Paying Consumers Bills.
If you are working with a consumer, follow these steps in making sure that bills are being paid!!!

Paying bills promptly will help avoid late fees and interest charges. Follow these steps to ward off procrastination and keep finances in good order.

Set aside a special place to put bills when they arrive, such as a desk cubbyhole, a special section in a drawer or a bill inbox. As soon as consumers receive them, make sure they put them in the special place.

REMEMBER:  Bills are due whether you receive one in the mail or not!  You must keep a list of all of the bills and make sure that all are paid on a monthly basis.

Set aside two times a month, two weeks apart, to pay bills. The middle and end of the month are good times.  Make sure these correspond to the due dates on the bills.
Mark a calendar to remind you and your consumer of bill-paying dates and to help keep to the schedule.

Pay the bills with checks or money orders, then note the check number, the date and the amount paid on the receipt portion of each bill and on the monthly finance form in the consumers green binder.
File these receipts away and keep them for seven years.

Place the envelopes containing payments next to the door so that you will remember to take them with you and mail them immediately.

Tips:
Some credit card companies, mortgage lenders and automobile financing companies change due dates. Check the due dates for such bills when they arrive.

Utility and phone companies are usually a little more flexible and will wait for a few days before they send you a reminder notice or charge you a late fee. Credit card companies, mortgage and automobile lenders, oil companies and landlords are stricter.

Balancing Your Checkbook

Keep track of your consumers account. In addition to the embarrassment factor of bouncing a check, they can rack up service charges not only from their bank, but also from the merchants who don't take kindly to people who take merchandise that (technically) they haven't paid for yet. 

Here are the steps for keeping your checkbook in order: 

· Record all the checks written and deposits made in your checking register; 

· Write down withdrawals as soon as the check is written; 

· Most purchases and withdrawals using VISA Check Card/ ATM Card occur when you don't have your checkbook register. Be careful. Make sure these get logged into the register as well.
· Save ATM receipts and record withdrawals as soon as possible; 

· Compare your monthly bank statement to the check register to make sure you have recorded all the transactions in the register. 

Reconcile your account
Keeping track of account activity is an important first step toward beating the balancing blues. But it's only the first step. Once you receive the monthly bank statement, here's how to reconcile the balance that the bank shows you have with the one you show:

1. Confirm that each transaction shown on the statement is written in the account register by placing a checkmark next to the transactions; 

2. Remember to include all service charges, interest deposits, and other automated additions or deductions shown on the statement; 

3. If your balance still does not agree with the ending balance shown on the statement, there's still hope. 

Here's what to do next: 

· Write down the ending balance shown on the bank statement; 

· List all the deposits and other additions shown in the register that do not appear on the  statement, and then add them up; 

· List all the checks and other deductions (like ATM withdrawals and VISA Check Card deductions) shown in the register that do not appear on the statement, and then add them up; 

· Using the beginning balance in step 1, add the step 2 total, then subtract the step 3 total (step 1+step 2-step 3=balance). This account should equal the current balance in your account register. 

Now you should balance!
If there is ever a problem with a bill not be paid or any other issue regarding finances, make sure to contact your supervisor regarding this issue.  These things can be worked through, but only if we know what is going on!
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