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Kaplan University School of Health Sciences 


HS210 Medical Office Management 


COURSE # 


Unit 8 Assignment:  


Patient Ledger and Bank Deposit Slip 
 
Unit outcomes addressed in this Assignment: 
 


 Perform billing and collection procedures.  
 Post adjustments.  
 Process a credit balance. 
 Process refunds, non-sufficient fund (NSF) checks, collection agency payments.  
 Prepare a bank deposit.  
 Post entries on a day sheet.  
 Perform accounts receivable procedures.  


 
Course outcomes assessed/addressed  in this Assignment: 
 
HS210-1: Perform bookkeeping and operational procedures in a healthcare setting. 
 
Instructions 


Part 1: Patient Ledger 


 Download from Doc Sharing the "PT Day sheet Ledger Template".  


 Work through the information provided in the template to fill in the ledger. 


Part 2: Bank Deposit Slip 


 Download the Bank Deposit Detail Template from Doc Sharing 


 Fill in the bank deposit sheet using the information supplied on the bank 
deposit form. 


Submitting Your Work 


For directions on how to submit your work and review your graded Assignments, refer to the 
Dropbox Guide found on the Academic Tools tab. Make sure that you save a copy of your 
submitted work. 
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Kaplan University School of Health Sciences 


HS210 Medical Office Management 


COURSE # 


Unit 8 Assignment Grading Rubric =  50 points 


Assignment Requirements 
Points 


possible 


Points 
earned by 
student 


Completed all sections of the patient ledger with correct 
information. 


0-25  


Completed all sections of the patient deposit slip with 
correct information. 


0-25  


Total (Sum of all points) 50  


Points deducted for spelling, grammar, and/or APA errors.  


Adjusted total points  


Instructor Feedback: 
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