TITLE:  
RESIDENT REFUND
DEPT:
ACCOUNTS RECEIVABLE
DATE: 
09/01/2017
POLICY
The Facility must ensure accurate and timely refunds within individual state regulations and after in-dept research to identify that all charges and payments have been posted accurately to the residents account.

PROCEDURES
Resident Refunds are usually issued for the following reasons:

· Deposit return

· Overpayment for services

· Early discharge/expired resident during the month that has prepaid

Processing the Refund:

· Complete the Resident Refund Request and attach copy of the Pre-Bill Statement.

· Bookkeeper must sign the form.
· Make copies of Resident Refund Request and Pre-Bill Statement and submit to the Service Center for approval.
· Submit a copy to the AP Bookkeeper at the Service Center to enter into LTC.
· Adjust the refund once an AP check has been issued.
Below are the instructions on how to complete the Resident Refund Request form (Exhibit 1).  

RESIDENT REFUND REQUEST INSTRUCTIONS

1. Date
The date the request is being  completed   

2. Facility Name
Your facility name

3. Resident Name
Resident’s name you are refunding

4. Resident Number
Number assigned by facility

5. Payee Name
Whom the check is to be made

6. Payee Address
Street address check is being sent to
7. City, State, Zip
City, State, Zip check is being sent to
8. Reason for refund
Explain reason for refund
9. Refund Amount
The amount to be refunded

10. A/R Bookkeeper Approval
Bookkeeper who researched account
11. Service Center Approval
VP of Finance must sign
12. Refund G/L Number   12500
Refund should be coded to this

Humphreys County Care & Rehab
RESIDENT REFUND REQUEST

1. Date –




2. Facility Name – 

3. Resident Name – 

4. Resident Number – 
5. Payee Name –  

6. Payee Address –  

7. City, State, Zip –  

8. Reason for Refund –
9. Refund Amount – 
10. A/R Bookkeeper Approval___________________________________

11. Service Center Approval____________________________________

12. Refund G/L Number   12500
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