
Purchase Order
Vendor:
______________________________
______________________________
______________________________
______________________________

Ship To:
______________________________
______________________________
______________________________
______________________________
Purchase Order # : ____________
Date: ____________
Delivery Date: ____________
Terms: ____________

ORDER DETAILS

# Description Quantity Unit Price Amount

1 ______________________________

2 ______________________________

3 ______________________________

Subtotal

Tax

Total

NOTES / INSTRUCTIONS

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Authorized By: 

Signature _________________________ 
Date _______________

Received By: 

Signature _________________________ 
Date _______________
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