CUSTOMER SERVICE IN BANKING

Vocabulary Guide
	Bank Teller
	Bookkeeping
	Bookkeeper

	Deposit Slip
	Endorsement
	Tender Cash

	Cashier’s Check
	Savings Bond
	Money Order

	Traveler’s Check
	Bank Draft
	Cash Advance

	Safe Deposit Box
	Balance
	Transfer

	Counterfeit
	Credit Report
	Collateral

	Disburse
	General Ledger
	Reconciliation

	Non-Sufficient Funds
	Encode
	


1. Bank Teller:  Usually the first contact a bank customer has when entering a bank.  Deals with general tasks involved with financial accounts.

2. Bookkeeping:  The recording of banking transactions

3. Bookkeeper: Tracks all cash flows, billing, and lines of credit that affect their companies.

4. Deposit Slip:  A small written form that is used to deposit funds into your account; indicates the date, the name of the depositor, the depositor's account number and the amounts of checks, cash, and coin being deposited.

5. Endorsement: A legal term that refers to the signing of a document allowing for the legal transfer of a negotiable from one party to another.
6. Tender Cash: A means of settlement in a financial transaction. 
7. Cashier’s Check: Issued and guaranteed by a bank, most often used when a payee is not certain that a check will clear, or when rapid settlement is necessary; among the safest checks issued.
8. Savings Bond: non-marketable securities sold by an authorized issuing and redeeming agent designated by The US Treasury Department, such as a bank; also considered a registered security meaning the person or persons named on the bond owns them.

9. Money Order: a payment order for a pre-specified amount of money. Because it is required that the funds be prepaid for the amount shown on it, it is a more trusted method of payment than a check.

10. Traveler’s Check: A medium of exchange that can be used in place of hard currency; often used by individuals who are traveling on vacation to foreign countries.

11. Bank Draft:  a check drawn on a bank’s funds, such as a cashier’s check; sometimes used to refer to an automatic transfer from your bank account to your service provider.

12. Cash Advance: a service provided by most credit card and charge card issuers that allows cardholders to withdraw cash, either through an ATM or over the counter at a bank or other financial agency, up to a certain limit. For a credit card, this will be the credit limit (or some percentage of it).

13. Safe Deposit Box: an individually-secured container usually held within a larger safe or bank vault; safe deposit boxes are used to store valuable possessions, such as jewelry, important documents such as wills, property deeds, and birth certificates that need protection. 

14. Balance: total amount available; determined by difference between credits and debits in an account
15. Transfer:  to be moved from one place to another; especially between accounts in banking
16. Counterfeit:  an imitation to be passed off fraudulently or deceptively as genuine; not genuine; forged.
17. Credit Report: a record of an individual's or company's past borrowing and repaying, including information about late payments and bankruptcy.

18. Collateral:  security pledged for the payment of a loan.
19. Disburse:  to pay out (money); to distribute
20. General Ledger: A company's accounting records. This formal ledger contains all the financial accounts and statements of a business.

21. Reconciliation:  to bring into agreement; the process of making consistent or compatible. 

22. Non-Sufficient Funds: Not enough money in the account to cover checks that have been written
23. Encode: to convert information into code.
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