
Use Your 
Checking Account 

 
Demonstrate the ability to write, 

endorse, record, and deposit 
checks 

 
Explain types of checking 

accounts and checking account 
fees 



Your Checking Account 

 A Checking account is a bank account 
that allows depositors to write checks to 
make payments 
 All checking accounts basically work the 

same regardless of bank 



Open a Checking Account 

 18 or older--minors can open account 
with parent signature 
 Complete a signature card 

 The bank’s record of your signature 
 Show the bank proper valid id 
 Make a deposit 



Checks 

 The bank can provide checks for you 
 For a fee 

 You can purchase checks from check 
companies 



Activity 

 Complete a Signature Card 
 Get from packet 

 Order Checks from Check Company 
 Find an online resource to purchase 

checks 
 Select the check style you wish to 

purchase 
 Print off the checkout page after making all 

selections 
 DO NOT ACTUALLY PLACE ORDER!!!! 



Write a Check 

 Always write checks in INK--not pencil 
 More difficult to erase/change amounts 

 Write Clearly 
 Bank must be able to read amounts 

 Fill in all parts completely 
 Date 
 Payee 
 Amount--words/numbers 
 Signature 
 Memo 



Sample Check 



Write a Check 



Record  Checks in Register 

 Check Register--booklet for recording 
transactions 

 Record Each Transaction 
 Good idea to complete register before 

writing the check 
 Record interest/fees 

 If earned/charged 
 Record Deposits 



Record  Checks in Register 

 Calculate Account Balance 
 Total amount in account at that time 
 Use Balance Column of register 
 Add deposits/interest earned 
 Subtract Payments/fees 



Sample Check Register 



Record Check Numbers 

 Checks are numbered in sequence 
 Record the Check Number in Register 
 Write/Record checks in numerical order 



Avoid Overdrafts 

 Overdrawing means writing a check for 
more money that you have in your 
account (Overdraft) 
 Often caused by not recording a check in 

your register so you think you have more 
money than you actually do 



Cash A Check 

 Cash a Check 
 Sign your name on the back at the bank 
 May be required to show photo id 

 Endorsement 
 Your signature on the back of a check 

 Acknowledges that your received the money/
transferred ownership 

 Can get cash from account by writing a 
check to Cash and cashing at the bank 



Blank Endorsement 

 A Blank Endorsement is an 
endorsement consisting of your name 
only on the back of the check. 



WARNING!!!! 

 Any person who has possession of a 
check with a blank endorsement can 
cash it 

 Any person in possession of a check 
made out to Cash can cash it 

 Only use blank endorsement when you 
are at the bank in the presence of the 
teller! 



Transfer a Check 

 You can transfer ownership of a check 
to another person 

 Called a Third Party Check 
 Many Places Won’t Accept 
 Special Endorsement 

 Pay to the Order of  
 Other Name 
 Your Signature 



Special Endorsement 



Deposits 

  You may deposit all or part of a check you 
receive into your checking account 

  Complete a Deposit Slip 
 Account Name 
 Date 
 Currency 
 Checks 
 Subtotal 
 Less Cash 
 Net Deposit 



Deposit Slip 

 Can use preprinted slips included in your check 
order 

 Can use slips provided by the bank 



Restrictive Endorsement 

 Use a restrictive endorsement when 
depositing checks 
 For Deposit Only 
 Account Name/Number 
 Signature 

 Absolutely Necessary when mailing checks 



Restrictive Endorsement 

 Sample restrictive endorsement 



Record Deposit in Register 



The Check Clearing Process 

 You cannot use deposited funds 
immediately 

 Must wait for the check you deposited to 
“clear” before funds are available to 
you 

 The bank will send to the deposited 
check to the writer’s bank for payment 

 May take several days 



Floating a Check 

 Floating a Check is the process of 
writing checks and hoping they don’t 
return to your bank before you can 
deposit fund to cover the check 

 Generally not a good idea 
 Check clearing is much faster now that 

it is mostly done electronically 
 Can result in an overdraft 



Types of Checking Accounts  

 Banks make money on checking 
accounts based on the fees they charge 
  Interest Bearing Checking Accounts 

 Requires minimum balance 
 Fee charged in balance drops below the 

minimum 
 Non-Interest Bearing Checking Accounts 

 Generally no minimum balance 
 No fees charged 
 Best for smaller balance accounts 



Checking Account Fees 

 Maintenance Fees 
 Flat Fee charged no matter how many 

checks you write 
 Service Charge Fee 

 Fee charged for each check you write 
 Fees Vary--compare banks/accounts 

before deciding which fits your needs   



Overdraft Fee 

 Banks charge you a fee when you 
overdraw your account 

 Payee also charged a fee which you 
must also pay 

 May be as much as $70 per overdrawn 
check “Bad Check” 

 Habitual Bad Check Writing can lead to 
legal prosecution! 



Activity 

 Contact your local bank 
 Ask them the following/Prepare Written 

Response to each  
 What types of Checking Accounts does 

your bank provide 
 What is the minimum balance for interest-

bearing checking accounts 
 What fees are charged for checking 

accounts 
 What is the fee for a bad check/overdraft 



Project 

 Complete the Checking Account 
Transactions included in Packet 
 Make Deposits 

 Use restrictive endorsement for checks 
deposited 

 Write Checks indicated in instructions 
 Complete Check Register 


