
 

SCANNING AN OFFICIAL RECEIPT 
 

 
 

QPPE # 0001 

Please note the following: 
 

● Indicate the QPPE item number on the top of the page 
● Make sure that details are clearly seen and readable 
● The whole scanned receipt must fit in the printable area of the paper 
● All official receipts and sales invoices must be registered with the BIR 

The official receipt or sales invoice must be properly accomplished indicating the following: 
         -Name of Purchaser- must be in the applicant's name 
         -Taxpayer Identification Number (TIN) 
         -Business address 
         -Business style  
         - Details of the expenses 
         - Date 

● The above details are mandatory for payments of  PHP 1000 and above, but for purchases of 
goods below PHP 1,000, it may only indicate the applicant's name and the TIN, but it is better 
if the seller would like to fill in all details. 

● It may also help us speed up the process if the necessary supporting documents are already 
attached, such as booking schedules and billing statements for hotel accommodations and 
airfares. Rental contracts for rent expense, etc.(Please see QPPE section 14 of the 
guidelines) 

● If the QPPE Item does not have the above required information or details, please do not 
include it in the submission to avoid delay in the audit process. 


