How to Write a Check - Quick Guide

A one-page reference for writing a US-style check without mistakes. Rules can differ by bank
and country; ask your bank if unsure.

1 - Date

Write the current date. Post-dating does not always stop a bank from cashing the check
early.

2 - Pay to the order of
Write the full legal name of the person or company.

3 - Amount in numbers
Write it close to the $ sign, e.g. 1,250.75, so nothing can be added in front.

4 - Amount in words

Write dollars in words and cents as a fraction: "One thousand two hundred fifty and 75/100".
Draw a line to fill the rest. If the numbers and words disagree, banks generally treat the
words as the legal amount.

5 - Memo, signature and record

Add an invoice number in the memo, sign it, and log the check in your register or invoice
tracker.

Your worksheet

Check # Date Payee Amount

Free calculators that go with this pack: Check writing helper (https://numspell.pages.dev/check-writing/) - Number
to words converter (https://numspell.pages.dev/number-to-words/) - Roman numeral converter
(https://numspell.pages.dev/roman-numeral-converter/)
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