PURCHASE ORDER
Vendor order and purchasing record
	PO Number
	
	Order Date
	

	Vendor
	
	Requested By
	

	Vendor Address
	
	Ship To
	

	Terms
	
	Required Date
	



	ITEM / DESCRIPTION
	QTY
	UNIT
	UNIT PRICE
	TAX
	TOTAL

	Product or service
	
	
	$0.00
	
	$0.00

	Product or service
	
	
	$0.00
	
	$0.00

	Product or service
	
	
	$0.00
	
	$0.00

	Product or service
	
	
	$0.00
	
	$0.00

	Product or service
	
	
	$0.00
	
	$0.00

	Product or service
	
	
	$0.00
	
	$0.00

	Product or service
	
	
	$0.00
	
	$0.00

	Product or service
	
	
	$0.00
	
	$0.00



	Subtotal
	$0.00

	Tax
	$0.00

	Shipping
	$0.00

	TOTAL
	$0.00


Approval and Notes
Approved by: __________________________  Date: __________
Notes:
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