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President, Board of Directors
Policy:
It is the policy of ETSU Physicians & Associates to follow the following month-end closing procedures in a timely manner for two primary reasons:  1) To facilitate business decision making by producing monthly financial statements.  2) To maintain strong internal controls by reconciling the bank statements, accounts receivable and accounts payables.

Procedure:
1. On the 2nd business day of the month, the patient accounting system will be closed. Charges and allowances are transferred to the general ledger system.  A reconciliation is completed to verify that this information is posted accurately.

2. Typically the accounts payable system will be closed on the first Tuesday of the month.  An alternative closing schedule for accounts payable may be used if approved by the Director of Finance.  All approved invoices and check requests pertaining to the prior month should be entered prior to the closing date.

3. All manual Journal Entries should be completed and posted to the general ledger system by the 8th business day of the month.  These entries include the following:

a. Cash collections

b. Non-physician & physician payroll expenses

c. Contract revenue

d. Accrue other expenses not captured by accounts payable

e. Allocation of overhead expenses

f. Departmental allocations

g. Posting of current month portion of prepaid expenses

4. Preliminary financial statements should be produced by the 9th business day.  The Director of Finance will review the statements for reasonableness and accuracy.

5. Any additional Journal Entries resulting from the review should be entered and processed by the 9th business day.

6. Final statements should be printed and distributed by the 10th business day of the month.
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