
 

©2008 Texas Education Agency/UNT 
1 

Lesson Plan – Financial Functions in an Office 

Course Title:  Administrative Procedures 

Session Title: Financial Functions in an Office 

Performance Objective:   

 Upon completion of this lesson students will be able to demonstrate their ability 
to prepare checks by applying the ABA guidelines accurately writing 6 out of 8 
checks.  

 

Specific Objectives:  

 Students will be able to explain the value of cash control for handling cash. 

 Students will prepare checks in the proper format. 
 

                                                    Preparation 

TEKS Correlations: 
This lesson as published, correlates to the following TEKS.  Any changes/alterations to 
the activities may result in the elimination of any or all of the TEKs listed. 

 120.63 (c)(7) A)  
…follow oral and written instructions; 

 120.63 (c)(11)(C)  
… prepare and post check records; 

  

Interdisciplinary Correlations: 
Reading: 
110.42(b)(7)(J) – Reading/comprehension  
 …read silently with comprehension for a sustained period of time. 
English: 
110.42 (b)(6)(A)  – Vocabulary Development 
 …expand vocabulary through wide reading, listening and discussing. 
110.42 (b)(6)(B)  – Vocabulary Development 
 …rely on context to determine meanings of words and phrases such as figurative 
     language, idioms, multiple meaning words, and technical vocabulary. 
Math: 
111.36 (c)(M.5)(C) 
… analyze data to make decisions about banking 
 

Accommodations for Learning Differences: 
For ED, ESL, LD, Special Ed, at Risk, 504, etc. allow the following: 
     1.  Allow students less than best responses to vocabulary and assignment sheets. 
     2.  Allow students more time on check writing samples. 
     3.  Allow students more time on creating vocabulary assignment. 
   
Teacher Preparation: 
 References: 

1. www.Moneyinstructor.com 

http://www.moneyinstructor.com/


 

©2008 Texas Education Agency/UNT 
2 

2. http://www.finlitproject.com/bank.htm 
3. Local Banks & Credit Unions—guest speaker and field trips 
4. Simulations from:  http://www.finlitproject.com/bank.htm & text book companies 
5. The Office, Olivero, Pasewark, White, 4th Edition, South-Western Cengage 

Learning 
 

Instructional Aids: 
1.  Preparing Checks Power Point presentation  
2.  Zoo Island Check Sample 
3.  Writing Styles Assignment Sheet 
4.  Check Writing Score Sheet 
5. Banking Vocabulary Assignment Sheet 
6.  Banking Vocabulary Assignment Score Sheet 
7.  Internet 

 

Materials Needed: 
1. Blank Checks  - Print minimum 8 checks  per student 
2. Print a hard copy of the List of Transactions from slide 9 on Preparing Checks 

PowerPoint for each student 
 

Equipment Needed: 
1. Aver Key document reader/Overhead 
2. Laptop & projector to display Power Point 
3. Typewriters (I have students type some checks.) 

 

Learner Preparation: 

Mastery of legible penmanship and understanding of concepts related to checking 
accounts. 
 

Lesson Plan 

Introduction (LSI Quadrant I):  
SAY:   What is the purpose of a signature card? 
SHOW:  Examples of a signature card.  Reproduce and ask student to complete it.  
Signing it the way they will be signing their checks. 
SAY:   What are some of the responsibilities associated with having a checking 
account? 
SAY:   What are alternative ways of paying bills if you do not have a checking account? 
 

Important Terms for this Lesson: 
• ABA numbers – American Bankers Association code numbers printed on 

checks and deposit slips 

• Check writing machine – a machine used in writing checks that imprints 
the amount in a distinct type and perforates the paper to insure against 
fraudulent alteration of the check 

• Check – written orders to a bank to make payment against the depositor’s 
funds in that bank 

http://www.finlitproject.com/bank.htm
http://www.finlitproject.com/bank.htm
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• Payee – person to whom the check is written 

• Drawer – Person who writes the check 

• Void – The word you print across the check and check stub 

•  when you make an error 
• Drawee – The party ordered to pay the amount on the check 

• Legible – Clear and easy to read 

• Issue – To send out 
 

Outline 

Outline (LSI Quadrant II):  
Instructors can use the PowerPoint presentation, slides, handouts, and note pages in 
conjunction with the following outline.  

 

MI Outline Notes to Instructor 
 
 

 
 
 
 

.  

I. Explain the value of cash control  
   A.  Explain the cost of bad checks on the 
        economy 
 www.sandiego.gov/policeprevention/check.shtml#avoiding 
www.co.amador.ca.us/depts/da/badchecks/index.htm  

   B.  Discuss how check cashing has changed 
        The past five years and methods of  
        accepting a check have changed 
  C.  Define banking vocabulary 
  D.  Use vocabulary activity in PowerPoint to  
        emphasize vocabulary terms 
 
    

Vocabulary and 
terms are on power 
point presentation. 

 

II. Explain the importance of accuracy in spelling  
    when writing a check  
     A.  Explain which data will be accepted by the 
           bank if there is a discrepancy in the  
           number amount and the written amount 
     B.  Common misspelled numbers play havoc 
          with machine readers 
     C.  Play spelling game  -see slide 7 for  
           instructions 
 

List of numbers are 
on power point 
presentation.  Modify 
to suit your student’s 
needs. 

 

 
 

III.  ABA has guidelines for check writing 
A.  Write clearly & neatly 
B.  Use ink 
C.  Sign consistently 
D.  Write cursive 
E.  Figures should be legible 
E.  Don’t erase mistakes 
G.  VOID the check 

 

Demonstrate for 
students how to write 
a check:  writing 
figures, dates, 
memo, and 
signature.  Explain 
the guidelines as you 
demonstrate each 
step. 

http://www.sandiego.gov/policeprevention/check.shtml#avoiding
http://www.co.amador.ca.us/depts/da/badchecks/index.htm
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IV.  Distribute checks and transactions 
A.   Uses Zoo Island Check Samples 
B.  Students will complete 8 checks  - slide 
     10. 

 
 

You can cut and 
staple checks to 
resemble a check 
book. 

 
 

 
 

V.   Evaluate checks 
      A.  Neat & clear 
      B.  Penmanship 
      C.  Figures legible 
      D.  Errors corrected with a single line 
      E.  All check parts completed 
 

Do not show slide 
10 until after check 
writing assignment is 
complete. 
Use  rubric based on 
guidelines for check 
writing slide. 

 

VI.  Complete Review Questions 
      A.  Never leave blank lines on a check 
      B.  Always sign checks in the same style of 
           handwriting 
      C.  Checks should always be written in ink 
      D.  Void checks that contain errors instead of  
            correcting the error 
 

Use slide 10 in 
Power Point. 
Exchange in class 
and grade as class 
discussion.   
 

Copy and paste Multiple Intelligences Graphic in appropriate place in left column.  

 

 
 

 
      

 

Verbal 
Linguistic 

Logical 
Mathematical 

Visual 
Spatial 

Musical 
Rhythmic 

Bodily 
Kinesthetic 

Intra- 
personal 

Inter- 
personal 

Naturalist Existentialist 

 
 

Application 

Guided Practice (LSI Quadrant III): 
1. Teacher will state expectations for completing a signature card and writing a 

check correctly. 
2. Use an Aver Key to show an example of a signature card and a completed 

check. 
 

Independent Practice (LSI Quadrant III): 
1. Students will use the writing style assignment sheet practice to practice writing 

numbers correctly.   
2. After slide 10 students will write 8 checks using Zoo Island check sample. 
3. Students will be evaluated using the check writing rubric. 

Summary 

Review (LSI Quadrants I and IV): 
Q. Why should you never leave any lines blank on a check that you write? 
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A. This is a safeguard to prevent your check from being altered. 
Q. Why should you always sign your checks in the same style of handwriting? 
A. Using the same handwriting as you use on your signature card and writing checks 
     will assist the bank in identifying any misuse of your account.  It will assist them in  
    catching it early 
Q. Why should checks always be written in ink? 
A.  By writing in ink, the writing cannot be changed. 
Q. Why should you write a new check instead of crossing out or correcting and error? 
A. Checks should be voided to prevent confusion on amounts, dates and use of the  
    check.  Post dated checks are illegal and should not be written or accepted.   
 

Evaluation 

Informal Assessment (LSI Quadrant III): 
1.  Instructor will circulate through classroom as students write checks. 
2.  Instructor will assist students as needed. 
 

Formal Assessment (LSI Quadrant III, IV): 
Use check writing rubric to evaluate checks writing assignment. 
 

Extension/Enrichment (LSI Quadrant IV): 
Students will interview bank or credit union management employees. Students will 
obtain information about importance of developing and maintaining credit, the impact of 
insufficient funds, consequences of mishandling account, policies of setting up a 
checking account, bank services available and routing checks.   
Students will present information to the class in PowerPoint or Publisher. 
 
 
 

 



WRITING STYLES ASSIGNMENT 

 

Name___________________________ 

 

 

DIRECTIONS: Practice writing the numbers below.  The chart shows the correct style as 

well as styles to avoid.   

 

   

CORRECT INCORRECT STYLE PRACTICE 

MAKES 

PERFECT 

1     Could Be Mistaken For A “7” If Written Directly On The 

line. 

 

2      Could look like a “5”  

3      Could look like a “8”  

4      Could look like a “9”  

5      Could look like a “2”  

6      This could be mistaken for a “1” or a “0”   

7      Could be mistaken for a “9”  

8      Could look like a “6”  

9      The open top makes this look like a “4”  

0      Don’t connect zeros and be sure to close the top loops  

 

 

 

 

 





Zoo Island Check Sample 

1st National Bank of Monkey Business  

4000 Going Bananas Lane 

Monkey Island, FL  44444 
  

  

Memo
o 

Zoo Island 

2645 Happy Lane 

Zooland, TX  46570-2645 

  

  

20 

1st National Bank of Monkey Business  

4000 Going Bananas Lane 

Monkey Island, FL  44444 
  

  

Memo
o 

Zoo Island 

2645 Happy Lane 

Zooland, TX  46570-2645 

  

  

20 



CHECK WRITING

 SCORE SHEET

TRAINEE ____________________________

SIGNATURE CARD

   Legible Writing  (Score up to 12 pts)

   Complete information  (11@8 pts each)

SCORE 0

CHECKS POINTS

   Date is written correctly 15

   Lines fill empty lines 10

   Spelling is correct (based on # of words -5 per error) 30

   Number is written in correct format 20

   Signature matches the signature card 15

   Memo is complete 10

SCORE 100 0


