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The Finer Points
of Writing a Check

Look at the sample check as you read the procedures for filling one out.

fe Write the current date.

2e Write the name of the person or company you would like to pay. This person is called
the payee.

3¢ Enter the amount of the check in numbers, including a decimal point and cents. Start the
numbers as close to the dollar sign as possible.

4 Enter the amount of the check in words. Start writing from the far left side of the line.
Follow the dollar amount by the word and, then write the cents amount as a fraction,
over 100. (If there are no cents, use 00.) Draw a line from the end of your writing to the
end of the line so there is no additional room to insert words or numbers.

5. Sign your check the same way you signed the signature card when you opened
your account.

6 Write the purpose of the check. You may also use this space to write the account or
invoice number of the bill you are paying.
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