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Purpose

To ensure that proper measures of control exist for handling the company’s receipts and to ensure that all cash receipts are properly recorded to the general ledger.

Policy

Payments to the company will be sent directly to the company’s bank lockbox when at all possible. Checks sent directly to the company will be forwarded to the lockbox on a timely basis.

Cash and checks paid through registration will be counted and recorded daily and kept in a safe controlled by Financial Management. All checks will be restrictively endorsed upon receipt. Deposits will be made on at least a weekly basis in a secure manner to be determined by Financial Management.

The daily Wholesale Lockbox Detail Report will be kept on file by Financial Management, available for reconciliation to both the company’s bank statements and general ledger. Likewise, deposit slips for the company’s cash deposits will be kept on file for the same purpose. Preparation of deposits will not be completed by any person responsible for the posting of corresponding payments to the patient accounting system. Deposit preparation will be done by the Director of Accounting or accounting personnel appointed for this purpose. Payment posting will be done by billing or registration staff who have no accounting responsibility for the corresponding deposit. In other words, persons involved in preparing deposits should not post the source documents corresponding to said deposits, and vice versa. Financial Management will oversee the reconciliation of payments posted with said cash.

Financial Management will maintain a Cash Receipts Summary detailing all deposits, either in the form of General Journal Batches or other such form as is sufficient for capturing the appropriate detail.

Applicability

This policy applies to all company receipts, including both cash and checks, for patient accounts, grant agreements or contracts, managed care capitation and incentives, and any other company activity for which payments are received.







