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Instructor’s Resource Manual

National Accreditation Competencies and Content

	CAAHEP COMPETENCIES
	ABHES COMPETENCIES

	Administrative

3.a.(2)(a). Prepare a bank deposit

General 

3.c.(4)(c). Utilize computer software to maintain office systems
	Administrative Duties

3.i. Prepare a bank statement and deposit record

3.j. Reconcile a bank statement

3.m. Prepare a check
Financial Management

8.e. Maintain records for accounting and banking purposes


LEARNING OBJECTIVES

1. Define, spell, and pronounce the terms listed in the vocabulary.

2. Explain how the Internet has changed traditional banking practices.

3. State the four requirements of a negotiable instrument.

4. Discuss the advantages of using checks.

5. Identify the three most common types of bank accounts.

6. Explain how you would handle mistakes made in preparing a check.

7. List and discuss eight precautions to observe in accepting checks.

8. Name and compare the four kinds of endorsements.

9. Discuss the actions necessary when a deposited check is returned.

10. Correctly write checks for bill payment.

11. Prepare a bank deposit and appropriate office documents.

12. Accurately reconcile a bank statement with the office checking account.

PREPARING TO TEACH

Prepare to teach the material to the students by completing the following tasks.

· Review the chapter.

· Review the lecture outline in the PowerPoint slides on the enclosed CD-ROM. Print a copy to use as lecture notes. Use the PowerPoint slides during your lecture.

· Determine which activities will be assigned to students.

· Compile the chapter test and key from the test bank.

PREPARING TO LEARN

Assign the following tasks to the students when beginning this chapter.

· Read the material. Prepare three to five questions based on the reading material that should be brought to class for discussion.

· Complete the Study Guide for this chapter.

· Find the vocabulary terms in the text, highlight them, and be able to define them.

· Study the figures included in the text.

· Complete the corresponding chapter on the Evolve website.

SCENARIO 

Have a student read the scenario. Present the questions offered at the end of the scenario to the students for consideration as they progress through the chapter.

Summary of Scenario

Laura has gained considerable knowledge through her experiences and work with the various aspects of the banking world. The goals she set for completing the assignments and competencies were accomplished in the time frame allowed by the instructor. She is comfortable now that she can readily apply this knowledge to whatever medical facility she works in.

Laura spent extra time outside of class exploring online banking and bill paying on the Internet and found a wealth of information available. Laura now plans to visit several banks in her area to see what kind of e-banking services they offer.

The versatility of the medical assistant’s role and the variety of the opportunities available reinforce to Laura that she has made the right career choice.

POINTS TO REINFORCE

· Banking has changed substantially since the advent of online banking.

· Because banks have become more competitive, customer service has improved and banks have evolved from having a “banker’s hours” mentality to providing exceptional customer service.

· Employees should be bonded if they are to handle the physician’s finances. This is a type of insurance that protects the physician in case of embezzlement or theft.

SUMMARY OF LEARNING OBJECTIVES

1.
Define, spell, and pronounce the terms listed in the vocabulary.


· Spelling and pronouncing medical terms correctly adds credibility to the medical assistant. Knowing the definition of these terms promotes confidence in communication with patients and co-workers.

2.
Explain how the Internet has changed traditional banking practices.

· The Internet has changed conventional banking as we know it, and it offers expansive opportunities without leaving home. As with everything, however, e-banking has both advantages and disadvantages, and these should be thoroughly researched before an online account is opened.

3.
State the four requirements of a negotiable instrument.

· For an instrument (e.g., a check) to be “negotiable,” it must meet certain criteria: (1) be written and signed by a maker, (2) contain a promise or order to pay a sum of money, (3) be payable on demand or at a fixed future date, and (4) be payable to order or bearer.

4.
Discuss the advantages of using checks.

· There are many advantages to using checks. These advantages include safety and convenience, quick calculation of expenditures, and a permanent record for tax purposes.

5.
Identify the three most common types of bank accounts.

· The three most common types of bank accounts are checking accounts, savings accounts, and money market savings accounts. Each one is slightly different, and each has its special uses.

6.
Explain how you would handle mistakes made in preparing a check.

· Normally, when a mistake is made on a check, it should be marked “VOID” and a new check should be written. Some banks will accept minor errors if the maker initials the error. Erasures are not allowed, and neither is the use of correction fluid.

7.
List and discuss eight precautions to observe in accepting checks.

· Scan the check carefully for the correct date, amount, and signature.

· Do not accept a check with corrections on it.

· If you do not know the person presenting a personal check, ask for identification and compare signatures.

· Accept an out-of-town check, government check, or payroll check only if you are well acquainted with the person presenting it and it does not exceed the amount of the payment.

· Acceptance of a third-party check is generally unwise. A third-party check is one made out to your patient by a party unknown to you. A check from the patient’s health insurance carrier is an exception.

· When accepting a postal money order for payment, make certain it has only one endorsement. Postal money orders with more than two endorsements will not be honored.

· Do not accept a check marked “Payment in Full” unless it does pay the account in full up to and including the date on which it is received. If a check so marked is less than the amount due, you will be unable to collect the balance on the account once you have accepted and deposited such a check. It is illegal for you to scratch out the words “Payment in Full.”

· Accepting checks written for more than the amount due and returning cash for the difference between the amount of the check and the amount owed is poor policy. If the check is not honored by the bank, your office will suffer the loss not only of the amount of the check but also of the amount returned in cash.

8.
Name and compare the four kinds of endorsements.

· The four kinds of endorsements are (1) blank endorsement, in which the payee simply signs his or her name on the back of the check; (2) restrictive endorsement, which specifies which bank and what specific account the funds are to be deposited in; (3) special endorsement, which names a specific person on the back of the check as payee; and (4) qualified endorsement, which disclaims future liability. This type of endorsement is used when the person who accepts the check has no personal claim in the transaction. 

9.
Discuss the actions necessary when a deposited check is returned.

· When a deposited check is returned, the maker should be contacted immediately, informed of the situation, and asked to remedy the situation either by immediately depositing funds in his or her account to cover the check or by paying the bill by alternative means-cash or money order.

10. Correctly write checks for bill payment.

· The medical assistant may be required to write checks on the practice account to pay bills. The process for writing a check is outlined in Procedure 22-1.

11. Prepare a bank deposit and appropriate office documents.

· Bank deposits should be made on a daily basis. The process for preparing a bank deposit is outlined in Procedure 22-2.

12. Accurately reconcile a bank statement with the office checking account.

· Bank statements should be reconciled as soon as they arrive at the physician’s office or should be printed from the bank’s website for reconciliation. The process for reconciling a bank statement is outlined in Procedure 22-3.

STUDENT ACTIVITIES

1.
Invite a banking professional to speak to the class about current and future trends in banking.

2.
Prepare a report that follows a check from the point that it is written until it clears the maker’s bank account.

3.
Obtain a bank statement and reconcile the statement to the balance in the checking account.

4.
Provide exercises that contain a beginning balance, several disbursements, and then require the student to determine the correct ending balance.

5.
Practice the correct method of writing checks.

6.
Discuss the various types of endorsements and when each is appropriate.

7.
Assign a local bank to groups of students. Have the students interview a banking professional from each bank to determine what it offers the small business client in checking accounts.

8.
Discuss the use of a power of attorney in the banking world.

9.
Prepare a report about online banking and present it to the class.

10.
Research information about ABA numbers and locate a guide that explains the meanings of the various numbers on the checks.

CHAPTER 22 STUDY GUIDE ANSWER KEY

VOCABULARY REVIEW
Fill in the blanks with the correct vocabulary terms from this chapter.

1. Judy was unaware that checks were processed through clearinghouses before they arrived at her bank.

2. Because Alicia was the person who wrote the check, she was considered to be the maker.
3. When the Blackburn Clinic purchased the ultrasound machine, they paid $10,000 toward the principal so that they would be charged less interest.

4. Pamela wrote a check to Samantha, so Pamela is the payor and Samantha is the payee.
5. The holder of a check is the person who is presenting it for payment and may not be the person named as the payee.

6. Grace studied the Uniform Commercial Code, which is a series of laws that regulates sales of goods, commercial paper, secured transactions in personal property, and many aspects of banking.

7. First National Bank is considered the drawee for Dr. Lupez’ business checking accounts.

8. Instruments that are legally transferable to another party are considered negotiable.
9. Rhonda made several disbursements from the clinic checking account to pay monthly bills and order supplies.

10. As soon as the monthly bank statement arrives, Rhonda does a reconciliation to make certain that the statement and checkbook balance are in agreement.

SKILLS AND CONCEPTS

Part I: Short Answer Questions

Provide the answers to the questions in the blanks below.
11. List the four requirements of a negotiable instrument.

a. Be written and signed by a maker
b. Contain a promise or order to pay a sum of money
c. Be payable on demand or at a fixed future date
d. Be payable to order or bearer
12. Name several advantages to online banking.

Answer: Advantages may include the following:

· speed

· accessibility 24 hours a day

· fast access to account information

· ability to check balances anytime

· ability to check account information from any computer

13. Why is customer service such an important aspect of today’s medical offices?

Answer: Patients expect to be treated with exceptional customer service. Because the physician’s office provides a service to the patients and because it is, in fact, a business, the patients should be respected and given good service. The days of patients waiting for hours to see doctors have passed, and the physician who does not consider customer service as a daily part of the office routine will be much less successful than the physician who cares about the patients’ time and satisfaction with the way they are treated in the medical facility. 
14. List and describe seven types of checks. 
a. bank draft
b. cashier’s check
c. certified check
d. limited check
e. money order
f. traveler’s check
g. voucher check
15. Describe each type of endorsement.

a. blank

Answer: The payee signs only his or her name. This makes the check payable to the bearer. It is the simplest and most common type of endorsement on personal checks but should be used only when the check is to be cashed or deposited immediately.

b. restrictive

Answer: This specifies the purpose of the endorsement. A restrictive endorsement is used in preparing checks for deposit to the physician’s checking account.
c. special

Answer: This endorsement includes words specifying the person to whom the endorser makes the check payable.

d. qualified

Answer: The effect of the endorsement is qualified by disclaiming or destroying any future liability of the endorser. Usually the words “without recourse” are written above by an attorney who accepts a check on behalf of a client but who has no personal claim in the transaction.
16. List five reasons that checks should be deposited promptly.

a. A stop-payment order may be placed.
b. The check may be lost, misplaced, or stolen.
c. Delay may cause the check to be returned because of insufficient funds.
d. The check may have a restricted time for cashing.
e. It is a courtesy to the payor.
17. Provide five guidelines for check acceptance.

Answer: Guidelines may include the following:

· Scan the check carefully for the correct date, amount, and signature.

· Do not accept a check with corrections on it.

· If you do not know the person presenting a personal check, ask for identification and compare signatures.

· Accept an out-of-town check, government check, or payroll check only if you are well acquainted with the person presenting it and it does not exceed the amount of the payment.

· Acceptance of a third-party check is generally unwise. A third-party check is one made out to your patient by a party unknown to you. A check from the patient’s health insurance carrier is an exception.

· When accepting a postal money order for payment, make certain it has only one endorsement. Postal money orders with more than two endorsements will not be honored.

· Do not accept a check marked “Payment in Full” unless it does pay the account in full up to and including the date on which it is received. If a check so marked is less than the amount due, you will be unable to collect the balance on the account once you have accepted and deposited such a check. It is illegal for you to scratch out the words “Payment in Full.”

· Accepting checks written for more than the amount due and returning cash for the difference between the amount of the check and the amount owed is poor policy. If the check is not honored by the bank, your office will suffer the loss not only of the amount of the check but also of the amount returned in cash.

18. List three reasons that an individual might stop payment on a check.

a. Loss of a check
b. disagreement about a purchase
c. disagreement about a payment
19. Explain the ABA number and what each part of the number means.

Answer: The American Bankers Association (ABA) number is part of a coding system originated by the ABA. It appears in the upper right area of a printed check. The number is used as a simple way to identify the area in which the bank on which the check is written is located and the particular bank within the area. The code number is expressed as a fraction, for example:

90-1822

1222

In the top part of the fraction, before the hyphen, the numbers 1 to 49 designate cities in which Federal Reserve banks are located or other key cities; the numbers from 50 to 99 refer to states or territories. The part of the number that follows the hyphen is a number issued to each bank for its own identification purposes.

20. List the three basic steps for preparing a deposit slip.

a. List all checks on the back of the deposit slip.

b. Transfer the total to the front of the slip.

c. Enter the amount of the total deposit on the deposit slip stub.

Part II: Writing Checks for Disbursement of Funds


Write checks to pay the following bills. The beginning balance in the checkbook is $4562.79.

21. Write check #5648 to the American Medical Association for $356.00 for new coding books. 


Balance: $4206.79

22. Write check #5649 to the Blackburn Utility Company for $46.90 to pay the water bill.


Balance: $4159.89

23. Write a check for the office mortgage payment to First National Bank, in the amount of $1,700.00. Use check #5650.


Balance: $2459.89

24. Write check #5651 to pay a pharmacy bill of $98.34.


Balance: $2361.55

25. Determine the balance of the account after the funds in questions 21 to 24 have been deducted.


Balance: $2361.55

Part III: Writing Refund Checks

Write checks for the following refunds. Use the ending balance from question 25 to determine the final balance in the checking account.

26. Ms. Patty Bailey should receive a refund in the amount of $34.55 for an overpayment. Use check #5652.


Balance: $2327.00

27. Write a check for Julie Smithy for $224.12. Her insurance company paid more than expected, so she is entitled to a refund. Use check #5653.


Balance: $2102.88

28. Cindy Chan paid $10 more than she owed when she was seeing Dr. Hughes. Refund her money using check #5654.


Balance: $2092.88

29. Carter Graves decided to postpone his knee surgery when his wife suddenly became ill. Use check #5655 to refund his $500 deposit.


Balance: $1592.88

30. Determine the balance of the checking account after the funds in questions 26 to 29 have been deducted.


Balance $1592.88 
Part IV: Prepare a Bank Deposit

Prepare a bank deposit detail (Work Product 22-1) for a $2230.00 deposit using the information in questions 31 to 34.
31. Cash receipts total $646.68; $2.68 was in coins.

32. Check payments were #2387 for $67.00 from Sue Patrick and #460 for $50.00 from Ronald Rodriguez.

33. Credit card payments were $25.00 and $67.00. Pam Adtkins paid the $25.00 payment, and Brad Wilson paid the $67.00 payment.

34. An insurance payment for Alejandro Sanchez arrived in the amount of $1374.32. The payment was from Aetna and was check #309.


Total deposit: $2230.00

Part V: Reconcile a Bank Statement

Reconcile the bank statement using the facts that follow.

35. The checkbook balance is $4616.96.

36. The statement balance is $6792.79 (this amount includes the deposit of $2230.00—do not add that amount in again).

37. Three checks are outstanding: check #5648 for $356.00; check #5649 for $46.90; and check #5650 for $1770.00. 


Total outstanding checks: $2172.90

38. Does the checkbook reconcile with the statement?


Answer: Yes

CASE STUDY

The Internet has changed the way that business is conducted, both in the United States and beyond the U.S. borders. Some individuals are quite comfortable in making purchases and paying bills on the computer. How safe are these practices? How can the medical assistant know that online bill-pay services are safe and secure? Research this information, and prepare a report for the class. Answers will vary.

WORKPLACE APPLICATION

The more versatile the medical assistant is, the more valuable he or she will be to the physician-employer. Often, new graduates hesitate in asking patients to pay their accounts. However, the MA who is able to collect patient accounts increases the cash flow in the office. How might the medical assistant gain useful skills in the area of collections? 

INTERNET ACTIVITIES
1. Explore several types of billing software. Determine which seems to be the best option for a medium-sized family practice clinic. Pay special attention to software that has banking features.

2. Investigate the history of banking, and prepare a report for the class.

3. Research safety measures that are designed to keep confidential banking information private. How do privacy policies affect Internet banking? How can the medical assistant ensure that private information remains private? Prepare a paper or report for the class on this subject.

CHAPTER 22 QUIZ

1.
The ABA number is on the bottom of a check.


Answer: False

2.
Always write the check stub first.
3.
A voucher check has an itemized stub.

4.
Why might an individual stop payment on a check?


Answers may include the following:

· Loss of a check

· Disagreement about a purchase

· Disagreement about a payment

5.
Check washing is a type of fraud (theft would also be an acceptable answer).

6.
The person presenting a check for payment is the holder.
7.
The person who writes a check is the drawer.

8.
The person named on a check as the recipient of the amount shown is the payee.
9. Funds paid out are called disbursements.
10. M-banking is banking by mobile phone or wireless devices.
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