PURCHASE ORDER
[Your business name]
Buyer (you): [Your name] · [email / phone] · [address]
Vendor / Supplier: [Client name] · [client email] · [client address]
PO #: ____________     Order date: ____________     Delivery date: ____________
	Description
	Qty
	Unit price
	Amount

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


Subtotal: ____________     Tax: ____________
Total: ____________
Notes
Deliver to: [address]. Payment terms: [e.g. Net 30]. Please confirm receipt of this order.
