[bookmark: _GoBack]Sample Purchase Order

Purchase order no. xxxx
Date: 

Vendor Name __________________________________________________________
Contact Name __________________________________________________________
Billing Address _________________________________________________________
City, State, Zip _________________________________________________________
Telephone _____________________________________________________________
Fax Number ___________________________________________________________
Email Address __________________________________________________________

Bill to:
Ship to:
Special instructions:


Item Description
Quantity
Price




Total: 


Employee name:
Department:
Account:
Purchasing officer signature:

