SOP: Processing Payments and Issuing Receipts
Correctly

Purpose

This SOP details the procedures for processing payments and issuing receipts correctly, including verifying
payment information, handling different payment methods, accurately recording transactions, generating and issuing
receipts, and maintaining proper documentation. The objective is to ensure accuracy, transparency, and accountability in
all payment processing activities to provide reliable financial records and enhance customer trust.

Scope

This procedure applies to all employees responsible for accepting and processing payments and issuing receipts across
all departments.

Responsibilities

* Cashiers/Finance Staff: Execute the payment processing and receipt issuance as per this SOP.
e Supervisors: Oversee accuracy of transactions and compliance with procedures.
¢ Finance Department: Maintain records and perform periodic audits.

Definitions

Term Definition
Payment Methods Cash, Credit/Debit Card, Bank Transfer, Online Payment, Cheque, etc.

Receipt Document provided to the payer confirming payment receipt and details of the transaction.

Procedure

1. Verify Payment Information
o Confirm invoice or payment request details.
o Match customer/payer identification with records.
2. Accept Payment
o Identify payment method (see 'Payment Methods').
o Handle payment as per method-specific instructions.
o For cheque and electronic payments, confirm clearing before issuing receipt.
3. Record Transaction
o Enter payment details into the accounting system immediately.
o Double-check the entered amount, payer information, and transaction date.
4. Generate Receipt
o |ssue an official printed, electronic, or hand-written receipt containing:
s Payer name
Date and time
Amount paid and purpose
Payment method
Transaction/invoice number
= Issuer's signature or stamp (if applicable)
5. Distribute Receipt
o Deliver original receipt to the payer in-person or via email (for online payments).
o Retain a copy per company record-keeping policy.
6. Maintain Documentation
o Store records and copies securely and in an organized manner.
o Ensure all documentation is accessible for audits and future reference.

Payment Methods & Handling

Method Instructions



Cash Count cash in front of payer; issue receipt immediately; store cash securely.

Credit/Debit Card ~ Swipe or insert card; confirm transaction approval; retain customer signature copy (if required).

Bank Transfer Verify transaction confirmation from bank before issuing receipt.

Online Payment Check online platform records for payment confirmation.

Cheque Accept only crossed and accompanied by payer's identification; issue receipt after clearing.
Controls and Audit

e Conduct periodic reconciliation of cash and receipts with accounting records.
e Report and investigate any discrepancies immediately.
e Supervisors to review processes regularly for compliance.

References

e Company Financial Policy
e Accounting System User Guide
e Retention of Financial Documents Policy
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