Inn“ & GnncE FIELD GUIDE / STEWARDSHIP /1 OF 2

Name the date, the adult, and the evidence.

A scheduled payment action is not the same as a payment status actually verified.

lllustrative example: An adult records the current statement and provider timing instructions, initiates the required action,
and saves confirmation privately. The worksheet stays open until the appropriate payment status is checked and recorded.

01 identify the current hill

Use the present statement; keep sensitive details elsewhere.

Bill purpose and billing period Amount shown and question to resolve

Due date and stated time zone Private statement record location

02 Verify the action timing

Use this provider's requirements, not a universal processing assumption.

Accepted method and instructions Relevant cutoff or processing detail

Answer to unclear requirement Adult action date and reminder
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Bill Due Date and Completion Check / Review & follow-through

03 Assign the adult handoft

Name who checks, acts, and verifies.

Adult checking the statement Adult authorized for next action

Automatic arrangement status Unresolved responsibility

04 Check actual completion

Keep reminders, initiation, and verified status distinct.

Action initiated and private confirmation Payment status observed and date

Unresolved provider question Next review adult and date
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