SOP: Customer Transaction Processing and Receipt
Issuance

This SOP details the procedures for customer transaction processing and receipt issuance, encompassing steps
for accurate transaction recording, payment method verification, receipt generation, and issuance. It aims to ensure
efficient, transparent, and error-free handling of customer payments, enhance customer satisfaction, and maintain proper
financial documentation for audit and reconciliation purposes.

1. Purpose

To ensure all customer transactions are processed accurately and receipts are issued promptly and correctly, maintaining
records for transparency, reconciliation, and audit.

2. Scope

This SOP applies to all employees responsible for processing payments and issuing receipts at [Company Name],
covering all modes of customer payments.

3. Responsibilities

Role Responsibility

Cashier/Frontline Staff Process transactions, verify payment, issue receipts.
Supervisor/Manager Monitor compliance, resolve discrepancies, approve voids/refunds.
Accounts/Finance Reconcile transactions, maintain records, audit receipts.

4. Procedure

1. Transaction Initiation
o Receive payment request from customer (in-person, online, or via phone).
o Confirm transaction details: product/service, amount, and customer information.
2. Payment Method Verification
o Ask customer for preferred payment method (cash, credit/debit card, mobile payment, bank transfer, etc.).
o Verify authenticity (e.g., check banknotes, confirm card holder's identity, validate online payment
confirmation).
o I[fdigital/online payment, confirm transaction receipt before proceeding.
3. Transaction Recording
o Enter transaction details into POS system or financial software promptly and accurately.
o Double-check entered details before confirming the transaction.
o Assign transaction or reference number for tracking.
4. Receipt Generation
o Generate receipt via POS, accounting system, or pre-printed forms.
o Ensure receipt contains: date, unique number, amount, payment method, details of goods/services, and
issuer signature (if applicable).
5. Issuance of Receipt
o Hand over printed/digital receipt to customer immediately after payment.
o For online/email transactions, send receipt electronically within 24 hours.
o Retain a copy (physical or digital) for company records.
6. Reconciliation and Documentation
o Atend of shift/day, reconcile transaction records with actual payments received.
o Report discrepancies to supervisor/manager promptly.
o File/store all receipts and related documentation securely for audit purposes.

5. Controls and Compliance

e Access to transaction systems is restricted to authorized staff.
¢ Regular audits to ensure adherence to procedures and detect fraud/errors.
¢ Training for staff on latest payment technologies and fraud prevention.



6. References

e Company Financial Policy Manual
¢ Internal Audit Guidelines
e |ocal Regulatory and Tax Requirements

7. Revision History

Version Date Description Author

1.0 [YYYY-MM-DD] Initial Release [Name]
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