
Keep An Eye On 
Your Money 
Direct Debits

An easy read guide



Bank account. This is the place where you keep your money 
in a bank. You need a bank account to have wages, benefits 
and pensions paid into. 

Discount. When you pay less for something. 

Overdrawn. When you have taken more money out of the 
bank than you have in it. 

An example of a Direct Debit form. See the section on ‘How 
to set up a Direct Debit’. 

Direct Debit Words



A Direct Debit is a way you 
can pay your bills easily. 

The money comes out 
of your bank account 
automatically. 

You arrange with the people 
you are paying how much 
money to take and how 
often. It’s usually every 
month. 

You also arrange a date for 
the money to be taken out. 

Some companies might even 
give you a discount if you 
pay by Direct Debit. 

This means they might let 
you pay a bit less. 



The people you are paying 
will send you a Direct Debit 
form which you need to fill in. 

It will ask you for: 

•	 The name your bank 
account is in, like Mr John 
Bloggs

•	 Your bank account 
number

•	 Your bank sort code

•	 The name and address of 
your bank.

Sometimes you can set up a 
Direct Debit on the internet 
or over the phone. 

You will need the same 
information. 

How to set up a Direct Debit 



When the Direct Debit is set 
up you just have to make 
sure there is enough money 
in your bank account to pay 
it. 

The people you are paying 
will tell you how much it will 
be and the date they are 
going to take it. 

If the amount of money they 
take or date that they are 
going to take it changes they 
must tell you. 

They will normally tell you 10 
days before.

It’s a good idea to make a 
note of when the money is 
going out so you don’t go 
overdrawn. 



If you want to cancel a Direct 
Debit you need to tell your 
bank. 

You should tell them a 
couple of days before the 
money is going out of your 
account. 

You should also tell the 
people you are paying. 

If you still owe them money 
you will have to sort out 
another way to pay them. 

If any money goes out of 
your account after you have 
cancelled the Direct Debit 
you need to tell your bank. 

It is up to them to pay you 
the money back. 



All banks and building 
societies should offer the 
Direct Debit Guarantee. 

This means that if a mistake 
is made when your Direct 
Debit is being paid you will 
get your money back. 

For more information you 
can look at : 
www.directdebit.co.uk



For more accessible information on a broad range of 
subjects please contact 

11-12 Eldon Place
Bradford BD1 3AZ
Telephone: 01274 848150
SMS / Text: 07535 120222
E-mail: enquiries@btm.org.uk

BTM produces accessible information in a range of formats such 
as British Sign Language, easy read, audio, video, illustration and 
animation to help people understand the world around them.

Please visit www.btm.org.uk for all our easy read booklets and other 
accessible media productions.

Or visit www.btmprojects.com to access the work made by our 
workgroups.
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The information in this booklet is for guidance only.
 
Whilst we have made every attempt to ensure that the information has come from 
reliable sources, BTM are not responsible for any errors or omissions, or for any 
results obtained from the use of this information.


