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Workshop Setup and Overview
[image: MT ChpStrip]This workshop contains three parts: an Instructor’s Guide, a Student Manual and Worksheets, and PowerPoint Slides supporting the workshop. This workshop is designed to provide participants with the tools and knowledge necessary to make educated financial decisions when they receive permanent change of station orders. It is designed to walk participants through many important financial issues when preparing for a move through settling into a new location. These include the importance of budgeting; how to budget; common pre-departure, in-transit and start-up costs; information on allowances and benefits for civilian and uniformed families; and an in-depth exploration of medical issues and moving pets with the related costs.  
[bookmark: _Toc241584131][bookmark: _Toc367087217]Audience
The audience for this workshop is service and family members with PCS orders, or those expecting orders in the near future. This workshop contains information for DoD civilians as well as uniformed members. The suggested size for the workshop is 20 participants.
[bookmark: _Toc367087218]Timing
Please note that this workshop can be expanded or condensed depending on timing. It can be broken into two separate workshops for civilians and for uniformed members. The amount of information you or the Instructor feels comfortable presenting will determine the amount of time as well as how many Internet demonstrations are included. The suggested timing is two hours.
[bookmark: _Toc241584132][bookmark: _Toc367087219]Workshop Topics
Financial preparations for relocation 
Permanent change of station allowances
Special considerations – medical and pets 
[bookmark: _Toc241584133][bookmark: _Toc367087220]Materials
Tables and chairs
Name tags for all participants and facilitator/instructor
Sign-in sheet
PowerPoint-capable computer/projector with screen
PowerPoint slide presentation
Internet compatible computer with connectivity
White board with markers or chart paper with markers
Handouts/worksheets
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]A.  Relocation budget plan
B.  Ninety-two tips for spending less
C.  Important documents to hand-carry
D.  Field kit
E.  Practical checklist for arrival in new location
F.  Household goods weight allowance table
G.  Evaluation form
· Attachments
1. Reference website listing
2. Article on selecting a bank
[bookmark: _Toc367087221][bookmark: _Toc241584134]Presenter
This workshop lends itself to a presenter with certain expertise and capabilities. The presenter should be:
Familiar with the military and DoD civilian allowance programs
An industry expert in relocation with knowledge of basic budgeting skills and other financial basics
[bookmark: _Toc367087222]Tips on Using this Guide
The Instructor’s Guide is designed with an Attention Step to introduce each section. This step is an overview and introduction to the section. At the end of the section, there is a Transition Step to the next section. 
There are notes placed throughout with instructions to the presenter. These are tips to help facilitate the workshop and many suggested exercises that correspond to the worksheets.  
The Instructor’s Guide contains the attachments from the Student Manual. In this Kit, Attachment 1 is a list of websites referenced throughout the manual and Attachment 2 is a detailed article on banking tips.
The Internet demonstrations are optional depending on connectivity in the room and time. It is recommended that if there is no connectivity the workshop slides be augmented with additional screenshots. If there is connectivity, remember to have the websites open to the pages that will be used during the presentation.
The content is all contained in the Student Manual. The presenter must read and be thoroughly familiar with the content in order to present this workshop.
[bookmark: _Toc367087223]
Begin Workshop
[image: MT ChpStrip]Host: Introduce the instructor, if there is one presenting this workshop, or begin the workshop with the welcome.
[bookmark: _Toc367087224]Welcome
Instructor: Welcome the participants and provide them with some details about your background. Tell the participants your name, title and your experience relocating with the military and your expertise in financial planning and military pay and benefits. If the group is not too large, ask the participants to introduce themselves by stating their names, backgrounds and whether or not they are planning to PCS in the next few months. You can also ask, by a show of hands, how many have a family budget and update it often or how many are interested in learning how to budget for a move. 
Write the word NEAT on the white board or chart paper and explain the meaning:
N (nature): of the workshop is interactive and participants are encouraged to voice their ideas, concerns, questions and experiences.
E (expectations): of the participants are brainstormed and listed on the white board or chart paper. These should be kept visible and readdressed as a summary at the conclusion of the workshop. This discussion gives the instructor insight into which areas to focus the workshop discussion and the experience level of the participants with the subject matter.
A (agenda): for the workshop presented according to the objectives listed in the PowerPoint presentation may be modified to fit time and expectations.
T (timing): is presented.  
Write out on the white board or chart paper approximately when the breaks will occur
Provide instruction on the location of the restrooms 
Offer coffee/snacks if provided 
Remind participants to sign in 
Briefly review the participant’s Student Manual, worksheets and reference attachments to make sure each participant has the proper materials. This workshop contains two reference attachments: (1) a reference list of websites contained in the Student Manual, and (2) an article linked to the section on choosing a bank.
A. Relocation budget plan
B. Ninety-two tips for spending less
C.  Important documents to hand-carry
D.  Field kit
E.  Practical checklist for arrival in new location
F.  Household goods weight allowance table
G.  Evaluation form
Note: Any additional resources that the instructor has brought with him/her and that are available for the participants to view during breaks or at the conclusion of the workshop.
Note: Keep to the times announced, this makes participants more comfortable and encourages participation.
Slide: This slide should be the one in place as the instructor does the Welcome.
[image: ]
[bookmark: _Toc241584135][bookmark: _Toc367087225]
Objectives of the Workshop
Now that you have the participants’ full attention, take a moment to briefly review the objectives of the workshop:
· Understand real and hidden costs of relocation
· Discuss good budgeting behavior
· Learn allowances and benefits – military and civilian
· Learn where to go for help
Add the expectations that were brainstormed with the group to these objectives. Close out the introductory portion with a comparison of the objectives to the expectations and summarize the other points you will discuss as part of this workshop or materials you will collect and forward after the workshop.
SlidE:
[image: ]
[bookmark: _Toc367087226]
Section 1 
Financial Preparations for Relocation
[image: MT ChpStrip]Attention Step: Moving is a complex process and one that requires careful planning. In the military, we often do not have the luxury of building a nest egg or saving for a move because we move so frequently and each move tends to have a negative impact on the family’s ability to save and plan. The service member manages his/her own move, including budgeting for the move. The personal financial management and relocation programs in the military and family support center have the resources to assist the military member and family to plan a cost effective and efficient move.
Instructor: Begin with some brainstorming of the costs associated with moving. On chart paper or a white board draw three columns. Label them “Pre-departure”, “In-transit” and “Start-up.” Then subdivide the three columns with headings “Costs” and “Savings.” Start to brainstorm costs and savings for each column. Use the slides that follow as back up and reinforcement to the discussion. While you are discussing these costs, make sure that you emphasize that there are ways to save and you make the points that are in the Student Manual on costs and savings.
Note: During the discussion of this part of the Workshop make sure to point out how Worksheets A through G can be used by the participants to help organize and plan their move.
Slides: 
[image: ]
[image: ]
[image: ]

Instructor: Summarize this part of the discussion with another brainstorming exercise on the importance of financial planning and its impact.
Slide:
[image: ]
Instructor: Discuss the importance of financial stability and the constructs of good budgeting.  If time permits, go to the Internet and demonstrate some of the resources available from Military OneSource (http://www.militaryonesource.mil).   
Slide:
[image: ]	
Exercise: On chart paper or white board, have a volunteer write sources of income and on the other write expenses. Working with the expenses first, have the group brainstorm a list of expenses. Do the same with the income sheet. Look at the expenses again and determine which are recurring or monthly. In general categories, list the fixed expenses per month for the average family and list the variable expenses separately. With these lists, ask the group to go home and begin to track their expenses and begin the process of budget planning. 
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Next point out to the group Worksheet A, “Relocation Budget Planner.”  Tell the group they can find this sheet online at http://www.militaryonesource.mil/moving?content_id=266869. Explain that Worksheet A is a paper and pencil copy but that the online version has a downloadable Excel spreadsheet which automatically calculates the numbers. Be sure to make the point that they cannot begin planning a moving budget without first knowing what their normal budget is and that this exercise is designed to help them with that knowledge.
 Make the point that you cannot actually develop a budget for the family or a moving budget in 10-20 minutes that it takes a lot of hard work and tracking of expenses and income over months. The point is to get the audience familiar with how to create a budget. 
Transition Step: The military provides certain allowances and benefits to service members when they receive orders. Understanding what these allowances are and their impact on out-of-pocket costs are central to a good PCS financial plan. 
[bookmark: _Toc367087227]
SECTION 2 
Permanent Change of Station 
Allowances and Benefits 
[image: MT ChpStrip]Attention Step: The military has a long established list of allowances and reimbursements associated with a PCS move which are set by Congress. It literally takes “an act of Congress” to increase or add a new allowance. The Defense Travel Management Office coordinates policy as it relates to PCS allowances. This office is the only official source of information. It has a very user-friendly website and should be checked often if you have questions. Your finance office will also use this website to answer questions regarding moving reimbursements. 
Slide:
[image: ]

Internet DemonstratION: Defense Travel Management Office website http://www.defensetravel.dod.mil/ 
Note: This is a content rich website. It is suggested that the following content from this website be demonstrated: how to find a per diem rate; frequently asked questions and one or two of the other allowances. 
[image: ]
Instructor: Discuss the various allowances using the following slides. You should make a point to have illustrations for some of the more complex allowances such as DLA, TLE and TLA.
Slides:
[image: ]
[image: ]
[image: ]
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[image: ]
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[image: ]
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[image: ]
Instructor: The following slides are for DoD civilian allowances which may or may not be applicable to your audience. If you are using these slides then make sure you are very familiar with the civilian program, especially the relocation services contract run by the Corps of Engineers. These allowances are all from the Federal Travel Regulation, Parts 301-302.
Note: These are overview slides here. There are more detailed slides on each allowance in the slide deck that is included in the PowerPoint with this workshop. We did not include all of the slides in this Instructor’s Guide.
[image: ]
[image: ]
Transition Step: We know that discussing allowances and benefits is a lot to digest in one sitting, so we ask that you remember two things: (1) always check the Defense Travel Management Office website for the current information, and (2) refer to this Student Manual if you have questions. Now, we will look at two other issues that can add significant stress and cost to your move. One is what to do when you move regarding medical care and the other is moving with your pets.
[bookmark: _Toc367087228]
SECTION 3 
Special Considerations – Medical and Pets
[image: MT ChpStrip]Attention Step: Every move is unique, just as every family situation is unique. These unique situations make giving advice such as that contained in this Workshop on planning for a move difficult. However, two major factors need to be addressed as they can have significant impact on your budget, on your time and on your stress level.
Instructor: Start the discussion about medical preparations and present this section as a short lecture. Medical preparations fall into three categories:
Arranging for, and receiving, any special medical care that might be necessary to enter a new location
Taking the proper precautions and documents with you when traveling
Finding good medical care once you settle in
Slide:
[image: ]

Instructor: Start the discussion with: Moving a pet is a challenging task, especially overseas. There are rules and regulations that need to be met. Your Student Manual has a lot of information on the programs and policies in various countries where you might be relocated. The steps in moving pets include preparations for travel, the actual transportation, care and feeding while traveling and settling into the new home.
Exercise:  Ask the participants to share some of their moving with pets stories depending on time. This can be a very funny or sometimes sad discussion. Allow it to go on as long as possible. From the discussion, use the Student Manual to make certain points contained in the slide.
Slide:
[image: ]
Transition Step: We could continue discussing our pets and their needs but we do want to keep within our time constraints. We need to move on to our summary and wrap up.
[bookmark: _Toc367087229]
Summary/Wrap Up[image: MT ChpStrip]
Attention Step: There has been a lot of information presented today. We will first review your expectations, our objectives and determine if we have missed anything. Then we have (insert how much time is left) to take questions. Finally, we would like everyone to fill in the evaluation.  
Note: Remember to make a list of any due outs that you promised to the attendees.
Slide: 
[image: ]
Handout: Evaluation Worksheet G
[bookmark: _Toc265237852][bookmark: _Toc367087230]
Attachments[image: MT ChpStrip]
1. Website Listing
2. Bank Features, Services and Fees
[bookmark: _Toc276650607][bookmark: _Toc367087231]
Attachment 1
This attachment contains a list of all of the websites referenced in the Money Talk Workshop Kit.
Air Force Aid Society: http://www.afas.org/
American Red Cross: http://www.redcross.org
Army Emergency Relief: http://www.aerhq.org/ 
Defense Finance and Accounting Service: www.dfas.mil/ 
IRS websites: http://www.irs.gov/taxtopics/tc455.html
IRS moving publication: http://www.irs.gov/publications/p521/ar02.html#en_US_publink1000203509
IRS homepage: http://www.irs.gov
Military OneSource, Relocation Budget Planner: http://www.militaryonesource.mil/moving?content_id=266869 
MilitaryINSTALLATIONS: http://www.militaryinstallations.dod.mil 
Military OneSource financial calculators: 
http://www.militaryonesource.mil/moving?content_id=269234  
Military OneSource Plan My Move: http://planmymove.militaryonesource.mil/
Navy/Marine Corps Relief Society: http://www.nmcrs.org/
Omega Travel: http://www.owt.net
Defense Travel Management Office: http://www.defensetravel.dod.mil/  
Sato Travel: https://www.cwtsatotravel.com/
SaveandInvest.org: http://www.saveandinvest.org
United States Department of State, Travel: http://www.travel.state.gov 
[bookmark: _Toc276650608][bookmark: _Toc367087232]
Attachment 2
Bank Features, Services and Fees[footnoteRef:1] [1:  The information on this page has been extracted from the Plan My Move application available at  http://planmymove.militaryonesource.mil/.] 

Finding the best bank will require some comparison shopping, as the best deal is not likely to find you, you will have to find it. Of course, it is up to you to decide how much time you want to spend looking for the best bank for your needs…remember that time is money. The internet is usually the easiest way to comparison shop. If you have a lot of questions that might not be answered on a website or if you just want to see how attentive a bank is, you might prefer to visit the local branch, especially once you have narrowed your choice. You will probably make your final decision based on services and fees. Below is a list of features and services you might be looking for and a list of fees you should be aware of, which you can use to make your comparison shopping easier. If you are considering online banking, be sure to read the online banking section as well.
Some of these will be very important to you, while some will not matter at all.  When comparing banks, all that matters is what is important to you.
Features
Interest rate:
 If the account pays interest, what is the rate currently? Ask for the “Annual Percentage Yield” which makes it easier to compare banks that compound their interest at different frequencies. Keep in mind that after you open your account, your rate will continue to change from week to week.
Convenience: 
How close is the nearest branch? How long are the lines when you go? Is the bank open when you need them or do they open late and close early as many banks do?
Federal Deposit Insurance Corporation membership: 
Are they a member of the FDIC? If so, the FDIC insures your deposits up to $250,000.
Size: 
Is the bank large or small? Some people feel more comfortable with a larger bank while others believe small banks can offer better customer service.
Minimum deposit: 
What is the minimum deposit required to open an account (if any)?

Limitations: 
Are there any limitations imposed on the account? For example, how many checks or transactions are allowed per month?
Availability of funds: 
How soon after you make a deposit are you able to withdraw against those funds? Different banks have different rules.
Services
	Direct Deposit
	Loans and Mortgages
	Talking to a teller in person

	Automated teller machines
	Stock and mutual fund trading
	Debit card fees

	Banking by telephone (what you can do over the phone and when)
	Retirement planning services
	Traveler’s checks

	Online banking
	Small business services
	Loan application processing

	Credit cards
	Access to international money markets
	Safe deposit box rental

	Debit cards
	Copies of previous monthly statements
	Cashier’s checks

	Overdraft protection
	Deposit slips and other slips
	Stop payment

	Cancelled checks (included with monthly statements)
	Phone support
	Wire transfer

	Money order
	N/A
	N/A


Bank fees
Banking fees have risen significantly in recent years. The average price of maintaining a bank checking account is currently about $200 a year. Before you sign up, take a close look at the fees associated with the account, and try to estimate what it will cost.
Maintenance fees: 
A small fee is reasonable. After all, the bank is providing you with a valuable service. But make sure the amount is competitive with what other banks are charging. You might even be able to get a free checking account if you use direct deposit for your paychecks, if you are a shareholder of the bank (sometimes even a single share is enough) or if you limit your bank branch visits and/or transactions.
Low-balance penalty: 
While most big banks offer “free” checking if you maintain a substantial balance, typically $2,000 to $4,000, you should realize that this is not free at all, you are paying the opportunity cost of tying up your money in a low- or no-yield account while the bank lends it out a hefty interest rate. You can work the system to your advantage when you find out if the calculation is based on your average daily balance, the lowest balance in the month or the balance on a certain day of the month. Alternatively, if you buy certificates of deposit from the bank (which yield higher rates than a checking account does), the bank might include that amount in its minimum balance requirement.
Surcharges for use of an ATM:
 Find out if you will be charged by your bank for “Foreign” ATM fees usage. Always try to use only your bank’s ATMs, to avoid the additional fee from the ATM owner or you can utilize surcharge-free ATMs. Another way to avoid ATM fees is to ask for extra cash when you make a purchase with your bank’s debit card, such as when buying groceries. Also consider taking out more each time in order to make fewer withdrawals; a $3 fee on a $100 withdrawal can eat up a full year’s earned interest. Be sure to guard your ATM card, as some banks charge a lot to replace it.
Returned check: 
If someone writes you a bad check, you may be charged by the bank.
Bounced check: 
If you do not have enough in your account to cover the checks you have written, an insufficient funds fee usually will be imposed by the bank. If you expect this to happen, consider getting overdraft protection (described below). If you make a large deposit, ask when it will clear, and do not write checks against that amount until it does.
Overdraft protection: 
If there is any chance you might bounce a check, you should ask for overdraft protection. Instead of getting charged $25 for bouncing a check, overdraft protection will in effect provide you with an instant loan. The interest rate will be exorbitant, but if you pay it off quickly it should be much less expensive than the bounced check fee. Some banks do charge a fee when your balance falls below zero even if you have overdraft protection, but it is still significantly less than the bounced check fee. If there is a fee, find out how it is calculated (per day? or per check?).
Check printing: 
Some banks offer free checks for first-time account holders, account holders with a large minimum balance, senior citizens, students and certain others. If your bank does not offer free checks, consider buying your checks directly from a check printer rather than from the bank, as the cost savings will be substantial. 
Per-check charges: 
Some accounts include a certain number of checks per month and charge extra for more, so know the limit.
Cancelled check return fees: 
If the bank does not include cancelled checks along with your monthly statement, they may charge a fee for any cancelled checks you request.
Closed account: 
Some banks charge a fee if you close an account that has not been open for a sufficient time (such as one year).
Automated teller machines
The rise of ATMs has revolutionized banking over the last decade or two, by enabling around-the-clock withdrawals and other banking activities. While ATMs are very convenient, finding one that works with your card (and does not charge an exorbitant fee) can be difficult. There are three types of ATMs:
Proprietary (owned by your bank):
 This is the best type to use, because the fee will usually be lowest and if you stick to your own bank’s ATMs, for some banks there will not be a fee at all. 
Non-Proprietary (owned by a bank other than yours): 
When you use such a machine, the owner bank will charge you a fee indicated on the screen or on the machine itself. In addition, your bank may also charge you a fee for using an ATM that it does not own. The costs can be substantial relative to the amount most people withdraw, so be sure to know the amounts in advance.
National: 
Some banks are part of a regional or national network, such as Cirrus, Plus, Interlink or NYCE. In most cases, using an out-of-town ATM that is part of such a system will cost you a fee from the network and one from your bank.
Of note, there are an increasing number of surcharge-free ATMs at locations such as convenience stores that want your business.


[bookmark: _Toc276650609][bookmark: _Toc367087233]Worksheets
A. Relocation Budget Plan
B. [image: MT ChpStrip]Ninety-two Steps for Spending Less
C. Important Documents to Hand-Carry
D. Field Kit
E. Practical Checklist for Arrival
F. Household Goods Weight Allowance Table
G. Evaluation
[bookmark: _Worksheet_A_-][bookmark: _Toc276650610][bookmark: _Toc367087234]
Worksheet A – Relocation Budget Planner
One of the best ways to minimize your out-of-pocket expenses is to set up a budget for your move. This Relocation Budget Planner is the secret to staying in financial control throughout your move. It is a good idea to take it to your relocation/financial counselor at the military and family support center for professional assistance.
After talking to your relocation/financial advisor, enter the estimated benefits and entitlements due to you in Column A. Enter your estimate of your total cost for each item in Column B, and then do the math. If the number in column C is negative it means your budget will leave you with "out-of-pocket expenses" that you will have to pay. Knowing this in advance can help you reduce your estimated costs or help you plan for the additional expense.
Keep your Relocation Budget Planner up to date as estimates become actual costs and as your assumptions change. This will help you stay on top of your relocation finances.
This worksheet will show your out-of-pocket cost. It is a good idea to keep track of your reimbursements, as well. For example, reimbursement you receive for do it yourself or personal moves, as they are now called, is considered taxable income.
Budget Owner:.	  
City, State, 	
Nearest large city/town	
Relocation Assistance Manager 	
Name	 
Telephone 	

Transportation Management Office	  
Name	
Telephone	
To use the following budget tables, print and fill out this worksheet by subtracting the A column from the B column to get the C column.
House-hunting Trip:
	Potential Expenses
	A
Benefits Due You
	B
Your Total Estimated Cost
	C
Your "Out of Pocket" Cost

	Transportation
	 
	 
	$0.00 

	Lodging
	 
	 
	$0.00 

	Meals
	 
	 
	$0.00 

	Childcare
	 
	 
	$0.00 

	Long distance charges
	 
	 
	$0.00 

	Incidentals
	 
	 
	$0.00 

	House-hunting Trip Subtotal
	$0.00 
	$0.00 
	$0.00 


Selling A Home
	Potential Expenses
	A
Benefits Due You
	B
Your Total Estimated Cost
	C
Your "Out of Pocket" Cost

	Real estate commission
	 
	 
	$0.00 

	Prepayment penalty
	 
	 
	$0.00 

	Attorney/title fees
	 
	 
	$0.00 

	Appraisals/inspections
	 
	 
	$0.00 

	Advertising costs
	 
	 
	$0.00 

	House preparation/cleaning
	 
	 
	$0.00 

	Other
	
	
	

	Selling A Home Subtotal
	$0.00 
	$0.00 
	$0.00 




Rental: Out of Present Unit
	Potential Expenses
	A
Benefits Due You
	B
Your Total Estimated Cost
	C
Your "Out of Pocket" Cost

	Lease cancellation fee
	 
	 
	$0.00 

	Cleaning/repair
	 
	 
	$0.00 

	Lost (unused) rent
	 
	 
	$0.00 

	Other
	 
	 
	$0.00 

	Rental Out Subtotal
	$0.00 
	$0.00 
	$0.00 


Temporary Living Costs
	Potential Expenses
	A
Benefits Due You
	B
Your Total Estimated Cost
	C
Your "Out of Pocket" Cost

	Transportation
	 
	 
	$0.00 

	Lodging
	 
	 
	$0.00 

	Meals
	 
	 
	$0.00 

	Incidentals
	 
	 
	$0.00 

	Temporary Living Subtotal
	 $                       -   
	 $                       -   
	$0.00 




Household Goods Shipment
	Potential Expenses
	A
Benefits Due You
	B
Your Total Estimated Cost
	C
Your "Out of Pocket" Cost

	Packing
	 
	 
	$0.00 

	Transporting goods (contractor)
	 
	 
	$0.00 

	Vehicle rental (Do-It-Yourself only)
	 
	 
	$0.00 

	Unpacking
	 
	 
	$0.00 

	Storage
	 
	 
	$0.00 

	Car (or other vehicle)
	 
	 
	$0.00 

	Boat/boat trailer
	 
	 
	$0.00 

	Mobile home
	 
	 
	$0.00 

	Claims/damage
	 
	 
	$0.00 

	Incidentals
	 
	 
	$0.00 

	Household Goods Subtotal
	 $                       -   
	 $                       -   
	$0.00 


Travel to New Duty Station:
	Potential Expenses
	A
Benefits Due You
	B
Your Total Estimated Cost
	C
Your "Out of Pocket" Cost

	Transportation
	 
	 
	$0.00 

	Lodging
	 
	 
	$0.00 

	Meals
	 
	 
	$0.00 

	Incidentals
	 
	 
	$0.00 

	Travel Subtotal
	 $                       -   
	 $                       -   
	$0.00 




Buying a Home
	Potential Expenses
	A
Benefits Due You
	B
Your Total Estimated Cost
	C
Your "Out of Pocket" Cost

	Attorney's fees
	 
	 
	$0.00 

	Title search fees
	 
	 
	$0.00 

	Appraisal/inspection
	 
	 
	$0.00 

	Loan fees
	 
	 
	$0.00 

	Survey fee
	 
	 
	$0.00 

	Insurance
	 
	 
	$0.00 

	Recording/transfer fees
	 
	 
	$0.00 

	Other
	 
	 
	$0.00 

	Buying a Home Subtotal
	 $                       -   
	 $                       -   
	$0.00 


Rental: into the New Unit
	Potential Expenses
	A
Benefits Due You
	B
Your Total Estimated Cost
	C
Your "Out of Pocket" Cost

	Rental deposit
	 
	 
	$0.00 

	Advance: first month’s rent
	 
	 
	$0.00 

	Advance: last month’s rent
	 
	 
	$0.00 

	Other
	 
	 
	$0.00 

	Rental In Subtotal
	 $                       -   
	 $                       -   
	$0.00 




Miscellaneous
	Potential Expenses
	A
Benefits Due You
	B
Your Total Estimated Cost
	C
Your "Out of Pocket" Cost

	Utility deposits (minus any refund)
	 
	 
	$0.00 

	Household insurance (minus any refund)
	 
	 
	$0.00 

	Property tax (minus any refund)
	 
	 
	$0.00 

	Interest on bridge loan
	 
	 
	$0.00 

	New furnishings (minus any proceeds from yard sale)
	 
	 
	$0.00 

	Other one-time expenses (list)
	 
	 
	 

	Pet Boarding (1 week)
	 
	 
	$0.00 

	Miscellaneous Subtotal
	 $                       -   
	 $                       -   
	$0.00 


Take all the subtotals from the tables above and total them in the table below:
	Grand Total Benefits 
Due You
	Grand Total 
Estimated Cost
	Grand Total

	 $                       -   
	 $                       -   
	$0.00 
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Worksheet B – Ninety-two Tips for Spending Less
If you think there is no way you can cut back on your spending, think again! Following are 92 ways for you to do it. Spending less can really help dig you out of a financial hole. Many say it is the best way to save, but you have to persevere every time you buy. Saving money by spending less is not brain surgery, but it does take discipline. The main ideas are: shop wherever possible on sale, deal or discount; buy value, not price; take care of the things you own; be especially careful on large purchases; never buy on impulse (always plan your purchases); compare prices whenever possible; and pinch pennies – they soon become dollars. To get going, highlight the section where you think you have the most potential to save and print it. Or print the entire section and display it for the whole family to see. We guarantee you will find a few new ideas in here that will work for you.
Entertaining and fun 
1. Some of the best things around may be free or close to it. Visit civic assets in or near your own town or city – state and national parks, museums, galleries, memorials, zoos, aquariums, libraries, stations, waterfronts, etc.  The list goes on!
2. When eating out, it is cheaper to go to "lunch" than to "dinner." Not the same effect maybe, but definitely cheaper. Do not be embarrassed to take home what you have not eaten.
3. For the smaller appetite, ask if the restaurant can give half portions or split an entree with your spouse. Even if there is a small charge, it is still cheaper.
4. Vacation rule #1:  Go off-season and save big time.
5. Make money from work you love. Skills that grow from hobbies like furniture refinishing or repair are always in demand.
6. Leave the driving to them. Going to Grandma’s via bus or train instead of plane may not be as fast, but it is about half the price.
7. Do not assume you can find the best plane fare without a lot of research, if you must fly. Use a good Internet travel site with "intelligent agents" that update you regularly about fares on routes you choose. Some will even let you know if a lower fare becomes available.
8. Travel with a group on vacation. The rates are much cheaper. If that is not possible, take a tour. You might meet interesting people and save money. 
9. Giving a dinner party over the holidays? Make it “pot luck" and ask every guest to bring a dish. It is often more fun and always less money.
10. Kids in tow when you are on the road? Always be sure to stop for the night where you can keep the kids in your room at no extra charge.
11. Use your public library frequently. Why buy a book you may never refer to again?
12. Want to try a cheap, fun family vacation? Try camping. It’s catching on, so make your campground reservations well in advance, especially over main holidays.
Clothing 
13. Buy at a discount. It does not matter if it is at factory outlets, garage, lawn or porch sales, the PX/BX, retail sales or wherever. Just make an effort never to buy at full retail price. Never be afraid to negotiate for a better price. Visit the charity and consignment shops for bargains.
14. Wash delicate clothing items at home and avoid professionally dry-cleaning them.
15. If you have talent, sew your own things. Start with Halloween costumes and work up from there. Store your clothes properly. Moth-proof your woolens.
16. Participate in/start a swap program. Trade your two-year-olds’ duds for some infant wear when baby #2 arrives.
17. Avoid buying cheap junk – check the seams and the buttons beforehand. If things look cheap, they are no bargain.
18. Plan your shopping. Never buy clothes on impulse or lose the chance to buy it on sale. 
19. Do not buy more clothing than you really need in a season. Kids have a way of outgrowing things and it is cheaper to wash more and buy less.
20. Coordinate your clothes. This is easy with uniforms. With civilian gear, stick to a few basic color combinations.
21. Wear work clothes when you work, sports gear for play and more expensive dress clothes only for special events. Many a good shirt has been ruined by painting or cooking in it.
22. If it is not right, always return or exchange it. 
23. Take advantage of sales to stock up on items you need on a continuing basis. This refers to "staples" like socks, sneakers, etc., not fashion goods. 
Food and groceries 
24. Use a shopping list based on menus. Forget impulse shopping or just wandering the aisles. Check your cupboards and refrigerator before shopping to make sure you do not buy what you already have.
25. On your list, include items that are in season and check the store circular for specials.
26. Try house brands or generic brands. Their quality may surprise you.
27. Never shop when you are hungry. You buy more.
28. Always compare unit prices. Those little white stickers help you sort "deals" from "heels."
29. Cut out use of convenience foods (such as, frozen dinners, vegetables, entrees, etc.). Cooking from scratch is cheaper. 
30. Make food shopping a weekly affair. Avoid "fill-in" trips during the week just to make sure you have everything.
31. Be creative and use leftovers. Try not to waste anything.
32. Make sure your store checkout person is alert and accurate. If in doubt about any item, be sure to check the tape. 
33. Buy larger cuts and sizes. Divide them up into packages and freeze them when you get home.
34. Be creative with ingredients. Try turkey chili or vegetarian chili. 
35. Grow your own herbs – all you need is a small garden.
36. Remember, you may use coupons in the commissary.
37. Even with coupons, other brands may still be cheaper. Always compare.
38. It is usually more economical to buy beverages by the case. 
39. Make your own baby food. All you need is a blender or food processor. It may also be healthier since it cuts down on salt and preservatives.
40. Shop quickly. Shop alone. The more time you take, the more you will spend. Bringing children and spouse along on the trip will add impulse items to the cart.
Furniture and appliances 
41. Always buy energy-efficient appliances.
42. Give the charity outlets and secondhand stores a try. You might luck out.
43. Carpets and rugs should always be purchased on sale or at discount outlets.
44. Buy big-ticket items as a group with your neighbors – things like a carpet cleaner, an industrial-size coffeemaker, a floor polisher, etc.
45. Compare appliance service terms as well as price. A slightly more expensive item may have a better warranty. Tread carefully in purchasing additional service contracts, though; many times, they are not worth it.
46. Evaluate major and minor appliances by reading reports from unbiased testing services.
47. Regular appliance maintenance does wonders for longevity. Do it yourself. Some only need a drop of oil in the right place once a year.
48. Postpone purchase of major furniture and appliances until they go on sale. Watch the papers and the season (January-February for bedding, April-May for carpets, and furniture at the start of summer).
49. All other things being equal, unpainted furniture is less expensive.
50. Read the classifieds. Do not be too proud to find a large-item bargain for sale by a desperate mover. Again, check the item number with the opinions of unbiased testing services, if possible.
51. Save your sales slip and always know what the warranty terms are. You never know when you will need to return faulty merchandise.
52. Use less expensive fabric for slip covers or drapes when you know you will probably be moving or redecorating soon.
53. Do not buy more than you need in an appliance. Most of us do not use all the "bells and whistles" on our appliances. For example, how many of us know how to use the advanced programming functions on our VCR/DVD/TIVO?
Gifts
54. Give cookies, pies, cakes, breads, etc. You will be remembered, and you will save.
55. Give of yourself. An IOU for services such as child-sitting or yard care are unexpected and always welcome.
56. Shop for next year’s gift wrap and holiday cards after the December holidays are over.
57. Give hand-crafted or sewn gifts. They often mean more than store-bought items.
58. When shopping for gifts of any kind, be sure to do so only if items are on sale or discounted.
Household 
59. Do your own yard work and landscaping.
60. Do your own routine maintenance: painting, minor roofing, putting up the TV antenna, etc. "How to" books in the library have many tips on minor repairs.
61. Get some of your household needs at garage/lawn/porch/stoop sales.
62. Buy good quality paint. You can use less and it will probably last longer.
63. Trade your repair knowledge for your neighbor’s. This is called barter, and nobody pays anything.
64. Never paint outside (or inside) when it is below 55 degrees. The wood may not be dry, and the paint will crack later.
65. Use water with ammonia or white vinegar for cleaning the kitchen and bathrooms.
Telephone 
66. Use a food timer to help limit the length of your calls.
67. Check with your long-distance carrier about discount programs that best fit your geographic calling pattern. Compare wireless plans versus long distance call charges.
68. Consider switching to a cheaper long-distance carrier. This can be confusing, so before you sign up for the "deal of the minute," compare the offered rate per minute with your actual average over the past few bills. If this checks out, ask about additional available financial switching incentives. BE SURE TO READ THE FINE PRINT. 
69. Eliminate any add-on services you can do without (such as call waiting, automatic messaging, automatic redial, etc).
70. Plan the topics you want to cover to avoid calling back.
Transportation 
71. Public transportation will also get you there, and it is usually cheaper.
72. Buying a car? It is always better to buy a two-year-old used car than a brand new car, since most cars incur about 50 percent of their depreciation during the first two years.
73. Buying a used car? Better have it thoroughly checked out by a trusted mechanic. Caveat emptor (let the buyer beware).
74. Car pools are good for the environment. If possible, start one and share the expense instead of paying all of it. 
Utilities 
75. Insulate uninsulated spaces like attics, and use storm windows and weatherproofing materials to reduce heat loss.
76. Set the thermostat for 65 degrees and lower it when you go to sleep. Never set it below 55 degrees as pipes can freeze.
77. Keep air conditioner use to a minimum. Fans are cheaper to operate.
78. Wear extra layers of clothing in the winter. Do not just turn up the heat.
79. Seal off any unused rooms in the winter.
80. Reduce your water heater temperature.
81. Install water-saving showerheads.
82. Cut back on watering the lawn and/or refilling backyard swimming pools.
83. Turn off lights when not in use.


Vehicles 
84. Consolidate your errands and plan the route efficiently.
85. Do not use the car for nearby errands. Walking is great exercise.
86. Shopping for the best vehicle insurance rate is necessary. You can do this from home on the Internet. When you compare insurance rates, remember to keep "apples with apples."
87. Choose a higher deductible on collision insurance.
88. Drop your collision insurance if your car is older.
89. You must have liability insurance, but it is also a good idea to carry insurance for uninsured motorists.
90. Drive sanely and smoothly – no sudden stops or starts. Less gas use is the payoff.
91. Always change your oil at recommended intervals. An ounce of prevention is worth a pound of cure. Read your owner’s manual for other regular things you need to do. Do them!
92. Make sure you subscribe to an emergency road service. It is inexpensive and the first time you need it, you will find you are happy you have it.
[bookmark: _Worksheet_C_-][bookmark: _Toc276650612][bookmark: _Toc367087236]
Worksheet C – Important Documents to Hand-Carry
At all times, it is a good idea to hand-carry and keep in your possession any documents with your name, social security number and birth date. This is all an identity thief needs to steal an identity.
	Documents
	Check

	Adoption papers, (if applicable) and court-ordered name changes
	[image: ]

	Allotment records (copy of allotment application)
	[image: ]

	Birth certificates (original or certified copies) for all family members
	[image: ]

	Bank statements (checking/savings)
	[image: ]

	Blank and canceled checks and you current bank statement
	[image: ]

	Car insurance, registration and title
	[image: ]

	Copy of credit cards or other wallet items, in case the wallet is stolen. This paperwork should be carried separately from your wallet or purse
	[image: ]

	Child ID file
	[image: ]

	Company name, address, phone number, policy number and type of insurance for each company (life, fire, etc.) for all insurance policies
	[image: ]

	Credit cards
	[image: ]

	Deeds and mortgages
	[image: ]

	Divorce papers (pertaining to any prior marriages: discharge papers, divorce papers, death certificates and annulments)
	[image: ]

	Driver's licenses
	[image: ]

	Educational report cards and records, individualized education plan documentation if applicable (preschool, K-12) and transcripts from colleges, universities, vocational training and business schools attended. Also, include addresses and phone numbers of these locations.
	[image: ]

	Identification cards (for all dependents 10 years and older)
	[image: ]

	Immunization records
	[image: ]

	Last leave and earnings statement
	[image: ]

	Lists of bonds, mutual funds, stocks and other investments (broker’s or registered investment advisor’s address, phone number and account number(s))
	[image: ]

	List of company payments due for household (due dates, account numbers, phone numbers and address-to avoid delinquent payments)
	[image: ]

	Marriage certification
	[image: ]

	Medical records (including shot records)
	[image: ]

	Moving materials: hold unaccompanied baggage, household goods and shipping/storage documents
	[image: ]

	Orders (extra copies-minimum three) and dependent orders if separate
	[image: ]

	Original will and trust(s) (per adult)
	[image: ]

	Passports & VISAs (if needed and if so must be for ALL FAMILY MEMBERS)
	[image: ]

	Personal papers (those not listed that you will need)
	[image: ]

	Privately-owned vehicle shipping documents
	[image: ]

	Power(s) of attorney and power(s) of attorney for healthcare (check expiration date, three copies)
	[image: ]

	Safety deposit box key(s)
	[image: ]

	Spouse resume, letters of recommendation and last pay statement, records of employment, copies of personnel actions (such as, step increases or change of career status)
	[image: ]

	State and federal income tax forms/records (AT MINIMUM the past three years)
	[image: ]

	Social Security cards for all family members
	[image: ]

	Travelers checks
	[image: ]

	United States savings bonds
	[image: ]

	W-2 forms
	[image: ]


[bookmark: _Worksheet_D_-][bookmark: _Toc276650613][bookmark: _Toc367087237]
Worksheet D – Field Kit
If traveling by car, pack a field kit to handle emergencies on the way. Pack your luggage, your important papers and anything you are taking with you in your vehicle.
	Supplies
	Check

	Emergency food and snacks
	[image: ]

	Coffee, tea with fixings
	[image: ]

	Water
	[image: ]

	Large and small plastic bags, trash bags
	[image: ]

	First aid kit, sunscreen
	[image: ]

	Sunglasses
	[image: ]

	Prescription medications
	[image: ]

	Travel alarm
	[image: ]

	Extra pairs of eyeglasses
	[image: ]

	Tool kit
	[image: ]

	Toilet and facial tissues, towels
	[image: ]

	Paper plates, plastic utensils, cups, etc.
	[image: ]

	Flashlight
	[image: ]

	Light bulbs
	[image: ]

	Soap, cleaning supplies, moist towelettes
	[image: ]

	Pet food, toys
	[image: ]

	Baby food, formula, diapers, wipes, etc.
	[image: ]

	Address book, important telephone number list
	[image: ]

	Spare keys
	[image: ]

	Can opener
	[image: ]

	Paper, pens, stamps, envelopes
	[image: ]

	Cellophane and heavy duty tape, scissors, tape measure
	[image: ]
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Worksheet E – Practical Check List for Arrival in New Location
Initial information
	Check
	Supplies

	[image: ]
	Military contacts

	[image: ]
	Newspapers and magazines

	[image: ]
	Helpful publications (such as, apartment finders, home magazines)


Transportation
	Check
	Supplies

	[image: ]
	Military transport

	[image: ]
	Car rental

	[image: ]
	Taxicabs

	[image: ]
	Buses and other public transportation

	[image: ]
	Driver’s license information


Health concerns:
	Check
	Supplies

	[image: ]
	Hospitals

	[image: ]
	Emergency rooms

	[image: ]
	Pharmacies

	[image: ]
	Special services and clinics




Housing
	Check
	Supplies

	[image: ]
	Installation housing

	[image: ]
	Temporary lodging

	[image: ]
	Apartments

	[image: ]
	Houses

	[image: ]
	Real estate companies


Recreation
	Check
	Supplies

	[image: ]
	Recreation office

	[image: ]
	Swimming pools

	[image: ]
	Fitness clubs

	[image: ]
	Restaurants

	[image: ]
	Concerts

	[image: ]
	Parks programs

	[image: ]
	Young Men’s/Women’s Christian Association community centers

	[image: ]
	Sports activities

	[image: ]
	Museums

	[image: ]
	Trips/tours

	[image: ]
	Free events


Childcare facilities
	Check
	Supplies

	[image: ]
	Day care on/off the installation

	[image: ]
	Camps on/off the installation

	[image: ]
	Nursery schools




Schools
	Check
	Supplies

	[image: ]
	Sources of information

	[image: ]
	Testing

	[image: ]
	Installation schools

	[image: ]
	Public schools

	[image: ]
	Private schools

	[image: ]
	Religious schools

	[image: ]
	Colleges


Continuing education
	Check
	Supplies

	[image: ]
	Adult education programs

	[image: ]
	Fellowships, grants, loans, scholarships


Exceptional family member program
	Check
	Supplies

	[image: ]
	Special education programs

	[image: ]
	Recreation programs

	[image: ]
	Counseling support groups

	[image: ]
	Transportation




Consumer information
	Check
	Supplies

	[image: ]
	Commissary

	[image: ]
	Installation exchange

	[image: ]
	Discount stores

	[image: ]
	Specialty stores

	[image: ]
	Grocery stores

	[image: ]
	Specialty food stores


Maintenance services
	Check
	Supplies

	[image: ]
	Cleaners

	[image: ]
	Painters

	[image: ]
	Rental equipment

	[image: ]
	Electricians

	[image: ]
	Contractors

	[image: ]
	Landscapers

	[image: ]
	Pest control

	[image: ]
	Plumbers

	[image: ]
	Chimney sweeps

	[image: ]
	Delivery services

	[image: ]
	Car repair




Career sources
	Check
	Supplies

	[image: ]
	Family member employment program

	[image: ]
	Civilian personnel office

	[image: ]
	Career counseling

	[image: ]
	Women’s action groups

	[image: ]
	Volunteer opportunities

	[image: ]
	Job assistance centers


Personal services
	Check
	Supplies

	[image: ]
	Doctors

	[image: ]
	Dentists

	[image: ]
	Lawyers

	[image: ]
	Baby sitters

	[image: ]
	Hairdressers

	[image: ]
	Veterinarians


Banking
	Check
	Supplies

	[image: ]
	Checking accounts

	[image: ]
	Safe deposit boxes

	[image: ]
	Savings accounts

	[image: ]
	Credit cards

	[image: ]
	Check cashing




Religious information
	Check
	Supplies

	[image: ]
	Churches

	[image: ]
	Synagogues

	[image: ]
	Other
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Worksheet F – Household Goods Weight Allowance Table
	Grade
	PCS With Dependents Accompanied[footnoteRef:2] [2:  Weight authorizations associated with PCS move are current as of June 1, 2013. Weight authorizations are listed in paragraph U5310, The Joint Federal Travel Regulations, Volume 1.] 

	PCS Without Dependents 36 Month Tour
Unaccompanied/Single
	TDY/TAD[footnoteRef:3] [3:  Weight authorizations associated with TDY/TAD move are current as of June 1, 2013. Weight authorizations are listed in paragraph U4510, The Joint Federal Travel Regulations, Volume 1.] 


	O-10
	18,000
	18,000
	2,000

	O-9
	18,000
	18,000
	1,500

	O-8
	18,000
	18,000
	1,000

	O-7
	18,000
	18,000
	1.000

	O-6
	18,000
	18,000
	800

	O-5
	17,500
	16,000
	800

	O-4/WO4
	17,000
	14,000
	800

	O-3/WO3
	14,500
	13,000
	600

	O-2/WO2
	13,500
	12,500
	600

	O-1/WO1
	12,000
	10,000
	600

	E-9
	15,000
	13,000
	600

	E-8
	14,000
	12,000
	500

	E-7
	13,000
	11,000
	400

	E-6
	11,000
	8,000
	400

	E-5
	9,000
	7,000
	400

	E-4
	8,000
	7,000
	400

	E-3 and Below
	8,000
	5,000
	400
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Worksheet G – Evaluation
1. Was this workshop helpful?
		
		

2. What information did you find most helpful?
		
		

3.  What information did you find least helpful?
		
		

4.  What additional information would you like to have incorporated in future workshops?
		
		

5.  Is the workbook helpful?
		
		

6.  Additional comments
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