
Track Income 
and Expenses 

 Describe how to set up an effective 
filing system for your records 
 Explain the difference between fixed 
and flexible spending 



Keep Financial Records 

  Keep track of income and expenses 
  Allows you to estimate future income/

expenses 



Track Your Income 

  Paycheck—regular source of income 
  Allowance—from parents 
  Gifts Received—Birthday/Christmas 
  Interest Earned on Savings 
  Other Income? 



Track Your Expenses 

  Sales Receipts 
  Credit Card Statements 
  Checks/Bank Statemetns 
  Cash 



Establish a Filing System 

  File Folders 
  File receipts/stubs etc in labeled folders 
  Make new folders as needed 

  Needs to be organized, complete, easy to 
find 



Effective Record Keeping 

  Keep Organized 
  Keep Current—file receipts regularly 
  Keep Complete—file ALL receipts/records 

  Helps establish budget 

  Store—file cabinet, plastic filing crate, 
cardboard box 

  Keep them all in one place!  



How to Use Financial Records 

  Purpose of filing system is to use them to 
help you plan 

  Study records to get to know your 
“financial self” 

  Compare what you want to do with what 
you actually do 

  Only you can control your spending 



Fixed Expenses 

  Fixed Expenses are amounts you have 
already committed to spend 
  Car payments 
  Rent/house payment 
  Utilities 
  Taxes/insurance 



Fixed Expenses 

  You know how much you will have to pay 
  You know when payments are due 
  You can plan for them 
  Amounts remain fairly constant 



Flexible Expenses 

  Flexible Expenses are amounts you can 
choose to spend or not spend 
  Clothing 
  Entertainment 
  Dining out 
  Recreation 



Luxury Goods 

  Luxury Goods are goods that have 
qualities that make them more expensive 
than other goods 
  Sports cars, extensive vacations, designer 

clothes, etc 
  You give up more to buy luxury goods than 

less expensive alternatives 
  You choose which spending options you can 

afford 



Activity 

  Activity 1:  Student Groups of Two will 
design an effective filing system for 
financial records 

  Activity 2:  Each student will record 
income and expenses in Quicken using 
mock transactions provided by instructor 
and print reports showing amounts spent 
in various categories 


