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Personal Monthly Budget
In this activity, you will create a personal budget. 

Figure 1 Personal Monthly Budget

Fixed and Variable 
Expenses

• Fixed expenses 
are the same 
every month, such 
as rent and car 
payments.

• Variable expenses 
can be different 
every month, 
such as food and 
clothing expenses.
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Step  Plan a Personal Budget

To help you plan a personal budget, you will interview a person  
who is employed. Use spreadsheet software to record your monthly 
budget plan.

 Open a file in your spreadsheet software. 

 Enter the row and column headings as in Figure 1, Monthly 
Personal Budget, page 1.

 Set up and save a worksheet and name it Your Name Budget.

 Talk to a family friend, older relative, or someone else you know 
who has recently started working at his or her first full-time job. 
Find out the information you need to fill out your budget items 
in Your Name Budget. As an alternative, you may be able to find 
this information from sources such as the Internet or classified 
advertisements in the local newspaper. 

 Does the person you are interviewing save money regularly? If so, 
how much per month? Choose an amount for savings to add to your 
budget.

 Include an amount for emergency or unexpected expenses, such as 
car repairs or medical treatment not covered by health insurance.

 Enter the information you find into your personal budget 
spreadsheet, Your Name Budget. Remember to enter all amounts per 
month. For example, if you know you want to save $240 a year, this 
will be 240 divided by 12, or $20 per month.

Step  Determine Total Personal Budget Expenses

 Use the SUM function of the spreadsheet software to determine your 
total monthly expenses.

 Enter the SUM function appropriate for your spreadsheet. See the 
example below.
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Step  Determine Take-Home Pay You Need to Cover 
Your Expenses

 The monthly take-home pay you need is the same as your total 
monthly expenses. What take-home pay will you need to earn to 
cover all the expenses in your budget? 

 Enter the take-home pay in your spreadsheet.

Step  Calculate the Monthly Gross Pay You Need

Take-home pay is gross pay minus deductions. Deductions can be estimated 
at 30 percent of gross pay, so take-home pay is 70 percent of gross pay. 

 In your spreadsheet, calculate the monthly gross pay you need using 
the following calculation:

 Monthly Gross Pay  Monthly Take-Home Pay  0.7.

 Enter the formula in the appropriate cell of your spreadsheet. An 
example is shown below.

Step  Find the Annual Salary

To calculate the annual salary equivalent to this monthly gross pay, simply 
multiply the monthly gross pay by 12.

 In your spreadsheet, enter the following calculation in the cell of 
monthly gross pay:

 Monthly Gross Pay  12  Annual Salary

 Enter the formula in the appropriate cell of your spreadsheet.  
An example is shown below.In this activity, you will create a 
personal budget. 


