
Guide to Recognizing a Paid Receipt
A paid receipt is an essential document that proves a financial transaction has been
completed and no further payment is due. When submitting proof of payment, ensure
the document meets the following criteria:

Key Features of a Paid Receipt:
Zero Balance Due: The receipt must clearly state that the balance due is $0.00 or
explicitly indicate "Paid in Full."

1.

Transaction Date2.
Payment Method3.
Itemized Details:4.

List of items or services purchased and total cost.
Vendor Information:5.

Name of the vendor or service provider.
Contact details, such as address, phone number, or email.

Receipt Number (if applicable): A unique identifier for the receipt issued by the
vendor.

6.

Acknowledgment of Payment:7.
Phrases like "Paid," "Payment Received," or "Thank You for Your Payment."

Examples of Paid Receipts:
Paper Receipt: Commonly issued by stores or service providers at the point of
sale.
Emailed Receipt: Digital confirmation of payment, often provided for online
purchases.
Invoice Marked Paid: An invoice with a stamp or note indicating that payment has
been received and no balance remains.

Photo examples of acceptable receipts on next page.



Payment Method

Vendor Name + Details

Itemized List
of Purchases

Total paid matches
total OR indicates

$0.00 due.

Date of Purchase

Example of Paper Receipt



Example of Online Receipt

Vendor Name

Date of Purchase +
Payment Method

Total paid matches
total OR indicates

$0.00 due.

Itemized List
of Purchases



Estimate vs Invoice

Estimates do not
qualify as receipts or

indicate payment
was made.

Invoices reflect the
FINAL price.

For reimbursements
requests, invoices
must indicate 0.00

balance due.

For Purchase Order
requests, invoices
must indicate the

balance due.


