Purchase order
	PO number
	
	
	Order date
	

	Delivery needed by
	
	
	Payment terms
	



	Buyer
	
	
	Supplier
	

	Address
	
	
	Address
	

	Contact
	
	
	Contact
	

	Email / phone
	
	
	Email / phone
	



	Deliver to
	



	Item code
	Description
	Qty
	Unit price
	Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Subtotal
	

	Delivery
	

	VAT (if charged)
	

	Order total
	



	Special instructions




	
	
	

	Authorised by
	
	Date
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