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VSCPA financial stats:

According to a survey of Virginians conducted by 
the Southeastern Institute of Research for the 
Virginia Society of CPAs, CPAs are considered the 
premier advisor to the public on fiscal responsibil-
ity and financial planning:

	81 percent of Virginians feel CPAs should be 
somewhat to very active in helping educate the 
community on wise personal financial planning 
and budgeting.  

	82 percent of Virginians find free personal 
financial planning and budgeting materials  
and resources from the CPA profession a very 
valuable service.

For more information about these statistics and 
the VSCPA Financial Fitness initiative, contact  
VSCPA Media & Public Relations Specialist  
Shawnte Reynolds at (800) 733-8272 or  
sreynolds@vscpa.com. 
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Format, Guidelines  
and FAQs

LifeSkills delivers real-world financial and practical 
information to college students who are about to 
enter the workforce — skills graduates will need 
to truly succeed. 

While the seminar was originally designed to be 
presented in seven evening sessions, held over 
seven consecutive weeks, the program is flexible. 
In fact, the entire program is detailed in a tem-
plate you can feel free to edit, borrow from and 
change until it makes sense for your college or 
university and your students. 

Because the program is not copyrighted, you may 
use and reproduce the materials exactly as they 
are presented in this toolkit, or adapt the materi-
als to fit your needs.

The important thing is that your institution is 
offering this important, real-world information to 
students.

Frequently Asked Questions

	Whom is this program meant to serve?

The LifeSkills program is intended for students 
who will soon be graduating and entering the 
real world — namely juniors and seniors. The 
information is most relevant for this demo-
graphic, but would certainly be beneficial for 
any student interested in taking the course. 
Your college or university may choose which 
classes or age groups to target, or open the 
course up to all students.

		What topics does the program cover?

LifeSkills should cover issues most relevant to 
graduates — information that isn’t necessarily 
taught in the classroom but is most critical for 
success in adulthood. See the “Topics” section 
for a list of suggestions, but tailor the program 
to include the topics that your students need 
most.

		Where can we find speakers to deliver the 
material?

Once you’ve nailed down your list of topics, 
search for professionals in those fields to 
deliver the material. Use your alumni network 
to begin, as graduates are often honored to 
revisit their campus and help current students. 
Many professional associations and organi-
zations also have speakers bureaus, which 
will identify free speakers and coordinate the 
details. (Visit the VSCPA’s consumer Web site 
www.FinancialFitness.org and click on  
“Financial Assistance” then “Speakers Bureau” 
to request a CPA to speak to your students.) 
Feel free to use the letters and e-mails in this 
manual to help secure and schedule speakers 
for your LifeSkills program. 

		How do we spread the word to students?

Brainstorm various methods to get the word 
out to your students, including hallway ban-
ners, mailbox stuffers, cafeteria table tents, 
e-mails and more. The most successful form of 
marketing for this specific program, however, 
targets the parents. Send a letter from the 
dean and a brochure home to parents, letting 
them know how important this program is. By 
nature, parents are more concerned about their 
students’ ability to adapt to the real world 
than their children — who are less familiar 
with the need for such skills. Most likely, you 
will see the majority of registrations come from 
parents on behalf of their children.
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		When is the best time to hold the course?

Avoid finals, midterms and study periods. The 
beginning of each semester works best, espe-
cially because summer and holiday break are 
ideal for program planning and marketing to 
parents. But again, plan to do what’s best for 
your students.

		What will this program cost our institution?

Depending on your expenses and whether you 
charge a registration or materials fee, the pro-
gram may cost you little to nothing. In some 
cases, you may secure profit that can be used 
for subsequent LifeSkills programs. Because 
the costs and registration fees are at your 
discretion, so is the net gain or loss. See the 
“Budget” section for more information.

		What should we charge for this program?

The cost of the program is entirely up to your 
institution. The included budget worksheet 
will help you estimate expenses, which will, 
in turn, give you an idea how much to charge 
per registrant. James Madison University (JMU), 
which created the LifeSkills program, charged 
$189, yielding $20,000 in net income per  
program.

		How long does it take to plan the program?

As with any new program, the first event may 
take a bit more planning. But if you use the 
suggested materials in the manual, you should 
not need to begin planning more than 90 days 
out. Of course, subsequent events will likely 
take less time to plan, especially if your speak-
ers agree to continue with the program. See 
the “Timeline” section for more information. 
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	What if we want to change a few elements  
of the program?

The basic goal of LifeSkills is to ensure gradu-
ates leave your college or university with both 
scholastic knowledge and practical life knowl-
edge. The rest is up to you. There are sug-
gested topics, materials and procedures in this 
manual to help you administer this program on 
your campus with ease. But be sure to keep 
your students’ specific needs in mind in deliv-
ering the LifeSkills program and make whatev-
er changes necessary to ensure the program is 
a success. Using the information in this manual 
as a guideline may save you time and money. 
But tailoring the program to meet your needs 
is also essential.

	Do we need to use the LifeSkills logo and  
materials exactly as they are presented?

The materials in this manual have been com-
piled to help you administer the LifeSkills 
program without having to reinvent the wheel. 
However, the program is not copyrighted, and 
you should feel free to make changes to the 
materials and use the LifeSkills logo, or not, as 
you please.

	Who can we contact with additional questions?

For more information, visit  
www.FinancialFitness.org or contact VSCPA 
Media & Public Relations Specialist Shawnte 
Reynolds at sreynolds@vscpa.com or  
(800) 733-8272. 
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Timeline
The following timeline details the steps necessary 
to plan a successful LifeSkills program on your 
campus:

90 days out:
	Confirm basic details like date, time, budget 

and registration fees, using the samples and 
suggestions provided. Determine your registra-
tion capacity.

	Determine your target audience (i.e. juniors 
and seniors) and obtain an accurate count to 
guide your marketing.

	Establish your point of contact (i.e. dean’s of-
fice) and registration process.

	Reserve a sufficiently-sized room to accommo-
date your seven sessions, and book make-up 
days in case of inclement weather.

	Reserve any necessary equipment, including a 
projector or laptop computer.

	Settle on topics and begin looking for suitable 
presenters. Don’t forget to use your alumni 
network and association speakers bureaus as 
resources. 

	Nail down speakers for each session and mail 
speaker confirmation letters/e-mails.

75 days out:
	Draft a letter from the dean to mail to the par-

ents of your target audience.

	Create a brochure to accompany the dean’s 
letter, including session topics, dates, times, 
room number, etc. 
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	Update your Web site with seminar details and 
registration information. 

	Call your printer or arrange to produce the 
dean’s letter and brochure in house. Keep the 
following in mind:

	 Nail down your quantities based on the 
number of students in your target audi-
ence. Print extras to have on hand.

	 Ensure materials will be delivered or print-
ed on time.

	 If using a printer, ask for a courier to pick 
up the camera-ready letter and brochure, 
along with a CD with electronic versions of 
the files on it. Supply the printer with your 
letterhead and arrange for the materials to 
be picked up or delivered when finished. 

	Secure an electronic file of mailing addresses 
and prepare envelopes to read “To the parents 
of” above each student’s name.

60 days out:
	Set up a voicemail message and e-mail autore-

sponse with LifeSkills registration information, 
if applicable.

	Confirm speakers. 

	Check supplies of ink pens, colored paper, 
three-ring binders, notebooks and white copy 
paper and order extra if necessary.

	Confirm room and equipment reservations.

	Mail your dean’s letter and brochures. If appli-
cable, mail before a holiday or break so par-
ents can discuss the course with their children.

	Set up a spreadsheet or database to register 
students. 

45 days out:
	Check voicemail and e-mail, and return  

promptly.

	Make a copy of each check and attach it to  
the registration form and make a copy of regis-
tration forms for your files.

	Process credit card payments.

	Assemble notebooks/handouts, which may in-
clude a cover sheet, pen, schedule of present-
ers, evaluation form and presenters’ handouts.

	Begin sending confirmation e-mails as students 
register.

30 days out:	
	Get the word out to students. Advertise 

through e-mail, mailbox inserts, cafeteria table 
tents, banners in common areas, etc.

	Secure students or volunteers to serve as event 
registrars.

15 days out:
	Check voicemail and e-mail regularly. Continue 

taking registrations if the program is not full.

	Send reminder e-mail to registrants.

Week of seminar:
	Continue with registrations. Be sure to keep 

close track of registrations, as the event may 
sell out. Start cancellation and waiting lists.

	Prepare sign-in sheets based on registrants to 
date. Enter others as they register.
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	Prepare a registration kit with items the regis-
trars will need — extra handouts, pens, sign-in 
sheets, evaluations, etc.

	Make and post directional signs for the first 
day of the course.

Day of seminar:
	Print four copies of the participant list sign-in 

sheets for registrars.

	Remember the receipt book in the rare event of 
a cash payment.

	Make sure all trash/newspapers are out of the 
room and equipment is set up and working 
before opening the doors.

	 Introduce yourself to the speakers and ensure 
they have everything they need.

	Send a final reminder e-mail to participants, 
including the time, room number and other 
important details.

Day after seminar:
	Compile attendance sheets and evaluation 

forms.

	Add last-minute sign-ups to the roster and/or 
attendance sign-in sheets.

Week after seminar:
	Complete the evaluations and attendance con-

firmations for the event.

	Assess the success of the program and regroup 
on changes for next time.

	Mail thank you notes to speakers.
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Budget
LifeSkills is an inexpensive way to spread the 
word about important post-graduate skills like 
managing money, navigating insurance options 
and setting goals. In fact, some of the only costs 
involved in this program are printing and mail-
ing expenses and the few supplies necessary to 
implement the course. This program is designed 
to break even at a minimum. At JMU, this program 
has even generated revenue for the College of 
Business.

Of course, your implementation strategy may 
eliminate various costs (by printing in house,  
for example) or require extra expenses. Additional 
costs may include speaker gifts, snacks to serve 
during seminars and various fees specific to your 
school, including copying fees, supply usage,  
advertising fees, etc.

Use this sample budget as a starting point for 
your specific program:

Expenses Total 
Supplies

Envelopes

Letterhead

Binders

Pens

Other  

Subtotal

Printing Costs

Brochure

Dean’s letter

Table tents

Subtotal

Mail Services

Folding/stuffing

Postage/handling

Other

Subtotal

Other Total

Subtotal

Income Total
Registration fees

Subtotal

Net Gain/Loss Total
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Topics
Think about all of the important information 
graduates will need in order to succeed in the real 
world: how to buy a house, what kinds of insur-
ance to purchase, when various legal documents 
are necessary, and the list goes on. Choose topics 
that your specific students have not been exposed 
to or need to know most.

Suggested topics include:
	Personal banking: Focus on types of demand 

accounts (checking, savings, CDs) to open, 
relevant issues to consider when borrowing, 
identity theft, responsible use of credit cards 
and sources of funds.

	Legal matters: Cover consumer law, contracts, 
family law, litigation and lawsuits, and when 
and how to use a legal professional. 

	 Insurance issues and options: Examine sources 
of insurance and explain the numerous forms 
of available insurance — renter’s, homeown-
er’s, automobile, life, umbrella, accident, legal 
claim and worker’s compensation.

	Financial markets: Explain the technical terms 
and market indicators, the potentially con-
fusing array of financial instruments (stocks, 
bonds, money markets, mutual funds, etc.), 
methods of access and sources of information.

	Financial planning: Address how to establish 
financial goals, minimize your tax liability, 
allocate earnings between savings and invest-
ments, effectively prepare for retirement and 
how to employ professionals.

	Career/life planning: Explain the many facets 
of job seeking, including interviewing tips and 
techniques and a success/high achievement 
profile.

	 Job search fundamentals and the law: Include 
employment applications, résumé and cover 
letter preparation as well as laws and regula-
tions encountered in the job search.

You might also consider economics and financial 
literacy topics approved by the Virginia Board of 
Education in 2006 (SB 950). To download a .PDF 
guide of the topics, visit the “For Educators”  
section of the VSCPA’s consumer Web site at 
www.FinancialFitness.org.  

The Jump$tart Coalition for Personal Financial 
Literacy also maintains the National Standards 
in K–12 Personal Finance Education — personal 
finance knowledge and skills that students should 
possess. To download the standards, visit the 
“Standards” section of the Jump$tart Web site at 
www.jumpstart.org.
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Speaker Request Letter/E-mail

Dear [POTENTIAL SPEAKER],

I am coordinating a seminar series for [COLLEGE NAME] students called LifeSkills.  

While college students are graduating with vital career expertise and job skills, they may be missing out on 
important skills essential to their future success such as wise money management and personal finance. That’s 
where our LifeSkills program comes in.

The seminar series runs from [OPENING DATE] until [CLOSING DATE] and covers seven important real-world topics, 
one each week:

•	 Personal Banking
•	 Legal Matters
•	 Insurance Issues & Options
•	 Financial Markets
•	 Financial Planning
•	 Career/Life Planning
•	 Job Search Fundamentals and the Law

As a respected [PROFESSION], I would love for you to share your expertise and knowledge with our students and 
help them prepare for graduation. We are specifically looking for information on [SUB-TOPICS]. 

[PROVIDE ADDITIONAL SPECIFICS, IF AVAILABLE, INCLUDING DATE AND TIME OF PRESENTATION, BUILDING AND 
ROOM NUMBER, EQUIPMENT AVAILABLE AND WHETHER AN HONORARIUM WILL BE GIVEN].

Please let me know if you are interested in participating or if you would like more information.  

The presenters who participate in the LifeSkills program really enjoy working with the students, and the students 
love getting some practical information before graduating and entering the job market.

Thanks for considering my request.

Sincerely,

[CONTACT INFORMATION]
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Speaker Thank-You Letter/E-mail

Date

Name
Address

Dear [SPEAKER],

[COLLEGE NAME] and the Virginia Society of CPAs (VSCPA) would like to thank you for your enthusiastic 
involvement in our recent LifeSkills program. The students took notes, asked questions and continued 
peer discussions about the topics after the sessions ended. Our student participants were very interest-
ed in the information you provided. Clearly your presentation invited students to think about the future 
and enabled them to make informed choices.

For the seven sessions, we had an average attendance of [XXX] students out of [XXX] students enrolled 
for the seminar.  [INCLUDE FEEDBACK FROM STUDENT EVALUATIONS.]

I want to invite you to join us again at our next LifeSkills seminar, scheduled for [DATES]. We have a 
seasoned group of professionals who understand the format of the workshop and the needs of the stu-
dents. We want to build on that momentum.

I will be contacting you in the next few months to discuss any improvements we can make to this semi-
nar. For example:

•	 Does the session title best reflect your content?
•	 Should content be added or omitted?
•	 Are there additional materials that can be included as resources for our students?

I appreciate your participation in this important program. Thanks for sharing your expertise with us.   
I look forward to our next meeting.

Sincerely,

[CONTACT INFORMATION]
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Student Marketing E-mail

********************************

Get ready for LifeSkills!
 
********************************

[COLLEGE NAME] and the Virginia Society of CPAs (VSCPA) want to make sure you are poised for suc-
cess after graduation! Get important life skills you probably won’t learn in the classroom, like when to 
seek advice from a lawyer or accountant, or what types of bank accounts and insurance you need. Lay 
the groundwork for a lifetime of financial fitness, successful management of your personal matters and 
more. Join us for LifeSkills! 

Dates: Seven information-packed sessions will be held on [WEEK DAY] evenings, beginning [DATE] and 
ending [DATE]. 

Time: Each session will be held from [TIME].

Location: Each session will be held at [BUILDING NAME] in room [ROOM NUMBER] on [COLLEGE NAME] 
campus.

Cost: [COURSE FEE]

Learn valuable skills in personal banking, legal matters, insurance issues/options, financial planning, 
financial markets, career/life planning and job search fundamentals.

Go to [WEB SITE ADDRESS] for more details!

Phone: [PHONE NUMBER]
	
E-mail: [CONTACT E-MAIL]

Sign up TODAY!

[DEPARTMENT NAME]
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Parent Marketing E-mail

Dear [COLLEGE NAME] Parent(s):

[COLLEGE NAME] and the Virginia Society of CPAs (VSCPA) are pleased to present the seminar series, 
LifeSkills: Real Skills for Real Life, beginning [MONTH] 2008. This special series of financial literacy ses-
sions provides students the opportunity to learn a wealth of information they will need to be successful, 
independent adults.

Through the LifeSkills program, students will learn valuable skills in personal banking, legal matters, 
insurance issues/options, financial planning, financial markets, career/life planning and job search funda-
mentals. The sessions will be led by outstanding, accomplished business professionals who will present 
current, relevant information within their areas of expertise. The series is open to all academic majors 
with no prerequisite courses. While this is not a credit-bearing course, the information presented is criti-
cal to students’ success.

Seven information-packed sessions will be held on [WEEK DAY] evenings, beginning [DATE] and end-
ing [DATE]. Each session will be held at [BUILDING NAME] in room [ROOM NUMBER] on [COLLEGE NAME] 
campus from [TIME]. The cost for the series is [COURSE FEE].

To enroll your daughter or son in the LifeSkills series, please click on the link below. If you have ques-
tions, please contact [NAME] at [E-MAIL ADDRESS] or [PHONE NUMBER].

[INSERT WEB SITE LINK]

Sincerely,

[DEAN OF SCHOOL/ HEAD OF DEPARTMENT NAME]
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Student Registration Confirmation E-mail

********************************

Get ready for LifeSkills!
 
********************************

You are registered for the LifeSkills seminar series! 

DATES: The sessions will be held weekly on [WEEK DAY] evenings: [LIST DATES]

TIME: Each session will be held from [TIME].

WHERE: Each session will be held at [BUILDING NAME] in room [ROOM NUMBER] on [COLLEGE NAME] 
campus.

Handouts will be provided.

Please feel free to contact us at [CONTACT INFORMATION] if you have any questions.

See you there!
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Press Release 
 
For Immediate Release
Contact: John Doe  
(INSERT YOUR NAME & CONTACT INFO)
(XXX) XXX-XXXX
jdoe@abc.edu

[ABC UNIVERSITY] HOLDS LIFESKILLS SEMINARS FOR STUDENTS

City (DATE) — [COLLEGE NAME], in partnership with the Virginia Society of Certified Public Accountants (VSCPA), is 
pleased to announce the seminar series, LifeSkills: Real Skills for Real Life, beginning [MONTH] 2008. This special 
series of financial literacy sessions provides students with the opportunity to learn a wealth of valuable informa-
tion that they can use immediately and for the rest of their lives.

(INSERT QUOTE FROM SPOKESPERSON HERE – IF DESIRED) 

Through the LifeSkills program, students will learn valuable skills in personal banking, legal matters, insurance is-
sues/options, financial planning, financial markets, career/life planning and job search fundamentals. The sessions 
will be led by outstanding, accomplished business professionals who present current, relevant information within 
their areas of expertise. The series is open to all academic majors with no prerequisite courses.

James Madison University (JMU), located in Harrisonburg, Va., launched the original LifeSkills program to prepare 
its students for all aspects of life after college. JMU laid the groundwork for a top-notch program that can be eas-
ily applied on college campuses across the Commonwealth and beyond. 

In 2007, the VSCPA partnered with JMU to help spread the word about the course and assist other schools in 
launching their own LifeSkills programs. Part of the VSCPA’s award-winning Financial Fitness initiative, LifeSkills 
complements the overall Financial Fitness objective — to promote sound money management habits and financial 
responsibility.  For more information on Financial Fitness and its various programs, visit www.FinancialFitness.org.

(INSERT YOUR ORGANIZATION’S SEMINAR INFORMATION HERE, INCLUDING: EVENTS, PROGRAMS, DATES AND RE-
SOURCES.)

For more information on the [COLLEGE] LifeSkills program, visit [WEB SITE]. 

(INSERT YOUR ORGANIZATION MISSION AND/OR MEDIA TAGLINE HERE)

The Virginia Society of Certified Public Accountants (VSCPA) is the leading professional association dedicated to 
enhancing the success of all CPAs. Founded in 1909, the VSCPA has approximately 8,300 members who work in 
public accounting, industry, government and education. For more information, please visit the Press Room on the 
VSCPA Web site at www.vscpa.com, e-mail vscpa@vscpa.com or call (800) 733-8272. To search for a CPA in your 
geographic region, visit www.FinancialFitness.org and click on “Find a CPA.” 
# # #
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