CREDIT CARD PAYMENT RECEIPT TEMPLATE

[PAYMENT RECEIPT NUMBER]

[RECEIPT DATE]

MERCHANT / BUSINESS INFORMATION

[BUSINESS LEGAL NAME]

[BUSINESS TRADE NAME]

[BUSINESS STREET ADDRESS]

[BUSINESS CITY, STATE, ZIP CODE]

[BUSINESS PHONE NUMBER]

[BUSINESS EMAIL ADDRESS]

[BUSINESS TAX ID / EIN]

CUSTOMER / CARDHOLDER INFORMATION

[CARDHOLDER FULL NAME]

[CARDHOLDER BILLING ADDRESS]

[CARDHOLDER CITY, STATE, ZIP CODE]

[CARDHOLDER PHONE NUMBER]

[CARDHOLDER EMAIL ADDRESS]

RE: PAYMENT RECEIPT FOR [GOODS OR SERVICES DESCRIPTION] — INVOICE / ORDER NUMBER [INVOICE OR ORDER NUMBER]

1. PAYMENT DETAILS

1.1 Payment Date: [PAYMENT DATE]

1.2 Payment Amount: [PAYMENT AMOUNT]

1.3 Currency: [CURRENCY]

1.4 Payment Method: Credit Card

1.5 Card Type: [CARD TYPE]

1.6 Cardholder Name (as shown on card): [NAME ON CARD]

1.7 Card Number (last four digits only): [LAST FOUR DIGITS OF CARD]

1.8 Card Expiration Date: [CARD EXPIRATION DATE]

1.9 Authorization Code: [AUTHORIZATION CODE]

1.10 Transaction Reference / Confirmation Number: [TRANSACTION REFERENCE NUMBER]

1.11 Payment Processor / Gateway: [PAYMENT PROCESSOR NAME]

2. INVOICE AND AMOUNT BREAKDOWN

2.1 Invoice Number: [INVOICE NUMBER]

2.2 Invoice Date: [INVOICE DATE]

2.3 Description of Goods or Services: [DESCRIPTION OF GOODS OR SERVICES]

2.4 Subtotal: [SUBTOTAL AMOUNT]

2.5 Sales Tax: [TAX AMOUNT]

2.6 Shipping and Handling: [SHIPPING AMOUNT]

2.7 Discounts or Credits Applied: [DISCOUNT AMOUNT]

2.8 Total Amount Charged: [TOTAL AMOUNT CHARGED]

2.9 Amount Paid This Transaction: [AMOUNT PAID]

2.10 Remaining Balance Due: [REMAINING BALANCE]

3. PAYMENT STATUS

3.1 Payment Status: [PAID IN FULL / PARTIAL PAYMENT / DEPOSIT]

3.2 Date Payment Cleared: [CLEARED DATE]

3.3 Balance Forward (if any): [BALANCE FORWARD AMOUNT]

3.4 Due Date for Remaining Balance (if applicable): [DUE DATE]

4. REFUND AND RETURN POLICY

4.1 Refund Policy Summary: [REFUND POLICY SUMMARY]

4.2 Return Period: [RETURN PERIOD]

4.3 Conditions for Refund or Exchange: [CONDITIONS FOR REFUND OR EXCHANGE]

4.4 Refund Method: [REFUND METHOD]

4.5 Refund Processing Time: [REFUND PROCESSING TIME]

5. CHARGEBACK AND DISPUTE NOTICE

5.1 Cardholder Acknowledgment: By signing below, the cardholder acknowledges that the charges listed in this receipt are accurate and authorized.

5.2 Dispute Contact: Any billing dispute must be submitted in writing to [DISPUTE CONTACT EMAIL OR ADDRESS] within [DISPUTE PERIOD] days of the transaction date.

5.3 Chargeback Notice: A chargeback may be initiated through the cardholder's issuing bank in accordance with the card network rules.

6. AUTHORIZATION AND SIGNATURES

6.1 Cardholder Signature: [CARDHOLDER SIGNATURE]

6.2 Cardholder Printed Name: [CARDHOLDER PRINTED NAME]

6.3 Date Signed: [DATE SIGNED]

6.4 Merchant Representative Name: [MERCHANT REPRESENTATIVE NAME]

6.5 Merchant Representative Title: [MERCHANT REPRESENTATIVE TITLE]

6.6 Merchant Signature: [MERCHANT SIGNATURE]

6.7 Date: [MERCHANT SIGNATURE DATE]

7. ADDITIONAL TERMS AND NOTES

7.1 Additional Notes: [ADDITIONAL NOTES]

7.2 Governing Law: This receipt and any related transaction shall be governed by the laws of [GOVERNING JURISDICTION].

7.3 Record Retention: A copy of this receipt shall be retained by the merchant for [RECORD RETENTION PERIOD] in accordance with applicable law.

7.4 Privacy Notice: Cardholder information will be used only for payment processing and recordkeeping purposes in accordance with [PRIVACY POLICY REFERENCE].

8. ACKNOWLEDGMENT

8.1 Receipt Acknowledgment: The cardholder acknowledges receipt of this document as evidence of the payment described above.

8.2 Copy Provided To Cardholder: [YES / NO]

8.3 Copy Retained By Merchant: [YES / NO]
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