	YOUR COMPANY NAME
Purchase Order
123 Business Street, City, State 00000  •  (000) 000-0000  •  purchasing@yourcompany.com



	PO Number
	PO-2026-0153
	PO Date
	November 9, 2026

	Requested By
	Name / Department
	Delivery Date
	November 20, 2026

	Payment Terms
	Net 30
	Ship Via
	Ground freight



	VENDOR
Vendor Company Name
Contact Name
Street Address
City, State 00000
	SHIP TO
Your Company Name
Receiving Dock
Street Address
City, State 00000



	Item #
	Description
	Qty
	Unit Price
	Total

	A-210
	Copy paper, letter, case of 10 reams
	5
	$48.00
	$240.00

	T-118
	Toner cartridge, black, high yield
	4
	$89.50
	$358.00

	F-031
	Hanging file folders, box of 25
	6
	$14.25
	$85.50

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	
	Subtotal
	$683.50

	
	Tax
	$0.00

	
	Shipping
	$35.00

	
	TOTAL
	$718.50



NOTES AND INSTRUCTIONS
Please quote the PO number on all invoices, packing slips and correspondence. Notify us at once if you cannot ship by the delivery date.

	

Authorized By
	

Signature
	

Date








