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INTRODUCT ION

This training course is designed to develop the awareness needed in accepting
checks, as well as what to do in a situation where a person is purposely
passing fraudulent checks.

Many bad checks are honest mistakes made by honest people; thus, an awareness
of the elements of a check and of the procedure used in accepting.checks is
needed. ' -
With modern day methods of travel, many communities have become easy targets
for the check passer. One community in Ohio with an approximate population of
15,000 reports the foltowing: "In 1970, we (the police department) investi-
gated only one complaint amounting to $37.00; in 1971, we received five
complaints totaling $180.00; and as of March 16 for 1972, we have investigated
twenty separate Incidences with a loss of $2,420.52."

Fraudulent checks énd.money orders are a threat to your FINANCIAL SECURITY!

What are you witling to do to minimize the possibilities of such a loss?

This outline has been developed so that the instructor can use flexibility in
the presentation of the material. It can be taught in four sessions of
approximately two hours each for a total of eight hours, or it can be taught iIn
a shorter period of time on an emergency basis by the use of handouts. |t can
be used for groups of supervisory and non-supervisory levels.

" When using this course in a shorter period of time than 1% hours, select the
handouts which can be utilized the most effectively with your presentation.
Handout #2, which Is taken from the film "The Paperhangers", will supplement a
program based around this film.

B
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SESSION ONE

Outline of the Material to be Taught

Suggestions for Teaching Material

[3

l. Introduce Instructor

A. Introduction -

B. Explain course content

'PurpOSe

A. To learn the types of checks

B. To learn the elements of a
check

C. To learn what to look for on
a check

D. To learn what to do if a
check Is not properly filled
out .. : :

E. To learn what to do if you
suspect a person of dis-
honesty

Objectives

A. To be able to identify
payroli, personal, govern=-
ment, and bank checks.

B. To become aware of the
reasons for being careful and
conscientious in cashing
customers' checks.

C. To be able to identify as
unacceptable, counter checks
or checks without required
MICR encoding.

D. To be able to Identify
properly filled out checks.

E. To be able to identify im-
properly filled out checks.

F. To be able to determine if an

endorsement is required, and

Give name, state, and position or role
in the presentation.

Glve overview of the course.

Ask: What do you feel the purpose of

this course is?
Draw from the group.

List on chatkboard or overhead
for them ?q discuss.

The knowledge---or facts--=-which the
class will be exposed. to.

Ask: What Information do you expect or

want to get from this course?
Draw from the group and list.

This will be helpful for the instructor
to know what topics are of greatest
Interest, thus spending more time on
these areas and less on others.
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Outline of the Material to be Taught Suggestions for Teaching Material

et

if so, to examine the en-
dorsement to see that It is
correct.

G. To be able to courfeously and

properiy handle susplcious
checks and customers.

IV. Pollicies

A. Store If this course is being put on fof$5ﬁf~

particular establishment, you might get
Vary according to local a copy of thelr policy and insert it
requirements. here. S
Know your store's policy But 1§ the course is given to hetero~
concerning: genous groups, make it know that every-

ohe shoutd know his store's policy.

. Who is authorized to cash
checks.

2. What identification is
required, ,

3. What limit is placed on
the amount of a check.

B. Management Discuss this with management personnel.

As management, you should set
a policy on cashing checks,
write it down, and instruct
your employees In its use.
Your policy might require
your approval before a sales-
clerk can cash a check.

When all check-cashers are
treated alike, customers have
no cause to feel that they
are being treated unfairly.

Your procedure might include HANDOUT #1.
the use of a rubber stamp..
Many stores stamp the lower Use a sample of such a stamp on the
reverse side of a check and over head.

wrlte in the appropriate 1,

information. “

: Your policy might include o
Qo using a bad theck tist, if | o)
,IERJ!:‘ one is available. Such a -
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Outline of the Material to be Taught

Suggesffons for Teaching Material

list helps you to spot
persons who are known or
suspected to be bad check-
passers.

You should frequently review your
policy and procedure on check cashing
with your employees. Remind <them
about what to watch for in spotting
bad checks.

Emp loyee apathy toward accepting
checks is a big reason why stores get
Q stuck with bad checks. The bigger
ERICthe store, the more difficult it is

IToxt Provided by ERI

Your better bus'ness bureau, local
trade organization, or police may have
such a list.

Local authorities may provide such
current information on forgers, hot
check rings, and so on, who may be
operating in your areds.

SHOW FILM ~- "The Paperhangers"
Ohio Highway Division

The film "The Paperhangers" can be used
at the end of the "Policies" section
(Page 2) for an overview of the course
and to glve them some ideas to help
discussion. Or it can be used at the
end of the "Types of Bad Checks"
section (Page 9) as summary and rein-~
forcement of the course.

HANDOUT #2 is taken from this film.

DISCUSSION -~ If the film is used at
the end of the "Policies" section, have
a brief discussion or go directly Into
the next section of the course. |If
film is used at the end of the "Types
of Bad Checks" section, a summary
discussion is in order.

There are handouts throughout the
course which “¢can be used to supplement
the film. Select the ones that fit
your presentation.
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Outtine of the Material to be Taught Suggestions for Teaching Material
to keep employees interested in
§ catching bad checks. One effective
way s to show employees your bad
checks.,
V. To cash checks OR not to cash
checks? :
A. Why cash checks? Ask: Can cashing checks be profitabie?
_ : Discuss. '
. As a service, to attract
~ and retain customers---
customers will shop in Ask: Why do we cash checks for our -
the store confident that o customers?
they can cash checks to List reasons on chalkboard and
pay for their purchase. discuss.
2. Means of getting to know
customers by name {(Who |
doesn't iike to be called Ask: What problems are involved when
by his own name?) cashing checks? '
: List and discuss.
B. Adversities of cashing checks
I+ Through simple errors or This should create a lot of discussion:
outright dishonesty, many ‘
checks could prove to be It is simpler than one would
worthless. think for a store with inadequate
2. Direct loss to your store check cashing policies to be
if the check is bad. forced into bankruptcy.
In order to provide a check cashing
service, then, certain policies must
be followed to insureé against loss!! ‘
GOOD check cashing procedures wilil
reduce or eliminate the chance of
being swindied by the "bwd~check _
artist". But there is also the case
of completely honest individuals who
often make mistakes.
V1. Check Defined
. A A written order to a bank to Ask: for definitions-~-you might }ist
pay the amount of money them.
stated. '
Webster's Dictionary
Q An instrument used to spend '
[ERJ!:‘ monay on deposit in a cﬁéckj jL() Ohio Bankers Association
e e ing account at a bank.
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B. tdentify the parts of a check.
l.
2.
3.
4,
5.

Date

Amount
Signature
Name
Endorsement

Vil. Types of Checks

A. Personal Check
A check written by an indivi-
dual to pay for something he
has purchased.

B. Payroll Check

A check written by a company
to an individual for work he
has done.

It Is advisable to pre-
establish check cashing
privileges for and to main-
tain an active file on these
companies. Payrol! checks
should not be accepted on the
first occasion until you
verify the party's employment
with his employer and invest-
igate the financial! condi-
tions of the company. Always
compare the party's occupa-
tion listed on his identifi~
cation.

Personal and payroll are the two
most common types you will en-
counter.

C. Government Checks

- Issued by national, state,
and local governments fo¥ a

HANDOUT #3.

What is the most common type of
check you will be offered by the
customer on the floor?
(Personal.)

Ask:

Example =-~- HANDOUT #3.

Ask: What makes it a personal check?

(Key word is individual.)

Example ==- HANDOUT #4.

Ask: What makes it a payroll check?
(Key word is company.)
HANDOUT #5
Answers: A. Personal
B. Payroll
C. Personal
Ask: for reasons why they are usually

written to individuals?

| 418ample --- HANDOUT #6.
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Outline of the Material to be Taught

Suggestions for Teaching Material

variefy‘of reasons: refunds,
welfare payments, retirement
plan, etc.

Treasury Check---The Treasury
Department reports that
nearly 50,000 Treasury checks
are forged each year, and
that businessmen suffer 90%
of the loss because they fail
to ask for proper ldentifi-~
cation.

ALWAYS compare the purpose of
the check to the person pre-
senting it. For example, a
young person would not be
cashing a pension check.

Make CERTAIN the check is
endorsed in your presence,
record two types of identifi-
cation, and write your
initials on the check.

Business and Industry

In addition to Issuing pay-
roll checks, they issue checks
to individuals for dividends
on stocks, expense account
payments, refunds, etc.

Banks

1. Money Orders. |f a money
order is fraudulently
negotiated, It will be
returned, so accept.only
If recourse from the
endorser is possible.

American Express states
that most Money Orders are
made payable to companies
and only a small number to
Iindividuals.

DO NOT cash if amount is
altered or erased, or if
the amount fs in exgess of

Ask: for reasons for issuing this
type.

Exampie ~-- HANDOUT #6.

Ask: for types of bank checks issued.

Examp | e~-~~HANDOUT #6.

12
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7.

Qutline of the Material to be Taught

Suggestions for Teaching Material

.count, he does not need a

printed limit. Use as
much caution handling

money orders and other
officlal checks as you
would take in handling
personal checks.

In addition, a Money Order
can be passed as a check.
However, a money -order is
usual ly bought to send in
the mail. Most stores
should not accept them in
face-to~face fransactions.

Some small stores sell
money orders. |f yours
does, never accept a per-
sonal check in payment for
them. |f the purchaser
has a valid checking ac-

money order. He can send
a check in the mail,

Certified .Check

The acceptance of a check
or draft by the drawee
bank is evidenced by a
stamp placed on the face
of the instrument and
signed by an officer or
some other authorized
employee of the drawee
bank. On cerfitication,
the bank charges the
drawer's account and the
instrument becomes the
primary jiability of the
certifying bank.

Traveler's Check.

A check sold with a pre-
printed amount (usually in
round figures) to travei-
ers who do not want to
carry large amounts of
cash. The traveler signs
the checks at the time of

purchase.
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Outiine of the Material to be Taught

Suggestions for Teaching Material

When cashing Traveler's
checks, have the person
countersign In the tower
left corner of the check
in your presence. |f
countersignature agrees
with the signature ap-
pearing in the upper left
corner, you may accept
without risk of loss to
you. If a check has
already been counter~-
signed, have the check
signed again on the back
SO you can compare signa-
tures for agreement.

Bank [ssued checks can be
cashed in the same way as
other checks. Rules men-
tioned in this course will
pertain to all types of
checks.

Counter Checks

" A personal check used by a

person when he had forgotten
his own checks. Name of the
bank was not printed on the

check but was written in by

the customer.

NO LONGER ACCEPTABLE and
should not be cashed in your
store.

Banking regulations require
that all checks processed
contain special printing altong
the bottom of the check. This
Is calied "MICR ENCODING" and
is used by the bank's elec-
tronic check=-processing equip-
ment to process the check.

Checks without this MICR EN-
CODING will not be accepted byj
most banks, since their elec~
tronic equipment cannot proe -
duce them. ‘

Exampte --- HANDCOUT #7

Ask: Why?

Example of MICR ENCODING --- HANDOUT #7.

Since September, 1967, checks lacking
routing numbers cannot be routed throuah
the Federal Reserve System.

14
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" Outline of the Material to be Taught Suggestions for Teaching Material,

"

Since counter checks do not
contain MICR ENCODING, they
should not be cashed in your
store; they will tikely be
refused by the bank.

G. Two-Party Personal Checks Ask: for explanation or description of
this type of check.

A two-party check is issued by
one person to a second person
who endorses it so that it may
be cashed by a third person.

This type of check is most

susceptible to fraud because,

for one thing, the maker can
- stop payment at the bank.

Reports indicate a high risk
In accepting this type of
check.

I f accepted, the purpose of
the check should be verified
by phone with the maker.
Obtain the address and phone
of both parties, the maker and
the endorser.

Make certain the check Is

endorsed.
Vilil.. l[llegal Ways of Obtaining Checks Ask: How difficult Is it to obtain
o , - checks?
Printed checks can be forgeries;
could be stolen and then forged. Ask: What are some of the ways to obtain
Government issued checks are _ checks legally and illegally?
favorites for stealing and forg- Discuss.

Tng.

A. Thefts from mail boxes are the
principal source of forged
government checks.

B. Offices and plants may have
their supply stolen.

C. . Opening a smail! account in any
bank will provide the dishonest]
person with an ample supply of
personal checks. - I BT

R , rT 45
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Qutline of the Material to be Taught

Suggestions for Teaching Material

someone If he has a minimal
number of special check-
writing machines.

D. Checks can even be printed by

END OF SESSION ONE.

These machines are often stolen from
legitimate businesses.

Any of the types of checks discussed here
can be invalld.if they were obtained in
iflegal ways. -:It is your job to exercise
extreme cautlon in cashing checks for
customers.

Remember, your store offers a check
cashing service because it Is an appre-
clated convenience for customers.
However, there is the danger of cashing
worthless checks-=-~checks that are
Invalid because of simple mistakes, or
because of outright dishonesty.
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Outline of the Material to be Taught

Suggestions for Teaching Materiai

I+ Checks Written with Pencil

A. Technically, they are valid.

B. Generally not acceptable and
should not be cashed In your
store.

Because they are more easily
altered, It is poor practice to
write or to accept. checks written
in pencil.

Elements of an Acceptable Check

Before accepting a check, took
for:
A. Name of bank, city, and state
MUST be printed on the face of
the check---not typed, not
written.

B.

Printed MICR ENCODING, which
identifies the customer's
account and the bank.

Payrol|l checks MUST have the
firm printed---not typed or
written--~on the face of the
check. This also applies to
other types of checks issued
by businesses, governments,
and commercial establishments.

Personal checks will often
have the individual's namd andg
address printed on. the face of
the check. |f not, be sure
the signature is legible."

All blank !lines MUST be filled
in. :

Guest Speakers =--- if time allows, use.a
law enforcement officer or a bank
officiat to discuss the elements of an
acceptable check and/or identification.

Ask: Are they valid?
Shouid they be cashed?
Ask: How can you overcome this situa-

tion?
Always have pens available for the
customers' use.

HANDOUT #8. As you talk about each part
of the check, point it out on the over-
head. '

NONLOCAL BANKS =--~ Use extra care in
examining a check that is drawn on a
nonlocal bank and require the best type
of identification. List the customer's
local and out~of-town address and phone
number on the back of the check.

Refer to HANDOUT #5.

18
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Outline of the Material to be Taught

Suggestions for Teaching Material

F. The DATE

l. Unacceptable if dated
ahead,

2. Unacceptable if dated more
than 30 days ago.

3. Unacceptable if not dated.

'G. Flgures and written amounts
MUST agree.

H. Endorsement

. There will be times when
the check you are cashing
will not be made out to

your store, but will be
made out ot the person who
is cashing it.

2. Whenever this happens, the
person who is giving the
check to you must endorse,
or sign, the back of The
check.

3. When a person endorses a
check, he must sign his
name exactly as it appears
on the front of the check.
Always have The check
endorsed in your presence.

H. Watch for resirictive endorse-
ments~-~-when an endorsement
says that the check must be .
cahsed in a special way.

- HANDOUT #8. Give examples of the good
. and bad elements on the overhead.

HANDOUT #9. Read and discuss.

Example =---~ HANDOUT #10.

. f
Examp le === HANDOUT #11./

!

!
j
: /
Signature:

I. The imprinfed name and the
signature should agree.

2. Teenagers may try to cash
parents' checks.

3. Make sure the person signs the
check in your presence.

4. Drunken’people cannot be
charged with intent to defraud;
don't cash their checks.

5. Erasers on checks should be
questioned.

Example =--- HﬁNDOUT #12..

19
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Outline of the Material to be Taught

Suggestions for Teaching Material

In your job, checks with
restrictive endorsements
are UNACCEPTABLE.

For Deposit Only ===
Restricts further en-
dorsements and regulates
finatl payment. Should
not be cashed by your
store.

Pay To - OR ~ Pay To The
Order Of --- Shows the
next person in |ine who
must endorse the check.
Checks endorsed to a com-
pany other than your own
should be avoided.

5. Restrictions on the face
of the check =-~ unaccep-
table and may not be
.cashed by your store.

Checks made out to two people.
Both people must endorse it.
Legibifity.

Do not accept a check that is
not written-legibly.
be written and signed in ink
and must not have any erasures
or written over amounts.

Signa?hre mus¥ be.leglble.

The name of the person to whom
the check is made payable must
be legible., '

i+ should

HANDOUT #8. Which of the fol lowing
checks are unacceptabie?

A, B, & C, are unacceptable because they

have restrictions or restrictive endorse-
ments.

HANDOUT #13. Which of the following are
unacceptable and why?

A. is Invalid (it fs for more than $100)

B. is invalid (it may be cashed only at
bank's home office)

C. has no restriction on face of check.
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K. Checks over your limit.

Set a limit on the amount you
will accept on a check. When
a customer wants to go beyond
that limit, your sales clerk
should refer him to you (the

manager).

11t. ldentification

Once you are satisfied that the
check is 0.K., the question is,
"Is the person holding the check
the right person?" Requiring
identification helps you to answer
the question. HANDOUT #15. Discuss.

Some stores demand at least two
pieces of identification. It Is
important to get enough identifi~
cation so the person presenting
the check can be ldentified and
located if and when the check
turns out to be worthless.

KEEP IN MIND THAT NO |DENT{FICA-
TION 1S FOOL PROOF. A crook is a
crook no matter what type of
identification you ask him to
show. |f he wants to forge
identification, he can.

A. Regardless of the type of
identification you require, it
is essential that you and your
employees compare the signa-
ture on the check with the one
on the identification. -

You shouid compare the person
standing before you with the
photograph and/or description:
on the identification. "His writing did not compare with his
character and age," the owner-manager of
a store in the Midwest said. He was
referring to a forger he helped catch.
The forger was a tall, athletic~looking
man, but his writing was like a woman's.
( : '34“' was small and precise. Moreover, he
[ERJ!: S “wrote very slowly and carefully.

C
-
{
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B. The following types of identi-
fication should be useful in
determining the type to use
in your store.

i. Current Automobile Opera=
tor's License ==~ |f the
licenses in your state do
not carry a photograph of
the customer, you may want
to ask for a second identi-
fication. '

2. Automobile Registration
Card --- Be sure the name
of the state agrees with
the location of the bank.
{f it doesn't, the customer
must have a plausible
reason. Also, make sure
that the signature on the
registration and check
agree.

3. Shopping Plates ==~ |f they
" bear a signature or lami-

nated photograph, shopping
plates and other credit
cards can be used as iden=
tification. The retatl
merchants! organization in
some communities issues
lists of stolen shopping
plates to which you should
always refer when identify-
ing the check-passer.

4. Government Passes --- They
can also be used for iden-
tification in cashing
checks. Plcture passes
should carry the name of
the department and a serial
number. Building passes
should also carry a signa-
ture.

5. fidentification Cards =---

Such as those issued by the

armed services, police 2323

Q departments, and companies,
ERIC should carry a photo, a
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description, and a signa-
ture. Pollce cards should
also carry a badge number.

C. Several types of cards and
documents are not good identi-
flcation.

Some of them (such as club
cards) are easily forged, and
others (such as customers'
dupl icate saleschecks) were
never intended for lIdentifi-
cation. Unless they are
presented with a current auto-
mobi le operator's license, do
not accept the following:

Soclal Security Cards

Business Cards

Club or Organization Cards

Bank Books

Work Permits

Insurance Cards A

Learner's Cards or Permits

Letters

Birth Certificates

Library Cards

Initialed Jewelry

Unsigned Credit Cards

Voter's Registration Cards

Customer's Duplicate Sales-
checks -

Some large stores photograph each
person who cashes a check along
with his identification. This
procedure is a deterrent because
bad check passers don't want to be
photographed.

Insist on POSITIVE identification.
Require two identifications and
compare them.

Use HANDOUT #16-and HANDOUT #17.

Discuss.
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v,

V.

Types of Bad Checks )

A. Those written with insuffi~
cient funds.

B. Post-dated checks.
Forgeries.

D. Those written on no account.
E. Those stolen.

F. Those not complately filled
out.

What To Do When a Customer
Presents an Unacceptable Check.

A general rule to remember is:

You may simply ask the custo-
mer to fill in the required
Information, correct the
check, or make a new one.

Just remember to be courteous
in whatever you must say to
the customer presenting an
unacceptable check.

B. Occasionally, you will have
to refuse to cash a check:

"I'm sorry, but you've left
one of the lines blank. Would
you fill It in, please?"

"Would you endorse the check,
please?"

"1'm sorry, but the two
amounts on this check do not
agree. Could you make out
another check, piease?" ,

"{'m sorry, but | can't accept
checks written in pencil.
you write a new one?
pen If you need it."

Can

Ask:
checks?
List.

Ask:

"What do you do when a customer

What are some of the types of bad

presents an unacceptable check?"

HANDOUT #18 (A.)
What would you say to the customer
presenting this check?

HANDOUT #18 (B.)
What would you say to the customer
presenting this check?

HANDOUT #19 (A.)
What would you say to the customer
presenting this check?

HANDOUT #19 (B.) ‘
What would you say to +he customer

I have-a z4resenﬂng this check?
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"I'm sorry, but | cannot
accept counter checks. Do
you have a personal check
supplied by your bank that
you can fill out for me?"

“"i'm sorry, but {'m not
allowed to cash checks dated
more than thirty days ago.
Can you make out a new one,
please?"

"I'm sorry, but I'm not
allowed to cash checks dated
more than thlrty days ago.
" Perhaps the bank will cash
It for you."

There may be times when you must
refuse to cash a customer's check
For example, if a young man pre-
sents what is supposed to be his
pension check, you'd have reason
to be suspicious. |f a payroll
check appears to be altered in
any way, you might be suspicious.
In all cases, USE TACT AND
COURTESY.

Never accept a check if the
person presenting it appears to
be intoxicated.

Never take a check if the person
acts suspiciously, appears ner-
vous, and is over~attentive to
the people about him. He may try
to rush you or your employees
while you are checking his iden-
tification.

Potitely refer the customer to
the store manager if he is avail-
able, or ask the customer to come
back when he can talk to the * -
manager.

HANDOUT #19 (C.)
What would you say to the customer
presenting this check?

HANDOUT #20 (A.)
What would you say fto the customer
presenting this check?

u

HANDOUT #20 (B.)
What would you say to the customer
presenting this check?

"You are not obligated to take anyone's
check.”" Even when a stranger presents
satisfactory identification, you do not
have to take his check.

If suspicious, start stalling. When you
stall, most suspects leave in a hurry.

. 2O
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Suggestions for Teaching Materlal

- " 'm sorry, sir, but 1'm not
allowed to cash checks without
proper Identification. However,
my manager will return very
shortly and he'd be happy to help
you." '

REMEMBER ~-- Be courteous in your
refusal. |If you are polite and
cordialy, you can refuse the
check without losing a customer.

!
f

:

Suppose a shabblly dressed man wants to
cash a large personal check and he has
little or no identification. The manager
is out to lunch but Is expected back in
about fifteen minutes . . .

Ask: What would you say to this custo-
mer?

Use HANDOUT #21 and HANDOUT #22.

Review.and discuss.

END OF SESSION TWO.
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What Can- You Recover?

Whether you can recover a bad
check depends on the person who
gave It to you and his circum=-
stances. He may be one of your
best customers who inadvertentiy
gave you a check when the funds
in his bank account were insuf-
ficient. On the other end of the
scale, he may be a forger.

A. Insufficient Funds.

Most checks returned because
of Insufficient funds clear
the second time you deposit
them. . Simply notify the
.customer that he has over=-
drawn his account and that
you are redepositing his
check. But if the check
returns a second time, in
some localities, it is the
retailer's collection item.
He must notify the maker and
ask for immediate payment.

8. No Account.

Usually you've lost when the
bank returns a check marked
"no account'". Such a check
is evidence of a swindie or a
fraud unless there has been
an extraordinary error. In

. rare instances, a customer
may issue a check on the wrong
bank or on a discontinued
account. You should quickly
determine what the circum-
stances are. |f the person is
known in the community, pro-
ceed with your collection
efforts. If you find yourself
"stuck" with the check, call
your police .department.

C. Closed Account.

A check marked "closed account

You should check the practices of your
bank. Some stores prosecute If the
customer does not redeem such a check
within a week of the second return.
Stores with a reputation for being

~ easy-going about insufficient funds

checks usually receive plenty of them.

The procedure on prosecution depends on
the state. In one jurisdiction, for
example, a merchant must send the check
writer a certified or registered ietter
and give him five days from date of
receipt of that notice to comply before
the merchant can prosecute. In another
Jurisdiction, the maker has five days
after the date of notice to make the
check good. (n a third, a resident has
ten days to make good his check.

<8
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ls a warning of extreme care-
lessness or fraud. Accounts

" are closed by both indivi-

duals and by banks. The
latter may close an account
because of too many over-
drafts. An Indlvidual may
open a new account by remov-
ing funds from his old
account. [n such cases, he

may forget that he has issued)

a check that is still out-.
standing against the old
account. If you don't get
your money back within a
reascniable time, you should
consider prosecuting the
check writer.

Forgery.

Forged checks are worthless.
Any illegal signature(s) of
the maker of the check,
forgery of the endorsement,
alteration, erasure, or obli-
taration on a genuine check
is a crims. Watch out for
smudged checks, misspelled
words, poor spacing of let-
ters or numbers indicating
that- changes may have been
made. Payroll checks with
the company's name and
address typed in could be
fraudutent. Most payroil
checks are printed.

A bad check Issued to pay for

- merchandise taken is not a

thef+ but a misdemeanor. it

is an exchange~--the check fof
A misdemeanor carrles|

goods.
a lighter penalty than a
theft, since a check may be
collectible through civil
procedures.- Criminal action

may be taken through signing
a formal charge with the
police.

You should check with your lawyer about
locat practices on collecting through
the courts on a bad check which a custo-
mer used 1o pay on his account.

HANDOUT #23. Stop Payment Checks.

When you suspect forgery, call the
police; you help protect yourself and
others against further forgery.

You should refer a forged U. S. Govern-
ment check to the field office of the
U. S. Secret Service.

A forged check transported in interstate

} coqgﬁsce is a Federal offense.
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GET EVIDENCE.

You cannot prosecute bad check
nassers without good evidence.
The person who cashed the bad
check should be positively iden=
tified and connected with the
receiving of money for it.

TEACH EMPLOYEES BY POINTING OUT |
ERRORS

TO AVOID SUCH MISTAKES, IMPRESS
ON YOUR EMPLOYEES THE NECESSITY
TO READ, COMPARE, AND THINK.

11. Possible Solutions |f Bad Checks
' Are A Particularly Large Probiem
To You.

A.. Use check photos=<~bad check

One way to keep employees aware of what
to iocok for is by showing them the bad
checks which the bank returns. Hope-
fully, you don't have as many as one
large.city store that received 28 worth-
less checks in less than a week. When
they were analvzed, the following common
mistakes were highlighted for employees:

On three, . the written amount and the
numerical amount differed.

Two were not endorsed at ail.
One was endorsed improperly.
Two were made out to a different store.

One had no signature where the maker
should sign.

Two were dated incorrectly.

Ten were counter checks and unacceptable.

Four had either improper or no identifi~-
cation.

Two had no address.

One was gosf—dafed.
HANDOUT #24. Read and discuss.

Ask: for:some possible solutions in
~_ helping to control the bad check
.+ problem,

Q writers are camera shy.

ERIC R
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B. Require fingerprints on back
of checks.,

C. Require customers to use -
your company's identifica-
tion cards.

4

D. Ask for the telephone number |

of their residence and call
before cashing checks.

E. Check with bank before
" cashing customer's check.

F. Keep an up-to-date list of
known bad check passers and
use It when in doubt.

State Check For $200,984 Cashed
By Woman Forger.

(Accept Cash =~ Not Trash)

"ALL STRANGERS ARE NOT PAPER HANGERS---
BUT ALL PAPER HANGERS ARE
STRANGERS."

The following Is an article taken from
the Zanesville newspaper, May 12, 1972,

State Check For $200,984 Cashed By Woman
Forger ‘

Columbus, Ohio (UPi) == A workmen's
compensation check for $84.36 was rather
messily altered by a woman to read
$200,984.36 and a bank cashed it, state
Treasurer Gertrude Donahey said Thursday.

. The treasurer said the unidentified
forger fled with the money to Florlida,
but was found by pollce last Friday. All
but $7,000 was recovered.

~ Mrs. Donahey said plans had been
carefully laid for cashing the check at’
a bank.in Trotwood, a Dayton suburb.

"For the past several months when
she went to the bank to cash her compen=
sation check, she informed officials she
would soon get a large sum settiement,"
the treasurer said.

When the woman ﬁresen*ed the large
check, she was not questioned.
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i¥. 10 Facts Not Everybody Knows
About Checks.

Mrs. Donahey said erasure marks
- were visible on the check and a type-
writer, whose type was larger than
other figures on the check, was used to
type in the new sum.

The treasurer said the check
cleared another bank in Dayton and was
not caught until it came back to her
office.

HANDOUT #26.

_ END OF SESSION THREE.
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Guest Speakers --- If time allows, use a
bank official, law enforcement officer,
or a member of the Secret Service to
discuss short-change artists.

l. Protect Yourself From Short-Change
Artists

A crowded department store with
busy salespeople offers a lucra-
tive field for the fast-moving,
fast-tatking short-change artist.

Often he is a smartly~-dressed
man~--~freguently a young man=--who
has a pieasant voice but talks
extremely fast.

He tries to confuse you by Inter- Ignore any interruption until you have
ruption or change disputes. finished making change, and then answer
: the customer's request or question.

Comp lete making change before adding
another item to the purchase or making
an exchange.

Don't let the customer do your thinking

for you.
11. The Shori~Change Artist's Methods.
A. He claims he gave you a larger
bill than he actually did. Ask: for ways to handle this.

Call out the amount of the order
and the amount tendered, and lay
the customer's money on the shelf
above the cash drawer until he
leaves.

B. Staged by a team of two per-
sons: The first enters the
store, buys some small item,
and presents a $5 bill. The
sales person gives the correct
change and places the $5 bill
in the cash drawer. Minutes
later the second of the two
enters and buys some small
item, paying for it with a
$t bili. After the bill has—-":aqc
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been placed in the cash drawer
and the change counted out,
the customer turns to leave,
but immediately stops and
says, "Say, | gave you a $5
bill and you gave me change
for a $1." When you disagree,
he replies, "! know it was a
$5 bill, because | remember
someone had written the nams
John on the bill with red
ink.," Of course when you look
in the cash drawer, you find
the $5 bill that the customer
hae described, because it was
given to you by the previous
customer.

One mistake people often make
Is to think they gave you more
money Than they actually did.

For example, a customer may
r

Ask:'

26. .
Suggestions for Teaching Material

35

for ways to handle this.

Best OEFENSE against this method
is to observe both sides of each
farge bill presented you. |f you
notice any unusual marking,
casually call the customer's
attention to it. The marking may
bes a blot of ink, a torn corner, a
phone number, or anything that
might identify the bitl. If the
person presenting the bill is a
member of a short-change team, he
will reatize from your remark that
you are knowledgeable and will
abandon the attempt.

1f you are not certain whether the
customer presented a large or small
bilt, do not be persuaded by his
argument. Call your manager to
handle the situation. Then have
the cash drawer checked.

The team can trick you in spite of
your precautions. Even though you
have lald his small bill on the
register shelf, he can claim you
have switched bills.....he can |,
claim you are the dishonest person!
Call your manager.
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think he gave you a $5 bill
when it was actually a $!
bitt.

He makes a purchase of a
dollar or iess, which he pays
for with a $20 bill. The
change given him, therefore,
will consist of a $10 bitt,

a $5 blil, and four $I bills,
possibly with change for the
remaining dollar.

After he receives the $i0,

the $5, and four $1's, the
manipulator immediately places
the $10 bil!l in his pocket and
takes out a §1 bilt, meanwhile
keeping up his pleasant
chatter by discussing various
other matters.

Suddenly, he tells the sates
person he has just found a $!
bitt In his pocket, and
suggests that she can use the
single bills to better advan-
tage than he can, so he would
like to exchange the five $!'s
for a $5 bill. The sales
person therefore gives him the
$5 bl for the five singles.

Continuing a pleasant line of
chatter, he then asks her for
a $10 bill In exchange for two
$5's. He receives the $10
bitl but does NOT return the
two $5 bills, distracting the
giri's attention by continued
and constant conversation.

At the psychological moment,
the manipulator asks the sales
person to let him have the
orfginal $20 bill back, at the
same time pushing or handing
back the $10 bill he has just -

Calling out the awount of the order
and the amount tendered witl help
to avoid later confusion.

36
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received and the tvo $5 bills
which he had NOT returned for
the $10 blll. He receives the
$20 bitt and leaves the store. -
The result 1s that the sales '
person is short $10 at the end
of the day. Ask: for ways to handle this.

ALWAYS get the customer's money
first, regardless of how many
times change Is asked for. -

ALWAYS call out the size of bill
tendered by the customer.

NEVER be in a hurry to make change.

Be accurate in seeing that each
change transaction §s wholely
completed before handling another
change tfransaction.

D. When you are in the middle of
counting change, he will sud-
denly remember he wanted
something else and ask you.to
add it onto the sate. Or, he
witl interrupt you to ask you
to change a large bill. Ask: What should you do if the customer

interrupts you?

Politely acknowledge the request
and contlinue what you are doing.
When you reach a point where you
may handle hls request without
confusion, thank him for waiting
and do as he asked.

Example =-- Assume you are counting
change. The customer asks you to
change a $20 bill. What should
you say?

"Certainly, just a moment, please."

Example === Suppose you had just re-
corded an amount and were about to
begin counting change. The custo-
mer suddenly remembers something
and says, "Oh, | want a pack of

Q - 37 cigarettes, too, please." What

‘ : shoufd you say?
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E. A skilled person can spiit a
bill, separating the face
from the back. This sounds
difficult==--and it Is=-=-but
it can be done. Splitting a
$20 bill-==gluing the face of
the $20 bill to the back of a
$1 and the back of the $20 to
the face of a $!---produces
$40 instead of $21. Each
bitl is presented with the
$20 side showing.

Another way of altering money
is to cut it In half, attach-
ing the right half of a large
bitl to the left half of a
small bill. This method is
effective only when present-
ing several large bills or
when the bill is folded.

"

To Protect Youfself and Your Store
Against Short-Change Artists:

}. Be alert, but not overly
suspicious.

"Certainly, just a moment, please.”
AFTER counting out his change, say,
"wWhat brand of cigarettes do you
want?'" Handle the cligarette sale
.separately.

Ask: for ways to handle this.

Examine both sides to be certain
it has not been altered. If you
should find that you have been
given an altered bill, make no
comment to the customer but call
your manager immediately.

Suppose that in spite of your precau-
t+ions, a customer claims to have been
"short-changed".

DO close the cash drawer.

DO call your supervisor or manager to
handle the situation.

DON'T argue with the customer.

“ .
ALY
W Branges

.38
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2.
3.

Never make accusations.

Even though you fee! sure the
customer is wrong, be cour-
teous.

If you are reasonably sure

a person is a short-change
artist, report his appear-
ance to your employer or the
police, and let them take the
responsibility of apprehend~
ing him.

You can help by getting a
description and |icense
number, if possible. Also,
try to delay the suspect.

¥

39

END OF SESSION FOUR.
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. Flyer =— for an eight=hour course.| HANDOUT #27.

Fiit in the areas lseft blank and
distribute them to the busines;es
to promote your class.

i1. Flyer -- for multiple sessions HANDOUT #28.
within a day. : ' :

Shorten the course and develop It
around one of the films suggested
for the course to make either one
hour or one-and-a-half hours in
length for each of six or eight
sessions.

11!, Free, Take One -- HANDOUT #29.

As a means of distributing flyers,
place this above a stock of flyersg
promoting the course.

Place these in employee
lounges.

Place these in the Chami .+ of
Commerce building.

Place them in any facility
where there is employee,
employer traffic.

IV. Tent Card == HANDOUT #30.

This can best be printed on |ight+
welght cardboard and used as a
name card.

Have the particlpants legibly
print the name they wish to be
called and the business with whtcﬂ
they are associated on both sides
of the card, then fold it in hal#|
hatf.

- m
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HANDOUT #1

PRINT

SALES PERSON-—NAME AND NO.

AUTH. SIGNATURE

CUSTOMER'S ADDRESS

HOME PHONE “BUSINESS PHONE
TDENT, N0, ONE

IDENT, NO: TWO

IDENT, MO, THREE

BEPT, MO, | AVOUNT OF SALE
TARE SED  C.0.D, WILL CALL

32.
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information From

| "THE PAPERHANGERS" -

Eight Rules To Help You Reduce Losses From Bad Checks

1#. it is a payroll check, make sure the company name is printed---not stamped

or ?yped.‘ '

Accept checks oniy on local companies and on local banks.
Check the dafe---no post or predated checks.

Notice location of bank and the bank cade number.

Check the amount in figures and the written amount.

Make sure that the signature is clear and legible.

Watch for printed restrictions.

Make certaln passer ehdorses check in your presence and in Ink. (Write the
address, teisphone number, and types of Identification used on check.)

Some Hints To Follow

5.
5.

7.

Accept no third party checks unless passer is known.

Government checks are not always "good as gold"--~they can be stolen. Use
common sense---would a young person be cashing a Soclal Security check?

Know your endorser.

Request muitiple identification. Don't allow the passer to tell you what
identiflication will be used---ask for more.

Baware of passer who tells you he knows the owner or prominent local person.
Never allow yourself to be distracted or hurried.

Be alert for alterations, biots, blurs, illegible signature, retraced
strokes, changes in ink or width of ink lines. '

Be especially alert on weekends and hol idays.

Beware of customer who wants to cash more than one check a day.

44
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HANDOUT #3

INTWASHOANT ‘(1

N

A

_ N ‘
YT TP /
SAVTIOd ~ O Y

45
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HANDOUT #4

PAYROLL CHECK

NATIONAL MALFACTURING COMPAY =

61 High Street -~ Anywhere, U.S.A. 45402

Pay To The Order Of Date Check Number Amount |

PHILLIP WILFORD MAR 30, 6- 0206938 - $100.‘65‘ ;

ANY BANK AND TRUST

ANYWHERE, U.S.A. 43601 C K ronlis .

Authorized Signature

O TR 1Y 1 T 1 PRY 1« 1 A Wy
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HANDOUT #5

Label the following checks as personal or payroll.

‘A
CHARLES CHESTER or 548
JANE CHESTER ' |
5430 Dakota Street , . . . 56-30 ¥
Anywhere, U.S.A. 45309 g 7 196~ 422 |
. ;

Pay To The
Order Of [ Jon ' Meuge: mauéf/t $ 3.6l |

%/’u Tf - 2w oC’}L&’L /’00 Dollars {
inghddDAIO 375-.530‘ 73::1 D"'

R

FIRST BANK '

OF DAYTON o bony C/Ce,u:éi NS
\
i
|

Bl
‘ NATIONAL MANUFACTURING COMPAYY 60-541
' 61 High Street - Anywhere, U.S.A. 45402 433
Pay To The Order Of Date Check Number | Amount
CARNER LESTAGE APR 7, 6~ 329877 $102.46

i ANY BANK AND TRUST |
ANYWHERE, U.S.A. 43601 (LK XD b

LOBIQmBgETY BOwaOF bt Aut)wr;zgd Signature

c.
CHARLES CHESTER or 549
JANE CHESTER

{ 5430 Dakota Street Y s 56~30
Anywhere, U.S.A. 45309 /,/IJAQ/I 7 19 é»“’ 422
Pay To The —-
Order Of 7//)///4/()/7, ////{f/ e $ 200

ol
—-% L //j//(,[ 72 ¢ Dollars
FIRST BANK ' e {,7 e
OF DAYTON &'4’ il (Gl Er2.
, 23 72 :
dmbegwpgIat  prendg 7354/
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HANDOUT #6

GOVERNMENT CHECKS are issued by national, state, and local govermments for a
variety of reasons---refunds, welfare payments, retirement plans, and so on.

TREASURY ANY CITY, U.S.A, 43601 83-0024
| OFFICE - GOVERMMENT OFFICES - 964
Pay To The Order Of Déte . Amount
BONNIE SMITH APR 7, 6- $123.70

123 MILE STREET
ANYWHERE, U.S.A.

ANY BANK AND TRUST . o
ANYWHERE, U.S.A. 43601 VA R RLIN)

Authorized Signature

DI pEdey  300ged 70® ‘

BUSINESS AND INDUSTRY -- in addition to issuing payroll checks, they issue
checks to individuals for dividends on stock, expense account payments,
refunds, and so on.

MATIONAL MANUFACTLRING COMPAYY 51-322

61 High Street ~ 2nywhere, U.S.A. 45402 961
Pay To The Order Of Date Amount
SAM JONES APR 7, 6- $233.98

100 MAIN STREET
ANYWHERE, U.S.A.

ANY BANK AND TRUST g ' /
ANYWHERE, U.S.A. 43601 AVl Ao (AL
Authorized Signature

M ghk33ewensst e 590 98

BANKS will issue MONEY ORDERS, CERTIFIED CHECKS, TRAVELERS CHECKS which can be
cashed in the same way as other checks.

AY CITY> _ ol 7 19 ¢ - N. 209

475 7 79-2424
810
ANY BANK AND TRUST
ANYWHERE, U.S.A. 43601 A
/’-\ ! - —

Pay to the Order of ! ,L{g".[ AL s /5.0/

—r / 4/" of
%/Zl,u_/ /;y;,o/ an FooDollads

Signature

ERIC N g g, AORII L'
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HANDOUT #7

THE COUNTER CHECK IS NO LONGER ACCEPTABLE
. AND SHOULD NOT BE CASHED IN YOUR STORE.

e o . - 1) . 3 " . D
Ao ()
9 f {7l [& 19 g~

* 4
PAY TO THE 4
1 ORDER OF /i ,’ﬁ/{, /m'('z%,f $ 3.0¢%
Ibority-ome afm[ ' O%aDOLLARs
| Ny
i (‘ﬂ g Y, i 4

ANY BANK AND TRUST
ANYWHERE, U.S.A.

.',,‘:{L,;;qu\';,L.p: 1gye 59 Authorized Signature

MICR Encoding
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HANDOUT #8
-?
UNITED PRODUCTS CORPORATION! Cowooam 167
500 MADISON AVENUE 210
NEW YORK, NEW YORK 10022 :
a DATE 19
|| Pay - DOLLARS § |
1t . |
TO
THE
ORDER
OF. ,  UNITED PRODUCTS CORPORATION
= -

Irving TrusT Comenny
ONE WALL STREET
NEW YORK
| 12 O2A B O0ET8 gy w - DaWIR0"
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HANDOUT #9
l. Post-Dated Checks

A. A check dated in the future.
Criteria: date of.nego?lafion determines post-dating.

B. Why are checks post dated?
I. Drawer has no funds.
2. Drawer anticipates performance of payee.
3. Drawer and payee awaiting performance of third party.

C. Paying bank will refuse to honor po;f-dafed check.
I. f check cashed or paid through error, the bank has brobable loss.
2. Post~dated check cashed by merchant.

e a. Will be returned by bank.

b. 1If unable to locate customer, has probable loss.

D. Cash only checks on dé?e.

I. Inspect check carefully.

2. |f cashed by error, try to obtain replacement check.

3. May hold relfable customer without completing transaction (gEg.,
payment of loans, delivery of merchandise), "

4. Try presentation agaln when date is current.

Il. Pre-Dated Checks
A. A check dated prior to transaction date.
B. Why do we encounter pre-dated checks?
I. Payee has been careless in negotiation.
2. Check has been misplaced.
3. Error In issuing. (A common error: year dates at turn of new year)
4. Limitation of dating printed on check.'
a. Typical wording "Not good after 60 days".
b. This is done for the convenlence of drawer---reconciling
statements, desiring prompt clearance of checks.

C. Out of date checks cashed are a loss.

I. The remedy would be to secure Immediately either cash or a new, valid
check.

2. Request permission from drawer for payment at his bank.

D. Without stating a specific limitation, checks legally have a good date
six months from the Issued date.
51
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HANDOUT #10

There witl be times when the check you are cashing will not be made out to your
store, but will be made out to the person who is cashing it.

WNITED PRODUCTS CORPORATION . 78 1-67
500 MADISON AVENUE 210
NEW YORK, NEW YORK 10022
paTE  April 17 19 6-
pay __Thirty-tio and 77/100 ==-=--====2-ce-==mi-=- pojjapg § 32,77
- R
;;e Larry Foster 1
order <210 Bell Avenue
or  lanesville, Chio
L ) UNITED PRODUCTS TlON
IRvinG TRusT Company - Gud M/
 ONE WALL STREET /Cs J
Joe b D210 00E7 Z4dmd- 'daaenh |

Whenever this happens, the person who is giving the check to you must ENDORSE,
or sign, the back of the check.

v 4

._}f aafii;t T A b Ay
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HANDOUT #11

When a person endorses a check, he must sign his name exactly as it appears on
the front of the check.

This endorsement is acceptable.

| CHARLES CHESTER or 519
JANE CHESTER '
5430 Dakota Street A 56-30
AnyWhere' U.S.A. 45309 '0 3 19 Li-‘ —45—2—
Pay To The .., : T .
Order Of / / iy, _7/0—@ Il $ /0.00

7/,/;71%1/ /c’/}Z/V/ -"‘:'L"’"" %) Dollars

f-’IRST BANK - /!
OF DAYTON OM,(-’ g/é” 42 /i A

3422, 0030 370D3n 7789 g

These endorsements are unacceptable.

CHARLES CHESTER or 549

JANE CHESTER
4430 Dakota Street

Anywhere, U.S.A. 45309 " _ - _ 56-30
\//Oz,q S 196 422

Pay To The ,

order of _{pdil, Gkt o/ $5.2.0)

S e 7/ 0
it 2o Gl "Yro  vonas

FIRST BANK s s
OF DAYTON - LY, /’/,;;’Zit/
WDw2aeD0Ine 270030 7% O

HMATIONAL MAUFACTURING COMPAYY 60-54

61 High Street - Anywhere, U.S.A. 45402 433
Pay To The Order Of Date Check No. Amount

{ JOSEPH E. LASHLEY MAY 3, 6- 329645 $132.04

ANY BANK AND TRUST )
ANYWHERE, U.S.A. 43601 (. Z7 Yol .
Authorized Signature
Gomimennnds, BOoTagmz W

et




HANDOUT #12

These endorsements are RESTRICTIVE because they
cashed in a special way. In your Job, checks w
are unacceptable,

43

say that the check must be
ith RESTRICTIVE ENDORSEMENTS

.

Horee Fope -

%— te Mloi Ferd
2 ,/Q— Jied(has

Which of the following checks are unacceptable?

A. 8.

C.

4

A AL (74'/6«(‘

NS

54

‘P 7 ﬂ/'ﬁ ' ) /
L8 S A RN PR AT
. /
/5

‘ - e !
’\f/f, V') i.';/ ’ /L ,,/,‘(,/.9 - ILC) /I‘/-'t" ardt, /.f,,.‘/!;.l']’w,)

Etor 2l ey f '(.f/,,« Lh-f'/«?"(c’/.‘_

et Sl
o ol

T

fi

Jee




HANDOUT #13

Which of the following are unacceptable and why?

44

A.
NATIONAL MANFACTURIMNG COMPARY 60-541
61 High Street - Anywhere, U.S.A. 45402 433
Pay To The Order Of Date check Number - Amount
FRED BROOKS DEC 8, 6- 1617 $245.00
NOT VALID FOR MORE THAN $100.00
ANY BANK AND TRUST ,
ANYWHERE, U.S.A. 43601 RSN et
. , Authorized Signature
v Qelp-a0oF i §hoenn7 L
B.
7 P ; ! M
ANY CITY, den & 19 {— No. ¥FXeS
475 79-2424
610
ANY BANK AND TRUST
ANYWHERE, U.S.A.
-7 a .
Pay To The Order Of / 7/'// ﬂ/z.fﬁ‘" ) $ 7;(/2 B
_ -
'/£ MT/’ / o€ uG]’ %O Dollars
REDEEMABLE AT v
BANK'S HOME OFFICE / 1/¢ /Zéﬂ/ug/g ,//’Iz/ﬁf
. _ Szgnatur%
;,Dd,Dmﬂ,g ' LTleg 3 Wk
C.

}

CHARLES CHESTER or 550
JANE CHESTER : :
5430 Dakota Street L /] _ 56-30
Anywhere, U.S.A. 45309 77 wf / 196 422
Pay To The | > o d -
order Of ,7(/’;,; 4( {j’,{’f;ﬁ'@/ § & 00
(\-/ i /«]; /. TZ(, € //’/((/[ //Uu “““““““ Dollars
FIRST BANK - ' .
OF DAYTON /(///,u a’/ujf L

paLERWREA3I0y J7.0307 72F g
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HANDOUT #14
UNITED PRODUCTS CORPORATION _
500 MADISON AVENUE M. 2071 1-67
NEW YORK, NEW YORK 10022 210
DATE April 15 19 6-
Pay One-hundred dollars and 10/100 =~<=e=-meccocenc-s Dollars § 100.10
TO r James Garrett R
THE - Joan Garrett
ORDER 101 Main Street
OF Zanesville, Ohio
- | 4 UNITED PRom:cTs CORPORATION
Irving TRuST Company 057 S 7////&( )
ONE WALL STREET
NEW YORK
LwI2la 2O gL

g o “_4“ 2 r_Jf(
QMK SN ATEL.
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7.

8.

9.

|00
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HANDOUT #15

TWELVE IMPORTANT POINTS IN CASHING CHECKS

Make certain-the check is encoded with routing numbers.

Always examine the date.

The amount written In words should agree with the amount written in figures.

Record the casher's address, phone, and two types of identification on the
back side of the check.

Be certain the check Is signed and the signafure corresponds with the
identification offered.

Qualify each identification card by asking yourself these important ques-
tions: How much effort would it require to obtain such identification? Does
the identification correspond with the person's appearance? Has It the
quality of being genuine and unaltered? = .. .

Checks presented by persons other fthan the originator are two-party checks,
which require special handllng

Avoid cashing checks outside your Trading area.

For new customers, it is advisable fbA!imif the flrst check to the amount of
purchase or cost of services.

Do not accept checks al+ered in any manner or checks written in pencll.

After cashing check, initial it. Then endorse the cheék with your company's
stamp "For Deposit Only". : :

Make certain the check is endorsed in your presence exactly as shown on the
face of the check.




2.
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HANDOUT #16

GUIDELINES FOR CASHING CHECKS

Check the date. Accept no post~dated or pre-da+ed'checks.

Check to whom it is made payable. - Have all checks made payable to your
company and for the amount of the purchase. :

Check the amount in figures with the written amount.

Inspect the signature. Make sure it is legible and is the same as the printed
personalized portion. Be sure that the check Is endorsed in your presence.

Secure the address and telephone number of the passer if the check is not
personallzed.

Check bank code number aﬁd transit numbers. _

Ask for identification. Multiple identifications are best.
I1f in doubt, call your subervisor or authorizer.

I driver's license is used for identification, compare the

(a) Physical description and license with person cashing check; compare
signature on both check and driver's license.

(b) Write the driver's license number on the back of the chack.
(c) Write the state in which driver's license was issued.

Write your three initials on the upper right hand corner or on the back of
check.

If possible, stamp check "For Deposit" before putting in cash register drawer.
DO NOT ACCEPT THIRD PARTY CHECKS WITHOUT THE O.K. OF YOUR SUPERVISOR.

Do not become upset by the impatient or hurried'cusfomer.

Do not cash out-of-town checks on out-of-town banks. Strangers are more
ltkely to be bad check passers. Professional bad check artists often work

on weekends and on holidays.

Watch out for alterations, bliots, blurs, illegible signature, retraced
strokes, changes in ink or width of ink lines. [If in doubt, DON'T ACCEPT THE
CHECK. ‘ _

REMEMBER -~ A check Is a worthless piece of paper uniess it is filted out

properly.

REMEMBER ~- 99 out of 100 times, payroll checks end in cents.

58
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HANDOUT #17

QOBSERVE THESE "CHECK" POINTS WHEN CASHING A CHECK

Don'+ be bashful about asking questions concerning the check you are asked to
cash. It's yours, or your boss's money, that's being paid out.

Don't cash checks for strangers unless they have proper identification.

Ask yourself always: "Could | find this person 1f his check bounces?" 1f you're
not sure, don't cash his check.

The §!licit "paper hanger" works fast, so take your time in investigating each
check presented.

Be suspicious of the person with too much identification.

Do NOT accept these as identification: temporary driver's licence receipts,
draft cards, pc!! tax receipts, hunting licenses, lodge cards, social security
cards, birth certificates, marriage licenses, paid utility bills or pay stubs.

Remember that identification is meaningless if it Is not checked “thoroughly.
And don't fail to make notations on the check about the payee's method of identi-
fication.

Place your O.K. and .identificatlon information on the right end of the check; the
bank piaces their sticker on the left end.

Examine identification carefully for erasures or tampering. Remember that identi-
fication, like a check, can be forged.

Be certaln that names and handwriting or identification matches that on the check.
Carefully check endorsements and items on the face of the check for misspellings.

- In accepting Army, Navy, Air Force, or Civi! Service ID cards; be sure to record
the: proper serial numbers and base location.

When a driver's license is used as identification: Take it In your hand and
_compare the description of the check~passer with that on the license. Note
expiration date. Write the license number on the back of fhe check yourself;
the passer could easily transpose numbers.

Don't forget to name the state from which a driver's license is issued when
accepting one as identification. Always record the number and issuing agent of
other lIdentification materials. o

Recording height, welght, and approximate age of the passer on his check will
help refresh your memory If there are questions tater. Remember that a conviction
cannot be obtalned without your personal identification In court.

Always insist that the customer write his address and telephone number on his V
check. Don't be hesitant about being businesslike In paying out your money.

Be sure the endorsement on the back of the check is exactly the same as that on

EKC the front.
59
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HANDOUT #17 (continued)
Demand that the person presenting a check endorse it In your presence. If it is
already endorsed, have him endorse it again and compare signatures.

If a check is written on a customer's draft, make sure it is completely flliéd
out.

Don'+ cash bank counter checks. These should be cashed only at the drawee bank.

Be wary of rubber-stamped checks. Most firms now have their bank "overprint®
their checks.

Safety paper, printing presses and rubber stamps are easily obtalined by crooks.
Payroll and commercial-appearing checks are easy to counterfelt, so be cautious
when accepting any check.

Don't be deceived by cashier's checks. Use as much precaution in cashing a
cashier's check as you would with a persona! check.

Be doubly cautious of the check presented outside banking hours or on a holiday.
If there is any doubt in your.mind, do not cash the check.

Don't cash out-of-town checks unless you are absolufely certain of the passer's
identity. -

Do not cash checks for Juvenites.
Don't issue or cash checks written in pencil. They are too easily altered.

|
Don't leave the bank books, blank personal checks, or your signature lying about
where 11+ might be pilfered and used to a criminal's advantage later.

Never accept a check to be held for payment later. Don't accept post-dated
checks. They are worthless.

Always try to get the license number of the car the customer is using. Write it
down yoursel f. '

60
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HANDOUT #18

o

A. What would you say to a customer that presented this check?

A ’ 72-196
LINCOLM TRUST COMPANY 54z
AUGUSTA, MATNE | N, _© &
o L T 18 -
'Pay : / ' '
To The 7 B
order Of ;71 e ‘o % O{J‘jf/fgf_.c.s» S § 2.7
Dollars
ey dJeky T : { ‘

B. What would you say to a customer that presented thls check?

Iy
4

5Tt T &

72-196
LINCOLN TRUST OCHPAY Lo I
AUGUSTA, MATNE ‘ M. «7°7 |
f,//j[///( V4 19 -
Pay ™ ’ //'7
To The O/( i /O ) o
order Of SO NP P s H000
D P A4
~ v '“' %(,)Doilars




. B.

C.

HANDOUT #19

what would you say if this check were presented to you?

CHARLES CHESTER or

JANE CHESTER
5430 Dakota Street . » 56-30
Anywhere, U.S.A. 45309 [i C SdS 19 L 422
Pay To The . . L
Order Of ‘/( 2y e paetaric h/(fi% $ 7/.5C
\[/’ i = N M e ;::.{’ 3 '/ PN, e Dollars
FIRST %K
OF DAYTON S TINY (,/u;f.’

SN2 AegdIW pren3G 728 Qv

The check below is written in pencli. What would you say to the customer?

CHARLES CHESTER or 548

JANE CHESTER

5430 Dakota Street . R 56-30

Angwhere, U.S.A. 45309 A, XS 19 4~ 322

CT

Pay To The . -

Order Of Dgf,? - ,\th,,,Q(_ ro AQ,{J § /O 00
74,//!1 LA (L ‘L((/ J/ GO ~ Dollars

FIRST BANK , G/ A
OF DAYTON : ‘J//, s Gl T

ooeazo i3 edvh 870030 7o o/

51

The check below is written in Ink. What would you say to the customer?

Z;)L_ / ve, zé ';‘r//.f,.'-‘zf'/f{.”k,
! f ‘f) //) 14 A

19 &~
g 7 ./
PAY TO THE
ORDER OF o/,: ,} 5 Jéf /,/, VA JLI $ 34035
e /j L(/“.il’-/ = LA 1,;://,‘,,4/ T T 720 Dollars
: e ,

///1/\4/ ////‘./A"f"?-//l
v

63




A. Today ts December 8.

you?

52

HANDOUT #20

What wou Id you say if the check below were presented to

AUGUSTA., MAI

LINCOLN TRUST COMPANY

NE

Fhae [

NO. 701

72-196

19 542

Pay
To The
Order Of

$ /OO0

/

A—%'- g ’;; = s }:AJ'
LSl _<ﬂd%ft9zflu£' &

o0,

e qoame————

2z a&&&d’ﬁﬁkﬂﬁfﬁ“k_

720 Dollars

—%w,% e
| e

LI 4

B. Today Is December 8.

you?

What would you say if the check below were presented to

61 High Street - Anywhere, U.S5.A.

Pay To The Order Of Date

CARL FRENCH OoCcT 30, 6-

ANY BANK AND TRUST

ANYWHERE, U.S.A. 43601

NATIONAL MANUFACTURING COMPANY

80~541
45402 433
Check Number Amount
4868 $175.00

P R NN A
[SA '/')/‘:".k_.b"-/.-‘;-

LG~ 0 035 BO=0017 b

Authorized Signature
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HANDOUT #21

DO'S FOR CASHING CHECKS

Beware of strangers.

Take checks only for the amount of purchase.

Weigh the possible loss you may take against the possible gain you may make.
Compare the person with the description on the identification as to age, nation-
ality, color of hair, signature, and take special notice of a photograph, if
there is one.

Have personal checks made out in your presence and made payable to you.

Be doubly cautious on weekends and holidays.

Joint payees musfvendorse individually.,

DON'TS FOR CASHING CHECKS

Establish the acceptability of any one identification.

Accept a combination of identification documents which are offered too readily.
Ask for other items.

Cash checks when the customer's !dentification does not bear a specimen signature.
Forget to note the address, phone number, and other pertinent data about the
customer on the back of the check, as well as the serial number and expiration
date of the item of identification.

Accept checks with second endorsements from strangers.

Cash checks written on out~of-town banks or faraway addresses.

A signature preceded by "Mr." is generally bogus.

Honor a check which is illegible, or which has been tampered with as to date,
amount, etc.

Do not accept counter checks no longer in use.
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HANDOUT #22

BASIC PRECAUTIONS WHEN CASHING CHECKS

1. Don't let yourself be hurried when cashing checks.

2. Check-passers try fo work fast, sé take your time.

3. Always have the check endorsed in your presence.

4. insist on positive identification---two identifications, and compare them.
5. Printed checks can be forgeries---could be stolen and then forged.

6. Government issued checks are favorites for stealing and forging.

7. Credentials can be forged---compare photos with eye color, age, etc.

8. Be sure the endorsement on the check is the same as the payee's name.

9. Compare endorser's signature with maker's---they may be by the same hand.
10. Be extra cautious of twc-signature checks.

Il. |f suspicious, start stalling---prepare to call the bank or BBB.'

12. When you stall, most suspects leave in a hurry.

I3. Remember---holidays, evenings, and weekends are the favorites for check-
passers.

14. On payroll, government, or company checks, ask yourse!f why the passer didn't
use the bank for check cashing instead of you.

I5. Counter checks are for use at banks---refuse them.
I6. Don't accept out-of-state pay checks.

7. Watch for misspellings, particularly of maker's name; watch for omission of
maker's name; watch for unusually high serial numbers {(more than 5 digits).

18. Be extra cautious if there are alterations---payee's name can be altered,
amounts raised, dates changed.

19. Record identification before paying---note on back or face of check.
20. Social Security numbers are worthless as identifications.

21. License plate numbers are better identification than driver's licenses.

22. Be suspicious of the "hard to sell" individual who returns two or three times
to look at your goods or to discuss your services--~this may be his build-up
for your down-fall. '

ERIC | 65




23.

24,
25.

55
HANOOUT #22 (continued
Don't let a stranger bluff you---keep asking questions until you are
reasonably sure the check Is good. '

Just because a check is perforated "insured" doesn't mean you are!

Remember---99 out of 100 times, payroll checks end in cents.

6o
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HANDOUT #23

STOP PAYMENT CHECKS

Payor has requested paying bank to dishonor this item.

Stop payment orders are usually given for the two primary reasons:
I. Dispute between parties

2. Check lost or stolen

Only paying bank can determine If It holds a stop payment order.

. Cumbersome to determine this fact on smail checks when presented to
tellers. ;

2. Merchants would be completely unaware.
A paying bank has direct loss if a stop payment check is either cashed or
pald through clearing house.

I. A merchant or endorser {(other than payee) Is legally known as a holder
in due course,

2. "A holder in due course" Is not affected by a stop payment order and has

a legal right fo recover.

3. Lengthy and costly proceedings may be necessary.

/’v
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HANDOUT #24

PENALTIES FOR PASSING BAD CHECKS

A. Any bad check written for any amount up to $60 can cost the maker a fine of
from $50 to $200 and/or a jail sentence of up to six months.

B. Any bad check written for any amount over $60 can cost the maker a fine of
$200 and/or from one to seven years in jail.

TYPES OF BAD CHECKS

l. .Those written with insufficient funds.
2. Post-dated checks.

3. Forgeries.

4. Those written on no éccounf.

5. Those stolen.

THE AMERICAN BANKERS ASSOCIATION'S TEN COMMANDMENTS FOR CHECK CASHING!

I. Don't be afrald to ask.questions about a check and its passer. Don't let a
stranger hurry you.

2. Never cash a check that shows any sign of alteration.

3. Always demand that a check be endorsed In your presence. If It is already
endorsed, make the endorser sign again, and then compare the writing.

4. Make sure that a check is drawn by an existing concern, or indlvidual, or an
actual bank.

5. Be just as wary of certified checks or cashier's checks as of ordinary ones.
6. Never cash checks for. juveniles.
7. Never endorse a check for anyone you don't know to be reliable.

8. |f you are a merchant, beware of any unknown customer who offers you a check
for more than the amount of his purchase.

9. |f a bankbook is offered as identification, phone the bank named.

10. Know the endorser.

g8
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HANDOUT #25

POSSIBLE SOLUTIONS |F BAD CHECKS ARE PARTICULARLY A LARGE PROBLEM TO YOU

I. Use check photos-~~bad check writers are camera shy.
‘2. Require fingerprints on back of checks.
3. Require customers fo use your company's identification cards.

4. Ask for the telephone number of their residence and call before cashing
checks.

5. Check with bank before cashing customer's check.
6. Keep an up-fb-dafe |ist of known bad check passers and use it when in doubt.

ACCEPT CASH - NOT TRASH

MALL STRANGERS ARE NOT PAPER HANGERS . . . . BUT ALL PAPER HANGERS ARE STRANGERS."

69
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HANDOUT #26

10 FACTS NOT EVERYBODY KNOWS ABOUT CHECKS
(From "Changing Times", August, 1970)

Answers will vary from state to state because of banking practices.

l. Will a bank cash your check ifAThe balance is not big enough to cover the
amount?
Generally, no. Some banks wlll honor the check and charge you, say, $3 for

3.

doing so. Others will simply "bounce" it back.

Is it illegal to posf-dafé a check by writing in a date a week or two later?

No, it's not itlegal, although banks denerally don't Ilke the practice and
usually will refuse to pay the check until the specified date. Sometimes

they'il send it back.
What exactly are certified, cashier's, and bank checks?

A certified check is your own personal check that is stamped by the bank to
guarantee that sufficient funds stand behind the check. The bank- sets that
account and holds it unti!l the check Is presented. |f you never use the
check, you must return it to the bank to have the money recredited to your
account---never tear up an unused certified check. Cashier's, treasurer's,

-bank, and officer's checks are all checks drawn by the bank the amount of
~the check plus a fee. :

¥ the amounts in words and numbers on a check are different, which will the
bank. pay?

It generally witl pay the written amount on the theory that it is easier to
make an error with figures than with words. Some banks refuse to honor such
checks.

1f someone steals your checkbook or finds one you've lost, are you responsible
for checks he writes on your account?”

Basically, no. You can't be held responsible for payment of a check that has
been forged. But this situation can cause many problems, so guard your check-
book closely and notify the bank promptly if it's missing.

1f a forger increases the amount of a check you‘have written, must you pav the
larger amount? .

No. You are responsible for the original amount. The bank must stand for the

additional loss. Nevertheless, it's a good idea to make sure there's no blank
space left on the check for this kind of trickery.

70
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HANDOUT #26 (continued)

What's involved in a stop~payment order?

Most banks wilt accept an oral stop order on the telephone, but you must go
into the bank soon after to fill out a written stop-payment order.. The bank
then alerts its employees and flags the account so that the check is rejected
when ‘it is presented for payment. Legally, the bank must be given "reasonable"
time to put the order into effect.

Are parents legally responsible for their chiid's checking account?

Not in most states. Virtually every state has statutes permitting minors to
have accounts. |f a bank agrees to open an account for a minor, the deal is
strictly between those two parties and the parents are not involved. If a
minor overdraws his account, that's the bank's problem. 11's well, however,
for any parent to keep tabs on a youngster's account.

I you receive a check, then endorse it and give it to someone for payment
for a bill, are you responsible if the check turns out to be bad?

Practically speaking, as the endorsee you are responsible. .You in turn can
try to get your money back from the person who gave you the check in the first
place.

Will your checks be sent back to you if the inadvertently put them in the
wrong envelopes when paying your bills?

They may not. Store clerks faced with totaling huge bundies of checks may
look only at the amount. The bank's machinery will read only the magnetic
ink on the account number, and no one may even notice that the check is being
credited to the wrong store. It can be troublesome and embarrassing and may
cost you a service charge for underpaying your bill. You have a legitimate
complaint if your bank cashes a check endorsed by the wrong party, but the
only sure way to avoid the whole situation is to get the right checks Into
the right envelopes. :

71
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HANDOUT #28
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' HANDOUT #30
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