SOP Template: Receipt Issuance and Documentation
Standards

This SOP defines the receipt issuance and documentation standards, covering the proper procedures for
generating, issuing, and recording receipts. It ensures accuracy, consistency, and compliance with financial and legal
requirements by outlining the steps for documenting transactions, maintaining organized records, and safeguarding
against errors or fraud. This standardization facilitates transparent financial management, audit readiness, and effective
communication with clients and internal departments.

1. Purpose

To standardize the issuance, recording, and management of receipts for all financial transactions, ensuring compliance
with statutory and organizational requirements.

2. Scope

This SOP applies to all employees involved in generating, approving, issuing, and recording receipts across all
departments handling payments and transactions.

3. Responsibilities

Role Responsibility
Finance Department Oversight, template updates, compliance monitoring, and record retention.
Cashiers/Receipting Staff = Accurate issuance and recording of receipts; following documentation procedures.

Supervisors/Managers Reviewing, approving, and auditing receipt processes.

4. Procedure

1. Receipt Generation
o Use only authorized receipt templates or financial software that includes unique identifiers (e.g., sequential
numbering).
o Include essential transaction details: date, payer/payee name, amount, payment method, description of
transaction, and issuer signature/name.
2. Receipt Issuance
o Provide receipts immediately upon confirmation of payment.
o lIssue receipts as both physical (paper) and/or digital copies, as required by policy or client preference.
3. Documentation and Recording
o Log each receipt in the designated financial system or register, recording all transaction details.
o Ensure electronic backup or maintain a secure physical file of duplicate receipts for record-keeping.
4. Corrections and Voiding
o Document reasons for any corrections or voids, attaching supporting documents and obtaining supervisory
approval.
o Maintain an audit trail for all voided or adjusted receipts.

5. Controls and Safeguards

¢ Restrict access to receipt templates and numbering systems to authorized personnel only.
¢ Conduct regular audits of issued and voided receipts.
¢ Protect receipt documentation against unauthorized alteration, loss, or destruction.

6. Record Retention

¢ Maintain receipt records in accordance with legal and organizational retention schedules (e.g., minimum of 5 years).
e Store records securely and ensure availability for internal/external audits.



7. References

e Company Financial Policies and Procedures
¢ Applicable Tax and Compliance Regulations

8. Revision History

Date Revision Description Author

2024-06-01 1.0 Initial release Finance Team
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