
Emergency Fund
Building
This playbook outlines the steps necessary to establish

an emergency fund. It explains the importance of having

such a fund, how to determine the amount to be saved,

and strategies for saving the required amount.

Step 1: Assess Needs 

Evaluate your financial situation to determine the necessary size of

your emergency fund. This often means aiming for 3-6 months' worth

of living expenses, but can vary based on job stability, single or

multiple income households, personal comfort levels, and existing

debts.

Step 2: Set a Target 

Decide on a specific target amount for your emergency fund based on

the assessment in the previous step. This should be a monetary goal

that you strive to reach within a reasonable time frame.

Step 3: Create a Budget 

Develop a monthly budget that allocates a portion of your income

towards your emergency fund. The budget should cut non-essential

spending where possible to expedite the saving process.

Step 4: Choose an Account 

Select a savings account that has easy access, low fees, and possibly

a reasonable interest rate to store your emergency fund. This is often



a high-yield savings account separate from your regular checking

account.

Step 5: Automate Savings 

Set up automatic transfers from your main checking account to your

emergency fund account. This ensures consistent savings without

requiring manual transfers each month.

Step 6: Monitor Progress 

Regularly review the progress of your emergency fund. Check on the

balance monthly and make adjustments if needed to ensure the

target is being met within the set timeline.

Step 7: Top Up 

If you need to withdraw from your emergency fund for an unexpected

expense, prioritize replenishing the fund back to its target level as

soon as possible.

General Notes

Unexpected Expenses 

Only use the emergency fund for genuine emergencies, such as

medical bills, major home repairs, or expenses during involuntary

unemployment. Avoid tapping into it for regular or anticipated

expenses.

Income Changes 

Reassess your emergency fund if there is a significant change in your

income or expenses. A higher income might mean a larger fund is



necessary, while reduced expenses might reduce how much you need

to save.

Regular Review 

Review and possibly adjust your emergency fund goal at least once a

year to account for any changes in your financial situation or cost of

living.
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