SOP Template: Receipt and Proof-of-Purchase
Standards

This SOP defines the receipt and proof-of-purchase standards required for accurate transaction verification,
financial record-keeping, and compliance with company policies. It outlines the process for issuing, collecting, and
validating receipts, ensuring they include essential details such as date, items purchased, payment method, and
authorized signatures. The procedure also covers the handling of electronic and paper receipts, retention periods, and
proper documentation for audits and customer service inquiries. The goal is to maintain transparency, support
accounting accuracy, and enhance customer trust through standardized receipt management practices.

1. Purpose

To standardize the process of issuing, collecting, and maintaining receipts and proofs-of-purchase for all transactions,
thereby ensuring transactional accuracy, record-keeping, and policy compliance.

2. Scope

This SOP applies to all employees involved in sales, finance, procurement, and customer service functions where
receipts or proofs-of-purchase are issued, received, or reviewed.

3. Receipt Standards

Required Receipt o
Components Description
Date of Transaction The full date (and time, if applicable) when the transaction occurred.

Description of items/services purchased, including quantities, SKUs, or

Transaction Details . :
item numbers as applicable.

Indication of how the transaction was paid (e.g., cash, credit card, check,

Payment Method electronic transfer).
Amount Total transaction amount (before and after taxes, if applicable).
Unique

: . A serial or reference number for tracking and retrieval.
Receipt/Transaction ID

Issuing Entity Details Company name, contact information, and location/address.

Physical or electronic signature of the issuer (if required by company

Authorized Signatures policy).

4. Procedures

1. Issuing Receipts
o Provide a receipt for every transaction, both to the customer and for internal record-keeping.
o Ensure all required receipt components are correctly filled in and legible.
2. Collecting and Validating Proofs-of-Purchase
o Confirm receipt authenticity (e.g., check for valid transaction IDs, authorized signatures, company details).
o Verify the details against sales or procurement system records during audits or returns.
3. Handling Electronic and Paper Receipts
o Qrganize electronic receipts in secure, properly labeled digital folders with backup protocols.
o Paper receipts must be scanned and stored as digital copies to minimize loss and facilitate retrieval.
4. Retention Periods
o Maintain electronic and paper receipt records for at least 7 years, or as mandated by local regulations.
o Securely dispose of obsolete records using approved destruction methods (shredding, digital erasure).
5. Documentation for Audits and Inquiries
o Ensure all receipts are promptly accessible for audit requests and customer service issues.
o Document any discrepancies or exceptions per company policy.



5. Responsibilities

Sales/Service Teams: Issue receipts at the point of transaction.

Finance/Accounting: Maintain receipt records and reconcile with transaction logs.
Audit/Compliance: Review adherence to receipt standards and retention requirements.
IT/Data Management: Support secure storage and backup of electronic receipts.

6. Compliance and Review

This SOP should be reviewed annually or as changes to regulations, technology, or business processes require. Non-
compliance may result in disciplinary action or financial audit penalties.
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