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Managing Your Finances:
After you have chosen the best financial
institution that meets your personal financial
needs, you should begin to become familiar
with the various types of bank accounts and
services available to you.
The most common type of bank accounts
include Savings Accounts and Checking Accounts. These are the accounts most
Americans use to help them manage money.

I. Savings Accounts
A. The Basics
A savings account is the most basic type of account at a bank or credit union. This
type of account allows you to keep your money in a safe place, rather than always
carrying cash or keeping money in your home. With a savings account you can:
 Deposit Money- putting money into an account.
 Withdraw Money - taking money out of an account
 Transfer Money- moving money from one account to another account
 Earn Interest on your money - a small amount of money your financial
institution gives you for maintaining a balance in your savings account.
*Typically interest rates are relatively low on these low-risk
accounts, however, the earned interest will still help your
deposited funds to grow.

TIP

Remember that your savings and checking account deposits in
a bank or credit union are protected by either the FDIC (bank)
or the NCUA (credit unions) up to $250,000 per depositor.
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B. Savings Activity
Write 5 reasons why someone should use a savings account to help save money.

Reasons to Save Money
1
2
3
4
5

C. Types of Savings Accounts
There are a few different types of saving accounts for personal use. It is a good idea
to have more than one type of savings.
1. Regular Savings Account
 Allows deposits and withdrawals
 May require a Minimum Balance to keep account open
 May limit the number of times you can withdraw or transfer money
 Money earns interest (every other month or quarterly, four times a year)
2. Money Market Account
 May require a higher minimum deposit
 Provides checks for withdrawals (may be a limit on number of checks that
can be written)
 Generally earns higher interest than regular savings accounts
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3. Certificate of Deposit (CD)
 Requires that money stay in an account for a fixed period of time, called a
"term" (from a few months to five or more)
 If money is withdrawn before the end of the term, Penalties could be
applied.
 Interest earned is generally higher than the above accounts.

C. Types of Savings Accounts Worksheet
Instructions: Fill in the blanks.

Minimum Balance

Deposits

Minimum Deposit

Withdrawals (2)

Transfer

Penalties

Term

Interest (3)

Higher

Regular Savings Account

 Allows _________________ and __________________
 May require a ______________________ to keep account open
 May limit the number of times you can ____________________money
 Money earns ____________________ (every other month or quarterly, four times a year)
Money Market Account

 May require a higher __________________________
 Provides checks for _______________________ (may be a limit on number of checks that
can be written)

 Generally have higher _____________________________ than regular savings
accounts
Certificate of Deposit (CD)
 Requires that money stays in an account for a ____________________________, (from a
few months to five or more years).

 Interest earned is generally ____________________________ than on a regular
savings or money market account.
 If money is withdrawn before the end of the term, ________________________ could
be applied.
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D. How to Open a Savings or a Checking Account
1. Two forms of identification are usually required one of which will need to
include a photo.

Ask your bank which forms of identification they accept, for example:
• Driver’s license or state ID
• Passport
• U.S. military ID
• Alien Registration card
• Matricula Consular card
2. Gather your personal identification and have your money ready to be
deposited.
• Be prepared by asking your bank in advance if there will be a minimum
deposit required.
• Remember, the minimum deposit amount could depend on the type of
savings account you open and the financial institution you choose.

II. Checking Accounts
A. The Basics

A checking account is a bank account that allows easy access to
your money and is a great tool for managing your money day to
day. With a checking account, you are able to make various types of
Transactions like paying bills, making purchases, and receiving
direct deposits.
By having a checking account you can access your money by
writing a check, setting up an online bill pay or using your debit
card. Because you will use your checking account more frequently
than a savings account, money you deposit into a checking account usually won't
stay there for long. Typically checking accounts do not earn interest.

B. Checks
1. What is a Check?
A check is a written order that instructs your financial institution to pay a
specific amount of money from a specific checking account to a specific
person or business.
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2. How do you get checks?
Your financial institution will normally provide you with starter checks when
you open a checking account. However you can purchase checks online, and
through shopping catalogs. You can also order more checks when you need
them through your financial institution, usually for a fee.
3. Why use checks?
Each time you write a check, you have a record of how much you spent, and
where. That can help you pay closer attention to what you’re buying, how
much you’re spending, and avoid spending more than you planned. Checks
are a safe and convenient way to pay for things. If you have checks, you don’t
have to carry large amounts of cash around with you.

C. Parts of a Check

fourty six dollars and 73/100-------------------------------------

A. Your name and address go here. These are preprinted on the check for your convenience and tell the
person or company to whom you’re giving the check – known as the payee – that you’re the one who
wrote it.
B. Write in today's date.
C. This is where you write the name of the person or company who will be receiving the money. If you’re
making a withdrawal for yourself, write “Cash” here.
D. The amount of the check is written here.
E. The amount in words is written on this line. You start at the left edge of the line and when you’re
finished, you will draw a line through the remaining empty space as far as the word “Dollars.”
F. The name of the bank that holds your account appears here.
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G. To remember what you bought, you can write a brief description here.
H. Your signature should be the last thing you complete. It gives the bank permission, or authorization, to
release the money to the payee.
I. This is the check number. This reference number will help you keep track of your payments by check.
Each time you write a check, you should record the check number, date, payee, and amount in your check
register, and calculate your new balance.
J. This is the 10-digit account number that is unique to your account. This tells the bank which account the
money comes from.
K. This is the bank routing number. It identifies the bank that issued the check. You need this number to
set up direct deposit at work. Direct deposit allows your employer to electronically deposit your paycheck
directly into your account, without giving you a paper check.

D. Check Writing Practice Activity-Partner Activity
Instructions: Fill out the sample check below using this information:






Payee: New Hope Apartments
Date: Today’s Date
Amount: $965.99
Memo: Rent
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E. Endorsing a Check
When you deposit a check, you need to let the bank know that you have personally
approved the transaction by endorsing the check.
1. On the back of the check near the top, you’ll write “For deposit only,” your
signature, and the number of the account to which you want the check
deposited.

2. If you only want to cash the check or sign the check over to another person,
you would only need to sign your name on the lines of the back of the check.

F. Using a debit card
Though debit cards look and act like credit cards, there is one significant difference.
Debit Cards are directly tied to your checking
account and withdraw money from your checking
account immediately.
1. Debit cards can be used anywhere credit cards
are accepted as long as it has the Visa or Master
Card logo.
2. To make a purchase, receive cash back or use an
ATM machine with a debit card, you must use your 4 digit PIN number (personal
identification number) that you selected at the time your bank issued you a card.
3. Debit cards also come with an expiration date. Your financial institution should
send you a new card close to your expiry date. If you do not receive one, you will
need to contact them.
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G. What is an overdraft?
Overdrafts occur when you write a check or withdraw more money than you have
in your checking account. Overdrafts can happen to anyone by mistake, however it
can be a very expensive mistake. You will accrue fees from both your financial
institution and the business or person to whom you wrote the check.
1. Terminology associated with Overdrafts.


Insufficient Funds
Non Sufficient Funds (NSF)
 Bounced Checks
2. What's the worst that can happen if I overdraft my account?
 High Fees
 Overdraft Fee (Your financial institution)
 Returned check fees (business)
 Too many overdrafts can lead to federal prosecution
 If you make several overdrafts the bank may close your account.
 Overdraft Fee Example

Checking Account
Wal-Mart Purchase

$100
$105

Checking Account
Bank Overdraft Fee

-$5.00
$35.00

Checking Account
-$40.00
Wal-Mart Returned Check Fee $50.00
Checking Account
-$90.00
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H. Avoiding Overdrafts
There a couple of ways an account holder can avoid overdrafts in their
checking accounts.
1. Overdraft Protection - This is a service that most financial institutions offer
their customers or members, however you may have to opt in or enroll in this
protection plan. There is usually no cost to enroll, however you will get charged a
fee whenever used. These fees are typically less than overdraft and returned check
fees.
With overdraft protection, you can link up to two eligible accounts (savings,
additional checking account, or credit card) to your checking account, and your
institution will use available funds in those linked account(s) to cover your
transactions if you don’t have enough money in your checking account.
If you have a $0.00 balance in your linked accounts, then you financial institution
may offer you small line of credit to cover the insufficient funds. This is not
guaranteed and totally depends on your history with your financial institution.
 Overdraft Protection Example

Checking Account
Wal-Mart Purchase

$100
$105

Checking Account
-$5.00
Savings Account
$100.00
Bank Overdraft Protection
$12.50
Fee (Wells Fargo)
Money will be transferred out of your savings and into your
checking account to cover the $5.00. Also, the Overdraft
Protection Fee will be charged to your savings account.
New Savings Balance
$82.50 ($100 - $5.00 -$12.50)
New Checking Balance
$0.00
To learn more about this financial service, talk to your financial institution about
the type of overdraft protection they offer and see if it is a good fit for you.
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2. Transaction Register - Another way to avoid overdrafts, is by simply keeping a
log of every transaction, deposits and debits, you make. When you open a checking
account, you will receive a booklet called a register. This booklet helps you to keep
track of every transaction made on your checking account.

 Many people today will use their mobile device or home computer to
keep track of their spending. You choose whichever method works
best for you.

I. ATM Machines (Automatic Teller
Machine)
An ATM is a specialized computer used by bank
customers to make deposits, withdrawals and
transfer funds. Most institutions will charge a fee
to non-customers who use their ATMs, however,
check with yours to learn if they charge ATM fees
to customers.

Wells Fargo Hands on Banking®
Participant Guide

Project Prosper Savings and Checking Accounts
P a g e | 12

1. Things to remember when using and ATM machine
i. Always stay alert and aware of your surroundings. Because ATM
machines are everywhere, some may be in locations that are not
as safe as others.
ii. Follow the on screen instructions. Different machines have
different instructions.
iii. The PIN number for your debit card will be the same PIN you use
at the ATM machine. Unless you are using a different card for
ATM use.
 NEVER share this number with anyone!
 NEVER choose your birthday, or numbers 1234 for
your PIN.
 NEVER write this number down, or keep it in your
wallet.
iv. Make a habit of writing your ATM transactions and the purchases
you’ve made with your ATM card or debit card in your register
right away so that you don’t forget
v. Be aware of the ATM fees.
o If the fee is too high, you can always cancel the
transaction and go to another machine.
vi. When finished at an ATM, always make sure the machine
returned your card, and that you have received a receipt.
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Glossary
Account
A banking service allowing a customer's money to be handled and tracked. Common bank
accounts are savings and checking accounts.
Automated Teller Machine (ATM)
A specialized computer used by bank customers to manage their money, for example, to get cash,
make deposits, or transfer money between accounts.
Available balance
The amount of money in your account that you can use or withdraw. The balance shown by the
bank may not reflect all deposits and withdrawals you have made, if they have not processed
your transaction.
Bad or bounced check
A check that is not paid by a bank because the customer's account does not have enough money
to pay it. Also known as a bounced or returned check. Banks will charge you service fees for each
bad check, and writing bad checks can seriously harm your credit rating.
Balance
The exact amount of money contained in a deposit account according to the bank. This figure may
be different than the amount shown in your own records because of checks you have written or
deposits you have made that have not yet been processed by the financial institution.
Check
A written order instructing the bank to pay a specific amount of money to a specific person or
entity. The check must contain a date, payee (person, company, or organization to be paid),
amount, and an authorized signature.
Checking account
A bank account that allows a customer to deposit and withdraw money and write checks. Using a
checking account can be safer and more convenient than handling cash.
Clear
When the banks pays a check you have written and then subtracts the amount form you account,
your check has "cleared" the bank.
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Debit card
A special card issued by a bank that looks like and is treated like a credit card; however, when
used, the amount of the purchase or cash advance is subtracted from the user's deposit account
rather than drawing on available credit.
Deposit
To put money into your account.
Direct Deposit
A deposit made directly into your account by the payer without the use of a check or deposit slip.
Typical direct deposits include Social Security payments and automatic payroll deposits.
Endorse
To sign the back of a check, authorizing the check to be exchanged for cash or credit.
Federal Deposit Insurance Corporation (FDIC)
An independent agency of the United States government that protects customers from the loss of
their deposits if an FDIC insured financial institution fails. The basic insurance amount is
specified per depositor per insured financial institution.
Insufficient Funds
This is also known as “non-sufficient funds” or a “bounced check.” If you spend more money than
you have in your checking account, the bank may return the transaction unpaid and charge a fee.
Interest
The amount of money paid by a borrower to a lender in exchange for the use of the lender's
money for a certain period of time. For example, you earn interest from a bank if you have a
savings account and you pay interest to a lender if you have a loan.
Line of credit
An arrangement by which a lender extends a specific amount of credit to a borrower for a certain
time period. As long as the borrower repays the principal with interest, he or she can continue to
borrow against the line of credit during the agreed upon time period. A line of credit can be
unsecured or secured. Also called a credit line.
Mobile Banking
Allows an individual to access their financial accounts through a web browser on their mobile
device such as cellular phone.
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National Credit Union Administration (NCUA)
An independent federal agency that charters and supervises federal credit unions and insures
savings in federal and most state-chartered credit unions.
Overdraft Protection
A checking account feature in which a person has a line of credit to write checks for more than
the actual account balance. Instead of getting charged about $25 for bouncing a check, overdraft
protection will in effect provide the account holder with an instant loan.
Payee
The person, company, or organization to whom a check is written: a person or company who is to
receive money.
Personal Identification Number (PIN)
A secret combination of letters or numbers you use to gain access to your account through an
electronic device such as an ATM
Savings account
A bank account that allows a customer to deposit and withdraw money and earn interest on the
balance.
Statement
A monthly accounting document sent to you by your bank that lists your account balance at the
beginning and end of the month, and all of the checks you wrote that your bank has processed
during the month. Your statement also lists other deposits, deductions, and fees, such as service
charges.
Term
A period of time over which a loan is scheduled to be repaid. For example, a home mortgage may
have a 30-year term, meaning it must be repaid within 30 years.
Transaction
An agreement between a buyer and seller to exchange an asset for payment. In accounting, a
transaction is any event recorded in the written financial records, also called the accounting
books.
Withdrawal
To take money out of an account.
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Savings and Checking Accounts
Post Course Survey
Please answer the following questions. When finished remove this paper and hand
it to our instructor. Thank you for attending our class!

1. What type of account can be used for direct deposits, online bill
payments and other electronic transfers?
Checking account
Savings account
Both Checking and Savings
I Don't Know
2. What type of account gives you ready access to your money without
penalties and is protected by a governmental agency up to $250,000?
Checking account
Savings account
Both Checking and Savings
I Don't Know
School Name__________________________
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