
Purchase Order Request 
Form Template Word 

Company Name: ________________________________________​
Purchase Request Number: ________________​
Date of Request: ________________​
Requesting Department: ________________________________________ 

Supplier Details 

●​ Supplier Name: ________________________________________ 
●​ Contact Person: ________________________________________ 
●​ Supplier Email: ________________________________________ 
●​ Supplier Phone Number: ________________________________________ 

Order Information 

Item No. Product Name Quantity Price per Unit ($) 
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☐ Bulk Order ☐ Trial Order ☐ Replacement Order 

Delivery Information 

●​ Shipping Address: ________________________________________ 
●​ Expected Delivery Date: ________________ 
●​ Shipping Method: ☐ Standard ☐ Expedited ☐ Other: ________________ 
●​ Special Notes: ________________________________________ 

Approval & Signatures 

●​ Requested By: ________________________________________ 
●​ Department Head Approval: ________________________________________ 
●​ Finance Team Approval: ________________________________________ 
●​ Purchase Order Number Assigned: ________________ 
●​ Final Approval Date: ________________ 
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