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Super Support PROGRAM

Daily Cash Control System:

The Daily Cash Control system is a way of makingeghat all that is received each day is posted
correctly and deposited in the bank. Thaper system is necessary since we are dealing with
paper payments (cash & checks) that need to beflaptgetting “lost”.

B Components of Daily Cash Control:

O Daily Cash Control Log book. Eagagein the book represent;ie month

O 3-Part NCR, sequentially numberedCash Receipt Books in the practice's name to
control daily cash (computer receipts shoubtl be used and the bookkeeper should do all
of the daily postingnever the receptionist).

O Daily Financial Control Envelope- to list all daily payments and to reconcile angegio
bookkeeper at the end of the day.

O Bank Deposit Slips (your own)to show how much was actually deposited in the&kban

B Daily RECEPTIONIST procedures for cash control:
O Collectcash from patients and:
» give them theriginal of a sequentially numbered cash receipt.
» clip thesecond copy of the receipt to the cash and put them in theaanvelope.
* thethird copy stays in the book for reference.
O Collectchecks from patients and:
* place them in the Daily Financial Control enveldip®ey don't want a check receipt.
» if the patient wants aheck receipt, give them a Cash Receipt, noting that it wasafor
check and place the check in the Daily Financiait@s envelope.
O Collectchecks in the mail and place the checks, along with their envelopethe Daily
Financial Control envelope
O CollectCredit Card Payments:
* Process the credit card charge in your normal nrgimm&nual or modem connection).
» List the Patient's Name, Account Number and chaeganent Amount on the front of
the Daily Financial Control Envelope.

* Give the patient a receipt and place the other afplgat receipt in the Daily Financial
Control Envelope, noting that it was for a creditcccharge payment.

O End of the day processing of the Daily FinanciahtCal envelope:

Enter the doctorisame, date, office andday of the week andsign the envelope.

Enter the total number of Financial Arrangentémims on the front of the envelope.
Enter the total number of Charge Slips on tbatfof the envelope.

Enter any other materials being sent to the keeer.

Enter thenclusive numbers the of cash receipts and the total number of Check
Enter the Total Amount of the checks and thalTAmount of the Cash.

Tally the Total of the Charge Card Paymentseartdr it on the next line.

Tally the total Amounts of Credit Charges, Cleeakd Cash and enter the Total.
Enter any notes required to explain and encéssur
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Your Printer can print these for you; you will need one per day per office.

Daily Financial Control Envelope

Name of Doctor: ate:D
Office: , Day of Week: MonO Tued WedO ThuO Frid0 SatOd

Name of Person Preparing Envelope:

Signature of person preparing envelope:

Number of Financial Arrangements enclosed (from:TC)
Number of Miscellaneous Charge Control Slips erezdlos

enclosed:
enclosed:
Inclusive Cash Receipt Numbers: from to ok O
Total NUMBER of all checks enclosed: oK O
Charge Card Payment by Patients
Patient's Name Account # Amount Paid
$
$
$
$
$
$
Total AMOUNT of all Credit Card Payments $ oKk O
Total AMOUNT of all CHECKS enclosed: $ oKk O
Total AMOUNT of all CASH enclosed: $ ok O
Total AMOUNT enclosed:  $ oKl
Bookkeeper's Signature after
checking (OK1) contents: te:Da

Notes:
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O Complete théaily CASH CONTROL LOG entry for the day: (see page 4 for log)

O Post Dated Checks:

O Seal the Daily Financial Control Envelope and givwe the bookkeeper.

Daily BOOKKEEPER procedures for cash control:
O The bookkeeper receives the Daily Financial CorErolelope and:

O The bookkeeper uses the materials in the envelop@asts:

O The Bookkeeper completes the “Daily Cash Contr@’to

O At the end of the month,

Enter Today's Date on the corr@zy of Month line.

Use the numbers and amounts on the Daily Cash @dfivelope to enter:
Credit Card Payments (front of Daily Financial Gohenvelope) (Columi)
the dollar amount of CASH. (Coluni®)

the dollar amount of CHECKS. (Colunt)

the Total Amount of Income. (Colunid = ColumnA + ColumnB + ColumnC)

When there are post-dated checks, the checkaangosted by the bookkeeper until
they are deposited in the bank.

To remember to post the check, note the amourtieotheck in thélotescolumn on
the right for today. Also enter in the notes catuam theine for that future post-dated
check date (as indicated in the 1-31 column onldfig the post-dated check amount
that you will add tdhat date's bank deposits.

Opens it and checks the contents against the asbsi@d on the front of the envelope
at the end of the day or the next morning.
Signs envelope indicating that all was correctesolves any differences with receptionig

the new treatment charges on the Financial Arraegéforms.

the miscellaneous charges on the charge contpd. sl

the cash and check payments to the patient's atscoun

any credit card charged payments to the patiectSuent.

any adjustments required on the patient's accounts.

and then proofs the amounts posted by making aopttirof all postings and matching
it with the amounts on the Daily Financial Conteslvelope.

The amount of income posted is entered in Col#am the control log".

The checks and cash are deposited in the bankhendmount on the deposit slip is
entered in ColumiF on the control log.

It is obvious that if there are NO charge card payts that ColumiF equals Column
E equals ColumiD, otherwise the amount posted never equals the rint®posited
when there are charge card payments.

The deposit slip is placed in the Daily Financian@ol Envelope, which is filed until
the end of the month,

Total Columns & Proof the Daily Cash Control Log.
Resolve any discrepancies shown by proof (postddaiecks, etc.)

Account for “Direct Deposit” bank account incomedamake sure they are posted to
the patient’s accounts.

Start a new log page the next month.

b
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Daily Cash Control Log:

. Total
D | DATE of Credit Card $ $ Total Amount Notes on differences

Amount
Payment Payments Amount Amount Amount DEPOSITED when columns

. . POSTED t i
Y |(usesame | (listed on Daily of of of ° in Bank don't proof out.

Financial Control Patient (on bank
f | date f
of | daketor Envelope) CASH Checks INCOME Accounts receipt)

mo | Posting)

01-0u-03 $12700 UGB 00 |$U6TBUS | $5270US | $5,270.45 | $5,270.45

(post-dated checks?)

- Column Proofs
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Miscellaneous Charge Control System:

Miscellaneous charges are for broken retainers, ay@pliances, diagnostic records, or aion-
treatment fee charge- all treatment fees charges are initiated by the usthg a Financial
Arrangement Form.

B Components of Miscellaneous Charge Control:
O Miscellaneous Charge Control Book.

B Use of the Miscellaneous Charge Control system:

O There is one miscellaneous charge control bookhen records foreach office of the
practice and the cover of the book is labeled byFITE".

O When the doctor decides that there will be a chasgevhen there is an automatic charge
that can be initiated by the clinical team (e.gitial records if done, retention visits, etc.).
Use one slip of the page of six slips in the charge cdnbook for each miscellaneous
charge, indicating:

the DATE of the charge.

the DUE DATE, if an appliance.

the Patient's NAME, and if needed, the GUARANTORowtill pay the charge.

any notes clarifying the charge.

the TYPE of charge is noted by entering the amadirthe charge in th€HARGE

column; or entering the type if not already on fibren.

the INITIALS of the person filling out the form.

the disposition of the charge (either pay receiamow or bill this month).

O The charge dip is removed from the book, clipped to the Tx chamnd sent to the
receptionist for disposition.

O DAILY, the Receptionist:

collects from the patient if necessary and giveash receipt if paid in cash and clips
the cash to the charge slip.

clips the check payment or cash payment/receifitea@harge slip

places it in the Daily Financial Control Envelope.

O MONTHLY, the Bookkeeper:

receives the Charge Slips and payments if done.

posts the charge and any payment.

each month, collects all of the office Miscellaneous Chargan€ol books and:

reviews every entry not previously checked off esoanted for.

posts the charge if not already posted (sometimestiarge slips get lost).
checks off the entry as being accounted for.

bills the patient for any unpaid charges and fofaw on its payment.
Returns the books to the various offices via tiv@cdl team.
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You can purchase these from me; 300 charge
receipts per book.

. Date:____ DueDate: Date: Due Date:
! PtsName: © PtsName:
! Guarantor: ! Guarantor:
I Notes: Notes:
i | Special Evaluation: Special Evaluation:
i | Diagnostic Records: Diagnostic Records:
i | Panographic X-Ray Panographic X-Ray
i | Digital Photos: Digital Photos:
New Retainer: New Retainer:
i | Retainer Repair: Retainer Repair;
TOTAL | § TOTAL | §
Initials: Pay Receptionist O . Initials: Pay Receptionist O
' Bill for Charge O ! Bill for Charge O
Date: Due Date; ! Date: Due Date:
Pt's Name: ! PtsName:
Guarantor: Guarantor:
Notes: Notes:

i | Special Evaluation: i | Special Evaluation:
1 | Diagnostic Records: 1 | Diagnostic Records:
i | Panographic X-Ray 1 | Panographic X-Ray
! | Digital Photos: i | Digital Photos:
i | New Retainer: i | New Retainer:
i | Retainer Repair: i | Retainer Repair:
: TOTAL | § : TOTAL | §
! Initials: Pay Receptionist 0 | Inifals: Pay Receptionist O
: Bill for Charge O Bill for Charge OJ
Date: Due Date: i Date: Due Date;,
Pt's Name: ' Pt's Name:
Guarantor: ! Guarantor:
Notes: Notes:

Bill for Charge O

Bill for Charge O

Special Evaluation: 1 |_Special Evaluation:
Diagnostic Records: i | Diagnostic Records:
Panographic X-Ray : Panographic X-Ray
Digital Photos: : Digital Photos:
New Retainer: i | New Retainer:
Retainer Repair: i | Retainer Repair:
TOTAL | § : TOTAL | §
Initials: Pay Receptionist . Initials: Pay Receptionist (3
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