Purchase Order
	From

	Bill to




	Invoice date:
	



	No.
	Description
	Qty
	Unit
	Unit price
	VAT
	Amount

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	



	Net amount
	

	VAT
	

	Total
	



Bank details
Account holder: 
IBAN: 
BIC: 

Notes
Items purchased for resale. Resale certificate provided to vendor. Please quote PO-2026-0147 on all invoices and packing slips.

What to put on a purchase order
PO number, unique and sequential, so the supplier can quote it on the invoice
PO date and the name of the person who approved the order
Your company name, billing address and a contact for questions
Vendor name, address and vendor or account number if you have one
Ship to address, requested delivery date and shipping method
Item description, SKU or part number, quantity and unit of measure
Unit price and line total for each item
Subtotal, sales tax or exemption status, shipping cost and order total
Payment terms such as Net 30 and the currency if it is not USD
Terms and conditions or a reference to them, plus an authorized signature




