
A cheque is one way to pay for things. 

Putting money into a chequing account keeps it safe from 
being lost or stolen. When you put money into a chequing 
account, this money is called a deposit. 

When you write a cheque, it will pay money from your 
chequing account to whoever’s name you write on that 
cheque. 

When you give someone a cheque, they’ll deposit 
the cheque at their own bank or an ATM.

What is a cheque?

You can get your own cheques from 
your bank. When you visit the bank, ask 
them to help you order some cheques.

A chequing account is a bank account 
for money that you spend every day.



Alex’s friend Jackie is having a birthday. Alex goes to 
the Super Shop to buy Jackie a gift. 

Usually Alex pays with a debit or credit card, but a sign 
says “Cash and Cheques Only.” 

Alex is glad he learned how to write a cheque. 

Here is the cheque that Alex writes.

Let’s look more closely at Alex’s cheque.

What did Alex write next to the word “For”? 

Answer:

What name did Alex write on the cheque so that they can 
receive his money? 

Answer:

What is the date on this cheque? 

Answer:

Alex’s story

Alex Lee
123 Alex’s Street
City, Province, A1A 1A1 April 17, 2018

Super Shop

Gift

Twenty-eight dollars and seven cents
28.07

Alex Lee



Alex was glad to be able to pay with a cheque.  However, 
there are good things and not-so-good things about using 
cheques.

Good things:

If you use cheques, you do not need to carry around a 
lot of heavy money. 

Chequebooks can help you keep track of what you 
spend. Chequebooks have a page where you can write 
down all the money you spend with cheques. 

If you lose cash, it is probably gone forever. If you lose 
a cheque, you can ask your bank to cancel it so no one 
can take your money.

Not-so-good things:

If you do not keep track of when you use cheques, you 
might write a cheque for more money than you have in 
your chequing account.

If you lose your chequebook, a dishonest person could 
pretend to be you and try to spend your money. You’ll 
need to call your bank and ask them to cancel all your 
cheques.

Thinking about cheques

A chequebook is a book full of 
cheques you haven’t filled out yet, 
which are called blank cheques. 



Here are the steps you should follow when you write a 
cheque. The big blue numbers on the cheque show you 
where to write each step. 

1. �When are you paying? Write today’s date in the top right
corner.

2. �Who are you paying? Write the name of the person or
company you want to pay where it says “Pay to the Order of.”

3. �How much are you paying? Write the amount you want
to pay next to the dollar sign ($). Use numbers here. For
example, “50.23.”

4. �How much are you paying? Write the amount you want to
pay under where it says “Pay to the Order of.” Use full words
here. For example, “Fifty dollars and twenty-three cents.”

5. �What are you paying for? Write what the cheque is for in
the bottom left corner. This note will help you remember later
why you wrote this cheque.

6. �Is the cheque ready? Sign your name in the bottom right
corner. Your signature makes the cheque official.

Writing a cheque

Alex Lee
123 Alex’s Street
City, Province, A1A 1A1 June 22, 2018 

John Smith

Donation Alex Lee

Fifty dollars and twenty-three cents
50.23
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Using the information on page 9, practice writing a cheque 
by filling in the spaces on the cheque below. 

Now let’s practice

Your Name
123 Your Street
City, Province, A1A 1A1

Your Name
123 Your Street
City, Province, A1A 1A1

Cheque #1
When are you paying? 
August 9, 2016

Who are you paying?  
High Crest Apartments

How much are you paying?  
$550.00 or five hundred and fifty dollars

What are you paying for? 
Monthly rent



Your Name
123 Your Street
City, Province, A1A 1A1

Your Name
123 Your Street
City, Province, A1A 1A1

Did you know? 
The reason you have to sign a cheque is to prove that the correct 
person is taking out the right amount of money from the bank. 
Your signature means “Yes, everything on this cheque is right.” 

Now you know how to write a cheque! 
 Just remember: 
• Every step in writing a cheque is important.
• �When you fill out a cheque, remember to

write it down in your chequebook so you 
can keep track of the money you spend. 

Cheque #2
When are you paying?  
February 1, 2017

Who are you paying?  
Local Electric Company

How much are you paying?  
$134.87 or one hundred thirty-four dollars and eighty-
seven cents

What are you paying for? 
January’s electric bill




