
	 v

Table of Contents

About the Authors	 xi
Preface	 xiii
Acknowledgements (Dr. Moten)	 xv

CHAPTER 1
Career Planning	 1

1.1	 A Job Versus a Career	 2

1.2	 Landing an Interview	 6

1.3	 Types of Interviews	 7

1.4	 Networking	 9

1.5	 Negotiation	 10

Chapter 1 Summary	 11
Chapter 1 Key Words	 11
Chapter 1 Questions	 11

CHAPTER 2
Financial Planning and Budgeting	 15

2.1	� Financial Planning and the Financial Planning Process	 16

2.2	� Factors Influencing Personal Financial Planning	 22

2.3	 Budgeting Process	 27

2.4	� Budgeting Tools and Applications (APPS)	 29

2.5	� Time Value of Money (TVM) and Opportunity Costs	 30

2.6	 Financial Planning Professionals	 33

Chapter 2 Summary	 36
Chapter 2 Key Words	 37
Chapter 2 Questions	 37

Table of Contents



vi

CHAPTER 3
Banking Basics	 39

3.1	 Financial Institutions	 40

3.2	 Banks	 42

3.3	 Choosing a Bank	 43

3.4	 Types of Bank Accounts	 44

3.5	 Debit Card vs Credit Card	 46

Chapter 3 Summary	 47
Chapter 3 Key Words	 47
Chapter 3 Questions	 47

CHAPTER 4
Education Funding	 49

4.1	 Financial Institutions	 50

4.2	� Education Savings Vehicles	 50

4.3	 Financial Aid	 54

4.4	� Tax Credits/income Tax Strategies	 55

4.5	 Education Financing	 58

Chapter 4 Summary	 60
Chapter 4 Key Words	 60
Chapter 4 Problems	 60

CHAPTER 5
Credit Management	 63

5.1	 Five C’s of Credit	 64

5.2	 Applying for a Credit Card	 66

5.3	 Understanding your Credit Report	 67

5.4	 Finance Charges	 69

Chapter 5 Summary	 71
Chapter 5 Key Words	 71
Chapter 5 Problems	 71



	 vii

CHAPTER 6
Major Life Purchases: Home and Car	 73

6.1	 Buying Versus Renting a Home	 74

6.2	� True Costs of Home Ownership	 74

6.3	 Amortization	 77

6.4	 Purchasing a Car	 78

6.5	 Renting an Car	 81

Chapter 6 Summary	 83
Chapter 6 Key Words	 83
Chapter 6 Problems	 83

CHAPTER 7
Automobile Insurance	 87

7.1	 Automobile Insurance Overview	 88

7.2	 Automobile Insurance Terms	 90

7.3	� Exclusion under Automobile Policy	 93

7.4	� How to Purchase Automobile Insurance	 95

7.5	� Name Insured versus Additional Drivers	 98

7.6	� How to Read your Automobile Policy	 99

Chapter 7 Summary	 101
Chapter 7 Key Words	 101
Chapter 7 Questions	 101

CHAPTER 8
Homeowners Insurance	 105

8.1	 Homeowners Insurance Overview	 106

8.2	� Sections of Homeowners Insurance Policies 	 109

8.3	�� Common Homeowners Insurance Terms and Definitions	 109

8.4	� Purchasing Homeowners Insurance	 111

8.5	� Who is Covered Under Homeowners Policy	 112

8.6	  �Common Exclusions Under Homeowners Policy	 113

8.7	 Policy Endorsements	 113

8.8	 Coinsurance	 115

Chapter 8 Summary	 117
Chapter 8 Key Words	 117
Chapter 8 Questions	 117



viii

CHAPTER 9
Life Insurance	 119

9.1	 Life Insurance Overview	 120

9.2	� Common Life Insurance Terms and Definitions	 121

9.3	 Purchasing Life Insurance	 124

9.4	 Common Exclusions	 125

9.5	 Policy Endorsements and Riders	 126

Chapter 9 Summary	 127
Chapter 9 Key Words	 127
Chapter 9 Questions	 127

CHAPTER 10
Paying Taxes and Your Paycheck	 131

10.1	 Tax Basics	 132

10.2	 Calculating Taxes Owed	 137

10.3	 Understanding your Paycheck	 138

10.4	 Methods of Receiving Wages	 139

Chapter 10 Summary	 141
Chapter 10 Key Words	 141
Chapter 10 Questions	 142

CHAPTER 11
Investing	 145

11.1	 Investing	 146

11.2	 Investment Classes	 146

11.3	 Mutual Funds	 151

11.4	 Diversification	 154

11.5	 Asset Allocation	 155

11.6	� Investment Research and Purchasing Investments	 157

Chapter 11 Summary	 160
Chapter 11 Key Words	 160
Chapter 11 Problems	 161



	 ix

CHAPTER 12
Retirement Planning	 163

12.1	 Retirement Needs Analysis	 164

12.2	 Social Security	 166

12.3	 Types of Retirement Plans	 170

12.4	� Other Tax-advantaged Retirement Plans	 177

12.5	� Retirement Planning Regulatory Considerations	 179

12.6	 Distribution Rules and Taxation	 181

12.7	� Retirement Income and Distribution Strategies	 185

Chapter 12 Summary	 192
Chapter 12 Key Words	 192
Chapter 12 Questions	 193

CHAPTER 13
Estate Planning	 195

13.1	� Characteristics & Consequences of Property Titling	 196

13.2	  Strategies to Transfer Property	 197

13.3	 Estate Planning Documents	 199

13.4	 Gift and Estate Tax 	 204

13.5	 Sources for Estate Liquidity	 205

13.6	� Types, Features, and Taxation of Trusts 	 206

Chapter 13 Summary	 212
Chapter 13 Key Words	 212
Chapter 13 Problems	 213

CHAPTER 14
Charitable Giving	 217

14.1	� Charitable Donations: The Basics of Giving	 218

14.2	 Tax Treatments by Type of Gift	 218

14.3	 Gifting Strategies	 219

Chapter 14 Summary	 223
Chapter 14 Key Words	 223
Chapter 14 Questions	 223

Glossary	 225
Index	 233


	Front Cover
	Title Page
	Brief Table of Contents
	Table of Contents
	About the Authors
	Preface
	Acknowledgements
	Chapter 1: Career Planning
	1.1	A Job Versus a Career
	Job or Career
	Types of Unemployment
	Helpful Job Search Information

	1.2	Landing an Interview
	Preparation for the Interview
	Arriving for the Interview
	During the Interview

	1.3	Types of Interviews
	Standard
	Behavioral
	Situational
	Case
	Presentation
	Panel

	1.4	Networking
	1.5	Negotiation
	Chapter 1 Summary
	Chapter 1 Key Words
	Chapter 1 Questions

	Chapter 2: Financial Planning and Budgeting
	2.1	�Financial Planning and the Financial Planning Process
	Step 1. Determine Your Current Financial Situation
	Step 2. Develop Financial Goals
	Step 3. Identify Alternative Courses of Action
	Step 4. Evaluate Your Alternatives
	Step 5. Create and Implement Your Financial Action Plan
	Step 6. Review and Revise Your Plan

	2.2	�Factors Influencing Personal Financial Planning
	Personal Factors Influencing Personal Financial Planning
	Economic Factors Influencing Personal Financial Planning

	2.3	Budgeting Process
	Steps for Developing a Good Budgeting Process

	2.4	�Budgeting Tools and Applications (APPS)
	2.5	�Time Value of Money (TVM) and Opportunity Costs
	2.6	Financial Planning Professionals
	Chapter 2 Summary
	Chapter 2 Key Words
	Chapter 2 Questions

	Chapter 3: Banking Basics
	3.1	Financial Institutions
	3.2	Banks
	3.3	Choosing a Bank
	3.4	Types of Bank Accounts
	Checking Account
	Savings Account
	Certificate of Deposit (CD)
	Money Market Account
	Individual Retirement Accounts (IRAs)

	3.5	Debit Card vs Credit Card
	What Is a Debit Card?
	What Is a Credit Card?

	Chapter 3 Summary
	Chapter 3 Key Words
	Chapter 3 Questions

	Chapter 4: Education Funding
	4.1	Financial Institutions
	4.2	�Education Savings Vehicles
	529 Plan
	Custodial Accounts 
(UGMA and UTMA)
	Coverdell Education Savings Account
	Savings Bonds

	4.3	Financial Aid
	FASFA
	Grants
	Scholarships
	Work Study
	Internships

	4.4	�Tax Credits/income Tax Strategies
	American Opportunity Credit
	Lifetime Learning Credit
	Tuition and Fees Deduction
	Student Loan Interest Deduction
	Educational Exception to 10% Penalty on Early
IRA Distributions
	Employer-provided educational assistance
	Business Deduction for Worked-related Education
	Scholarships, Fellowships, Grants and Tuition Reductions

	4.5	Education Financing
	Loans
	Other Student Loan Options
	Loan repayment grace period

	Chapter 4 Summary
	Chapter 4 Key Words
	Chapter 4 Problems

	Chapter 5: Credit Management
	5.1	Five C’s of Credit
	5.2	Applying for a Credit Card
	5.3	Understanding your Credit Report
	5.4	Finance Charges
	Chapter 5 Summary
	Chapter 5 Key Words
	Chapter 5 Problems

	Chapter 6: Major Life Purchases: Home and Car
	6.1	Buying Versus Renting a Home
	6.2	�True Costs of Home Ownership
	Up Front Cost of Home Ownership and Recurring Costs
	Special Costs of Homeownership
	Types of Home Loans

	6.3	Amortization
	6.4	Purchasing a Car
	6.5	Renting an Car
	Chapter 6 Summary
	Chapter 6 Key Words
	Chapter 6 Problems

	Chapter 7: Automobile Insurance
	7.1	Automobile Insurance Overview
	7.2	Automobile Insurance Terms
	7.3	�Exclusion under Automobile Policy
	Bodily and Property Damage Liability Exclusions
	Physical Damage Coverage Exclusions
	Medical Payments and Uninsured Motorist Bodily Injury

	7.4	�How to Purchase Automobile Insurance
	Step 1: Decide How Much Coverage You Need
	Step 2: Review Your Current Insurance Policy
	Step 3: Check Your Driving Record
	Step 4: Solicit Competitive Quotes
	Step 5: Gather Quotes and Company Information
	Step 6: Work the Phones
	Step 7: Look for Discounts
	Step 8: Assess the Insurance Company’s Track Record
	Step 9: Review the Policy Before You Sign
	Step 10: Cancel Your Old Policy; Carry Your Proof

	7.5	�Name Insured versus Additional Drivers
	Named Insured vs Additional Driver

	7.6	�How to Read your Automobile Policy
	Chapter 7 Summary
	Chapter 7 Key Words
	Chapter 7 Questions

	Chapter 8: Homeowners Insurance
	8.1	Homeowners Insurance Overview
	Homeowners Insurance Forms

	8.2	�Sections of Homeowners Insurance Policies 
	8.3	��Common Homeowners Insurance Terms and Definitions
	8.4	�Purchasing Homeowners Insurance
	8.5	�Who is Covered Under Homeowners Policy
	8.6	 �Common Exclusions Under Homeowners Policy
	8.7	Policy Endorsements
	Scheduled Personal Property Endorsement
	Personal Property Replacement Cost Endorsement
	Personal Injury Endorsement
	Home Business Endorsement
	Earthquake Endorsement

	8.8	Coinsurance
	Direct Damage: Commercial Insurance

	Chapter 8 Summary
	Chapter 8 Key Words
	Chapter 8 Questions

	Chapter 9: Life Insurance
	9.1	Life Insurance Overview
	9.2	�Common Life Insurance Terms and Definitions
	9.3	Purchasing Life Insurance
	9.4	Common Exclusions
	9.5	Policy Endorsements and Riders
	Chapter 9 Summary
	Chapter 9 Key Words
	Chapter 9 Questions

	Chapter 10: Paying Taxes and Your Paycheck
	10.1	Tax Basics
	Choosing a Tax Filing Form 
	Itemizing Deductions
	When to Pay your Taxes
	Getting Help Filing your Taxes

	10.2	Calculating Taxes Owed
	10.3	Understanding your Paycheck
	10.4	Methods of Receiving Wages
	Chapter 10 Summary
	Chapter 10 Key Words
	Chapter 10 Questions

	Chapter 11: Investing
	11.1	Investing
	11.2	Investment Classes
	Stocks
	Bonds
	Cash Equivalents

	11.3	Mutual Funds
	Open or Closed End Funds

	11.4	Diversification
	11.5	Asset Allocation
	11.6	�Investment Research and Purchasing Investments
	Chapter 11 Summary
	Chapter 11 Key Words
	Chapter 11 Problems

	Chapter 12: Retirement Planning
	12.1	Retirement Needs Analysis
	Retirement Income Sources
	Charitable and Beneficiary Gifting Goals
	Medical costs

	12.2	Social Security
	Social Security taxes (Paying into the System)
	Eligibility and Benefit
	Calculating Benefits
	Delaying Retirement
	Taxation of Benefits

	12.3	Types of Retirement Plans
	Qualified Defined Benefit Plans
	Qualified Defined Contribution (Pension) Plans
	Qualified Defined Contribution Profit Sharing Plans

	12.4	�Other Tax-advantaged Retirement Plans
	Traditional IRA
	Roth IRA
	SIMPLE IRA
	403(b) Plan

	12.5	�Retirement Planning Regulatory Considerations
	Employee Retirement Income Security Act of 1974 (ERISA)
	Pension Benefit Guaranty Corporation (PBGC)
	Economic Growth and Tax Relief Reconciliation Act (EGTRRA) of 2001
	Pension Protection Act of 2006

	12.6	Distribution Rules and Taxation
	Premature Distributions
	Distribution Options
	Required Minimum Distributions
	Qualified Domestic Relations Order (QDRO)

	12.7	�Retirement Income and Distribution Strategies
	Permitted Withdrawals
	Withdrawals Only after Leaving Employment
	Exceptions to Early Withdrawal Penalty
	Hardship Withdrawals
	Lump Sum Distributions
	Annuity Options
	Rollovers
	Direct Transfer

	Chapter 12 Summary
	Chapter 12 Key Words
	Chapter 12 Questions

	Chapter 13: Estate Planning
	13.1	�Characteristics & Consequences of Property Titling
	13.2	 Strategies to Transfer Property
	Probate
	Transfer at Death

	13.3	Estate Planning Documents
	Wills
	Letter of Instruction
	Living Will
	Powers of Attorney
	Powers Of Appointment
	Prenuptial Agreement
	Postnuptial Agreement

	13.4	Gift and Estate Tax 
	Gift Tax

	13.5	Sources for Estate Liquidity
	Estate Liquidity Needs
	Estate Liquidity Sources

	13.6	�Types, Features, and Taxation of Trusts 
	Reason for Creating a Trust
	Five Common Elements of all Trusts:
	Trust Characteristics
	Types and Basic Provisions of Trust
	Grantor Trust

	Chapter 13 Summary
	Chapter 13 Key Words
	Chapter 13 Problems

	Chapter 14: Charitable Giving
	14.1	�Charitable Donations: The Basics of Giving
	14.2	Tax Treatments by Type of Gift
	14.3	Gifting Strategies
	Chapter 14 Summary
	Chapter 14 Key Words
	Chapter 14 Questions

	Glossary
	Index



