&N HASHMICRO BIR Official Receipt Template Company:

One record per payment collected. Track the number, the payer, the particulars, the reference, and the amount. Prepared by:
Date:
1. One line per receipt 2. Fill every column 3. Use the fixed values 4. Update on the event

Never merge instalments. Three payments
from one client mean three numbered lines.

Cash, cheque clearings, transfers, and refunds are recorded the day
they happen.

Issuer of record

Registered business name

A blank invoice reference is the field that breaks reconciliation first. Pick Document type and Payment method from the lists below so counts stay clean.

Trade or franchise name (if different)
TIN with branch code
VAT or Non-VAT status

Complete address of the issuing branch

Receipt series covered by this register

Series or booklet number
First receipt number in this register

Last receipt number in this register

Period covered

ayments registe ne line per receipt issued Add rows as needed. Replace every sample before you issue a real receipt.

! ™ For (parfeutars) peyment method Setfementstate

TOTAL COLLECTED IN THIS REGISTER £0,00

Payment method Document type Issuer tax status Settlement state

Cash - Bank transfer - Cheque - Manager's cheque - POS card - Official Receipt - Collection Receipt - Acknowledgement Receipt - Voided (log only) VAT-Registered - Non-VAT - Withholding agent Fully paid - Partial payment - On account - Refunded
GCash - Maya - Contra

Three rules that keep this file alive Two fields people get wrong

1. One line per payment. A client who settles in three instalments generates three receipts, each with its own number and date. Receipt No. is not an invoice number. The receipt series is the one checked for gaps, and it runs apart from your invoice series, so INV-
2024-045 never fills that column.

2. A fixed reconciliation rhythm. Tie the month total to the sales declared for the same period, then match it against bank and cash records. Amount received is not the invoice amount. A deposit of £6,000.00 against a £20,000.00 billing records £6,000.00. The balance stays
on the invoice.



3. A void log on a second sheet. Record spoiled or cancelled numbers there and pin the physical copies to the booklet, because auditors count sequence.

Source and status of every value on this sheet

Article example Row 1 of the register carries the example values verbatim: CR-001, 3 Sep 2024, Juan Dela Cruz, Legal consultation, £2,000.00, Cash.

Illustrative Rows 2 to 4 and the second and third party names were written for this template to show the same shape. The unit logic is real, the parties are not.

Product config, not law Tax status values mirror HMX module core_accounting_ph output document records: vat_invoice, vat_exempt_invoice, zero_rated_invoice, non_vat_invoice, payment_receipt.

Article assertion RR 7-2024 is treated in the source article as the rule that moved the official receipt to supporting status for payment. Primary RR text was not retrievable in-session, so confirm the wording on bir.gov.ph.
Not verified - left off MIN, PTU number and issue date, the software-provider accreditation block, and the 'not valid for claim of input tax' footer. No source was retrievable, so they are omitted rather than guessed.
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