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Your Signature Card

SURNAME GIVEN NAMES TRANSIT
SURNAME GIVEN NAMES SIGNATURE CODE
ACCOUNT NO ACCOUNT TYPE DATE OPENED DATE CLOSED

Specimen Signature(s)

SIGNATURE CODE
v Single
Either

Both (ALL)
Multiple
Non-Writer

HOLON =

See reverse for additional signatures

You will sign a signature card when you open your accounts. This
card, and your signature on it, will give the bank an example of
how you sign your name. They will use this to verify any
guestionable signatures and to list anyone else that is on the
account.

* Make sure that you sign your name just like you plan to sign
every check from this point forward. It is best to use your legal
name too. For example, using a nickname is probably not the
best way to go.

* Also, as a minor, you may be required to have a parent or
guardian on your account until you reach 18. They will need to
come to the bank when you open your account to sign your card
too. 2
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WHAT'S ON A CHECK?
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lﬂ The date you wrote the check W PLANNING
Z PROGRAM

B Person or company receiving payment

E’ The amount of payment, in numbers

ﬂ Total payment, inwords

9 Memeo (description of payment), optional

@ Your signature

B Routing number ifor electronic clearing)

9 Checking account number

B Check number (also in upper-right corner)
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Always write out a check in pen so nothing can be changed. If you make a mistake,
initial any corrections you make, or write “VOID" across that check and fill cut a
new one. Before yvou shred the voided check, be sure to record it inyour

check register. 3
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How to Write a Check

11
DATE

PAY TO THE
ORDER OF S

DOLLARS

.m MonevInstructor.com Bank
1221 Main Street

A R
—_— Anywhere, US 10001

FOR

1210306897 7166671572""  0101"*

Step 1:
How to Write a Check

psTe 10/09/03 1l

PAY TO THE
ORDER OF S

DOLLARS

.m MonevInstructor.com Bank
1221 Main Street

A R
—_— Anywhere, US 10001

FOR

1210306897 7166671572""  0101"*

NEXT Today's Date



Step 2: How to Write a Check

DATE 10/09/03 1ot
FAY TO THE
ORDEE OF Company XYZ, INC. 5
DOLLARS
MonevInstructor.com Bank
1221 Main Stres
= Aswhere, US 1rc:-:.1
FORE
1210306897 7166671572" 0101
NEXT The name of the recipient (individual, company, etc) you
are writing the check to.
Step 3: _
How to Write a Check
DATE 10/09/03 1ot
oRDEROF _____Company XYZ, INC. s10.21
DOLLARS
MonevInstructor.com Bank
1221 Main Stres
= Aswhere, US 1rc:-:.1
FORE
1210306897 7166671572" 0101
NEXT The amount of the check in numerals, with cents after the

decimal. Begin as close as possible to the $. If cents are
zero, be sure to write .00



Step 4: How to Write a Check

DATE 10/09/03 1ol
oRDEROF ____Company XYZ, INC. $10.21
Ten and 21/100 DOLLARS
MonevInstructor.com Bank
1221 Main Stree
= Aswhere, US 1rc:-:.1
FOR
110306897 7166671572"* 0101
NEXT The amount of the check in words, except for cents, which

is written in cents/100. Start at the left edge, and draw a
line through the remaining space.

Step 5: How to Write a Check
DATE 10/09/03 1ol
oRDEROF ____Company XYZ, INC. $10.21
Ten and 21/100 DOLLARS
MonevInstructor.com Bank
1221 MMain Stres
= Aswhere, US 1rc:-:.1
FOR Utility Bill
110306897 7166671572"* 0101
NEXT Optional field to describe the reason for the check, or an

account number.



Step 6: How to Write a Check

DATE 10/09/03 1ol
oRDEROF ____Company XYZ, INC. $10.21
Ten and 21/100 DOLLARS
MonevInstructor.com Bank
1221 Mlain Stree
= Aswhere, US 1rc:-:.1
FOR Utility Bill Your Signature
1310306897 7166671572  0101"*
NEXT Your signature.
Step 7: How to Write a Check
DATE 10/09/03 1ol
oRDEROF ____Company XYZ, INC. $10.21
Ten and 21/100 DOLLARS
MonevInstructor.com Bank
1221 Mlain Stree
= Aswhere, US 1rc:-:.1
FOR Utility Bill Your Signatiure
1310306897 7166671572  0101"*

AGAIN? Finished! After your check is complete, be sure to record it
in your checkbook.



Check Writing Terms

Payee: The party that receives the check.
Payor: The party that writes the check (to the payee).

Check Register: A booklet that is used to keep a record of all
your checking related transactions, including checks written and
deposits.

Check Stub: A strip on the side of some checks that is torn
off. Used to keep record of the amount of the check.

Endorse a Check - Check Endorsement: When the payee signs
their name on the back of a check to cash or deposit the check.

Balance: The amount of money currently in your checking
account.

Non-sufficient Funds: When you write a check for more money
than you have in your account.

Minimum Balance: The minimum amount of money required in
your account. Having an amount less than the minimum balance
may result in extra service charges or reduced privileges.

Service Charge: An amount the bank charges (fees) for use of
the checking account.
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NOT-S0-FREE CHECKING Z PROGRAM

Free checking accounts are usually the best deal in banking. But “free” doesn't
mean totally without cost. [t just means no monthly fee. In some cases, you're
required to keep a minimum balance to qualify.

Fee types and amounts will vary. Scan the chart for a list of the meost commen fees.

Fast Facts About Banking Fees

Types of Fees Charged When...
Menthly Service Having an account (unless you have free checking)
Fees

Dut-of-Network

Lsing an automated teller madchine (ATM) not owned

ATM Fees by your bank or in a network yvour bank belongs to
Check Fess Writing more checks than you're allowed in a month
Debit Fees Choosing “debit” for a debit card purchase (aka

peint-of-sale (POS) fees) at checkout

Monsufficient Funds
(N5F) Fees

Writing a check for an amount that exceeds
your balance

Overdraft (OD) Fees

Having an electronic transaction that exceeds
your balance

0D Transfer Fees

Having a bank transfer money from a linked account to
prevent an overdraft transaction

Deposited ltem
Feturned Fee

Depositing a check when there isn't encugh meney in
the payer’s account to cover the check amount

Stop Payment Fees

Instructing your bank to cancel a check you wrote when
that check s presented for deposit or cash

source: SRk An Undate on the Safetyand Transparency of Thecking Accounds, The Pew Charftable Trusts, Jure
2012, wvew pewstatas ofgiuploaded Rles/POS_Bssets/ 2012/ Pew_Sak_Checking_Stll_Risky. pdf
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Activity 5.2: Check Writing 101 Z FROGRAM
NAME: DATE:

Dirsctions:

Praclice writing checks for the following purchases. Aways use permansnt ink to write & check, and
bie sure your landwriting = [2gible. In & real situston, you want 1o be sure that the bank can clearly
resd the chec¥ 0 deduct the comect emount from your sccount. Don't erese or cross out emors. If
YU Make a mistake, print “void” acnoss the check, and then write out another cheok. Youw will find an
exgmple of a written check on page & in the Student Guide.

Lisie your own name, your school neme, and today's dete 1o write checks for thess trensections:

" Buy B pair of tickets for an upcoming school event with a check payabile to your school,
342 50

" Pay rent to Meyfair Apertments, $750

" Contribute to a disester fund with a check peyelie to the Red Cross, 55

Tips for writing numerals on checks:

The check amaount s written twice on s check to verfy the amounts. The bank will guestion the
validity of the check i both amounts donT match.

Write figures in the box on the rght sade of the check, and wiite the Same amount in wWards on the
line Delow E=ginning &s close to the left of the check &= possible. &fter all, you don't want anyone to
make adjusiments 1o the numzers after your write the check!

" wWhen WwWriting out dollar amounts in wonds, wints the amount &5 you say it out loud. Far
exgmple, 57,450 is written as seven thousand four hundreg I'iﬂ'_r'. The wond “goliar® is alneady
an the check to the right, 50 you don't have 1o regest the word.

" When spelling out |arge numosers, use a hyphen 1o connect 8 word ending in -y 10 another
wiord. Examples: hwenty-one or ninsty-ning,

" You don't need 1o use the word “and” after “thousand™ or “hundred.” Just wiite the amount.

" Only wiite the doliar amount in words on the text ine, not the cents amount. ARy amount less
than a dollar is shhown &5 a frection. Example: 52.31 is writlen as I"iﬂ'_r'-l'ﬂ'ﬂ' and 327100,

" To discourage enyons from modsfying your written amount, fill in the line completely. Add a
wavy line to the right of the amount if necessary. D0 the same sfter the payse's name 50 ho
other neme cen be added to the check.

PR e T e e —— —— = —— -

2012 Mational Endowant fer Firancial Biusation Eaduls 5 Fnanslal Barvioss
High Schosl Fnatcial Mannng Pregram s e o g Activiy 5.2 Crack Wriling 101
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Filling Out a Deposit Slip

The deposit slip is really easy to fill out.

First, your deposit slips can be located at the back of your
checkbook. Your name, address, account information , and bank
information is already printed on your check. If you don’t have any
or you get a blank counter copy from your bank, you will need to
add all of this information to the slip.

On the left hand side, you will enter the date.

The line under the date line is the “Cash Received” line. If you
would like to get cash back from your total deposit, you would sign
here. Do not sign here if you intend for all of your cash to be
deposited.

On the right side of the deposit slip, you will separate your deposit
by type.

e Thefirst line is for currency or bills.

e The second line is for coins or change.

e Next, you have a line for a single check. You can enter that
amount here and add a check description on the line to the left
of the amount. A description could be the check number or
other identifying number.

e |f you have more than one check to deposit, you will want to
list each one separately on the back of the deposit slip, total
the checks up and enter it on the front of the deposit slip on
the next line.

e Did you remember to endorse all of your checks?

Once you have all of your cash and check deposits listed, subtotal
the amount on the next line.

If you want cash back from your deposit, enter the amount on the
“Less Cash Received” line (remember to sign on the left too).

Total the reminder of your deposit on the last line and give it to the
bank teller along with all your deposits.



Suggested Lesson Plan to use with this Check Endorsement Worksheet

The reason you endorse a check is to either deposit it or to sign it over to someone else. When endorsing a check,
you turn the check over, and sign it on the back of the check. You should sign your name exactly the same way it
is written on the front of the check.

Once you turn your check over, place it so it faces up, like this:
EMC-2R3E CHECK HERE

X

You will sign the check underneath, where the check says "ENDORSE CHECK HERE", or a similar phrase. Do no
make any marks under the line that says not to write below this line.

There are several different ways to endorse a check:

BLANK ENDORSEMENT - Sign your name the same way it appears on the front of the check. If it is spelled
wrong on the front, then sign it again correctly. IMPORTANT - Do not sign your check with a blank endorsement
until you are about to either cash or deposit it, otherwise someone else could potentially try to cash your check.
Anyone can cash a check once you endorse a check with a blank endorsement.

ENDORSE CHECK HERE
John Smith

RESTRICTIVE ENDORSEMENT - This is the safer method to endorse your check and is recommended if you are
mailing or someone else is depositing your check. Before signing your check, write a phrase such as "For deposit
Only", or "For deposit to account number..." and then sign your same underneath. Then the check may only be
deposited to either the bank or to your specific bank account.

ENDORSE CHECK HERE
For Deposit Only
John Smith

OR

ENDORSE CHECK HERE
For deposit to account no. 0358247
John Smith

SPECIAL ENDORSEMENT - This method allows you to sign your check over to someone else (a third party) who
may then deposit it or cash it. Write "Pay to the order of" and then the name of the person you are giving the check
to. Then, as above, sign your name underneath. Now you can give your check to that individual.

ENDORSE CHECK HERE
Pay to the order of

Lisa Reynolds

John Smith

13
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Activity 3.3: Make the Deposit Z FROGRAM
NAME: DATE:

Diractions:

Erignna received money for her birthday. To stey on treck for her saving gosis, she wanis to deposit
gll of the momney in her savings account, except 520 for sgending. Fill out & slip o degosit & 535
check and a 330 ol into her savings sccount Z101-234556-878.

DEPOSIT e ol
BAMINGS (]
Today's Dale
TR TH
Cuslomor Mama
TOTAL PRl
Cusinmer Address, City. Elmes, Aip i
Sion Here [ cash je received Trom this deposs) SLETOTAL
X LB A
ACDIHINT MLEER
ToTaL §
&bout the Endorsement

Regardless of how yYou SEposit & Check, you resd 1o endorss it
first 0y SIEMNE YOUr name on the beckside, benind the “pay 1o ) L
the orger” phrase. This completes the transaction 1o fransfer Brianna Richie
maney from the check writer 1o the person recawving the check.

Here's an example of Brisnng's endorsement:

-h'-h'—_
2012 Matonal Endowman e Fisencal Bausstion Eadisls 5 Francial Basiises
High Bedosol Fnarcial Flannng Frogram e et op oig Activiy 5.5 Maks The Depomil
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Step 1:
Recording Checks in your Check Register

RECORED ALL CHARGES OF CREDITS THAT AFFECT YOUR ACCOUMT

r-?uﬂ-ﬁggﬂ DATE DESCRIPTION OF TRAHSACTION F'AWE::T"DEE'T v F{E}E DEPDSI'I:_"CHED'T z SELSE:EDU
4 Monthly Paycheck 1000|00| 3000 pO
202 | 413 Electric and Gas, Co. 200(00 2800 100

This is a check register, or checkbook. You use it to keep track
START  of all your checking account transactions, including all payments
(checks) and deposits. Press START to record a new check

transaction in the check register.

Step 2:
Recording Checks in your Check Register

RECORED ALL CHARGES OF CREDITS THAT AFFECT YOUR ACCOUMT

BALANCE

r-?uﬂ-ﬁggﬂ DATE DESCRIFTION OF TRAHSACTION F'AWE::T"DEE'T v F{E}E DEPDSI'I:_"CHED'T 5 2000 b0

4 Monthly Paycheck 1000|00| 3000 pO
202 | 413 Electric and Gas, Co. 200|00 280000
203

CHECK NUMBER: Write the number of the check you are
NEXT writing.



Step 3:
Recording Checks in your Check Register

RECORED ALL CHARGES OF CREDITS THAT AFFECT YOUR ACCOUMT

BALANCE

PAYMENT/DEBIT FEE| CEPOSIT/CREDIT

T'II:UHTEEE}EiR CATE DESCRIPTION OF TRANSACTION 4 v 4 1+ g 2000 DD

4 Monthly Paycheck 1000|00| 3000 pO
202 | 413 Electric and Gas, Co. 20000 2800 00
203 | 4i7

DATE: Whrite the date you are writing the check, or making the
NEXT deposit.

Step 4:
Recording Checks in your Check Register

RECORED ALL CHARGES OF CREDITS THAT AFFECT YOUR ACCOUMT

r-?uﬂ-ﬁggﬂ DATE DESCRIPTION OF TRAHSACTION F'AWE::T"DEE'T v F{E}E DEPDSI'I:_"CHED'T z SELSE:EDU
4 Monthly Paycheck 1000|00| 3000 pO
202 | 413 Electric and Gas, Co. 200(00 2800 100

203 | 47 | Company XYZ, INC.

DESCRPITION OF TRANSACTION: The name of the
NEXT recipient (individual, company, etc) of the the check, or the type
of deposit.



Step 5:

Recording Checks in your Check Register

RECORED ALL CHARGES OF CREDITS THAT AFFECT YOUR ACCOUMT

BALANCE

r-?uﬂ-ﬁggﬂ DATE DESCRIPTION OF TRAHSACTION PM[“'T:T"DEE'T F{E}E DEPDSI'I:_"CHED'T 5 2000 DO
41 Monthly Paycheck 1000|00| 3000 pO
202 | 413 Electric and Gas, Co. 200|00 280000
203 | 417 Company XYZ, INC. 345 93
PAYMENT/DEBIT: Write the amount of the check in the
NEXT payment/debit column. (The deposit/credit box will remain
empty). Use the deposit/credit box instead if you are making a
deposit.
Step 6:

Recording Checks in your Check Register

RECORED ALL CHARGES OF CREDITS THAT AFFECT YOUR ACCOUMT

BALANCE

aoetl | oare DESCRIPTION OF TRANSACTION F'AWE::T"DEE'T v F{E}E DEPDSI'I:_"CHED'T 5 2000 b0
41 Monthly Paycheck 1000|00| 3000 pO

202 | 4/3 Electric and Gas, Co. 200|00 2800 00
203 | 477 Company XYZ, INC. 345(93 2454 07
BALANCE: This is your account balance. Subtract the amount

NEXT of your check from the previous check register balance. Every

time you enter a new transaction, subtract your check amount
(or add your deposit) from your prior balance.



Step 7:

Recording Checks in your Check Register

RECORED ALL CHARGES OF CREDITS THAT AFFECT YOUR ACCOUMT

CHECK PAYMENT/DERIT| ,| FEE| DEPOSIT/CREDT|—EALANCE
HUMEBER OATE ODESCRIPTION OF TRAMSACTION 4 ] o 4 1+ g 2000 DD
4 Monthly Paycheck 1000(00| 3000 p0
202 | 4/3 Electric and Gas, Co. 200|00 2800 00
203 | 4/7 Company XYZ, INC. 34593 2454 p7
Finished! Always be sure to record all payments and deposits

AGAIN? inyour check register as soon as possible. Also, keep your

balance accurate so you will always know how much money you
have in your account.

Once you have all of your transactions recorded in your
check register, it will be easier for you to reconcile your
bank statement. When you receive your bank statement,
you want to make sure that the bank’s balance and your
checkbook’s balance are the same. This is an easy thing to
do and it is important that you do it every month to make
sure that your money is where you think it is.

18
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Activity 5.4: Keeping Track —pe ol
NAME: DATE:

Diractions:

Record the following Seven trensactions in Jeson's checkbook register. Use actual fates for this
WEeEK. Write the check numoer in the Mumber/Code column. For other rensactions, create your own
coding system. Example: “DT is & deposit.

Mloncley: Opened checking sccount with cesh deposit, §200
Automatic withdrewsl 1o pey for personelizes checks, 520

‘Wednesday:  Wrote Check #2100 st Fine Foods to buy groceries, $23.11
Wrote Check 2101 to buy books st Wayne's Book Word, $13.50

Thursday: Wrote Check #1032 to self for “Cash” to have spending money for the weekend, $30
Friciay: Automatic withdrewsl for monthly phone bl $25.50

Seturday: Deposited peycheck, $113.78

HLPSLI O P VENT - D aEn
COOE DATE TRAMESCTION DESCRISTIDN AT o |FEE preih |

Is your final balance $201.657

O — =

BI01D Matioral Endowinant for Flranse Bousetion kodule 5 Finansial Barioss
High Bchocl Fnascial Plannng Program W e o O Activiy 54 Hespng Track

19



Activity 5.5 Does it Balance? L pUANNING
- : Z PROGRAM
NAME: DATE:

As you have kkamed in this module, the account balance ahown on your bank statement isn't the
amount that is actually evailable for you to use now. It doesn't include any daposits of withdrawals

that were rade but not yet processed by the bank. You nead a system o keep track of every deposit
made 1o your account and avery payment o withdrawal you make so you know the actusl balance &s

of the current momant

To engure that your tracking record matches your bank's reconds, reconcile what you have recorded
wilh your bank eccount statenent o compane transaction information. You should da this at keest
once & morith. This & & good habil to atick 1o 50 you confinm that your transactions are recorded
accurately and also regularky check for any unauthorized activity on your account.

Directions:

Reconcile lason's checking account to enswne that his reconds match his credit union’s records.
Compare the cradit union statement with the checking sccount information that Jason tracks ina

spreadsheet.

Step 1. Compare the trensections listed on the statement with what Jeson recorded in his
apreadsheet. Check (v} each cleared transaction in Jason's list that is also shown on the
hank staternent. Any unchecked items are outslanding—meaning thet Jeson has recorded
the tranmaction but the transaction hasn't yet been processed by the hank.

SHep 2. Usathe fomrnula in the box below o make adjusiments 1o the bank siaternaent belance. If
Jason's informatian has been recorded accurately snd your math is correct, the adjusted
bank balance shauld match the current balance Jason shows on his spreadshest.

Credit Lindon Staterment Ending Balancs

+ Dutstanding Depoaits
- Dutstanding Payments

Adjusted Credit Union Balance

Does adjiusted number match fagon's ending alance?

E002 Matia e Endewrnan lof Finanosl Edueins i 5 Financm Sareiss
High Sersd Findn sl Pann g Progiem ‘wwra slpgaaig Aty 5 50 Do R Bamasca’
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Activity 5.5: Does it Balance? Z PROGRAM
Jasen's Partial Spreadshesl [recent transaclions)
ChsCode | Date Description Cleared | Payment | Dwposit | Balance
dety od 1008 G Fenney [clothes) _y H2.58 28816
o 168 | Depose (80 money) ' 2800 | 316
257 10,10 | west High Schoal [fee) 13.80 31026
i 10,12 | Chester Food Sank (donatian) 26,00 b =5 ]
o 1030 | Deposs (20 money] L0000 | 358294
259 1141 | Famity Irsurance [oar ires| 13, 5D 2B0 TE
a0 113 Ertertainmient, Iro (cancert tickets) H0.00 208 TH
o 118 | Depost (paycheck) G000 | 2R TE
di=h od 11713 | Bob's Miridart (gas) A0.00 23AFE
::f: 11/18 | Western Mutual Funds [irmestment)| 100,00 13876
Statemant
Community Credit Union Mowambar 10
Jmzan Price Ancoand VK22
550 Raling Road
Chester, Ch SE020
Bisginning balance on Ociobar 10 I N
Diagoats and oo oockikons £ 180,00
Chacka paid and sl subirachions § _Ba.OD
Ending balarce an Mosember 10 L T
Clearsd Checks Glearsd Deposits
267 1180 1020 no0uan
288 2500 11/5 a0.00
Zrm 5000

BI04 Ptk el Endawtnaid Md Pindncsl Edecit s

High Sefeol Finki il Pan i g Progiam

wara hilpgaig

lrsciing 5 Firancml S ieion
Attty B 5 Dksees 1 Balasra?
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