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Budgeting, (making a plan of
how to spendyour money),is a
great way to take control of
your finances. Bycreating a
budget, it helps you to
understand what money you
have coming in, what you
need, and how you can make
endsmeet.

To put together your money
plan,youwill need:

Å Bills,statements,letters and
receipts relating to your
income (money coming in)
and
expenditure(moneycoming
out.

Å Details of who you owe
moneyto

Å Paper,pensanda calculator

Top Tip! 

Before you start your plan,
you might find it useful to
keep a spendingdiary for at
least a week. Make sure you
record everythingyou spend,
now matter how small!
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You also need to decide
whether you work out your
planmonthlyor weekly. Youcan
do either.

Changing monthly amounts
into weekly

If you have monthly amounts
for your income and
expenditure,you canchangeto
weeklyamounts.

IŜǊŜΩǎhow:

Å Multiply (x) the monthly
amount by 12. (This gives
you the yearlyamount).

Å Divide(÷) this by 52 and this
gives you the weekly
amount.

Example: If you pay £30.00 a
month for your mobile phone,
you would use this calculation:
30x 12÷ 52= £6.92a week

Changingweeklyamountsinto monthly

If you want a monthly moneyplanbut havefiguresfor weekly,you
canchangeto monthlyamounts.

IŜǊŜΩǎhow:

Multiply (x) the weekly figure by 52. (This gives you the yearly
figure).

Divide(÷) this by 12andthis givesyou the monthly amount.

Example: If you pay £10.00 a week for gas, you would use
this calculation: 10x 52÷ 12= £43.33a month.



STEP 1: MONEY COMING IN 
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Use this sheet to record the money you have coming in. Where
doesit comefrom?Howmuchis it? Whendo youreceiveit?

TYPE OF INCOME 
HOW MUCH

A WEEK? 
HOW MUCH
A MONTH?

WHEN DO YOU GET 
IT? (e.g. 1st of month) 

Wages £ £ Day/Month 

Child Benefit £ £ Day/Month 

Child Tax Credit £ £ Day/Month 

Income Support £ £ Day/Month 

Working Tax Credit £ £ Day/Month 

Employment Support    
Allowance/Job Seekers   
Allowance

£ £ Day/Month 

Housing and Council 
Tax Reductions

£ £ Day/Month 

Disability Living                
Allowance /Personal             
Independence Payment 

£ £ Day/Month 

Universal Credit £ £ Day/Month 

Other Benefits £ £ Day/Month 

Contributions from others £ £ Day/Month 

Other £ £ Day/Month 

TOTAL Per Week Per Month 



STEP 2: BILLS YOU NEED TO PAY 
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Usethis table to record the details of all your current householdbills.
Includeanything(exceptanydebt repaymentsandday-today-spending).

TYPE OF BILL HOW MUCH?
WHEN PAID (weekly 

or monthly) 
Ih² L¢Ω{ t!L5 όŜΦƎΦ 
direct debit or cash)

Rent/Mortgage £

Council Tax £

Service Charge £

Gas £

Electricity £

Water £

Television Licence £

Mobile Phone £

Contents/Home              
Insurance 

£

Car Insurance £

Cable/Satellite/ Broadband £

TOTAL 



STEP 3: THE OTHER THINGS YOU NEED TO BUY
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There are many things that you
will spend money on, as well as
your bills. Usethe table on page7
to record what you spend over a
week or month to give you an
accuratepictureof yourspending.

This is where your spendingdiary
canbe helpful when remembering
whereyour moneygoes.

The list on the next page doesn't include everything,so you must
includethingsthat youregularlyspendmoneyon.

Try and estimate how
much you spend on
things like clothes and
take-awaysand work out
how much you would
spend in an
averageweekor month.

It can be hard to be honest about your spending,but if you are
honest,youwill havea full pictureof whereyour moneyisgoing.
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TYPE OF                               
EXPENDITURE 

TOTAL WEEKLY 

To work out costs 
from Weekly to 

Monthly,                 
follow this      
calculation: 

Multiply (x) weekly 
cost by 52 and                 

divide (÷) by 12. 

TOTAL                 
MONTHLY 

Food Shopping £ £

Lunches/Snacks/ Sweets £ £

Travel/Petrol £ £

Household/Toiletries £ £

Going Out/Take-Out £ £

Tobacco/Alcohol £ £

Clothes for Self £ £

Clothes for Family Members £ £

Toys/Books for            
Children

£ £

Holidays / Day Trips £ £

Gifts £ £

Medications £ £

Subscriptions £ £

Pet Costs £ £

TOTAL WEEKLY: TOTAL MONTHLY: 



STEP 4: YEARLY OR OCCASIONAL SPENDING 

© DOM EDUCATION GROUP 8

We only have to pay for some
items once a year or every few
months and becauseof this, we
usually forget to add this to our
budget plans; this usually means
that when it comesto paying for
theseitems,weŘƻƴΩǘalwayshave
the moneyto pay.

If you put these items in your
money plan, you are lesslikely to
need to borrow money and get
into debt as you would have
alreadypre-emptedthe cost.

Examplesof items that have to paid lessregularly include things
like birthday presents,haircuts, ah¢Ωǎand vehicleservicing,car
repairs, insurance excesses,school uniforms and household
emergencies.

Top Tip! 

Somepeople find it useful to havea jar, envelopeor a separate
bankaccountwhere they put moneyasideeachmonth for these
expenses.
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ITEM ANNUAL COST 
WHEN DO YOU GET IT?

(e.g. 1st of month) 

£ Day/Month 

£ Day/Month 

£ Day/Month 

£ Day/Month 

£ Day/Month 

£ Day/Month 

£ Day/Month 

£ Day/Month 

£ Day/Month 

£ Day/Month 

£ Day/Month 

TOTAL WEEKLY/MONTHLY TO ADD TO BUDGET £

£

£

£

£

£

£

£

£

£

£

£



STEP 5: DO YOU OWE ANY MONEY?
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If you owe any money,use the table on page11 to record it. Put
down all the debts you have. 5ƻƴΩǘignore any as youǿƻƴΩǘsee
your full financialpictureandcouldgetdeeperinto debt!

In the tableon page11, recordall that youowe,(includingto family
or friends),andwhetheryouaremakingrepaymentsor not.

If you are repayingdebts,put down how much and when, so this
canbe includedin yourmoneyplan.

If you are due to start makingrepaymentssoon,you needto add it
in sothat youknowyoucanafford to repayin the future.
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TYPE OF DEBT
HOW MUCH IS 

OWED IN TOTAL?

ARE YOU     
REPAYING? HOW 

MUCH? 

WHEN ARE             
REPAYMENTS DUE? 
(weekly/monthly) 

Rent Arrears £ Y/N weekly  / monthly

Council Tax Arrears £ Y/N weekly  / monthly

Gas/Electricity         
Arrears

£ Y/N weekly  / monthly

Water Arrears £ Y/N weekly  / monthly

Catalogue/Online    
Accounts

£ Y/N weekly  / monthly

Hire Purchase  (e.g. 
Bright House) 

£ Y/N weekly  / monthly

Bank (e.g. overdrafts / 
loans)

£ Y/N weekly  / monthly

Credit Cards (unless 
paying in full each 
month) 

£ Y/N weekly  / monthly

Credit Unions £ Y/N weekly  / monthly

Gambling Debts £ Y/N weekly  / monthly

Friends/Family £ Y/N weekly  / monthly

Other £ Y/N  weekly  / monthly 

TOTAL £ £
TOTAL PAYING OFF EACH   

WEEK/MONTH 

£

£

£

£

£

£

£

£

£

£

£

£ 
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Now you havedone the hard work, the next step is to put this all
together in your money plan. This will show you your current
situation. On page13, you will write in all figures collected from
steps1-5.

At the bottom of page13, you canwork out your total incomeand
total expenditure. Thiswill showyou whether you haveanymoney
left at the endof eachmonth.

Before you complete the table on page 13, remember to decide
whether you are goingto fill in your sheetwith monthly ORweekly
figures.
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Great work! 

Youhavenow looked at where your money is going. Youmay now
havesomethoughtsabout if you want to savemore or repaydebts.
Havea think about the things you could spend lessmoney on, or
coulddo without. If you livewith other people,get them involved!

LǘΩǎgreatwhenyou seeyour
savingsgrow or watch your
debtsreduce. Youmayeven
want to set yourself a goal
to treat yourself.

Usethe actionplanon page15 to help you think about how you can
reduceexpenditure.

Make sure you are realisticabout the changesyou makeandŘƻƴΩǘ
restrict yourselftoo much,andŘƻƴΩǘwipe out all your treats. Youwill
resentyour new budget if you do this and therefore probablyǿƻƴΩǘ
stickto it!

Make sure you have thought of everything! Think about any
additionalspendthat maybe ahead!



© DOM EDUCATION GROUP 14

Look at each area to see if you can think of ways to make any
savings.

BILLS-(Gas, Electricity, Water, Mobile Phone, Broadband etc) 

²ŀȅǎ ȅƻǳ ŎƻǳƭŘ ǎŀǾŜ ƳƻƴŜȅΧPossible Savings 

1. £ 

2. £ 

3. £ 

4. £ 

DAILY SPENDINGτ(Food, Takeaways, Clothes etc) 

²ŀȅǎ ȅƻǳ ŎƻǳƭŘ ǎŀǾŜ ƳƻƴŜȅΧPossible Savings 

1. £ 

2. £ 

3. £ 

4. £ 

YEARLY SPENDS-(Travel Expenses, Insurances, Holidays etc) 

²ŀȅǎ ȅƻǳ ŎƻǳƭŘ ǎŀǾŜ ƳƻƴŜȅΧPossible Savings 

1. £ 

2. £ 

3. £ 

4. £ 

Other 

²ŀȅǎ ȅƻǳ ŎƻǳƭŘ ǎŀǾŜ ƳƻƴŜȅΧPossible Savings 

1. £ 

2. £ 

3. £ 

4. £ 
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Now you havethought about the changesyou canmake,ƛǘΩǎtime
to makeyour moneyplan for the future. Be sure to add in all the
changesyou haveidentified, includingestimatedsavingsyou could
makeand completethe table on page17. We havealsogivenyou
an additionalplan to completeon page18, just in caseyou want to
makeadditionalchangesin the future.

LǘΩǎbetter to makesmallchangesto start with, andif you find this is
manageable,youcanthen makeadditionalchanges.

If you are strugglingto make your budget balance, it meansthat
youarehavingto borrow moneyto coverdailycosts. Takea lookat
page19 to find detailsof manyorganisationsor charitiesthat can
helpyou.



STEP 9: WHO CAN I TALK TO? 
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Thereare lots of organisationsand charities that can help you if
you are strugglingto managedebts. Here are a few examplesof
who to contactif youneedsupportandadvice.

CitizensAdvice

Fulldebt and consumeradviceservice. Findyour
nearestCitizensAdvicecentre. Openingtimesare
different for eachlocation.

Telephone: 03444111444

StepChangeDebtCharity

Full debt service ǘƘŀǘΩǎ
available acrossthe UK.

Telephone: 08001381111(free from mobiles)

OpeningTimes: Mon-Fri8am-8pm, Sat8am-4pm

NationalDebtline

Providesfree adviceandresources.

Telephone: 08088084000

OpeningTimes: Mon-Fri9am-8pm, Sat09:30am-1pm

Other Organisations/Charities: 
Christians Against Poverty, Civil Legal Advice, Debt Advice 
Foundation, Debt Support Trust, Business Debtlineand PayPlan.  
You can also visit your local council. 


