	EXAMPLE with fictional details. How to use: type your details into the empty cells. Word does not calculate totals in these tables, so work out the amounts and check them before you print. Delete this note before printing.


RECEIPT
	From

	Business name: Sample Studio

	Address: 123 Market Street, San Francisco, CA 94103

	Phone: (415) 555-0132

	Email: hello@example.com



	Receipt details

	Receipt number: 1001

	Date: Oct 25, 2026

	Payment method: Cash



	Customer

	Name: Alex Morgan



	Description
	Qty
	Unit price
	Amount

	Notebook
	2
	8.00
	16.00

	Pen set
	1
	6.00
	6.00



	Subtotal
	22.00

	Tax (5%)
	1.10

	Total
	$23.10


Thank you for your business.
