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9  Bills

Teaching  
    the Topic

Bills, bills, bills. We need to understand what we are paying  
for, how much we are paying and when the payment is due. 
We need to recognise if there is a problem, for example, a  
bill for something we didn’t get or a mistake in the amount.  
If there is a problem we need to know what we can do and  
be confident to take action.

Resources
Bills of all sorts; notices from companies (for example, electricity 

companies) explaining how to read bills, online facilities for 

paying bills; writing cheques (if appropriate).

Activities
• Recognise that this is a bill. What are the signals? Look for  

the company name at the top. What distinguishes a bill from 

a receipt? 

• Recognise what the bill is for, and the fields of a bill that 

explain how much, and when the amount is due.

• Identify problem bills – this is not goods or services the 

learner received, or this amount is not reasonable.

• Role play a complaint in person or by phone to the company 

concerned, if this will be possible, referring to the bill. 

• Discuss how to write a letter of complaint, sending the bill 

and keeping a copy. Discuss the parts of a letter, the format, 

the greeting and the ending.

Language
• GST Tax Invoice, Total Amount Due, Current Charges, receipt, 

Prompt Payment Discount.

• Complaints – There is a mistake in this bill, This amount 

is not right, I would like…, Can you… please?

Using the  
    Worksheet

A possible introductory activity: What kind of bills 
does the learner get in New Zealand? Is this 
different from their country? How do they pay  
bills in New Zealand?

This activity uses an electricity bill. The learner 
scans for information about name, customer 
number, amount due, due date. The learner reads 
each question and finds the answer. Then they 
write the number of the question in the circle  
at the end of the line.

Main learning points
Find essential information on a bill. Identify 

important parts of a bill – check the bill is for the 

right person, find the number that identifies  

the customer (in case of problems), find who  

to call if there is a problem, find when they  

need to pay in order to get a discount.

What else could be learnt?
If there is a question or problem, the tutor and the 

learner could role play the phone call. This could  

be about the amount, changing the name on  

the account. The learner and tutor could role play 

changing electricity supplier over the phone.
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Read each question below, then scan the bill to find the answer.  
Write the number of the question in the circle at the end of the line. 

For example: 
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1. What is the discounted amount?
 (Smaller amount of money to pay if someone pays the bill by 29 March 2007.)

2. What is the consumer’s name? 
 (Person who has to pay the bill.) 

3. What is the consumer’s number?
 (Number the person says when they phone the company.)

4. What are the current charges?
 (The cost of the electricity used in the house since the last bill.)

5. What is the customer service phone number?
 (The free-calling number the person calls if they have a question about the account.)
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