Purchase Order Template Word
Free Download

1. Basic Order Details

PO Number:

Order Date:

2. Seller Information

Company Name:

Contact Name:

Phone:

Email:

3. Buyer Information

Organization:

Department:

Contact Person:

4. Order Specifications (Please fill out this table)

Item

Quantity

Unit Cost

Total
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5. Delivery Instructions

e Expected Delivery Date:

e Shipping Method:

6. Signatures

e Buyer's Signature:

e Date:
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