
Hotel Receipt Template Word

Hotel Details

● Name of Hotel: _________________________

● Location: ______________________________

Guest Details

● Name: __________________________________

● Contact Number: ________________________

● Duration of Stay: _______________________

Room Information

● Type of Room: ___________________________

● Daily Rate: ____________________________

● Extra Services: ________________________

Charges Summary

● Base Room Charge: ______________________

● Additional Services: ___________________

● Total Tax: _____________________________

● Grand Total: ___________________________

Payment

● Paid by: _______________________________

● Date of Payment: _______________________
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Table of Expenses

Item Date Cost ($) Paid

Room Charge

Spa

Dining

Others

Room Charge

Spa

Dining

Others

● Acknowledged by: ____________________

● Date: ________________________________
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