
• These are watermarks, a 
security feature in Cheque
Truncation System (CTS) 
cheques, which is visible 
when the cheque is held 
against light.

• A cheque may be crossed by drawing 2 parallel 
lines across the top left -hand corner of the 
cheque. 

• You should cross your cheque if:

(i) you do not want your cheque to be encashed. 

(ii) you want your cheque to be non-transferable. 
Add the words “Account Payee Only ” (or 
“A/C Payee Only ”)  preferably between the 
two parallel lines.

• Avoid writing post-dated cheques as these 
cannot be cleared immediately when the 
payee receives them.  There may be 
processing charges when the cheques are 
returned.

• Unless otherwise stated, generally cheques
are generally valid for 6 months from the date 
the cheque was written.

• Write the payee’s name such that there is no space 
for subsequent unauthorized alterations. Any excess 
space should be struck off, for instance, by drawing 
a line across the excess space.

• Use dark permanent ink if handwritten. Permanent 
liquid ink will soak into the paper fibre and make 
any attempt to erase difficult. Handwriting or font 
used in printing should be clear and legible.

• Cancel the word 
“bearer” if payment is 
meant only for the 
party stated on the 
cheque.

• Write the amount in words such that there is no space for 
subsequent unauthorized alterations. Any excess space should be 
struck off by drawing a line across the excess space.

• The amount in words and amount in figures should agree. Use 
the word “only” after the amount in words is written.

• Do not use a backslash symbol (“ /”) in place of the decimal point 
as it could be misread as the digit one (“1”).  Ensure that the 
decimal point is clearly seen and use comma as the thousand 
separator.

• Sign your cheques only after all details are 
completed. Never pre-sign cheques. 

• Sign in full against any alteration or 
cancellation made on your cheque. Issue a 
new cheque if there is more than one 
alteration. Too many alterations cause 
confusion and may lead to a wrongful credit.

• Avoid using signatures that are simple with 
few strokes, as these are easily forged.

• Magnetic Ink 
Character 
Recognition 
(MICR) encoded 
characters used 
by banks during 
processing of 
cheques. 

Making Sense of Your Finances – Cheque

Many of us have a current account which allows us the convenience of writing cheques to pay bills. But how much do you know about 
writing cheques? MoneySENSE highlights some of the features which you need to be aware of. For more educational topics on banking 
facilities, visit the MoneySENSE website at www.moneysense.gov.sg. 

• You should not cross your cheque if  you 
intended to have the cheque to be encashed
by the holder. 

• The payee’s name should be “Cash”. 
Addition of the words, such as “Account 
Payee Only ” will render the cheque irregular.  
Also, do not delete the words “or Bearer”.

Example Lim ------------------------------------

Five thousand five hundred and fifty and cents

zero only

5,550.00-

82 0 509



• For cheques deposited on Fridays after cut-off time and on Saturdays – funds will only be available on Tuesdays after 2pm. 
• For cheques deposited on Fridays before cut-off time – funds will be available on Mondays after 2pm. 

• For cheques deposited on Thursdays after cut-off  time – funds will only be available on Monday, after 2pm as these cheques will be deemed as Friday 
cheques . 

Cheque deposited on Funds available
Thursday (before cutoff time)                    Friday (after 2pm) 
Thursday (after cutoff time)                       Monday (after 2pm) 
Friday (before cutoff time)                        Monday (after 2pm) 
Friday (after cutoff time)                         Tuesday (after 2pm) 

Saturday                                           Tuesday (after 2pm) 

• Do make sure that you have sufficient funds in your current account before issuing the cheque as you may incur bank charges should the cheque be presented for 
payment and there is insufficient funds in your account.

• Notify your bank immediately of any changes to your contact particulars.

• If you wish to stop payment on any cheque or the entire cheque book (in the event of theft), you should notify your bank immediately. Payment of an issued cheque
can be stopped only if the cheque has not been cleared or encashed.

•Deposit cheques promptly so as to reduce the risk of physical loss and misappropriation.

•Reconcile the bank statement promptly and regularly within 7 days after receiving the bank statement.
• Record cheque details on the cheque register provided in the first few pages of a cheque book, as the information may be helpful during reconciliation.

Other Tips

This information is provided by the Monetary Authority of Singapore and the Association of Banks in 
Singapore as part of the MoneySENSE national financial education programme.


