3. On the next line down, write the dollar amount in words.
After you have written the amount,, draw a horizontal line to
fill the empty space. Make sure that the space is filled so that
no one can alter the number. For example:

"Nine Seventy Six and 52/100 "

6. (Optional) The

memo line can be

used to make a note

of what the check \
was used for or to

include a billing

1. Write today's date on the date line in

the upper right corner of the check.

2. Find the "Pay to the Order of" line in the center

of the check. Write the name of the person or
company that vou want to pav on this line.

John Doe v 105
Mary Doe
123 Main St.

Rochester, NY 14444

DATE

PAY TO THE v | $

ORDER OF

Your Bank
Rochester, NY

FOR

account number.

DOLLARS

€

:9124 6027 486519 00523 7534964 101

<

7. After writing a check, enter the date, check amount, and "Pay to the Order" of information into

your checkbook register. Deduct the amount of the check from your account balance.

8. Remove the check from the checkbook and give it or send it to the payee.

© CCCS of Rochester, Inc.

4. Write the dollar
amount in numbers in
the rectangle (for
example: 976.52).

5. Sign your name on
the horizontal line in the
lower right corner of the
check.



