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POLICY:   

 

When personnel receive cash or checks outside of the mail, the funds are counted in front of 

the payer and a receipt issued from the appropriate receipt book to the payer.  A copy of the 

receipt is to be forwarded with the cash or check(s) to the business office.  In the case of 

payments to patient accounts the account number or patient name should also appear on the 

receipt.  Receipts are to be made out to the individual supplying the funds to Cumberland 

Heights. 

 

The funds, photocopies of any checks and the receipt are consolidated on a cash receipts 

journal and forwarded to one of the following business office staff: The Accountant or 

Accounts Payable Coordinator.  Upon delivery the receiving business office personnel shall 

verify the amounts. 

 

Money collected from meals and the sale of meal tickets are not receipted but are reconciled 

by the Accounts Payable Coordinator at least two times per week under the guidelines 

outlined in the petty cash policy.  Meal receipts are forwarded to the depositor and then sent to 

the bank for deposit. 

 

Receipts for Intensive Outpatient programs are to be written from the appropriate receipt 

book.  The personnel collecting the cash are responsible for securing the funds until they are 

sent to the business office.   


