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This guide shows you exactly how to fill out a receipt book, with step-by-step instructions, templates, and tips to stay accurate and organized.Whether you're running a small business or working as a freelancer, keeping clear and accurate financial records is essential—and that starts with properly filling out a receipt book. Recording each transaction
the right way helps you stay organized, maintain professional standards, and ensure compliance with tax or audit requirements.In this step-by-step guide, we’ll walk you through exactly how to fill out a receipt book correctly, using a clear template you can follow. You’ll also learn tips to avoid common mistakes and improve how you manage receipts
overall.Key Takeaways:A receipt book is essential for tracking transactions and proving payments.Follow clear steps to fill out receipts accurately and professionally.Include all key details: date, receipt number, customer info, items, and payment method.Avoid common errors to keep records accurate and easy to track.Use a receipt tracker to stay
organized and simplify audits or taxes.Upgrade to Tofu’s invoicing app for a faster, more professional solution.What is a Receipt Book, and Why is It Important?A receipt book is a physical record-keeping tool used to document sales, payments, or services exchanged between a business and its customers. Each page typically includes a pre-printed or
carbonless form that captures the transaction details, giving both parties a written copy of the deal.Receipt books play a key role in small business operations. They provide proof of payment, track income, and help ensure your financial records are accurate and complete. This becomes especially important during tax season, audits, or when resolving
disputes.They also complement your overall business invoicing process by offering a reliable way to record on-the-spot payments or smaller transactions that may not require a formal invoice.Beyond record keeping, using a receipt book also contributes to your professional image. Handing a customer a clean, well-organized receipt shows that you
take your business seriously and builds trust in your services.In short, a receipt book helps you stay organized, look professional, and be ready for anything, from routine accounting to unexpected financial reviews.How to Start Using a Receipt Book for Your BusinessSetting up a receipt book system is a simple but powerful way to keep your business
finances organized. Before you begin, it’s important to understand the basics of proper receipt handling and any legal requirements that apply in your region.Start by customizing your receipt book with key business information, such as your business name, address, and contact details, to ensure every receipt looks professional and can be traced
back to you. Then, make it a habit to document every transaction clearly and consistently.For small businesses, maintaining accurate and organized records is crucial. The IRS emphasizes the importance of keeping detailed records to monitor business progress, prepare financial statements, and support items reported on tax returns.Every receipt you
issue should include:Date of the transaction.A clear description of the products or services provided.Iltemized pricing.Total amount paid.Method of payment (cash, card, etc.)Understanding the difference between an invoice and a receipt is also essential. An invoice is a request for payment, while a receipt is proof that payment has been made. Using
the right document at the right time helps you maintain accurate financial records and avoid confusion with customers or accountants.By using your receipt book regularly and keeping it well-organized, you'll streamline your bookkeeping process and stay compliant with financial and tax guidelines.Step-by-Step Guide: How to Fill Out a Receipt Book
ProperlyFilling out a receipt book may seem simple, but doing it correctly ensures your records are organized, professional, and ready for tax season or audits. Follow these seven essential steps to fill out each receipt clearly and completely.Step 1: Write the Date of the TransactionStart by writing the exact date the transaction occurred. This is a
critical piece of information for tracking payments, reconciling records, and maintaining a timeline of business activity. Pairing the date with a receipt number ensures each entry is unique and easy to reference later.Step 2: Include the Name and Contact Information of the CustomerRecord the customer’s full name, along with their phone number,
email address, or mailing address. This information is helpful for follow-ups, customer service, or if questions arise about the transaction.Step 3: Describe the Products or Services ProvidedList each product sold or service delivered in clear detail. Include relevant information like brand, model, service duration, or custom notes when needed. This
improves transparency and helps with inventory tracking or financial analysis.Step 4: Add the Amount Charged for Each Item or ServiceNext to each item or service, write down the unit price and quantity, then calculate the total for that line. This breakdown helps both you and the customer understand exactly what was charged.Example Table
Format: Date Description Quantity Unit Price Total 2023-02-15 Product A 2 $10.00 $20.00 2023-02-15 Service B 1 $50.00 $50.00 Grand Total $70.00 Step 5: Record the Total Amount DueAfter listing individual charges, calculate the subtotal, apply any taxes, fees, or discounts, and write down the final total. This should be prominently displayed so it's
clear what the customer paid.Step 6: Include the Payment MethodSpecify how the customer paid—whether it was cash, credit card, bank transfer, mobile payment, or another method. This adds another layer of clarity and can assist in reconciling bank or POS records.Step 7: Provide a Unique Receipt Number for TrackingAssign a receipt number to
each transaction. This number should be unique and sequential to help with tracking, referencing, or resolving discrepancies in the future.Still using a receipt book? Upgrade to Tofu for faster, more professional invoicing—right from your phone.Go Digital with TofuWhile filling out a receipt book may seem straightforward, small errors can lead to big
headaches later. From inaccurate dates to missing customer details, even simple mistakes can cause confusion, disrupt your records, or make tax season more stressful.Here are some of the most common mistakes and how to avoid them: Mistake Why It Matters How to Prevent It Incorrect transaction date Can create inconsistencies in your records
or delay tax prep. Always double-check the date before writing. Missing customer information Makes it difficult to follow up or resolve disputes. Collect full name, contact info every time. Calculation errors Leads to inaccurate income reporting. Review all math and totals before finalizing. Illegible handwriting Causes confusion for customers and
accountants. Write clearly or consider pre-printed forms. No receipt number Makes tracking or organizing receipts difficult. Use a unique, sequential number for each one. Always take a few extra seconds to review your receipt before handing it to the customer. That small step can save you time, stress, and potential financial issues later.Avoiding
these common pitfalls helps ensure your records are clean, reliable, and easy to work with—whether you're preparing taxes, analyzing sales, or managing customer relationships.Best Practices for Organizing Your Receipt BookA well-organized receipt book is essential for maintaining accurate, accessible financial records, especially as your business
grows. Keeping things tidy not only helps during tax season but also supports better financial planning, smoother audits, and stronger professionalism.Follow these best practices to make your receipt book work for you:1. Use a Receipt Tracker or LogMaintain a separate list or spreadsheet to log each transaction recorded in your receipt book. This
tracker acts as a backup and makes it easy to cross-reference receipts by date, amount, or customer name. Businesses utilizing expense tracking tools can reduce costs by 15-30% in their first year, as these tools provide clear insights into spending patterns and areas for savings.2. Record Every DetailMake sure each receipt includes all essential
information:Transaction dateCustomer’s name and contact infoltem or service descriptionPrice per itemTotal amount paidPayment methodUnique, sequential numberCompleteness ensures accuracy and avoids confusion later.3. Stay Consistent and TimelyUpdate your receipt book immediately after each transaction. Delayed receipt submissions can
cause bottlenecks in expense processing and delay financial reporting. Delays often lead to missing or forgotten details, which can throw off your records. 4. Store Receipts SecurelyKeep your receipt book in a safe, dry, and easily accessible place—ideally near where you manage other business records. If you're on the go, make sure it’s stored in a
secure bag or case to prevent damage.How to Keep Your Receipt Book Secure and OrganizedYour receipt book isn’t just a log of sales—it’s a key part of your business’s financial foundation. Keeping it safe, accurate, and well-organized helps protect your records and ensures you can find important information when you need it.Use the Right Type of
Receipt BookChoosing the right receipt book can make a big difference in how efficiently you work and how well your records hold up over time. Carbonless receipt books are especially useful, as they automatically produce a duplicate copy of each receipt without the need for messy carbon paper. Receipt Book Type Security Features Organization
Benefits Carbonless Receipt Book Creates instant duplicates — one for you, one for the customer Makes it easy to keep and reference accurate records Traditional (with carbon paper) Requires manual carbon sheets, which can be misplaced or damaged Slightly more effort to manage, with higher error risk Tips for Keeping Your Receipt Book Safe
and Organized:Store it in a secure, dry place: avoid leaving it in vehicles, public areas, or unsecured drawers.Audit your receipts regularly: check for completeness and accuracy to catch mistakes early.Use a consistent organization method: file receipts by date, client, or transaction type to streamline future reference.Digitize as a backup: take photos
or scans of receipts regularly and save them in a secure digital folder.Final Thoughts: Simplifying Your Receipt Book ProcessUsing a receipt book is a reliable way to document payments, stay organized, and maintain accurate records, especially for businesses that are just starting out or prefer handwritten systems. It builds good habits and ensures
you're covered in case of audits, disputes, or tax season.But as your business grows, so do your needs. Manually writing receipts for every transaction can quickly become time-consuming, harder to track, and less professional in the eyes of your clients.If you're sending frequent receipts and managing more complex jobs, it may be time to move from
handwritten books to digital invoicing. Tofu makes that transition easy.The Tofu Invoicing App is designed for professionals who want a faster, more organized way to get paid. Tofu gives you:A fast, clean way to create and send professional invoices from your phone.Easy-to-use templates that save time and look polished.A mobile solution built for
professionals who invoice on the go.If you're ready to simplify your workflow and present a more professional image, Tofu makes invoicing easier. Try it today!Tofu lets you send sleek, branded invoices in minutes and keeps everything organized.Try Tofu TodayA receipt book is handy for recording payment transactions between your business and
customers. Each receipt serves as proof of payment and helps you keep records for accounting, taxes, and legal compliance. It’s especially useful when dealing with paper receipts for in-person or cash-based sales.How do I choose the right receipt book for my business?To choose the best receipt book, consider how often you need to make a receipt,
the type of transactions you handle, and whether you want carbon copies or carbonless duplicates. A receipt book that is easy to read and allows you to keep a copy of each transaction will help you stay organized and multiply your record keeping efficiency.What information should be included on a receipt?Every receipt should contain the date and
receipt number, the buyer’s contact details, a clear description of the products or services, quantity and price, the total amount, and the payment method. The information you write on each receipt ensures clarity and provides proof of purchase.How do I ensure that my receipts are in line with legal requirements?To meet legal standards, always
include complete information on the receipt, such as business and customer details, a breakdown of items, quantity, and price, the date, and a unique receipt number. In some cases, you may also need to sign the receipt to make it official. How do I keep my receipt book organized and secure?To stay organized, update your receipt book regularly, file
receipts by date or transaction type, and store it in a safe place. A carbonless receipt book makes it easier to keep a copy of each transaction without needing carbon paper, helping you maintain accurate, easy-to-track records.What are the benefits of using a carbonless receipt book?A carbonless receipt book automatically creates duplicate copies
without mess. This allows you to keep a copy for your records and give the original receipt to the customer, making it simple to write a receipt quickly and accurately while ensuring your records are complete.Can I use a receipt book for other types of transactions besides sales?Yes, a receipt book is handy for many types of business transactions
beyond sales, including rent collection, service payments, reimbursements, and delivery charges. No matter the transaction, be sure to include all relevant information on the receipt to ensure it’s easy to track and legally valid.How long should I keep my receipt book records?If you want to learn how to fill out a receipt book step-by-step, check out our
easy guide in the section above. It walks you through each part of the process—from writing the date and receipt number to filling in the information you write, such as item descriptions, quantity and price, and total amounts. A cash book is a financial journal or ledger used in accounting to record a business’s cash receipts and cash payments. It is a
journal for chronologically recording transactions and a ledger for maintaining the cash account balance.We will explore various types of cash books, such as single-column, double-column, single-entry, and double entry. Additionally, we will discuss the benefits of using an accounting package for your cash book management and introduce our Free
cash book template.A cash book is a comprehensive record of cash transactions in an accounting period, including receipts, payments, bank deposits, and withdrawals. It records the transactions of both bank account and cash accounts.Key features of a cash book:Cash Basis Accounting: Records when the cash is received or spent.Chronological
Record: Transactions are recorded in order, providing a clear timeline of cash activities.Detailed Information: Each entry typically includes the date, transaction description, amount received or paid, and the account affected.Dual Purpose: It functions as a journal for initial recording and a ledger for maintaining the running balance of cash.Multiple
Formats: Cash books can be single-column (cash only), double-column (cash and bank), or triple-column (cash, bank, and discount), depending on the complexity of the business’s transactions.If you run a small charity or record personal cash transactions, you are likely to use a single-column cash book. It will have columns for both cash receipts and
cash payments.There are several different ways of setting one up, including paper-based, excel spreadsheet or purchasing a book from a stationery supplier like Amazon.Using accounting software automatically records your transactions in the cash and bank accounts, eliminating the need for a manual record.A single-entry system is in its simplest
form, and you can either purchase a book from a retailer or create it in Excel. It will show cash receipts on one side and cash payments on the other. Each side will have several columns: date, details, reference, and amount.A simple example of a single-column cash book is below.Single Entry System in ExcelA double entry cash book is more advanced
and includes an analysis of the income or expenditure. It shows the bank adjustment and the income and expenditure analysis. An example of this is a business that wants to record the payment category so that it may add columns for rent, wages, utilities, general expenses, and others. It is also the same for sales; the business may sell different
services or goods.Here is an example of a double entry cash book.Example of Double Entry Cash BookWe have developed our Excel Cash Book Template, which many small businesses and charities use. All our templates are easy to use, free to download, and require no login or email. We have two spreadsheets: a standard version for small businesses
and an extended version for companies that need more rows or account codes.Below is a table showing the difference between the two cash book templates.Cash BookStandard VersionExtended VersionIlncome Codes35Expense Codes813Transaction Lines4095ChargeFreeFreeWe have developed a petty cash log for a business that uses petty cash. It
will keep track of all the money separate from the bank account. The template includes columns for different expenditure codes. It is helpful if you are using petty cash and accounting software, as you can post the totals to the correct expenditure codes.The simplest way to process transactions is by using accounting software. Many packages are
available, most of which are online and will grow with the business. The packages include Xero, QuickBooks, Sage UK, and a free one called Pandle.The advantage of using accounting software is that the bank and cash are automatically updated in the general ledger as you record each transaction. An example is a business completing a consultancy
job for a client. A sales invoice is issued for a customer, including a payment link. The client pays immediately by bank transfer, which is recorded in the software. The accounting software will complete the double entry and post it to the bank and sales accounts.When designing an Excel template, it is vital to correct the format. On the left is the
income and expenditure on the right-hand side. Both sides will have columns for date, description, reference and amount. At the bottom of the spreadsheet will have totals and a carried forward balance.For a paper-based format, you may find it easier to have the following columns: date, description, reference, income, expenditure and balance. It
allows for a bank’s running balance and ensures no mistakes in the figures if you complete a bank reconciliation.Below is an example of a paper-based cash book using a standard A4 lined pad.Cash Book Produced on A4 paperSo far, we have looked at the single-column cash book, but there are a couple of other versions: double and triple-column.The
double-column cash book records both cash and bank transactions. The left shows income for cash and bank, and the right shows expenditures for both.A triple-column cash book (also known as a three-column) includes cash, bank and an additional column for discounts. The discounts are for both received and given.Below is the difference between
the 3 different cash book formats:Cash books are essential tools for tracking money. They provide a clear picture of income and expenses, helping you understand your spending habits and make informed financial decisions. Whether you prefer a traditional ledger or modern accounting software, maintaining accurate cash records is crucial for
success in both personal and business finances. A day book-cum-ledger kept for making entry of the cash transactions as well as posting to the cash and bank accounts is called Cash Book. It is a unique book of account that combines journal and ledger. Cash Book is a journal for making primary entry of all cash transactions. It is also ledger wherein
cash and bank accounts are maintained. More interestingly, in the Cash Book primary entry is passed and posting is made only in one stroke. Since it is journal, posting is necessary for the corresponding debit or credit account. Since it is ledger of cash and bank accounts, no posting for cash and bank accounts is necessary. Like other ledger accounts
Cash Book is balanced at a regular interval (say daily or weekly). Various Types of Cash Book: Single Column Cash Book: In this Cash Book entry and posting are made for purely cash transactions. It has only one amount column in each of the debit and credit sides. See the design of Single Column Cash Book. It is just like any other ledger account in
the T-form. In both the debit and credit sides, it has five columns: (i) Date, (ii) Particulars, (iii) Voucher No., (iv) Ledger Folio, and (v) Amount. In any other ledger account, there is no Voucher No. column, instead there is Journal Folio column. This is so in the Cash Book because it is also a Journal. Reference must be given here about the evidence of
occurrence of the transactions. Amount column gives debit or credit amount as per the nature of the transaction. Double Column Cash Book: In this Cash Book entry and posting are made for cash and bank transactions. The design of this Cash Book is like the single column Cash Book except that it has two amount columns on both the debit and
credit sides. Triple Column Cash Book: In this Cash Book three amount columns are maintained on both the debit and credit sides—the first column is for discount, the second for cash and the third for bank. Single Column Cash Book: This format of Cash Book is useful when either there is no bank transaction or bank transactions do not occur
frequently. Bank account is opened separately for bank transactions, if any. Example 1: Given below are the cash transactions of M/s. Mehta Bros, for the first week of January, 2009: Jan 1. Mehta invested Rs.5,50,000 in business. Jan 2. Paid for furniture Rs.1,50,000. Jan 3. Purchased goods Rs.3,75,000. Jan 4. Sold goods Rs.2,75,000. Jan 5. Paid to
M/s. Jamuna Das Rs.1,25,000 for credit purchase. Jan 6. Collected Rs.1,75,000 from M/s. Iswarlal Bros, for credit sales. Jan 6. Paid for postage Rs.110. Jan 6. Paid for stationery Rs.575. Jan 6. Paid for wages Rs.2,000. Jan 7. Paid Rs.7,500 for electrical fittings. Jan 7. Paid Rs.10,000 for installation of telephone. Jan 7. Deposited into bank Rs.50,000.
Prepare Single Column Cash Book. Solution: Entries and Postings in Single Column Cash Book (1) Make the transaction analysis to identify debit and credit accounts. For a cash transaction one of the accounts must be cash account. (2) Cash balance is increased by cash receipts. Cash receipts are also called cash inflows. For every cash receipt cash
account is debited since it increases cash balance which is an asset. For every cash payment cash account is credited since it decreases cash balance. Cash payments arc also called cash outflows. For all cash receipts postings are made on the debit side of Cash Book using prefix “To’. For example, for the transaction dated Jan. 1 of illustration 5.9:
Cash A/c Dr. To Capital A/c which is posted on the debit side as To Capital A/c’. Similarly, for all payments, postings are made on the credit side using prefix ‘By’ with the corresponding debit account. Take the example of payment made for installation of Telephone Fittings on 7th Jan. from Illustration 5.9: Telephone Deposit A/c Dr. To Cash A/c which
is posted as ‘By Telephone Deposit A/c’ Likewise ledger postings in the Cash Book too postings are made in the ‘Particulars Columns.’ But likewise in journal entries a narration is added. (3) For posting on the debit side, i.e. for cash receipts, date of transaction is mentioned in the ‘Date Column’ on the debit side. For credit posting date of transaction
is mentioned in the ‘Date column’ on the credit side. (4) For debit posting reference No. of the evidence of transaction is recorded of the ‘Voucher No.’ column in the debit side and for credit posting that of the credit side. (5) For debit posting ledger folio Nos. of the corresponding credit accounts are given in the ‘L.F. Column’ of the debit side and for
credit posting ledger folio Nos. of the corresponding debit accounts are given in the ‘L.F. Column’ of the credit side. (6) Amount of the transactions are posted in the ‘Amount Column’ of the debit side for cash receipts, i.e., debit postings and of the credit side for cash payments, i.e., credit postings. (7) Single Column Cash Book will have always debit
balance. It is not possible to spend cash without having cash in hand. Double Column Cash Book: In this format of Cash Book, cash and bank transactions are recorded and thus it gives ledger of both the cash and bank accounts. Now-a-days volume of bank transactions of even a small business are so high that Single Column Cash Book is not so
useful. A business enterprise pays through cheques and collects money from its customers through cheques. Even a small business enterprise maintains current account with a bank through which it pays and receives. Entries and Postings in Double Column Cash Book: (i) All payments by cheque decrease bank balance so these are posted on the
credit side and amounts are posted in the bank column. But payments by cash are posted on the credit side with amounts in the cash column. (ii) All receipts in cash are posted on the debit side with amounts in the cash column. But posting of the receipts by cheque needs little clarification. If cheques are received and immediately sent to bank for
collection, it should be treated as bank transaction and so the amount should be posted on the debit of bank column. However, if cheques are received but endorsed in favour of other, then it should be posted on the debit of cash column on receipt and on the credit of cash column on endorsement. (iii) When cash is deposited into bank and when cash
is withdrawn from bank, both cash and bank accounts come into operation simultaneously. For cash deposit journal entry is: This means simultaneous debit posting in the bank column but credit posting in the cash column which implies decrease in cash balance but increase in bank balance. To the contrary, for cash withdrawals journal entry is This
means debit posting in the cash column and credit posting in the bank column. These are called Contra Entry or Contra Posting. Contra means simultaneous debit and credit posting. For Contra ‘C’ mark is put in the Ledger Folio Column. (iv) Sometimes cheques deposited into bank are dishonoured for many reasons. Most frequent of such reasons
are: (a) Wrong entry in the cheque, and (b) Inability of the drawer to make payment. In any case on receipt of the cheque the following entries are passed: If the cheque becomes dishonoured, in the first case, the reverse entry is to be passed: In the second case, the reverse entry would be like this: (v) Bank charges a small amount for services done by
it on behalf of the clients. Necessary entry is: Also Bank sometimes pays small interest on savings account balance. Necessary entry is: (vi) Cash column always shows debit balance: This means cash payments must be less than cash receipts. Incidentally, there may be zero balance in the cash column but bank column may show either debit or credit
balance. This means bank receipts may be less than bank payments. This is possible under overdraft arrangement with bank by which bank allows its customers to withdraw up to a certain limit above the deposit. Example 2: Ms. Madhumita gives the following information about her cash and bank transactions as on 17th January, 2009: Balance in
hand - Cash Rs.700. Bank Rs.1,47,500. Paid Carriage Rs.250. Paid to Ms. Lalita, a supplier. Rs.87,500 by cheque. Collected Rs.67,500 by cheque from Mr. Ashok and deposited the same into bank. Collected another cheque of Rs.12,500 from Ms. Razia and kept it for endorsement. Got information that a cheque of Rs.27,500 collected from Mr.
Abhadoot has been dishonoured. Withdrew cash for office use Rs.15,000 and for personal use Rs.3,000. Prepare a Double Column Cash Book. Solution: Download Article Learn how to write a receipt by hand Download Article Whether you sell products or offer professional services, giving your customers receipts helps you track all your transactions
and finances. Receipt books contain multiple fillable forms that you can tear out and give to customers any time you make a sale. If you don't want to hassle with setting up digital receipts, writing them by hand in a book is the perfect way to log your sales. Keep reading, and we'll cover every detail to fill in when you're writing in your receipt book.
Put the receipt book’s carbon copy separator flap behind the yellow page of the receipt. Write the transaction date, contact information, a description of the products, their prices, and any taxes or fees applied to the purchase. Sign the bottom of the receipt. Give the customer the receipt’s white copy and keep the yellow copy for your records. 1 Place
the book’s back flap behind the receipt you’re filling out. Receipt books have a cardboard back flap to prevent ink or writing transfer to the receipts on the next page. Look at the receipt number printed in the top corner of the one you're filling out. The receipt book may have multiple colored pages showing the same number, so keep turning the
pages until you see a white receipt with a different number. Place the back flap in front of that page.[1] The colored pages are made from thermal or carbonless paper, so anything you write on the top receipt transfers to the copies below it. Most styles of receipt books usually have a white copy and a yellow copy of the same receipt, but others may
also have pink or blue copies. 2 Fill in the transaction date. Write the exact date when you made a sale or received payment from a customer. If you were paid upfront for a product or service, then date the receipt when you’re finished or when the customer receives their things.[2] Use black or blue ink when you fill out a receipt book since it will be
easier to read. Advertisement 3 Include contact details for your business or company. Some receipt books will have a single line for your business name while others may have multiple lines for contact information. Write down your name or the name of your business in the matching line near the top of the receipt. If there’s space, include a phone
number, business address, website, or email address so a customer can reach you if they have questions.[3] 4 List the purchased items and their descriptions. If you're filling out a receipt for a single item or service, write down the name of what you sold on the provided line. List any specific sizes, colors, quantities, or details that help you identify the
specific product. If you're writing a receipt for multiple items or services, list each new item on a separate line so they're easy to read at a glance, like:[4] (1) T-shirt - Red - Large(1) Tote bag - Green Canvas(3) Stickers - Frog Design 5 Write down the price of each item. List the price in the same row as the item after its description. Keep the prices on
separate lines so it’s really easy to reference how much was paid for each specific item. If you're writing a receipt for a single item or service, then list the price in the provided box. [5] Keep the quantity of each item in mind when you're filling out the prices. If you sold 2 shirts and each one sold for $20 USD, then be sure to write $40 USD on the
receipt. Some single-item receipts have a line like a check where you write out the amount in words. If the item cost $25.50 USD, you’d write “Twenty-five and 50/100 dollars” on the line. 6 Calculate the subtotal for multiple items. If you sold multiple services or products, add the prices together for your subtotal. Put the subtotal on the matching line
near the bottom of the receipt. 7 Add in taxes, charges, and adjustments to get the final total paid. Calculate the sales tax of your items by multiplying the subtotal of your items by the tax rate in your area. If there were any other charges to make, like service or delivery fees, or discounts you needed to subtract, list them as well on lines near the
bottom of the receipt. When you're finished, add the adjustments to the subtotal, and write the grand total in the box at the bottom of the receipt.[6] Some receipts have sections to mark the payment method. If they paid with cash, just mark the box labeled “Cash.” If they paid with a check, write down the check number to easily reference it. 8 Sign
the bottom of the receipt. Look for a signature line in the bottom corner of the receipt, and put down your name. Signing the receipt lets you verify that the receipt is accurate.[7] Advertisement Give your customer the white receipt and keep the yellow copy. When you’re finished filling out a receipt in your book, carefully tear out the white copy along
the perforated edges. Give that to the person you sold something to so they have a record of their purchase. The writing will transfer to the yellow copy of the receipt so you have it for your own financial records.[8] Receipts help you track transactions and settle financial disputes. Keeping and organizing your receipts in a receipt book makes it really
easy to look back chronologically at your sales so you’re able to see what you’'ve sold and how much money you received. If you have a dispute with a customer or an audit while you’'re doing taxes, you'll be able to look back through your receipt book to prove how much money was exchanged.[9] Advertisement A receipt is proof of purchase while an
invoice is a request for payment. When you sell someone items or finish performing a service for them, write an invoice detailing what you sold and how much to pay. After a customer gives you the money, that’s when you’ll write a receipt as proof that they made the payment.[10] If a customer gives you money upfront, then you only need to fill out a
receipt and not an invoice. Ask a Question Advertisement Thanks for reading our article! If you’'d like to learn more about receipt books, check out our in-depth interview with Paridhi Jain. T Co-authored by: Certified Public Accountant This article was co-authored by Paridhi Jain and by wikiHow staff writer, Hunter Rising. Paridhi Jain is a Certified
Public Accountant and the Co-Founder of Seva Ltd, a CPA firm operating in Maryland and Alabama. She has over 10 years of professional experience in the financial sector and has built a reputation for assisting small business owners navigate the intricacies of regulatory compliance, encompassing areas from company structuring and entity
formation to detailed nexus determinations for income and sales tax. She is an active member of the Alabama Society of CPAs and has a certification in pre-professional accounting. She graduated Magna Cum Laude from the University of Maryland, Baltimore County with a major in Information Systems. This article has been viewed 12,946 times. Co-
authors: 5 Updated: November 14, 2023 Views: 12,946 Categories: Finance and Business | Business Finances Print Send fan mail to authors Thanks to all authors for creating a page that has been read 12,946 times. In today’s digital era, some transactions still require a paper trail. A receipt book serves this purpose efficiently, providing an instant,
tangible record of monetary exchanges. Whether you’re a small business owner, a freelance professional, or someone who regularly deals with cash transactions, knowing how to fill out a receipt book properly is a crucial skill. This guide will walk you through the process step-by-step, ensuring that you’'re following best practices. Why It’s Important
to Fill Out a Receipt Book Correctly? Let’s talk about receipt books. Why are they important? Well, for starters, they keep track of business expenses. Imagine this - you run a small business. You sell many items each day. Without a receipt book, how would you remember all the details? This is where a receipt book comes into play. It helps you
remember. And, it helps your customers too. Legal Implications of Filling Out a Receipt Book Did you know, not keeping proper records can get you in trouble? The law says you must issue receipts. When a customer pays, they need proof. This proof is the receipt. It shows the total number of items purchased. It also shows any additional fees. For
example, taxes or other fees. This way, the customer knows exactly what they paid for. Plus, receipts are useful for tax purposes. They can prove you paid taxes on your sales. Or, they can show you charged your customers the right tax. If not, you could face legal issues. So, always remember to fill out your receipt book correctly. Financial
Management and Receipt Books Receipt books also help manage your money. For instance, they can help you track your sales. Let’s say you sell more than one item. You write down all the items in your receipt book. Now, you have a record of what you sold. And, you can see how much money you made. Receipt books are also great for tracking
payments. Say, for example, a customer pays with cash. You write down the payment method in your receipt book. Now, you have proof of the payment. And, you can track how much cash you received. Lastly, receipt books can help you track fees. Sometimes, you might charge extra for certain services. These fees go into your receipt book. This way,
you can see how much extra money you made. All in all, a receipt book is a powerful tool. It helps you stay on top of your finances. Understanding How to Fill Out a Receipt Book So, you have a receipt book. What next? Now, it’s time to learn how to fill it out. It’s simple once you know how. First, we’ll look at the layout. Then, we’ll talk about what to
write on a receipt. The Basic Layout of a Receipt Book A receipt book has a simple layout. Each page is a receipt template. This template helps you write a receipt. It has places for all the details you need to record. For example, the date, the customer’s name, and what they bought. Think of it as a guide. It shows you what to write and where. Usually,
a receipt book has two copies of each receipt. One copy is for you, and one is for the customer. That’s why they’re also called as carbonless receipt book or books. When you write on the top receipt, it makes a carbon copy on the second one. Crucial Elements in a Receipt Every receipt has key parts. Firstly, the business name. This is your company
name. Write it at the top of the receipt. Below it, add your address and company phone number. This way, your customer can reach you if they need to. Next, list the items purchased. Write each one on a new line. After each item, write the price. At the end of the list, write the total amount. This is the grand total the customer pays. And Don’t forget
about tax. Add any applicable taxes to the grand total. Last but not least, write the payment method. Did the customer pay with cash? Or maybe they used a card? Write it down. It’s important to record how the customer paid. And that’s it. Now you know how to fill out a receipt book. Step-by-Step Guide to Fill Out a Receipt Books Let’s get practical
now. Let’s learn step-by-step how to fill out a receipt book. By the end, you’ll be a pro. You will know all about writing the date and receipt number, recording details, and finalizing the receipt. Writing the Date and Receipt Number The first step is to write the date. Today’s date goes at the top of the receipt. It’s important. It shows when the
transaction happened. The next step is the receipt number. Each receipt in your book should have a unique number. It helps you keep track. It also helps your customer. If they have a question, they can refer to the receipt number. Recording Essential Details Now, let’s record some details. Write your business name and address. Then, write the
customer’s name. Don’t forget to write what they bought. List all the items. Write each one on its own line. Also, write the price of each item. This way, the customer can get individual receipts and see the cost of each item they bought. If the customer bought more than one item, add up the prices. This is the subtotal. Write it at the bottom of the list.
But, we're not done yet. We still need to add any taxes or additional fees. Add them to the subtotal. This gives us the grand total. That’s how much the customer pays. Write this number clearly. Your customer needs to know how much they paid. Finalizing the Receipt Now, write the payment method. Did the customer pay with cash or card? Maybe
they used a different method. Record it. This is important for your records. And, it helps your customer remember how they paid. Finally, sign the receipt. Your signature makes it official. It shows that you agree with the details on the receipt. And, it gives your customer confidence. They know the receipt is genuine. Common Mistakes When You Fill
Out a Receipt Book Filling out a receipt book? Beware of common mistakes. Here’s what to avoid and how to fix any errors. Mistakes to Avoid Forgetting the date or receipt number? That’s a no-no. These details help track sales and purchases. Always write them down. Not listing all items bought? Another mistake. Each item and its price should be
on a separate line. This keeps things clear for the customer. Missed adding taxes or fees to the total? Always include the grand total. Customers need to know the exact amount they paid. Forgot to sign? Your signature makes the receipt official. Never forget to sign. How to Correct Errors in a Receipt Book Small mistake like a misspelling? Draw a
line through it. Write the correct info above. Initial the correction. That shows you recognize and fixed the error. Big mistake? Write “VOID” on the original receipt. It’s no longer valid. Then, write a new receipt with the correct info. Don’t forget to give the customer a new copy. Mistakes happen. The key is to correct them. This keeps your customers’
trust and your business running smoothly. Tips to Fill Out a Receipt Book More Efficiently Using a Template to Fill Out a Receipt Book First up, think about using a receipt template. You can grab these from an office supply store or find templates online. A template makes sure you cover all the important details. It’s as simple as filling in the blanks.
Take a receipt book template as an example. It’s got spaces for the date, receipt number, and all items sold. It might even have spots for the customer’s name, how they paid, and the final total. Thanks to the template, your receipts will look professional every time. Remember, a receipt isn’t just a form. It’s a record of a sale. So, be thorough and
accurate when you fill it out. Automating the Process Want to speed things up? Try going digital. Lots of small businesses use digital receipt books or POS systems. These make receipts automatically when a customer pays. With a digital system, you input the items bought. Then, the system works out the total, adding any tax or extra fees. It even
makes a receipt number. All this happens in a flash. What about cash payments? Just enter the payment as cash. The system will record it just like a card payment. And the best part? Many systems can email the receipt to the customer. So, no more keeping track of carbon copy receipts. And it’s greener too. So, if you want to fill out your receipt book
more efficiently, consider these tips. They’ll save you time and help your business run like a well-oiled machine. How Technology Can Help You Fill Out a Receipt Book Technology can make many things easier. This includes filling out receipt books. Receipt Book Apps and Software Firstly, consider using a receipt book app or software. With this type
of tool you can do much of the work. It’s like having a helper on your phone or computer. For example, a receipt book app can create receipts. It uses the details you input, like the items sold and the total price. The app even adds the receipt number and date. Also, an app can track business expenses. When you issue receipts, the app records the
details. So, you can see how much money your business is making. Plus, this info is great for tax purposes. Remember, many apps let you print receipts, too. So, you can give your customers a paper copy if they want one. Transitioning from Paper to Digital But, how do you switch from paper to digital? First, choose a receipt book app or software.
There are many options, so pick one that suits your business. Then, start using the app for all your sales. Input the details of each sale, like the items sold and the payment method. The app will create the receipt. What about old paper receipts? You can enter these into the app, too. This way, all your records are in one place. This makes it easier to
track expenses and income. Lastly, tell your customers about the change. You could do this on your social media accounts, or the next time they shop with you. They’ll appreciate knowing that you're going green. Frequently Asked Questions Can I use a receipt book for my rent receipts? A receipt book can be particularly useful for rent receipts. For
each payment, you can provide your tenant with a written record of the transaction, including the date, amount paid, and method of payment. Make sure to include any details like the tenant’s name and the period the payment covers. Is it necessary to provide a duplicate copy of each receipt? The best practice is to provide a duplicate copy. One copy
should go to the customer, and the other should stay in the book for your records. This helps you track business expenses and sales, and it also provides the customer with a proof of purchase. Carbonless receipt books are great for this purpose as they automatically create a duplicate copy of each receipt. Can I create my own receipt book? Creating
your own receipt book can be a cost-effective solution. You can download templates online or use Microsoft Excel to design a receipt template that suits your needs. However, remember that a professionally printed receipt book often looks more credible to customers and is usually more durable. What should I do if I make a mistake while filling out a
receipt? If you make a small error, like a misspelling or wrong number, simply draw a line through it, write the correct information above, and initial the correction. For major errors, void the original receipt and write a new one with the correct information. Mistakes happen, but it’s important to correct them promptly and clearly to maintain trust
with your customers. Conclusion Filling out a receipt book correctly is an important skill for anyone conducting business transactions. Receipt books provide a tangible record of financial exchanges, aid in tracking business expenses, sales, and payments, and fulfill legal requirements. Remember to always include vital information such as the date,
receipt number, items purchased, total amount, applicable taxes, and the method of payment. The process can be simplified by using receipt templates or digital receipt book apps. Whether you’'re a small business owner or a freelancer, mastering how to fill out a receipt book can help you maintain accurate records and run your business smoothly. All
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Hours!Table Of Contents Cash Book is the one in which all the cash receipts and cash payments, including the funds deposited in the bank and funds withdrawn from the bank, are recorded according to the date of the transaction. All the transactions recorded in the cash book have two sides, i.e., debit and credit. The difference between the sum of
balances of the debit and credit sides shows the cash balance on hand or bank account. Cashbook plays a dual role as it is the book of the original entry of the company and the book of the final entry.The cash book is a separate book of accounts in which all the company's cash transactions are entered concerning the corresponding date, and it is
different from the cash account where posting is done from the journal. There is no requirement to transfer the balances to the general ledger, which is required in the case of the cash account. Entries are then posted to the corresponding general ledger.cash book accounting has two sides, i.e., the left-hand side and the right-hand side, where all the
receipts in cash are recorded on the left side, whereas all the payments in cash are recorded on the right side. Therefore, cash book helps in effective cash management as management can know the balances of cash and bank and take the necessary decisions accordingly. Want to go beyond basic budgeting? Financial Planning & Analysis Course —
covers forecasting, cost analysis, and dynamic financial modeling—ideal for analysts and finance professionals. Includes Excel training and $300+ in exclusive perks. Learn More — Among the different types of maintaining a petty cash book or a full-fledged one, the three types are as discussed below.#1 - Single ColumnSingle column cash-book
contains only the cash transactions done by the business. Single column cash book has only a single money column on debit and credits on both sides. It does not record the transaction-related, which involves banks or discounts. The transactions done on credit are not recorded while preparing the single-column cash-book.#2 - Double ColumnThe
double-column cash book contains two money columns both on the debit and the credit sides. One column is for the transactions related to the cash, and the other column is for the transactions related to the business's bank account. So, under the double-column cash book, the business also records cash transactions and transactions through the
bank. But on the other hand, the transactions on credit are not recorded while preparing the double column cash-book.#3 - Triple Columnlt is also referred to as a three-column cash book format, and it is a complete form with three columns of money on both receipt and payment sides and records transactions about the cash, bank, and discounts.
This book is generally maintained by the large firms that do transactions in cash mode and through the bank and frequently allow and receive cash discounts. Financial Planning & Analysis Course Learn to build dynamic budgets, forecasts, and cost models with expert instruction. Gain hands-on Excel and automation skills, earn a recognized
certification, and unlock over $300 in exclusive resources—perfect for FP&A roles and strategic finance positions. Learn More — Let us understand the format of maintaining a petty cash book or a detailed cash book through the detailed explanation below.Mr. X started the business in the month of June-2019. X invested a capital of $200,000, in which
the cash contribution is $100,000, and the rest of the $100,000 he deposited in the business bank account of a business. On June 19, the following transactions took place in the business. Prepare the necessary double-column Cash Book using the data given below:DateTransactions1-Junlnitial capital contribution. Cash : $100,000 an Bank $100,0002-
JunPaid for Advertisement $ 500 from check4-JunRaw material purchased from Mr. A of $ 10,000 by paying cash4-JunPurchased stationery for cash worth $ 5507-JunRaw material purchased from Mr. B of $ 20,000 on credit9-JunGoods sold to the customer for $15,000 by cash10-JunPaid $ 200 for the office expenses in cash13-JunGoods sold on credit
worth $ 11,000 to Mr. C15-JunReceived a check worth $ 11,000 for the goods sold on credit on 13-July-2019 to Mr. C;18-JulRaw material purchased $ 10,000 by paying through check21-JunWithdrew from bank $ 15,000 for business25-JunGoods sold on credit worth $ 5,00030-Jun Paid rent by check of $ 7,50030-JunPaid the salaries to staff of $ 17,000
in cashSolution:Despite being difficult to maintain on a large scale, organizations ensure maintaining cash book accounting for a handful of reasons. Few of which are as discussed below. Cash-book plays a dual role as it is the book of the company's original entry and the final entry. It has two the identical sides, i.e., the left-hand side (debit side) and
the right-hand side (credit side) The difference between the total of the two sides gives cash in hand or bank account balance. The transactions which are done on credit are not recorded in this book. Let us understand the advantages and disadvantages of cash book accounting through the points below.Advantageslt helps save time and labor, as in
the case of recording cash transactions in the journal, tremendous time and labor are required, whereas, in the case of a cashbook, cash transactions are recorded straight away in the form of the ledger.Management can know the balances of cash and bank at any time. It helps in effective cash management.Cashbook is balanced regularly, which
helps in avoiding fraud. Also, discrepancies, if any, arise and can be found and rectified.DisadvantagesIt may take a lot of time to start and maintain this book.In the case of a large organization, maintaining it involves high costs Cash receipt books play a crucial role in maintaining accurate financial records for businesses of all sizes. They serve as
tangible proof of transactions and provide essential information for accounting purposes. In this comprehensive guide, we will delve into the importance of cash receipt books, the legal requirements and regulations surrounding them, as well as the benefits they offer. Cash receipt books serve as a vital document for businesses to track their incoming
revenue. They provide evidence of transactions and help maintain transparency and accountability. By properly filling out cash receipt books, businesses can establish a clear record of their financial activities, enabling them to track their income, identify patterns, and make informed decisions. It is of utmost importance for businesses to adhere to
legal requirements and regulations when using cash receipt books. While regulations may vary by jurisdiction, it is crucial to understand the specific guidelines related to cash receipt books. Failure to comply with these regulations can result in penalties and legal complications. Therefore, businesses must familiarize themselves with the rules
governing cash receipt book usage in their respective jurisdictions. Using cash receipt books offers several notable benefits for businesses. Firstly, they provide proof of transaction, which can be valuable in case of disputes or audits. Secondly, cash receipt books facilitate accurate financial reporting and aid in efficient bookkeeping. Additionally, they
can help businesses identify trends, track sales, and analyze customer preferences. Overall, cash receipt books are a valuable tool for ensuring financial integrity and facilitating informed decision-making. Before you can start filling out your cash receipt book, it is essential to choose the right format, gather the necessary information, and customize it
to fit your business needs. When selecting a cash receipt book format, there are a few considerations to keep in mind. Single-part cash receipt books provide a simple and cost-effective solution for businesses that do not require duplicate copies of each receipt. On the other hand, duplicate books allow businesses to retain a copy of each receipt for
their records, making it easier to track transactions and provide customers with a copy if needed. Pre-printed cash receipt books come with pre-designed fields and sections, making it easy to fill out the required information. Customizable templates, on the other hand, offer more flexibility in terms of layout and design, allowing businesses to tailor the
receipt book to their specific needs. When selecting a cash receipt book format, it is essential to consider your business’s unique requirements and preferences. Consider factors such as the volume of transactions, the level of customization needed, and the desired level of detail required on each receipt. To properly fill out a cash receipt book, you will
need to gather the following information: Start by including your business’s name, address, and contact information. This information ensures that the receipt is easily traceable back to your business. Include a space to record the date of the transaction, the receipt number, and any other relevant details that will help identify the transaction later on.
Leave ample space for the customer or client’s name, contact information, and any additional details necessary for accurate record-keeping. To personalize your cash receipt book and give it a professional touch, consider the following customization options: By adding your business logo to the cash receipt book, you not only enhance brand visibility
but also lend credibility to your receipts. Customize the layout and format of your cash receipt book to match your branding and business aesthetic. Consider factors such as font styles, colors, and overall design to create a cohesive and visually appealing receipt format. To ensure accurate record-keeping and prevent fraud, incorporate sequential
numbering into your cash receipt book. This helps maintain a chronological order and simplifies the tracking process. Additionally, consider adding security features such as watermarks or holograms to deter counterfeiting or tampering. Once you have set up your cash receipt book, it’'s time to start filling it out accurately and systematically. Follow
this step-by-step guide to ensure you provide all the necessary information. When filling out the date, consider the standard date format used in your jurisdiction. While formats may vary (e.g., MM/DD/YYYY or DD/MM/YYYY), it is crucial to consistently use the same format throughout your cash receipt book. Assign a unique receipt number to each
transaction and record it in your cash receipt book. Sequential numbering helps organize your records and simplifies retrieval when needed. Clearly record the product or service sold in the designated section. Be specific and provide enough detail to accurately identify the transaction. If applicable, include the quantity of items sold or the number of
hours worked. This ensures transparency and clarity for both your business and the customer. Calculate the unit price, multiply it by the quantity or hours, and record the subtotal. Finally, add any applicable taxes or discounts to calculate the total amount owed by the customer. Record the customer’s name, contact information, and any additional
details that may be relevant to your business. This will help with customer management and future reference. Clearly indicate the payment method used by the customer. If the customer paid in cash, denote the amount received. If they paid by card or any other method, include the relevant details such as the card type or transaction reference
number. Double-check all payment details to ensure accuracy. Mistakes in recording payment information can lead to discrepancies in the financial records, causing unnecessary complications down the line. To ensure your cash receipt book is accurate, compliant, and protected against fraud, it is crucial to follow certain practices. Before finalizing
each receipt, carefully review all calculations to ensure they are accurate. Double-check the amounts, taxes, and discounts to avoid errors. Ensure that the customer’s information is correctly recorded. Check names, contact details, and any other relevant information for accuracy. Maintain legible and clear handwriting while filling out the cash
receipt book. Illegible information can cause confusion or misinterpretation, leading to errors and discrepancies. Implement a systematic approach to store and organize completed receipts. Consider using folders, envelopes, or digital storage solutions to keep your cash receipt book in order and easily accessible. Organize your completed receipts in
a logical and chronological manner. Consider creating separate sections for transaction types, dates, or customers to facilitate efficient retrieval when needed. Be aware of the record-keeping requirements in your jurisdiction. Different jurisdictions may have specific regulations regarding the retention period of cash receipts. Ensure compliance with
these requirements to avoid penalties or legal complications. Safeguarding your cash receipt book is essential to protect against fraud and misuse. Establish internal controls within your organization to prevent unauthorized access to your cash receipt book. This may include limiting access to designated personnel and implementing regular audits.
Protect the sequential numbering system in your cash receipt book. This helps detect any missing or duplicated receipts, which could indicate fraudulent activity. Consider incorporating fraud-detection measures such as watermarks, holograms, or security features into your cash receipt book design. These measures make it harder for counterfeiters
to replicate receipts and deter fraudulent activity. In conclusion, cash receipt books are an essential tool for businesses to accurately record and track their financial transactions. By following the step-by-step instructions provided in this comprehensive guide and complying with legal requirements, businesses can maintain accurate records, meet
regulatory obligations, and ensure efficient financial management. While electronic receipts have become increasingly popular, it is essential to understand the legal requirements in your jurisdiction. In many cases, both electronic and printed cash receipts are acceptable as long as they meet the necessary criteria for accuracy and compliance.



Retention periods for cash receipts may vary depending on your jurisdiction and the nature of your business. It is important to familiarize yourself with the specific regulations in your region to determine the appropriate timeframe for retaining cash receipts.



