Checking Account Management @ LIBERTY

Part I: Checks and Checking Concepts

Managing a checking account is an easy, step-by-step process that anyone can learn. In spite of the rise of
ATM, debit and credit cards, direct deposit, automatic bill payment and online transactions, checksremain
American’ sfavorite form of noncash payment. Asof 1998, more than 67 billion are written annually, and the
number continuesto increase a arate of about 3 percent each year.

Your checking account is fundamental to all your financial transactions.

Depos_‘.lts _ Purchases Withdrawals
 DirectDeposit . Groceries » Checks
. TaxRefund - Clothing . Debitcard
g . i * DebitCar
« Cash Gifts Entertainment

Payments Investments

* Mortgage or Rent
* Vehicle Loan

* IRA Account
¢ Mutual Fund

« Utilities * Money Market
* Insurance » Savings
* Tuition * Certificates of Deposit

Checks are exact, specific, portable and widely accepted. They share acommon, easy-to-understand form,
yet each check isaunique payment instrument that states whom to pay, how much and when. It’s no wonder
checks are so popular!

Checking account activity, however, isnot limited to the deposit and writing of checks. Many other financia
transactions depend on a checking account. Examplesinclude automatic debit of bills (car loan, mortgage,
utilities), transfer to amoney market fund, investment or retirement account, debit cards or other “check” cards.

Checking Account Management asks and answers many of the basic questions asked by those who have
never had a checking account.

For more information on maintaining your checking account, please refer to our brochure, How to Success-
fully Manage Your Checking Account.

Part Il: Opening An Account

When you open a checking account, you will be asked for identification. You aso may haveto give your
date of birth, driver’ s license number and Socid Security number. Then you' |l be told about your privilegesand
respongbilities as an account holder. Take the information home and read it thoroughly.

You'll be asked to complete an application form like the one on the next page. If you open ajoint account
with aparent or spouse, he or she must sign the gpplication form, too. (It'sillegd for anyone except the
owner(s) of your share draft/checking account to use the share drafts/checks you receive.)
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Checking Account Management

Choosing An Account

Mog financid ingtitutions offer avariety of checking
accounts. A representative at your financid ingitution will
explain the types offered there, so you can choose the one
that’ s best for you.

There are three common types of share draft/checking
accounts.

Regular

* Nominimum balanceisrequired.

* Thefinancid ingtitution paysno dividends/interest (extra
money you receivefor keeping your money inthe
financid indtitution) on your balance.

* You may or may not be charged amonthly servicefee.

Dividend-Bearing (I nterest-Bearing)

Thisissmilar to aregular checking account, except that
you arepad dividendsinteres if you maintain aminimum
balance. If the balance goes bel ow the minimum or you've
written too many checks, you haveto pay afee.

Money Market

Thisaccount pays higher dividends/interest but you can
only write acertain number of checkseach month. A
minimum balanceisusudly required, and if the ba ance goes
bel ow the minimum or you' ve written too many checks, you
haveto pay afee.

When you open your checking account, you' |l receive
darter checksto keep you going until your first full-quantity
order isddivered. Starter checks probably will not have
your name or address information on them.

Your full-quantity order will comein abox. Each check
pad will contain 25 checkswith your name, address, your
telephone number or Socid Security number printed on
them. It’ syour choice.
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Account Application

THIS CARD ISTO: O OPEN A PERSONALIJOINT AGCOUNT NOTE: AN INITIAL DEPOSIT OF $5 PLUS
U OPEN A CUSTODIAL (UTMA) ACCOUNT %0 MEMBERSHIP FEE IS REQUIRED

Please Print
MEMBER NAME {MINOR IF CUSTCDIAL) (FIRST, MIDDLE INITIAL, LAST) DRIVER'S LIGENSE NO.
AoonEss TV, STATE ZIPCODE
HOME PHONE . | wwwww e, OAEoreIA
S 1 [
EEEEEEE | ‘ 'MOTHER'S MAIDEN NAME

EMPLOYEES ONLY: | EMPLOYEENO. [ JOBT! e I STATION

NAWE O EWFLOTEE
FAMILY MEMBERS ONLY: I

JOINT MEMBER #1 NAME (O GUSTODIAN IF CUSTODIAL) {FIRST, MODLE INITIAL, LAST)

‘SOCIAL SECURITY NO. , DATEOF BIRTH, ‘ DRIVER'S LICENSE NO.
LA {CITY, STATE)

RELATIONSHIP TO MEMBER [ HOME PHONE NO. l 'WORK PHONE NO.
¢ ) ¢ )

JOINT MEMBER ¥2 NAME (OR SUGGESSOR CUSTODIAN IF GSTODIAL) (FIRST, MIDDLE IMTIAL, LAST)

SOCIAL SECURITY NO. ] DRIVER'S LICENSE NO.
PLACE OF BIRTH (CITY, STATE) MOTHEF'S MAIDEN NAME
REL TOMEMBER HBLW
{ ) { )
CERTIFICATION AS TO FEDERAL TAX ION NUMBER AND BACKUP DING:

Under penalties of perjury, | cestify (1) that the social security number listed above is my corec! Federal Tax Identification
Number and (2) that | am not subject ta backup withholding either because | have not been notified that | am subject to
backup withholding as a result of a failure to report ak Interest or dividends, or the Infernal Revenue Service has notified
me that | am no longer subject o backup withholding.

O PLEASE CHEGK HERE IF YOU ARE SUBJECT TO BACKUP WITHHOLDING

DATE

The above named individual makes application for membership in the “ederal Credt Union and agraes to conform
10 ts bylaws or any amendiments thereto and subscribe for at least one share.

The undersigned acknowdedges receipt of and agrees to a full and complete list of rules and reguiations (Account
Agreoment and Disclosure), and a tee schedule concarming the account and to any beneficiaries designated. Also, all of
the undersigned certfy, under penalty of perjury, that all information fumished an this appilication Is true and corredt. Itis.
also agreed tha the member may, at any time, without the consent of the joint member(s), closa the account, add a joirk
r all foint members.

Any monies may be deposited or withdrawn, subject 1o the bylaws and rules of the credit union, upon any ane of the
fodowing signatures:

DATE

JOINT MEMBER #1 SIGNATURE. DATE

JOINT DATE .

CHECKING ACCOUNT INFORMATION
Complete this section if you would like to open a checking account {not available on custodlal accounts).
YES NO
QO Has anyone on this application had a checking account at this or another financial institution within 12
months before making this application?
Name of institution

O O Has anyone on this application had a checking account closad by a financial institution wthout their consent
within 12 months befote making this application?
lame of institution

Q O H

(as anyone on thi a because of ihe use of a check or
olher similar fiem within 24 months of making this application?

PLEASE COMPLETE THE ENCLOSED CHECK ORDER FORM AND RETUAN WITH THIS COMPLETED APPLICATION, ALSO
ENCLOSE AN INITIAL DEPOSIT 70 COVER YOUR INITIAL ORDER OF CHECKS.

You will probably have to fill out a form like this when you
apply for your checking account.

What is a Share Draft?

In 1974, Congress determined that
credit union members could write checks,
but their checks had to be “ drafts’ against

their savings or “share’ accounts. Hence,
the term share draft. Before that time,
credit unionswere restricted from offering
such accounts.
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Checking Account Management

el LIBERTY

Part Ill: Depositing A Check

Before you can cash or deposit any check, you haveto endorseit. That meansyou must sign or ssamp the
back of it. Most checks have aline for asignature or stamp. Otherwise, endorsements should be made within
1.5 inchesfrom the left edge on the back of the check.

Endorsing A Check

Blank
Endorsement
Blank Endorsement.
Sign your name on the ENDORSEHERE .
top back of a check. X John Smith .
Anyone can then cash Restrictive
the check. For security, Endorsement
only endorse a check ENDORSE HERE Restrictive Endorse-
this way when you are JOhn Sm|th ment. To restrict a
ready to cash it. “onorwl * check for deposit only,
RESE write these words above
your endorsement. Only
Special T — the payee ca(;l write a
Endorsement ENDORSEHERE . restrictive endorsement.
John Smith b LINE It's a good idea to use
Special Endorsement. — this when mailing a
This makes a check check to be deposited or

payable to a third party

and prevents anyone
else from cashing it.

if someone else is

depositing your checks.

DO NOT WRITE, STAMP OR SIGN BELOW THIS LINE
RESERVED FOR FINANCIAL INSTITUTION USE *

Tips on Endorsing Share Drafts/Checks

» When you endorse acheck, sign your nameexactly asit appearson thefront.
» When your nameis spelled incorrectly on thefront of the check, endorseit on the back
the sameway it appearson thefront. Below that, Sign your name correctly.

« If you give someone acheck made out to you, be sure to write on the back “ pay to the
order of” and the person’ sname. Sign your name below that.
* Remember: You are responsiblefor payment on any check you write.
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Checking Account Management @ LIBERTY

Endorsing Exercise

For this exercise, use the sample check (left) and the deposit

dip (below). Follow aong by writing theinformation requested in

each step. Thisexerciseisadepost of acheck made out to you.

You will use ablank endorsement in this exercise. Blank endorse-

M ments arelargely for deposits made in person a afinancid ingtitu-
- wR‘TEFSQ’*M"A%%\,?‘LG\“NS%UT‘ON UsE tion, but also can be made at an ATM machine.

FIN
Do :ESERV D

Endorsing A Check Payable to You
(Blank Endorsement)

Step 1. Onthetop 1.5 inches of the back of the check you will
notice an areareserved for endorsements. At the X, signyour
namewithyour legd Sgnature.

Step 2: Enter the date on the deposit dip dateline.

Step 3: Enter check amount in appropriate space of deposit box
onthedeposit dip. (Directly to theright of the box that reads
"LIST CHECKSSINGLY."): $687.22.

Step 4: Enter total deposit amount in appropriate space of
deposit box. (Thebox directly totheright of the onethat reads
"TOTAL"): $687.22

Step 5: Enter net deposit amount in appropriate space of the
deposit box. (Thebox directly totheright of the box that reads
"NET DEPOSIT."): $687.22

Step 6: After you have completed Steps 1 through 5, you're
ready to submit the endorsed check and deposit dipto ateller.

If you want a portion of your RO A 188 AR 0 PO VYT PROOR O 1 O CMYETEAL GO G PR GLEETIN AOGESAT
deposit returned in cash, enter the cash JOHN ORMARY SMITH OASH=20
amount in the “L ess Cash Recelved’ éislszl(_;i?lzsbljl\f-ll\—ﬂ?\lTSSSSS LLLLL -
box on the deposit dlip. Subtract cash 612:555-0000
received from total deposit amount and DATE TomaL o | v e
fill in the amount of the net deposit that e o

will be credited to your account.

Eagan Office
3390 Pilot Knob Road
Eagan, MN 55121

If you' re making your deposit at an
ATM machine, follow steps one and two.
Thenfill out the deposit envelope at the
ATM according to the instructions pro-
vided. You will get areceipt telling you the amount of your deposit. For more information, seethe sectioninthis
brochure on ATM transactions.

Al123456780A

LiBERTY Printed with soy based inks on recycled paper

ining post: waste.
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Part IV: Writing Share Drafts/Checks

® The name of the
person or company

O Month, Date,

Year © Enter the

dollar amount

JOHN OR MARY SMITH

1234 PLEASANT ST.
SPRINGFIELD, MN 55555-0000
612-555-0000

you are paying.

O Legal Amount.
Write out the dollar
amount in words,
starting as far to
the left as possible.
Write in amounts of
dollarsandfrac-
tions of dollars. For
example: $10 is
written Ten and no/
100; $251.41is
written Two hun-
dred fifty one and
41/100.

PAY TO THE E

ORDER OF SunshineFoods |5 | 85.27

|
\

o 265

January23, 2000

©

| O Eightyfiveand27/100

DOLLARS

/A123456780A

® John Smith
AN

/

O Memo (an optional reminder)

Fillin any remaining O Sign your name.
space with a line to the

right of the amount. This

will preventanyone from

increasing it.

Helpful Hints for Writing Checks

* Writeinink so nothing you wrote can be changed.
» Writeclearly.
* Fill indl theblank lineswith the proper information.

» Remember that when you pay in person with acheck, you usualy must show identifi-
cation. Thiscanbeastatel.D., adriver’ slicense, acredit card or other form of
identification, depending onthe store.

* Never sign acheck until al other information on it has been completed.

)
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@A LIBERTY

Check Writing Exercise

JOHN ORMARY SMITH

1234 PLEASANT ST.
SPRINGFIELD, MN 55555-0000
612-555-0000

PAY TO THE
ORDER OF

1265

DATE

sl

Step 1.Write the check N0.1265
for anew sweater you bought at
“Cotton Plus” Your hill for the

DOLLARS sweater is$36.92. Usetoday’s
‘ date and your own signature.
FiLIBERTY
A123456780A
JOHN ORMARY SMITH 1266
Step2 CreckNo. 1266 hastiesn | imummsunst,
written for a$15.52 book you 612-555-0000 _ pare —Jan 20, 00
bought at “Pages & Pages Book
Srtgci ’)What swrongwiththe o e or  Pages and Pages Bookstore |l 15.52
) Fifty and 52/100 DOLLARS
BliserTy|
Book Your Signature
A123456780A

What if you make a mistake?

1. WritevVOID in big |

etters across the check.

2. Write VOID for the check number in your register (or on your stub).

3. Rip up the check and write anew one.
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Checking Account Management @ LIBERTY

Part V: ATM Transactions

You very likdy will usean ATM card with your checking account to make deposits and withdrawals, or to
transfer money from one account to another. ATMs are easy to use; the computer gives you choices on what to
do. Respond to these prompts by pressing designated buttons or by using akeypad.

When you withdraw cash from your checking account through an ATM machine, you don't haveto write
out acheck. When you' refinished with the ATM, you' |l receive arecelpt stating the time, date, place and nature
of the transaction. Some ATMswill aso provide checking account balance information. Savethisreceipt to
verify againg your statement.

Toobtain ATM access, your financid ingtitution will issue aplastic card that resemblesacredit card and a
Persond Identification Number (PIN). This number is either selected by you or assigned by your financia
ingtitution. If assigned, you may be ableto have it changed to onethat’ s easier to remember. Don’t choose an
obvious number such as your birthday or address. (A thief could get such numberseasly if he aso had your
driver’slicense)

For security, never write your PIN on the card, and always keep your card and PIN separate. Memorize
your ATM PIN number. Report lost or stolen checkbooks, checks or ATM cardsto your financid ingtitution
immediately.

More Electronic Funds
Sample ATM Withdrawal Transfer Services

Point of Sale Transactions

. Insertyour cardintothe ATM.

. When prompted, enter your PIN.

. Select withdrawal from the screen menui.

. Select the account (e.g., checking, savings).

. Enter theamount you wishto withdraw. Note: gas stati_ons and other stores. These cards
Some ATMsonly let you choose even quanti- automatically subtract the purchase amount

ties(e.g., $20, $40), otherswill permit odd from your checking account. Instead of writing

quantities (e.q., $25, $35). However, no ATM acheck, use your debit card. A receipt adlows
you to track purchases so you can enter these

Dehit cards and check cards are increas-
ingly accepted by restaurants, supermarkets,

will let you enter adollar amount not evenly O _
divisibleby fiveor 10 (eg., $33). transactions in your register.
. Respond to the prompt to verify amount and
account information.
. When prompted for another transaction, select
“no.” Make sureyou have your cash, card and
receipt.

Pre-Authorized Bill Payments

If you authorize them, some credit unions
can automaticaly pay specified bills, so you
don’t have to write checks each month. Bills
paid thisway might include car payments,
utilities, rent or mortgage payments, insurance
premiums and hedlth club dues.
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Checking Account Management @ LIBERTY

Part VI: Using Your Checkbook Register

You need to keep arecord of al checking account transactions—including deposits, withdrawals, feesand
any dividends/interest paid to you. You'll receive acheck register from your credit union for thispurpose. It' sa
good ideato baance your register asyou go adong, so you' |l always know your account balance.

A Sample Checkbook Register

3. Onthe white line, write the name of the person
or company you wrote the check to. Record

deposits, dividends/interest, ATM cash withdraw-
1. Enter the number of the 2. Enter the date you wrote the als, funds transfers from other accounts and

check or ATM transaction  check or the date of your ATM  service charges here, too.
here. transaction.

4. Write the reason for the check in the

shaded area.
Check No. Description of Transaction Amounrt of Transaction Amount of Deposit/Interest Balance

20396

500 | 104 | Diane’s Deli ] 14|78 14 78

Lunch q 18918

101 | Deposit 83|26 83 26

272 |44

501 10/2 | AutoMart 12115 12115

Hub cap 260 |29

502 10/2 | T-Shirts, Etc. 25100 25 100

Clothes 23529

10/3 | ATM Withdra 20{00 20 100

/ 215 129

T

5. If this was a check, atransfer 7. Put the amount 8. Keep track of the amount of money in your
or a cash withdrawal, enter the  of a deposit, credit or account here, in the balance column. Add or
amounthere. dividends/interesthere. subtractas needed for each entry. Write your new

balance in the shaded area.

Duplicate Checks

Checksthat make a copy each time you write one are caled duplicate checks. When al your

checks have been written, store the duplicatesin asafe place for your records. Keep your registers
there, too, asyou fill them up.
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Checking Account Management s LIBERTY

Checkbook Register Exercise
For thisexercise, use the sample register sheet below. Follow the directionsfor each of the five register
entriesyou’ || make. Refer to the checkbook register diagram page elght to see how to record transactionsin
your checkbook register. Remember, the information you enter in your checkbook register dl relatesto specific
transactions you made. The register houses all your transaction information.
Thefirst entry into your checkbook register will befor acheck you wrote.

Register Entry 1: Existing Account Balance

Step 1. Enter your checking account balancein the upper right-hand corner of checkbook register: $500.00

Step 2. Starting at the upper left, oneline down from the starting balanceline, enter the check number: 450

Step 3. Enter thedate: 6/10

Step 4. Enter the transaction description Inthiscase, it isthe name of the person or place you wrotethe
check to: Bob'sBait Store. If you wish, you can writewhat the check waswritten for directly under the
transaction description. In this case, the check waswritten to buy fish bait. Thereisroom onyour check-

book register for making notationsfor each type of transaction, but thisisan optional step.

Step 5. Enter theamount of payment: $12.18. Thisisacheck youwroteand it isconsidered aminus, or
subtraction from your account. Enter the check amount in the amount of transaction, or minus column.

Step 6. Enter the new balance: $487.82. Cdl culate the new balance by subtracting the amount of the check
you wrotefrom the previousbalance.

Check No. Date Description of Transaction Amount of Transaction Amount of Deposit/Interest Balance

Y
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Register Entry 2: ATM Withdrawal

Step 1. Enter thedate: 6/11
Step 2. Enter thetransaction description: ATM Withdrawal

Step 3. Enter the amount of thewithdrawal: $20.00. Thisisconsidered aminus, or subtraction from your
account. Enter thewithdrawa amount in the amount of transaction, or minuscolumn.

Step 4. Enter the new balance: $467.82. Calculate the new resulting bal ance by subtracting the amount of the
withdrawa from the previousbadance.

Register Entry 3: Deposit

Thethird checkbook register entry will be for adeposit you made to your checking account.
Step 1. Enter thedate: 6/12
Step 2. Enter the transaction description: Deposit

Step 3. Enter the deposit amount: $687.22. Thisisan addition to your account. Enter $687.22 in the amount
of deposit, or addition column.

Step 4. Enter the new balance: $1,155.04. Cal culate the new balance by adding the amount of the deposit to
the previousbalance.

Register Entry 4: Voided Check

The fourth checkbook register entry will befor avoided check you wrote.
Step 1. Enter the check number: 451
Step 2. Enter the transaction description: Void

Step 3. Draw alinein the balance column. Thisline meansthe voided check doesn'’t affect your checking
account balance.

Step 4. Carry down the existing balance and enter it asthe new balance: $1,155.04

10
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Register Entry 5: Payment for Groceries

Thefifth and final checkbook register entry will be for a check you wrote.
Step 1. Enter the check number: 452
Step 2. Enter thedate: 6/14
Step 3. Enter the transaction description: ABC Grocery
Step 4. Enter the amount of payment: $85.11

Step 5. Enter the new balance $1069.93

Part VII: Balancing Your Account

You'll regularly receive astatement from your financid ingtitution showing how much money you deposited,
how much you withdrew and how much wasin your account the day the statement wasissued. The balance on
your statement should equal the balancein your register.

Reconciling your account—meaking sure al entriesin your register match al entries on your statement—isan
important part of maintaining good financid hedth. Depending on how active your account is, you may havea
few discrepancies because of timing (e.g., acheck you entered in your register hasn't been presented for
payment or your latest deposit hasn't been credited).

Study the sample statement and reconciliation sheets on the following pages. Use your register to accurately
record al checking account transactions—deposits, withdrawa s or payments, and fees, if any. Theregisterisa
reference you'll need to help you ba ance your account when your statement arrives.

Checkbook Out of Balance?

Didyou enter al ATM and other e ectronic transfersinyour register?

Didyou write checks near or after the statement date that hadn’t yet cleared?
Did you make deposits near or after the statement date that weren't recorded?
Didyou deduct all service charges?

Didyouforget to record any checksor deposits?

Doadl check and deposit figures match thosein your statement?

Did you forget to deduct the cash you received back on deposits?

Did you double check your addition and subtraction?

Didyou accurately carry forward correct balances after each transaction?

If you try these suggestions and your account is <till out of balance, call your financid
indtitution.
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ement

Sample Checking Account Statement

Great
Federal
Credit

Account #: 24678
Page: 1
Soc. Sec. #: 999-99-9999

- Statement Period
Union Monthly From: 12/01/99
John or Mary Smith To: 12/31/99
1234 Pleasant St. Non-Monthly From: 12/01/99
Springfield, MN 55555-00000 To: 12/31/99
Tran Tran Transaction Resulting Loan * Finance* Resulting
Date Type Amount Share Balance Principal *Charge* Loan Balance
Share Suffix X—FREE CHECKING
12-01-96 BEG.BAL 371.29 .00
11-29-96 TFRDEP 169.00 540.38
12-02-96 TFRDEP 11500 655.38
12-04-96 DEPOSIT 300.00 60042
12-06-96 TFRDEP 50.00 616.90
12-12-96 W/D 49.67 46849
Insurance State Farm
12-13-96 TFRDEP 300.00 76849
Semi-Monthly Payroll Deduction
12-16-96 TFRDEP 100.00 83365
12-24-96 TFRDEP 60.00 520.38
12-24-96 TFRDEP 1500 535.38
12-27-96 DEPOSIT 400.00 82231
12-31-96 TFRDEP 300.00 1,102.31
Semi-Monthly Payroll Deduction
12-31-96 TFRDEP 14544 1,247.75
12-31-96 TFRDEP 200.00 1,447.75
12-31-96 ENDBAL 1,156.57
DRAFT # DATE AMOUNT DRAFT # DATE AMOUNT
9516 12-20-96 3.90 9575 12-03-96 20.00
9564* 12-03-96 169.09 o577* 12-04-96 4.52
9567* 12-02-96 15.25 9578 12-05-96 6.37
9569* 12-02-96 6.11 9580* 12-04-96 16.25
9570 12-02-96 13.00 9581 12-09-96 30.00
9571 12-02-96 3.72 9582 12-11-96 20.00
9572 12-02-96 20.17 9583 12-05-96 6.38
9573 12-02-96 88.50 9584 12-06-96 441
9574 12-02-96 19.12 9585 12-20-96 26.00
*INDICATESA BREAK IN DRAFT # SEQUENCE
12
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Sample Account Reconcilement

SHARE DRAFT RECONCILEMENT eee THISFORM ISPROVIDED TOASSIST YOU IN BALANCING YOURACCOUNT

LIST DRAFTS OUTSTANDING NOT CHARGED TO YOUR DRAFT ACCOUNT PERIOD ENDING
DRAFT NUMBER AMOUNT DRAFT NUMBER AMOUNT
9014 3O|OO | 1. SUBTRACT FROM YOUR REGISTER ANY CHARGES LISTED ON THIS
gggg 123 :gg : YOUR BALANGE. ALSO, ADD ANY DVIDBND,
2. ENTER BALANCE SHOWN |
9599 83 |25 | ON THIS STATEMENT HERE $ 1156 | 57
9627 400100 | !
5628 2166 | eyl i 100 00
Ins. 49,67 | THE ENDING DATE +|$ |
9630 102!00 ! oF THis STATEMENT | | 3 1256157
9631 20|OO | TOTAL |
9632 10,00 | (2PLUS3) |
9620 | 145 i SRS |
9633 27i95 i ALLSUNPAlD DR/;FFS. O I
9635 34,20 | / Sres oUTSTANDING L = | 1150, 78
TOTAL, 115078 | YouR reciaTeR oacance | $ 105/ 79

IF YOU DO NOT BALANCE—VERIFY ADDITIONS AND SUBTRACTIONS ABOVE AND IN YOUR REGISTER, COMPARE THE DOLLAR AMOUNTS OF
CHECKS LISTED ON THIS STATEMENT WITH THE CHECK AMOUNTS LISTED IN YOUR REGISTER. COMPARE THE DOLLAR AMOUNT OF DEPOSITS
LISTED ON THIS STATEMENT WITH THE DEPOSIT AMOUNTS RECORDED IN YOUR REGISTER.

What if You Don’t Have Enough Money in Your Account?

If you don't have sufficient fundsin your account, your check will “bounce” whenit's
returned to your credit union for collection. It will be sent back to the person to whom it
was written, without payment. You'll be charged abounced check fee.

Guard againgt this potentia problem by writing al transactions on your stub or register
immediately, so you know your balance. Remember adeposit may not be credited imme-
diately. Keep in mind, too, that eectronic banking speeds the pace of many transactions.

Many financid ingtitutions offer services designed to help you avoid overdrawing your
account. If you quaify for overdraft protection, your ingtitution will automatically advance
fundsto your account if it registers anegative balance. The money iscommonly added to
your account in regular increments (e.g., $100 at atime) and interest ischarged just likeon
aregular loan.

At someingtitutions, you may aso request that money be transferred automatically
from asavings or other account into your checking account if your checking balancefals
bel ow a certain amount.
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Part 11X: Online Banking

You may have heard about online banking viapersond computer. Pay your billswithout writing and mailing
checks, by eectronicdly transferring money from your checking account to your credit card issuer, utility
company or other vendor. Download your latest account information to see which checks have cleared or how
much you withdrew from an ATM. Transfer fundsinto or out
of your savings account. Or handle avariety of other transac-
tions at your convenience, 24 hours aday, seven daysa
week, from your own home.

Online

Banking Online banking offers many conveniences, but it also has
Systems ahigh cost of entry. You'll need alate model computer, at
least @14.4 modem, plus software from your financia
ingtitution, athird-party vendor (e.g., Microsoft, Intuit) or
both. You may aso haveto pay amonthly feeto access your
account and you might incur additiona chargesfor excessve
use. Doesit sound like too much trouble?

Wll, there are many advantages. You can make sure
your payment istransferred on the exact date abill isdue,
% m rather than estimating how long the mail will take. You no
longer have to write checks by hand, stick ssamps on the
envelopes and drop them in themall. If you tend to lose your
ATM receipts, forget to note automeatic paymentsin your
register or neglect to keep arunning balance, online banking instantly providesyou with the latest figureson
your actual account balance as opposed to your assumed account balance.

Onlinebanking is't for everyone. However, if you' reinterested in learning more about it, call your financia
ingtitution and ask if the serviceis offered.
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Appendix: Checks and Checking Glossary

Automated Teller Machines (ATM s). ATMs are convenient, easy-to-use computer terminalsthat provide
electronic accessto your account. You can withdraw cash, and deposit or transfer money between accounts.
They’re available 24 hours aday in thousands of |ocations such as mdls, grocery stores, gas stations, conve-
nience stores, airports, financia ingtitutions and banks.

Checking Account. The fundsin your checking account are available on demand. It' s a transaction account,
which means you can access your money by writing yoursdlf acheck for cash and presenting it to atédller, or by
withdrawing money from an ATM (automated teller machine) with your ATM card. Of dl the possiblefinancid
accounts you can hold (e.g., savings, money market), the checking account offers the easiest way to withdraw
funds.

Checks. A check, dso known asashare draft, isawritten order that tellsafinancia ingtitution to take a
designated amount of money from your checking account and giveit to the person or organization (the payee)
specified on the check. The sum ishanded over in cash or eectronically transferred from the check writer’s
account to the account of the payee.

People and organizations that receive checks either deposit them in their own accounts or cash them. In either
case, the payee sfinancid ingtitution sends the check to the check writer’ sfinancid indtitution to receive the
fundsthat were authorized for payment.

Checkbook Cover. For protection, your checkbook and register are stored in acover. These are made of a
sturdy vinyl or legther. Liberty offersavariety of checkbook covers designed to complement the most popular
check designs.

Check Clearing. When you deposit acheck, your financia ingtitution puts a hold on the money until the check
clears, which happens when the money actualy arrivesin your account. The hold isusudly two daysfor in-state
checks and five days for checks written against out-of-state accounts. Because your deposits need timeto clear,
make sure you have enough money in your account before writing checks,

The check passes through a clearinghouse where checks are exchanged—aoften e ectronically—between
financid inditutions. Each financid indtitution is served by aclearinghouse that adso serves many other financid
ingtitutions. A separate clearinghouse serves many banks.

Check Endor sement. Before you can cash or deposit acheck, you have to endorse it by signing the back.
There are three types of endorsements:. blank, restrictive and specid.

Depodits. Before you can write a check, money must be deposited in your account. Some financia ingtitutions
only require depost dipsfor drive-through and ATM deposits. Others might not use deposit dipsat dl. If your

financid ingtitution requires deposit dips, you can find some at the back of your checkbook. If you need more,
ask thefinancid indtitution.
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The three ways of making adepost are: in person a your financia ingtitution, direct deposit from an employer
or other indtitution (e.g., Socid Security Adminigtration), and an ATM deposit.

* InPerson Deposit. Fill out adeposit dlip and present it—al ong with the check(s) and/or cash listed onthe
dip—toateller at your financia ingtitution. Y ou’ Il probably receive arece pt. Save deposit receiptsto check
against your statement. For security’ s sake, cash deposits should always be madein person.

* Direct Deposit. Anincreasing number of employers, aswell asgovernment agencies, offer thedirect
deposit of paychecks, pension or other checksdirectly to your account. Fundstransfer isautomatic, and
your designated account iscredited infull.

» ATM Deposits. Many financid ingtitution members are comfortable using ATMsfor withdrawing cash from
their checking account. However, ATM s can a so be used for deposits. Thisserviceisespecidly useful if
you need to make depositsat irregular hoursor your financia ingtitution isnot convenient to homeor job.

Duplicate Checks. These are the carbonless forms|ocated directly behind each check. Any information
written on acheck isautomaticaly copied onto the duplicate. This conveniently providesyou with aready
record of al the checksyou write. When you have written al the checksin apad, you' re left with abook of
duplicates. Store thesein case you ever need them for reference.

Voided Check. VVoid any checks on which you' ve made errors that make them unusable. Common reasons
include writing in the wrong payee or an incorrect amount. As soon asyou redize you can't use the check, write
VOID inlargelettersacrossthe face, rip it into small pieces and dispose of it.
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