
SOP Template: Acceptable Modes of Payment and
Processing Steps
This SOP details the acceptable modes of payment and processing steps to ensure accurate and efficient
transaction handling. It covers approved payment methods including cash, credit/debit cards, mobile payments, and
electronic transfers. The procedure outlines step-by-step processing protocols, verification requirements,
documentation standards, and security measures to prevent fraud and errors. The goal is to maintain seamless
payment processing that complies with organizational policies and enhances customer satisfaction.

1. Purpose
To define the acceptable payment modes and establish standardized procedures for their receipt, processing, and
documentation.

2. Scope
This SOP applies to all personnel involved in processing financial transactions within the organization.

3. Acceptable Modes of Payment

Payment Mode Description Examples

Cash Physical currency received in person. Bills, Coins

Credit/Debit Cards Accepted via secure POS terminals or online gateways. Visa, MasterCard, etc.

Mobile Payments Payment via certified mobile financial applications. Apple Pay, Google Pay, PayPal

Electronic Transfers Bank-to-bank electronic funds transfer. Wire, ACH, EFT

4. Payment Processing Steps
1. Initiate Payment

Identify type of transaction and payment mode.
Provide payment options to customer/client.

2. Verification
Verify customer identity (if required).
Inspect payment instrument for authenticity/validity.

3. Processing
For cash: Count cash in presence of payer, issue receipt immediately.
For cards: Process payment via terminal/gateway, obtain authorization, receive confirmation.
For mobile/electronic: Confirm transfer via official channel, obtain reference number/transaction ID.

4. Documentation
Record transaction details (date, amount, payer, reference number) in the system.
Issue receipts/invoices as required.
Retain physical or digital records according to policy.

5. Security & Reconciliation
Implement anti-fraud checks and approvals for high-value payments.
Reconcile all transactions at end of day/shift with reports.
Report discrepancies immediately per escalation guidelines.

5. Security and Fraud Prevention
Use secure payment terminals and encrypted networks.
Restrict access to payment processing platforms to authorized personnel.



Monitor for suspicious or unusual transactions.
Report suspected fraud to management immediately.

6. Documentation Standards
Ensure all transactions are logged in the financial system.
Retain supporting documents (receipts, payment confirmations) for the required retention period.
Comply with applicable data privacy and confidentiality requirements.

7. Review and Compliance
This SOP will be reviewed annually or as needed.
All staff must adhere to the outlined procedures to ensure compliance.

8. References
Company Financial Policy Manual
Payment Card Industry Data Security Standard (PCI DSS)
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