SOP Template: Billing, Payment Handling, and Receipt
Issuance Process

This SOP details the billing, payment handling, and receipt issuance process, encompassing the generation of
accurate invoices, secure payment processing methods, timely recording of transactions, and issuance of official
receipts. It aims to ensure financial accuracy, transparency, and customer satisfaction by standardizing procedures for
billing, accepting various payment modes, managing payment discrepancies, and documenting all financial exchanges
efficiently.

1. Purpose

To outline standardized procedures for billing, payment collection, and issuance of receipts to maintain financial integrity,
transparency, and enhance customer experience.

2. Scope

¢ All business units responsible for billing and payment processing
¢ Applicable to all customers and financial transactions

3. Roles and Responsibilities

Role Responsibility
Billing Staff Prepare and issue accurate invoices
Cashier/Accounts Receivable Accept and process payments, issue receipts
Finance Manager Oversee process, resolve discrepancies, and approve adjustments
Customer Service Respond to customer queries related to billing and payment

4. Procedure

4.1 Invoice Generation and Billing

1. Collect all necessary customer information and transaction details.

2. Generate an invoice using the approved accounting or ERP system, ensuring accuracy of amounts, dates, and
service/product descriptions.

3. Assign a unique invoice number and date to each invoice.

4. Send the invoice via official communication channels (e.g., email, postal mail, customer portal).

4.2 Payment Handling

1. Accept payments through approved modes (e.g., cash, credit/debit card, bank transfer, online payment
portals).
2. Verify payment details:
o Confirm amount matches invoice
o Authenticate transaction (e.g., signature, payment confirmation)
3. Record the transaction in the financial system promptly.
4. Reconcile received payments daily to ensure all invoices are matched.

4.3 Payment Discrepancy Management



1. Ifa payment discrepancy is identified (e.g., underpayment, overpayment, disputed amount), notify the Finance
Manager immediately.

2. Investigate the discrepancy, communicate with the customer if necessary, and resolve as per company
guidelines.

3. Document all actions taken and outcomes for audit purposes.

4.4 Receipt Issuance

1. Upon receipt of full payment, issue an official receipt that includes:

o Receipt number and date

o Customer information

o Payment amount and method

o Reference to invoice number

o Authorized signature or electronic validation
2. Deliver the receipt to the customer via their preferred communication channel.
3. Archive a copy of the receipt as per company record retention policy.

5. Documentation and Record Keeping

¢ Allinvoices, payment records, and receipts must be securely stored (physical or electronic) as per the
company's data retention policy.
¢ Ensure confidentiality and compliance with data protection regulations.

6. Review and Updates

e This SOP shall be reviewed annually or as necessary to incorporate changes in regulations, technology, or
business processes.
¢ All updates must be approved by the Finance Manager.
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