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Lesson One

Lesson One
Banking

I. Texts

1. A Bank Manager Speaks

My name is Joseph Addison and Fm the general manager of a savings bank in Los Angeles
California. My bank is open every day from 8:45 in the morning until 415 in the afternoon. On
Fridays the bank remains open until 6:45 in the evening.

Friday is the busiest day for a savings bank. Many staff and workers get their paychecks on Fridays
and they come in to deposit them. [ find that on Fridays I have to keep seven windows open all day
Jong. My bank tries very hard to reduce the amount of time that customers have to wait for deposit or
withdrawal. In the lobby we have many signs to remind people that they need their passbooks for ail
transactions and that they must fill out their deposit or withdrawal slips completely. The passbook shows
the depositors name and account number. If the depositors cooperate with us we can accommodate them
with as few delays as possible.

Of course , customers do forget. The tellers inform me that many people still forget to endorse their
checks. But I hope that my program of information for customers will reduce such delays.

Banking has changed a lot in recent decades, Computers now do much of the work that the bank
staff used to do. As computers improve , they are able to accomplish more difficult tasks and they help us
serve our customers better.

Another important change in banking, especially for savings banks, are the many different term-
deposit accounts that are now available to the customers. Since these certificates of deposit offer a higher
interest rates than demand deposit they help attract depositors to savings bank. 1 make sure that my staff
always has the latest information about these accounts so that they can advise the depositors correctly.

My bank is not a very large bank. The total of our current assets and fixed assets comes to 40
million dollars. I'm proud of our balance sheet. Although some banks across the country are having
difficulties in recent years,my bank has more assets than liabilities. We are solvent and growing. The
number of customers we serve has increased this year and I expect that it will continue to grow in the
future.

2. Checking Accounts

Before 1980, checking accounts are available only at commercial banks. In the United States
commercial banks specialize in demand deposits, such as checking accounts. A checking account is
demand account subject to withdrawal by check of fund on deposit. Savings accounts have to pay the
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depositor interests customarily by the bank but checking accounts do not generally. In fact, checking
account holders pay the bank a service charge for the book — keeping involved in administering the
account.

The method of record — keeping is also different in savings accounts and cheeking accounts. A
savings account depositor must present his passbook for any savings account transaction and the bank
records these transactions in the depositor’s passbook. The passbook lists deposits, withdrawals, interest
paid by the bank, dates of all transactions, each new balance and the initial or identifying symbol of the
teller handling each transaction. Checking account holders, however, do not have passbooks. They
themselves record the amounts of the checks that they write and they receive a monthly statement from
the bank. This statement lists all the checks that the bank paid and all deposits that the checking account
holder made during the month. The bank usually sends the statements with the customer’s cancelled
checks so that the customer then compares the balance on the statement with the balance in their own
records by subtracting the total of their outstanding checks.

There are generally other fees that the bank may collect from checking account holders. For
instance , banks will charge a fee for stopping payment on a check. When a checking account holder
decides that he doesn’t want his bank to pay a payee,but he has already written a check to that payee,
he may give the bank a stop payment order for that check. The bank will then refuse to pay this check,
and charges the depositor a fee. Banks also charge a checking account holder a fee when he is
overdrawn. “overdraw” means to write a check for an amount exceeding the deposit in the bank on
which the check is drawn. The bank marks the check “insufficient funds” , then returns it ,and charges a
penalty for it. In everyday speech the bank circles say that a check returned for insufficient funds has
“bounced”.

New federal regulations allow all savings banks to offer negotiable order of withdrawal accounts.
These accounts,called N. O. W. accounts, are very similar to checking accounts but they pay interests
like savings accounts. Therefore, such account may also called interest — bearing checking account. The
depositor can write withdrawal orders against the balance in the account. These withdrawal orders look’
like checks,and depositors receive a monthly statement summarizing deposits and withdrawals, There is
often no service charge if depositors keep a minimum balance in their accounts. Commercial banks also
offer N. O. W. accounts.

As far as checking accounts go, the difference between savings banks and commercial banks is
growing smaller in the U. S.

II. Dialogue

Electronic Banking

Dana Edward,65 years old, is retiring from his job as a chief manager after 42 years of service at
the Westpoint Savings Bank. He’s having lunch with Broom Rabert,a young staff who has just started
working at the bank.
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Broom:Dana, you could know this bank better than anyone. I’ll bet banking operations have
changed a lot since you started working here.

Dana; You're so right, Broom. I’ve seen many changes in banking procedures over the last several
decades. Sometimes it seems that the job I do now is nothing like the job I did when I began my work
here.

Broon:In what aspect of your job have you seen the greatest changes?

Dana:That’s easy to answer. I think the most striking changes in banking over the several decades that
I’ve been here have come from technology. All the advances in electronic banking have made being a bank
staff very different now from when I was a young man.

Broom ; That’s true. The other new tellers and I take things like computers for granted,but if 1 think
about it,they haven’t been around all that long.

Dana:That’s right. I can still remember when we wrote each new entry in a customer’s bankbook
or voucher register by hand. The computers now do all that at the press of a button.

Broom: What do you think about electronic funds transfer? Even for us younger employees, it’s a
really new concept.

Dana : Well, Broom, if someone had told me 42 years ago that people would be able to process their
financial transactions without paper,I wouldn’t have believed it.

Broom:1 know. And here is an automatic system where a customer’s transactions , such as deposits
and withdrawals, are recorded electronically and then stored in a computer’s memory. When you have to
check the records, the computer provides instant retrieval.

Dana: Those automatic teller machines have proved to be very useful and convenient, especially for
all customers. Now customers have access to their accounts at any time of day or night,365 days a year.
Since these devices are on the outside walls of banks, customers can use their plastic bank cards and
code numbers to deposit, withdraw or transfer money from one account to another even when the bank is
closed.

Broom : These electronic funds transfer devices do save us a lot of paperwork. And think how much
time automatic deposit saves us!

Dana;Exactly. Now,not only Social Security benefits but also wages, salaries and stock dividends can
be automatically deposited into an account. The payer doesn’t even have to write a check! Using EFT
procedures ,an account holder may notifys the bank electronically to transfer the appropriate sum from his
account to the payec’s account. And the two accounts don’t even have to be at the same bank!

Broom: And EFT is really just beginning. When combined with the telephone or other
communicators such as cell phone or facsmile, the changes in banking are really far-reaching. You
know,I’ve started paying some of my bills by phone. I just call the bank and authorize them to transfer
the money I owe from any account to the account of the electric company, gas company, water
company, or phone company automatically. That way, I take care of my bills without writing checks.

Dana; Writing fewer checks means, of course ,more time saved for the bank’s customers,and more

advantage gained for the banks. Now according to a rough calculation it costs banks about 15 cents to
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process each check and these handling costs are then passed on to the customers.

Broom; Sure. Storage and mailing of checks are more expensive. The new technology really
promises to cut costs there. Have you heard about check safekeeping?

Dana: Yes, it’s a system where the banks stores the customer’s checks on microfilm rather than
returning them to check — writer each month. In the monthly statement all the checks written by the
customer would be itemized. The microfilm storage would provide the customers with a permanent
record of their checks. Think of the savings in space alone.

Broom: Another system I've heard about recently is check truncation. Is there any difference
between them?

Dana:Many people may confuse it with check safekeeping, and there are do some similarities. Both
procedures are designed to reduce the amount of paperwork for banks or customers. Check safekeeping
operates between the bank and their customers. Check truncation only operates among banks.

Broom: You know how slow our current check-clearing procedures are.

Dana:Of course 1 do. In order for a check to clear, it must be presented to the bank where the
payer’s account is maintained, even if the bank is a thousand kilometres away. That’s why it sometimes
takes two weeks for a check to clear. It would be wonderful if the check-clearing process could be
speeded up.

Broom:That’s what check truncation is designed to do. With this new electronic procedure the
check are kept at the banks where they are presented. That bank sends an electronic message to the bank
that the check is drawn against. The bank where the payers have their account can then make the
payment electronically. And the expense and delay of mailing the check itself are thereby avoided.

Dana:That’s marvelous. And I'm sure this is only the beginning of the electronic revolution in
banking. If you remain in banking, Broom, you’ll see some very exciting changes in the future!

Source; English for Banking and Finance.

Words and Expressions

savings(n. ) #"E
paycheck(n. ) (RF 4[]
deposit(v. ) 3K
passbook( n. ) "
transaction( n. ) %

slip(n. ) Tk

deposit or withdrawal slip FRRBUKESR
teller(n. ) ik !
endorse( v. ) HhH

open or close( . ) Frar sk ]
account(n. ) &

joint account

StEk



signature(n. )
banking(n. )
term-deposit
certificate (n. )
certificate of deposit
interest rate
depositor( n. )
assets(n. )

current assets

fixed assets

balance sheet
liabilities{ n. )
solvent(a. )
checking account
commercial bank
demand deposit
check(n. )

service charge

book - keeping(n. )
record-keeping(n. )
statement(n. )
balance(n. )
outstanding(a. )
fee(n. )

stopping payment
payee(n. )
order(n. )
overdrawn ( 3 2: 4318 )
insufficient funds
penalty( n. )
bounced
negotiable(a. )
N.O.W.

electronic banking
entry(n. )
electronic funds transfer
memory(n. )
retrieval(n. )
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automatic teller machine Behi B AL(TRER ATM)
device(v. ) FEMER

plastic card BE-K

code number AT &S

transfer(v. ) L2 2N

Social Security benefits
stock dividend

FaPRpEN 4 s 2 IRBES
BB

payer(n. ) REON
far-reaching ( a. ) FZH s BHE)
bill( n. ) 38
authorize (v. ) L

owe(v. ) X

take care of it P
incredibie( a. ) HLLEFW
cent(n. ) B MR
microfilm( n. ) [pedig:
safekeeping( n. ) ReRE
itemize( ». ) A5 HH
truncation( n. ) i URERVS
check-clearing( n. ) FEFH
marvelous( a. ) BT

R

1. savings bank % [ TR BARMIBIT. ERE, XABRTH TR HIER BT FR
837 RBARAF ST B T P A R0 H . 7R B A 098 AR T AR R AR E] LU PR il
R AERZ AEREE K.

2. Fridays iX BAE A AR EE, BArid on WEIE, BEEEFAAMEM LXK, XAEM
A~H on Fridays ifij R A Fridays , 5 & B[R], 15 i i Fridays 2813,

3. people FEIZ 45 AF AN — R A E H, X B many people St 2. 45 M“s” b, £ E
JRI 8, i English-speaking peoples, JL BB & “ MIEHIB RIE",

4. I have to keep seven windows open all day long. A FEIF 7 MEH OB XTI E W, XB
open L4, 4F Hy seven windows XN HEEIBMANEIE, X FREEHH T keep, set, get, make,
find §l wm S & & KW ahia,

5. signs SEASHRITIEH L B b1 SR I 38 45 100k 45 1 9 0 B 2 4 10 5 B4 R M8 I B
B,

6. deposit or withdrawal slip FF XS B , R E /BT BE RS R Re L5 S 1E
E, RARAT A ERUEA T T A A 6 B JFRA SEIE , R 7E B AR R AT M O A SR, DK S 4
E#s%,
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7. paycheck /@ T YL MHBR R THEAR XN TRBLFSHFF L TE, BN EMN
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8. still forget to endorse their checks. ﬂ}f&‘?lﬂﬁfﬂfﬂﬁﬁi%tﬁﬁo HHR—FFEE\TH,E
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10. customers do forget,do 7E;X B2 FIFMRIES, B 8™ 5" BL" KB,
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F“A small book that records a depositor account It shows her deposit, withdrawals and interest
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R SRR 55 o B 5T KB 55 SR R AR B A B YRR T (X EBR investment bank ) 5 /)
FIARHUESF R ALV A 2B XUB ¥ 7 A B9 A 4R 1T (3L E K merchant bank ) #[X 5.,

RE G RTTEY IE AT IR RS AR R RIS RS
FHLAEN, BLBTTULSBHELZMBUFFS, BARETEAEFREEARIES. A
ZHERE , REMHLRITAFTERUTEF —REX Lo/ ST, RE H ML
(B BTRATE) S ABRATIR) -

21. demand deposit }5 73K, demand X M8 ERBAP A BB W ED, R EEZIAR
oI B AT, oY BBt UK

22. checking account holder do not have passbook  ZEK P35 H ARG FIT. (BENIGE X
B RATEN B SOR A E R — KR A R Y B M EACICRII SR X ENLH) .
FEPI I 4847 P & FAH checking account, 31 H §ij 417+ % % H checking account, 3y #1474
RIXFRE T AR (BPLSE W current account) FpHE,




Lesson One

23. for stopping payment on a check XXM IH 1, 4 HAE R ALETF I XEE o FEMER
AN 1252 SRR, Al 7T LA ) IF P 4847 &t 144 4 (stop payment order) , flt%E %, 24 A
IAERE SR (ML LAATT ) BB —KE BBt E s HARBORIE — & B MK P47 AL B 78
K, SR AT LABFE“ B R X — S EBEE,

24. insufficient funds W& A RF R RAEBXLG WP T LEZXE FEH“WLARE I
B, SR7ER 5 iy 45 (unpaid item memo) f) 45 Fh 38 12 N4 AR BHREARBEOBE
BB JE (5 & FE insufficient funds —4 Hiflf x g B)

25. Negotiable order of withdrawal A] ¥t 3 8 , # 5 N. 0. W. ., N. O. W. account REE £
B RATAR KK P i —Fb o K P 3 AT AL R AT 56 R 30 (45 4) TERAE =HF M—F K,
KPP AT AE LB XM T LT, BNGIT MR Fl %

26. check 358, FEBKIBMHA TR L} check iE LR : X EAUAFFRITH— — BRI
PSR, LA — e SR i 52 T B S A K — 15 % AR E A, check 0l cheque B, R
RHEE N E WA cheque, % E A S check,

21. overdraw i% 3, overdrawn 2 H3d %4345, overdraw T4 K A9 X B4 Wil 42k ALERF
AT RSB

28. write ZEHER, XEPXBRRIF THRER,

29. as far as checking account go 3% Bk /- Y BLIR 138 .

~—
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Lesson One

UNPAID ITEM MEMO iR XHE i # Date H#{30 AUG 1995
Returned to:iR[E] |Presenting Bank Name #£|Presenting Bank Code 1£{Item/Cheque No. 28/ ¥|Amount 2%
HeRAT B HEBITHS 55 HKD)
Dah Sing Bank Ltd 040 033664 # i 854040
Retumned for the reason(s) marked ><] below iB 23 %2 W FE & LDz M A .
s Payee’s/Banker’s KEZHRN BB
1 |Refer to drawer WHRRARS 18 endorsement required N b i)
Endorsement irregular/|
2 |Not arranged for EIZE: 30 19 [illegible/ missing/ f%f;;f% ;?i?ﬁﬁ
unknown
. “Cash or Order” cheques
Drawn against uncollected|3E 80X IR #% 5K i 3, . | s o 4
3 funds, please present again |75 ANk 20 :(«lil:)lrr:emem drawer’s| A FAHH
Please confirm payee’s|i§IE LD A E
.
4 |Account closed il ek 1 21 account credited B A
. " Cheque crossed-not| ) 2% ¥ H A §E L
x | 5 |Insufficient funds EZRE 22 payable by cash e L4t
_ Irregularly drawn-payee’s|37 S 5 £ 5¢ &,
6 |Out of date E‘.é’éii?ﬁ 23 name omitted ﬁjﬁ*ﬁ%A!&@
Banker’s clearing/crossing| 5% 48 1T & 2% 3¢ #t
7 [Post dated AERPIE 24 chop required 5/ R R B
8 :;ytr::r:mw:untermmded DA T 25 |Incorrect exchange rate  [iL 4t 45i%
9 Words and figures differ %ﬁ)‘(?%‘ B A 26 |Not drawn on this bank  |[FERIT{T &
10 Amount in words required/| &L FE R G/ AL o7
incomplete/ illegible S|
Alteration requires drawer’s[} i 4b i & = A %| Retumed by
1 full chop/signature BT For and on behalf of
. : UNION BANK OF HONG KONG LTD.
o B S e | R
. EITHERART Fsiae Sha Tsui Branch
our possession
Drawer’s chop/signature e -
13 D TEINS T2 =
14 Drawer’s chop/signature | & 5 A B 8/ %F A Authorised Signature 24 EN% Signature
incomplete ey
15 [Date incomplete/illegible |% 2E H R4/ AR8
16 [Mutilated cheques require HWEBRNERAE K
drawer’s confirmation HEAKEIH
17 |No advice received FEEA

30. electronic banking H F4RITAL 5 o AT 55 XS MAL T 7 ol B MR B F LA DRTH
HHE LT , i FARAT b 5 MR RRE 7T DA i & A IR B A 76 BV AT AR & LA FheR




