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Locations:  University Eye Institute Central 
Registration at University of Houston 
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Procedure Name: Cash Handling Policy 
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Objective: 

To ensure proper cash handling procedures are implemented and utilized for the Cashiering Services provided for the 
University Eye Institute at the University of Houston. 

Procedures: 

1. All persons accepting cash (currency, money orders, checks, credit/debit cards) must be authorized to do so by the 
University of Houston. 

a. All employees authorized to handle credit card transactions shall complete required online credit card 
training prior to receiving first transaction and annually afterwards. Online training provided by the UH. 

b. All employees authorized to handle cash, including currency, money orders, and checks, shall complete 
required online cash handling training and certification prior to receiving assigned cash bag and annually 
thereafter. 
 

2. Each time cash is received in person, an acceptable form of receipt must be used: 
a. Receipt generated by MedTrak upon posting of TOS payment will be given to every patient.  
b. Document the cash transaction on the patient’s fee bill. 
c. At the EOD a calculator tape on cash will be run and once balanced placed in the deposit bag. 
d. MedTrak ATJ reports will be run by user & printed at end of day to include with   each deposit.  

 
3. Acceptable Forms of Payment: 

a. Cash, Checks/Money Orders 
b. Checks/Money Orders  must be made out to the “University of Houston” 
c. Checks/Money Orders must be restrictively endorsed “For Deposit Only” immediately upon receipt and 

include a cost center for deposit as part of the restrictive endorsement. 
d. Checks require a valid driver’s license or state issued identification to be swiped through the tele-check 

system. (when the individual writing the check does not have a valid driver’s license or state issued I.D.  a 
valid governmental picture passport, may be accepted as identification.  A photocopy will be scanned into 
ebridge with the fee bill) 

e. No foreign drafts (checks) are to be accepted. 
f. No foreign currency accepted (US funds only). 
g. Debit and/or credit cards (where authorized by the University of Houston Treasurer’s Office in accordance 

with the requirements of UH System Administrative Memoranda 03.A.06). 
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4. Receipt will be generated by MedTrak upon posting of time-of-service payments and a copy will be given 
to every patient in addition to credit card receipt.  

a. A duplicate credit card receipt will be placed into the deposit bag. 
 

5. Checks, money orders, and currency must be physically safeguarded and securely stored until transmitted to SFS, 
the Treasurer’s Office, or Donor and Alumni Records.  Per the University of Houston policy, locked filing cabinets or 
drawers or safes are acceptable storage mechanisms. 
 

6. Cash receipts are deposited as follows:  
a. Found monies are immediately turned over to the AMG Client Administrator who will notify the UH 

Department of Public Safety (DPS). 
 

7. Receipts from departmental sales are processed as described below. 
b. Unidentified deposits (those where the purpose and recipient of the payment cannot be identified, 

including gifts) are referred to the Treasurer’s Office for research and deposit to the university’s 
depository institution and recording in the unidentified receipts cost center. The Treasurer’s Office and 
the submitting department will research the source of funds to determine the appropriate cost center for 
the receipt of fund 
 

8. Deposit Timeliness: 
a. Credit card receipts must be accumulated and turned in with deposit daily.  
b. All monies received totaling $100 or more must have deposits created and given to the designated UH 

employee within one working day of receipt.  
c. Amounts less than $100 may be held no longer than five working days prior to deposit. 

 
9. Cashier Closing Procedures: 

a. Cash deposits must be prepared and reconciled by two AMG authorized employees. Each employee must: 
i. Independently verify placement of the funds into the deposit bag; and  

ii. Complete and sign the Cash Deposit Summary form. 
iii. Cash bag secured with lock by assigned cashier. 

b. Overages and Shortages of less than $20 on cash receipts are recorded to the UEI cashier’s reconciliation 
form and are reported to one of the AlteraMed Group Executive Team for appropriate personnel action. 

c. Cash deposits are made using authorized bank bags obtained from the University’s Cashier’s Office.  
d. The only items that can be placed into the bank bags are: 

i. Cash 
ii. Checks with remittance advices and other attachments removed 

iii. Money Orders 
iv. Coin (rolled if amounts allow) 
v. Accounting Transaction Journal (ATJ)  

vi. Calculator tapes 
vii. Completed deposit ticket with all checks listed separately. 

viii. University Eye Institute reconciliation form 

 

10. Offsite CBO/merchant card processing procedures 

a. Patient payments taken over the phone are immediately registered in the online merchant portal for 
processing. No credit card information is documented or retained on paper. PCI compliance procedures 
are to be followed at all times. 

 

 


