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UNDERSTANDING
THE PURPOSE OF A
SAMPLE BLANK
CHECK TEMPLATE

A  s a m p l e  b l a n k
check  template
serves  as  a  practical
blueprint  for  anyone
n e e d i n g  t o  i s s u e
payments,  manage
business  accounts,  or
simply understand the
anatomy of a standard
check.  Whether  you
are  a  small  business
owner  tackling  payroll
for  the  first  time,  a
treasurer  for  a  local
c lub ,  o r  someone
helping  an  elderly

re la t ive  organ ize
finances,  having  a
reliable  reference  for
what  a  check  should
look like is invaluable.
This  article  explores
everything you need to
know  about  b lank
check  templates ,
i n c l u d i n g  t h e i r
components,  benefits,
customization  options,
a n d  s e c u r i t y
considerations.  By  the
end,  you  will  have  a
t h o r o u g h
understanding  of  how
to  use  or  c reate  a
sample  blank  check
t e m p l a t e  w i t h
confidence.
C h e c k s  r e m a i n  a
t r u s t e d  p a y m e n t
m e t h o d  i n  m a n y

https://everybodystreet.com/


2

2 Sample Blank Check Template 2024-02-13

pro fess i ona l  and
personal  contexts,
despite  the  r ise  of
digital  transactions.  A
blank  check  template
p r o v i d e s  a
standardized  structure
t h a t  e n s u r e s  a l l
necessary  information
is captured correctly. It
reduces errors, speeds
up  the  check-writing
process,  and  helps
maintain a professional
appearance.  For  those
lea rn ing  t o  w r i t e
checks  for  the  first
t i m e ,  a  s a m p l e
template  can  be  an
excellent teaching tool.
For  bus inesses,  i t
ensures  consistency
across  all  outgoing
payments.  This  guide
will  walk  you  through
every  important  detail
so  you  can  make  the
most  o f  a  sample
b l a n k  c h e c k
template  in  your
specific  situation.

WHAT IS A SAMPLE
BLANK CHECK
TEMPLATE?

At its  core,  a sample
b l a n k  c h e c k
template  is  a  pre-
formatted  document
that mimics the layout
of  a  standard  bank
check.  I t  contains
designated  fields  for
t h e  d a t e ,  p a y e e ,
a m o u n t  ( i n  b o t h
numeric  and  written
form), memo line, and
s i g n a t u r e .  T h e
template  is  usually
blank, meaning none of
these  fields  are  filled
in, allowing you to print
multiple copies or use
it as a digital guide for
c r e a t i n g  c h e c k s
manually.
These templates come
in several formats. You
can  find  them  as
p r i n t a b l e  P D F s ,
e d i t a b l e  W o r d
documents ,  Exce l
spreadsheets,  or  even
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as online forms within
accounting software. A
high-quality  sample
b l a n k  c h e c k
template  will  include
the essential elements
that  banks  expect  to
see  on  a  check,  such
as the routing number
and  account  number
fields  (often  pre-filled
for  business  checking
accounts),  the  check
n u m b e r ,  a n d  t h e
b a n k ' s  n a m e  a n d
address.  For  personal
use, a simpler template
may  suffice,  while
business versions often
include  addit ional
space  for  memos,
invoice  numbers,  or
departmental  codes.

Common
Uses for a

Blank
Check
Template
The  versatil ity  of  a
sample  blank  check
template  makes  it
u s e f u l  i n  m a n y
scenarios:

Small Business
Accounting:
Entrepreneurs
who issue checks
infrequently can
use a template to
maintain
consistency
without ordering
expensive pre-
printed checks.
Educational
Purposes:
Teachers and
parents use
templates to
show students or
young adults
how to properly
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fill out a check,
including writing
out dollar
amounts and
using correct
dating.
Personal
Finance
Management:
Individuals
managing
household
budgets can use
templates to
practice writing
checks before
opening a
checking
account.
Event Planning
and
Fundraising:
Clubs, nonprofits,
and event
organizers often
use blank check
templates to
collect payments
or issue refunds
in a structured
manner.
Software

Testing and
Training:
Developers and
trainers use
sample
templates to test
check-printing
modules or train
staff on payment
processing
systems.

KEY COMPONENTS
OF A CHECK
TEMPLATE

Every  sample  blank
check  template
should  include  the
following  standard
fields  to  ensure  it
m e e t s  b a n k i n g
r e q u i r e m e n t s .
Understanding  each
component  will  help
you  use  or  customize
the template correctly.

1. Date
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Line
This  field  is  typically
located in the top right
corner  of  the  check.
The  date  indicates
when  the  check  was
written and is used by
the bank to process the
transact ion.  Most
checks  allow  you  to
post-date  a  payment,
meaning you can write
a  future  date  if  you
want  the  check to  be
cashed  later.  A  good
template  provides  a
clear, well-spaced date
field.

2. Payee
Line
The payee line begins
with  the  phrase  "Pay
to  the  Order  of"
followed  by  a  blank
s p a c e  f o r  t h e
recipient's  name.  This
is  arguably  the  most

critical  field  on  the
check.  A  proper ly
designed  template
ensures enough space
for  both  individual
names  and  business
names. The payee field
shou ld  be  c lear ly
separated  from  other
elements  to  prevent
confusion.

3.
Amount
Box and
Amount
Line
The  amount  box  is  a
small  rectangle  where
you write the numeric
value  of  the  payment
( e . g . ,  $ 1 5 0 . 7 5 ) .
D i rec t l y  be low  o r
beside it is the amount
line,  where  you  write
the  same  amount  in
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words  (e .g . ,  "One
Hundred  F i f ty  and
75/100").  A  reliable
sample  blank  check
template  will  align
these two fields so that
t h e  n u m e r i c  a n d
written  amounts  are
easy  to  compare ,
reducing  the  risk  of
fraud  or  errors.

4. Memo
Line
Located in the bottom
left  corner,  the memo
line  is  optional  but
useful. It allows you to
note what the payment
i s  f o r ,  such  as  an
i n v o i c e  n u m b e r ,
account  number,  or  a
br ief  descr ipt ion.
Businesses  often  rely
on this line for record-
k e e p i n g  a n d
reconcil iation.

5.
Signature
Line
The  signature  l ine
appears in the bottom
right  corner.  This  is
where  the  account
holder signs the check
t o  a u t h o r i z e  t h e
payment.  A  template
should include a clear,
uncluttered  space  for
this, as signatures are
critical for security and
validation.

6. Bank
Informati
on and
Routing
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Details
At the bottom of a real
check, you will find the
bank's routing number,
the  account  number,
and the check number
printed in magnetic ink
( M I C R ) .  W h i l e  a
sample  blank  check
template  for  practice
or educational use may
not require actual MICR
encoding, it should still
indicate  where  these
numbers  go.  For  a
business  template
designed  for  actual
printing,  you  might
include  pre-filled  bank
details.

BENEFITS OF
USING A BLANK
CHECK TEMPLATE

Choosing to work with
a  s a m p l e  b l a n k
check template offers
severa l  p rac t i ca l
advantages  that  go
b e y o n d  s i m p l e

convenience. Here are
the  most  significant
benefits:

Cost Savings:
Ordering pre-
printed checks
from a bank or a
printing service
can be
expensive,
especially for
low-volume
users. A template
allows you to
print your own
checks on
standard check
paper, cutting
costs
dramatically.
Customization:
You can add your
logo, business
name, address,
and any other
branding
elements to the
template. This is
particularly
useful for
businesses that
want a
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professional look
without paying
for custom check
printing.
Error
Reduction: With
clearly labeled
fields, a template
helps prevent
common
mistakes like
forgetting the
date, miswriting
the amount, or
leaving the
payee line blank.
This is especially
helpful for those
who write checks
infrequently.
Easy
Duplication:
Once you have a
template saved
as a file, you can
print as many
copies as you
need. This is
ideal for
businesses with
seasonal
payment cycles

or for individuals
who need checks
for specific
events.
Educational
Tool: As
mentioned
earlier, a
template is a
fantastic learning
resource. It
allows people to
practice writing
checks without
risking real
funds.

HOW TO CREATE
YOUR OWN
SAMPLE BLANK
CHECK TEMPLATE

C r e a t i n g  a
personalized  sample
b l a n k  c h e c k
t e m p l a t e  i s  a
s t r a i g h t f o r w a r d
process  that  you  can
c o m p l e t e  u s i n g
common  office
software.  Here  is  a
step-by-step guide that
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will  help you design a
template  that  meets
your  specific  needs.

Step 1:
Choose
Your
Software
M o s t  p e o p l e  u s e
Microsoft  Word,  Excel,
Google Docs, or Google
S h e e t s  t o  c r e a t e
custom  templates.
These  programs  offer
pre-designed  check
templates that you can
download  for  free,  or
you can build one from
scratch.  For  advanced
users,  graphic  design
software  like  Adobe
Illustrator  or  Canva
al lows  for  greater
customization.

Step 2:
Set the
Page
Layout
Standard  checks  are
typically 6 inches wide
by  2.75  inches  tall.  If
you  are  printing  on  a
full  page,  you  can  fit
three checks per page.
Ad jus t  you r  page
layout  accordingly,
setting  margins  and
spacing  to  match  the
check  s i ze .  Many
templates are designed
for  perforated  check
paper,  which  makes
tearing  them  apart
easy.

Step 3:
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Add the
Essential

Fields
Begin by inserting text
boxes or table cells for
each field: date, payee,
amount  box,  amount
l i n e ,  m e m o ,  a n d
signature.  Use  clear
l a b e l s  a n d  l e a v e
enough white space for
handwriting or printing.
Position  the  fields
exactly  where  they
appear  on  a  standard
c h e c k  t o  e n s u r e
f a m i l i a r i t y  a n d
compliance.

Step 4:
Include

Bank
Informati
on
If you intend to use the
template  for  actual
payments,  you  wil l
need  to  incorporate
your  bank's  routing
n u m b e r  a n d  y o u r
account number. For a
sample  blank  check
template  used  only
for  practice,  you  can
leave these fields blank
or  use  placeholder
numbers.  If  you  are
printing checks for real
use,  use  a  font  that
s u p p o r t s  M I C R
encoding or order pre-
printed MICR strips.

Step 5:
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Add
Security

Features
To  protect  against
fraud,  consider adding
m i c r o - p r i n t i n g ,
watermarks,  or  color-
shifting  patterns  to
your template. Even for
a  sample  template,
including  a  small  lock
icon or a note that says
"Sample – Not Valid"
can prevent misuse. If
you  are  creating  real
checks,  consult  with
y o u r  b a n k  a b o u t
recommended security
measures.

Step 6:
Test the

Template
Print  a  test  copy  on
plain  paper  to  check
the  al ignment  and
spacing.  F i l l  i t  out
manually to ensure all
fields  are  large
e n o u g h .  M a k e
adjustments as needed
before  pr int ing  on
actual  check  stock  or
blank check paper.

SECURITY
CONSIDERATIONS
WHEN USING
BLANK CHECK
TEMPLATES

While a sample blank
check  template  is  a
useful  tool ,  i t  also
comes with risks if not
handled  careful ly.
Fraudsters can misuse
a  blank  template  to
create  counterfeit
c h e c k s ,  s o  i t  i s
important  to  adopt
best  pract ices  for
security.
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Use
Security
Paper
When  printing  checks
f r o m  a  t e m p l a t e ,
always  use  security
paper  that  includes
f e a t u r e s  l i k e
watermarks,  chemical-
reactive  coatings,  and
tamper-proof  seals.
This  makes  it  harder
for  someone  to  alter
the check after  it  has
been printed.

Store
Template
s
Securely
Keep  your  d ig i ta l
template  files  in  a

password-protected
folder  or  encrypted
drive.  Do  not  share
them  via  unsecured
email  or  messaging
apps .  I f  you  have
printed  copies,  store
t h e m  i n  a  l o c k e d
drawer  or  safe.

Limit
Access
O n l y  a u t h o r i z e d
personnel should have
access to the template,
especially if it includes
b a n k  a c c o u n t
i n f o r m a t i o n .  F o r
businesses,  consider
us ing  account ing
s o f t w a r e  t h a t
generates  checks
automatically, reducing
the  need  for  manual
templates.
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Void
Unused

Checks
If  you  print  multiple
checks from a template
and  some  rema in
unused,  void  them
immediately.  Write
"VOID" across the face
of  the  check  in  large
letters  and  store  it
s e c u r e l y  b e f o r e
shredding  it  later.

Monitor
Your
Account
Regularly  review  your
bank  statements  for
any  unauthor ized
transactions.  If  you
suspect  that  your
template  has  been
compromised,  contact

your bank immediately
and  consider  closing
t h e  a s s o c i a t e d
account.

DIGITAL VS.
PHYSICAL CHECK
TEMPLATES

In today's digital world,
you have the option of
u s i n g  a  p h y s i c a l
printed sample blank
check template  or  a
d i g i t a l  v e r s i o n
i n t e g r a t e d  i n t o
software.  Each has its
own set of advantages.

Physical
Blank
Check
Template
s
A  physical  template
that  you  print  and  fill
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out  by  hand  offers
s i m p l i c i t y  a n d
tangibility.  It  does not
r e q u i r e  s p e c i a l
software  or  technical
skills.  This  is  ideal  for
individuals  who  write
checks occasionally  or
for educational settings
where  students  need
to practice handwriting
the amounts. However,
physical templates are
more  susceptible  to
loss, theft, or damage.
They  a lso  requ i re
careful  storage  to
maintain  security.

Digital
Check
Template
s
Digital  templates  are
built  into  accounting

p l a t f o r m s  l i k e
QuickBooks,  Wave,  or
Xero.  These  systems
allow  you  to  design,
print,  and  even  send
checks  electronically.
Digital templates often
include  automatic
calculations,  pre-filled
vendor  information,
and  built-in  security
features.  They are  far
more  efficient  for
businesses  that  issue
h i g h  v o l u m e s  o f
checks.  The  downside
is  that  they require  a
subscription  to  the
software  and  a  basic
leve l  o f  techn ica l
comfort.

Hybrid
Approach
Many  users  opt  for  a
hybrid  approach:  they
design a custom digital


