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Policy:
ETSU Physicians and Associates payments submitted via U.S. Post Office will be received through a lockbox.  The bank will deliver deposits on a daily basis.  Some payments are received through the Practice post office box and are deposited by the finance department.  All payments received from third-party payers or patients will be posted to the specific charge detail for which the payment is being made.

Procedure:
Insurance and Patient Payments

1. The bank designated to receive the lockbox payments will generate a deposit slip for each day.  

2. The bank will present the total of all daily lockbox deposits to the finance department each day.  If payment is made through the Practice post office box the finance department generates a deposit slip.

3. Payments received will be placed into batches and assigned to the appropriate patient account representatives for posting and balancing.

4. Payments will be reconciled to the daily deposits.

5. A range of control group numbers will be assigned to each batch of payments by the designated biller on the batch ticket and the biller using the assigned control group will post all payments.

6. Payments received from third-party payers will be posted to the charge detail indicated on the Explanation of Benefits.  

7. Payments, including cash, checks and credit cards, received from patients will be posted to the account for which the payment applies and is allocated to the oldest doctor balances first.

8. In the event that the insurance payment does not match the specific date(s) of service or the charge(s) for a patient, the payment will be posted to refund account and researched for appropriate posting.  If an appropriate account is not found a refund is processed.

9. All appropriate allowances and adjustments will be posted from the Explanation of Benefits at the time of payment posting.

Contract Payments

1. All contract payments come through the Practice post office box and are separated from payments received from third-party payers and patients.

2. These payments are posted to the appropriate contract/business account.

3. If a charge has not been setup, it is posted prior to posting the payment.

4. If payment is posted to a contract doctor number and has an irregular split, a copy of the check is given to the finance department for appropriate allocation.

Wire Transfers

1. When a wire transfer has been made to our bank account, a copy of the document is given to the patient account representatives by the finance department.

2. These payments are posted to an account set up for wire transfers.

3. When the Explanation of Benefits corresponding with the wire transfer is received, the payment is reversed from the wire transfer account and posted to the charge detail indicated.
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