that do not appear on the
bank statement.

3. Third, you list all of the withdrawals—checks, ATM, debit card, and other withdrawals—that do
not appear on the bank statement.

4. After you've followed the instructions on the worksheet for adding and subtracting, the final
amount on the worksheet should be the same as the current balance shown in your check
register.

If your check register and worksheet don't balance, or if you have other questions about your state-
ment, most banks have a toll-free telephone number for customer service to help you.

Remember: Your statement may not include all your transactions during the month. Some
transactions may have been processed, or cleared, after the statement period closed. Missing
transactions should appear on your next statement.

If you use online banking, you can quickly find out whether a check or deposit has cleared.
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Topic 1 — Basics of Banking Services

Lesson Summary

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

Key points from the Using and Managing Your Accounts lesson:

Once your checking or savings account is open, you'll probably have lots of options for how to
put money in, how to make deposits, and for taking money out, or making withdrawals.

If you have more than one account with the same financial institution, be sure to ask them
about convenient ways to transfer funds between your accounts.

Each time you move your money in or out of your account, it's called making a transaction.

When funds are moved by computer, rather than by cash or check, it’s called an Electronic
Funds Transfer, or EFT.

Online banking is a great option that many financial institutions offer.

Online banking allows you to handle many banking activities over the Internet, including pay-
ing your bills.

Mobile banking allows you to use a mobile device to check on your accounts. For example you
can send a text message from your cell phone to find out your current account balance.
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Topic 1 — Basics of Banking Services

Topic Summary

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

Key points from the Basics of Banking Topic:

1. Financial institutions offer safe, secure, convenient services to save money and build better
financial future.

Savings account are a safe place to put money for future goals and unexpected expenses.
Checking accounts are ideal for paying bills and daily purchasing.

Ask your bank what services they offer and how to use them.

Take advantage of helpful tools: ATMs, online banking, direct deposit, and more.

Keep accurate records.

Avoid overdrafts!

© N o vk W

Reconcile your statements monthly.

Additional Activities
These activities are designed to extend the new concepts presented in the Basics of Bank Services Topic. Use these or similar
activities to give participants an opportunity to apply what they have just learned to real-life scenarios.

1. Visit some local financial institutions, such as banks and credit unions. Pick up pamphlets and
brochures and compare and contrast services, interest rates and fees.

Talk to a financial professional at a bank of financial institution about services they offer.

Research online savings accounts. How do they differ from accounts offered by brick-and-
mortar banks or credit unions.

4. \Visit your local bank or credit union and find out the current rates on CDs or money market
accounts. If possible, ask a financial professional at the bank to show you how these rates have
gone up or down in the past.

5. If you're ready, visit your local bank or credit union and open a checking or savings account.
Share your experience with the class.
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Topic 1 — Basics of Banking Services

Appendix

Library Articles & Additional Topic Resources
Use these library articles as a discussion resource or a takeaway for your participants. Remember, the online Hands on

Banking® program has dozens of additional library articles that you can use and distribute for this and other topics.
Visit www.handsonbanking.org to browse all the available articles.
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About FDIC Insurance

The Federal Deposit Insurance Corporation (FDIC) preserves and promotes public confidence in the U.S.
financial system by insuring deposits in financial institutions; by identifying, monitoring and addressing
risks to the deposit insurance funds; and by limiting the effect on the economy and the financial system
when a financial institution fails.

The FDIC insures deposits in most financial institutions in the United States. The FDIC protects depositors
against the loss of their deposits if a FDIC-insured financial institution fails. FDIC insurance is backed by the
full faith and credit of the United States government.

The FDIC is an independent agency of the U.S. government and was created in 1933. Since its inception,
the FDIC has responded to thousands of financial institution failures. No depositor has lost a single cent of
insured funds as a result of a financial institution failure.

Basic FDIC insurance is $250,000 per depositor per insured financial institution. It is possible to have more
than $250,000 insured by the FDIC on deposit at any one financial institution. The FDIC separately insures
deposits held in different categories of legal ownership including: Individual Accounts, Joint Accounts,
Revocable Trust Accounts (including Payable-on-Death [POD] accounts), and certain Retirement Accounts
(such as IRAs).

The FDIC’s Electronic Deposit Insurance Estimator can help you determine if you have adequate deposit
insurance for your accounts.

The FDIC insures deposits only. It does not insure securities, mutual funds, U. S Treasury bills, bonds, notes
or similar types of investments purchased through an insured financial institution.

To protect insured deposits, the FDIC responds immediately when an insured financial institution fails.
Financial institutions generally are closed by their chartering authority—the state regulator, the Office of
the Comptroller of the Currency, Federal Deposit Insurance Corporation or the Office of Thrift Supervision.
The FDIC has several options for resolving institution failures, but the one most used is to sell deposits
and loans of the failed institution to another institution. Customers of the failed institution automatically
become customers of the assuming institution. Most of the time, the transition is seamless from the cus-
tomer’s point of view.
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Hands on Banking
Library Article: About FDIC Insurance

About FDIC Insurance (continued)

Here is a summary of what funds are—and are not—FDIC-Insured:

FDIC-Insured

Checking Accounts (including money market deposit accounts).
Savings Accounts (including passbook accounts).

NOW Accounts.

Time Deposit Accounts (Certificate of Deposits).

Certain Retirement Accounts (including IRAs).

Not FDIC-Insured.

Investments in mutual funds (stock, bond or money market mutual funds).

Annuities (underwritten by insurance companies).

Stocks, bonds, Treasury securities or other investment products, whether purchased through a
bank or a broker/dealer.

Contents of safe deposit boxes.

Losses from robberies and other thefts.

For further information, visit the FDIC Web site at www.fdic.gov.

We invite you to contact Wells Fargo for further information and assistance. Visit our Web site at
wellsfargo.com or any Wells Fargo store.
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