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Fillable Form Sales Receipt


A Sales Receipt is an official document that indicates the amount paid, the reason of payment and who made the payment on a certain date. 
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What is a Sales Receipt?

A Sales Receipt is a written or printed document an individual receives after purchasing a product or availing a service from an establishment. It serves as an acknowledgment that a transaction happened between a business and a client. Laws that govern the use of sales receipts vary depending on the location of the transaction, as a sales tax may be imposed.

For every product or service purchased from a business, a sales receipt should be provided no matter the method of payment the customer used. If you run a business, issuing a receipt is essential for calculating sales, auditing products being sold, and keeping track of tax liabilities. For customers, it useful for tracking expenses.

In general, a sales receipt includes specific details on the transaction that occurred, such as the information of a customer, the items he or she availed, and tax computations. An effective receipt should have the name of a business and its contact information. When past clients decide to purchase again, the contact information would be handy.

How to Fill Out a Sales Receipt?

As an acknowledgment that confirms a purchase, a sales receipt typically contains both the information of a vendor and a customer and the list of purchased goods or services, including the details of every item, such as quantity and amount. It also includes tax computations for legal purposes.

To fill out a sales receipt accurately, follow the guide below.

Company Name is for the business name of the vendor.

Address is for the complete address of the vendor, including city, state, and ZIP code.

Phone Number is for the contact number of the vendor.

Sold To:

Customer Name is for the name of the customer.

Address is the complete address of the customer, including city, state, and ZIP code.

Phone Number is for the contact number of the customer.

Receipt Number is for the unique receipt number for the transaction.

Receipt Date is the date when the transaction happened.

Sales Person is for the staff who handled the transaction.

Invoice Number is for the unique invoice number for the transaction.

Due Date is for the due date of the payment.

A sales receipt contains a table that shows the details of the purchased items, either products or services. For each product or service, the item number, description, quantity, unit price, and line total should be supplied. Once all purchased products and services are listed, proceed to the computation table.

The computation table shows subtotal, discount, sales tax, and shipping and handling. Provide all applicable information. Compute for the total due.

Lastly, select the mode of payment.
 








FILL ONLINE




Keywords: sales receipt template  receipt template  template for receipt  template for a receipt  receipt form template  receipt form pdf 









×






Are you looking for a different form?





Employee Evaluation

Fill Online





Employee Evaluation

Fill Online





Employee Evaluation

Fill Online












SEARCH FORM
































Are you looking for another form or document?





SEARCH FORM








































Please select the version for  Form





















 











Home    
Resources    
Support    
Pricing    
Privacy Policy    
Terms of Use    


About us    
Forms   Partners    
FAQ    
Contact



Advanced Document Editor    |    Document Management    |    Electronic Signature

Copyright © 2024 pdfrun.com    |    Crystal Lake Media. All Rights Reserved.






















Processing...




Please do not refresh this page or click on the back button.
















×







Schedule a Product Demo

Talk to us and find out if PDFRun is a good fit for your organization.





First Name *










Last Name *













Work Email *










Phone Number *













Company Name *










Company Size *

- Please Select - 
1-2
3-10
11-50
51-100
101-500
501-1000
Above 1000
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Thank you for contacting us.

Please check your email for more information.
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