
Name: _____________________________________ 

ACCOUNTING I 
Chapter 5--Cash Control Systems 

Lesson 5-1: Checking Accounts 
Learning Targets: 
➢ Record a deposit on a check stub. 

➢ Endorse checks using blank, special, and restrictive endorsements. 
➢ Prepare a check stub and a check. 

 

A. How Businesses Use Cash 
● In accounting, money = __________________________.  

o And cash usually = a ____________________ (hint: source doc) 
● Errors can occur when using cash, name 2 reasons. 

1.  

2.  

 

B. Depositing Cash 
 

● Define Checking account : 
 
A business form ordering a ___________ to pay cash from a bank account is known as a __________ . 
 
 

● Define Deposit slip: 
 

● A deposit makes the cash balance increase or decrease? (Highlight one) 
 

● Checks are listed on a deposit slip according to the ____________ _________ __________ on each 
check. 

 
 
 
 
 
 
 
 

Deposit Slip 

 

C. Deposit Recorded on a Check Stub Check Stub 

 
● _______________  ____________________ are journalized at the time ___________ is received. No 

______________ ______________is needed for ______________ because the cash receipts have 

already been journalized. 

 



D. Endorsements 
 

● Define Endorsements:  
 

● _____________________ of a check can be transferred. 
 

● A check should be endorsed exactly ______________________________________________________. 
 

a. Blank Endorsement 
▪ Define Blank endorsement: 

 
▪ A blank endorsement should only be used 

______________________________________, as it can be cashed ___________ 

_________________________________. 

 

b. Special Endorsement 
● Define Special endorsement:  

 
▪ They include the words ________________________ and the name 

_____________________________________. 

 

▪ Who signs at the bottom? 

____________________________________________________ 

 

c. Restrictive Endorsement 
 
▪ Define Restrictive endorsement : 

 
▪ This limits use of the check to 

_____________________________________________________. 

 
 

E. Completed Check Stub and Check 
 

Preparing check stubs: 
1.   

2.   

3.   

4.   

5.   

 6.  



● A check stub is a business’s _____________________ of each ____________________ written for a 

__________________ payment transaction. 

Preparing checks: 
 
7. 

8. 

9. 

10. 

11. 

12. 

 

● Define Postdated check: 
 

● If the amounts in ____________ and _____________ are not the same, a bank may pay only the amount in 

____________ or a bank may ______________ to pay the check. 

 

F. Recording a Voided Check 

● Define Voided check:  
 

● If any kind of ____________ is made in ______________ a check, a new check should be prepared. 

 

 
 
 
 
 
 
 
 

● What word goes in the Account Title of a journal entry for a voided check? _______________________ 
 

● Always complete the ____________ ________ before writing the ____________ . Otherwise you may 

forget to record the amount of the check on the check stub. 

 

 
  



Lesson 5-2: Bank Reconciliation 
Learning Targets: 
➢ Complete a bank statement reconciliation. 
➢ Record and journalize a bank service charge. 

 

A. Bank Statement 
 

● Define  Bank statement: 
 

● Define Canceled check:  
o Cancelled checks are checks that have been cashed. 

 
● ______________  __________________ are also listed on a 

bank statement. These are charged to upkeep the account. 
 

● List two reasons a bank statement balance may not agree 
with the balance on the last check stub:  
1.  

2.  

 

B. Bank Statement Reconciliation  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

● Reconciling a bank statement means ensuring the bank balance agrees with the last check stub. 
 

● _____________________  ___________________ are checks that haven’t been cashed yet. 
 

● _____________________  ___________________ are deposits made that aren’t yet reflected on the 
bank statement. 

 
● Be sure to review the steps to reconciling a bank statement. 



C. Recording a Bank Service Charge on a Check Stub 
 

● The bank automatically ____________________ the bank service 

charge from the checking account each month. Since a check is 

never written, it hasn’t been journalized yet, so it must be 

journalized when a statement is received. 

 
● To journalize a bank service charge, first enter it on a 

_________________  __________________ then journalize. 
 
 
 
 
 

D. Journalizing a Bank Service Charge 
 

● ____________________ ___________ is the account that a bank service charge will be debited. 
 

● What is the source doc for the service charge? 
 
 
 
 
 
 
 
 
 
 

Lesson 5-3: Dishonored Checks and Electronic Banking 
Learning Targets: 
➢ Complete recordkeeping for a dishonored check. 
➢ Journalize an electronic funds transfer. 
➢ Journalize a debit card transaction. 

 

A. Recording a Dishonored Check on a Check Stub 
 

● Define Dishonored check: 
 

● Non-sufficient funds check (NSF):  
 
 
 
 
 
 
 
 



● Reasons a check may be dishonored: 

1. 

2. 

3. 

4. 

5. 

6. 

● Usually a dishonored check becomes a(n) ______________________ to the business, and banks charge 
a _____________ for handling. 

 
● The transaction will be the amount of the __________________________ PLUS  the ______________.  

 
 

B. Journalizing a Dishonored Check 
 

● Journalizing a dishonored check is basically reversing the transaction made to record the check, except 
the fee is added 

●  __________________________________ is debited and ________________________________ is 
reduced by a credit. 

 

C. Journalizing an Electronic Funds Transfer (EFT) 
 

● Define Electronic Funds Transfer:  
 

● Many businesses use ________________________ to pay __________________________. 
 

● What source doc is used for an EFT? 
 

● EFT is recorded just as any _________________________ payment. This keeps the checkbook in 

balance. It is recorded on the check stub as 

________________________. 

 



D. Journalizing a Debit Card Transaction 
 
 
 
 
 
 
 
 
 
 

● Define Debit Card: 
 

NOTE: Credit card versus Debit card: 
o A credit card is essentially a charge account. The card holder gets a set limit of how much 

s/he can charge (or basically “borrow” from the company) to the card account.  

 
● Different from a credit card, a ______________________________________ automatically pulls the 

money from the ___________________________________. 

 

● Source doc is? 
 

● This is also recorded on the check stub as __________________________, to keep the checkbook in 
balance. 

 

Lesson 5-4: Petty Cash 
Learning Targets: 
➢ Establish a petty cash fund. 
➢ Prepare a petty cash report. 
➢ Replenish a petty cash fund. 

 

A. Establishing a Petty Cash Fund 
 

● Define Petty Cash: 
 

● Petty cash is an __________________ account, with a normal _________________ balance.  
 

● A business usually has some small payments for which writing a __________ is not time or _________ 
____________ . 

 
● Only use the account _________ 

__________ when you are 

establishing the petty cash fund. 

 
 



B. Making Payments from a Petty Cash Fund with a Petty Cash Slip 
 

● Define Petty Cash Slip : 
 

● Petty cash slips are kept in the petty cash box or bag until the fund is ___________________________. 
 

● No _______________________ are made in the journal for individual petty cash payments. 
 

C. Petty Cash Report 
 
Label the parts of a Petty Cash Report! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

● Define Cash short: 
 

● Define Cash over: 
 

● ______________________ petty cash means putting more cash from the cash account into the petty 

cash account and recording the ____________________________________ that have occurred.  

 

● Petty cash is always replenished ________________________________ to ensure  all expenses are 

__________________________________________________. (It can be done sooner if needed.) 

 
● A _______________________________________________ is proof of the fund. 

 
● The amount of the total of all the petty cash slips and the amount of actual ________________ on 

hand may vary, due to errors. This can cause more or less money to be in the box than what the petty 
slips and petty cash report show should be left. 



D. Replenishing Petty Cash 
 

 
 

 
 
 

 
 
 
 
 

● What type of account is Cash Short and Over? ____________________________________ 
 

● If the Petty Cash Report shows you have a cash short then that amount is recorded as a ___________ 
on the journal entry. 

 
● If the Petty Cash Report shows you have a cash over then that amount is recorded as a ____________ 

on the journal entry. 
 

● What is the source doc for replenishing petty cash fund? _____________________________. 
 

 
 


