Instruction Sheet – Checking Project
July 2
You purchased a new calculator from Taylor Office Supplies for 95.00.  Invoice No. 816 arrived today.  After checking to make sure the bill is correct, you write Check No. 101 or use the ATM card for 95.00.  Before you write the check, turn to your check register and record the date as 7/2, the check number as 101, the transaction description as Taylor Office Supplies, and the amount of payment as 95 l 00.  Subtract 95.00 from 8,000.00 to get a new balance forward.  Your answer should be 7,905 l 00.  Write Check No. 101 for 95.00.  On the For line, write Invoice No. 816—Calculator.

July 5
It is time to make a deposit.  Record the date on your deposit ticket.  You have 812.00 in cash sales (currency) and 8.00 in coins.  Also, you have received two checks from customers.  One check is from Buckeye Equipment (ABA No. 53-65) for 32.00; the other check is from The Clothes Closet (ABA No. 84-10) for 118.00.  Record the amounts, and total the deposit.


Don't forget!  You must record deposits on your check register.  On the next line, write the date as 7/5; draw a dash through the number column because deposits are not numbered.  Under Transaction Description, write Deposit.  Record the amount of the deposit 970 l 00 and add this to your previous balance.  Your balance forward should now read 8,875 l 00.

July 8
You must replenish your postage meter—it's almost empty!  Write Check No. 102 for 100.00 and make it payable to United States Post Office.  On the For line, write Postage.  Don't forget to make an entry on your check register.

July 10
Write Check No. 103 to Passports-2-Go for 1,662.00 for airline tickets.  The Dollars line should read One thousand six hundred sixty-two 00/100------------Dollars.  

July 10
You received four checks that need to be deposited.  List the following checks on your next deposit slip.  Don't forget to record the total of the deposit on your check register!

· Popular Designs

ABA No.  53-65

312.00

· The Town Crier


ABA No. 44-220

  84.00

· United Communications
ABA No. 14-103

113.00

· 18 Wheeler Truck Lines
ABA No. 53-65

  52.00

July 11
Write Check No. 104 to Hollywood & Vine Videos for 125.00 for training videos.

July 13
Write Check No. 105 to Safe & Sure Bank for 800.00 for the mortgage payment (Account No. 448-15916).

July 16
Write Check No. 106 to 18 Wheeler Truck Lines for 3,000.00 for Freight Bill No. 1682.

July 20
Write Check No. 107 to Ace Exterminating for 200.00 for the renewal of your termite contract.

July 25
Write Check No. 108 to Georgia Power Company for 80.00 (Account No. 18-2234).

July 29
Deposit the following items.

· Cash Sales





       28.00

· Check (Rutland High School)
ABA No. 53-682
1,100.00

· Check (The Denim Maker)
ABA No. 618-333
   822.00

July 30
Write Check No. 109 to United Communications for 409.00 for your telephone bill (Account No. 229-245-2222).

STOP!
Your balance forward should read 5,010.00.  
