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Welcome to
the ‘Your Money
Your Choice’ book.
The world of household
finance can be overwhelming.
All the bills come at once
and sometimes prioritising
one over another seems
impossible. Managing your
money can be a lot harder
if you have much less
of it than you are used to.
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Money can be tied up with legal complications too:
separation and divorce can make it all seem too much to
face. We hope we can make it easier.
In this book we have summarised some of the common problems
and issues people face when they are starting new lives or
seasons.

The book contains information on:
• Recovery from financial
or economic abuse
• Basic financial management,
e.g. bank accounts, getting
credit and budgets

• Planning for your future,
e.g. education and employment
• Getting a home
and looking after it
• What your rights and obligations
are when you buy or
sell something
• Useful tools and contacts e.g.
what you can use to do
something, or who to ask if you
want more information or help.

This book is intended to be a
reference when you’re not sure what
to do next. Keep it in your bag or on a
bookshelf in your room. There is also
an e-book (an online version) which
you can download from our website,
www.financialcounsellors.org.

Managing your money well takes
practice and patience This
booklet will help you get started.
It is your money and your choice
what you do with it.
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SECTION

01
My Future

Things to
think about

To begin planning for your future, think about:
• What are your immediate worries?
• Make a list of your short-term, medium-term and long-term
financial obligations.
• Make sure you allow for emergencies.
• What are your goals – what do you want out of your life?
Are there hobbies you want to pursue?
Is there a career you want?

When you are clear about these things you can think about
what you need to do to achieve them.
Write a budget that prioritises like this:
1.
2.

3.
4.
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Basic living expenses: housing, food,
clothing and essential medicine.
Paying off your debts: ‘domino’ your debts.
Pay off the smallest first and work your way up.
An ‘emergencies’ account: money you will only touch
if something goes wrong, e.g. sudden illness or urgent car repairs.
A savings account: money for hobbies, education,
travel, or other things you would like to do.

SECTION 1
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Talking about money
Discussing money can be difficult, but
it is difficult because it is so important.
Here are some pointers for talking
about money with your loved ones:

With children
Involving the kids in some financial
decisions is the best way to
prepare them for adulthood.
• Don’t lie, but do talk about it.
Don’t tell your kids things are
okay when they’re not. You
don’t have to go into detail. Be
brief but honest.
• Get your kids involved in
the household budget.
What are the family needs and
wants? Have a discussion over
the dinner table and make a list.
o Think about this yourself first
– know your limits!
This will help keep
expectations realistic.
• Involve the kids in
grocery shopping and
looking for activities. Who
can find a better deal?
• What are your goals –
What do you want out of your
life? Are there hobbies you want
to pursue? Is there a career
you want?
• Start allowances
Pay your children to help around
the house and encourage the
kids to think about saving some
or all of the money.
More resources
Money Smart’s ‘Teaching Your
Kids About Money’

With a new partner
Take the time to get to know a new
romantic partner. Make sure you talk a
lot about what you each want from life.
What do you want out of this
relationship? What are your
expectations of your partner and what
are you willing to compromise on?
Think about the points below and
discuss them with your partner before
you decide to take any big steps.
• Where is the relationship
headed? Think about living
together, marriage,

buying a home, travelling
together, having a baby, etc.
• Current financial situation:
who has what savings,
assets and debt?
• If you do decide to live
together, who will
handle the finances?
Will you share responsibility?
• Attitudes to spending
and saving: are you a
spender or a saver?
What do you each prioritise?
Find some common ground
for a financial plan.
Both of you should be happy
with whatever decisions are made.
Be honest. Don’t agree to anything
you don’t understand or agree with.
More resources
Money Smart’s ‘Relationships & Money’
SECTION 1
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Education
You
Education is a fantastic way to obtain employment and discover or rediscover what you are capable of, maybe even have a passion for.

The money to get started can be daunting, but there are ways
to manage the expense:
• HECS HELP loans for university students are low-interest
Federal Government loans which allow you to study now, pay later.
• VET FEE-HELP loans for TAFE students are low-interest
Federal Government loans which allow you to study now, pay later.
• Scholarships: many institutions have scholarships
available to students of all ages and backgrounds.
• Sponsorship: if your education is related to your work, your
employer may be willing to sponsor your studies in some
manner, such as attending lectures during work hours.
• Extra credit: if you have worked in the field you want to study,
or have studied it before, you may be able to reduce the
amount of time you spend studying now by cutting out what you
should already know. Make sure to discuss this with the person
in charge of your course before you enrol.
• Upfront payments are generally cheaper and broken up
into payment plans over the year, rather than a lump sum.
• Budget: before you start make sure you have planned out
your expenses so there are no surprises.
• Plan: make sure the people in your life, such as children and
housemates, know that you will be studying. Discuss when you
have class and set aside hours where you can do coursework
undisturbed. You might need to revise who does what around
the house, and when.
Find out more about study and financial assistance options by
following the links on the Federal Government’s ‘Higher Education’
webpage. Most educational institutions have websites and will have a
page which describes what financial assistance is available to
students, and how the fees can be paid.
You could also think about volunteering. As a volunteer you can learn
a lot about yourself and the industry you volunteer in. Volunteering
WA has a list of volunteer positions throughout the state.
7|
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The kids
How much you would need to put aside for your
kids’ education depends on where it will take
place and how long for.
Public schools are considerably cheaper than
private schools, but don’t forget to factor in:

•
•
•
•

Textbooks
Uniforms
Extracurricular activity supplies or fees
Camps and excursions

Government loans are available for universities
or colleges. If your child is eligible for HECS
HELP, they can choose to pay the tuition fees
later on when their income is above a certain
figure. These loans are low-interest so it is
cheaper. However, textbooks, materials and
transport costs must be paid for up front.
Things to look into:
• A term deposit
• An education fund: savings accounts
designed to help save for education
• Saver Plus: a program that helps
families develop a savings habit and
improve financial skills
• Think about talking to a qualified
financial advisor for advice about
investing your money for future events
Talk to your kids about the savings plan. It’s
important they understand long-term saving, and
they feel included in decisions that affect the family.
The kids could also think about contributing some
of their pocket money or money from their parttime job towards their education savings account.
You may need to make them a signatory to the
account, so check with the bank first.
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Employment
Finding a job can be a scary
experience. A job isn’t just a
way of earning money; a job
can give you a sense of
purpose and achievement. So
take a deep breath, and go for
the jobs you want!

9|
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Finding a job
There are many organisations that can help
you or your family members find work:

• Australian Apprenticeships
provides information and resources
about Australian apprenticeships
and the support available.
• JobAccess offers help and workplace
solutions for people with a disability
looking for work and their employers.
• JobSearch is a free online jobs
website with job vacancies
advertised across all industries and
regions within Australia.
• Other online jobs searches
include seek.com.au and
careerone.com.au
• myfuture is the national career
information and exploration service.
You can find information on making
career decisions, planning career
pathways and managing
work transitions.
• Career Centre is WA based and is a
service that is provided by the
Department of Training and
Workforce Development. They have
a variety of resources and
information on their website and you
can also visit the centre in person.
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Applications
Almost all employers will require you to submit a written
appli-cation for the advertised job. What they require from
you should be in the advertisement or a job description
pack-age attached to the advertisement. There should also
be the contact details for someone you can talk to if
you have questions.
There is a lot of advice on the Internet or in libraries
on how to write a good cover letter or CV.
The most important things
to remember are:
• Put the date you submit the application on the cover letter.
• Make sure you have addressed your cover letter
to the right person and organisation.
• Your cover letter should not be more than one page.
• Be brief and use plain, clear English:
o Avoid slang
o Avoid long sentences (no
more than three lines)
o Check your spelling
• Tailor your cover letter and
CV to the specific job.

More Resources
• State Government of Victoria ‘Jobs and
Careers’ page

SECTION 1
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Interviews
1. Prepare: know your
strengths, weaknesses and
accomplishments. Research
what questions you are likely
to be asked and memorise
some 1 – 2 minute responses.
Get a family member or friend
to help you practice.
2. Research: find out everything
you can about your potential
employer. What do they do?
What are their values? What
has happened recently?
3. Dress appropriately: dress to
match your potential workplace. If
you’re unsure, ask the person
who has set up the interview with
you what would be appropriate.
When in doubt, wear clothes on
the formal side of business attire.
If you wear makeup or jewellery,
keep them simple and discreet.
4. Arrive early: get to the
interview location 15 – 30
minutes early. Research
parking and public transport
options well before you go.
5. Show enthusiasm. Find a few
things you really like about your
potential job and workplace.
6. Be friendly: greet everyone
cheerfully. First impressions
are important.
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7. Be self-confident: Your
interviewer doesn’t know you.
If you come across as being
confident in yourself, they will
be more confident in you. If
you don’t feel confident, fake
it ‘till you make it!
8. Ask questions: what do you
want to know about the
organisation? The work? Think
about things such as: what
a typical day in the position
would be like, who you would
be working with, if there are any
significant events coming up.
9. Be positive: do not bad mouth
your previous employers or coworkers. It might seem like you
have a negative attitude in
general, or are someone who
does not take responsibility for
your actions.
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When I find work:
Bank accounts
You will need to set up a bank account
for your pay to go into. You should do
this before your start. Setting
up a bank account can be done
online with the bank, credit union or
building society of your choice. When
considering which financial institution
you want to look after your money,
you should think about:
• the types of transaction
accounts the organisation offers

• what kind of fees come
with the account
• how you want to pay your bills
and use your money (cash,
card, BPay) and whether or not
the accounts offered are suited
to your style.
Some financial institutions
offer basic bank accounts with:
•
•
•
•

no account keeping fees
free monthly statements
no minimum deposit amounts
no overdrawn fees

There is a list of these on the
Australian Bankers’ Association’s
Affordable Banking website.

Budgeting
Adjust your budget for your new
income. Are you earning more? What
can you start saving up for?
Remember it’s important to reward
yourself too, just don’t go overboard!
A good budgeting policy is
to allocate your money like so:
• 60% of your money goes towards
essentials (food, utilities, rent

or mortgage, transport,
kids’ education expenses)
• 20% goes towards savings
• 20% is for ‘splurging’, for
instance you could allocate 10%
towards holidays and spend the
remaining 10% freely.
Childcare / After school care
Financial assistance for child care
services is available from Centrelink.
Visit the Department of Human
Services website and search for
‘Assistance with child care fees’.

Superannuation
See: Superannuation, p 19.
Tax
See: Tax, p 20.
More Resources
• Budgeting section 02, p 21.
• MoneySmart
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Insurance
Insurance supplies you with money to cover you
when things go wrong. Insurance can reduce the
cost of repairs, medical treatments, travel mishaps
or theft. There are many kinds of insurance and
you can tailor policies to suit your lifestyle.

•
•
•
•
•
•
•
•
•

Car insurance
Consumer credit insurance
Funeral insurance
Health insurance
Home and contents insurance
Life insurance
Mobile phones, tablets, laptops insurance
Pet insurance
Travel insurance

Although insurance is important, take the time to do
your research and find out what policies you really
need. Don’t buy insurance because you feel
pressured. Only purchase policies you are sure about.

Choosing insurance
Things to beware of when considering insurance:
• Quotes should be free. Do not pay for a quote.
• Getting a quote should be an easy process
and can be done over the phone or through
the company’s website.
• Get at least three quotes on policies you
have researched and thoroughly understood
before choosing one. Read the fine print.
• You should think about:
o How much will the policy cost you in
total? Think about what it will cost:
• Per month
• Per year
• In total or every decade
o What can you claim for?
o Are there limits to what you can claim for?
o Is the benefit of your policy worth what
you will be paying for it?
13 | SECTION 1
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While you have insurance
• Your insurer must inform you in writing
of any changes to your policy.
• You must keep your insurer informed
of any changes or modifications to:
o Your personal details e.g. name,
address, phone number, email
o The items you have insured
e.g. car modifications,
renovations etc.

Making a claim
• Put the claim in as soon as possible
• Be honest. Tell it like it is: use dot
points and state facts only.
• You can contest decisions made by your
insurer if you believe it has made the
wrong call. You should try to negotiate
with your insurer first. If negotiation falls,
ring the Financial Services Ombudsman
or look up the FOS website for advice
and assistance.
Be Careful
Never sign anything you do not
understand or are unsure of.
If you are unsure, get some space and time
to think about it. Ask a financial counsellor
about insurance policies or go to your local
community legal centre for help.
More Resources
• MoneySmart’s ‘Insurance’

• Australian Financial
Complaints Authority

SECTION 1
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Planning
Planning is important to
overcoming what worries
you have.
A realistic, well-thought-out plan
can help you feel more in-control
and remind you what comes next.
1. Identify what you are
worrying about and why.
Work out what specifically
you are worrying about.
2. List all the options for
solving these problems.
3. Pick one of the options.
4. Write out a plan of action for
taking your chosen option and
solving your problem.
5. Every time you start to
worry, think ‘stop! I
have a plan!’
You should have a plan for:
• Your budget: bills,
utilities, groceries, rent or
mortgage payments.
• Employment: do you need
to find work or would you like
to change jobs? How can
you do that?
• Education: do you have enough
money to pay for the children’s
schooling? Is returning to
education something you
want for yourself? When
could you start?
• Goals: what do you want out of
your life? Is there a somewhere
you want to visit or an activity
you want to try? What do you
need to do to achieve this?
When could you manage it?
15 | SECTION 1

Your budget should be as detailed
as possible. It is something you will
deal with every day. Other plans
can be ‘rough’ until they become
something you should devote
serious resources (time, money,
effort) to in order to achieve them
within your ideal timeframe.
Be Careful
If you cannot stop worrying, can’t
remember the last time you felt happy
or have a constant feeling of
hopelessness, call a mental health
service to talk through your concerns.
A lot of people feel this way and there
are many free services available to
help: e.g. 1800 RESPECT, Lifeline
and Beyond Blue.

More resources
•
•
•
•

MoneySmart’s Budget Planner
1800 RESPECT
Lifeline
Beyond Blue
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Legal Agreements
The law has many mechanisms you can use to protect
yourself, your children, your finances and property if you
lose the capacity to look after them for some reason. It is
very important that you think about making these
agreements and discuss them with your loved ones.
Those who are affected by the agreements should at the very
least know where to find them in the event of your being unable
to assist them, and have some knowledge of your wishes.

Enduring Power of Attorney
This is a legal agreement that enables you to appoint a
trusted person, or people, to make financial and/or property
decisions on your behalf. An enduring power of attorney is
an agreement you make by choice.
Anyone over the age of 18 who has full legal capacity
(can understand the nature and effect of the
document) can have an enduring power of attorney, or
be appointed as an attorney.
More Resources
• Office of the Public Advocate ‘Enduring power of
attorney’
SECTION 1
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Enduring Power
of Guardianship
This is a legal document that
authorises a person of choice to
make important personal, lifestyle
and treatment decisions on your
behalf should you become
unable to make them yourself.
To make and Enduring Power of
Guardianship, you must be 18 years
of age or older and have full legal
capacity (you must be able to make
a formal agreement and understand
the implications of statements
contained in that agreement).
The enduring guardian does not
have authority to make property or
financial decisions on your behalf.
More resources
Office of the Public Advocate
‘Enduring power of guardianship’

Advanced Health Directives
This is a legal document that
enables you to make decisions
about the treatment you would or
would not want if you ever became
too sick or injured to communicate
your wishes. The agreement is one
you make by choice.
The agreement only comes into
play if it applies to the treatment
you need and if you are unable
to make reasoned judgements
about the treatment decision at
the time it was required.
‘Treatment’ includes medical,
surgical and dental treatments
and includes palliative care
and life-sustaining measures.
More resources
Office of the Public Advocate
‘Advanced Health Directives’

Wills
Thinking about what will happen once

you die isn’t pleasant, but is very
important. A Will is a binding legal
document and only takes effect once
you die. It makes sure your money
and property will go to the people you
want it to. It can also indicate how
your children (if any) are to be cared for.
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Writing your Will:
A Will can be written and updated by
private trustees and solicitors. They will
usually charge for this service. Some
Public Trustees will not charge, but
only if they act as executor of
your Will. You can buy a Will Kit
from Australia Post, but a solicitor
should review to make sure
everything is in order.
There are few limitations when
writing your Will, the most
important one being that you must
be fair and reasonable.
What you should think about
putting in your Will:
• Who will look after your
children if they are still minors
• Who should receive
particular items
• Who should receive
portions of your money
• If you want any
trusts established
o A trust is a legal arrangement
in which money or property is
‘held’, and managed by one
person (or organisation) for
the benefit of another.
A trust has an expiry date.
The date can be a specific
one – e.g. the 18th birthday
of the beneficiary – or it can
be the day the beneficiary
achieves a certain goal or
milestone, like getting
married or graduating.
• Any money to be
donated to charities
• Funeral instructions

Once your Will is written:
• Keep it updated, e.g. children,
long-term partners, major assets
e.g. a house or family heirloom.
• Keep it in a safe place, e.g. The
Will Bank or an easy-to-grab
box with all your essential
documents. Some accountants
and lawyers will keep your

will for you.
• Tell someone trustworthy where
your will is e.g. a close sibling or
friend, or your children.
The WA Will Bank is a community
service that offers Western Australian’s
safe Will storage in a purpose-built, fireproof vault, keeping the Will safe from
loss, theft or damage.

The WA Will Bank is a logical
place for people to go to when
looking for your Will.
What happens if I don’t write a Will?
If you die without a Will or if your Will
is invalid, your money and property
will be distributed according to a
formula decided by the State.

More resources
• WA Public Trustee Office Wills
• Money Smart’s ‘Wills and
Powers of Attorney’
• Money Smart’s ‘Paying for
your funeral’
SECTION 1 | 18
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Superannuation
Superannuation is a way to save money for your
retirement. In addition to what your employer pays into
your super fund, you can top it up with your own money.
The super fund money is invested and it grows over time.
Your employer must pay a certain percentage of your
salary into a superannuation (‘super’) fund.

Your place of employment will decide your super fund
for you if you do not already have one. You should look
carefully at the statement of your super fund to see
where your money is invested and what interest it is
earning and what fees you are paying. You can change
how your money is invested if you want to. You can
also swap to a different super account fairly easily.
Remember to give the new details to your workplace.
You can make extra contributions to your superannuation
fund – that is, you can pay more into your superannuation
fund than legally required. Whether or not you do this
depends on your financial goals: e.g. if you are trying

to pay off a mortgage, it may be better to focus on
that rather than building up your superannuation.
You cannot withdraw your super money before
you turn 55 – 60.
You can discuss what your superannuation account
can do with a financial counsellor or a financial advisor.

More resources
• Money Smart’s ‘Superannuation and
Retirement’
• Australian Taxation Office ‘Super’
• Australian Government ‘Superannuation’

19 | SECTION 1
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Tax
Income tax is money paid to the government from
the money you earn. Your employer will deduct tax

T AX

from each pay and send it to the Australian
Taxation Office on your behalf. How much tax you
pay is determined by how much you earn.
Most people must file a tax return with the ATO once
every financial year (July – June). In your tax return you
must declare your income in the preceding financial year.
Your income includes your employment wage or salary,
super and government payments and any income from
investments. If the ATO determines you have paid too
much tax for your income, you will receive a portion of
what you have already paid back as a ‘tax return’.

There are very expensive penalties for
failing to pay, or underpaying, your taxes.
You should ensure that:
• You know whether or not you must pay
tax. If you don’t have to pay you must file
a ‘non lodgement advice’ with the ATO.
• You know when you must file your taxes by.
• Decide whether or not you will employ an
accountant or tax agent to file your taxes. You
can do it yourself online through the ATO.
• If you decide to file your taxes yourself, do it the
first few times with a knowledgeable friend, relative
or colleague. It can be a long and complicated
process, so ensure you have lots of time and
everything you might need within easy reach.
More resources
• The ATO website
• Australian Government ‘Money and tax’
• MoneySmart’s ‘Income tax’ and ‘tax
calculator’
SECTION 1 | 20
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SECTION

02
Home
Budgeting

Things to
think about

My Budget
A budget is a simple tool that helps you keep your
finances in check. It allows you to identify money coming in,
money that needs to go out and money that must be put aside
to achieve your goals.
Budgets are best worked out on your pay cycle. If you’re
paid weekly, fortnightly or monthly, then that is how you
should draw up your budget.
A very basic budget worksheet is to the right, complete
this to work out where your money is going and identify
changes you can make to your spending habits that will help
you achieve your goals:

21 | SECTION 2
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Budget
Income

Money Coming In:
Wages
Income Support
Other:
Other:
Total Income $

Money Going Out:
Regular Commitments Mortgage/Rent/Board
Shire Rates
Electricity
Gas
Water Consumption/Rates
Telephone - Fixed home line
Mobile Phone
Internet
Car Insurance
Car Registration
Health Insurance
House and or Contents Insurance
Other:
Other:
Credit Card
Loan 1
Loan 2
Savings
Total Commitments $

Everyday Spending Food incl lunches / Groceries
incl personal items
Travel/ incl petrol or public transport
Entertainment – going out/DVDs etc
Car Repairs
Other
Other
Occasional spending

Birthdays/Christmas/Special Occasions

Clothing and Shoes
Total Spending $
(SPENDING + COMMITMENTS) $

Total Expenses

SECTION 2
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Bills
Planning for bills
Think about:
• Creating a ‘bills’ account. Arrange for all your bills to
be direct debits out of this account. Make regular
payments to this account to ensure it always has enough
money in it to cover your bills. Use your budget to work
out how much money you should have in this account.
• Paying extra if you can afford it. This ‘extra’ money
will reduce future bills. However, don’t do this if you plan
on switching providers! You can minimise the chances
of a nasty surprise by planning out all your bills. Use the
table below. If you’re not sure how much a bill will be,
just base it off your last one.
Once you have filled out the table, put these bills into
your yearly budget so you don’t forget.
Who

What

When

Electricity
Company

Electricity

Every 2 Months

23 | SECTION 2

Amount
$150
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Saving
It’s surprising how much you can
achieve when you put your mind to it.
A regular savings plan with a concrete
aim can help you reach your goals.

Steps:
• Work out how much
money you need
• Plan out how much you are
going to save each pay
• Regularly review your progress
• Have a time frame
• Tell your family and friends about
your goal (if you are comfortable
doing this. Some people find
being accountable to another
person encourages them
to achieve their goals.)

More resources
Money Smart:
• TrackMyGOALS smartphone
app
• Savings goals calculator
• TrackMySpend smartphone
app
• Budget Planner

Short term goals: you could
achieve these quicker if you cut
back on non-essential expenses
such as take out, entertainment
or subscriptions. You could also
look into a savings account
which earns compound interest.
Long term goals: if your goal is 5
or more years away, you should
think about investing some of your
money. This can earn significant
interest over time.
Emergency fund: You can’t plan
for everything. It is a very good idea
to set aside some money for use
in emergencies only, such as accidents
or disasters. Keep this money separate
from your usual savings and everyday
money. If you use it, you should

top the account up again as
soon as possible.
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Shopping
• Always have a budget.
• Get your spending money for the
week out in cash. Leave your cards
at home when you go shopping.
• Make a weekly meal plan.
• Write a shopping list based on your meal plan.
• You could put your grocery money
in an envelope and leave other
cash and cards at home.
• Think about buying in bulk
every fortnight or every month
(for non-perishables).
• Eat before you go to the supermarket
– never shop hungry!
• Look above and below eye level
when shopping – that’s where
the best deals are.
• Is the special actually a special?
How much are you saving?
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Transport
Public transport is often the
cheapest way to get from A to B.
Smartrider cards with direct debits set
up earn a small discount on fares, in
addition to the discounted fares
available for students and pensioners.

Sometimes public transport
is not practical.
If you need a car, think
about the following:
• Shop around and compare
prices and models

• How will you buy the car?
o Auctions: can be
cheap but no warranty,
no test drives,
no inspection.
o From a car dealer: more
expensive, must give
a warranty, subject to
consumer affairs and fair
trade law if something is
wrong with the vehicle.
o Private sales: make sure
you test drive the car and
have a mechanic inspect it.
Ask if the car has been in a
crash. Go to the seller’s
home address and ensure
the home address is the
same as the one on the
car’s registration certificate.
o Always do a REVs check,
this will tell you if the car
you wish to purchase is
currently under finance.

• Always take the car for a test
drive first and in the daytime.
It’s a good idea to take someone
with you for a second opinion,
especially if you know someone
who knows something

about cars.
• Remember when you buy a car
you have to pay the registration
transfer fee ($25), stamp duty
and compulsory third party
(CTP) insurance ($275).
• Paying for your car outright will
always be cheaper than buying
it on finance or taking out a
loan through a bank. If you do
need a loan make sure you
shop around.
o Loans offered by car
yards are almost always
more expensive than a
loan from a bank, building
society, credit union or
other lending company.
More resources
• How Safe is your Car?
• Money Smart’s ‘Car loans’

A

B
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Consumer rights
You have a right to be treated fairly and without discrimination.
You have a right to receive the product or service for which you
paid. If this does not happen you are able to complain.
Every citizen in Australia has rights and responsibilities
when it comes to buying or selling goods and/or
services. Consumer Protection can help you with
questions and concerns you may have regarding:

•
•
•
•
•
•

Housing and accommodation
Goods and services
Business
Licences and registrations
Charities and associations
Compliance

Consumer Protection has a large range of resources
on its website, including forms and recommendations.

If you feel you have been discriminated against
because of your real or perceived race, religion,
gender, sexuality, or other characteristics or
circumstances, you have the right to complain.
Speak to:
• Equal Opportunity Commission
• Fair Work Ombudsman
More resources
• Play by the Rules: safe, fair and inclusive
sport
• Racism. It stops with me: how you can
counter racism
• Sexual Harassment. Know where the line
is: sexual harassment in the workplace
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SECTION

03
Banking
& Finance

Things
you should
know

Banks
Banks are a convenient way to pay bills and save
money, but they can be difficult to understand.
Things you should know:

Bank accounts
It’s important you have the right bank account for you. You should
make sure you know exactly what kind of account it is before you
sign or agree to one.
• Transaction accounts: are used to pay bills.
• Savings accounts: are used to grow your money
faster by accumulating interest.
• Joint accounts: accounts with two names on
it (and is accessible by both people).
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Most accounts come with small fees
attached. The fees may be monthly,
quarterly or annually. It’s important
you research different banks and
think about your needs before
picking one. You can check fees
and interest rates online or get this
information at the bank.
More resources
• MoneySmart’s ‘Banking’
• Canstar: compare interest
rates and financial products
• Infochoice.com.au:
compare interest rates
and financial products.

If you have a complaint
Banks must obey the law, just
like everyone else. The Code of
Banking Practice and the Customer
Owned Banking Code of Practice
set out the standards for banks,
credit unions and building societies.
Copies of these codes are available
on the ASIC website.
Complain about your bank if you
don’t think they’re doing the right
thing. Approach the bank directly
at first by phone or in writing.

You can find sample letters on the
MoneySmart website page ‘How to
Complain’. If complaining directly
doesn’t work there are other
organisations you can approach,
such as:
• Australian Financial

Complaints Authority
• Australian Securities and
Investments
Commission: 1300 300
360

More resources
• MoneySmart’s ‘How to
Complain’
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If I can’t pay:
hardship variations
A hardship variation is an
agreement with someone you owe
money to that you will pay what you
owe, but at a reduced rate or over a
longer period of time. You can
negotiate the terms of the hardship
variation with the company.
For example, you might:
• Postpone payment for
an agreed period
• Pay the owed amount back
gradually, in agreed amounts
at agreed intervals
• Pay only the owed amount
and have the interest waived
• Extend the loan period to
make smaller repayments
over a longer time

Things to remember when
you negotiate:
• Have a plan before you start.
Make a thorough budget of
your expenses and work out
what you can afford to pay.
• Have all your documents
with you when you call.
• Do not agree to an amount
too high for you to pay. If your
provider will not negotiate
with you, approach a financial
counsellor or an Ombudsman
for advice.
More resources
• Financial Counsellors’
Association of WA
• Australian Financial
Complaints
Authority

Ask
for
a
hardship
variation as soon as you
realise you can’t pay a bill.
1. Contact your lender or service
provider by phone or in writing.
2. Ask to speak to a hardship
officer or customer service.
3. Give the details of your
account: name, number, what
you normally pay and when.
4. Say you want to change your
payments because you are
experiencing hardship.
5. Explain why you are having
difficulty paying, how long
you think your financial
problems will continue, and
how much you can afford to
pay at the moment.
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SECTION

04
Credit & Debt

What can
I do?

Getting credit
When considering getting a credit card, a loan, or entering
into another form of debt, it is important you think about:
• What you want to achieve
• How the application for credit will affect your credit rating.
Whenever you take out a loan or a credit card it is recorded
on your credit report. Your credit report keeps track of your
credit rating. Your credit rating will get worse every time you
miss a payment on one of your loans or credit cards.
• Whether you are in a position to service repayments
• What the additional obligation will mean for your
finances and lifestyle
Further points:
• Can you make additional repayments to pay the loan off faster?

• How much interest will accrue?
• Compare rates, features, and fees.
Be Careful
• ‘Interest free periods’ and ‘interest free loans’ often have
a very high rate of interest if you don’t pay the loan off
within the interest free period.
• Payday lenders and short-term, small-amount (less than
$5,000) lenders can have very high rates of interest.
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Bankruptcy

Contesting debt

Bankruptcy means you are legally
declared unable to meet your
debts. At the end of your bankruptcy,

You have the right to dispute a
debt if you don’t think it’s yours, or
disagree with the amount claimed.

most of the debts you owe will
be cancelled. However, there are
exceptions and you should
always get independent advice.
It is a process that can allow you
to start from scratch, but it also
has consequences which may
last for years, including:
• the bankruptcy will be
recorded on your credit report
• declaring bankruptcy may make
you ineligible for some jobs
• it is not a complete guarantee
you will never have to pay
your current debts back.
Be Careful
Only apply for bankruptcy if you
are 100% sure you have explored
every other option. Always seek
legal advice and talk to a financial
counsellor before you apply.
More resources
• Money Smart’s ‘Bankruptcy’
• National Debt Helpline
1800 007 007

1. Make sure the debt is (or is not)
yours. Ask for proof of the debt
from your lender or provider in
writing. Keep copies of your
correspondence.

Clarify:
• the amount and date of
the alleged debt
• how the amount
owed was calculated
• details of all payments
made and amounts owing
• You may be asked for
proof of identity. You may
choose to show your
license or another proof of
identity document, but a
debt collector cannot force
you to do this.
2. Inform the debt collector you are
disputing a debt. They should
stop all collection activity while
the debt is in dispute.

3. Check your credit report to
make sure no other
fraudulent transactions have
been made in your name.
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Be Careful
If you are disputing the debt, never
agree to make a payment or
payment arrangement while the
legality of the debt is being sorted
out. Making a payment, part
payment or acknowledging the debt
in writing may restart the statute of
limitations on the alleged debt.
More resources
• Australian Competition and
Consumer Commission
(ACCC)’s ‘Disputing a Debt’

Credit Cards
Credit cards can be an excellent
financial tool, but more often than
not they cause a lot of financial
damage.
Be Careful
• Credit card interest is
almost always higher than
any other form of credit
• You will be charged interest
on the total of your bill if you
only pay the minimum
monthly repayment.
• The monthly limit of the card
should be reasonable for
your income. If you spend up
to the limit on the card would
you be able to pay it off?
More resources
• MoneySmart’s ‘Credit Cards’
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Debt agreements
A debt agreement is a binding
agreement between you and your
creditors (the people you owe
money to). It might also be called a
‘Part IX’, which is a section of the
Bankruptcy Act 1966.

A debt agreement is a formal
agreement with your creditors that
you will pay a certain amount of
money over a set period of time in
order to settle your debts. You can
negotiate the amount of money
and the time period with the
creditors. Once the debt is settled,
the creditors cannot recover the
rest of the money you owe.
Debt agreements are available
to low income earners who cannot
pay their debts in full but don’t want
to go bankrupt. Like bankruptcy,
a debt agreement can have
long-lasting consequences.
It is important to explore all other
options and to get legal and
financial advice before proceeding.

Be Careful
• Debt agreements have
eligibility requirements.
• Debt agreements are not able to
release you from all types of debt.

• You must pay the same rate
of payment to all creditors.
• Debt agreements are
recorded on your credit file.
• Acts of bankruptcy, such as
debt agreements, may have
an effect on getting credit or
employment in the future.
More resources
• Australian Financial Security
Authority ‘Debt Agreements’
• Money Smart’s ‘Debt
Agreements’
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Short term and
small amount loans
Short term loans and small
amount loans are sometimes
called ‘payday’ loans. They are for
amounts less than $2,000. These
loans are usually repaid between
16 days and 1 year of taking out the loan.

Be Careful
You should think about every
alternative before taking out a
short term or small amount loan.

These loans often come
with very high interest.
• Rather than take out one of
these loans, try negotiating
with the person or organisation
you need the money for.
There may be a hardship officer
who will help you work out
a payment plan that doesn’t
involve a loan and interest.

• No Interest Loan Scheme:
you may qualify if you’re on
a low income to pay for
essential household goods
or personal services such
as medical treatment.
• Centrelink advance payment:
you may be able to get
an advance payment on your
benefits with no interest.
Bear in mind this leaves you
with less money later.
More resources
MoneySmart:
• ‘Borrowing basics’
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• ‘Payday Loans’
• Payday loan calculator
• Consumer Credit Regulation:
‘Short term and small amount
loans’

Debt consolidation
Debt consolidation is a form of debt
refinancing that involves taking out
one loan to pay off many others.

Be Careful
Only think about debt
consolidation and other
refinancing options if the new loan
results in less fees and interest
than what you currently pay,
otherwise debt consolidation can
only deepen your debt.
You must thoroughly research your
options and alternatives before
entering into a debt consolidation
arrangement. Think about getting
advice from a financial counsellor.

More resources
MoneySmart’s ‘Consolidating and
Refinancing Debts’
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Fines & Infringements
Paying fines
You must pay your fines.
Instructions on how to pay are
usually printed on the paper the fine is
recorded on. If you fail to pay by the due date
you will likely incur a penalty.
If you feel the fine is unjustified,
you can contest it. Instructions will
be either on the fine, or you will have
to contact the fine institution for information on
how to contest the fine. Appeal as soon as
possible and take photographs if you can, e.g.
of the parking ticket, of the location of your car
and the parking sign.

What happens if you don’t pay your fines?
Not paying your court fines and infringement
notices can have serious consequences.
For both fines and infringements you could face:
• Driver’s or vehicle licence suspension
• Additional enforcement costs
For a court fine default,
you could face:
• Seizure and sale of
assets or goods
• An order to perform community service
• Imprisonment
Once an outstanding fine is registered with
the Fines Enforcement Registry (FER) and
you fail to pay, or to make arrangements to
pay within 28 days, the FER will issue you with
a notice advising of the intention to suspend
your licence. If the fine is not paid before
the due date on the notice, your driver’s
licence and/or motor vehicle registration will
be suspended. This applies even if your fine
was not traffic related.
SECTION 4
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SECTION

05
Housing

Toolkit

Entering a tenancy
Before entering a tenancy, some things to think about:
• Can you pay the rent and afford other
essentials (food, utilities, transport)?
• Is it close to facilities you need (school, shops, public transport)?
• Is it maintained and secure?
There are legal requirements that the owner must adhere to.
• Do you have to sign a periodic or fixed-term
lease, and which one suits you?
• Do you have the up-front costs of renting?
o Rent in advance (two weeks’ rent)
o Security bond (four weeks’ rent)
o A pet bond (if applicable, no more than $260)
o Money to move furniture, reconnect internet or utilities, etc
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What you should be given
at the start of a tenancy:
• A copy of the signed written
agreement within 14 days of you
moving in and a copy of Form
1AC ‘Information for Tenant’.
• If you have a verbal agreement, a
copy of Form 1AD, ‘Information
for the tenant with a non-written
residential tenancy agreement’.

• Two copies of the property
condition report within 7 days
of you moving in.
• A bond lodgement form
you must sign (if paying
a security bond).
• The full name and
address of the landlord.
As a tenant, you have rights and
responsibilities under the Residential
Tenancies Act 1987. If you are ever
in doubt about what is required of you
or the landlord, you can consult this
act (available free on the internet), the
Department of Commerce, or
tenancy advocacy service Tenancy
WA for help. Your local community
legal centre may also be able to help.

Be Careful
Do not sign or verbally agree to
anything you do not understand
or fully trust. Call the Tenancy
Advice Line for assistance.
More resources
Smartphone app ‘iRentWA’ by
Consumer Protection. The app
guides you through your rights and
responsibilities as a tenant and can
recommend courses of action for
certain circumstances.

Leaving a tenancy
How the tenant or landlord is legally
able to end the tenancy depends on
what type of tenancy agreement
there is. The terms are set out in the
Residential Tenancies Act 1987.

Consult the Act, the Department of
Commerce, or tenancy advocacy
service Tenancy WA for advice if
you have questions about ending a
tenancy. The Tenancy WA website
has fact sheets and a range of
useful information for tenants.

Maintaining my home
When you move into a home it should
be in a reasonable state of cleanliness
and repair for the property’s age and
character. This is a legal obligation of
the landlord. Before you move in you
should check the property is clean
thoroughly fill out the Property
Condition report, and take pictures.
This will help if there are any disputes
about the condition of the property
during the tenancy.
There is an app, ‘iRentWA’,
which can help you with this.

As a tenant, you must:
• Keep the property in a
reasonable state of cleanliness

• Advise the landlord or agent
as soon as possible if any
damage occurs
• Not intentionally or negligently
(accidentally) cause or permit
damage to the property
• Expect regular
property inspections.
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Checklist for Rental Property Inspections
Basic cleaning supplies:
Sponges (non-scratch)
Rags or cloths
Scrubbing brush
Broom
Mop
Bucket
Vacuum cleaner (for rugs or carpets)
Dustpan and brush
Rubbish bags
Mild soap for surface and floor cleaning
Powerful cleaner for toilets and stubborn stains
(do not use in food areas!)
Squeegee, newspaper or another cloth which will
absorb liquid without shedding

Before you start:
Pick up and return to boxes, baskets or shelves
any toys, papers etc. lying around
Do the washing up and put dishes away
Make sure there’s room in the bin for rubbish
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Room
General

Item

Actions

Tools

Carpets

Spot Clean

Vacuum

Stain remover

Floorboards
Lino
Tiles

Sweep/
Vacuum

Mop

Broom
Vacuum cleaner
Mop and
bucket
Mild soap

Windows

Wash

Dry with
newspaper
or squeegee

Mild soap, a
bucket and
non-scratchy
sponge

Window
frames

Wipe

Damp cloth or
sponge

Skirting boards Wipe

Damp cloth or
sponge

Light fittings

Dust

Interior

Wipe tops,
handles, edges

Exterior

De-cobweb

Wipe tops,
Duster or brush
handles,
Damp cloth or
edges, grooves sponge

Cupboards

Shelves and
doors

Remove spills
and stains on
shelves

Wipe down

Walls

Internal

Remove marks

Water
Mild soap
Sponge or cloth

Cobwebs

Anywhere

Remove

Dustpan brush,
duster or broom

Doors

Curtains and
blinds
Kitchen

Dust
Oven

Clean inside
and out
according to the
manufacturer’s
instructions

Replace
broken globes

Cloth or rag
Replacement
globes
Damp cloth or
sponge

Spot clean

Water
Mild soap
Sponge or cloth

Duster,
damp cloth
Oven cleaner*
Heavy-duty
sponge
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Room

Item

Actions

Tools

Hot plates
and top

Lift and
clean plates
individually

Wipe down
surface of
stove, remove
cooking
residue from
exposed parts

Mild soap
Non-scratch
sponge or rag

Grill/Broiler

Remove fat
with alfoil or
a spatula, put
into garbage.

Clean top
plate and drip
tray with soap
and hot water

Spatula/
butter knife
Mild soap
Hot water
Sponge or rag

DO NOT WASH FAT OR OIL
DOWN THE SINK

Bathroom
Laundry

Walls and
floors behind
fridge,
stove etc.

Sweep

Exhaust fans

Remove cover Wash cover

Mild soap
or bleach

Cupboards

Clean internally Clean
externally

Mild soap
Sponge or rag

Refrigerator

Clean shelves
and drawers

Clean doors

Mild soap
Bucket
Sponge or rag

Toilet

Scrub

Flush

Toilet brush
Bleach or
hygienic cleaner

Cabinets

Remove spills
and stains on
shelves and
doors

Wipe down

Water
Mild soap
Sponge cloth

Bench tops

Wipe

Tidy

Water
Mild soap

Shower

Scrub inside
and out:
remove soap
residue,
mould, any
staining from
tiles, grout.

Clean glass or Water
shower curtain Mild Soap
Scrubbing
brush
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Wash

Dustpan
and brush
Sponge or rag
Mop or rag
Bucket
Mild soap
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Room

Outside

Item

Actions

Tools

Ceilings and
walls

Clean off
mould and
markings

Water
Mild soap
Sponge or rag

Bath

Scrub

Wipe

Water
Mild soap
Scrubbing
brush

Basin

Scrub

Wipe

Water
Mild soap
Scrubbing
brush

Exhaust fan

Remove cover, Dry and
wash it in
replace
detergent or
bleach

Mild soap or
bleach
Water

Lint filter
(washer and/
or dryer)

Pull out filter
and clean off
lint.

Damp cloth

Cobwebs

Remove from
windows,
doorways,
light fittings,
carports,
garage, sheds

Oil and
grease stains

Remove from
driveways,
carports and
garages

Wipe around
the outside of
filter housing
with damp
cloth.

Broom

Warm kitty
litter (heat up
on oven trays)
and tip onto
grease, leave
until grease is
absorbed

Kitty litter
Dustpan &
brush
Truck wash
or other
strong soap
Scrubbing
brush
OR
Degreaser.
Purchase from
auto shops.
Always test
on a small
corner piece of
pavement first
as it may
remove colour.
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Room

Garden

Item

Actions

Tools

Windows

Wash

Dry

Mild soap,
a bucket and
non-scratchy
sponge
To dry:
newspaper
or squeegee

Lawns

Mow

Trim Edges

Garden beds

Weed

Mulch

Mower
Edge Trimmer
Trowel
Garden shears

Bushes etc.

Prune per
original
condition or
instructions
Weed

Paths and
paving

Secateurs
Pruners

Weed killer

*BLEACH AND OTHER POWERFUL CHEMICALS:
Bleach and other powerful chemicals used in cleaning or construction
can seriously damage your body. Such items should be only be used
while wearing appropriate protective gear and stored well out of reach of
children. Read instructions before use.
• Always wear rubber gloves when using powerful chemicals.
You can wear a mask to protect your mouth and nose.

• When using powerful chemicals you should ensure the
area you are working in is well ventilated. Turn on a fan,
open windows and doors. Take regular breaks in fresh air.
• Never use powerful chemicals in combination with hot
water unless the instructions explicitly state to do so.
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My rights as a tenant
• You have a right to move into a property
that is in best repair and is as clean as can
reasonably expected for a property of its
age and character.
• You have the right to move into a property that
is secure and outfitted with the appropriate
number and type of smoke alarms and locks.
• You have the right to receive a copy of
the tenancy agreement signed by the
landlord or agent.
• You have a right to be informed of
anyone visiting the house for repairs,
inspection or for any other reason with
reasonable written notice.
• You have the right to expect
essential repairs to be completed
within a reasonable timeframe.
• You have the right to be informed of the
tenancy ending with reasonable written notice.
Your rights and responsibilities as a tenant are
written in the Residential Tenancies Act 1987. If
you are ever in doubt about what is required of you
or the landlord, you can consult this act

(available free on the internet).
More resources
• Department of Commerce:
for clarification, advice or procedures
• Tenancy WA: Tenancy advocacy
service
• iRentWA: smartphone or tablet app
which will help you through
all stages of a tenancy.
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Notes
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SECTION

06
Contacts

Help is here

Contacts (Advice and Assistance)
Never commit to something you don’t
fully understand. There are free services
available which can help you with advice
and guidance.
Many organisations and companies
have helpdesks or hardship officers
whose job it is to answer your queries in a
helpful, timely manner.

SECTION 6

| 46

Financial Counsellors’ Association of WA | Your Money, Your Choice

1800 RESPECT: 1800 737 732
24 hour, National Sexual Assault, Family

& Domestic Violence Counselling
Line for any Australian who has
experienced, or is at risk of, family
and domestic violence and/or sexual
assault.

A
Australian Government: A site to help
you find government information and
services. Australian Securities and
Investments Commission (ASIC).
Australian Securities and
Investments Commission (ASIC):
ASIC is Australia’s corporate, markets
and financial services regulator. It aims
to ensure Australia’s financial markets
are fair and transparent. MoneySmart is
run by ASIC.
Australian Financial Complaints
Authority (AFCA) Free, fair and
independent dispute resolution scheme.

Australian Financial
Security Authority (AFSA):
AFSA is responsible for the
administration and regulation of the
personal insolvency system, proceeds of
crime, trustee services and the
administration of the Personal Property
Securities Register (PPSR). AFSA aims
to provide improved and unbiased
financial outcomes for consumers,
business and the community through
application of bankruptcy and personal
property securities law, regulation of
personal insolvency practitioners and
trustee services.
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Australian Taxation Office

B
C
Australian Childhood
Foundation: 1800 176 453 or (08)
9874 3922 Counselling for children
and young people affected by
abuse.
Community Legal Centres:
community based and controlled
organisations that provide free or lowcost services. CLCs offer a range of
services – some are specialised (e.g.
tenancy, consumer credit) and others
are more general. Services include:
information and advice, casework and
minor assistance, representation and
advocacy.

D
Department of Commerce:
• Administration and Corporate
Feedback: 1300 136 237
• Building Commission (including
Plumbers Licensing Board and
Building Services Board):

1300 48 90 99
• Consumer Protection:
1300 30 40 54
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• Licensing, Motor Vehicles,
Associations and Charities:

1300 30 40 54
• EnergySafety: (08) 6251 1900
• Labour Relations: 1300 65 52 66
• Industry and Innovation:
1300 13 62 37
• WorkSafe: 1300 30 78 77

Department of Human Services:
• Centrelink
• Medicare
• Child Support

E
Energy and Water Ombudsman
Western Australia: 1800 611 279
The EWO receives and resolves
complaints about electricity, gas
and water services providers.
Equal Opportunity Commission:
(08) 9216 3900
The Commission provides a means of
redress to people who allege unlawful
discrimination. Staff deal with
concerns, queries and complaints in
accordance with equal opportunity
laws.

F
Fair Work Commission:
1300 799 675
FWC is Australia’s national
workplace relations tribunal. The
FWC is responsible for maintaining
a safety net of minimum wages and
employment conditions, as well as a
range of other workplace functions
and regulation.

Fair Work Ombudsman: 13 13 94
Call the FWO if you have questions
about workplace entitlements and
your rights and responsibilities at
work, including pay rates and work
conditions. The FWO enforces
compliance with the Fair Work Act
and related legislation, awards and
registered agreements.

G
H
I
Translating and Interpreting
Service: 131 450

Phone to gain access to an
interpreter in your own language
(free)

J
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K

P

Kids Help Line: 1800 551 800
Free telephone counselling for children
and young people. Email and web
counselling available from the website.

Public Trustee of
Western Australia:
Wills, Deceased Estates and EPA:
1300 746 116

L

Office of the Public Advocate:

Legal Aid: 1300 650 759

Administration and Represented
Persons: 1300 746 212

Legal Aid offers free legal advice,
representation and other services

Lifeline: 131 114
Lifeline has a national number
which can help put you in contact
with a crisis service in your State
(24 hours).

M
Mensline Australia: 1300 78 99 78
Supports men and boys who are
dealing with family and relationship
difficulties.

Money Smart:
A website run by the Australian
Securities and Investments Commission
(ASIC) to help people make the most of
their money. There is a huge amount of
guidance available for free. Money
Smart is suitable for everyone no matter
their age or

financial status. The website has
apps, calculators and other resources

to help you navigate your financial
circumstances.
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The Public Trustee offers
independent, professional trustee
and asset management services to
the WA community. These include
Will and Enduring Power of Attorney
drafting, deceased estate
administration, executor support,
financial administration and trust
management services.

Q
R
Relationships Australia:
1300 364 277
Support groups and counselling
on relationships, and for abusive and

abused partners.

S
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T
Tenancy WA: Metro: (08) 9221 0088

Country Free Call: 1800 621 888
A community legal centre specialising in
residential tenancy matters. Tenancy
WA provides free telephone advice to
residential tenants across Western
Australia, including boarders and
lodgers. Offer connection to your local
tenancy advocate through a search on
their website. Tenancy advocates help
with advice, writing letters and
applications, and going to court.
Translating and Interpreting
Service: 131 450

Phone to gain access to an
interpreter in your own language
(free)

U
V
W
The WA Will Bank: 1300 746 116
A community service that offers
Western Australians safe Will
storage in a purpose-built, fireproof vault, keeping the Will safe
from loss, theft or damage. The
WA Will Bank service is free if you
deposit your Will personally.

Website Index
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

www.asic.gov.au
www.australia.gov.au
www.childhood.org.au
www.communitylaw.net
www.eoc.wa.gov.au
www.fairwork.gov.au
www.humanservices.gov.au
www.kidshelp.com.au
www.legalaid.wa.gov.au
www.lifelinewa.org.au
www.ombudsman.wa.gov.au
www.relationships.com.au
www.tenancywa.org.au
www.1800respect.org.au
www.afsa.gov.au
www.ato.gov.au
www.commerce.wa.gov.au
www.fwc.gov.au
www.mensline.org.au
www.moneysmart.gov.au
www.publictrustee.wa.gov.au
www.tisnational.gov.au

A storage and processing fee of
$195 may apply if a third party
deposits a Will.
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What’s that mean?
Bankruptcy
A process for individuals to be
legally declared as being unable to
meet their debt obligations.
Bond (investment)
A medium to long-term investment
issued by governments and
companies which pays a regular,
fixed interest amount for the term of
the investment. The invested funds
(the principal) are repaid at the end
of the term (maturity).
Bond (pet)
If the landlord allows pets to live on
their property, they will almost
always ask for a pet bond. The pet
bond cannot be more than $260
unless the weekly rent is more than
an amount set by regulation.
No pet bond is required for a guide
dog. They are the only exception.

Bond (tenancy)
Also known as a ‘security bond’ or a
‘rental bond’. A security bond is a
deposit given to the landlord by the
tenant at the start of the tenancy.
If there is damage to the property,
unpaid rent or unpaid water bills at
the end of the tenancy, the landlord
may keep or use part of the bond to
pay for repairs or overdue monies.

A security bond is usually 4
weeks’ rent. It is illegal to charge
more than 4 weeks’ rent in bond.
A security bond also cannot be
over $1,200 unless:
• the weekly rent is over
$1,200, and/or
• there is a pet bond.
Creditor
A creditor is someone you
owe money to.
Donor (legal term)
When used in legal documents,
‘donor’ refers to a person who has
voluntarily given property to someone
else, or who has voluntarily given a
legally recognised authority to someone else, as in Powers of Attorney.
Financial advisor
A financial adviser provides
financial advice or guidance in
return for a fee. Financial advisors
offer advice regarding investments,
income tax and estate planning
(what happens to your money and
valuable property when you die).
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Financial counsellor
Financial counsellors provide free
information, options and support to
individuals and families to explore,
develop and implement strategies to
overcome their financial difficulties. A
financial counsellor can assist with:
• bills, fines and debts
• hardship applications and
negoti-ating payment plans
• consumer credit problems
• preparing budgets or
statements of position
• bankruptcy and alternatives
• referrals to other organisations
who may be able to help.
Periodic Lease
A periodic tenancy has no
pre-determined finish date.
It continues on with the same
terms and conditions until either
you or the landlord/agent give the
appropriate notice to end it.
Fixed Term Lease
A fixed term tenancy is an agreement
which allows you to rent the premises
for a set period with a specific start and
finish date. It provides more certainty
and security for both you and the
landlord/agent. Although fixed-term
tenancy agreements have expiry dates,
the agreement will not automatically
terminate on the end date unless either
you or the lessor/property manager
gives 30 days’ notice of intention NOT
to renew the agreement.

Property Condition Report
A property condition report should be
completed just before, regularly during
and at the end of a tenancy. There is a
mandatory property condition report
form which sets out the minimum
contents to be included in the report.
The property condition report sets
down, on a room-by-room basis, the
exact contents and condition of the
premises at the beginning of the
tenancy. It should also state if
anything in/on/around the property
broken or in poor condition.
Both the landlord/agent and the
tenant should sign the report when
it’s completed. If either won’t sign
the document, an independent
person can do it.
The property condition report can then
be compared directly with inspection
and leaving reports, which will help
avoid or minimise potential conflict.

It is important to be aware of what is
a tenant’s or landlord’s responsibility
for any maintenance and repairs.

Lessor
A person or group who rents out
their property (e.g. a house or
car) to someone else.
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Budget
Money Coming In:
Income

Wages
Income Support
Other:
Other:

Total Income $
Money Going Out:
Regular Commitments Mortgage/Rent/Board
Shire Rates
Electricity
Gas
Water Consumption/Rates
Telephone - Fixed home line
Mobile Phone
Internet
Car Insurance
Car Registration
Health Insurance
House and or Contents Insurance
Other:
Other:
Credit Card
Loan 1
Loan 2
Savings
Total Commitments $
Food incl lunches / Groceries incl
Everyday Spending
personal items
Travel/ incl petrol or public transport
Entertainment – going out/DVDs etc
Car Repairs
Other
Other
Birthdays/Christmas/
Occasional spending
Special Occasions
Clothing and Shoes
Total Spending $
(SPENDING + COMMITMENTS) $
Total Expenses
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Important document checklist
Use this checklist to ensure you have the right
paperwork to manage your finances and belongings.

Financial records
Bank statements from all
accounts Credit card statements
Cheque books, bank
cards and credit cards
Mortgage applications
and repayment records
Records of any loans and repayments

Any correspondence
with debt collection
agencies
Pay slips
Record of other work benefits
(such as bonuses or fringe
benefits)
Receipts for other income
Tax returns and refund statements
Statements from
superannuation
accounts
Documentation of
Centrelink or childcare
benefits

Property documents
Title documents and
mortgage agreements
Rental lease agreements

and payment records
Original purchase
documents of any items
Photos of items and
furnishings in the home
List of collectibles
(such as artwork or jewellery)
Vehicle registrations
and ownership
documents

Expense Documents
Documents and receipts
related to household spending
Utilities bills
Education and childcare expenses

Health and medical expenses
Insurances (health, life, car,
house and home contents)
Clothing receipts
Charity donations

Transport costs
(e.g. petrol, public transport)
Legal documents
Birth certificates
Driver’s license
Marriage certificate
Passports
Medicare card
Health care card
Wills
Prenuptial agreements
Records of any pending legal actions

Immigration paperwork
Any protection orders

Business documents
Business financial statements
Records of business partnerships
Business tax records
Details of business assets

If it’s not safe for you to collect
these documents, speak to a
financial counsellor about how
you can get copies
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Comparison Worksheet
This worksheet can be used to compare a number of products.
You can compare your current house, car and health insurance policies
against other providers to determine if you are getting the best deal.

This worksheet could also be used to compare bank accounts,
credit cards and other loan products.
Current
Company Name
Extra benefits
offered

Fees and
Charges

What I need
included

Total cost $
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My Financial Goals
Your goals should be SMART: Specific, Measurable,
Achievable, Realistic, Timed.
• Specific: what do you want to achieve in a particular
area? E.g. $10,000 in savings for a family holiday.
• Measurable: there should be an indicator of
success, e.g. the amount in your bank account.
• Achievable: How much money can you afford to
put into a savings account every week?
• Realistic: when is it reasonable to believe you will have this amount?
• Timed: when can you have $10,000 saved by?
Some people find telling others about their goals helps them achieve them.
Use the below table to record your financial goals for the short,
medium and long term. Fill it out while you are doing your budget
and then stick them both on your fridge!
Goals
Short Term

Medium Term

Long Term

Achieved!

Short term: 1 – 6 months
Medium Term: 7 months – 2 years
Long Term: 2 years +
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Notes
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Notes

Thanks

Here’s my
feedback
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Notes

Do you find this book useful?
Yes
No

AFFIX
STAMP
HERE

Does this book help your peace of mind?
Yes
No
Would you recommend this book to others?

Yes

No

Tell us how we could improve this book:

Please rate this book out of five stars:

Financial Counsellors’
Association
of Western Australia
33 Moore Street,
East Perth WA
6004

More to tell us? Please write below.
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Notes
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Financial Counsellors’ Association of WA
33 Moore Street, East Perth WA 6004
t 08 9325 1617
f 08 9221 6444
e admin@fcawa.org

www.financialcounsellors.org
The information contained in this booklet was correct at the time
of publishing –April2016.
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