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COURSE DESCRIPTION:  This course introduces medical office administrative procedures not covered in Medical Administrative Procedures I. Topics include fees, credit, and collections, banking, bookkeeping, Payroll, and computerized finance applications.  Upon completion students should be able to manage financial aspects of medical offices. 
CREDIT HOURS 

Theory

2 credit hours

Lab


1 credit hour

Clinical

0 credit hours

Total


3 credit hours

Total contact hours - 5
NOTE: Theory credit hours are a 1:1 contact to credit ratio.  Colleges may schedule lab hours as 3:1 and/or 2:1 contact to credit ratio.  Clinical hours are 3:1 contact to credit ratio. Practicum 5:1 contact to credit ratio.  (Ref Board Policy 705.01)
PREREQUISITE COURSES 
None
CO-REQUISITE COURSES 
None
INSTRUCTIONAL GOALS  

· Cognitive - Comprehend foundational knowledge of medical assistant administrative procedures.
· Psychomotor - Apply foundational knowledge related to medical assistant administrative procedures.
· Affective – Value the importance of attention to detail, ethics, and accuracy when performing office financial record keeping.
PROFESSIONAL COMPETENCIES

· Perform financial record keeping related to fee schedules, billing, and credit and collections.
· Value the importance of attention to detail, ethics, and accuracy when performing office financial record keeping.
· Perform common banking activities for a medical office.
· Perform common bookkeeping activities for a medical office.
· Perform common payroll activities for a medical office.
· Utilize computerized office billing systems to manage medical office accounts.

PROFESSIONAL COMPETENCIES/OBJECTIVES

Unless otherwise indicated, evaluation of student’s attainment objectives is based on knowledge and skills gained from this course.  Competencies specified for each module may be set by certification agencies, national and state codes, health care facility policies, locally developed lab/clinical assignments, or any combination.  Students are expected to utilize relevant technology for client care and documentation.  This course is based on current national credentialing bodies.

STUDENT LEARNING OUTCOMES
	MODULE A - FEES, CREDIT, AND COLLECTIONS

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

Indicators

	A1.0
Perform financial record keeping related to fee schedules, billing, and credit and collections.
	A1.1
Given various financial requirements perform the necessary activities to bill and collect for services.
	2

	A2.0
Value the importance of attention to detail, ethics, and accuracy when performing office financial record keeping.
	A2.1
This competency is measured affectively.
	A

	LEARNING OBJECTIVES 

	A1.1.1
Discuss the various types of fee schedules commonly found in medical office operations and the role of the medical assistant.

A1.1.2
Describe various methods of billing for services.

A1.1.3
Summarize major credit and collection laws.

A1.1.4
Describe various methods of collecting payment for services.

A1.1.5
Describe considerations for actions taken for non-payment of services.
	2
2

1

2

2

	MODULE A  OUTLINE:

· Fee schedules

· Types

· Hardship cases

· Medicare

· Medicaid

· Private insurance

· State/federal insurance

· Billing

· Cycle billing

· Multi-purpose billing form

· Credit/Debit card

· Billing Services

· Credit and collection laws

· Fair Debt Collection Practices Act

· Equal Credit Opportunity Act

· Federal Truth In Lending Act

· Fair Credit Billing Act

· Collections

· Telephone collections

· Collection letters (performance)

· Collection agencies

· Small claims court

· Estate claims


· Bankruptcy


	MODULE B - BANKING

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

Indicators

	B1.0
Perform common banking activities for a medical office.
	B1.1
Given a medical office account perform necessary activities to record and reconcile financial accounts.
	2

	LEARNING OBJECTIVES 

	B1.1.1
Describe aspects of accounts commonly used in medical offices.
B1.1.2
Differentiate between various types of financial transactions. 

B1.1.3
Describe the steps involved in reconciling banking statements.

B1.1.4
Describe considerations for online banking. 
	2
2

2

2

	MODULE B  OUTLINE

· Common medical office accounts

· Savings

· Checking

· Types of financial transactions

· Cashier’s

· Certified

· Personal

· Electronic

· Traveler’s

· Types of endorsements

· Bank deposits

· Automated teller machines

· Reconciling bank statements

· Online banking


	MODULE C - BOOKKEEPING

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

Indicators

	C1.0
Perform common bookkeeping activities for a medical office.
	C1.1
Given medical office account information perform associated bookkeeping activities.

Samples of behavior:

· Posting patient account information

· Handling cash funds

· Perform accounts payable activities
	2

	LEARNING OBJECTIVES 

	C1.1.1
Describe elements of patient’s accounts.
C1.1.2
Describe the types of entries found on Day Sheets to include posting charges, adjustments, payments, and accounts receivables.
C1.1.3
Differentiate between types of cash funds.
C1.1.4
Describe the bookkeeping practices for accounts payable.
	1
1

2

2

	MODULE C  OUTLINE

· Patient Accounts

· Ledger cards

· Charges

· Payments

· Adjustments

· Day Sheets

· Posting charges, adjustment, payments

· Accounts receivable control

· Cash funds

· Petty cash

· Change drawer

· Accounts payable


	MODULE D - PAYROLL

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

Indicators

	D1.0
Perform common payroll activities for a medical office.
	D1.1
Given scenarios involving medical office personnel perform payroll activities.
Samples of behavior

· Determine amount of compensation

· Determine deductions

· Perform payroll activities
	2

	LEARNING OBJECTIVES 

	D1.1.1
Discuss wage and hour laws.
D1.1.2
Differentiate between various types of pay to include wages, salaries, bonuses, and overtime.

D1.1.3
Describe how to configure compensation for direct deposit.

D1.1.4
Describe various types of deductions commonly used to determine compensations.
	2
2
2

2

	MODULE D  OUTLINE

· Types of pay

· Wage and hour law

· Salaries

· Overtime
· Bonus
· Direct deposit

· Deductions

· W2

· W4

· FICA

· Federal/state income tax

· Medicare

· Optional payroll deductions

· Dues

· Charitable

· Memberships

· Other

· Retirement contributions

· Federal tax deposits


	MODULE E - COMPUTERIZED FINANCE APPLICATIONS

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

Indicators

	E1.0
Utilize computerized office billing systems to manage medical office accounts.


	E1.1
Given a scenario related to medical office financial activities, use specified software to perform all elements of records management and bookkeeping.
	3

	LEARNING OBJECTIVES

	This module represents a capstone activity.  Colleges may use practice management software as available to the college.  Learning objectives are specified by the software used for this capstone activity.
	3


LEARNING OUTCOMES Table of specifications

The table below identifies the percentage of learning objectives for each module.  Instructors should develop sufficient numbers of test items at the appropriate level of evaluation. 
	
	Limited Knowledge and Proficiency
	Moderate Knowledge and Proficiency
	Advanced Knowledge and Proficiency
	Superior Knowledge and Proficiency

	KSA
	1
	2
	3
	4

	Module A
	20%
	80%
	0
	0

	Module B
	0
	100%
	0
	0

	Module C
	50%
	50%
	0
	0

	Module D
	0
	100%
	0
	0

	Module E
	0
	0
	100%
	0


	Learner’s Knowledge, Skills and Abilities

	Indicator
	Key Terms
	Description

	1
	Limited Knowledge and Proficiency
	· Recognize basic information about the subject including terms and nomenclature.

· Students must demonstrate ability to recall information such as facts, terminology or rules related to information previously taught.  

· Performs simple parts of the competency.  Student requires close supervision when performing the competency.

	2
	Moderate Knowledge and Proficiency
	· Distinguish relationships between general principles and facts. Adopts prescribed methodologies and concepts.

· Students must demonstrate understanding of multiple facts and principles and their relationships, and differentiate between elements of information.  Students state ideal sequence for performing task. 

· Performs most parts of the competency with instructor assistance as appropriate.

	3
	Advanced Knowledge and Proficiency
	· Examines conditions, findings, or other relevant data to select an appropriate response.  

· The ability to determine why and when a particular response is appropriate and predict anticipated outcomes. 

· Students demonstrate their ability to seek additional information and incorporate new findings into the conclusion and justify their answers.

· Able and willing to perform tasks independently..

	4
	Superior Knowledge and Proficiency
	· Assessing conditions, findings, data, and relevant theory to formulate appropriate responses and develop procedures for situation resolution. Involves higher levels of cognitive reasoning. 
· Requires students to formulate connections between relevant ideas and observations. 

· Students apply judgments to the value of alternatives and select the most appropriate response. 

· Can instruct others how to do the competency.

· Performs competency quickly and accurately.

	A
	Affective Objective
	· Describes learning objectives that emphasize a feeling tone, an emotion, or a degree of acceptance or rejection.  
· Objectives vary from simple attention to selected phenomena to complex but internally consistent qualities of character and conscience. 
· Expressed as interests, attitudes, appreciations, values, and emotional sets or biases.
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