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PREFACE

MANAGEMENT OF PERSONAL FINANCES
Part II - Checking Accounts

If you have ever had a checking account in the past, you know it is
a convenient, relatively safe and low cost way of handling your money,
As a busy officer you will come to appreciate the time a checking account
can save in paying bills, in addition to providing a receipt for bills
pald through cancelled checks.

This programed text will teach you the fﬂndamenfals of sound manage-
ment of your checking account.

Start with frame 1 and work each frame in succession. Each frame
will normally ask you a question. The correct answer is printed on the
top of the next frame. If you were incorrect, turn back and restudy the
frame before continuing on to the next frame. When you have finished the
text, complete the self evaluation exercise, '




MANAGEMENT OF PERSONAL FINANCES
Part II - Checking Accounts

PERFORMANCE OBJECTIVES

Upon completion of this programed text, you will be able to:
1. Determine the basis for establishing service charges.

2. Relate the brocedurea for establishing and closing out a
checking account.

3. Solve typical problems related to sound checking account
management to include: :

Maintaining a running balance
Writing checks correctly

Writing deposit slips ,

» Reconciling morithly bank statement

n.n::rm

4. Relate your responsibilities concerning your checking account
and the serious consequences of its mismanagement,



FRAME 1

Why should I have a checking account, you ask, particularly since I've
heard there can be so many problems in keeping it balanced, and how -
about the trouble with the commanding officer whenever someone has a
check bounce?

Let's firast take a look at the advantages of having a checking account
and then we'll go into the proper management of your account so you'll
never have a check unknowingly dishonored by the bank.

Some of the advantages of a checking account are as follows:

. You never have to carry around large amounts of cash,

+ Provides a record of your expenditures.

. Cancelled checks are receipts for payment.

. Safe, convenient method to pay bllls especially through the mail,

B o UL B B

When c¢stablishing a checking account you should realize just what your
neceds will be. In effect, how many checkas you will write. Take into
" consideration how you are going to use this account. Whether you will
write many checks or just a few wil] determine what type account is
best for your.pﬁrposes.

As-an example, if you write-3 to 5 checks a month, an account charving
. a set fee (12¢) per check might be your best choice. This is normally
called a special account., However, using checks instead of cash, for
the advantages previously stated, may require writing many checks dur--
ing a month. If your requirements include 20 to 30 or more checks per
‘month, it would bhe economical to have an account charging a specified
‘service charge per month based on the number of checks written, This

is normally referred to as a regular checking account. Some banks
offer NO service charge if you maintain a specified minimum balance on
deposit. :

Before establishing a checking account, be sure you understand the bank
service charges. Some banks will charge up to 25¢ for each check written
and processed. As a general rule banks will not charge on the first few
checks written each month, (a specified number). Checks written over

and above the number allowed, the bank will assess a set charge per month

or per check. The amount of charge will normally be influenced by the

" cash balance maintained in your account. It is theilr intent to pay you
or offer services to instill thrift and prevent you from being overdrawn.

TRUF or FALSF

a. -_:]::; Service charges wiil vary with_ever& account,

b. -;:IE:_The more checks written the iese the cost,'is never a true statement.
c. _:]::_ Banks may.offer several accounts for various needs.

d. 1 ‘In eetablishing an account, personal needs and number of checks
‘'should be consildered.

e. If you write 20 checkq per month a special account is the type you
should have, 2



FRAME 8 (Con't)
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ANS: a, True, L., False, c.. True, d. True, e. TFalse

FRAME 2 ' -

One of the things you will have to do to open a checking account is
complete a signature card. This card is used by the bank to verify
the signature on checks. Shown below is the signature card WOl Smith
completed to open a joint account with his wife,

JOINT ACCOUNT

YOUR NATIONAL BANK, HOMETOWN, USA

The undersigned joint depqsitors, hercby agree esch with the other and with the obove,bapk thot ofl sums now on
deposil heretofora or hereofter deposited by either or both of soid {oint depositors with toid bank to their credit os
such joint depositors with all accumulations thereon, are and shall be owned by them jeintly, with right of
survivarship and he subject to the check or receipt of either of them ot the surviver cf them ond poyment fo or on
tha check of reteip) of either of them or the survivor of them ond nayr:ent fo or on the check of eithor or the
survivar shall Lo valid and discharge safd hank from liobility, Fach of the undersigned oppoint the otier atornay,
with pawer 1o deposit in suid joint account moneys of the other and for thot purnose to endarse ony check, droft,
noto or other ir<trument poyoble to.the order of tha other or both said jcint depositors, Poyment 1o or on check
of the surviver sholl be subject ta the laws relaling to inheritance ond succausion tares and all rules and. regulations
made pursvant thereto. The rights af autherity of tha bank under this aarcement shall net be chonged or termi-
nated by soid deposilars or sither of them cxcept by written nnlice to soid honk wiich shall not aifect transoctions

horelofore mage. It is ognmd that H\o clpuse on th cn.rse sldo is @ part of this contracl,
20 Moz &7
mswnr;ﬁa DATE
2
SIGNATURE DATE

PLEASE PRINT COMPLETE NAME OF ACCOUNT

Sm;"l't‘lrQeoa"ae h{ anel Marq L, DATEM_Z-__IQ
FOR YOUR NATIONAL BANK, HOMETOWN. uSA

in receiving items tor dJeposit or colledion, this bank oufs os deposiler's collacling agent and assumaos ne
responsibili'y beyoned the exeriisn of dua care. All items are credited subjec! to final poyment in cash or solvent
crudits, This bonk will not bo liobie for defoult or negligenee of its duly swloctad correspondenis nor for fosses in
. transit, arid eoch carrespordent so.selecied shall nat be liohla excep! for its own neqligence. This bank or its
cortespondends -may send items, ditoctly or indireddly, 10 any bank, inctuding the payor, and oceept Iis draft ar
cradit as conditiongl poyment in licu of cash; it moy cherge back ony item of any timo balare finel poymnni
whether returned or not, olso ony item drawn an this bank not geod at close of buysiness on doy depositod.
Unless otherwito provided herein, the relolionship between this bonk ond depositor shal! be in oll things governed
by 1he Jerms md pravisians of tho Unifarm Comiercial Ccde as adopled by the Legislature of the Stote af Texos
and any amenrloents therelo,

SIGNATURE égxz?d C(/ M

OTHER PARTIES
TO ACCOUNI

RANK Wo/ .§§B-Af10- w /l75316 84 .
ORGANIZATION /rL/G//T 6'7

ADDRESS HERE /758 Witclow AVE. MNE/?QA-ZYEMS

PERMANENT HOME ADDRESS 25 : 263‘! !! Lg né kag rziﬂﬂﬂ Q.Sr 4-

What has WOl Smith failed to do to make this signature card complete?

4




FRAME 8 _ ,
Ans: WOl Smith's checking account records should now look like this =—-
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| ANS: WOl Smith failed to have his wife also sign the signature card.

FRAME 3

In addition to completing a signature card to open a checking account
you will have to make an initial deposit before you can write checks.

Here is the deposit slip WOl Smith made out to open his account.

DEPOSITED IN PLEASE LIST EACH CHECK SEPARATELY —
DOLLARS CEN
YOUR NATIONAL BANK e e T

FHometown, USA SILVER Y 75

20 NOV I%Z_ CHECKS AS FOLLOWS
5 & Spre Baw, UsA._| 00 | 00

US Teeasuey 87 (05
By G)e (] f‘q@ W Sm ! 1‘-11 'crr:l:kc‘a’::orr;::cc'f;;rii‘lji:.ling additional \
/758 ]/I/a low Ave. | Teals | 200 | g0
M ' { We HS Original Depasit T NOT_NEGOTIABLE
nera, .
' Received by

AlL CHECKS CREDITED SUBJECT TO FINAL PAYMENT

A dyplicate copy of the deposit slip will always be issued at the time
the deposit is received by the bank. This will be true whether the
deposit is made in person or sent through the mail.to a hometown bank.

Having a copy of this slip is your ‘guarantee that your account has been
credited with this amount,

This deposit slip shows:

all checks deposited are listed separately.
the teller verified this deposit.

the name of the depositor.

all: of the above.




Answer Con't (Frame 8)

3
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FRAME 9
At the end of each month the bank will send you a statement of your

account gshowing the checks and deposits received and your gervice
charge. : )

Looking at WOl Smith's monthly statement on page 9
. !

a. What item in his check register is not shown on the bank statement ?

b. What i;em in the bank étatement is not reflected in the check reglster?

Answer to 9a and b appear at the top of page 11.
. , ,



Answer: d.  all of the above.

ChedksIVa:y in design‘format_qgcording to what you want for your personal
account. ' '

Federal law requires checks to have the bank numbers printed on the bottom
of the checks so they can be handled by automatic data processing equipment

‘at the clearing house. Some banks will also require the name or names of

persons able to write checks on this account and account number printed
on the check., Normally when this 1s required the number and your name
will be printed on the checks by the bank without cost to you. '

Personal checks can be purchased at the bank or through the mail with your
name, rank, serial number, or other information put on the face of the
check. This extra service is provided with additional cost to-the normal
service charge. ' : '

;P;inted-checks_displﬁying special informétioh on the front are-not‘mandatorx

requirements in opening or maintaining a checking account. You are not
obligated to purchase these checks.

Special checks are necessary items in establishing or maintaining a
personal checking account.

a. TRUE b. _{/ FALSE



STATEMENT OF ACCOUNT-

YOUR NATIONAL BANK

HOMETOWN USA

Account of: George W. Smith & Mary L, Smith
1758 Willow Ave.
Mineral Wells, Texas

PLIABE EXAMINE AT ONCE. IF ERRQR |8 FOUND NOTIFY UB IMMEDIATELY. BAVE YOUR CHECKS, THEY ARE RECEIPTEH.
CHECME N DETAIL DEFOSITE DATE BALANCE
BALANCE BROUGHT FORWARD D™ 0.00
$200.00 20 Nov 67  $200.00
$37.50 ' 27 Nov 67 $§162.50
' $24.37 28 Nov 67 $138,13
$78.98 $1.30 Service Charge* $297.67 30 Nov 67 $355.52
*Service Charge was compiled by the
bank as follows: '
Service Charge: 1.40 per month plus
+05 each check .25
credit per $100,00
per month (lowest bal-
ance)
Example: 1.40 + 3 checks (15¢) = 1.55
+25 credit (138,13) 1,55-.25 = $1.30
‘ charge for month of November
A BTRONG BANK MEMBER LABT AMOUNT IN THIS
BAFELY MANAGED FEDERAL DEPOBIT INSURANCE CORPORATION COLUMN 18 YOUR BALANCE
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Ans: b. TFalse

FRAME 5

" Now WOl Smith 1s ready to write checks on his account. Since a check- is

an order directing the bank to pay money from your account, it is impor-
tant that you fill it out correctly.

There are six items that must be completed on each check you write:
(1) date | |
(2) number of the check (number consecutlvely)
(3) payee - never leaﬁe blank or make out to 'Cash".
(4) the amount of the check in figures; examplei 521,75,
(5) amount of the check written out; Twenty-one and 75/100 Dollars.
(6) signature (as it 1s on your signaturelcard)

SEE SAMPLE BLLOW.

| 3 ‘ 5—
*‘;' I ometown, 'LIESJEL223)1L*“‘*“¢&4// 947EDTCL522L___.___
4’( o YOUR NATIONAL BANK iz

ﬁ?{ly;:m \er—v( CLLWJ%@/ QZZ"Z‘L'"@
© QE:;2Z;k—e,«71;222%::$L—11-£1_—f"f“”“ﬁddzl zséi;;%—__“_n-_-‘rhglJ,ﬂlLﬁ

112

Know Yowr Cndorder o RW)MW @

nidiiw0eL3n

Enter Smith s signature in the example above as prescribed by the signature
card,

10




Ans: a. The check to Fort Wolters Officers Open Mess for $8.00. It
was cashed after the bank made up the monthly statement,
b. The monthly service charge of $1.30 for the checks written
during November.

FRAME 10

Since the gervice charge has not yet been entered in.his check register
and all the checks he wrote are not shown by the bank, the two balances
must be reconciled before W01l Smith can compare or verify his current
bank balance.

a.. Firat he must enter and subtract the service'charge from his
register balance, :

b, Then he subtracts any checks he has written which the bank has
not processed from the bank's statement. (Conversely, he must also add
any deposits mailed in to the bank that have not been credited to his
account and shown in the statement). - ° - o

£ .

- Fi11 in the blanks and complete the reconciliation.

(1) W0l Smith's register balance $348.82

minus bank service charge $ .
current register balance $. .
EZ) Bank statement balance : $ .

minus checks written, but not § .,
shown in statement. . e
correct (verified) bank balance § .

Does W0l Smith's checking account: balance out correctly?

11



Ans: George W, Smith

FRAME 6

WOl Smith wrote out his first check on 24 Nov 67 to Texas Power and
Light Co. to pay for his electric bill,

. ‘4 Hometown, USA ‘24 72"/ 1967No.
"’P( YOUR NATIONAL BANK T

éfh;qlc)- \§;227£;”¢//]£:) «-41"<i;?4ffi(zg g)df%Z_—JZ

' Vz( éfcwﬁ oA

Gidbiw02L 30

What errors in writing this check has WO Smith made?

a. One
b. Two

? Three
. none

.18t any discrepancies below.

12



Ans;

(1) register balance $348,82
bank service charge 1.30

current register balance $347,52

(2) Bank statement balance $335.52 -
checks not shown in statement 8.00.

correct (verified) bank balance 8347.52

~

These two figures agree, therefore WOl Smifh'anWS.his check register
balance is correct. Here is how he has entered the bank service charge
for November in his register. S

‘BALANCE

e | onre creon ssuen 10 ot | ¥ ] orm
._ Ser | 2o 0l zoo | co
/ z;%v deslpc»wer and LIght 2437 : L7563
2 2/5_01( Sears < 37;5¢ 1 | /3& |13
3 P ABC Furnituee (o | 78|95) || 59248
| o - Pev]|297 ¢7135¢ 182
A |2 Wolters CFF Cpen Meoss E oo . _13LEEZ2
Nev. Serviee efmfjé /130 347 52

FRAME 11

WOl Smith is being transferred to Fort Rucker and is closing out his checking
account here in Mineral Wells. After informing the bank, he insured that all
the checks he had written had been cleared thru his bank account. He knew
they would have because he stopped writing checks ahead of time to give them
time to process through the bank. Many times this process can take a week
or more, : - .

W0l -Smith also went to the finahce office prior to the 5th of the month and
had them stop sending his monthly check to the bank. If he notified them
after the 5th his change of address would not take effect until the following

month, i

Lastly, as he closed out his account dowvn at the baﬁk, he left them a fore-
warding address just in case any problems arose with his account.

13-



Ans: c. three errors. Check was not numbered; amount was not written out
correctly; it should read $ Twenty four and 37/100 Dollars; WOl Smith
did not sign his name in full as shown on his signature card.

FRAME 7

To keep a running account of your bank balance as you write checks, you
are provided a check register. This is WOl Smith's register after he
wrote his first check - : '

" BALANCE

cHECK : — AMOUNT DATE ||  AMOUNT
NO. DATE CHECK ISSUED TO - " orcneex | ¥ |or perl| or oeposir [l

| ' 1 B ze0|o0| 200 00
_LiﬁnﬁmLijh+ 24137 7S

14



FRAME 12

Much has been said about "bad checks”", but it all boils down to the
plain and simple fact that when you sign a check, you put your reputa-
tion and good name as an officer on the line if the check is dishonored
by the bank for insufficient funds. The fact that you thought you had
enough money to cover the check or made a simple error 1in calculating
your balance is no excuse. It will gtill reflect on vour ability to
properly manage your personal affairs.

Here is an important point to remember 1if you have a joint account with
your wife. Even though only one of you has to sign the check, both
parties are held responsible for any '"bad checks". So be sure your wife
follows the procedures outlined in this text to insure that your check-
ing account is always balanced and keep it as a useful tool in sound
personal management. ' '

CONTINUE TO THE SELF EVALUATION EXERCISE

15



FRAME 8

WOl Smith makes the following transactions with his checking account.
Complete the blank checks, deposit slip and balance his check register,

a. On 25 Nov 67 he writes a check to Sears for $37.50.

b. He writes a check for $78.98 to the ABC Furniture Company on
29 Nov 67,

c. On 30 Nov 67 he deposits his U.S. Treasury pay check for $285.72
and $11.95 cash.

d. On 2 Dec 67 he pays his officer club dues of $8.00.

;‘kldb' Hometown, usa_2 5’/@Q767 191&%¢tm
Lg YOUR NATIONAL BANK arito

Eﬂ?ﬁ,’n'f’ QM«# g 3750
| ldy i o 5 2
. ,;éf gl T Vi ”}/%ﬂ 1)(')1,1,}\-1.1:_4
B9 ) B
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Lhdbiin02L 3N

‘44’ Hometown, USA_24 VoV _194irvo. :
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L
P 4 8C H Wﬁ« L s 97.%9
Ml/"&!:_- ',R/U/ f D‘J 4/%5 OIS
lz:a@muﬂmbuu . &kuﬂ&mmuahn {zgégbﬂwww//ﬁ“- égz%vﬁéff

I LS - 1

Additional blank RETURN TO PAGE.3 FRAME 8 CON'T
forms on page 3. '
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3.

_ SELF EVALUATION EXERCISE
FINANCIAL BENEFITS AND MANAGEMENT
Part II - Checking Accounts

What verification prevents béing'overdrawn when'you write checks on
money (or a check) that is mailed to your bank?

a. A receipt from the sender

b. Deposit slip returned from the bank _ :

¢. Pay voucher showing that the check was malled to your bank
d. The deposit entered in your check register

Checks written on a joint account must be signed by both the husband
and wife.

a. Trhe
b. False

Before closing out a checking account you should:

a. Inform the bank of your intention.

b. Insure all checks you have written have been cleared through
your bank.

c. Inform the finance office if your check is sent to the bank
each month.

d. All of the above

w017Blake and his wife have a joint checking account. Mra. Blake
cashes a fifty dollar check at the PX that is returned marked

- "Ingufficient Funds". Who can be held responsible for making.

this check good? - -

a. Only Mrs, Blake, who wrote the check "

b.  Both WOl Blake and Mre. Blake
¢. WOl Blake only ' '
d. Neither are responsible -

Deposit slips should show the amount of currency, silver (coins),
checka (listed separately) and the total amount of money being
deposited. o ‘ :

a, True
b. False

17



10.

In reconciling your bank balance, checks written but not included in
the bank statement must be ? to get a correct bank balance.

a. Added to the register balance

b. Subtracted from the bank balance

¢. Subtracted from the register balance

d, None of the above are the correct procedure.

Which one of the following dollar amounts 1s correctly written out on

the check for $21.75?

a. 21 Dollars and 75 cents Dollars
b. Twenty one 75/100 Dollars
c. Twenty one dollars and 75 cents Nollars
d. Twenty one and 75/100 Dollars

In establishing a checking account what two steps are initially
required?

a. Deposit money - write checks

b. Signature card - initial deposit
¢. Bank statement - signature card
d. Signature card - initial checks

Service charges for your account will appear on your monthly bank
statement. In reconclling your account you should

a. subtract this charge from the bank statement.

b. add this charge to your check register balance.

c. subtract this charge from the register balance.

d. dgnore this figure as the bank has already added it to the
monthly statement balance.

Service charges are determined by (SELECT CORRECT CHOICE(S)
a. type of checking account

b. number of checks written
¢. minimum balance or specified balance maintained.

18






