
Provided courtesy of Serbin Medical Billing, LLC. For personal use only. May not be republished without written consent from SMB.         Page  1 
 
 

 
 

                              SURGERY CENTER NAME 

SUBJECT:  GUIDELINES FOR DEPOSITING OF PAYMENTS RECEIVED   (1 OF 3) 

POLICY #:   DATE REVIEWED / REVISED:  

 
PURPOSE 
To establish guidelines for the accurate and timely depositing of facility funds. (This policy/procedure may need 
to be modified to meet facility’s software or electronic banking methods). 
 
POLICY/PROCEDURE 
Cash Deposits 
 
1. When cash is received from a patient, a three-part receipt must be prepared, either manually or by the A/R 

software.  The receipt should include: 
a) date 
b) patient’s name 
c) parent/guardian name if applicable 
d) account number 
e) amount paid 
f) method of payment - indicate “cash” 
g) initials of the person issuing the receipt 

 
2. Paper-clip the original copy of the receipt to the cash and placed immediately in the locked cash box.  The 

yellow or second copy should be given to the patient, and the pink copy should remain in the receipt book 
for auditing purposes.  Receipt books should be retained for a minimum of two years.   

 
3. Only one person at a time should have access to the cash box.  When responsibility for the cash box is 

transferred from one employee to another, both employees must count the contents of the box and their 
totals must agree. 

 
Checks/Money Orders Deposits 
 
1. When a check or money order is received from a patient, it should be stamped with the endorsement stamp 

and immediately placed in the locked cash box.   
 
2. Follow the steps above for issuing a receipt, however, indicate “check” to differentiate it from the cash 

receipts. 
 
Credit Cards 
 
1. Credit cards should be swiped directly in the credit card machine if possible.  The patient should sign the 

printed voucher and receive the yellow copy.  The white copy should be placed in the cash box.  When 
issuing a receipt, indicate “credit” on the receipt form. 

 
2. If the charge is taken by telephone, the following information should be recorded: 

a) date 
b) employee’s initials 
c) type of card, i.e., MasterCard, Visa, American Express, Discover - be sure the facility accepts the type of 

card being used 
d) card number (including the three-digit code from the back of the credit card) 
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e) expiration date 
f) name on the card 
g) address and telephone number of cardholder 
h) patient’s name 
i) amount of charge 

 
3. The amount of the charge must be entered on a manual charge ticket.  The information should then be 

keyed into the credit card machine that day and, if applicable, designating it as a mail order or telephone 
order payment.  The yellow copy of the receipt should be mailed to the cardholder.   

 
Daily Deposit Preparation 
 
1. At the end of his or her shift, the person responsible for preparing the deposit should gather all checks, cash, 

and credit card receipts. 
 
2. Enter the date and initials on the top of a paper or electronic deposit log form.  
 
3. All checks (patient and insurance), cash and credit card payments received should be entered in the 

applicable sections of the form. 
 
4. All columns that apply should be completed and totals entered for each payment type.  An adding 

machine/calculator tape should be attached to the deposit form.  
 
5. The grand total of cash and checks should be entered on the form after “Total Deposit”.  

 
6. The bank deposit ticket should be completed, noting the name and amount of each check and the total cash 

deposit for the day. 
 
7. The total should equal the amount after “Total Deposit” on the applicable section of the deposit log.  
 
8. The cash and checks should be clipped to the white copy of the deposit ticket and given to the business 

office coordinator/administrator to verify that the totals are accurate.  
 
9. The business office coordinator/administrator prepares a monthly spreadsheet to record deposits.  This 

spreadsheet should be updated daily showing the total cash, checks and credit payments received.   
 
10. The daily deposit must balance to the daily posting batch reports.  Month end cash deposited/posting 

reports must balance to spreadsheet. 
 
11. The credit card batch for the day should be totaled, the totals report printed, and balanced to the applicable 

section of the deposit log.  When the two are balanced the batch should be transmitted and the transmittal 
report printed.  The transmittal report must verify that the batch was transmitted.   
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12. The administrator or business office coordinator is responsible for taking the deposit to the bank each day.   
 
13. Two people must verify that the totals are accurate before the deposit is taken to the bank. 
 
14. Retain the following items in a three-ring binder in sheet protectors by day: 

a) Original deposit log 
b) Yellow cop of bank deposit ticket 
c) Original of all patient cash receipts 
d) Photocopy of patient/insurance checks 
e) White copy of patient credit card slips - tape all slips to 8.5 X 11 piece of paper 
f) White copy of credit card machine batch total report 
g) White copy of credit card machine transmittal report 

 
If Billing Done Off-Site 
 
1. After the end of the month, on the fifth day of the following month, the totals from the facility’s bank 

deposit spreadsheet should be compared with the payments entered at the off-site billing office to 
determine if all payments have been posted.  If there is any discrepancy, it must be resolved immediately. 

 
2. If the facility has access to electronic banking, use that to verify billing company deposits. 
 
3. Request a weekly faxed report of all transactions from the credit card company. 
 
4. The facility should fax the deposit to the billing company each day by 3:00 p.m.  If there is no deposit for 

that day, call the billing company to inform them.  Include the fax confirmation in the deposit binder.  Items 
to fax to the billing company include: 
a) Copy of deposit log 
b) Copy of bank deposit ticket 
c) Copy of patient receipts 
d) Copy of patient/insurance checks 
e) Copy of EOBs 
f) Copy of credit card charge tickets 
g) Copy of credit card batch total report 
h) Copy of credit card transmittal report 

 
5. Insurance payments should be mailed directly to the billing office.  If insurance payments are consistently 

received at the facility, contact the billing company.  The billing company will then advise the insurance 
company of the need to change the mailing address.   

 


