Guide on How to Write a Check
Even though digital payments are continually gaining more market share, it’s
still important to know how to write a check. This guide will show you step-bystep how to fill out a check, with easy-to-follow diagrams and illustrations.
Many businesses, employers, and landlords still rely on checks to make
payments.

Steps on How to Fill Out a Check
Below are the steps you will need to take to properly fill out a check:
1 – Write the date in the top right corner.
2 – Add the name of the recipient next to “Pay to.”
3 – Write the value to be paid in numbers next to the “$” symbol.
4 – Write out with words (spell it out) the amount of the payment on the long
line.
5 – Sign with your signature in the bottom right where it says “Per.”
6 – Optional: Add a note where it says “memo” or “re:” in the bottom left
corner.

Detailed Explanation of How to Write a Check
Let’s explore each of the above steps in more detail. By the end of this guide,
and after practicing a few times, you should find the process quite easy and
natural.

#1 Date

The first step is quite easy. All checks contain a place to write the date in the
top right corner, and it should be today’s date (the date at the time of signing
the check). Sometimes people will post-date by writing a future date.
However, this has no impact, as the check becomes legal tender as soon as it
is signed.
Example: “Jan 1, 2018”

#2 Name

The next logical step is to write the name of the person receiving the payment.
The name can be an individual, a business (corporation), a trust, a school, or
any entity that has a bank account to deposit funds into. Make sure you spell
the name correctly; although, in practice, many banks will provide some
leeway on spelling, nicknames, and abbreviations.
Example: “John Doe”

#3 Value (#s)

Next, on the right side of the check will be a place to write the cash value that
the recipient will receive. Use numbers and write the full amount in dollars and
cents.
Example: “$23,010.52”

#4 Value (in words)

It’s usually easier to write the value in numbers first, and then in words. In this
step, look at the value you wrote in numbers and spell it out in words. You
usually only have to write out the dollar value – the cents can be written
numerically.
Example: “Twenty-three thousand and ten dollars and 52 cents”
Alternately: “Twenty-three thousand and ten and 52/100 dollars”

#5 Signature

As the last step, add your signature after you’re sure everything is correct. Sign
just as you always do on any legal document. Most checks have a line to sign
on.
Example: “/SIGNATURE/”

#6 Memo

This is an optional component of how to write a check. If you wish to add
some additional information such as what the payment is for, you can add it
here. There is usually a little amount of extra space on the bottom left corner.
Example: “January Rent Payment”

Completed Check
Below is an example of what the completed check should look like. Note, this
is not a real check.

General pointers
Here are some important general pointers on how to write a check. In addition
to the six steps above, you’ll also want to carefully consider these points:
•
•
•
•
•

Write as neatly as you can.
Use printing instead of cursive, if possible. This is for purposes of clarity
– it is easier to read print than it is to read script.
If you make an error, write “void” on the check and start writing a new
one.
Ensure all spellings are correct.
Double-check that you have the right recipient and the right value
amount.

