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SALES SLIP COMPLETION, p.1 

 

 SALES SLIP COMPLETION PROCEDURES  
 

 

 

• Cash sales, charge sales, purchase commitments (layaways), returns, trade-ins 

and merchandise break-up/split sales slips must always be filled out accurately, 

neatly, and completely. 

 

 

• The same sales slip is used for a cash sale, charge sales & purchase 

commitment.   

 

 

 

 

 

 

The following pages contain examples of how to complete a cash sales slip, a new 

charge sales slip, an add-on charge sales slip, a purchase commitment sales slip, a 

return sale slip, a trade – in sale slip, and a merchandise break-up/split sales slip. 
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SALES SLIP COMPLETION, p.2 

 

CASH SALES SLIP 

 

 

Pictured below is an accurately completed cash sales slip. 

 

 
1) Signature of customer to 

acknowledge being added to 

mailing list. 

2) Date 

3) Customer name address & 

phone number. 

4) Store number 

5) Customer ID – NOT 

APPLICALBLE FOR CASH 

SALES  

6) Selling associate(s) employee 

number(s). 

7) Payment method. 

8) Amount actually received, 

before change is delivered. 

9) Item Number(s) or SKU(s) of 

item (s) sold. 

10) Description of item(s) being 

sold. 

11) Retail (ticket) price of 

item(s) sold. 

12) Quantity of SKU being sold 

13) Selling price of one of this 

SKU being sold. 

14) Total dollar amount per SKU 

(quantity time selling price) 

15) Subtotal of all merchandise. 

16) Sales Tax. 

17) Total of merchandise with 

tax. 

18) Registry (ies) amount(s). 

19) Sale Slip total (all 

merchandise, tax and registry 

(ies). 

20) Registries SKU and prices 

recorded for POS use. 
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SALES SLIP COMPLETION, p.3 

 

 CHARGE (NEW) SALES SLIP 

 

 

Pictured below is an accurately completed charge sales slip for a customer opening a new 

account. 

 
 

1) Date 

2) Write the word “New”, so that 

central credit is aware that it’s a 

brand new charge sale customer 

3) Store number 

4) Customer name, address and phone 

number 

5) Customer ID number (Driver's     

License, State ID) 

6) Type of phone 

7) Initials and Employee # of associate 

who verified customer’s ID  

8) Type of sale 

9) Employee # of selling associate(s) 

10) Down payment amount actually 

received, before change delivered, 

two locations on slip 

11) SKU(s) of item(s) sold 

12) Description of item(s) sold 

13) Ticket price of item(s) sold 

14) Quantity of SKU sold 

15) Selling price of item(s) sold 

16) Total dollar amount per SKU 

(selling price x quantity) 

17) Subtotal of item(s) sold 

18) Sale Tax 

19) Total (subtotal + tax) 

20) Trade-in value (if applicable) 

21) Purchase minus trade-in value 

22) Down payment amount received 

before faxing to Central Credit 

23) Registry amount (if applicable) 

24) Prior Daniel's account balance 

25) New Daniel's account balance = net 

amount + prior balance + Registry 

 



 
________________________________________________________________________________________________________ 

 Last Revision 05/28/15 

SALES SLIP COMPLETION, p.4 

 

 CHARGE (ADD-ON) SALES SLIP 

 

 

Pictured below is an accurately completed charge sales slip for a customer with an 

existing balance on their Daniel's account. 

 
 

1) Date 

2) Customer's Daniel's account number 

3) Store number 

4) Customer name, address and       

phone number 

5) Customer ID number (Driver's   

License, State ID) 

6) Type of phone 

7) Initials and Employee # of associate 

who verified customer ID  

8) Type of sale 

9) Employee # of selling associate(s) 

10) Down payment amount actually 

received, before change delivered, 

two locations on slip 

11) SKU(s) of item(s) sold 

12) Description of item(s) sold 

13) Ticket price of item(s) sold 

14) Quantity of SKU sold 

15) Selling price of item(s) sold 

16) Total dollar amount per SKU      

(selling price x quantity) 

17) Subtotal of item(s) sold 

18) Sales Tax 

19) Total (subtotal + tax) 

20) Trade-in value (if applicable) 

21) Purchase minus trade-in value 

22) Down payment amount received 

before faxing to Central Credit 

23) Registry amount (if applicable) 

24) Prior Daniel's account balance 

25) New Daniel's account balance = net 

amount + prior balance + Registry 
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SALES SLIP COMPLETION, p.5 

 

 PURCHASE COMMITMENT SALES SLIP 

 

 

Pictured below is an accurately completed purchase commitment sales slip. 

 

 
1) Date  

2) Purchase commitment account 

number 

3) Store number 

4) Customer name, address and 

phone number 

5) ID - NOT APPLICABLE FOR 

PURCHASE COMMITMENTS 

6) Selling associate's employee 

number 

7) Payment method (Layaway & 

down payment method) 

8) Down payment amount actually 

received, before change delivered 

9) SKU(s) of item(s) sold 

10) Description of item(s) sold 

11) Retail (ticket) price of item(s) 

sold 

12) Quantity of SKU sold 

13) Selling price of item(s) sold 

14) Total dollar amount per SKU 

(selling price x quantity)  

15) Subtotal of item(s) sold 

16) Sales Tax 

17) Total (subtotal + tax) 

18) Total purchase minus trade-in 

value 

19) Down payment amount 

20) Registry may be added to sales 

slip but not entered into POS for 

purchase commitments 

21) New purchase commitment 

balance 
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SALES SLIP COMPLETION, p.6 

 

22)  CASH (RETURN) SALE SLIP 

 

 

Pictured below is a sample completed cash sale return slip. 

 

 
 

1) Date 

2) Store number 

3) Customer name, address & phone 

number.  

4) ID - NOT APPLICABLE FOR   

CASH SALES 

5) Selling associate's employee       

number 

6) SKU(s) of item(s) returned 

7) Description of item(s) returned 

8) Retail (ticket) price of item(s) 

returned 

9) Quantity of SKU returned 

10) Selling price of item(s) returned 

11) Returned total dollar amount per 

SKU 

12) Subtotal of item(s) returned 

13) Sales Tax 

14) Total return (sub-total + tax)  

15) Total return minus trade-in value  

16) Returned registry amount (if 

applicable) 

17) Total return amount balance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Remember, all returns (including layaways) for full refund must be completed within 10 days of 

original purchase (per POS receipt).  
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SALES SLIP COMPLETION, p.7 

 

 CHARGE ADD-ON (RETURN/EXCHANGE)  

SALES SLIP 

 
Pictured below is a sample completed charge sale with return sales slip for a customer with an existing 

balance on their Daniel's account (see line 29). 

 
 

1) Date 

2) Customer's Daniel's account number 

3) Store number 

4) Customer name, address and phone 

number 

5) Customer ID number (Driver's 

License, State ID) 

6) Initials & Emp. # of associate who 

verified the Customers ID 

7) Type of Phone 

8) Payment method (Daniel’s & down 

payment method) 

9) Selling associate’s employee # 

10) SKU(s) of item(s) sold 

11) Description of item(s) sold 

12) Retail (ticket) price of item(s) sold 

13) Quantity of SKU sold 

14) Selling price of item(s) sold 

15) Total dollar amount per SKU 

(selling price x quantity) 

16) SKU of same item returned by the 

customer  

17) Description of item(s) returned 

18) Ticket price of item(s) returned 

19) Quantity of SKU returned 

20) Selling price of item(s) returned  

21) Returned total dollar amount per 

SKU (selling price x quantity) 

22) Subtotal of item(s) (selling price 

minus retuned price) 

23) Sales Tax 

24) Total (subtotal + tax) 

25) Trade-in value (if applicable)  

26) Total purchase less trade-in value 

27) Down payment amount received 

before faxing to Central Credit 

28) Registry amount include return 

registry (if applicable) 

29) Prior Daniel’s account balance  

30) New Daniel’s account balance =net 

amount + prior balance + Registry 

 

 

 

 

 

 

 

* All exchanges must be within 30 days of purchase (per POS receipt). 
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SALES SLIP COMPLETION, p.8 

 

 

 CHARGE ADD-ON (TRADE-IN) SALES SLIP 

 

 

Pictured below is a sample completed charge sale with trade-in sales slip for a customer 

with an existing balance on their Daniel's account (see line 23). 

 
 

1) Date 

2) Customer's Daniel's account number 

3) Store number 

4) Customer name, address and phone 

number 

5) Customer ID number (Driver's 

License, State ID) 

6) Selling associate's employee number 

     7) Question customer to see if they 

 are on our mailing list. 

     8)  Payment method (Daniel's & 

               down payment method) 

     9) Down payment amount actually        

         received, before change delivered 

    10) SKU(s) of item(s) sold 

    11) Description of item(s) sold 

12) Retail (ticket) price of item(s) sold 

    13) Quantity of SKU sold 

    14) Selling price of item(s) sold 

15) Total dollar amount per SKU 

(selling price x quantity) 

16) Subtotal of item(s)  

17) Sales Tax 

18) Total (subtotal + tax) 

19) SKU, description, quantity and 

Trade-in value (no sales tax returned 

on Trade-Ins) 

20) Total purchase minus trade-in value 

21) Down payment amount received 

before faxing to Central Credit 

    22) Registry amount include return 

 registry (if applicable) 

    23) Prior Daniel's account balance 

    24) New Daniel's account balance 

 =net amount + prior balance 

 +Registry 

 

 

 

 

 

 

 

* See Daniel’s Merchandise Trade-In Policy (Return/Trade-In Exchange chapter, p. 3). 
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SALES SLIP COMPLETION, p.9 

 

  CHARGE (BREAK-UP/SPLIT) SALES SLIP 

 

Pictured below is a sample completed charge sale of a merchandise break-up/split sales 

slip for a customer with an existing balance on their Daniel's account (see line 29). 
 

1) Date 

2) Customer’s Daniel’s account 

number 

3) Store number 

4) Customer name, address and 

phone number 

5) Customer ID number (Driver’s 

License, State ID) 

6) Selling associate’s employee # 

they verified Customer’s ID 

7) Type of phone 

8) Payment method (Daniel’s & 

down payment method) 

9) Down payment amount actually 

received, before change delivered  

10) Selling associates employee # 

11) SKU(s) of item(s) sold  

12) Description of item(s) sold 

13) Retail (ticket) price of item(s) 

sold 

14) Quantity of SKU sold 

15) Selling price of item(s) sold 

16) Total dollar amount per SKU 

(selling price x quantity) 

17) Subtotal of item(s) 

18) Sales Tax 

19) Total (subtotal + tax) 

20) SKU, description of quantity and 

Trade-in value (no sales tax 

returned on Trade-Ins) 

21) Total purchase minus trade-in 

value 

22) Down payment amount received 

before faxing to Central Credit  

23) Registry amount include return 

registry (in applicable)  

24) Prior Daniel’s account balance  

25) New Daniel’s account balance     

=net amount + prior balance  

 

 

 

 

 

 

 

 

 

*For proper price for each item in a set see Merchandise Manual.  

 


