4. Financial Records and Information
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Choose from any of the following:
4.1 Where can I keep my money? 

4.2 Why should I keep records of my money?

4.3 How can I keep records organised?

4.4 Keeping track of records - home book keeping.

4.5 What different kinds of records exist?

There's more information on keeping track of your spending in the
’Spending money and budgeting’ and ‘Where money goes’ sections.
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A bank account will allow you to manage incoming and outgoing money. For example, your employer can transfer your monthly salary into your account and you can transfer money from your account to pay for bills, e.g. telephone or electricity bills. Every action will be recorded on your bank statement.

Where you keep your money is a personal decision but you should make sure it is safe. A bank account may offer you the required place of safety.

If you want to save money, a bank can also offer you saving accounts. That means that you can set up a saving account and get more money out of it than you paid in. Please refer to the risk and return section to find out more about saving and investing possibilities.
[image: image3.png]A basic bank account is available for people who have problems with
getting another bank account. Problems might occur because of a bad
record for repaying loans, low income, etc.

When you get a basic bank account you will get a cash card. With this
you can withdraw money from an ATM. You can only get as much
money as you have in your account, you will not be given an
overdraft.

With a basic bank account you will get a Solo or Electron debit card.

=

You can use a debit card to pay for things in many shops, by phone
and over the Internet. When you use them your account is checked
before each transaction and goes ahead only if there is enough in your
account to meet the payment.

With a basic bank account you can have direct debits. Direct debits
enable regular bills to be paid automatically direct from your account.
Also, with a basic bank account you can have direct credits. Direct
credits enable regular payments (e.g. salaries, student loans etc) to
be paid automatically direct into your account. Al transactions will be
recorded on your bank statement.

As well as direct debits and credits, you can also use standing orders
to pay some bills that always come to the same amount.
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Universal accounts are like basic bank accounts. If you receive benefits
like Job Seeker's Allowance you might not be entitled to get a current
account but you can have a universal account. So with universal
accounts you can also use an ATM (cash machine) and a debit card, but
you are not allowed any overdraft. Also you can use direct debit.
1f you receive Job Seeker's Allowance you can get it directly paid into
your universal account.




[image: image5.png]Post Office™ card accounts will be available from March 2003.

They will only be for benefit recipients who either cannot or do
not want to open a basic bank account. If you are a benefit
claimant the Post Office card account allows you to receive

benefit in cash at post offices via a Post Office account instead
of an order book or giro. This account is a first step to using
other financial services like bank accounts. With this card
account you cannot use an ATM (cash machine) and you cannot
go overdrawn, nor can you have a debit card or a cheque book.




4.2 Why should I keep records of my money?

This section will explain why it is important to keep records of your money. Records include; receipts, invoices and credit card and bank statements.

First, take a look at these questions:

[image: image6.png]On Saturday afternoon you go shopping.
You withdraw some money from your account.

One week later you wonder what you spent the money on.
How can you find out?




[image: image7.png]You bought a washing machine and got it installed 2
months ago. You get a bill for that but you are sure that
you already paid for it. What are you going to do?




[image: image8.png]You want to open a bank account. You are asked for a
proof of your address. What do you take?




[image: image9.png]You bought a new radio four months ago. Suddenly,
it does not work properly anymore. What can you do?




Did you think of answers as the questions came up? 

Read the section below and then try to answer the questions again!

[image: image10.png]You can manage your money!

If you keep records about your income and outgoings you can manage

your money. If you know how much money you spend it is easier for you

to keep the balance. A personal record helps you to remember what you
spend money on.




[image: image11.png]Keeping a record also ensures that you only pay the money

that you have to pay - and you do not pay something you

have already paid for! A record such as a receipt or a bank
statement is a proof that you paid!




[image: image12.png]Sometimes you are asked for proof of your address.
For this you can use any financial statement that
shows your name and address on it, for example a
recent electricity or telephone bill.




[image: image13.png]Guarantee

1f you buy products they usually have a guarantee with them. This
means that if those products stop functioning within the guarantee

period, you can exchange them or get the money refunded. In order

to do this you need to bring the receipt to prove the date you bought
the product. So make sure you keep your receipts in a safe place!




Now take another look at the first set of questions. You should find the answers a lot easier. 

4.3 How can I keep records organized? 

In this section we want to show to you how you can keep records. 

So how can you do that?

· First you should collect all your financial records. Look at the section ‘What different kinds of records exist?’ to find out more about them. You can keep all your records together, e.g. in a box, in a file or in a drawer. It is very useful if you sort them: for example you can have; 

· one folder for bank statements 

· one folder for phone bills 

· one folder for pay slips, and so on. 

If you do that it will save you a lot of time when you start looking for them. If you also sort them chronologically (the oldest one in the back and the newest one in the front) it will be even easier to find them.
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4.4 Keeping track of records - home book keeping
Keeping track of your money means making sure that you always have an overview of your financial situation. One way you can do that is to keep a written record of everything you do with your money. On one side write down how much money you got - as salary or as benefit - and on the other side how much you spent. The more detail you include, the better your record is.

So if you withdraw £100 from the ATM (cash machine), do not just put down that you withdrew the money, but also what you did with it (e.g. buy clothes, go out for tea, buy tickets for the cinema). When you use the ATM it asks if you want a printed receipt; you should say 'yes' and file it for future reference. 

Here you can see what this kind of personal record could look like:
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Now try to make a record yourself. Write down how much money you got on the one side and how much you spend on the other side. After listing everything, add each side up (you can use our pop-up calculator if you want to).

Now see if your spending is less than your income. Remember, you should not spend more than you have. You may also like to take a look at the Budgeting section.

4.5 What different kinds of records exist? 

There are different kinds of financial records. They include financial statements, utility bills and receipts. 

Financial statements
Record incoming and outgoings from:

· bank 

· building society 

· credit card 

Utility/Service bills
Other statements include utility and service bills recording what services you have used and their cost. To find out more about utility bills take a look at the picture below and read more about it below.
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Utility bill - water rates 

What appears on your water bill depends on whether you have a water meter installed.
If you do not have a meter you pay a fixed amount for a set period of time. This amount is based on the kind of property you live in and on how many people are living there.
If you have a meter installed your water bill should show the amount and cost of water you have used since your last statement. Like the electricity or gas bill, it will cover a set period of time, either one or three months. Payments and credits since the date of your last water bill should also be shown.
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thdland Water Your account number is

Water Services Bill 1974 6385 1578
MR N PATEL Account Enquiries
61 FOXGLOVE LANE 0312 800 900
QUENIBOROUGH
LEICESTER
LE12 6HG The date of this bill
22 March 2003

Rateable value (RV)  £124

Details of Charges Pence per £ of Your
Rateable Vale Charges

Period 01 APR 2003 to 31 MAR 2004 £p
WATER SUPPLY 2367 2367
SEWERAGE-FULL SERVICE 2747 2747
Sub Total 5084

EFFICENGY GREDIT 212

Total Payable 48.72
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15t OCT 2003 i
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Utility bill - telephone

If you rent a telephone line you will get a statement from your telephone company. It will cover a set period of time, usually three months. On this statement it should show how much you have to pay for the line rental and how much you have to pay for the calls you have made.
If you use other telephone companies, such as a mobile phone povider, as well as the one that you are renting the line from, you will get an additional statement from them.
By using other telephone service providers you might be able to save a lot of money. If you are making long distance or international calls you can benefit from using special companies just for those calls. If you want to use one of those companies you usually just have to call them to register before you can use their services. You do not have to change your phone line provider.
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Voursccountandbil number MR N PATEL
En 1367 560 G1FOXGLOVE LANE
QUENBOROUGH teleTALk

oae (Erzene
10 April 2003
teleTALK standard

Bill for 0115 2693458

Costof calls £3523 506 Money!
Your benefits €142 Suich 1o Monthly Payment Plan
Service charges £9.86
VAT (@175%) £6.16

£52.67

Total now due





Utility Bill – Gas
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r UK GA g Your gas bill

MR N PATEL Bill enquiries 0567 333 000
61 FOXGLOVE LANE Your reference number 101 563 254 5986
QUENIBOROUGH
LEICESTER
LE126HG VAT registration number 894 5691 20

ol Bill date & tax point 16 February 2008

. Volume conversion factor1.055390
Calorific value 32.1 MuIm3.
Present reading 5533 (E) estimated on 16 Feb 03
Previous reading 5247 Taken on 23 Nov 02
Keepiia oot calont{il  Gas usod 245 unis (6852 cubic mefres)
This is equivalentto 7456 Kiawalt hours (kVh)

at 1.357 pence per kih

Cost of gas used £45.36
) = T 151 D
Sub total excluding VAT £57.61
VAT al 5.0% £289
Total charges ~ 6070 |
Please pay £60.7
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Council Tax

The Council Tax is a local tax used to fund services such as schools, rubbish collection, social services, police and fire services, street lighting and so on. For more details take a look at the section on Council Tax.
On the Council Tax bill it will say how much money you have to pay and the due date. Take a look at the labelled council tax on the next page to find out more about it.
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| Coumch Ofemn SYSTON DISTRICT COUNCIL
F [ COUNCIL TAX DEMAND NOTICE
LE197YH 2003/04

OF1sSUE | 1th March 2003

MR N PATEL
61 FOXGLOVE LANE
QUENIBOROUGH
LEICESTER
LE126HG

NUMEER | Bog0339670

008755

DIRECT DIAL LINE
(0116) 586 759

Lk

PLEASE REFER TO THE NOTES IN THE BOOKLET SENT WITH THIS BILL FOR AN
EXPLANATION AS TO HOW YOUR LIABILITY FOR THE COUNCIL TAX IS CALCULATED

PROPERTY VALUATION BAND B Value £40,001 - £52,000
ANNUAL BILLING INFORMATION +89% 60308
LEICESTERSHIRE COUNTY COUNCIL. 42610% 7405
LEICESTERSHIRE POLICE AUTHORITY +55% 7770
'SYSTON DISTRICT COUNCIL +50% 5766
QUENIBOROUGH PARISH COUNCIL
TOTAL AMOUNT DUE FOR THE PERIOD 01/0412002 TO 3110372003 | +9.6% _ 812.49
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Utility bill - electricity 

Your electricity statement should show the amount and cost of electricity you have used since your last statement. Each statement will cover a set period of time usually one month or three months.
Payments and credits since the date of your last statement should also be shown.
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POWERCENTER
80019999999
Mr N Patel
61 Foxglove Lane
Queniborough
Leicester Meter Reading Date
Leicestershire 9 March 2003
LE12 6HG
Amount Due Please pay now using e
Electricity Bill £19.30 Paymentsip below.
Customer Senice
(Call 0800 256 875
61 Foxglove lane, Queniborough, Leicester, LE12 6HG 24 hours a day
7daysa veek
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Sub bl 1838
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Reading your meters
Never again pay an estimated ('E' next to the reading) gas or electricity bill. Learn how to read your meters. After all, they always over-estimate and have your money in their bank earning interest when you could be doing the same thing.

There are three types of electricity meter in common use today. Obviously you will only have one, so take a look, don't be afraid of the spiders and then take a closer look at the correct meter here.
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If you read the meter you read: 

            If you read the meter you read:

2
  8     7    9    2 



2
8
7        9         2

(you can ignore the red 1/10 dial (78))
(you can ignore the red 1/10 dial (78))

This is your actual meter reading. Quote this number for your accurate bill
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Gas meter
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If you read the meter you read:

2    8      7    9

(you can ignore the 1/10 dial(99))

This is your actual meter reading. Quote this number for your accurate bill.

Receipts
Whenever you make purchases you will receive a record of your transaction, a receipt.

When you purchase any goods or services you will get a receipt. It will say what you bought, how much it cost and where you got it.
It is very important that you keep your receipt (especially for higher priced items) in case you need to return the goods or get them repaired (all goods carry a minimum 12 months legal guarantee so keep your receipt for at least 12 months).
You can usually still keep your consumer rights (maybe you want to take a looka t our section about consumer rights) without a receipt, but it will be much easier for you if you can produce valid proof of purchase.

If you are self-employed then it is vital that you retain all receipts relating to your business purchases. If you are VAT registered and want to reclaim the VAT, ensure that the seller's VAT number is included. If you are unsure you can ask for a full VAT receipt (the supplier cannot refuse by law).

Below are examples of some types of receipts you may encounter:
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You don’t know where your money is going? You feel like you have a lot of money in your pockets - but at the end of the day you find yourself not having enough? 


This section will help you to understand how to keep your money safe and how to keep track of your spending.








4.1 Where can I keep my money?


The most common way to manage your money is to open a bank or building society account. Whether you're looking for a job, you have to pay bills or you want to rent a telephone line - you will always need some kind of account. If you have problems getting a normal bank account you can always have a basic bank account or a universal account. 








Basic bank accounts, universal accounts and Post Office card accounts:








Activity: Can you keep your records in order?�In the picture below, along the top you see various records. Each says what it is and the date it was issued. Now sort them into the correct folders below the receipts by drawing the right connections. They must be in correct date order. 


Look at the examples of the phone bills folder to see how to do the exercise.





Tip: there are three records that are from the telecommunication services company. They should go in the same folder.





Water Bill:


Fresh Water


Drainage


Sewerage








Telephone Bill:


Telephone


Internet





Gas Bill:


Heating System


Oven





Council Tax Bill:


-Street Lights


-Refuse Collection


-Emergency Services














Payment Slip


This is the tear off slip you fill in and send off with your payment if paying by post








Amount Due


Many suppliers will allow the total to be paid in two six monthly instalments, these are the instalment payment details





Total payable


Total amount payable for that period





Sub Total


The amount for sewerage and water services combined





Sewerage Service


The amount you pay for sewerage treatment





Water Supply


The amount you pay for water used





Efficiency Credit


Any optional discounts or rebates available





Bill period


The period this bill covers





Rateable value (RV)


The standard charge for properties of your standard in your area





Statement Date


Transactions up to this date will be shown on the statement





Telephone number


If you have any queries with your bill call this number, sometimes called ‘customer care’ number





Account number


This is your reference number. Always quote this number if you need to make enquiries about your water services account





VAT Registration number


The water company’s VAT registration number, you can ignore this





Previous meter reading


Meter reading for the current period. If this number has an ‘E’ in front it is estimated, for example E 1893 








Service Charges


Fixed costs for your telephone line and fixed equipment here





Value Added Tax (VAT)


The amount of VAT to be added





Total now due


The total amount you need to pay the telephone company





Your benefits


Any discounts via special schemes will be deducted here





Cost of calls


The cost of calls you have made





Telephone number


The telephone number to which this bill applies





Account number


This is your reference number. Always quote this number if you need to make enquiries about your telephone account.





Statement Date


Transactions up to this date will be shown on this statement











Account name


This is the person’s name the water bill is issued to








The items on this statement are simplified charges, these are the charges that can be found on every telephone bill, the layout will differ between different telephone companies





Your gas statement should show the amount and cost of gas you have used since your last statement. Like your electricity bill, it will cover a set period of time usually one month or three months.


Payments and credits since the date of your last statement should also be shown on the statement.








Payment Slip


This is the tear off slip you fill in and send off with your payment if paying by post











Total charges


The amount you actually have to pay to the gas company





VAT (Value Added Tax)


5% (is normally 17,5 % on most goods and services)








Standing charges�Standing charges is a fixed amount you use whether you use gas or not. Not all companies charge this.





Cost of gas used


Cost of gas = number of units x unit cost





Gas used


The amount of gas used in units . This is the difference between present and previous readings.





Kilwatt to pence


Conversion to electrical units to compare with electricity bills





Previous reading


This is the amount used at the previous meter reading (Would have been ‘Present Reading’ at previous bill





Present reading


This is the amount of gas used at the last meter reading or an estimate (E) and is used to calculate total gas used for that period





VAT registration number


The gas companies VAT registration number. You can ignore this





Statement date


Transactions up to this date will be shown on this statement





Conversion information


The amount of energy in calorific terms you have used. You can ignore this, it is not important





This is your reference number. Always quote this number if you need to make enquiries about your gas account.








Enquiries number


Call this number if you have any requires regarding this bill. May also be called ‘Customer Services’ number.





Account name


This is the person’s name the water bill is issued





Customer number


This is your reference number. Always quote this number if you need to make enquiries about your gas account.








Account name


This is the person the bill is issued to





Date of issue


Transactions up to this date will be shown





Account number


This is your reference number. Always quote this number if you need to make enquiries about your council tax account.








Property reference Number


A unique number which identifies your property for rating purposes





Help number


A customer care help telephone number for the rates department





Property valuation band


All properties in the UK are divided into rating bands. The band you are in determines how much you are paying.





Billing Information


Itemized breakdown of how your rates are spent by your local  council





Deductions and discounts


Deductions and discounts which may be available





Instalment Information


Most councils allow you to pay the total amount in instalments, look for information like this on your bill.





Arrears Information


If you have arrears owing for unpaid rates for previous years there will be a note like this on your bill.





Main Header


Your local Council plus the period the bill covers








Account name


This is the person’s name the water bill is issued to





Account name


This is the person’s name the water bill is issued to





Statement date


Electricity usage up to this date will be shown on this statement








VAT Registration Number


Value Added Tax Number has to be shown by the electricity company if VAT is charged 





Meter reading date


The date your meter was read by someone from the electricity company or the date meter reading is estimated





Total charges


The final amount of your bill. It includes the cost of units used plus fixed charges plus VAT.





Enquiries number


Call this number if you have any requires regarding this bill. May also be called ‘Customer Services’ number





Meter point reference numbers


A unique number allocated to your electricity meter. This number is used by the electricity company to store information about your electricity usage.





Payment Slip


This is the tear off slip you fill in and send off with your payment if paying by post








Total charges


The final amount of your bill. It includes the cost of units used plus fixed charges plus VAT.








VAT Value Added Tax


VAT is a fixed percentage of tax and is shown separately on your bill. VAT is currently  5% of your total costs.





Sub total


This is the amount  you pay before VAT is added





Fixed charge


This fixed charge is payable whether you us electricity or not. Some companies do not charge this.





Supply address


Address that is receiving the electricity bill





Present meter reading


Meter reading for the current period. If this number has an ‘E’ in front it is estimated, for example E 2143 











Meter number


This is your unique meter number





Charge amount


Costs of used units in total before additional non unit costs are added.





Costs per unit


This is the amount of pence of each unit of electricity





Electricity Bill


Lights


Appliances








Units used


How much electricity you used between the previous and present meter readings.





Tip: If the indicators falls between two numbers on the dial always use the lower number for your reading.





Electricity used to date in kilowatt hours (units)





Electricity used to date in kilowatt hours (units)








Electricity used to date in kilowatt hours (units)








If you read the meter you read:














         2		   8	   7	   9	    9





(This is your actual meter reading. Quote this number for your accurate bill)





Gas used to date





Gas being used right now. The faster this goes the more you are using








_1116927621.doc
[image: image1.png]COUNCIL TAX LIABILITY.
GROSS TAXLIABILITY  01/0412002 TO 3110312003

LESS: DISABILITY REDUCTION o)
EMPTY PROPERTY ALLOWANCE 000

LESS: DISCOUNT GRANTED 000
BENEFIT 000

LESS: CREDITS BROUGHT FORWARD

AMOUNT PAYABLE

To be paid by Payment Book
One payment of £83.49 due on 01/04103

ollowed by 9 urther payments of £61.00 due on the 1st day.
each of the following months, up to and including 01101103
Your Payment Book is enclosed

Please note: 1) That the above instalments do NOT include your arears of £197.09.
2) ALL payments made on this account will be credited {0 clear these arrears first.








