[Your business name]

[Street address, city, state ZIP]
[Phone] - [Email] - [Website]

RECEIVED FROM
[Customer name]
[Street address]
[City, state ZIP]
[Phone or email]

DESCRIPTION

[What the payment paid for]
[Service, item or the invoice it settles]

RECEIPT

Receipt # [0001]

Date [MM/DD/YYYY]

Invoice # [if this pays an invoice]

Paid by [Card / cash / check # / bank transfer]

FOR

[The job or sale this payment covers]
[Job address, if different] - [Date of work]

QTY RATE AMOUNT

Subtotal

Sales tax / GST / VAT ([rate]%)
Total

Previously paid

Amount paid

RECEIVED BY
[Your name] — [signature]

STATUS

Balance remaining

[Paid in full / Part payment — balance of $ due by MM/DD/YYYY]

THANK YOU

[Aline of thanks, and how to book the next job.]

Free template from zarla.com/guides/how-to-write-a-receipt. Replace every [bracketed] line and delete the rows you don't need. Want receipts that
send themselves? On a paid plan, Zarla emails your customer a payment confirmation the moment they pay an invoice online, from the same

dashboard as your website: zarla.com/features/invoice-generator



