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Apply  
to Texas

Universities

577



Purpose
The purpose of this activity is to inform students about 
the steps needed to complete an application to a college 
or university in Texas.

Suggested Grade Level:
12

Approximate Time Needed:
Varies

Materials and Handouts
www.applytexas.org

1. Go to www.applytexas.org.
2. Click on “Preview the 201ϲ-2017 applications”.
3. Click on “U.S. Freshman Application”.
4. This will take you through an entire sample application.
5. Once you’re ready, go back to the home page, create a username and login and complete your actual 

application.

Student-Facing Instructions

Checklist Task: 
ApplyTexas

Teacher Resource

Teacher Notes
This lesson is specific to Texas colleges and universities. Refer to www.applytexas.org for any annual changes. 
You can also refer students to specific instructions for each section here: https://www.applytexas.org/adappc/
html/adm_help.html

Assessment
Completion of application as verified by screenshot of submission page or email of submission confirmation.

Curriculum developed in partnership with Danielle Johnson, Gateway High School, San Francisco.
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1. Go to www.applytexas.org.
2. Click on “Preview the 201ϲ-2017 applications”.
3. Click on “U.S. Freshman Application”.
4. This will take you through an entire sample application.
5. Once you’re ready, go back to the home page, create a username and login and complete your actual 

application.

Instructions

Student Resource

Curriculum developed in partnership with Danielle Johnson, Gateway High School, San Francisco.
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Apply Texas
https://www.applytexas.org/
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Apply  
to New York
Universities

581



Purpose
The purpose of this activity is to inform students about 
the steps needed to complete an application to a State 
University of New York.

Suggested Grade Level:
12

Approximate Time Needed:
Varies

Materials and Handouts
www.suny.edu/applysuny/
http://www.suny.edu/attend/apply-to-suny/suny-on-
line-academic-record-soar/

1. Go to www.suny.edu/applysuny/
2. Click on “complete worksheet” under “Apply for Admission”.
3. You can download the entire application and fill it out by hand before filling it out electronically.
4. Once you’re ready, go back to the home page, create a username and login and complete your actual 

application.
5. When you’ve completed your online application, you will then fill out your SUNY Online Academic 

Record (SOAR), which is a self-report of your high school courses and grades:  
http://www.suny.edu/attend/apply-to-suny/suny-online-academic-record-soar/

Student-Facing Instructions

Checklist Task: 
ApplySUNY

Teacher Resource

Teacher Notes
This lesson is specific to the State Universities of New York. Refer to www.suny.edu/applysuny/ for any annual 
changes. You can also refer students to specific instructions for each section here: https://www.suny.edu/
applysuny/pdf/suny_online_undergrad_app_instructions.pdf

Assessment
Completion of application as verified by screenshot of submission page or email of submission confirmation.

Curriculum developed in partnership with Danielle Johnson, Gateway High School, San Francisco.
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1. Go to www.suny.edu/applysuny/
2. Click on “complete worksheet” under “Apply for Admission”.
3. You can download the entire application and fill it out by hand before filling it out electronically.
4. Once you’re ready, go back to the home page, create a username and login and complete your actual 

application.
5. When you’ve completed your online application, you will then fill out your SUNY Online Academic 

Record (SOAR), which is a self-report of your high school courses and grades:  
http://www.suny.edu/attend/apply-to-suny/suny-online-academic-record-soar/

Instructions

Student Resource

Curriculum developed in partnership with Danielle Johnson, Gateway High School, San Francisco.
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Apply SUNY
www.suny.edu/applysuny/
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SUEz Online Academic Record ;SOARͿ
http://www.suny.edu/attend/apply-to-suny/suny-online-academic-record-soar/
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Purpose
The purpose of this activity is to inform students about 
the steps needed to complete an application to a City 
University of New York.

Suggested Grade Level:
12

Approximate Time Needed:
Varies

Materials and Handouts
http://www.cuny.edu/admissions/undergraduate/pre-
pare.html
http://www.cuny.edu/admissions/apply.html

1. Before applying, prepare for your application by reading through:  
http://www.cuny.edu/admissions/undergraduate/prepare.html

2. Once you’re ready, go to http://www.cuny.edu/admissions/apply.html.
3. There are application tutorial videos and a downloadable application pdf for you to view and complete 

before filling out your application.
4. Once you’re ready, go back to the home page, create a username and login and complete your actual 

application.

Student-Facing Instructions

Checklist Task: 
Apply to CUNY

Teacher Resource

Teacher Notes
This lesson is specific to the City Universities of New York. Refer to  
http://www.cuny.edu/admissions/apply.html for any annual changes.

Assessment
Completion of application as verified by screenshot of submission page or email of submission confirmation.

Curriculum developed in partnership with Danielle Johnson, Gateway High School, San Francisco.
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1. Before applying, prepare for your application by reading through:  
http://www.cuny.edu/admissions/undergraduate/prepare.html

2. Once you’re ready, go to http://www.cuny.edu/admissions/apply.html.
3. There are application tutorial videos and a downloadable application pdf for you to view and complete 

before filling out your application.
4. Once you’re ready, go back to the home page, create a username and login and complete your actual 

application.

Instructions

Student Resource

Curriculum developed in partnership with Danielle Johnson, Gateway High School, San Francisco.
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Apply to CUNY
http://www.cuny.edu/admissions/apply.html
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Undergraduate Preparation
http://www.cuny.edu/admissions/undergraduate/prepare.html
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Theme:
Transition to 

College Success
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Complete Steps to 
Secure College

Enrollment

591



Purpose
The purpose of this lesson is to make sure students com-
plete all steps to ensure enrollment in the college they 
plan to attend.

Suggested Grade Level:
12

Approximate Time Needed:
Varies

Materials and Handouts
Check List to Secure College Enrollment

Fill out the appropriate college checklist to make sure you complete each step on time. Colleges have different 
deadlines, placement assessments, and other enrollment requirements. Certain majors may have additional 
requirements as well. Check your email correspondence from the college you’re planning to attend for specific 
information. Many colleges have an “After You’re Admitted” page, which you should also check for more 
information. Call the admissions oĸce if you have questions.

Student-Facing Instructions

Checklist Task: 
Steps to Secure College Enrollment

Curriculum developed in partnership with Danielle Johnson, Gateway High School, San Francisco.

Teacher Resource

Teacher Notes
This is California-specific, but can be tailored for other states. Colleges’ enrollment procedures and deadlines 
vary. Check that students understand the requirements for their intended college of attendance. All CSUs use 
EAP/ELM/EPT for placement testing. However, California community colleges, private and out-of-state colleges 
can all use different examinations for placement.

Assessment
Completion of checklist.
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Fill out the appropriate college checklist to make sure you complete each step on time. Colleges have different 
deadlines, placement assessments, and other enrollment requirements. Certain majors may have additional 
requirements as well. Check your email correspondence from the college you’re planning to attend for specific 
information. Many colleges have an “After You’re Admitted” page, which you should also check for more 
information. Call the admissions oĸce if you have questions.

Instructions

Student Resource

Curriculum developed in partnership with Danielle Johnson, Gateway High School, San Francisco.
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Prepare For
the Rigor Culture

of College
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Purpose
The purpose of this activity is for students to think crit-
ically about how college is different from their previous 
educational experiences.

Suggested Grade Level:
12

Approximate Time Needed:
50 minutes

Materials and Handouts
How is College Different
What’s the Difference

Write down all the ways that you think college will be different that high school on the handout, “What’s the 
Difference? Then turn to a partner and compare your lists and create a joint list. Join with another pair and 
create a joint list for the four of you. Discuss lists with the class. Submit this list for the assignment.

Look at the handout, “How is College Different”. While still in your group of 4, review your assigned category 
and compare it to the class-generated list. Highlight 2 or 3 items from the handout that were not on the class 
list and be prepared to share with the class.

Also think about the colleges you visited and students/admissions representatives you spoke with. How can 
individual colleges be different from each other in the categories you discussed?

Student-Facing Instructions

Finishing Strong: 
Hoǁ College is �ifferent

Adapted from the College Readiness: Finishing Strong Workshop
Copyright © 2012 MDRC. All Rights Reserved.

Teacher Resource

Assessment
Completion of worksheet
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Write down all the ways that you think college will be different that high school on the handout, “What’s the 
Difference? Then turn to a partner and compare your lists and create a joint list. Join with another pair and 
create a joint list for the four of you. Discuss lists with the class. Submit this list for the assignment.

Look at the handout, “How is College Different”. While still in your group of 4, review your assigned category 
and compare it to the class-generated list. Highlight 2 or 3 items from the handout that were not on the class 
list and be prepared to share with the class.

Also think about the colleges you visited and students/admissions representatives you spoke with. How can 
individual colleges be different from each other in the categories you discussed?

Instructions

Student Resource

Adapted from the College Readiness: Finishing Strong Workshop
Copyright © 2012 MDRC. All Rights Reserved.
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FOLLOWING THE RULES IN HIGH 
SCHOOL 

CHOOSING RESPONSIBLY IN 
COLLEGE 

High school is mandatory and usually free.  College is voluntary and expensive. 

Your time is structured by others. You manage your own time. 

You need permission to participate in 
extracurricular activities 

You must decide whether to participate in co-
curricular activities.  

You can count on parents and teachers to remind 
you of your responsibilities and to guide you in 
setting priorities. 

You must balance your responsibilities and set 
priorities. You will face moral and ethical decisions 
you have never faced before. 

Each day you proceed from one class directly to 
another, spending 6 hours each day--30 hours a 
week--in class. 

You often have hours between classes; class times 
vary throughout the day and evening and you spend 
only 12 to 16 hours each week in class 

Most of your classes are arranged for you. 
You arrange your own schedule in consultation 
with your adviser. Schedules tend to look lighter 
than they really are. 

You are not responsible for knowing what it takes 
to graduate. 

Graduation requirements are complex, and differ 
from year to year. You are expected to know those 
that apply to you. 

* Guiding principle: You will usually be told  
what to do and corrected if your behavior is 
out of line. 

* Guiding principle: You are expected to take 
responsibility for what you do and don't do, as 
well as for the consequences of your decisions. 

GOING TO HIGH SCHOOL CLASSES SUCCEEDING IN COLLEGE CLASSES 

The school year is 36 weeks long; some classes 
extend over both semesters and some don't. 

The academic year is typically divided into two 
separate 15-week semesters, plus a week after 
each semester for exams. 

Classes generally have no more than 35 
students. Classes may number 100 students or more. 

You may study outside class as little as 0 to 2 hours 
a week, and this may be mostly last-minute test 
preparation. 
 

You need to study at least 2 to 3 hours outside of 
class for each hour in class. 

How Is College Different From High School? 
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You seldom need to read anything more than once, 
and sometimes listening in class is enough. 

You need to review class notes and text material 
regularly. 

You are expected to read short assignments that are 
then discussed, and often re-taught, in class. 

You are assigned substantial amounts of reading 
and writing which may not be directly addressed in 
class. 

* Guiding principle: You will usually be told in 
class what you need to learn from assigned 
readings. 

*  Guiding principle: It's up to you to read and 
understand the assigned material; lectures 
and assignments proceed from the assumption 
that you've done so. 

HIGH SCHOOL TEACHERS COLLEGE PROFESSORS 

Teachers check your completed homework. 
Professors may not always check completed 
homework, but they will assume you can perform 
the same tasks on tests. 

Teachers remind you of your incomplete work. Professors may not remind you of incomplete work. 

Teachers approach you if they believe you need 
assistance. 

Professors are usually open and helpful, but most 
expect you to initiate contact if you need assistance. 

Teachers are often available for conversation 
before, during, or after class. 

Professors expect and want you to attend their 
scheduled office hours. 

Teachers have been trained in teaching methods to 
assist in imparting knowledge to students. 

Professors have been trained as experts in their 
particular areas of research. 

Teachers provide you with information you missed 
when you were absent. 

Professors expect you to get from classmates any 
notes from classes you missed. 

Teachers present material to help you understand 
the material in the textbook. 

Professors may not follow the textbook. Instead, to 
help explain the text, they may give illustrations, 
provide background information, or discuss 
research about the topic you are studying. Or they 
may expect you to relate the classes to the textbook 
readings. 
 

Teachers often write information on the board to be 
copied in your notes. 

Professors may lecture nonstop, expecting you to 
identify the important points in your notes. When 
professors write on the board, it may be to illustrate 
a point, not to summarize it. Good notes are a must. 
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Teachers impart knowledge and facts, sometimes 
drawing direct connections and leading you through 
the thinking process. 

Professors expect you to think about and synthesize 
seemingly unrelated topics. 

Teachers often take time to remind you of 
assignments and due dates. 

Professors expect you to read, save, and consult the 
course syllabus (outline); the syllabus spells out 
exactly what is expected of you, when it is due, and 
how you will be graded. 

Teachers carefully monitor class attendance. Professors may not formally take roll, but they are 
still likely to know whether or not you attended. 

* Guiding principle: High school is a teaching 
environment in which you acquire facts and 
skills. 

* Guiding principle: College is a learning 
environment in which you take responsibility 
for thinking through and applying what you 
have learned. 

TESTS IN HIGH SCHOOL TESTS IN COLLEGE 

Testing is frequent and covers small amounts of 
material. 

Testing is usually infrequent and may be 
cumulative, covering large amounts of material. 
You, not the professor, need to organize the 
material to prepare for the test. A particular course 
may have only 2 or 3 tests in a semester. 

Makeup tests are often available. Makeup tests are seldom an option; if they are, you 
need to request them. 

Teachers frequently rearrange test dates to avoid 
conflict with school events. 

Professors in different courses usually schedule 
tests without regard to the demands of other courses 
or outside activities. 

Teachers frequently conduct review sessions, 
pointing out the most important concepts. 

Professors rarely offer review sessions, and when 
they do, they expect you to be an active participant, 
one who comes prepared with questions. 

* Guiding principle: Mastery is usually seen as 
the ability to reproduce what you were taught 
in the form in which it was presented to you, or 
to solve the kinds of problems you were shown 
how to solve. 

 
 

* Guiding principle: Mastery is often seen as the 
ability to apply what you've learned to new 
situations or to solve new kinds of problems. 
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GRADES IN HIGH SCHOOL GRADES IN COLLEGE 

Grades are given for most assigned work. Grades may not be provided for all assigned work. 

Consistently good homework grades may raise your 
overall grade when test grades are low. 

Grades on tests and major papers usually provide 
most of the course grade. 

Extra credit projects are often available to help you 
raise your grade. 

Extra credit projects cannot, generally speaking, be 
used to raise a grade in a college course. 

Initial test grades, especially when they are low, 
may not have an adverse effect on your final grade. 

Watch out for your first tests. These are usually 
"wake-up calls" to let you know what is expected--
but they also may account for a substantial part of 
your course grade. You may be shocked when you 
get your grades. 

You may graduate as long as you have passed all 
required courses with a grade of D or higher. 

You may graduate only if your average in classes 
meets the departmental standard--typically a 2.0 or 
C. 

* Guiding principle: Effort counts. Courses are 
usually structured to reward a "good-faith 
effort." 

* Guiding principle: Results count. Though 
"good-faith effort" is important in regard to 
the professor's willingness to help you achieve 
good results, it will not substitute for results in 
the grading process. 
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What’s the Difference? 
Write	
  down	
  all	
  the	
  ways	
  you	
  think	
  college	
  will	
  be	
  different	
  from	
  high	
  school	
  

 

What’s the Difference? 
Write down all the ways you think college will be different from high school 
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Purpose
The purpose of this activity is for students to understand 
how to appropriately choose college courses and prepare 
for their Transition Plan Oral Defense.

Suggested Grade Level:
12

Approximate Time Needed:
50 minutes

Materials and Handouts
Benefits of Orientation
Planning First Term Schedule
How to Make the Transition to College

Review the handout the handouts for this assignment.  You will be planning your first term.  Using the college 
your were accepted to, a community college, or a college you would like to apply to in the future, look at the 
course catalogue and take into account the tips outlined in the handouts.  

Submit your first term schedule.

Student-Facing Instructions

Finishing Strong: 
Planning Your First Term

Teacher Resource

Assessment
Completion of First Term Schedule

Adapted from the College Readiness: Finishing Strong Workshop
Copyright © 2012 MDRC. All Rights Reserved.
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Review the handout the handouts for this assignment.  You will be planning your first term.  Using the college 
your were accepted to, a community college, or a college you would like to apply to in the future, look at the 
course catalogue and take into account the tips outlined in the handouts.  

Submit your first term schedule.

Instructions

Student Resource

Adapted from the College Readiness: Finishing Strong Workshop
Copyright © 2012 MDRC. All Rights Reserved.
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Benefits of Attending Freshmen Orientation 
	
  

Going	
  to	
  college	
  can	
  be	
  exhilarating	
  yet	
  frightening	
  at	
  the	
  same	
  time.	
  You	
  may	
  be	
  
nervous	
  about	
  meeting	
  new	
  people	
  or	
  finding	
  your	
  way	
  around	
  campus.	
  How	
  are	
  you	
  
going	
  to	
  make	
  new	
  friends?	
  What	
  if	
  you	
  can't	
  maneuver	
  your	
  way	
  around	
  your	
  college's	
  
library?	
  Don't	
  worry;	
  you're	
  not	
  the	
  only	
  entering	
  freshman	
  who	
  has	
  worried	
  about	
  these	
  
issues.	
  At	
  some	
  point,	
  every	
  new	
  freshman	
  has	
  wondered	
  how	
  he	
  will	
  adapt	
  to	
  his	
  new	
  
life	
  at	
  college.	
  

	
  
To	
  make	
  the	
  transition	
  from	
  high	
  school	
  to	
  college	
  a	
  little	
  bit	
  easier,	
  most	
  colleges	
  have	
  
freshmen	
  orientation.	
  This	
  is	
  when	
  students	
  can	
  meet	
  other	
  classmates,	
  learn	
  about	
  
campus	
  life,	
  and	
  ask	
  any	
  questions	
  they	
  may	
  have	
  before	
  the	
  semester	
  starts.	
  Many	
  
colleges	
  require	
  entering	
  freshmen	
  to	
  attend	
  orientation,	
  but	
  if	
  you	
  are	
  going	
  to	
  a	
  
college	
  where	
  it	
  is	
  not	
  required,	
  you	
  may	
  be	
  wondering	
  if	
  attending	
  orientation	
  will	
  be	
  a	
  
waste	
  of	
  time.	
  Before	
  you	
  make	
  the	
  decision	
  not	
  to	
  go,	
  consider	
  the	
  following	
  points	
  on	
  
why	
  freshmen	
  orientation	
  will	
  be	
  beneficial	
  to	
  you.	
  

	
  
You	
  can	
  make	
  friends	
  before	
  the	
  semester	
  starts.	
  
By	
  attending	
  orientation,	
  you	
  will	
  have	
  the	
  opportunity	
  to	
  meet	
  other	
  incoming	
  
freshmen	
  and	
  hopefully	
  make	
  new	
  friends.	
  This	
  will	
  help	
  you	
  to	
  not	
  feel	
  so	
  alone	
  and	
  
scared	
  once	
  you	
  start	
  in	
  the	
  fall.	
  Attending	
  orientation	
  may	
  also	
  provide	
  an	
  opportunity	
  
for	
  you	
  to	
  meet	
  someone	
  with	
  whom	
  you	
  would	
  like	
  to	
  room.	
  

	
  

	
  
You	
  will	
  know	
  your	
  way	
  around	
  the	
  campus	
  by	
  fall	
  semester.	
  
Orientation	
  leaders	
  will	
  show	
  you	
  around	
  campus	
  while	
  providing	
  history	
  about	
  the	
  
college.	
  They	
  will	
  tell	
  you	
  the	
  locations	
  of	
  the	
  favorite	
  hangout	
  spots,	
  where	
  to	
  go	
  when	
  
you	
  need	
  medical	
  care,	
  and	
  what	
  the	
  nicknames	
  are	
  for	
  certain	
  buildings	
  or	
  areas.	
  Come	
  
fall	
  semester,	
  you	
  will	
  know	
  where	
  to	
  go	
  when	
  someone	
  says,	
  "Meet	
  me	
  at	
  the	
  UC."	
  

	
  
	
  

You	
  will	
  know	
  about	
  various	
  campus	
  activities.	
  
During	
  orientation,	
  you	
  will	
  attend	
  several	
  meetings/lectures	
  about	
  college	
  life.	
  Have	
  
you	
  thought	
  about	
  joining	
  a	
  sorority	
  or	
  fraternity?	
  If	
  you	
  go	
  to	
  orientation,	
  you	
  will	
  be	
  
able	
  to	
  acquire	
  the	
  information	
  you	
  need	
  in	
  order	
  to	
  make	
  a	
  decision	
  about	
  whether	
  or	
  
not	
  to	
  rush.	
  Want	
  to	
  join	
  a	
  campus	
  club?	
  Some	
  colleges	
  provide	
  meetings	
  at	
  orientation	
  
that	
  give	
  information	
  on	
  various	
  campus	
  clubs.	
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You	
  will	
  receive	
  help	
  with	
  class	
  re	istration.	
  
At	
  many	
  college	
  orientations,	
  freshmen	
  will	
  be	
  assigned	
  an	
  advisor	
  to	
  help	
  them	
  figure	
  
out	
  what	
  classes	
  to	
  take	
  their	
  first	
  semester.	
  Often	
  times,	
  freshmen	
  are	
  shown	
  how	
  to	
  
register	
  for	
  classes	
  because	
  it	
  can	
  be	
  confusing	
  if	
  you	
  have	
  never	
  done	
  it	
  before.	
  �eep	
  in	
  
mind	
  that	
  the	
  earlier	
  you	
  attend	
  orientation	
  and	
  register	
  for	
  classes,	
  the	
  better	
  chance	
  
you	
  have	
  of	
  getting	
  the	
  courses	
  you	
  want	
  before	
  they	
  fill	
  up.	
  

	
  
	
  

You	
  can	
  sit	
  in	
  on	
  colle	e	
  classes.	
  
Usually,	
  students	
  will	
  have	
  a	
  break	
  during	
  the	
  orientation	
  to	
  check	
  out	
  the	
  campus	
  on	
  
their	
  own.	
  You	
  can	
  take	
  this	
  opportunity	
  to	
  attend	
  a	
  large	
  lecture	
  class	
  so	
  you	
  will	
  know	
  
what	
  to	
  expect	
  in	
  the	
  fall.	
  Most	
  colleges	
  have	
  summer	
  classes,	
  so	
  if	
  your	
  orientation	
  is	
  in	
  

uly,	
  you	
  can	
  still	
  attend	
  a	
  college	
  lecture.	
  

	
  
	
  

You	
  can	
  e�perience	
  dorm	
  life.	
  
Orientations	
  usually	
  last	
  between	
  two	
  to	
  three	
  days,	
  so	
  you	
  will	
  spend	
  the	
  night4s5	
  in	
  a	
  
dorm	
  room	
  while	
  there.	
  If	
  you	
  will	
  be	
  living	
  on	
  campus	
  in	
  the	
  fall,	
  this	
  will	
  give	
  you	
  an	
  
idea	
  of	
  how	
  many	
  personal	
  items	
  you	
  should	
  bring	
  with	
  you.	
  If	
  you	
  will	
  not	
  be	
  living	
  on	
  
campus,	
  this	
  will	
  give	
  you	
  the	
  experience	
  of	
  what	
  it's	
  like	
  to	
  live	
  in	
  a	
  dorm.	
  

	
  
	
  

You	
  can	
  take	
  care	
  of	
  any	
  unfinished	
  business.	
  
At	
  most	
  orientations,	
  you	
  will	
  have	
  the	
  opportunity	
  to	
  talk	
  to	
  people	
  about	
  financial	
  aid,	
  
housing,	
  and	
  meal	
  plans.	
  Ask	
  these	
  people	
  questions	
  if	
  you	
  have	
  any	
  concerns	
  regarding	
  
your	
  future	
  at	
  that	
  college.	
  In	
  addition	
  to	
  asking	
  questions,	
  you	
  will	
  have	
  the	
  chance	
  to	
  
get	
  your	
  student	
  ID	
  card	
  made.	
  This	
  is	
  one	
  less	
  thing	
  you	
  will	
  have	
  to	
  do	
  come	
  fall	
  
semester.	
  
Freshmen	
  orientation	
  is	
  a	
  process	
  that	
  makes	
  incoming	
  students	
  feel	
  better	
  prepared	
  
about	
  going	
  to	
  college.	
  
ot	
  only	
  will	
  you	
  have	
  the	
  opportunity	
  to	
  make	
  new	
  friends,	
  but	
  
you	
  will	
  also	
  learn	
  about	
  various	
  campus	
  activities	
  before	
  the	
  fall	
  semester	
  even	
  starts.	
  
Instead	
  of	
  skipping	
  orientation,	
  use	
  this	
  opportunity	
  to	
  become	
  familiar	
  with	
  the	
  
environment	
  you	
  will	
  be	
  living	
  in	
  for	
  the	
  next	
  four	
  or	
  more	
  years	
  of	
  your	
  life.	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

4from:	
  www.ecampustours.com/campuslife/yourfreshmanyear/planningyourfirsttermcollegeschedule5	
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Planning your First-Term College Schedule 
	
  

Going	
  to	
  college	
  can	
  be	
  an	
  exciting,	
  yet	
  confusing	
  time	
  for	
  many	
  entering	
  freshmen.	
  From	
  finding	
  
your	
  way	
  around	
  campus	
  to	
  being	
  away	
  from	
  home	
  for	
  the	
  first	
  time,	
  it's	
  no	
  wonder	
  that	
  you	
  may	
  
feel	
  overwhelmed.	
  One	
  of	
  the	
  most	
  crucial	
  tasks	
  that	
  you	
  will	
  be	
  faced	
  with	
  is	
  the	
  creation	
  of	
  your	
  
first-­‐term	
  college	
  schedule.	
  Consider	
  the	
  following	
  to	
  help	
  you	
  map	
  out	
  a	
  schedule	
  that	
  is	
  most	
  
conducive	
  to	
  your	
  specific	
  needs.	
  

	
  
General	
  College	
  Requirements	
  
Since	
  general	
  college	
  requirements	
  precede	
  and	
  support	
  more	
  specialized	
  classes,	
  you	
  really	
  need	
  
to	
  take	
  some	
  general	
  requirements	
  during	
  your	
  first	
  semester.	
  General	
  requirements	
  usually	
  
include:	
  foreign	
  language,	
  math,	
  English,	
  science,	
  history,	
  etc.	
  If	
  you	
  have	
  taken	
  AP	
  courses	
  or	
  
performed	
  well	
  on	
  placement	
  tests,	
  then	
  you	
  may	
  be	
  able	
  to	
  opt	
  out	
  of	
  some	
  core	
  requirements,	
  
depending	
  on	
  your	
  particular	
  school.	
  

	
  
Course	
  Selection	
  
When	
  planning	
  your	
  first-­‐term	
  college	
  schedule,	
  it	
  is	
  a	
  good	
  idea	
  to	
  balance	
  the	
  types	
  of	
  courses	
  
you	
  are	
  taking.	
  Don't	
  only	
  take	
  classes	
  that	
  require	
  a	
  lot	
  of	
  reading	
  and	
  writing;	
  try	
  to	
  balance	
  those	
  
classes	
  with	
  courses	
  in	
  math,	
  foreign	
  language,	
  or	
  art.	
  Likewise,	
  don't	
  take	
  two	
  lab	
  science	
  courses	
  
and	
  two	
  math	
  classes.	
  You	
  would	
  be	
  too	
  overwhelmed.	
  By	
  having	
  a	
  mixture	
  of	
  courses	
  that	
  include	
  
reading,	
  writing,	
  problem	
  solving,	
  etc.,	
  you	
  will	
  have	
  a	
  balanced	
  schedule	
  that	
  will	
  give	
  you	
  a	
  variety	
  
of	
  assignments	
  so	
  you	
  won't	
  be	
  weighed	
  down	
  with	
  the	
  same	
  tasks.	
  

	
  
Course	
  Load	
  
To	
  be	
  considered	
  a	
  full-­‐time	
  student,	
  you	
  must	
  be	
  enrolled	
  in	
  a	
  minimum	
  number	
  of	
  credit	
  hours.	
  
However,	
  if	
  you	
  only	
  take	
  the	
  minimum	
  credit	
  hours	
  each	
  semester,	
  you	
  may	
  also	
  have	
  to	
  take	
  
summer	
  classes	
  to	
  be	
  able	
  to	
  graduate	
  on	
  time	
  in	
  four	
  years.	
  With	
  that	
  said,	
  try	
  to	
  balance	
  your	
  
first-­‐term	
  schedule	
  so	
  you	
  are	
  not	
  too	
  overwhelmed.	
  If	
  you	
  are	
  working	
  part-­‐time	
  and	
  going	
  to	
  
school	
  at	
  the	
  same	
  time,	
  consider	
  taking	
  the	
  minimum	
  credit	
  hours	
  during	
  your	
  first	
  semester.	
  
After	
  you	
  get	
  used	
  to	
  college	
  courses,	
  then	
  you	
  can	
  take	
  more	
  credit	
  hours.	
  If	
  you	
  do	
  not	
  plan	
  on	
  
working	
  during	
  your	
  first-­‐term,	
  then	
  you	
  should	
  be	
  able	
  to	
  handle	
  more	
  credit	
  hours.	
  

	
  
Time	
  of	
  Day	
  
In	
  college,	
  you	
  have	
  a	
  very	
  flexible	
  schedule.	
  Since	
  you	
  will	
  not	
  be	
  in	
  classes	
  for	
  seven	
  hours	
  every	
  
day	
  like	
  you	
  were	
  in	
  high	
  school,	
  you	
  can	
  pick	
  the	
  times	
  and	
  even	
  the	
  days	
  of	
  the	
  week	
  that	
  you	
  
want	
  to	
  attend	
  class.	
  If	
  you	
  have	
  a	
  job	
  where	
  you	
  need	
  to	
  work	
  evenings,	
  you	
  can	
  schedule	
  your	
  
classes	
  for	
  the	
  mornings	
  and	
  vice	
  versa.	
  If	
  you	
  are	
  just	
  not	
  a	
  morning	
  person,	
  then	
  you	
  can	
  schedule	
  
your	
  classes	
  for	
  the	
  afternoons	
  (just	
  keep	
  in	
  mind	
  that	
  there	
  may	
  be	
  more	
  distractions	
  for	
  you	
  to	
  
skip	
  afternoon	
  or	
  evening	
  classes).	
  Furthermore,	
  if	
  you	
  only	
  want	
  to	
  go	
  to	
  classes	
  a	
  few	
  days	
  a	
  
week,	
  you	
  can	
  plan	
  your	
  schedule	
  so	
  that	
  you	
  only	
  have	
  classes	
  on	
  Monday/Wednesday/Friday	
  or	
  
Tuesday/Thursday.	
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Classroom	
  Location	
  
When	
  planning	
  your	
  first-­‐term	
  college	
  schedule,	
  you	
  need	
  to	
  be	
  aware	
  of	
  the	
  geographical	
  locations	
  
of	
  the	
  classrooms.	
  You	
  need	
  to	
  allow	
  enough	
  time	
  to	
  get	
  from	
  one	
  location	
  to	
  another	
  without	
  
being	
  late	
  to	
  class.	
  If	
  you	
  have	
  a	
  class	
  that	
  ends	
  at	
  ;::0am,	
  you	
  wouldn't	
  have	
  time	
  to	
  walk	
  to	
  a	
  
10am	
  class	
  that	
  is	
  almost	
  a	
  mile	
  away.	
  Many	
  larger	
  campuses	
  offer	
  shuttles,	
  so	
  be	
  sure	
  to	
  get	
  your	
  
campus	
  bus	
  schedule	
  before	
  you	
  plan	
  your	
  schedule.	
  You	
  should	
  also	
  get	
  a	
  campus	
  map	
  (most	
  are	
  
located	
  on	
  the	
  back	
  of	
  time	
  tables)	
  to	
  help	
  you	
  figure	
  out	
  where	
  your	
  classes	
  are	
  located.	
  

	
  
Planning	
  a	
  college	
  schedule	
  can	
  be	
  daunting	
  if	
  you	
  have	
  never	
  done	
  it	
  before.	
  If	
  you	
  go	
  to	
  your	
  
school's	
  Freshmen	
  Orientation,	
  you	
  will	
  be	
  assigned	
  an	
  advisor	
  who	
  can	
  help	
  you	
  plan	
  out	
  your	
  
first-­‐term	
  schedule.	
  Go	
  to	
  your	
  advisor	
  meeting	
  prepared	
  with	
  a	
  list	
  of	
  courses	
  that	
  you	
  would	
  like	
  
to	
  take,	
  as	
  well	
  as	
  alternatives	
  since	
  you	
  may	
  not	
  get	
  into	
  your	
  first	
  picks.	
  

	
  
(from	
  www.ecampustours.com/campuslife/yourfreshmanyear/planningyourfirsttermcollegeschedule)	
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How to Make the Transition to College 
	
  
	
  
	
  
	
  
	
  

• Take	
  control	
  of	
  your	
  own	
  education	
  -­‐-­‐	
  think	
  of	
  yourself	
  as	
  a	
  scholar.	
  
	
  

• Get	
  to	
  know	
  your	
  professors	
  -­‐-­‐	
  they	
  are	
  your	
  single	
  greatest	
  resource.	
  
	
  

• Be	
  assertive	
  -­‐-­‐	
  create	
  your	
  own	
  support	
  systems,	
  and	
  seek	
  help	
  when	
  you	
  
realize	
  you	
  may	
  need	
  it.	
  

	
  
• Take	
  advantage	
  of	
  the	
  college’s	
  support	
  services	
  program	
  (for	
  tutoring	
  

support)	
  -­‐-­‐	
  enroll	
  in	
  the	
  school’s	
  writing	
  assistance	
  program.	
  
	
  

• Take	
  control	
  of	
  your	
  time	
  -­‐-­‐	
  plan	
  ahead	
  to	
  satisfy	
  academic	
  obligations	
  and	
  
make	
  room	
  for	
  everything	
  else.	
  

	
  
• Stretch	
  yourself	
  -­‐-­‐	
  enroll	
  in	
  at	
  least	
  one	
  course	
  that	
  really	
  challenges	
  you.	
  

	
  
• Make	
  thoughtful	
  decisions	
  -­‐-­‐	
  don't	
  take	
  a	
  course	
  just	
  to	
  satisfy	
  a	
  

requirement,	
  and	
  don't	
  drop	
  any	
  course	
  too	
  quickly.	
  
	
  

• Think	
  beyond	
  the	
  moment	
  -­‐-­‐	
  set	
  goals	
  for	
  the	
  semester,	
  the	
  year,	
  your	
  
college	
  career.	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

from	
  SMU’s	
  Altshuler	
  Learning	
  Enhancement	
  Center	
  (A-­‐LEC)	
  program.	
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Purpose
The purpose of this lesson is for students to recap  
budgeting concepts and types of expenses.

Suggested Grade Level:
12

Approximate Time Needed:
15 minutes

Materials and Handouts
Life Skills Identifying Your Expenses

Complete the handout individually and then share your responses with the small group. 

Student-Facing Instructions

�udgeting ϭϬϯ͕ Part ϭ: >iĨe Skills -  
IdentiĨying zour Eǆpenses

Adapted from the GLOW Foundation Financial Literacy curriculum.
Copyright © 2014 GLOW. All Rights Reserved.

Teacher Resource

This lesson is 1st in a 3-lesson series called Budgeting 103. 

BREAKOUT 1: RECAP AND FAMILY FEUD (15 minutes)
MATERIALS NEEDED: Whiteboard/chart paper, markers

MENTOR:
Do a small group introduction, if appropriate.
RECAP: Students share key takeaways and homework completed from the previous workshop.
FAMILY FEUD: Ensure students come up with an appropriate team name.
TRAINER TIP: While students are talking, prepare for “Family Feud” by writing the numbers 1-ϲ vertically on 
the white board/chart paper.

TRAINER: Issue a one minute time check. Call the class together and have each group share their name. 
Record the team names on the whiteboard or chart paper. Present the directions to the class – the game takes 
approximately ϴ-10 minutes to complete:

• This game reviews expenses commonly associated with college and builds on the knowledge students 
have gained from the previous budget workshops. This game is loosely based on the game show “Family 

Teacher Notes
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Adapted from the GLOW Foundation Financial Literacy curriculum.
Copyright © 2014 GLOW. All Rights Reserved.

Teacher Resource

Feud” where each team competes against one another to secure the most points. 100 people were 
polled and the top six answers will be written on the board as they are called. The question asked was: 
What is typically included in the term “Cost of Attendance?

• To get the game started, the Trainer will momentarily call out a type of expense. The first group to 
correctly categorize that expense (i.e. fixed, flexible, or discretionary) will “play” first. On their turn, the 
team has 10 seconds to come up with an answer to the question.

For a correct response: Trainer logs the response on the board next to the appropriate top answer. The point 
value of the response (recorded in parentheses) is logged under the appropriate team’s name. Play passes to 
the next team.

For an incorrect response: Trainer draws a large “y” on the board. A total of three wrong guesses from the 
class (regardless of which team called it out) will end the game. Play passes to the next team.

Each team provides only one guess on their turn – regardless of the response given, play always passes to 
the next team. The game ends when all top answers are guessed OR three strikes (or incorrect answers) are 
logged. The team with the most points at the end of the game wins. If the game ends because of the strike 
count, share the remaining answers with the class.

MENTOR TIP: Encourage group members to participate – if you have not viewed the answers, you can play too. 
If you have taken a look at the responses below, refrain from giving your group any additional clues.

TO DETERMINE WHO GOES FIRST: Gasoline (flexible)
TOP SIy ANSWERS (IN THIS ORDER):
1. Tuition and Fees (45): Money charged by a college or university to cover instructional costs. Fees could 
include student association, lab, or application costs.
2. Books and Supplies (20): Textbooks and other school supplies including a computer or printer.
3. Room (10): Student’s housing situation which can include living on campus in dorms, off-campus, or at 
home.
4. Board (ϴ): Meal or dining plan
5. Transportation (ϲ): Any costs related to transportation including bus/train passes, vehicle costs (includes 
vehicle payments, gas, maintenance, car insurance), parking permits, or airline tickets.
ϲ. Personal (3): Can include toiletries, haircuts, personal shopping, and entertainment.

Students will spend the remaining time (approximately 5 minutes) completing the “Life Skills – Identifying Your 
Expenses” handout in their small groups.

MENTOR:
Ensure students complete and discuss the handout as a quick review. Bear in mind that students may not 
categorize their expenses in the same way based on their individual spending.

TRAINER: Issue a one minute time check.

617



Adapted from the GLOW Foundation Financial Literacy curriculum.
Copyright © 2014 GLOW. All Rights Reserved.

Teacher Resource

Assessment
 

*Written permission is required if you wish to reproduce GLOW curriculum or materials in any form.* 

 

Budgeting 103: College Budget 

Last Modified: 09 03 2014 

Page 6 

Appendix 
LIFE SKILLS – IDENTIFYING YOUR EXPENSES 

(Answer Key) 
 

Directions: Complete the handout individually and then share your responses with the small group. 

 
 
1. What is a budget and what is the purpose of creating one? 

 
A budget is a tool that helps you manage your current finances (both expenses and income) and 
proactively plan for the future. It allows you to see how much money you have, what you spend it on, 
and plan so that you allocate those funds in the best way possible. Budgeting can help you reach 
your financial goals and identify unnecessary spending.  
 

2. Define each type of expense. Complete the table by recording the expenses you currently have as 
a high school student and what you expect to cover as a college student and college graduate. You 
can use your handouts from the previous workshops or the cost of attendance information you 
brought to fill in the table.  
 

Expense Type Definition High School 
Expenses 

College Expenses Post-College 
Expenses 

Fixed  A necessary expense 
that stays at a fixed 
rate 

x Cell Phone Bill x Tuition 
x Cell Phone Bill 

x Rent 
x Cell Phone Bill 
x Health 

Insurance 
x Car Insurance 
x Parking Permit 
x Loan Payments 

Flexible  A necessary expense 
that can fluctuate in 
cost; you have some 
control over how 
much you want to 
spend 

x Public 
Transportation 

x Haircuts 

x Books and Supplies 
x Computer 
x Room and Board 
x Furniture/Appliances 
x Groceries  
x Public 

Transportation  
x Toiletries 
x Haircuts 
x Laundry 

x Utility Bills 
x Furniture 
x Groceries 
x Gas 
x Car 

Maintenance 
x Toiletries 
x Haircuts 
x Laundry 

Discretionary  An unnecessary 
expense; “fun money” 

x Dining Out 
x Clothes/Shoes 
x Movies 
x Gifts 
x Savings 

x Dining Out 
x Airline Tickets 
x Clothes/Shoes 
x Movies/Concerts 
x Gifts 
x Savings 

x Dining Out 
x Clothes/Shoes 
x Movies/Concerts 
x Trips 
x Gifts/Donations 
x Savings 
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Complete the handout individually and then share your responses with the small group. 

Instructions

Student Resource

Adapted from the GLOW Foundation Financial Literacy curriculum.
Copyright © 2014 GLOW. All Rights Reserved.
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LIFE	
  SKILLS	
  –	
  IDENTIFYING	
  YOUR	
  EXPENSES	
  

	
  
Directions:	
  Complete	
  the	
  handout	
  individually	
  and	
  then	
  share	
  your	
  responses	
  with	
  the	
  small	
  group.	
  

	
  
	
  
	
  

1.	
  	
  	
  What	
  is	
  a	
  budget	
  and	
  what	
  is	
  the	
  purpose	
  of	
  creating	
  one?	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

2.	
  	
  	
   Define	
  each	
  type	
  of	
  expense.	
  Complete	
  the	
  table	
  by	
  recording	
  the	
  expenses	
  you	
  currently	
  have	
  as	
  
a	
  high	
  school	
  student	
  and	
  what	
  you	
  expect	
  to	
  cover	
  as	
  a	
  college	
  student	
  and	
  college	
  graduate.	
  You	
  
can	
  use	
  your	
  handouts	
  from	
  the	
  previous	
  workshops	
  or	
  the	
  cost	
  of	
  attendance	
  information	
  you	
  
brought	
  to	
  fill	
  in	
  the	
  table.	
  

	
  
Expense	
  Type	
   Definition	
   High	
  School	
  

Expenses	
  
College	
  Expenses	
   Post-­‐College	
  

Expenses	
  
Fixed	
   	
   	
   	
   	
  

Flexible	
   	
   	
   	
   	
  

Discretionary	
   	
   	
   	
   	
  

	
  
	
  
	
  
	
  

*Written	
  permission	
  is	
  required	
  if	
  you	
  wish	
  to	
  reproduce	
  GLOW	
  curriculum	
  or	
  materials	
  in	
  any	
  form.*	
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Purpose
The purpose of this lesson is for students to identify their 
current and future expenses as a college student and to 
craft a simple college budget factoring in their college and 
living costs.

Suggested Grade Level:
12

Approximate Time Needed:
30 minutes

Materials and Handouts
College Budget
College Costs

Create a personal budget taking into account your college choice and current spending habits. Use your 
COA information to supplement this budget but personalize it where you can (especially with regard to the 
transportation, personal, and other categories). In some categories, you may select multiple options. Total your 
costs in the right-hand column. 

The College Costs handout outlines the cost of attendance by type of college (2014-15) in Northern California.  
Compare the different college costs.

Student-Facing Instructions

�udgeting ϭϬϯ͕ Part Ϯ: >iĨe Skills - 
College Budget

Teacher Resource

BREAKOUT 2: COLLEGE BUDGET SCENARIO (30 minutes)

TRAINER: Provide directions for “Breakout 2.”
Students have 20 minutes to complete their “College Budget” handout. Students will use a combination of 
their pre-work (print out of the cost of attendance (COA) information) and knowledge about their personal 
spending habits to complete the table. Note: Sample COA information is provided in the student handouts for 
those who did not complete the pre-work.

Teacher Notes

Adapted from the GLOW Foundation Financial Literacy curriculum.
Copyright © 2014 GLOW. All Rights Reserved.
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Teacher Resource

Assessment
Completion of worksheet

Adapted from the GLOW Foundation Financial Literacy curriculum.
Copyright © 2014 GLOW. All Rights Reserved.

Provide an overview of the handout, highlighting the following:
• Expense Categories
• Sections where students can select multiple options (i.e. food, transportation, etc.)
• Sections where students can personalize their budget based on information they know now (i.e. cell 

phone bill, dining out, public transit, personal care, savings, etc.)
• “Cost per Academic Year” column where students total their costs

Students will spend the remaining time (approximately 10 minutes) debriefing with their small group.

MENTOR: Work with your small group to clarify questions or help students think through their budget. This 
thought exercise is designed to get them looking ahead and thinking about how their personal and financial 
situation will change once they graduate high school.

TRAINER: Issue a time check when 10 minutes remain and instruct Mentors to begin debriefing with their small 
group. If no Mentors are present, call the class together to reflect on the exercise.

MENTOR: Use the following questions or your own to debrief:
• What was most helpful/most challenging about this breakout?
• In what ways could you better track your spending to create a more accurate budget? – Encourage 

students to name specific strategies to track their finances
• How did you augment the cost of attendance information to make it relevant to your personal situation?
• What resources are available to you to help you pay for these college costs?

Funding Options
Scholarships: Free money that pays for college-related expenses. Can be awarded based on a variety of criteria 
which varies by scholarship agency.
Grants: Free money that covers your college expenses; awards are based on financial need.
Work Study: Money that is earned from a part-time job on or off campus; based on financial need.
Loans: Borrowed money that is repaid with interest. Prioritize federal loans over private loans as they offer 
fixed interest rates and more flexible repayment schedules.

TRAINER: Issue a two minute time check. Call the class together and lead a 1-2 minute debrief.
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Create a personal budget taking into account your college choice and current spending habits. Use your 
COA information to supplement this budget but personalize it where you can (especially with regard to the 
transportation, personal, and other categories). In some categories, you may select multiple options. Total your 
costs in the right-hand column. 

The College Costs handout outlines the cost of attendance by type of college (2014-15) in Northern California.  
Compare the different college costs.

Instructions

Student Resource

Adapted from the GLOW Foundation Financial Literacy curriculum.
Copyright © 2014 GLOW. All Rights Reserved.
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COLLEGE	
  BUDGET	
  

Directions:	
  Create	
  a	
  personal	
  budget	
  taking	
  into	
  account	
  your	
  college	
  choice	
  and	
  current	
  spending	
  
habits.	
  Use	
  your	
  COA	
  information	
  to	
  supplement	
  this	
  budget	
  but	
  personalize	
  it	
  where	
  you	
  can	
  
(especially	
  with	
  regard	
  to	
  the	
  transportation,	
  personal,	
  and	
  other	
  categories).	
  In	
  some	
  categories,	
  you	
  
may	
  select	
  multiple	
  options.	
  Total	
  your	
  costs	
  in	
  the	
  right-­‐hand	
  column.	
  

	
  
EXPENSE	
  CATEGORY	
   COST	
  PER	
  

ACADEMIC	
  YEAR	
  
EDUCATION	
   TUITION	
  AND	
  FEES	
   $	
  

BOOKS	
  AND	
  SUPPLIES	
   $	
  

HOUSING	
  AND	
  
UTILITIES/BILLS	
  

HOUSING	
  -­‐	
  SELECT	
  ONE:	
  
� Housing:	
  On	
  campus	
  
� Housing:	
  Off	
  campus	
  
� Housing:	
  At	
  home	
  

$	
  

UTILITIES:	
  Electricity,	
  water,	
  cable,	
  internet	
  
(included	
  if	
  living	
  on-­‐campus)	
  

$	
  

PHONE	
  SERVICES:	
  Phone	
  +	
  Service	
   $	
  
FOOD/DINING	
   FOOD	
  –	
  SELECT	
  ALL	
  THAT	
  APPLY	
  

� Meal	
  Plan:	
  $	
  	
  	
   	
  
� Groceries:	
  $	
  	
  	
   	
  
� Dining	
  Out:	
  $	
  	
  	
   	
  

$	
  

TRANSPORTATION	
   TRANSPORTATION	
  –	
  SELECT	
  ALL	
  THAT	
  APPLY	
  
� Public	
  Transportation:	
  $	
  	
  	
   	
  
� Vehicle	
  Payments:	
  $	
  	
  	
   	
  
� Gas:	
  $	
  	
  	
   	
  
� Maintenance:	
  $	
  	
  	
   	
  
� Car	
  Insurance:	
  $	
  	
  	
   	
  
� Parking	
  Permit:	
  $	
  	
  	
   	
  
� Airline	
  Tickets:	
  $	
  	
  	
   	
  

$	
  

HEALTH	
  INSURANCE	
   HEALTH	
  INSURANCE	
  –	
  SELECT	
  ALL	
  THAT	
  APPLY	
  
� Medical/Vision/Dental:	
  $	
  	
  	
   	
  
� Prescriptions/Medication:	
  $	
  	
  	
   	
  

$	
  

PERSONAL	
   PERSONAL	
  CARE	
  (include	
  toiletries,	
  haircuts,	
  personal	
  
shopping)	
  

$	
  

ENTERTAINMENT/RECREATION	
  (include	
  hobbies,	
  going	
  out)	
   $	
  
OTHER	
   DONATING,	
  GIFTS,	
  AND	
  SAVING	
  –	
  SELECT	
  ALL	
  THAT	
  APPLY	
  

� Donations:	
  $	
  	
  	
   	
  
� Gifts:	
  $	
  	
  	
   	
  
� Savings:	
  $	
  	
  	
   	
  

$	
  

TOTAL:	
   $	
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COLLEGE	
  COSTS	
  

	
  
COST	
  OF	
  ATTENDANCE	
  BY	
  TYPE	
  OF	
  COLLEGE	
  (2014-­‐15)	
  –	
  NORTHERN	
  CALIFORNIA	
  

	
  
School	
   Tuition/	
  

Fees	
  
Book	
  and	
  
Supplies	
  

Room/	
  
Board*	
  

Health	
  
Insurance	
  

Transportation	
   Personal	
   Total	
  Cost	
  of	
  
Attendance	
  

Community	
  College:	
  Foothill	
  
College**	
  

$1,500	
   $1,746	
   $11,646	
   n/a	
   $1,278	
   3,132	
   $19,302	
  

SF	
  State	
  University	
  
(In-­‐State	
  Resident)	
  

$6,468	
   $1,826	
   $13,052	
   n/a	
   $1,496	
   $1,364	
   $24,206	
  

SF	
  State	
  University	
  
(Out-­‐of-­‐State	
  Resident)***	
  

$15,396	
   $1,826	
   $13,052	
   n/a	
   $1,496	
   $1,364	
   $32,756	
  

UC	
  Santa	
  Cruz	
  
(In-­‐State	
  Resident)	
  

$13,398	
   $1,440	
   $14,730	
   $2,415	
   $573	
   $1,800	
   $34,356	
  

UC	
  Santa	
  Cruz	
  
(Out-­‐of-­‐State	
  Resident)	
  

$36,276	
   $1,440	
   $14,730	
   $2,415	
   $573	
   $1,800	
   $57,234	
  

Santa	
  Clara	
  University	
  (Private)	
   $43,812	
   $1,746	
   $12,921	
   n/a	
   $864	
   $2,295	
   $61,638	
  
	
  

*	
  Assumes	
  students	
  are	
  living	
  on	
  campus	
  for	
  four-­‐year	
  schools	
  and	
  near	
  campus	
  for	
  community	
  colleges.	
  
Students	
  are	
  not	
  living	
  at	
  home	
  and	
  commuting.	
  
**	
  Non-­‐residents	
  are	
  charged	
  an	
  additional	
  $144.00	
  per	
  unit	
  per	
  quarter.	
  
***	
  Assumes	
  students	
  are	
  taking	
  12	
  units/semester	
  at	
  an	
  additional	
  $372	
  per	
  unit	
  plus	
  the	
  in-­‐state	
  
tuition	
  and	
  fee	
  rates.	
  

	
  
	
  
	
  

COST	
  OF	
  ATTENDANCE	
  FOR	
  CALIFORNIA	
  RESIDENTS	
  (2014-­‐15)	
  –	
  SOUTHERN	
  CALIFORNIA	
  
	
  

Type	
  of	
  School	
   Tuition/	
  
Fees	
  

Book	
  and	
  
Supplies	
  

Room/	
  
Board*	
  

Health	
  
Insurance	
  

Transportation	
   Personal/	
  
Misc.	
  

Total	
  Cost	
  of	
  
Attendance	
  

Community	
  College:	
  East	
  Los	
  
Angeles	
  College	
  (2013-­‐14)	
  

$1,220	
   $1,710	
   $11,268	
   n/a	
   $1,323	
   $2,844	
   $18,365	
  

Cal	
  State	
  L.A.	
  
(In-­‐State	
  Resident)	
  

$6,343	
   $1,809	
   $12,627	
   n/a	
   $1,389	
   $1,365	
   $23,533	
  

Cal	
  State	
  L.A.	
  
(Out-­‐of-­‐State	
  Resident)	
  

$15,271	
   $1,809	
   $12,627	
   n/a	
   $1,389	
   $1,365	
   $32,461	
  

UCLA	
  (In-­‐State	
  Resident)	
   $12,862	
   $1,599	
   $14,571	
   $1,938	
   $585	
   $1,638	
   $	
  33,193	
  
UCLA	
  
(Out-­‐of-­‐State	
  Resident)	
  

$35,740	
   $1,599	
   $14,571	
   $1,938	
   $585	
   $1,638	
   $56,071	
  

University	
  of	
  Southern	
  
California	
  (Private)**	
  

$48,347	
   $1,500	
   $13,334	
   n/a	
   $580	
   $1,000	
   $64,761	
  

	
  
*Assumes	
  students	
  are	
  living	
  on	
  campus	
  for	
  four-­‐year	
  schools	
  and	
  near	
  campus	
  for	
  community	
  colleges.	
  
Students	
  are	
  not	
  living	
  at	
  home	
  and	
  commuting.	
  

	
  
	
  
	
  

*Written	
  permission	
  is	
  required	
  if	
  you	
  wish	
  to	
  reproduce	
  GLOW	
  curriculum	
  or	
  materials	
  in	
  any	
  form.*	
  
	
  

Budgeting	
  103:	
  College	
  Budget	
  
Last	
  Modified:	
  09	
  03	
  2014	
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Purpose
In this lesson, students reflect upon their current and 
future expenses as a college student.

Suggested Grade Level:
12

Approximate Time Needed:
5 minutes

Materials and Handouts
Student Reflections

Reflect on what you have learned about in the workshop, including the most helpful pieces of information and 
what you plan to do with the information you now have.

• Write a one-page reflection in which you address the following questions:
• What information resonated with you about today’s workshop?
• What information was new to you?
• What information was most helpful to learn about? Why?
• What knowledge can you pass on or share with family members?
• What next steps can you take based on what you learned?

Student-Facing Instructions

�udgeting ϭϬϯ͕ Part ϯ: 
Student Reflection

Teacher Resource

This lesson is 3rd in a 3-lesson series called Budgeting 103.

Teacher Notes

Adapted from the GLOW Foundation Financial Literacy curriculum.
Copyright © 2014 GLOW. All Rights Reserved.
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Teacher Resource

Formative Assessment
Experience/Understanding reflection aligned to quality criteria:

Student Learning Outcomes assessed in this task:
• Review prior learning for a broader perspective about educational or life events
• Sets relevant, realistic, and challenging goals and develops a comprehensive plan for achieving those 

goals 

Optional Student Learning Outcomes:
• Skillfully uses written language to convey ideas and understanding
• Demonstrates command of standard English conventions

Adapted from the GLOW Foundation Financial Literacy curriculum.
Copyright © 2014 GLOW. All Rights Reserved.
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Reflect on what you have learned about in the workshop, including the most helpful pieces of information and 
what you plan to do with the information you now have.

• Write a one-page reflection in which you address the following questions:
• What information resonated with you about today’s workshop?
• What information was new to you?
• What information was most helpful to learn about? Why?
• What knowledge can you pass on or share with family members?
• What next steps can you take based on what you learned?

Instructions

Student Resource

Adapted from the GLOW Foundation Financial Literacy curriculum.
Copyright © 2014 GLOW. All Rights Reserved.
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STUDENT	
  REFLECTION	
  

	
  
In	
  today’s	
  workshop,	
  I	
  learned	
  about:	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
The	
  most	
  helpful	
  piece	
  of	
  information	
  I	
  learned	
  was:	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
After	
  today’s	
  workshop,	
  I	
  plan	
  to:	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

HOMEWORK	
   PRE-­‐WORK	
  FOR	
  WORKSHOP	
  ON:	
  

Share	
  the	
  budget	
  you	
  began	
  working	
  on	
  with	
  your	
  
parent(s)/family.	
  

	
  

	
  
*Written	
  permission	
  is	
  required	
  if	
  you	
  wish	
  to	
  reproduce	
  GLOW	
  curriculum	
  or	
  materials	
  in	
  any	
  form.*	
  

	
  
Budgeting	
  103:	
  College	
  Budget	
  

Last	
  Modified:	
  09	
  03	
  2014	
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Purpose
The purpose of this lesson is for students to increase 
their familiarity and knowledge of Excel and complete an 
expense table for one college.

Suggested Grade Level:
12

Approximate Time Needed:
40 minutes

Materials and Handouts
Personal Budget How To Guide
Building Your Budget Funding Section
Intro to Microsoft Excel
Budgeting 202 2014 15 Personal Budgeting Analysis

Complete this budget line-by-line, thinking about your current financial situation and your situation next 
year once you are enrolled in college. While some of the numbers may be estimates, do your best to report 
honest and realistic figures. If the expense or income item does not apply to you, enter “N/A.” A good place 
to start researching these college costs is to look at your college websites, but always keep in mind that the 
numbers posted there are AVERAGES of the students who are currently enrolled in that university. Log in any 
costs you have, even if they will be covered by your parents or family. You can offset those costs in the “Parent 
Contribution” section of the budget. You can also use your financial aid award letter (if applicable) to complete 
some of the income sections. Your financial gap will automatically be calculated by Excel at the bottom of this 
worksheet (Expense total - Income total).

This worksheet will not only determine your financial gap, but will also help you better understand your 
financial situation. Remember, this is a PERSONAL financial budget so your figures should reflect your own 
personal and financial circumstances. 

Student-Facing Instructions

�udgeting ϮϬϮ: College Eǆpenses -  
Personal Budget How-To Guide

Teacher Resource

Assessment
Completion of Budget Spreadsheet & Description Section

This lesson is a first step in creating a completed budget in Budgeting 203.

Teacher Notes

Adapted from the GLOW Foundation Financial Literacy curriculum.
Copyright © 2014 GLOW. All Rights Reserved.
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Complete this budget line-by-line, thinking about your current financial situation and your situation next 
year once you are enrolled in college. While some of the numbers may be estimates, do your best to report 
honest and realistic figures. If the expense or income item does not apply to you, enter “N/A.” A good place 
to start researching these college costs is to look at your college websites, but always keep in mind that the 
numbers posted there are AVERAGES of the students who are currently enrolled in that university. Log in any 
costs you have, even if they will be covered by your parents or family. You can offset those costs in the “Parent 
Contribution” section of the budget. You can also use your financial aid award letter (if applicable) to complete 
some of the income sections. Your financial gap will automatically be calculated by Excel at the bottom of this 
worksheet (Expense total - Income total).

This worksheet will not only determine your financial gap, but will also help you better understand your 
financial situation. Remember, this is a PERSONAL financial budget so your figures should reflect your own 
personal and financial circumstances. 

Instructions

Student Resource

Adapted from the GLOW Foundation Financial Literacy curriculum.
Copyright © 2014 GLOW. All Rights Reserved.
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WRITTEN	
  PERMISSION	
  IS	
  REQUIRED	
  IF	
  YOU	
  WISH	
  TO	
  REPRODUCE	
  GLOW	
  CURRICULUM	
  OR	
  MATERIALS	
  IN	
  ANY	
  FORM	
  

Budgeting	
  201:	
  Budgeting	
  with	
  Excel	
  
Last	
  Modified:	
  10	
  31	
  2014	
  

	
  

	
  

	
  

PERSONAL	
  BUDGET:	
  “HOW	
  TO”	
  GUIDE	
  
	
  

FINANCIAL	
  GAP	
  ANALYSIS	
  (RED	
  TAB):	
  This	
  tab	
  compares	
  the	
  financial	
  gap	
  for	
  each	
  budget	
  created,	
  
allowing	
  you	
  to	
  view	
  your	
  schools	
  side-­‐by-­‐side	
  and	
  assess	
  the	
  amount	
  needed	
  to	
  attend	
  each	
  college.	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐	
  
PERSONAL	
  BUDGET	
  FOR	
  COLLEGES	
  1-­‐4	
  (GREEN	
  TABS):	
  Four	
  blank	
  budget	
  spreadsheets	
  are	
  available	
  for	
  
you.	
  You	
  must	
  complete	
  the	
  “College	
  1”	
  and	
  “College	
  2”	
  spreadsheets	
  for	
  a	
  minimum	
  of	
  two	
  budgets.	
  

	
  
College	
   Description	
  

College	
  1	
   Create	
  a	
  budget	
  for	
  the	
  school	
  you	
  most	
  want	
  to	
  attend	
  
College	
  2	
   Create	
  a	
  budget	
  for	
  the	
  school	
  you	
  can	
  most	
  easily	
  afford	
  (Target:	
  Financial	
  gap	
  of	
  

$2000	
  or	
  less)	
  
College	
  3	
  and	
  4	
   Create	
  budgets	
  for	
  other	
  schools	
  you	
  are	
  interested	
  in.	
  Consider	
  listing	
  state	
  

schools,	
  private	
  and	
  out-­‐of-­‐state	
  schools,	
  and	
  two-­‐year	
  community	
  colleges.	
  
	
  

BUILDING	
  YOUR	
  BUDGET	
  –	
  	
  “EX	
  PEN	
  SE”	
  	
  SECT	
  I	
  ON	
  :	
  	
  
1.	
  	
  	
   Read	
  the	
  instructions	
  (also	
  located	
  in	
  row	
  one	
  of	
  each	
  budget	
  spreadsheet):	
  

	
  
Instructions:	
  Complete	
  this	
  budget	
  line-­‐by-­‐line,	
  thinking	
  about	
  your	
  current	
  financial	
  situation	
  and	
  your	
  
situation	
  next	
  year	
  once	
  you	
  are	
  enrolled	
  in	
  college.	
  While	
  some	
  of	
  the	
  numbers	
  may	
  be	
  estimates,	
  do	
  
your	
  best	
  to	
  report	
  honest	
  and	
  realistic	
  figures.	
  If	
  the	
  expense	
  or	
  income	
  item	
  does	
  not	
  apply	
  to	
  you,	
  
enter	
  “N/A.”	
  A	
  good	
  place	
  to	
  start	
  researching	
  these	
  college	
  costs	
  is	
  to	
  look	
  at	
  your	
  college	
  websites,	
  but	
  
always	
  keep	
  in	
  mind	
  that	
  the	
  numbers	
  posted	
  there	
  are	
  AVERAGES	
  of	
  the	
  students	
  who	
  are	
  currently	
  
enrolled	
  in	
  that	
  university.	
  Log	
  in	
  any	
  costs	
  you	
  have,	
  even	
  if	
  they	
  will	
  be	
  covered	
  by	
  your	
  parents	
  or	
  
family.	
  You	
  can	
  offset	
  those	
  costs	
  in	
  the	
  "Parent	
  Contribution"	
  section	
  of	
  the	
  budget.	
  You	
  can	
  also	
  use	
  
your	
  financial	
  aid	
  award	
  letter	
  (if	
  applicable)	
  to	
  complete	
  some	
  of	
  the	
  income	
  sections.	
  Your	
  financial	
  
gap	
  will	
  automatically	
  be	
  calculated	
  by	
  Excel	
  at	
  the	
  bottom	
  of	
  this	
  worksheet	
  (Expense	
  total	
  -­‐	
  Income	
  
total).	
  

	
  
This	
  worksheet	
  will	
  not	
  only	
  determine	
  your	
  financial	
  gap,	
  but	
  will	
  also	
  help	
  you	
  better	
  understand	
  your	
  
financial	
  situation.	
   Remember,	
  this	
  is	
  a	
  PERSONAL	
  financial	
  budget	
  so	
  your	
  figures	
  should	
  reflect	
  your	
  
own	
  personal	
  and	
  financial	
  circumstances.	
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Budgeting	
  201:	
  Budgeting	
  with	
  Excel	
  
Last	
  Modified:	
  10	
  31	
  2014	
  

	
  

	
  

	
  

2.	
  	
  	
   Enter	
  .our	
  college	
  name	
  in	
  cell	
  B2	
  (column	
  B,	
  row	
  2).	
  
	
  

3.	
  	
  	
   Decide	
  if	
  .our	
  school	
  operates	
  on	
  a	
  semester	
  or	
  &uarter	
  schedule.	
  Delete	
  column	
  C	
  or	
  D	
  for	
  
whichever	
  does	
  not	
  apply.	
  (To	
  delete	
  a	
  column:	
  Move	
  your	
  mouse	
  over	
  the	
  column	
  you	
  wish	
  to	
  
remove	
  8	
  they	
  are	
  lettered	
  at	
  the	
  top	
  of	
  the	
  spreadsheet.	
  The	
  icon	
  is	
  an	
  arrow	
  pointing	
  downward.	
  
Right	
  click	
  on	
  the	
  column	
  you	
  wish	
  to	
  delete	
  and	
  select	
  “Delete.”)	
  

	
  
4.	
  	
  	
   Complete	
  the	
  “E-pense”	
  section	
  of	
  the	
  budget	
  (rows	
  4-­‐44).	
  Note	
  the	
  headers	
  for	
  this	
  section:	
  

 
	
  

	
  
Column	
  Headers	
   Description	
  

Column	
  A:	
  E-penses	
   Lists	
  various	
  expenses	
  associated	
  with	
  attending	
  college	
  and	
  living	
  on	
  your	
  own.	
  These	
  
are	
  listed	
  by	
  category	
  (e.g.	
  housing/rent,	
  meal	
  plan/food,	
  transportation)	
  

Column	
  B:	
  B.	
  Academic	
  Year	
   List	
  the	
  cost	
  for	
  each	
  expense	
  item	
  by	
  year.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  
semester/	
  'uarter	
  or	
  monthly	
  figure	
  to	
  calculate	
  this.	
  Remember,	
  an	
  academic	
  year	
  is	
  
typically	
  H-­‐10	
  months.	
  

Column	
  C:	
  B.	
  Semester	
   List	
  the	
  cost	
  for	
  each	
  expense	
  by	
  semester.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  academic	
  
year	
  or	
  monthly	
  figures	
  to	
  calculate	
  this.	
  

Column	
  D:	
  B.	
  �uarter	
   List	
  the	
  cost	
  for	
  each	
  expense	
  by	
  'uarter.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  academic	
  
year	
  or	
  monthly	
  figures	
  to	
  calculate	
  this.	
  

Column	
  E:	
  B.	
  �onth	
   List	
  the	
  cost	
  for	
  each	
  expense	
  by	
  month.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  academic	
  
year	
  or	
  semester/'uarter	
  figures	
  to	
  calculate	
  this.	
  

Column	
  F:	
  T.pe	
  of	
  E-pense	
   Categori0e	
  each	
  expense	
  as	
  “fixed,”	
  flexible,”	
  or	
  “discretionary.”	
  

Column	
  G:	
  Description	
   Provide	
  a	
  detailed	
  description	
  of	
  how	
  you	
  calculated	
  your	
  expenses.	
  The	
  goal	
  of	
  this	
  
exercise	
  is	
  to	
  create	
  a	
  budget	
  that	
  can	
  stand	
  alone	
  and	
  this	
  column	
  allows	
  you	
  to	
  explain	
  
how	
  you	
  came	
  up	
  with	
  the	
  figures	
  listed	
  and	
  prove	
  that	
  they	
  are	
  not	
  arbitrary	
  numbers.	
  

	
  
6NOTE:	
  Each	
  expense	
  category	
  can	
  be	
  expanded	
  and	
  collapsed	
  via	
  the	
  (I)	
  and	
  (-­‐)	
  icons	
  located	
  on	
  the	
  
left	
  side	
  of	
  the	
  spreadsheet.	
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Budgeting	
  201:	
  Budgeting	
  with	
  Excel	
  
Last	
  Modified:	
  10	
  31	
  2014	
  

	
  

	
  

	
  

	
  
E.	
  	
  	
   Enter	
  Your	
  E-penses:	
  Your	
  final	
  budget	
  should	
  use	
  numbers	
  that	
  are	
  as	
  realistic	
  for	
  your	
  personal	
  

situation	
  as	
  possible.	
  
	
  

 
	
  

;NOTE:	
  Any	
  cell	
  with	
  a	
  red	
  triangle	
  in	
  the	
  top	
  right-­‐hand	
  corner	
  contains	
  a	
  comment.	
  Comments	
  provide	
  
further	
  explanation	
  of	
  the	
  line	
  item	
  8	
  read	
  these	
  carefully	
  as	
  you	
  complete	
  the	
  appropriate	
  cell.	
  

	
  

 
	
  
	
  
	
  

F.	
  	
  	
   Use	
  Formulas:	
  Where	
  appropriate,	
  use	
  formulas	
  to	
  calculate	
  the	
  monthly,	
  'uarter/semester,	
  or	
  
academic	
  year	
  numbers.	
  ��	
  
��	
  �
�	
  �	
  ����������	
  ��	
  ��	
  ���
	
  	���.	
  See	
  the	
  “Intro	
  to	
  
Microsoft	
  Excel”	
  handout	
  to	
  get	
  more	
  information	
  on	
  formulas.	
  

	
  

 
	
  
	
  
	
  

G.	
  	
  	
   Re+iew	
  Your	
  E-pense	
  Total:	
  As	
  you	
  enter	
  numbers	
  into	
  the	
  spreadsheet,	
  your	
  expense	
  total	
  is	
  
calculated	
  in	
  row	
  44.	
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  Excel	
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  10	
  31	
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BUILDING	
  YOUR	
  BUDGET	
  –	
  	
  “FUN	
  DI	
  NG	
  ”	
  	
  SEC	
  TI	
  ON	
  :	
  	
  
1.	
  	
  	
   Proceed	
  to	
  the	
  “Income”	
  section	
  of	
  the	
  budget	
  (rows	
  46-­‐80).	
  Note	
  the	
  headers	
  for	
  this	
  section:	
  

	
  

 
	
  

Column	
  Headers	
   Description	
  
Column	
  A:	
  Secured	
  Funding	
   List	
  the	
  funding	
  sources	
  you	
  have	
  secured	
  to	
  pay	
  for	
  your	
  college	
  education.	
  The	
  

categories	
  include	
  scholarships,	
  grants,	
  income	
  sources,	
  savings/parent	
  support,	
  and	
  
loans.	
  

Column	
  B:	
  By	
  Academic	
  Year	
   List	
  the	
  value	
  of	
  the	
  funding	
  by	
  academic	
  year.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  
semester/quarter	
  or	
  monthly	
  figures	
  to	
  calculate	
  this.	
  Remember,	
  an	
  academic	
  year	
  is	
  
typically	
  9-­‐10	
  months.	
  

Column	
  C:	
  By	
  Semester	
   List	
  the	
  cost	
  for	
  each	
  expense	
  by	
  semester.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  academic	
  
year	
  or	
  monthly	
  figures	
  to	
  calculate	
  this.	
  

Column	
  D:	
  By	
  Quarter	
   List	
  the	
  cost	
  for	
  each	
  expense	
  by	
  quarter.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  academic	
  
year	
  or	
  monthly	
  figures	
  to	
  calculate	
  this.	
  

Column	
  E:	
  By	
  Month	
   List	
  the	
  cost	
  for	
  each	
  expense	
  by	
  month.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  academic	
  
year	
  or	
  semester/quarter	
  figures	
  to	
  calculate	
  this.	
  

	
  
*NOTE:	
  Each	
  funding	
  category	
  can	
  be	
  expanded	
  and	
  collapsed	
  via	
  the	
  (+)	
  and	
  (-­‐)	
  icons	
  located	
  on	
  the	
  left	
  
side	
  of	
  the	
  spreadsheet.	
  

	
  
2.	
  	
  	
   Enter	
  any	
  Secured	
  Funding	
  Amounts:	
  Information	
  you	
  enter	
  on	
  this	
  table	
  should	
  already	
  be	
  secured	
  

or	
  offered	
  to	
  you	
  in	
  the	
  form	
  of	
  an	
  award	
  or	
  scholarship	
  letter.	
  Talk	
  with	
  your	
  parent(s)/family	
  to	
  
assess	
  if	
  they	
  are	
  able	
  to	
  support	
  any	
  of	
  your	
  college	
  costs.	
  Think	
  broadly	
  –	
  this	
  could	
  include	
  money	
  
your	
  family	
  will	
  pay	
  directly	
  to	
  the	
  college	
  or	
  any	
  expenses	
  they	
  will	
  cover	
  (e.g.	
  car	
  or	
  health	
  
insurance,	
  cell	
  phone	
  bill,	
  food,	
  etc.)	
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  10	
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3.	
  	
  	
   Use	
  Formulas:	
  Where	
  appropriate,	
  use	
  formulas	
  to	
  calculate	
  the	
  monthly,	
  quarter/semester,	
  or	
  

academic	
  year	
  numbers.	
  DO	
  NOT	
  USE	
  A	
  CALCULATOR	
  TO	
  DO	
  THIS	
  MATH.	
  See	
  the	
  4Intro	
  to	
  
Microsoft	
  Excel5	
  handout	
  to	
  get	
  more	
  information	
  on	
  formulas.	
  

	
  

 
	
  
4.	
  	
  	
   Re(iew	
  Your	
  Income	
  Total:	
  As	
  you	
  enter	
  numbers	
  into	
  the	
  spreadsheet,	
  your	
  income	
  total	
  is	
  

calculated.	
  Row	
  70	
  provides	
  the	
  income	
  total	
  for	
  all	
  funding	
  secured,	
  excluding	
  loans.	
  Row	
  80	
  
provides	
  the	
  income	
  total	
  for	
  all	
  funding	
  secured,	
  including	
  loans.	
  

	
  

 
	
  

 
	
  
	
  
	
  
BUILDING	
  YOUR	
  BUDGET	
  –	
  	
  “FINAN	
  CI	
  AL	
  	
  GAP	
  ”	
  	
  SEC	
  TI	
  ON	
  :	
  	
  
1.	
  	
  	
   The	
  last	
  section	
  of	
  the	
  budget	
  is	
  the	
  financial	
  gap	
  table	
  located	
  at	
  the	
  bottom	
  of	
  the	
  spreadsheet	
  

(rows	
  B2-­‐BA).	
  Your	
  financial	
  gap	
  is	
  automatically	
  calculated	
  by	
  subtracting	
  your	
  income	
  total	
  from	
  
your	
  expense	
  total.	
  This	
  figure	
  will	
  be	
  reported	
  by	
  academic	
  year,	
  semester/quarter,	
  and	
  month.	
  
Remember,	
  your	
  financial	
  gap	
  refers	
  to	
  additional	
  money	
  needed	
  in	
  order	
  to	
  cover	
  that	
  specific	
  
college3s	
  costs.	
  

	
  

 
	
  
2.	
  	
  	
   The	
  gap	
  total	
  is	
  linked	
  to	
  the	
  4Financial	
  Gap	
  Analysis5	
  tab	
  so	
  you	
  are	
  able	
  to	
  compare	
  your	
  financial	
  

gap	
  from	
  each	
  college	
  side-­‐by-­‐side.	
  

-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐	
  

SAMPLE	
  BUDGET	
  (BLUE	
  TAB):	
  The	
  last	
  spreadsheet	
  in	
  this	
  file	
  is	
  a	
  sample	
  budget	
  for	
  UC	
  Santa	
  Cru/.	
  This	
  
gives	
  you	
  a	
  rough	
  idea	
  of	
  the	
  level	
  of	
  detail	
  you	
  should	
  have	
  for	
  your	
  own	
  budgets.	
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INTRO	
  TO	
  MICROSOFT	
  EXCEL	
  

	
  
	
  

What	
  is	
  Microsoft	
  Excel?	
  
Microsoft	
  Excel	
  is	
  a	
  program	
  that	
  stores,	
  sorts,	
  and	
  analyzes	
  data.	
  By	
  entering	
  data	
  into	
  this	
  spreadsheet,	
  
you	
  can	
  do	
  calculations,	
  make	
  graphs,	
  and	
  perform	
  other	
  data	
  analysis	
  operations.	
  For	
  our	
  purposes,	
  we	
  
are	
  using	
  Excel	
  to	
  create	
  a	
  budget.	
  It	
  will	
  be	
  particularly	
  helpful	
  in	
  calculating	
  numbers	
  quickly	
  and	
  will	
  
perform	
  these	
  calculations	
  for	
  you	
  once	
  you	
  enter	
  in	
  the	
  appropriate	
  formula.	
  

	
  
	
  
	
  

HOW	
  TO:	
  
� Enter	
  Data:	
  The	
  budget	
  is	
  pre-­‐formatted	
  so	
  you	
  can	
  begin	
  entering	
  your	
  data	
  in	
  the	
  cells	
  (the	
  grid-­‐	
  

like	
  boxes	
  that	
  make	
  up	
  the	
  spreadsheet).	
  The	
  numerical	
  data	
  you	
  enter	
  will	
  be	
  formatted	
  as	
  
currency	
  and	
  a	
  running	
  total	
  of	
  your	
  expenses,	
  income,	
  and	
  financial	
  gap	
  will	
  be	
  calculated	
  as	
  you	
  
enter	
  data.	
  

� Adjust	
  the	
  Row	
  Height:	
  If	
  you	
  need	
  more	
  space	
  in	
  any	
  of	
  the	
  cells,	
  especially	
  for	
  your	
  explanations,	
  
move	
  your	
  mouse	
  to	
  the	
  left-­‐side	
  of	
  the	
  spreadsheet.	
  Each	
  row	
  is	
  numbered	
  –	
  hold	
  your	
  mouse	
  over	
  
the	
  row	
  you	
  want	
  to	
  extend	
  and	
  an	
  icon	
  will	
  appear	
  (the	
  symbol	
  is	
  a	
  dash	
  with	
  an	
  arrow	
  pointing	
  up	
  
and	
  an	
  arrow	
  pointing	
  down).	
  Click	
  and	
  slide	
  your	
  mouse	
  up	
  or	
  down	
  to	
  adjust	
  the	
  height.	
  

� Delete	
  Columns:	
  Move	
  your	
  mouse	
  over	
  the	
  column	
  you	
  wish	
  to	
  delete	
  –	
  they	
  are	
  lettered	
  at	
  the	
  top	
  
of	
  the	
  spreadsheet.	
  The	
  icon	
  is	
  an	
  arrow	
  pointing	
  downward.	
  Right	
  click	
  on	
  the	
  column	
  you	
  wish	
  to	
  
delete	
  and	
  select	
  “Delete.”	
  

� Copy	
  and	
  Paste:	
  Like	
  Microsoft	
  Word,	
  you	
  can	
  copy	
  data	
  by	
  highlighting	
  the	
  appropriate	
  data	
  and	
  
holding	
  down	
  the	
  “control”	
  and	
  “c”	
  key	
  at	
  the	
  same	
  time.	
  To	
  paste,	
  select	
  the	
  cell	
  you	
  want	
  to	
  place	
  
your	
  data	
  in	
  and	
  hold	
  down	
  the	
  “control”	
  and	
  “v”	
  key	
  at	
  the	
  same	
  time.	
  This	
  may	
  be	
  helpful	
  for	
  your	
  
“Type	
  of	
  Expense”	
  column.	
  

� Use	
  Formulas:	
  With	
  formulas,	
  you	
  don’t	
  need	
  to	
  do	
  any	
  calculations;	
  the	
  program	
  does	
  it	
  all	
  for	
  you!	
  
Simply	
  click	
  in	
  the	
  appropriate	
  cell	
  and	
  enter	
  the	
  formula.	
  See	
  the	
  sample	
  below:	
  

	
  
SAMPLE	
  SPREADSHEET:	
   	
  

A	
   B	
   C	
  
1	
   1	
   3	
   7	
  
2	
   4	
   1	
   4	
  
3	
   5	
   2	
   3	
  
4	
   3	
   1	
   4	
  
5	
   3	
   1	
   9	
  

	
  
Math	
  Function	
   Formula	
   Example	
   Sample	
  Answer	
  

Multiplication	
   =(click	
  on	
  cell)*(value)	
   =(C3)*9	
   =(3)*9	
  à27	
  

Division	
   =(click	
  on	
  cell)/(value)	
   =(C5)/9	
   =(9)/9	
  à1	
  

Addition	
   To	
  add	
  2	
  cells:	
  =sum(click	
  on	
  cell	
  1,	
  click	
  on	
  cell	
  2)	
  
To	
  add	
  a	
  range	
  of	
  cells	
  in	
  a	
  row	
  or	
  column:	
  
=sum(highlight	
  cells	
  in	
  row	
  or	
  column)	
  

=sum	
  (B1,B3)	
  
=sum(B1:B5)	
  

=sum(3,2)	
  à5	
  
=sum(3:1)	
  à8	
  

Subtraction	
   =(cell1)-­‐(cell2)	
   =(A3)-­‐(A1)	
   =(5)-­‐(1)	
  à4	
  
	
  
	
  

WRITTEN	
  PERMISSION	
  IS	
  REQUIRED	
  IF	
  YOU	
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Purpose
The purpose of this lesson is for students to continue 
building their familiarity and knowledge of Excel and 
complete the funding table for one college.

Suggested Grade Level:
12

Approximate Time Needed:
40 minutes

Materials and Handouts
Personal Budget How To Guide
Building Your Budget Funding Section
Intro to Microsoft Excel
Budgeting 202 2014 15 Personal Budgeting Analysis

Complete this budget line-by-line, thinking about your current financial situation and your situation next 
year once you are enrolled in college. While some of the numbers may be estimates, do your best to report 
honest and realistic figures. If the expense or income item does not apply to you, enter “N/A.” A good place 
to start researching these college costs is to look at your college websites, but always keep in mind that the 
numbers posted there are AVERAGES of the students who are currently enrolled in that university. Log in any 
costs you have, even if they will be covered by your parents or family. You can offset those costs in the “Parent 
Contribution” section of the budget. You can also use your financial aid award letter (if applicable) to complete 
some of the income sections. Your financial gap will automatically be calculated by Excel at the bottom of this 
worksheet (Expense total - Income total). 

This worksheet will not only determine your financial gap, but will also help you better understand your 
financial situation. Remember, this is a PERSONAL financial budget so your figures should reflect your own 
personal and financial circumstances.

Student-Facing Instructions

Unit Culminating Task: 
�udgeting ϮϬϯ: College Funding - Personal �udget 

How-To Guide

Teacher Resource

Unit Culminating Task Prerequisites: Three “Budgeting 103” lessons and “Budgeting 202: College Expenses - 
Personal Budget How-To Guide”

Teacher Notes

Curriculum developed in partnership with Danielle Johnson, Gateway High School, San Francisco, and adapted from the GLOW 
Foundation Financial Literacy curriculum. Copyright © 2014 GLOW. All Rights Reserved.
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Assessment
Culminating Assessment: Budget Spreadsheet & Description as rationale assessed against aligned rubric:

Student Learning Outcomes assessed in this task:
• Apply mathematical reasoning/procedures in an accurate and complete manner
• Identifies multiple plausible approaches to solving a problem, and weighs the effectiveness of these 

approaches

Teacher Resource

Curriculum developed in partnership with Danielle Johnson, Gateway High School, San Francisco, and adapted from the GLOW 
Foundation Financial Literacy curriculum. Copyright © 2014 GLOW. All Rights Reserved.
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Complete this budget line-by-line, thinking about your current financial situation and your situation next 
year once you are enrolled in college. While some of the numbers may be estimates, do your best to report 
honest and realistic figures. If the expense or income item does not apply to you, enter “N/A.” A good place 
to start researching these college costs is to look at your college websites, but always keep in mind that the 
numbers posted there are AVERAGES of the students who are currently enrolled in that university. Log in any 
costs you have, even if they will be covered by your parents or family. You can offset those costs in the “Parent 
Contribution” section of the budget. You can also use your financial aid award letter (if applicable) to complete 
some of the income sections. Your financial gap will automatically be calculated by Excel at the bottom of this 
worksheet (Expense total - Income total). 

This worksheet will not only determine your financial gap, but will also help you better understand your 
financial situation. Remember, this is a PERSONAL financial budget so your figures should reflect your own 
personal and financial circumstances.

Instructions

Student Resource

Curriculum developed in partnership with Danielle Johnson, Gateway High School, San Francisco, and adapted from the GLOW 
Foundation Financial Literacy curriculum. Copyright © 2014 GLOW. All Rights Reserved.
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WRITTEN	
  PERMISSION	
  IS	
  REQUIRED	
  IF	
  YOU	
  WISH	
  TO	
  REPRODUCE	
  GLOW	
  CURRICULUM	
  OR	
  MATERIALS	
  IN	
  ANY	
  FORM	
  

Budgeting	
  201:	
  Budgeting	
  with	
  Excel	
  
Last	
  Modified:	
  10	
  31	
  2014	
  

	
  

	
  

	
  

PERSONAL	
  BUDGET:	
  “HOW	
  TO”	
  GUIDE	
  
	
  

FINANCIAL	
  GAP	
  ANALYSIS	
  (RED	
  TAB):	
  This	
  tab	
  compares	
  the	
  financial	
  gap	
  for	
  each	
  budget	
  created,	
  
allowing	
  you	
  to	
  view	
  your	
  schools	
  side-­‐by-­‐side	
  and	
  assess	
  the	
  amount	
  needed	
  to	
  attend	
  each	
  college.	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐	
  
PERSONAL	
  BUDGET	
  FOR	
  COLLEGES	
  1-­‐4	
  (GREEN	
  TABS):	
  Four	
  blank	
  budget	
  spreadsheets	
  are	
  available	
  for	
  
you.	
  You	
  must	
  complete	
  the	
  “College	
  1”	
  and	
  “College	
  2”	
  spreadsheets	
  for	
  a	
  minimum	
  of	
  two	
  budgets.	
  

	
  
College	
   Description	
  

College	
  1	
   Create	
  a	
  budget	
  for	
  the	
  school	
  you	
  most	
  want	
  to	
  attend	
  
College	
  2	
   Create	
  a	
  budget	
  for	
  the	
  school	
  you	
  can	
  most	
  easily	
  afford	
  (Target:	
  Financial	
  gap	
  of	
  

$2000	
  or	
  less)	
  
College	
  3	
  and	
  4	
   Create	
  budgets	
  for	
  other	
  schools	
  you	
  are	
  interested	
  in.	
  Consider	
  listing	
  state	
  

schools,	
  private	
  and	
  out-­‐of-­‐state	
  schools,	
  and	
  two-­‐year	
  community	
  colleges.	
  
	
  

BUILDING	
  YOUR	
  BUDGET	
  –	
  	
  “EX	
  PEN	
  SE”	
  	
  SECT	
  I	
  ON	
  :	
  	
  
1.	
  	
  	
   Read	
  the	
  instructions	
  (also	
  located	
  in	
  row	
  one	
  of	
  each	
  budget	
  spreadsheet):	
  

	
  
Instructions:	
  Complete	
  this	
  budget	
  line-­‐by-­‐line,	
  thinking	
  about	
  your	
  current	
  financial	
  situation	
  and	
  your	
  
situation	
  next	
  year	
  once	
  you	
  are	
  enrolled	
  in	
  college.	
  While	
  some	
  of	
  the	
  numbers	
  may	
  be	
  estimates,	
  do	
  
your	
  best	
  to	
  report	
  honest	
  and	
  realistic	
  figures.	
  If	
  the	
  expense	
  or	
  income	
  item	
  does	
  not	
  apply	
  to	
  you,	
  
enter	
  “N/A.”	
  A	
  good	
  place	
  to	
  start	
  researching	
  these	
  college	
  costs	
  is	
  to	
  look	
  at	
  your	
  college	
  websites,	
  but	
  
always	
  keep	
  in	
  mind	
  that	
  the	
  numbers	
  posted	
  there	
  are	
  AVERAGES	
  of	
  the	
  students	
  who	
  are	
  currently	
  
enrolled	
  in	
  that	
  university.	
  Log	
  in	
  any	
  costs	
  you	
  have,	
  even	
  if	
  they	
  will	
  be	
  covered	
  by	
  your	
  parents	
  or	
  
family.	
  You	
  can	
  offset	
  those	
  costs	
  in	
  the	
  "Parent	
  Contribution"	
  section	
  of	
  the	
  budget.	
  You	
  can	
  also	
  use	
  
your	
  financial	
  aid	
  award	
  letter	
  (if	
  applicable)	
  to	
  complete	
  some	
  of	
  the	
  income	
  sections.	
  Your	
  financial	
  
gap	
  will	
  automatically	
  be	
  calculated	
  by	
  Excel	
  at	
  the	
  bottom	
  of	
  this	
  worksheet	
  (Expense	
  total	
  -­‐	
  Income	
  
total).	
  

	
  
This	
  worksheet	
  will	
  not	
  only	
  determine	
  your	
  financial	
  gap,	
  but	
  will	
  also	
  help	
  you	
  better	
  understand	
  your	
  
financial	
  situation.	
   Remember,	
  this	
  is	
  a	
  PERSONAL	
  financial	
  budget	
  so	
  your	
  figures	
  should	
  reflect	
  your	
  
own	
  personal	
  and	
  financial	
  circumstances.	
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2.	
  	
  	
   Enter	
  .our	
  college	
  name	
  in	
  cell	
  B2	
  (column	
  B,	
  row	
  2).	
  
	
  

3.	
  	
  	
   Decide	
  if	
  .our	
  school	
  operates	
  on	
  a	
  semester	
  or	
  &uarter	
  schedule.	
  Delete	
  column	
  C	
  or	
  D	
  for	
  
whichever	
  does	
  not	
  apply.	
  (To	
  delete	
  a	
  column:	
  Move	
  your	
  mouse	
  over	
  the	
  column	
  you	
  wish	
  to	
  
remove	
  8	
  they	
  are	
  lettered	
  at	
  the	
  top	
  of	
  the	
  spreadsheet.	
  The	
  icon	
  is	
  an	
  arrow	
  pointing	
  downward.	
  
Right	
  click	
  on	
  the	
  column	
  you	
  wish	
  to	
  delete	
  and	
  select	
  “Delete.”)	
  

	
  
4.	
  	
  	
   Complete	
  the	
  “E-pense”	
  section	
  of	
  the	
  budget	
  (rows	
  4-­‐44).	
  Note	
  the	
  headers	
  for	
  this	
  section:	
  

 
	
  

	
  
Column	
  Headers	
   Description	
  

Column	
  A:	
  E-penses	
   Lists	
  various	
  expenses	
  associated	
  with	
  attending	
  college	
  and	
  living	
  on	
  your	
  own.	
  These	
  
are	
  listed	
  by	
  category	
  (e.g.	
  housing/rent,	
  meal	
  plan/food,	
  transportation)	
  

Column	
  B:	
  B.	
  Academic	
  Year	
   List	
  the	
  cost	
  for	
  each	
  expense	
  item	
  by	
  year.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  
semester/	
  'uarter	
  or	
  monthly	
  figure	
  to	
  calculate	
  this.	
  Remember,	
  an	
  academic	
  year	
  is	
  
typically	
  H-­‐10	
  months.	
  

Column	
  C:	
  B.	
  Semester	
   List	
  the	
  cost	
  for	
  each	
  expense	
  by	
  semester.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  academic	
  
year	
  or	
  monthly	
  figures	
  to	
  calculate	
  this.	
  

Column	
  D:	
  B.	
  �uarter	
   List	
  the	
  cost	
  for	
  each	
  expense	
  by	
  'uarter.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  academic	
  
year	
  or	
  monthly	
  figures	
  to	
  calculate	
  this.	
  

Column	
  E:	
  B.	
  �onth	
   List	
  the	
  cost	
  for	
  each	
  expense	
  by	
  month.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  academic	
  
year	
  or	
  semester/'uarter	
  figures	
  to	
  calculate	
  this.	
  

Column	
  F:	
  T.pe	
  of	
  E-pense	
   Categori0e	
  each	
  expense	
  as	
  “fixed,”	
  flexible,”	
  or	
  “discretionary.”	
  

Column	
  G:	
  Description	
   Provide	
  a	
  detailed	
  description	
  of	
  how	
  you	
  calculated	
  your	
  expenses.	
  The	
  goal	
  of	
  this	
  
exercise	
  is	
  to	
  create	
  a	
  budget	
  that	
  can	
  stand	
  alone	
  and	
  this	
  column	
  allows	
  you	
  to	
  explain	
  
how	
  you	
  came	
  up	
  with	
  the	
  figures	
  listed	
  and	
  prove	
  that	
  they	
  are	
  not	
  arbitrary	
  numbers.	
  

	
  
6NOTE:	
  Each	
  expense	
  category	
  can	
  be	
  expanded	
  and	
  collapsed	
  via	
  the	
  (I)	
  and	
  (-­‐)	
  icons	
  located	
  on	
  the	
  
left	
  side	
  of	
  the	
  spreadsheet.	
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E.	
  	
  	
   Enter	
  Your	
  E-penses:	
  Your	
  final	
  budget	
  should	
  use	
  numbers	
  that	
  are	
  as	
  realistic	
  for	
  your	
  personal	
  

situation	
  as	
  possible.	
  
	
  

 
	
  

;NOTE:	
  Any	
  cell	
  with	
  a	
  red	
  triangle	
  in	
  the	
  top	
  right-­‐hand	
  corner	
  contains	
  a	
  comment.	
  Comments	
  provide	
  
further	
  explanation	
  of	
  the	
  line	
  item	
  8	
  read	
  these	
  carefully	
  as	
  you	
  complete	
  the	
  appropriate	
  cell.	
  

	
  

 
	
  
	
  
	
  

F.	
  	
  	
   Use	
  Formulas:	
  Where	
  appropriate,	
  use	
  formulas	
  to	
  calculate	
  the	
  monthly,	
  'uarter/semester,	
  or	
  
academic	
  year	
  numbers.	
  ��	
  
��	
  �
�	
  �	
  ����������	
  ��	
  ��	
  ���
	
  	���.	
  See	
  the	
  “Intro	
  to	
  
Microsoft	
  Excel”	
  handout	
  to	
  get	
  more	
  information	
  on	
  formulas.	
  

	
  

 
	
  
	
  
	
  

G.	
  	
  	
   Re+iew	
  Your	
  E-pense	
  Total:	
  As	
  you	
  enter	
  numbers	
  into	
  the	
  spreadsheet,	
  your	
  expense	
  total	
  is	
  
calculated	
  in	
  row	
  44.	
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BUILDING	
  YOUR	
  BUDGET	
  –	
  	
  “FUN	
  DI	
  NG	
  ”	
  	
  SEC	
  TI	
  ON	
  :	
  	
  
1.	
  	
  	
   Proceed	
  to	
  the	
  “Income”	
  section	
  of	
  the	
  budget	
  (rows	
  46-­‐80).	
  Note	
  the	
  headers	
  for	
  this	
  section:	
  

	
  

 
	
  

Column	
  Headers	
   Description	
  
Column	
  A:	
  Secured	
  Funding	
   List	
  the	
  funding	
  sources	
  you	
  have	
  secured	
  to	
  pay	
  for	
  your	
  college	
  education.	
  The	
  

categories	
  include	
  scholarships,	
  grants,	
  income	
  sources,	
  savings/parent	
  support,	
  and	
  
loans.	
  

Column	
  B:	
  By	
  Academic	
  Year	
   List	
  the	
  value	
  of	
  the	
  funding	
  by	
  academic	
  year.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  
semester/quarter	
  or	
  monthly	
  figures	
  to	
  calculate	
  this.	
  Remember,	
  an	
  academic	
  year	
  is	
  
typically	
  9-­‐10	
  months.	
  

Column	
  C:	
  By	
  Semester	
   List	
  the	
  cost	
  for	
  each	
  expense	
  by	
  semester.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  academic	
  
year	
  or	
  monthly	
  figures	
  to	
  calculate	
  this.	
  

Column	
  D:	
  By	
  Quarter	
   List	
  the	
  cost	
  for	
  each	
  expense	
  by	
  quarter.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  academic	
  
year	
  or	
  monthly	
  figures	
  to	
  calculate	
  this.	
  

Column	
  E:	
  By	
  Month	
   List	
  the	
  cost	
  for	
  each	
  expense	
  by	
  month.	
  You	
  may	
  need	
  to	
  manipulate	
  your	
  academic	
  
year	
  or	
  semester/quarter	
  figures	
  to	
  calculate	
  this.	
  

	
  
*NOTE:	
  Each	
  funding	
  category	
  can	
  be	
  expanded	
  and	
  collapsed	
  via	
  the	
  (+)	
  and	
  (-­‐)	
  icons	
  located	
  on	
  the	
  left	
  
side	
  of	
  the	
  spreadsheet.	
  

	
  
2.	
  	
  	
   Enter	
  any	
  Secured	
  Funding	
  Amounts:	
  Information	
  you	
  enter	
  on	
  this	
  table	
  should	
  already	
  be	
  secured	
  

or	
  offered	
  to	
  you	
  in	
  the	
  form	
  of	
  an	
  award	
  or	
  scholarship	
  letter.	
  Talk	
  with	
  your	
  parent(s)/family	
  to	
  
assess	
  if	
  they	
  are	
  able	
  to	
  support	
  any	
  of	
  your	
  college	
  costs.	
  Think	
  broadly	
  –	
  this	
  could	
  include	
  money	
  
your	
  family	
  will	
  pay	
  directly	
  to	
  the	
  college	
  or	
  any	
  expenses	
  they	
  will	
  cover	
  (e.g.	
  car	
  or	
  health	
  
insurance,	
  cell	
  phone	
  bill,	
  food,	
  etc.)	
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3.	
  	
  	
   Use	
  Formulas:	
  Where	
  appropriate,	
  use	
  formulas	
  to	
  calculate	
  the	
  monthly,	
  quarter/semester,	
  or	
  

academic	
  year	
  numbers.	
  DO	
  NOT	
  USE	
  A	
  CALCULATOR	
  TO	
  DO	
  THIS	
  MATH.	
  See	
  the	
  4Intro	
  to	
  
Microsoft	
  Excel5	
  handout	
  to	
  get	
  more	
  information	
  on	
  formulas.	
  

	
  

 
	
  
4.	
  	
  	
   Re(iew	
  Your	
  Income	
  Total:	
  As	
  you	
  enter	
  numbers	
  into	
  the	
  spreadsheet,	
  your	
  income	
  total	
  is	
  

calculated.	
  Row	
  70	
  provides	
  the	
  income	
  total	
  for	
  all	
  funding	
  secured,	
  excluding	
  loans.	
  Row	
  80	
  
provides	
  the	
  income	
  total	
  for	
  all	
  funding	
  secured,	
  including	
  loans.	
  

	
  

 
	
  

 
	
  
	
  
	
  
BUILDING	
  YOUR	
  BUDGET	
  –	
  	
  “FINAN	
  CI	
  AL	
  	
  GAP	
  ”	
  	
  SEC	
  TI	
  ON	
  :	
  	
  
1.	
  	
  	
   The	
  last	
  section	
  of	
  the	
  budget	
  is	
  the	
  financial	
  gap	
  table	
  located	
  at	
  the	
  bottom	
  of	
  the	
  spreadsheet	
  

(rows	
  B2-­‐BA).	
  Your	
  financial	
  gap	
  is	
  automatically	
  calculated	
  by	
  subtracting	
  your	
  income	
  total	
  from	
  
your	
  expense	
  total.	
  This	
  figure	
  will	
  be	
  reported	
  by	
  academic	
  year,	
  semester/quarter,	
  and	
  month.	
  
Remember,	
  your	
  financial	
  gap	
  refers	
  to	
  additional	
  money	
  needed	
  in	
  order	
  to	
  cover	
  that	
  specific	
  
college3s	
  costs.	
  

	
  

 
	
  
2.	
  	
  	
   The	
  gap	
  total	
  is	
  linked	
  to	
  the	
  4Financial	
  Gap	
  Analysis5	
  tab	
  so	
  you	
  are	
  able	
  to	
  compare	
  your	
  financial	
  

gap	
  from	
  each	
  college	
  side-­‐by-­‐side.	
  

-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐	
  

SAMPLE	
  BUDGET	
  (BLUE	
  TAB):	
  The	
  last	
  spreadsheet	
  in	
  this	
  file	
  is	
  a	
  sample	
  budget	
  for	
  UC	
  Santa	
  Cru/.	
  This	
  
gives	
  you	
  a	
  rough	
  idea	
  of	
  the	
  level	
  of	
  detail	
  you	
  should	
  have	
  for	
  your	
  own	
  budgets.	
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INTRO	
  TO	
  MICROSOFT	
  EXCEL	
  

	
  
	
  

What	
  is	
  Microsoft	
  Excel?	
  
Microsoft	
  Excel	
  is	
  a	
  program	
  that	
  stores,	
  sorts,	
  and	
  analyzes	
  data.	
  By	
  entering	
  data	
  into	
  this	
  spreadsheet,	
  
you	
  can	
  do	
  calculations,	
  make	
  graphs,	
  and	
  perform	
  other	
  data	
  analysis	
  operations.	
  For	
  our	
  purposes,	
  we	
  
are	
  using	
  Excel	
  to	
  create	
  a	
  budget.	
  It	
  will	
  be	
  particularly	
  helpful	
  in	
  calculating	
  numbers	
  quickly	
  and	
  will	
  
perform	
  these	
  calculations	
  for	
  you	
  once	
  you	
  enter	
  in	
  the	
  appropriate	
  formula.	
  

	
  
	
  
	
  

HOW	
  TO:	
  
� Enter	
  Data:	
  The	
  budget	
  is	
  pre-­‐formatted	
  so	
  you	
  can	
  begin	
  entering	
  your	
  data	
  in	
  the	
  cells	
  (the	
  grid-­‐	
  

like	
  boxes	
  that	
  make	
  up	
  the	
  spreadsheet).	
  The	
  numerical	
  data	
  you	
  enter	
  will	
  be	
  formatted	
  as	
  
currency	
  and	
  a	
  running	
  total	
  of	
  your	
  expenses,	
  income,	
  and	
  financial	
  gap	
  will	
  be	
  calculated	
  as	
  you	
  
enter	
  data.	
  

� Adjust	
  the	
  Row	
  Height:	
  If	
  you	
  need	
  more	
  space	
  in	
  any	
  of	
  the	
  cells,	
  especially	
  for	
  your	
  explanations,	
  
move	
  your	
  mouse	
  to	
  the	
  left-­‐side	
  of	
  the	
  spreadsheet.	
  Each	
  row	
  is	
  numbered	
  –	
  hold	
  your	
  mouse	
  over	
  
the	
  row	
  you	
  want	
  to	
  extend	
  and	
  an	
  icon	
  will	
  appear	
  (the	
  symbol	
  is	
  a	
  dash	
  with	
  an	
  arrow	
  pointing	
  up	
  
and	
  an	
  arrow	
  pointing	
  down).	
  Click	
  and	
  slide	
  your	
  mouse	
  up	
  or	
  down	
  to	
  adjust	
  the	
  height.	
  

� Delete	
  Columns:	
  Move	
  your	
  mouse	
  over	
  the	
  column	
  you	
  wish	
  to	
  delete	
  –	
  they	
  are	
  lettered	
  at	
  the	
  top	
  
of	
  the	
  spreadsheet.	
  The	
  icon	
  is	
  an	
  arrow	
  pointing	
  downward.	
  Right	
  click	
  on	
  the	
  column	
  you	
  wish	
  to	
  
delete	
  and	
  select	
  “Delete.”	
  

� Copy	
  and	
  Paste:	
  Like	
  Microsoft	
  Word,	
  you	
  can	
  copy	
  data	
  by	
  highlighting	
  the	
  appropriate	
  data	
  and	
  
holding	
  down	
  the	
  “control”	
  and	
  “c”	
  key	
  at	
  the	
  same	
  time.	
  To	
  paste,	
  select	
  the	
  cell	
  you	
  want	
  to	
  place	
  
your	
  data	
  in	
  and	
  hold	
  down	
  the	
  “control”	
  and	
  “v”	
  key	
  at	
  the	
  same	
  time.	
  This	
  may	
  be	
  helpful	
  for	
  your	
  
“Type	
  of	
  Expense”	
  column.	
  

� Use	
  Formulas:	
  With	
  formulas,	
  you	
  don’t	
  need	
  to	
  do	
  any	
  calculations;	
  the	
  program	
  does	
  it	
  all	
  for	
  you!	
  
Simply	
  click	
  in	
  the	
  appropriate	
  cell	
  and	
  enter	
  the	
  formula.	
  See	
  the	
  sample	
  below:	
  

	
  
SAMPLE	
  SPREADSHEET:	
   	
  

A	
   B	
   C	
  
1	
   1	
   3	
   7	
  
2	
   4	
   1	
   4	
  
3	
   5	
   2	
   3	
  
4	
   3	
   1	
   4	
  
5	
   3	
   1	
   9	
  

	
  
Math	
  Function	
   Formula	
   Example	
   Sample	
  Answer	
  

Multiplication	
   =(click	
  on	
  cell)*(value)	
   =(C3)*9	
   =(3)*9	
  à27	
  

Division	
   =(click	
  on	
  cell)/(value)	
   =(C5)/9	
   =(9)/9	
  à1	
  

Addition	
   To	
  add	
  2	
  cells:	
  =sum(click	
  on	
  cell	
  1,	
  click	
  on	
  cell	
  2)	
  
To	
  add	
  a	
  range	
  of	
  cells	
  in	
  a	
  row	
  or	
  column:	
  
=sum(highlight	
  cells	
  in	
  row	
  or	
  column)	
  

=sum	
  (B1,B3)	
  
=sum(B1:B5)	
  

=sum(3,2)	
  à5	
  
=sum(3:1)	
  à8	
  

Subtraction	
   =(cell1)-­‐(cell2)	
   =(A3)-­‐(A1)	
   =(5)-­‐(1)	
  à4	
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