Standard Operating Procedure (SOP)

Payment Processing and Receipt Issuance

This SOP details the procedures for payment processing and receipt issuance, covering payment methods,
transaction verification, payment recording, receipt generation, and distribution. It ensures accurate and timely processing
of payments, proper documentation for financial records, and provides customers with valid proof of payment to maintain
transparency and accountability in financial transactions.

1. Purpose

To outline the standardized steps for processing customer payments and issuing official receipts, ensuring accuracy,
transparency, and adherence to organizational financial policies.

2. Scope

This procedure applies to all staff involved in the acceptance, processing, and documentation of payments and the
issuance of receipts within the organization.

3. Responsibilities

¢ Cashiers/Accounts Staff: Collect payments, verify transactions, record payments, and issue receipts.
¢ Finance Manager: Verify compliance with the SOP and oversee reconciliation of records.
¢ Auditors: Conduct periodic reviews of payment and receipt records.

4. Payment Processing Procedure

1. Acceptable Payment Methods:
o Cash
o Credit/Debit Cards
o Online Transfers
o Checks (where applicable)
2. Transaction Verification:
o Confirm payer identity and payment purpose.
o Verify payment amount matches the invoice or charge due.
o Check validity of payment method (e.g., card authenticity, check clearance).
3. Payment Recording:
o Record payment details immediately in the accounting or point of sale system.
o Include payer name, amount, payment method, date, and invoice/reference number.

5. Receipt Issuance Procedure

1. Generate an official receipt using the approved system and receipt format.
2. Ensure the receipt contains:
o Date of payment
Amount received
Payer's details
Payment method
Unique receipt or transaction number
Purpose of payment or corresponding invoice number
o Authorized signature (where required)
3. Issue the receipt to the customer promptly, either as a printed document or electronic copy.
4. Retain a copy for organizational records according to the document retention policy.
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6. Exception Handling

¢ [fa paymentis declined or fails, notify the customer immediately and provide alternative options.
¢ Resolve discrepancies (over/underpayments) per organizational guidelines before completing the transaction.
¢ Report any suspected fraudulent transactions to the finance manager for further investigation.



7. Record Keeping and Reconciliation

e Store all payment and receipt records securely, in line with data protection and retention policies.
¢ Perform daily reconciliation of payment records against bank deposits and receipt copies.
¢ Maintain clear audit trails to facilitate periodic financial reviews.

8. References

¢ Financial Policies and Procedures Manual
e Accounting System User Guide
e Data Protection Policy

9. Revision History

Version Date Description Author

1.0 2024-06-07 | Initial SOP draft | Finance Department
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