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TAKE CHARGE OF YOUR LIFE

Guide for Consultants and Teachers

“Take Charge of Your Life” is a program intended to help today’s
consumer learn to take charge of his or her financial future. It was

- designed to be used in presenting credit seminars and for placement
in public libraries and schools for consumer education. The program,
on a 73 minute audio tape or compact disk, covers the basics of
money and credit management. The tapes and CDs are available
through the Credit Education Resources Foundation. This guide is
intended as an accompaniment to the tapes and CDs to assist
consultants and teachers in presenting the materials in the class room
or as part of an adult credit seminar. This guide contains pages that
may be copied over onto overhead transparencies or used as
handouts, and you may contact the Foundation to obtain a copy of the
companion 70 slide PowerPoint presentation with notes and handout
masters.

Copyright pending. The text of this publication, or any part thereof, may not be
reproduced or transmitted in any form or by any means, electronic or
mechanical, including photocopying, recording, storing in an information retrieval
system, or otherwise except in the course of conducting a presentation using the
audio program “Take Charge of Your Life” or with the permission of the Credit
Education Resources Foundation.



FOREWORD

The association now known as Credit Professionals international was
established in 1937 for individuals working in the credit industry. CPI's
focus is on strengthening the credit industry and the individual through
education and interaction. its mission is to support its members by
providing opportunities for networking, career development and community
involvement.

The Credit Education Resources Foundation is committed to providing
credit education to the general public by utilizing and enhancing the
combined talents, education and expertise of the members of Credit
Professionals International.

The audio program “Take Charge of Your Life”, available on tape and
compact disk, was developed by members of Credlt Professionals
International. It is intended to help consumers take charge of their financial
life by helping them to better understand finances and learn more about

.credit and budgeting.

Tape  1-5copies $11.00 each 6+ copies $ 8.00 each
CD 1-5 copies  $15.00 each 6+ copies $12.00 each

Prices shown include shipping and handling and were correct at the time
this guide went to press but are subject to change. The tapes and CDs,

and additional credit education materials, are avanable from the '
Foundat:on

Credit Education Resources Foundation
525-B N. Laclede Station Road
St. Louis, MO 63119
Phone: 314.961.0031 FAX: 314.961.0040
E-mail: creditpro@creditprofessionals.org

~ www.creditprofessionals.org

The Credit Education Resources Foundation is a public foundation that is
tax free under Section 501(3)(c) of the Internal Revenue Code.
Contributions are tax deductible to the full extent allowed by law.
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PROGRAM OVERVIEW

The audio program consists of seven sections:

1. Introduction and Getting Started - drscusses what credit is and
~what is needed to obtam credit.

2. How Credit Works an explanatlon of the credit process credit
- scoring and credit decisions.

3. _Credlt and Credlt Cards - finding the best deal, the cost of credit
and how much credit an rndmdual needs.

4. You and Your-C‘redit Record - how credit records are established,
- why they are important and what to do. if there is a problem.

5. You and Your Money, Part One dlscusses sources of money and
banking.

6. 'You and Y_our Money, Part Two - how to manage money and set up
a budget.

7. 'Prote‘ction -Agai'nst--Fra‘ud ~how to protect one’s identity; bank
accounts and credit -car'ds

B The audlo program was designed to be used as a “stand-alone” guide for
- consumers to better understand credit, however it may also be used in the
. classroom or as a basis for a credit seminar. This guide has been-provided.
~ to give direction to consultants or teachers who are using the tapes and
CDs as all or part of a credit presentation. .

Credit presentatlons featurmg this program might be arranged with the
‘cooperation of local schools (secondary, college, technical), libraries,

‘churches, shelters, community outreach programs, county extension

_ programs, Junior Achievement, senior citizens’ groups, at career fairs, in

conjunction with mortgage or first time home buyers’ classes, through the

- local Chamber of Commerce or speaker’s bureau, or as part of a local,
~state or district meeting of Crednt Professaonals International.
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PREPARING FOR CLASS

There are basically three ways to use the tapes and CDs in a class
environment:

* Method A: Listen to the audio program together in class, one section at
a time, with activities and discussion before and after each section.

» Method B: Ask the participants to listen to the audio program
individually in-advance and then discuss the contents and do the
-activities together in class.

e Method C: Cover the content of the program in class through lecture
and activities and provide the tapes and CDs as reinforcement material
at the end of the class. ‘

The activity plans give suggestions for using the outlines and overheads
with Method A (listening to the audio program in class), however, they may
be easily modified for use with Method B or C. Choose the format best

- suited to your audience, time frames and environment. With all three
methods, the teacher or consultant should listen to the audio program at
least once before conducting the class. And with all three methods, it is
recommended that the class participants each be given a tape or CD, or
the opportunity to purchase one, to keep for themselves for future study
and reinforcement. ' '

The content of the audio program is appropriate for use with junior high
school students, high school students, and adults. The first portion of this
session will deal with incorporating the program into a classroom format for
students. It is based on an outside consultant making the presentation to

- the class, but can be modified by the teacher for use within the existing

+ school curriculum. The second portion of this session will discuss ways to
prepare your presentation and present the program to adult learners.

To make any or all of the overheads provided within this guide, simply copy
the pages on to overhead transparencies. You may also contact the

- Foundation to obtain the companion PowerPoint presentation. A
questionnaire is provided on pages 29-30 and copies may be made of this

- as well. If you are using Method A or C, have the class take the quiz
before and then again after reviewing the material and compare the results.
Answers are provided on page 31. If you are presenting the material over
several days, you might conduct mini-quizzes before and after each section
in addition to, or instead of, the full questionnaire.
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IN THE SCHOOLS

‘Schedule a class visit and planning session with the teacher before your
first activity with the students. This time will help you determine the
schools’ particular goals and objectlves and how to best present the
material to meet the students’ interests or needs. Ask the teacher what
activities the students enjoy the most, what the students’ general abilities
- are, determine how much time you will have and get the teacher’s
suggestions for classroom management.

Find out in advance

o How many students are there?
e How does the teacher encourage orderly partrcrpatlon?
«. Does the classroom have a tape or CD player or will you need to

~ provide one?
What other equipment is avallable (flip charts, chalk board, etc.)?

How is the room arranged...will you need to move desks or chairs

for any part of your presentation?

Will you be able to count on the teacher’s help durmg the

- presentation?
« Do any of the students have special needs?
o What are the schools’ policies regarding visitors?

- There will be a wide variation in student ability, maturity level, and
~ interests, and they should be approached with smcenty and respect

Here are some general gundellnes for a successful visit:

Arrive early, but don’t mterrupt whlle the class is in session.
Be enthusiastic and friendly.-

- Be yourself, and. share your own expenences
-Use language the students can understand.
. Don’t talk down to the students.

Let _them know up front what behavior you expect.

Invite questions from the students.

Never criticize a student’s question.
If you don’t know an answer, offer to find it.

~ Ask the teacher to help you keep track of the time.

Leave discipline to the teacher.
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ADULT LEARNERS

Adults like to determine their own learning experience. Adults, in contrast
with children, like to feel that they are self-directing and that they can:

- choose their own directions from a number of alternatives. They need to
know why the learning is important to them, want to feel that they are on an
- equal level with the trainer. and want to be involved in the process.

Adults learn best when new mformatlon bunlds on past knowledge and
experience, and when they can relate the new information to their current
situation. Unlike children, who are more content to accumulate knowledge
- to use at a later time, adults are concerned with immediate application..

The part:cnpants themselves are an excellent resource and the teacher
should encourage c_ontnbutlons from them. =

~ Adults leamn best in a setting that is physically and psychologically
comfortable. Refreshments and breaks establish a relaxed atmosphere: -

- -and convey respect to the learner. Adults can listen with understanding for
~ 90 minutes, but they only listen with retention for 20 minutes, and it is best
to involve them in an activity every eight minutes for optlmum results.

_ Adults learn in different ways. Some need to be told, some need to see,

- and some need to do. Many need all three. For the best results,
incorporate activities that involve the: audience. Reinforce wsth the use of
jwsuai aids. ,

After sxxty days, adults will retain:

o 25% o"f'what'they are told.
. 45% of what they are told and shown
70% of what they are told and shown and get to use

- Give adults a sense of ownershlp by encouraging them to share their
‘expectations for the class with you, document those expectatlons along
‘with your objectives for the session on a flip chart or board, and review
them at the end of the session to make sure they have all been met.
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TIPS FOR A SUCCESSFUL TRAINER

There are some basic guidelines for effective presentations regardless of
the age and format of your audience.

The SUCcessfu! trainer will exhibit these five behaviors:

Maintain and enhance the self-esteem of participants

Focus on participants’ behavior and not on personallty or attitude
- Actively listen to show understanding

Use reinforcement to shape learning
- Set goals and follow-up dates and maintain communication

“The SUCée‘ssful trainer will also spend an adequate amount of time on each
- stage of the process: Plan, Prepare, Practice, and Present.

~ The more prepared you are for your presentation, the more effective you

- will be. Planmng is the key to effective presentations. It builds the
foundation upon which the content is developed and from which the
delivery evolves.

- Planning involves:

The purpose of the presentation

“Objectives of the speaker

Roles and needs of the audience
Logistics - when, where and why?
Equipment and materials

* Costs |

‘Approach to the presentation
Content of the presentation

e 06 6 % 06 06 0 o

‘Effective presentation planning _h'el_ps» the facilitator

Identify and coordinate objectives
Develop the best possible content
Achieve flexibility in delivery of content
- Solve problems before the presentation
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Part of planning a presentation means asking yourself “why”, not “what?”
- The “what” part will come when you begin to organize your thoughts. In the
beginning, you should concern yourself with why you are giving a
. presentation to a particular audience, and then what you want to
- accomplish with your presentation.

In developing your objectives, consider that there are three sets of
objectives involved: the objectives of the presentation, those of the
facilitator and those of the audience. The objectives of the audience, like
those of the facilitator, may not be related to the subject of the -
presentation. The interest level among-adult audience members covers a
“wide spectrum. It ranges from people who want to attend, to those that feel
they have to attend, to those that would rather be doing anything else.
Anticipate audience objectives when developing and conducting the
presentation. Know the values, needs and- constralnts of your audience, as
‘well as their general knowledge Ievel

_ For example if your audience consists of hlgh schools students, the _
objectives will probably include basic financial skills, such as making
-entries in a checkbook, reconciling monthly statements, and understanding
-and establishing credit. If the class is for home buyers; the objectives may
focus -more on understandmg credlt scoring, maintaining good credit, and
handhng problems W|th credit. ‘

Remember to plan your introduction and conclusion.
o Tell them what you're going to say,
e Sayit, '
o And then tell them what you said.

Here are some additional hints for successful presentatlons :
' v’ To plan and organize your presentatlon

Develop objectives

Analyze the audience

Determine the best method to use
Develop an outline

Brainstorm main ideas

Plan handouts and visual aids

Structure the introduction

Incorporate and organize the main ideas
Develop a strong conclusion

o 6 006 00 0 0 0
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v" To develop and use visual aids effectively:

Keep them simple .
Choose the correct aids for the location
Talk to the audience, not to the visual aid
- Use a pointer sparingly

v" To prepare for the presentation:

¢ Rehearse standing up and using the visual aids
¢ Practice out loud and in front of a mirror
e * Practice in front of friends or family, and ask for their feedback
(see sample evaluation form on page 10)
 Time the rehearsals to make sure you are within limits
' Wear comfortable clothing that will not distract
« Arrive early to check seating, AV equnpment handouts, etc.

v During the presentation:

Be animated, enthusiastic and direct

Use a clear, strong voice

Make the presentation personable and conversatlonal
Be flexible to the audience’s needs

Maintain control

Keep to the time frame

v" To deal with anxiety:

Breathe deeply

Focus on relaxing

Release tension by unobtruswe isometrics
‘Move during the presentation

Maintain good eye contact with the audience

v During the question and answer sessions:

Step towards the audience

Watch and listen to the questioner

Repeat the questions if necessary for all to hear
Maintain style and demeanor

-Answer to the whole audience with eye,contact ,
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INSTRUCTOR’S CHECKLIST

DO’S | DON'TS
1. Make opening remarks 1. Don’t break time agreements
2. Make the class comfortable 2. Don’t waste time
3. State your objectives 3. Dor-i’-t moho‘p_@lize classroom
conversations
4. Know your material 4 Don't lose the audience
5. Be prepared 5. Don't read the material word
| | » | for word
6. Use training aids when
appropriate 6. Don’t fake it
7. Establish rapport 7. Don’t intérrupt students’
answers
8. Show enthusiasm , 8. Don’t be pompous
“ 9. .*E‘ncowage participation 9. Don’t use inappropriate
' language or humor
10. Be flexible 10. Don’t be undignified
11. -Ma:intaivn control 11. Don't fidicule or intimidate
12 Answer questions 12. Don’t bring your problems
» into class
13. Provide feedback 13. Don't display distracting
' mannerisms
" 14. Evaluate progr’ess' 14. Dbn’t be a diétator
15. Be yourself 15. Don't lock horns
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PLAN - PREPARE - PRACTICE - PRESENT

Evaluating the speaker’s skills

Score: 1 -lost my interest 2 - needs some work 3 - about average
4 -verygoodjob 5 -excellent

Score Comments

| Attention getting opening

| Voice - speed, volume, variance

Eye contact with audience

Gestures - appropriate

Preparation - well structured
and easy to follow

Speaker valued the message -
convincing

Good transitions - well organized

Held audience’s attention -

encouraged p‘articipation

Strong closing

| Overall impression

| Total Score (maximum 50 points)

Additional hints for next time:

Preparing for Class - 10




1. INTRODUCTION AND GETTING STARTED

This‘,chabtér and the ones that follow will give you a general outline of the
- content of each section of the audio program, suggestions for using the
overheads, discussion questions, and reinforcement activities.

" OVERHEAD 1

OVERHEAD 2

“OVERHEADS 3 & 4

Welcome the participants and thank them for
coming. Discuss the objectives that you have
prepared based on your audience and their needs,
your time frame, and the reason for the -
presentation (see page 7) and review the agenda.
“We are here today to learn some things about
credit which will help you plan for the future. The

“information we share with you today will help you

to “Take Charge of Your Life”.

Review the sections of the audio program. If you
have already distributed the tapes and the

_participants listened to them in advance, this will

be a review. If you are going to go over themas a

class, this will be part of setting up your agenda.

Before going into the first section, you may have
‘the participants take the pre-program
‘questionnaire and/or open up some general

discussion about what the participants hope to get
out of the program. List their expectations on a flip
chart or chalk board so you can refer back to them
at the end of the sessions and make sure they
have been met.

The first section of the program discusses what
credit is and what is needed to obtain credit.

Activity Plan 1 - Introduction and Getting Started - 11



1;' What is credit?

OVERHEAD 5

J

OVERHEAD 6

Ask the participants what they think credit is...ry
to get several responses.

Listen to the first session of the audio program
(Track 1 of the CD). Time: 6 minutes 58 seconds

Review their responses in relation to the answer

on the program: Credit is obtaining something now
with a promise to pay for it in the future.

Make sure that 'they understand that purchases
made on credit do have to be paid for eventually.

Ask if they know what happens when people don't
pay for purchases made on credit. Tell them
they'll learn more about that as they go along.

. 2. Why do we need credit?

- ‘OVERHEAD 7

OVERHEAD 8

~ Ask the participants why they think we need credit.

Try to get several responses.

Credit is important because there are some things
it is difficult to pay cash for - such as cars or
houses. It would take years to accumulate enough
money to pay cash for those items.

Another example is college education. Most
students have to borrow at least some money to

pay their tuition, and sometimes their living

expenses.
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OVERHEADS 9-17

o

3. How to get started.

OVERHEAD 18

OVERHEAD 19

Expand on the impdrtance of credit to the U.S.

economy. The audio program discusses the
impact to the auto industry.

Ask the partiéipants for additional examples.

One of the things people always want to know is “if
it takes credit to get credit, how do | get started?”.
Ask participants to give some of the solutions they
heard in the program and discuss the responses.

~ Ask if anyone has tried any of these methods and

ask them to share the resuits.
¢ Bank Account
Co-Signer -
Local Retailer's Charge Card
Secured Credit
First Time Car Buyer’s Program
- Student Account

Discuss borrowing from a friend or relative.

- Explain that while prompt repayment of a personal

loan shows that they are trustworthy and is the

~ honorable thing to do, it does not affect their credit

rating.

Bring in ads from local newspapers on First Time

Buyers Program, bank promotions for students,

etc.

~Activity Plan 1 - Introduction and Getting Started - 13



Summarizing first section

OVERHEAD 3 Diéplay copy of overhead with section title and
begin concluding remarks.

'O’.VER‘HEAD 4 Remind them what has been covered so far.

D -Ask if anyone has any questions about what has
K - been covered in this session. (Affow about 5-10
o minutes for this, depending on size of audience.

As patrticipants respond, comment appropriately.)

Review the expectations set at the -begi»nning of
- the session and ask the participants if they feel
they have been met. Respond as necessary.

~ Ifyou are breaking before the next session, give
details on when and where to resume.

e If you have a day or so before the next session,

i’ ' 'you might ask the participants to bring in copies of
= - credit applications they have received in the mail
¢ ~ touse in the next session on “How Credit Works”.

Activity Plan 1 - Introduction and Getting Started - 14




- OVERHEAD

OVERHEAD 21

‘2. HOW CREDIT WORKS

‘Discuss the objectives and the agenda for the

second session (see page 7). Establish the
participants’ expectations for the session.

“This section is about how credit works, how you
can get credit, a little bit about your credit records
and the process of credit scoring, and what to do if
you are turned down for credit.”

- Why companies give ¢red:it and credit transactions

OVERHEADS 22-23

OVERHEADS 24-25

 Discuss why compames give credlt (generates

more sales and revenue, encourages repeat
business.)

- Discuss what information a lender will want on a

credit application - name, address, phone, social
security, date of birth, source and amount of
income, existing debts. Discuss why it is
important that name and address information be
given fully and consistently in all credit dealings
(proper identification, retrieval of pre-existing
credit history, and prevention of fraud)

Have copies of a “sample”.ap-phcatlon and let the
participants fill them out, or make an overhead of
one and discuss. You can obtain application forms
from a local retailer, or use credit card applications
received in the mail. If the class structure allows,

~ you may have already asked the participants to

bring in blank forms (page 14). Be sure all
samples are shredded after class to safeguard

~against identity theft (see Section 7).

Activity Plan 2 - How Credit Works - 15



Credit reports and credit scorin

OVERHEADS 2627

OVERHEAD 28-30

OVERHEAD 31

OVERHEAD 32

Why does the lender need this information? What

- do they think happens after the application has

been filled out and turned in? (Get some of their
responses and then tell them you’re going to listen

to the next section of the program to see if they are |

right.)

 Listen to the secondsession of the audio program.

(Track 2 of the CD). Time: 12 minutes and 20

- seconds

Make sure they und’e,rstahd that the lender makes |

the decision, not the reporting agency.

| Discuss the concept of credlt scormg as explained

in the audio program and review the five main
categories of information most programs use to

- evaluate risk:

o Payment History
“Outstanding Debt
‘Length of Credit History
Types of Credit
Recent lnqumes and New Accounts

o & o o

Rewew what to do if they ve been turned down
for credit.

Discuss ways to improve credit history and
score.

e Pay bills on time

 Keep balances low |

+ Apply for credit only as needed
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Emphasize the importance of paying bills on

time.
? 'Add‘i‘tion’al discussion topics Pre-approved loan
° and credit card offers, objectivity of credit

sconng, privacy issues.

Provide handouts with the numbers of the major
credit reporting agencies using the references at
- the back of this book.

- Summarizing second section

~OVERHEAD 20 ~ Display copy of overhead with section title and
' - begin concluding remarks.

OVERHEAD 21 Remind them what has been covered so far.

o ? Ask if anyone has any questions about what has
e been covered in this session. (Allow about 5-10
minutes for this, depending on size of audience.
As participants respond comment appropnately )

»Revaew the expectattons set at the beginning of
‘the session and ask the participants if they feel
they have 'been met. Respond as necessary.

If you are breaking before the next session, give
vdetafls on when and where to resume.

- Activity Plan 2 - How Credit Works - 17






o

OVERHEADS 34-35

OVERHEADS 36-37

CREDIT AND CREDIT CARDS

Discuss the objectives and the agenda for the third
session (see page 7). Establish the participants’
expectations for the session. This section is about
the cost of credit.

Listen to the third session of the audio program.
(Track 3 of the CD). Time: 8 minutes and 30
seconds

Review these ten questions to ask yourself before
applymg for credit.

AL

No

Do I really need this |tem right now?
Can | qualify for credit?

What is the interest rate?

Are there additional fees?

How much is the monthly payment
and when is it due?

Can | afford the monthly payment?
What will be the extra cost of using
credit?

.- What will | have to give up to pay

- forit?

10.

What will happen if | can’t pay on

-time?

Is using credit for this purchase
worth it?

Discuss examples of interest charges.

* Activity Plan 3 - Credit and Credit Cards - 18



OVERHEAD 38 - Review the points to consider when evaluating
pros and cons of a credit card:
. e Permanent rate vs. the introductory rate
Annual fee
Grace period
Late fees
Cash advance fees and rates
Limits on balance transfers
Incentives and rewards

e & ¢ o o o

bl Provide copies of credit card disclosure
=\ K statements and have the class determine actual
= fees and rates and “comparison shop” for the best
deal.

- Summarizing third section

OVERHEAD 33 Display copy of overhead with section title and
begin concluding remarks.

? Ask if anyone has any questions about what has

. been covered in this session. (Allow about 5-10
minutes for this, depending on size of audience.
As participants respond, comment appropriately.)

Réview the expectations set at the beginning of
the session and ask the participants if they feel
they have been met. Respond as necessary.

If you are breaking before the next session, give
details on when and where to resume.
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4. YOU AND YOUR CREDIT RECORD

Discuss the objectlves and the agenda for the
fourth session (see page 7). Establish the
participants’ expectations for the session.

OVERHEAD 40 “This section is about credit reports...who has
- them, how they are created, how to maintain a
‘good credit history and what to do if you are
havmg credlt problems i

(Track 4 of the CD). Time: 10 minutes and 58

o 9 C Listen to 'thej"fourth-session of the audio program.
9 ~seconds

-~ OVERHEAD 41 Review the ways that information gets in your
' credit file:

o Informatlon you provaded to your
‘creditors on your applications.

o Account information prowded by your
creditors. .

¢ ltems of pubhc record (such as
~ judgements and bankruptcy).

'OVERHEAD 42 Review the information that creditors provide and
discuss why it is so important to maintain a good
payment hlstory '

OVERHEAD 43 ‘Discuss how the credlt reporting agenCIes are
' ’ -regulated

| ._Arrange for a representatwe of one of the local
- credit reporting agencies to be on hand to distribute
and discuss sample credlt_ files, or to make
- arrangements for the participants to obtain copies
of their own credit reports.
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- OVERHEADS 44-45 Review steps to take if they are getting over their
head in debt:

Resolve to get yourself out of debt.

IMMEDIATELY STOP using credit cards

List all of your debts in writing.

Develop a repayment plan

Don’t hide from creditors.

Consider bankruptcy only as a LAST resort.

OGN WN -

My, Arrange for a representative of the local office of

=( )= the Consumer Credit Counseling Service to be

== present to answer general questions and provide

° information about their services, or obtain handouts
from their office to distribute.

bl - Provide handouts with the numbers of the major

= credit reporting agencies and National Consumer
B Credit Counseling Service from the resources page
¢ at the back of this book.

. '-S,u'mmarizin'g fourth section

OVERHEAD 39 Display copybfoVe_rhea;d with section title and
begin concluding remarks.

| .QVERHEAD 40 Remind them what has been covered so far.

? Ask if anyone has any questions about what has
° - been covered in this session. ' (Alfow about 5-10
minutes for this, depending on size of audience.
As participants respond comment appropriately.) -

Review the expectations set at the begmnmg of
the session and ask the participants if they feel
they have been met. Respond as necessary.

If you are breaking before the next session, glve
details on when and where to resume.

Activity Plan 4 - You and Your Credit-Record - 21




5. YOU AND YOUR MONEY (PART ONE)

OVERHEAD 47

"OVERHEAD 48

OVERHEAD 49

Discuss the objectives and the agenda for the fifth
session (see page 7). Establish the participants’

- expectations for the session. This section is about

banking.

Discuss the common sources of money (salary,

investments, retirement/Social Security, trust
funds)...ask the partucnpants to name other

. Sources.

Listen to the fifth session of the audio program.
(Track 5 of the CD). Time: 15 minutes and 22

- seconds

_ Review the financial institutions discussed in the

program: Banks, credit unions, insurance

. companies, investment firms.

Ask by show of hands how many people bank at

-just one institution, two, three, more? Discuss

pros and cons of different types of institutions.
What other options can they imagine for banking in

’ the future‘?

- Rewew thethree types of accounts mentioned in
- the program: Checking, savings and money
-market. Ask if anyone has other types of

" accounts, and, if so, how they differ.

“Activity Plan 5 - You and Your Money (Part One) - 22



OVERHEAD 50 Discuss some of the faCtors' involved in choosing a
financial institution.

. Provide copies of product and service brochures
from several different types of mstltutlons and
compare them in class.

- Demonstrate how to make checkbook entries.
Provide a sample bank statement and

~ demonstrate how to reconcile the checkbook
register to the statement '

Divide the group into teams and let them debate
the pros and cons of electromc bankmg vs. checks
vs. debit cards. :

'jAsk a local pollce official to speak to the group
about safety, specifically around banks and ATM'’s.

Summarizing fifth section

 OVERHEAD 46 Display copy of overhead with sé‘cti'on title and
begin concluding remarks.

N 2 Ask if anyone has any questions about what has
c e been covered in this session. (Allow about 5-10
minutes for this, depending on size of audience.
- As pan‘:c:pants respond comment appropnately )

| Revsew the;expectataons:set at the b_eglnnmg of
- the session and ask the participants if they feel
they have been met. Respond as necessary.

If you are breaking before the next session, give
- details on when and where to resume.

- ‘Activity Plan 5 - You and Your Money (Part One) - 23




6. YOU AND YOUR MONEY (PART TWO)

OVERHEAD 51

OVERHEAD 52

OVERHEAD 53

Discuss the objectives and the agenda for the sixth
session (see page 7). Establish the participants’
expectations for the session. This section will
cover budgeting.

Listen to the sixth session of the audio program.
(Track 6 of the CD). Time: 8 minutes and 17
seconds

- Review some of the hints for aéucce-ssful budget |

given in the program: Paying bills on time,
keeping to the pre-determined amounts, setting

aside savings first, planning ahead for large

purchases, and setting specific goals with
deadlines.

Emphasize the importance of savings.

Ask by show of hands how many people have a
budget that they follow. Ask if anyone has
success stories or “tricks” to share.

Work out a sample budget in class.

Provide pictures or overheads of different items
and have the participants discuss whether they
represent needs or wants.

Activity Plan 6 - You and Your Money (Part Two) -24 -



Summarizing sixth section

‘OVERHEAD 51

Display copy of overhead with section title and
begin concluding remarks.

Ask if anyone has any questions about what has
been covered in this session. (Allow about 5-10
minutes for this, depending on size of audience.
As patrticipants respond, comment appropriately.)

Review the expectations set at the beginning of
the session and ask the participants if they feel

- they have been met. Respond as necessary.

If you are bfeaking- before the next session, give

-details on when and where to resume.

Activity Plan 6 - You and Your Money (Part Two) - 25



7. PROTECTION AGAINST FRAUD

- Discuss the objectives and the agenda for the last
session (see page 7). Establish the participants’
expectations for the session. This section will
cover identity theft and protecting bank accounts
and credit cards against loss.

OVERHEAD 54
= Listen to the seventh session of the audio
‘ 9 program. (Track 7 of the CD). Time: 11 minutes
and 18 seconds :

| ."Idehti' Th-ef_t'QBank Accounts

OVERHEAD 55 ‘Discuss the three methods described inthe
: program: Using a copy of a check to “move” the
account to another address, having ldentity stolen
- from monthly statements and then used to cash
stolen checks, and having a forged check
~deposited with “cash back”.

OVERHEAD 56 Review the recommendations for safeguarding your
. account: Picture ID’s, never printing phone number
and SSN on check, using cards that require a PIN -
and a careful review of monthly statements.

e Ask the partic‘;i_pants for more suggestions.
® .

 Identity Theft - Credit Cards

OVERHEAD 57  Discuss the methods described in the program:
Fraudulent apphcations phone scams and stolen
-~ cards. .

Activity Plan 7 - Protection Against Fraud - 26



OVERHEADS 58-59

" OVERHEAD 60

- Summarizing seventh section

OVERHEAD 54

Discuss ways to reduce risk: Safeguarding account
numbers, only dealing with reputable companies,
shredding all receipts and applications,
safeguarding your social security number, opting

out of promotional lists, secure handling of mail.

Ask the participants for more suggestions, for

~ example: keeping a record of all account numbers
- in a secure place, only carrying the cards you need
at the time, only using one card for any online

transactions.

'Have a security officer or member of the Federal

Trade Commiss_io_n speak to the group about fraud.

Provide copies of recent news articles about fraud
in your own area.

Discuss the steps to take if someone is a victim of
identity theft: Notify financial institution/credit card
companies, file a police report, notify the credit
reporting agencies, document everything, log all

~phone calls.

Display copy of overhead w:th section title and
begin conciudmg remarks.

'Ask if anyone has any questions about what has

been covered in this session. - (Allow about 5-10
minutes for this, depending on size of audience.
As participants respond, comment appropriately.)

Review the expectations set at the beginning of

- the session and ask the partucupants if they feel
~ they have been met. Respond as necessary.

_ Activity Plan 7 - Protection Against Fraud - 27



WRAPPING IT UP

Recap the sections that have been covered and
conduct a final Question & Answer session.
Determine whether or not their initial expectations
were met.

OVERHEAD 2

Ask each participant to identify at least one new
piece of information or process they obtained that
they can and will put to use immediately to “Take
Charge of their Life”.

Administer the Post-Program Questionnaire.
Compare results to Pre-Program Questionnaire
answers if one was administered and discuss.

Ask the participants to complete evaluation forms
on the content (see sample on page 32) and, if

- you'd like, -on your skills as a speaker (see
feedback form on page 10).

Provide certificates to each participant who
~attended all of the sessions.

iy, Distribute “Take Charge of Your Life” tapes or CDs

2\ & to each of the participants and encourage them to
Ea review them periodically.

\3\\“""45: | Offer to conduct similar workshops or classes.for

>Q\ other groups who might be interested. If you can
£ not do this yourself, notify the Foundation and they

will try to get a facilitator from a Credit
Professionals association in your area.

e - Please communicate any problems or success
NS stories, new examples or activities, and
ks suggestions for future courses to the Credit

Education Resources Foundation.

Wrapping it Up - 28



Take Charge of Your Life

Questionnaire for Program Participants

1. What is credit?

2. What are good ways to establlsh credit? (check all that apply):

— Get a co-signer ___ Open a secured loan
. Pay back a Io_an from a relative __ Start a student account
___ Demand credit from bank ___ Charge at local retail store

3. ‘What benefit does a creditor get from extending credit?

4. ‘What information is requested on a credit application? (check all that apply)

__ Fullname ___ Job information
___ Driver’s license number ___ Bank information
_ Gender : __ Date of birth

5. Who makes the décision on whether-or not to extend,bredit?
____ Potential lender ___ Credit reporting agency

6. What does a credit score indicate?

7. What is the most |mportant factor in determlmng whether or not to extend
credut’? o

8. How can you improve your credit score? (check all that apply)

___ Add a statement to your file ___ Pay bills on time
Apply for credit. frequently ____ Always pay cash
9. What should you consider before applymg for credit?. (check all that apply)
___ Payment schedule __ Current obligations
— Consequences of not paying ___ Interest rate
___ How soon item is needed __ Type of credit

10. True or False? The credit bureau is a government agency.

cont.

Forms - 29



11. How does information get in ycur credit file?

12. What should you do if you have too much debt? (check all that apply)

___Immediately declare bankruptcy ___ Stop charging
_ Avoid your creditors . Buy a lottery ticket
____ Get another credit card - ___ Seek COU-'nseling

13. Which of the followrng are frnancral institutions? (check ali that apply)
Banks Investment Firms

Federal Trade Commrssmn ‘______ Credit Unions

14. Is it more secure to write a check, bank electronically or use a check card
with a PIN?

15. True or False? When setting up a budget, pay‘yourself first.
16. True or False? Only p‘eople with low income need a budget.

17. True or False? You should always have your phone number printed on your
check to save time.

~18. What should you do with credrt apphcatrons that come inthe mail that you
aren’'t gorng to fill out’7 ' , :

19. What is “red flag” fraud? _

20. What should you do if you are a victim of identity theft? (check all that

- apply) o
__Immediately declare bankruptcy ___ Go to the police
— Notify the credit reporting agencies ____ Tell your bank
. Document all transactions ____ Getanew identity
Name: _
Date: _ ' Check_one: __ Pre-Program Post-Program

Forms - 30



Answers to Questionnaire

.- Obtaining something now with a promise to pay for it in the future.

. Get a co-signer, open a secured loan, start a student account, or
charge at a local retail store.

. Makes a sale they might have lost if they had to wait until the consumer can
‘pay cash.

. Fuﬂ'namé, job information, bank information, date of birth
5. The potential lender.

. The degree of risk that the individual will not pay as agreed. In most
systems, the lowest score indicates the greatest risk.

. Payment history. 8. Pay bills on time
). All apply ~ 10. False. |

. From information you provide on your applications, from your creditors, and
- certain items of public record like judgments and bankruptcies

- 12. - Stop charging, seek counseling (consumer counseling).

3. Banks, investment firms and credit unions.

14,
15.
16.
17.
18.

19.

20.

Use a check card with a PIN.

True, set aside something for savings.

False.

False, printing your phone number on your check is a security risk .

Tear them up or shred them.

When a criminal steals outgoing mail (red ﬂag up on mailbox) to obtain

account information.

Go' to the police, ndtify the credit reporting agencies, tell your bank,

document all transactions.

Forms - 31



“Take Charge of Your Life” Evaluation

Date: : Instructor:

Please take a few moments to complete this evaluation about the “Take Charge
- of Your Life” program you have just completed. Your input is important to us.

Circle one where “1” is least satisfied and “5” is most satisfied.

1. Objectives were clearly defined. 1 2 3 4 5
2. Objectives were met. 1 2 3 4 5
3. Presentation of material (format). 1 2 3 4 5
4. Presentation of material (facilitator). 1 2 3 4 5
5. Activities were appropriate for the class. 1 2 3 4 5
6. Amount of time allowed was appropriate. 1 2 3 4 5
7. Quality of material on the audio tape. 1 2 3 4 5
8. Quality of material discussed in class. 1 2 3 4 5
9. Handouts. ' 1 2 3 4 5
10. Facility. 1 2 3 4 5
11. What was the most useful information you received?

12. What was the least useful information discussed?

13. What did you like best about the material/program?

14. What did you like least about the material/program?__

15, What suggestions do you have for the next time this class is conducted?

Additional Comments .(cohtinue on back if necessary):

Thank you for your time. Please let your instructor know if you would like to
purchase additional copies of the audio program for your friends and family.

Forms - 32
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Material Resources:

Administrator of National Banks
American Bankers Association
Bank of America
Business Professionals Connect, Phoenix, AZ
Comptroller of the Currency, Dept. of Consumer Affairs,
Los Angeles, CA
Fair, Isaac & Company
National Financial Services Corporation
St. Louis Post-Dispatch
University of Missouri

Referrals:
Credit Reporting Agencies |
Equifax 800.685.1111  www.equifax.com
Experian 888.397.3742  www.experian.com
TransUnion 800.888.4213  www.transunion.com

To find the counseling service nearest you, call
National Credit Counseling Service 800.966.3328

- To remove your name from promotional lists, call
888.50PT OUT (888.567.8688)

Additional Resources:

Consumer Information Center 800.326.2996 www.pueblo.gsa.gov

Credit Professionals International 314.961.0031 www.creditprofessionals.org
Federal Deposit Insurance Corp.  800.925.4618 www.fdic.gov

FDIC Consumer Affairs Division 800.934.3342

Federal Information Center 800.688.9889 http:/fic.info.gov
Federal Reserve Board. 202.452.3000 www.federalreserve.gov
Federal Trade Commission 202.326.2222 www.ftc.gov

National Banks Compliance Mgmt. 202.874.4820 '

National Credit Union Admin. 703.518.6300 www.ncua.gov

Nat'l Foundation for Cons. Credit  800.388.2227 www.nfcc.org

THANK YOU FOR :TEACHING “TAKE CHARGE OF YOUR LIFE”!



