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Checking Account

At this point in your life you hal}'e. ....r

probably begun wondering Wha:[ ydlu are * 4

going to do next find a job, go t0 c0 N

enlist, or buy a car. No matter where the i
“real world” takes you, o‘neﬂ . %’

certain: you will be taklng on new. -

privileges and responsibilities. Financial

responsibility is sure to be one of these. i ,"

What better way is there to get ready than

to start today? Opening a checking

account will let you in on one of these 1
“real world” experiences.
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Checking Account

Crossword Puzzle

You probably already know a little about checking
accounts. Find out just how clued in you are and
how much there is still to learn by completing this
crossword puzzle. Even if you cannot fill it in fully
now, by the end of this teen guide you will have all
the answers.

Checking Account Crossword

Across

1) In order to open a checking account, you will
need to fill out a card, which is
a contract between you and your financial
institution.

3) You should your account by

finding the differences between your check
register balance and your monthly bank
account statement.

6) Whenever you put money into your checking _
account, you must fill out a slip.

7) If you write a check for more money than you Did You Know?
have in your account, your check will

Most banks allow you free access to your
checking account online or by telephone.

Down

2) Taking money out of your account is a

4) On your check register you enter the amount you deposited into your checking account under the Deposit or

column.
5) When using another institution’s machine, it is important to look for charges.
6) Besides writing a check, you can use a to withdraw money from your checking
account.
8) Before depositing a check into your checking account you must the back of the check.

How did you do? You should know as much as possible about checking before you open an account.

Understanding checking account lingo and how these accounts work will help you decide if you are truly ready to
have your own account.

(Answers on page 12.)
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Choosing
YOUR

Financial
Institution

Q re you ready to open a checking account? If so, ~ what anyone else tells you, you need to decide for
find the best financial institution for you. yourself which institution best fits your life. This
There are so many different places to pick from that it means you will need to decide which one will give you
can be difficult to make a choice. One place to start is the best deals and will be convenient for you to visit.
with your family and friends; find out where they
bank and what they like and dislike about it. This
information will provide you with a list of possible
financial institutions and help you figure out what you
want in a financial institution. However, no matter

Many financial institutions offer free student checking
or a free checking account if you use direct deposit
(have your paycheck automatically deposited into your
checking account). Others might offer you a free
account if your parents have an account with them.

One concern is whether or not you need a

What's Important to Me PN @@‘ o parent’s signature to open your account
¥ &S S (which means that you will share access
A\\QQ 6@\ «.‘,\\Q
A 4 to your money with your parent). Most

Location & Hours financial institutions require you to have

a parent’s signature to open a checking
account if you are under the age of 18.
However, there are a few institutions that
may allow you to open a checking
account by yourself, if you or your parent
has a banking history with them.

Age Restrictions
Convenient ATMs
Checking Account Fees

Opening Balance

Y,
“““ Of/@
e

Minimum Balance




Opening Your

Checking
Account

Once you have picked your financial institution, it is
time to open your account. A bank representative will
help you with this easy process. You will fill out a
signature card, which is the contract between you and
the financial institution. At this point, the financial
institution may also run an account history check to
see if you have had problems with credit or checking
accounts in the past. When you go to open your
account, be sure to bring:

* Picture ID—this can be your driver’s license,
student ID card, passport, etc.

+ Social security number (Some financial
institutions will accept other forms of government
identification.)

wa(
{ipS

+ Money—some financial institutions will let you
open a checking account with one dollar; others
will require a minimum opening balance. Find out
what your financial institution requires before you
get there.

A parent or guardian, if necessary—
your parent will also need a
picture 1D and a social
security
number.

It is important to find out about service fees. You do
not want money taken from your account without
your being aware of it. So ask:

m How much the institution charges simply for
having the account (monthly service fee)

m If there is a cost for writing checks (per check fee)

m If there is a limit to the number of checks that can
be written without a fee

m What it costs to have checks made (check printing fee)

m If the institution charges for using an ATM
(ATM use fee)

m If there is a charge for using teller services

m What it costs to stop payment on a check
(stop payment fee)

m How much the institution charges if you bounce a
check (insufficient funds penalty)

m If there are any other miscellaneous fees

)




/I\/Iaking a
Deposit

To begin writing checks, you need to have money
in your checking account, so it’s important to know
how to deposit money. You can deposit either cash
or checks. If you are depositing cash, you need to
fill out a deposit slip. Depositing a check requires a
little more work; you must endorse it, which
means signing your name on the back of the
check:

1) Write “For Deposit Only” in the endorsement
area (so that no one else can cash it).

2) Then sign your name on the back (exactly as it
is written on the front).

ENDORSE HERE

Note: Protect your privacy. Do not write your
account number on the back of the checks for
deposit. For dejosit

® ©

The next step is to fill out a deposit slip. Practice

filling out the following deposit slip using your MO RITE. ST R SN BELon TS L

name, today’s date, account number RESERVED Foﬁ FINANCIAL INSTITUTION ONLY

9687459865, $10.00 cash, a check for $102.35,

another check for $78.05, and a third check for

$188.62. Draw a line through any blank spaces. Pre-printed

(continued on p. 6) deposit slips may

come with your
checking account.

(For help completing a deposit slip, see page 11.)

RN fidential 3 3
L L —r L1 11 Confidentia Checking Deposit
ACCOUNT NUMBER LIST CHECKS
= BY BANK NO. DOLLARS CENTS
& CURRENCY
S NAME (PLEASE PRINT) COIN
Q CHECKS
B ADDRESS
=
% CITY STATE ZIP CODE
L TOTAL OF CHECKS
= DATE LISTED ON REVERSE SIDE
© SUBTOTAL
<« LESS CASH RECEIVED
PLEASE SIGN IN TELLER’S PRESENCE FOR CASH RECEVING.
TOTAL $|
DEPOSIT

N 5 J




The third step is actually depositing your money,
which means giving your money to the financial
institution to put into your account. There are different
ways to deposit your money:

+ take it to the financial institution and give it to a teller
¢ deposititin the ATM

« drop it in the financial institution’s deposit box
(most places have both indoor and outdoor deposit
boxes)

« mail your deposit to the financial institution

Remember, to avoid theft, cash should be taken
directly to a bank teller.

A B C

Always take
cash directly
to the teller.

Updating Your Check Register

Once you have made a deposit, you need to enter it in
your check register. Look at the sample check register
below. Since you are making a deposit, you will need to
fill out only three columns: the date, the deposit
amount, and the balance. You may want to write the
source of the deposit under Description of
Transactions, such as “Oct. 1st paycheck” or “birthday
money.” Go ahead and fill in this information. Use
today’s date and the total deposit amount from your
sample deposit slip. To finish, add this deposit to the
previous balance.

D E F

NUMBER DATE DESCRIPTION OF TRANSACTION

BALANCE FORWARD

50.00

v AMOUNT OF
PAYMENT DEBT v
OR FEE ()

AMOUNT OF DEPOSIT
OR
CREDIT(+)

(See completed example on page 11.)
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Making a

Withdrawal

The three most common ways to withdraw money
from your checking account are:

Visiting an ATM

To withdraw cash from an ATM machine, you need
your ATM card and your PIN number. Insert your card
into the ATM machine and use the keypad to give the
machine the requested information. Remember to
remove your cash, card, and receipt from the ATM
when you are finished.

Using your debit card

If your financial institution has given you a debit card,
you may also use it to make withdrawals. When you use
your debit card at a store, you may be asked to enter
your PIN number or you may have to sign a receipt.

Writing a check

Of course, you can always write a check. Writing a
check is like signing a contract; it is important to
understand all of the information and make sure it is
correct. When you write a check, you need to be sure
to fill it in completely. Notice that there are six blank
lines on the sample check. For your check to be valid,
you must write the correct information on each line.
Fill out the sample check using the following
directions:

1) Enter today’s date.

2) Write who the check is to, in this case, fill in DVDs
Plus.

3) Write the dollar amount of $19.85 in numbers.
(Sometimes this is a box.)

4) Wite out the dollar amount of nineteen dollars
and 85/100.

5) Write in“Juan’s birthday present.” This is optional,
but it will help you to remember why you wrote the
check.

6) Sign your name.

STOP PAYMENT

If you lose a check or have one stolen,
you can call your financial institution and
ask to stop payment on that check. When you call,
the teller will ask for the check number, the date
on which it was written, the amount for which it
was written, and to whom it was written. This ser-
vice will cost from $5.00 to $25.00 and is good for
only six months. The fee for stopping checks can
really add up, so keep your checks safe.

Pat Taylor

PH: (555) 625-5432
51015 North Muddy Drive
Boondocks, CA 90000

2 PAY TO THE
ORDER OF

323

20 00-1234
5678

DOLLARS

YOUR FINANCIAL INSTITUTION
ANYWHERE, MI 90000 (555) 654-3210

111230856789 1: 966870594865 "'323

6

(See completed example on page 11.)




-
Making a

Withdrawal

(cont)

Updating Your Check Register

No matter how you make the withdrawal, you
should immediately enter it into your check register.
Forgetting to keep track of all of your withdrawals
may result in bounced checks. Even if you are in a
hurry, you will save yourself time and money later
by recording your withdrawals in your check
register immediately. Look at the sample register.
(See page 6.)When you write a check:

A) Fillin the first column with your check number,
otherwise leave this line blank.

B) Fill in the Date column.

C) Inthe Description of Transaction column, fill in
the type of withdrawal you made, unless you
wrote a check. If you wrote a check, write the
name of the person to whom you wrote the
check.

D) In the Payment/Debit(-) column, fill in the
amount of your withdrawal. Also include any
amount you were charged for using a foreign

ATM machine or fee you were charged for using rl 0“ c AUT I o
e ' Al

your debit card.

E) Leave the Deposit/Credit(+) column blank. !’
F) Inthe Balance column, subtract your

Payment/Debit(-) amount and the Fee amount

from the previous balance amount. BOU nCEd Ch ecC kS

For the following situations, practice using the check Be Aware

register on page 6:

«  Today you went to DVDs Plus and wrote check If you write a check for an amount that is greater than
#323 for $19.85. the amount of money you have in your checking

account, you will bounce a check. Your financial

institution may charge you $25.00 for a bounced

check, and the merchant may charge you another

+  Today you used your debit card to buy $10.00
worth of gas at Kelli's Gas Mart and were

charged $0.35 for using your debit card. $25.00. As if this extra $50.00 were not bad enough,
+  Today you stopped by another institution's ATM too many bounced checks will damage your credit

machine and took out $40.00. You were charged record and may result in your bank closing your

a $4.00 fee for this transaction. checking account.




A debit card may come with your checking
account. A debit card looks similar to an ATM card or

a credit card, but it doesn’'t work the same. In fact, not
all debit cards are alike; each financial institution
offers different features. Some charge a fee for making
purchases with your debit card, but most don’t. Be sure
you know how your debit card works.

You can use your debit card at an ATM machine or at
places of business. When you use your debit card, you
are making a withdrawal from your checking account.
Your debit card may have a VISA or MasterCard logo
on it, but it is not the same as a credit card. You use
your debit card to access money in your checking
account for purchases anywhere that a credit card is
accepted. The money will be immediately withdrawn
from your checking account.

You will either be asked to sign a receipt or enter your
PIN number when you use your debit card. For
example, if you use your debit card at a gas pump that
accepts ATM cards, you will be asked to enter your pin
number into the key pad.

Is having a debit card good or bad? Only you can
decide whether it will be best for you. Check out the
pros and cons.

Debit Card Pros

* Itis easier to use than filling out a check

* It is accepted more often than checks

* It does not provide your phone number, address, or
driver’s license number to the merchant

* Ifitislost or stolen, you can easily inactivate it by
making a telephone call

Debit Card Cons

« People often forget to fill out their check register
when they use their debit cards because they do
not need to take out their checkbooks

* Merchants might charge you a fee for using it

« The money is taken out of your account
immediately, whereas a check often takes a couple
days to be processed

* If you use your overdraft line of credit, you will
have to pay high fees and possibly interest

* If stolen, the card can be used to take money from
your account

Remember to always:

« check the receipt amount before signing it

* keep your PIN number private

* have the phone number handy to report a missing
or stolen debit card

If you think you want a debit card, be sure to ask your

financial institution for a list of its related fees.

)




Reading Your Statement..

Each month your financial institution will send you a
monthly account statement that lists all of your
transactions from the past month. However, the
account balance on the statement will probably be
different than the one in your check register because

you may have made additional transactions since your

statement was mailed. It is a good idea to find the
differences between your monthly account statement
and your check register; this is called reconciling your

Make a Note: A checking account. Reconciling your account will help you keep a
account is a great responsibility.

Your actions now will affect good record of your spending and help you find any

your ability to get credit Jater, errors that you or the financial institution may have
so handle your checking
account wisely! made.

Now that you know what a checking
accountis, the next thing is how to
use it while avoiding fees. Take a few
minutes and consider whether the
following may have a service fee or
are always free.

Making a cash deposit at the teller counter

Receiving your checking account statement in the mail

Asking for copies of checks you wrote

Using your financial institution’s ATM too much

Bouncing a check

Going to the ATM and getting a mini or full statement of your account
Getting cash at the closest ATM—not at your financial institution’s ATM
Going below the minimum balance

Answers on page 6.

Disclaimer: To simplify information, trade names of products have been used. No endorsement of names or illustrated products is intended, nor is criticism implied of similar products that are not mentioned or illustrated.
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X )k Deposit Slip (from page 5)

Completed [ J—[ [ T[T =  CheckingDeposit

P ACCOUNT NUMBER

LIST CHECKS

BY BANK NO. DOLLARS CENTS
E X A M L Ey — -

[e]e]
NAME (PLEASE PRINT) COIN

[=] >
\A ~ / o0 ADDRESS CHECKS 102 o)

.E CITY STATE ZIP CODE o’b_

3 1ge| 62

L TOTAL OF CHECKS

5 DATE LISTED ON REVERSE SIDE

SUBTOTAL
<« LESS CASH RECEIVED

PLEASE SIGN IN TELLER’S PRESENCE FOR CASH RECEVING.

TOTAL
DEPOSIT $|
Check (from page 8) Sy
Pat Taylor 323
PH: (555) 625-5432
51015 North Muddy Drive 20 00-1234
Boondocks , CA 900000 5678

e DVADs Plus $19. €5
Nl:vv&t&&vv WS WVI»C{/ ?5’/100

YOUR FINANCIAL INSTITUTION
ANYWHERE, MI 90000 (555) 654-3210

1:1238567891: 96878594865 "'323

DOLLARS

Register (from page 6)

v AMOUNT OF AMOUNT OF DEPOSIT (| BALANCE FORWARD

NUMBER DATE DESCRIPTION OF TRANSACTION TAX PAYMENT DEBT v OR
ORFEE () CREDIT(+) bO . 00

lo/? PWM&/', gart. t?’?q~ o] ?7?

205 (/4 DVD Plus 5 5
Juan's delom, present Lpoq
. 10/? Kbm;'sgovg vat' 10 ?5_ 10

— o3 ATM withdromal Joloo Jo
ATM fee




Check Writing Tips

% Always use permanent ink (preferably blue or black).

% Draw a wavy line through any blank spaces on your check so that no
one else can add more information (such as an increased amount).

% If you fix a mistake on a check, write your initials right above the
correction.

% If you need to rewrite a check, make a big X and write Void over the
old one. Tear up or shred your voided check.

% Writing a check for a later date (post-dating) is illegal.

% Never give someone a blank check (a check that you have signed but
on which you have not filled in the dollar amount).

% Always use a legible signature. Since your financial institution
compares your signed checks with your signature card, it is harder to
forge a legible signature than a scrawled one.

Get the Message

Not all bank fees
are the same.

Shop around!

REMEMBER

Having a bank account
means you don't have
to use expensive check
cashing services.

Answers to crossword puzzle: Down: 1) signature, 3) reconcile, 6) deposit, 7) bounce; Across: 2) withdrawal, 4) credit, 5) ATM, 6) debit card, 8) endorse
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