SOP Template: Issuance of Official Fee Receipts and
Documentation

This SOP defines the process for the issuance of official fee receipts and documentation, ensuring accurate,
timely, and secure generation and distribution of payment receipts. It covers the standard operating procedures for
recording payments, issuing receipts in compliance with regulatory requirements, maintaining proper documentation,
handling discrepancies, and ensuring transparency and accountability in financial transactions. The SOP aims to
provide clear guidelines for staff to manage fee collection and documentation efficiently while safeguarding
organizational records.

1. Purpose

To establish standardized procedures for the issuance of fee receipts and documentation, ensuring accuracy,
compliance, and transparency in all financial transactions.

2. Scope

This SOP applies to all staff members responsible for receiving, processing, and recording payments, as well as
issuing official fee receipts within the organization.

3. Responsibilities

¢ Cashiers/Finance Personnel: Receive payments, generate receipts, and ensure accurate entry in records.

¢ Supervisors/Managers: Review and verify transaction records, resolve discrepancies, and ensure
compliance with SOP.

¢ Audit/Compliance Team: Perform periodic checks and audits of the records and procedures.

4. Procedure

1. Receipt of Payment:
o Accept payment through approved methods (cash, cheque, bank transfer, etc.).
o Verify payment details (amount, payee, purpose).
2. Recording the Payment:
o Enter payment details into the official recordkeeping system immediately upon receipt.
o Include the payer's name, transaction date, amount, payment method, and reference number.
3. Issuance of Receipt:
o Generate an official receipt using the approved template or system.
o Include the organization's logo, official receipt number, date, payer's name, purpose of payment,
amount, and authorized signature/stamp.
o Provide the original receipt to the payer and retain a copy (digital or physical) for records.
4. Documentation and Filing:
o File all supporting documents (payment slips, transaction records) systematically in secure storage.
o Ensure backup copies are stored to prevent loss.
5. Handling Discrepancies:
o Immediately report and document any discrepancy found during payment or reconciliation.
o Investigate and resolve discrepancies following internal policies.
6. Reporting and Reconciliation:
o Perform daily, weekly, or monthly reconciliation of payment records and receipts.
o Report summary of all issued receipts and any outstanding issues to management.



5. Compliance

¢ Allreceipts and records must comply with relevant laws, standards, and organizational policies.
¢ Maintain confidentiality and protect sensitive data at all times.

6. Reference Receipt Template

Field Description
Organization Logo/Name Official logo or name of the issuing organization
Receipt Number Unique serial number for tracking
Date Issued Date the receipt was generated
Payer Name Name of the person/organization making the payment
Purpose of Payment Reason/description of the payment
Amount Received Total amount collected
Payment Method Cash, cheque, transfer, etc.
Authorized Signature Signature or stamp of the issuing officer

7. Records Retention
¢ Maintain all fee receipt records and supporting documentation for a minimum of 5 years or as required by

law/regulatory policy.
¢ Ensure secure and organized storage for ease of retrieval and auditing.

8. Revision and Review

e This SOP is to be reviewed annually and updated as necessary to comply with evolving regulations and best
practices.
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