Not sure how to write a check? Use this tool to learn how.

1. Write the date.
In the upper right corner of the check, enter today’s date. Use the month/day/year or write out the full date.
2. Write the name of the person or organization receiving the check.
On the line labeled “Pay to the Order of”, write Kennesaw State University (or the intended recipient).
3. Write the payment amount in the number.
 In the box on the right side of the check, right under the date, enter the dollar amount using digits.
 Example: 1,963.00
4. Write the payment amount in words.
 On the line beneath the recipient’s name, write the amount using words.
 Example: One Thousand Nine Hundred Sixty‑Three and 00/100
5. Write a memo or student ID number.
 In the lower left corner, fill in the memo line with what the check is for or include the Student ID number if required.
6. Sign the check.
 In the bottom right corner, sign your name on the line marked “Signature.”
 A check is not valid without a signature.
7. Include your bank information (pre‑printed).
At the bottom edge of the check, make sure the following appear clearly (these are usually printed automatically):
· Routing number: the first set of numbers
· Bank account number: the second set
· Check number: the third set and printed at the top right

