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Appointment/Scheduling Deposit Policy 
 
Efficient time management is critical to practice success. Last-minute cancellations and no-shows reduce patient access and result in significant production losses. While confirmation systems, financial plans, and patient education help mitigate these issues, a scheduling deposit policy may be necessary.  

A scheduling deposit policy requires patients to put money down to hold their appointment time for longer or larger procedures.  This deposit is then applied to treatment costs.  The details of the policy should be mapped out in advance by the owner and office manager.  A scheduling deposit policy can be implemented in offices that are seeing a loss of patient access and production due to last minute cancels and no shows.   

Considerations:  

· Is this type of policy a good fit for our clinic and situation?   
· Would length of procedure or dollar amount determine a deposit? 
· Would we charge a flat rate for the appointment or a percentage of treatment costs? 
· What is our cancellation policy?   
· Would the down payment be refundable if a patient cancels with appropriate notice? 
· How would the office post the payment in the ledger?  
· How is the policy communicated to the patient and what documentation is added to the chart?  

Guidelines:  

· The policy must be clearly communicated with the patient (preferably part of a signed policy kept with other patient documents).  
· Patients need to be told under what circumstances the deposit is refundable or forfeited.  
· You must apply the policy consistently to avoid discrimination claims. 
· Check any state-specific laws that may apply.   
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