  

TITLE: Sample Cash Balancing and Cash Security
OBJECTIVE

To ensure a consistent process for cash balancing and cash security.
A.  POLICY

All patient accounts receivable payments received by Hospital will be applied in an accurate and timely manner on the day of the receipt.  Receipts will be recorded and deposited promptly after balancing steps are completed.  
Registration staff must make it their first priority to maintain complete security of patient payments and cash drawer money at all times.  Each Registration Clerk is solely responsible for balancing and depositing of his/her daily cash drawer.  Monetary loss resulting in negligence, loss or theft to Hospital will not be tolerated.  When an employee violates this, it will be necessary to invoke the disciplinary procedure in the best interest of Hospital, our patients, and our employees.

B.  PROCEDURE

OPENING DRAWER/SET-UP

1) Obtain cash drawer from the safe.

2) Count currency to ensure there is a $100 balance prior to placing cash in drawer. Contact your supervisor if there are any discrepancies.  

3) If change is required, write request for change to Accounting in one or more of the following denominations:  

a) Number of bills $1, $5, $10

b) Number of coin rolls

i) quarters ($10 rolls)

ii) dimes ($5 rolls)

iii) nickels ($2 rolls)

iv) pennies (50 cent rolls)

c) Count money needed for change and remove from the drawer.  Date and initial request and document.

d) Security will pick-up request and deposit around 8:30am daily and deliver to Accounting. 

e) When requested change received, recount cash with security present.  Notify senior cashier immediately of any discrepancy.

BALANCING/CLOSING CASH DRAWER

1) Remove all but $100.00 from the cash drawer.  Run a tape of the $100.00 remaining in the drawer.  Date and initial the tape.  Tape is to be left in the cash drawer.  ($100.00) is to remain for the next day’s beginning balance).

2) Total checks and cash to calculate total deposit.

3) Select “Balance cash drawer” function.

4) Enter total cash drawer and deposit total on input screen, ONLY PRESS ENTER ONCE.  If you press enter more than once the screen will disappear.
5) Drawer is “In Balance” will display.

6) Select “Display Cash Drawer Detail” = (DS) and choose PRINT = (BB).  Detail of payment activity will print.

7) Batch deposit for Accounting and record total deposit in cashier deposit book.  BATCH consists of drawer detail printed above, checks and cash being deposited and an adding machine/calculator tape of checks and cash being deposited.

8) After balancing checks/cash, each deposit will be placed into an individual green security bag.  The green security bag will then be locked and placed in the red security bag, which will be locked and placed in the safe by the clerk assigned to Window 1.  

9) The Registration Clerk at Window 1 is responsible for locking deposits into the safe and will also complete the Deposit Verification form.  Another employee must also witness this.  Both employees must sign the Deposit Verification form verifying what has been placed in the safe.  This completed form will accompany each deposit placed in the safe.

10) Any deposits taken on 2nd and 3rd shifts after the safe has been locked will be placed in the secured deposit lockbox located outside the Admitting Director’s door for deposit the following business day. 

11) Send a copy of the detail report in Security bag to Cashier.

DRAWER OUT OF BALANCE

1) Recount cash in drawer to equal $100.00.

2) Recount all checks and cash and compare to that of original totals.

3) Compare these totals to system display of drawer total.

4) If still out of balance, review DISPLAY DRAWER DETAIL and examine for errors.  User may want to print drawer detail for closer review.

5) If error identified, enter correction (typically debit entry) to reverse original entry using the same receipt number.
6) Select POST WITH EXPLANATION function and enter appropriate description, complete posting step.

7) Correct payment will be entered through POST RECEIPTS TO PATIENT ACCOUNT as before and post with explanation.

8) Follow balancing and closing steps as described earlier.

9) If error cannot be found, notify your supervisor immediately.  Make the deposit leaving the petty cash amount short.  DO NOT CLOSE IN THE HIS SYSTEM.  Notify the next shift of the shortage by documenting the shortage on the deposit slip so it will not be reported as a shortage on future shifts.
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