	[Your business name]
[Street address]
[City, state ZIP]
[Phone]
[Email]
	PURCHASE ORDER
██████



	VENDOR
[Name]
[Company]
[Street address]
[City, state ZIP]
[Email or phone]
	SHIP TO
[Recipient name]
[Delivery address]
[City, state ZIP]
[Phone]
	
	PO number
	[Number]

	Order date
	[MM/DD/YYYY]

	Delivery date
	[MM/DD/YYYY]

	Payment terms
	[Net 30]






	ITEM OR SKU
	DESCRIPTION
	QUANTITY
	UNIT PRICE
	AMOUNT

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	DELIVERY INSTRUCTIONS AND TERMS
	



	
	Subtotal
	

	Tax rate
	____ %

	Tax
	

	Shipping
	

	Order total
	






	
	
	

	Authorized by
	
	Date


Made with InvoiceTools, invoicetools.com




