


Choose a timeframe You could choose a weekly, fortnightly or monthly timeframe for your 
budget. Many people choose to budget on a period that matches their  
pay period, which makes it easier to match regular expenses with the 
money coming in.

Work out your total 
income

It is important to know exactly how much income you receive. This 
influences how much you can spend. Include any income you receive  
from investments, investment properties, work and any other sources.

Calculate your expenses Document all your expenses, including amounts you pay towards debt. 
Having a clear picture of where your money is going allows you to 
calculate how much you can afford to save. It also helps you identify 
areas where you may be spending too much.

Work out your surplus  
or deficit

Subtract your total expenses from your total income. If your income is 
greater than your expenses you will have a ‘surplus’. If your expenses are 
more than your income you will have a ‘deficit’.

Double check Does your budget reflect what is actually happening?  yy

Is it realistic? yy

If you think your budget is not quite right, then make alterations  
so it is accurate.

Track and update Keep track of your expenses and your income, and if anything changes, 
update your budget. If something unexpected comes up, add this to your 
budget, and see if you are able to get back on track without disruption 
or delay. Most importantly, review your budget thoroughly at least twice 
a year. This will help you maintain control of your money and prevent you 
running into unnecessary cash flow problems.






