UTILITY PAYMENT OPTIONS
CITY OF WILLARD, MO

The City of Willard has made available a number of convenient payment options to its utility services;
these options include the following:

1. IN PERSON: City Hall, 224 W. Jackson, Monday through Friday 8:00 A.M. to 5:00 P.M.

2. ON-LINE: www.cityofwillard.org (see additional information below)

3. BY MAIL: P.O. Box 187, Willard, MO 65781

4. DROP BOX: located just south of the City Hall doors, located at 224 W. Jackson

5. ACH/BANK PAY: provides automatic withdrawal from an individuals’ checking account each month
Persons interested should sign up at City Hall with a voided check (see reverse side for the form).

Acceptable Methods of Payments include cash, check, credit card and money orders.

SETTING UP YOUR ON-LINE BILLING ACCOUNT

In order to set up an on-line bill pay account the following information will be needed: a current City of
Willard utility bill, a personal email account (unable to use a business email account) and a credit card
(i.e. Visa, Mastercard, etc.).

STEPS:

e GO TO: www.cityofwillard.org

e  CLICK ON: Utility Payment (located at the top of the page)

e REGISTER: to create your account enter email address and then confirm email address and create
or enter a password. This individual password must be six (6) characters at a minimum and may
be alpha, numeric and/or symbol punctuation. This password is case sensitive and utilizing both
lowercase and capital letters is recommended. Type the security image shown.

e CLICK ON: Next.

e ACCOUNT NUMBER: Enter individual’s Customer Account Number which is located on the utility
bill (if this information is not available please contact the City Hall Utility Department staff at
(417) 742-3033).

o IMPORTANT: Type the address with ALL CAPITAL LETTERS exactly as it appears on the bill; with no
punctuation. No City, State or Zip Code is required. When property address is entered, it must be
exactly as it appears on the utility bill.

To make a payment once the on-line account has been created please follow these simple steps:

e GO TO: www.cityofwillard.org

e CLICK ON: Utility Payment

e ENTER: email address and password

e CLICKON: Log In
Upon completion of the above, the program will go to the individual account page where the Pay Bill
option is selected and then proceed with making the payment.

IMPORTANT NOTE: Payment may take up to forty-eight (48) hours to post to the individual
utility account.
Payment is NOT considered received until it has posted to the UTILITY account.
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CITY OF WILLARD
Bank Pay Authorization

Please READ & INITIAL the applicable statement.

[, (we) hereby authorize the City of Willard to BEGIN| automatic payment withdrawal on
the first business day before the 10th of each month for my Willard utility account.

|, (we) hereby authorize the City of Willard to |[CONTINUE / [CHANGE| automatic payment
withdrawal because I/we have changed bank accounts.

BANK/FINANCIAL INSTITUTION:

ROUTING #: ACCOUNT #:

(A VOIDED check must be attached before request can be activated)

SIGNATURE DATE:

|, (we) hereby request that the City of Willard the authorization that | have on file
with regard to ACH (auto-pay) service on my Willard utility account.
Please fEAD & INTAL each of the following statements.

| request this cancellation take effect on this date:
| understand to re-activate ACH service with the City of Willard, | will have to 5|gn
an authorization form and provide another voided check.
| understand that | am responsible for payment of my utility account
through other payment methods. (i.e.: In person, by mail, online bill pay at
www.cityofwillard.org).

SIGNATURE DATE:

PROPERTY ADDRESS:

MAILING ADDRESS (if different from above):

PHONE #: Home: Cell:

PRINTED NAME(S) ON BANK ACCOUNT:

OFFICE USE ONLY
Name(s) on Utility Account:
Utility Account #: Rec'd by:
__ Mailing Address Verified __ACH/Bank Pay in Summit: Entered/Removed
____ History Note: Begin/Continue/Cancel __ Given to Utility Supervisor
Notes/Special Instructions:
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