SMALL BUSINESS SALES RECEIPT TEMPLATE

[SELLER BUSINESS NAME]

[SELLER STREET ADDRESS]

[SELLER CITY, STATE ZIP]

[SELLER PHONE NUMBER]

[SELLER EMAIL ADDRESS]

[SELLER TAX ID / EIN]

[BUYER NAME]

[BUYER STREET ADDRESS]

[BUYER CITY, STATE ZIP]

[BUYER PHONE NUMBER]

[BUYER EMAIL ADDRESS]

RECEIPT NUMBER: [RECEIPT NUMBER]

SALE DATE: [SALE DATE]

PAYMENT DATE: [PAYMENT DATE]

RE: RECEIPT FOR SALE OF GOODS AND/OR SERVICES

1. SELLER AND BUYER INFORMATION

1.1 Seller Name: [SELLER BUSINESS NAME]

1.2 Seller Address: [SELLER STREET ADDRESS], [SELLER CITY, STATE ZIP]

1.3 Seller Contact: [SELLER PHONE NUMBER] / [SELLER EMAIL ADDRESS]

1.4 Buyer Name: [BUYER NAME]

1.5 Buyer Address: [BUYER STREET ADDRESS], [BUYER CITY, STATE ZIP]

1.6 Buyer Contact: [BUYER PHONE NUMBER] / [BUYER EMAIL ADDRESS]

2. DESCRIPTION OF GOODS AND/OR SERVICES SOLD

2.1 Item or Service Description: [ITEM OR SERVICE DESCRIPTION]

2.2 Quantity: [QUANTITY]

2.3 Unit Price: [UNIT PRICE]

2.4 Line Total: [LINE TOTAL]

2.5 Additional Items or Services: [ADDITIONAL ITEMS OR SERVICES DESCRIPTION]

2.6 Additional Quantity and Unit Price: [ADDITIONAL QUANTITY] at [ADDITIONAL UNIT PRICE]

2.7 Additional Line Total: [ADDITIONAL LINE TOTAL]

2.8 Serial or Identification Numbers (if applicable): [SERIAL OR IDENTIFICATION NUMBERS]

3. PAYMENT DETAILS

3.1 Subtotal: [SUBTOTAL]

3.2 Sales Tax Rate: [SALES TAX RATE]

3.3 Sales Tax Amount: [SALES TAX AMOUNT]

3.4 Shipping and Handling: [SHIPPING AND HANDLING]

3.5 Discount Applied: [DISCOUNT AMOUNT]

3.6 Total Amount Due: [TOTAL AMOUNT DUE]

3.7 Amount Paid: [AMOUNT PAID]

3.8 Balance Remaining: [BALANCE REMAINING]

3.9 Payment Method: [PAYMENT METHOD]

3.10 Payment Reference or Transaction Number: [PAYMENT REFERENCE NUMBER]

3.11 Payment Due Date (if balance remains): [PAYMENT DUE DATE]

4. DELIVERY OR PERFORMANCE

4.1 Delivery Method: [DELIVERY METHOD]

4.2 Delivery Date or Service Completion Date: [DELIVERY OR COMPLETION DATE]

4.3 Delivery Address: [DELIVERY ADDRESS]

4.4 Delivery Charges Included: [YES/NO]

5. RETURNS, REFUNDS, AND EXCHANGES

5.1 Return Policy: [RETURN POLICY DETAILS]

5.2 Return Period: [RETURN PERIOD]

5.3 Condition Requirements for Return: [CONDITION REQUIREMENTS]

5.4 Restocking Fee (if any): [RESTOCKING FEE]

5.5 Refund Method: [REFUND METHOD]

5.6 Exchange Policy: [EXCHANGE POLICY DETAILS]

6. WARRANTY

6.1 Warranty Provided: [YES/NO]

6.2 Warranty Description: [WARRANTY DESCRIPTION]

6.3 Warranty Period: [WARRANTY PERIOD]

6.4 Warranty Contact: [WARRANTY CONTACT INFORMATION]

7. DISCLAIMERS AND LIMITATIONS

7.1 Goods Sold "As Is" (if applicable): [AS IS DISCLAIMER DETAILS]

7.2 Limitation of Liability: [LIMITATION OF LIABILITY DETAILS]

7.3 Exclusion of Consequential Damages: [EXCLUSION DETAILS]

8. ACKNOWLEDGMENT AND SIGNATURES

8.1 Buyer Acknowledgment: Buyer acknowledges receipt of the goods and/or services described above and agrees to the terms stated in this receipt.

8.2 Seller Acknowledgment: Seller acknowledges receipt of the payment amount stated above.

8.3 Seller Signature: [SELLER SIGNATURE]

8.4 Seller Printed Name: [SELLER PRINTED NAME]

8.5 Seller Title: [SELLER TITLE]

8.6 Seller Signature Date: [SELLER SIGNATURE DATE]

8.7 Buyer Signature: [BUYER SIGNATURE]

8.8 Buyer Printed Name: [BUYER PRINTED NAME]

8.9 Buyer Signature Date: [BUYER SIGNATURE DATE]

9. ADDITIONAL NOTES

9.1 Notes: [ADDITIONAL NOTES]

9.2 Governing Law: [GOVERNING LAW STATE]

9.3 Contact for Questions: [CONTACT NAME AND PHONE NUMBER]
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