PBH accounting policy 1.1

Procedure for performing the daily drawer and deposit 
Everyday individual cash drawers will be balanced as to the amounts and types of payments that occurred during the day’s business.  It is the responsibility of the person who is assigned the cash drawer to verify the amount of cash, checks and credit card receipts.  Once they have counted these items another individual shall count and insure that the amounts are correct.  Once all cash drawers are balanced and signed off with another person they are secured and made ready for the daily deposit.

The deposit for each clinic sight will be balanced with Insight and Oracle (County financial software system).  One Oracle deposit will be made for receipts that have an impact on a patient account.  If any other items are receipted they will be done with a separate deposit.   This is important so that patient records kept in Insight can be verified through deposits made into Oracle.  This shall be done on a daily basis.  

All source documents (cash drawer reports, deposit slips, Insight Master report, and Oracle receipt documents for each day are kept that they not be separated once performed.

Mission clinic will scan the source documentation and e-mail to PBH accounting prior to 10:00 AM each morning.

Once the Mission clinic documentation is received Olathe Accounting personnel will perform an overall audit of both clinics’ daily transactions.  This will consist of verifying the Accounts Receivable balance within Insight to insure that the A/R balance is correct.

The above balancing by Olathe Accounting staff will be performed with the following items:

Each day the previous day’s business is printed out in a report.  Those reports are as follows:

Daily payment transactions report for Olathe Site

Daily payment transactions report for Mission Site

Daily activity report for Insight

Oracle deposit report for Mission Site

Oracle deposit report for Olathe Site

Aged Patient Accounts summary report for that day

Copy of the previous aged Patient Accounts summary report

The Olathe Accounting individual who is responsible for the daily deposit for Olathe will perform the following items:

They will prepare the daily deposit for the Olathe site.  If necessary a separate deposit will be made that impacts the patient accounts receivable balance.  Any additional deposits will be made for items that do not impact patient accounts.  Once the daily deposit has been performed they will validate the daily deposits for both clinic sites with Oracle and Insight to insure they are the same.  They will compare the total Insight daily business activity report which verifies that the amount of payments is in balance and that if the total daily business activity is a positive they will add it to the previous accounts receivable balance.  The new accounts receivable balance should equal the previous daily balance plus the addition (if daily business is greater than payment and adjustments) or subtract (if daily business is less than payments and adjustments) to the previous accounts receivable balance.

The daily Accounts Receivable balances should equal to the computation of the previous days Accounts Receivable balance plus the daily business transaction amount.  In the event these two numbers are not in balance measures must be taken to determine why they are not in balance and what the actual balance is.

Patient Statements will be sent out monthly by the billing staff.  All statements will be mailed out to patient addresses.  The only exception to this will be those individuals that have requested confidentiality and not given alternative address for billing purposes.

Elder Smiles program will work in the same manner as Insight.  Whenever money is received to be deposited from Elder Smiles the Olathe Senior Accounting Clerk will deposit into Oracle under the Elder Smiles cost center as clinic revenue.  They will get the current AR balance from the Individual in Child and Adult services responsible for the Eaglesoft software to run the activity report, AR balance, and collections reconciliation reports.  They will add activity since the last deposit to the last AR balance and subtract the current deposit which should balance with the new AR deposit.  The bad debt percentages will be utilized in the same manner that we have developed for Insight patients.

Both AR balances and Revenue generated for the year will be reported to OFM at the end of the calendar year for financial reporting purposes.

