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Your Signature Card 

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 
questionable 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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Step 4: 

Step 5: 
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Step 6: 

Step 7: 
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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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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. 

• The first line is for currency or bills. 

• The second line is for coins or change. 

• 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.  

• If 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. 

• 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.   12 



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:  

 
   

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  
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Step 6: 

Step 5: 
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Step 7: 

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.   
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