
SOP Template: Fee Receipt Issuance and
Documentation Standards
This SOP defines the fee receipt issuance and documentation standards to ensure accurate, consistent, and
transparent recording of all financial transactions. It includes guidelines for generating fee receipts, verifying payment
details, maintaining proper documentation, and ensuring compliance with organizational policies and regulatory
requirements. The purpose is to facilitate effective financial tracking, audit readiness, and improve accountability in fee
management processes.

1. Scope
This SOP applies to all staff responsible for fee collection, receipt issuance, and documentation within the organization.

2. Responsibilities
Accounts Department: Oversight of fee receipt processes, documentation, and storage.
Cashier/Front Desk: Generation and issuance of fee receipts, verification of payment.
Auditor/Reviewer: Periodic verification of receipting and documentation standards.

3. Procedure
1. Fee Collection:

Accept payment through approved channels (cash, cheque, electronic transfer, etc.).
Verify the payer's details before processing.

2. Receipt Generation:
Generate a unique, system-generated or pre-printed, sequentially-numbered fee receipt for every payment
received.
Include the following information on each receipt:

Receipt Number
Date of Transaction
Payer's Name and Details
Amount Received
Payment Method
Purpose/Description of Payment
Name and Signature of Receiving Staff

3. Verification of Payment Details:
Check the payment amount and details against the original invoice or payment request.
Flag and report any discrepancies immediately to the supervisor.

4. Documentation and Record-Keeping:
File a copy (physical or electronic) of each issued receipt with the payment records.
Update the accounting ledger or system with transaction information.
Ensure all records are stored securely and are easily retrievable for audit purposes.

5. Periodic Review and Audit:
Conduct regular audits to verify sequential receipt numbering and completeness of documentation.
Report audit findings to management and rectify identified gaps or inconsistencies.

4. Compliance
Adhere to all organizational financial policies, data protection, and record retention requirements.
Comply with relevant regulatory and audit standards.

5. Sample Fee Receipt Template

Field Example/Data

Receipt Number FEE-2024-001234

Date 2024-06-15

Payer's Name Jane Doe



Amount Received $500.00

Payment Method Bank Transfer

Description Tuition Fee â€“ Semester 1

Received by John Smith (Signature)

6. Revision History

Version Date Description of Change Approved by

1.0 2024-06-15 Initial creation Finance Manager
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