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 � GETTING STARTED

Bill calendar
You may be able to avoid late fees and other consequences 
of missed or late payments if you set up a bill calendar so 
you can see when payments are due.

Most people have recurring bills and expenses like rent, utilities, car payments, and 
insurance. Most of these bills have a fixed due date. If you are late, even by a few days, 
you will likely pay an extra fee. You may also risk a negative entry in your credit record.

Figuring out which bills to expect helps you plan to have enough money on hand. 
Some people find that thinking ahead helps reduce the stress when bills arrive.

What to do
 • Gather all the bills you pay in one month or use the information from your 

spending tracker. Remember to include any bills that are paid automatically.

 • Write the date when you must send the payment or when the money must be 
taken out of your account, in advance of the due date. If you’re paying by mail, 
mark the due date at least seven days before it is due. For in-person or online bill 
payment, mark two or three days before the due date to ensure you are not late. 

 • Write down the name of the company or person you owe the money to and 
the amount that’s due on the date the bill must be sent to arrive on time. 

 • Put this calendar where you will see it every day. 

A step further
Once you have finished adding your bills, add your sources of income as well. Write in 
the dates and amounts you get paid or when you receive other income. Use the "Bill 
calendar" to compare your weekly bill totals to your weekly income totals. If you have 
more bills than income in a given week, consider asking to change the due dates of 
some of your bills. See the cash flow tools in Module 5: Getting through the Month for 
more information on balancing your income with your bills and expenses.
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 Creating a Bill calendar helps you see 
how income and bills line up each month.

1.  Select which month you're planning for and 
label the calendar for that month.

2. Make a list of all your bills.

3. For each bill, mark the payment date: 7 days 
before the due date for mail, 3 days before 
the due date for online.

4. Enter the dates you'll receive income and the 
amounts you expect.

Bills:

Month of:

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
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This tool is included in the Bureau of Consumer Financial Protection’s Your Money, Your Goals: A 
financial empowerment toolkit. The Bureau has prepared this material as a resource for the public. 
This material is provided for educational and information purposes only. It is not a replacement 
for the guidance or advice of an accountant, certified financial advisor, or otherwise qualified 
professional. The Bureau is not responsible for the advice or actions of the individuals or entities 
from which you received the Bureau educational materials. The Bureau’s educational efforts are 
limited to the materials that the Bureau has prepared.

This tool may ask you to provide sensitive information. The Bureau does not collect this information 
and is not responsible for how your information may be used if you provide it to others. The Bureau 
recommends that you do not include names, account numbers, or other sensitive information and 
that users follow their organization’s policies regarding personal information.
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