	
	
	

	
	PURCHASE ORDER
	ACTIVITY NO
	DATE
	PURCHASE ORDER NO.
	

	
	
	
	
	
	

	
	FROM:
	TO:
	DELIVER TO:
	

	
	
	
	
	

	
	GENTLEMEN:
Being governed by instructions hereon, please enter our order for the following:
	

	
	QUANTITY
	DESCRIPTION
	
	UNIT
	UNIT
PRICE
	AMOUNT
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	DATE REQUIRED
	DISCOUNT TERMS
	VIA
	SIGNATURE OF AUTHORIZED REPRESENTATIVE
	

	
	
	
	
	
	

	
	
	B I L L I N G  I N S T R U C T I O N S

A.
Separate invoices must be rendered for each order.

B.
Do not pack invoice with merchandise, mail under separate cover.

C.
Transportation charge, when applicable, must be added to invoice.

D.
Full name and address of this activity and Purchase Order No. must appear on all documents accompanying or have reference to delivery  of this order.

E.
SEE REVERSE OF THIS SHEET FOR OTHER INSTRUCTIONS.


NOTE:
NONCOMPLIANCE WITH THESE INSTRUCTIONS WILL RESULT IN RETURN OF INVOICE AND DELAY PAYMENT.
	
	

	
	
	NOTE:  NOTIFY US IMMEDIATELY IF UNABLE TO COMPLETE ORDER BY REQUIRED DATE.
	
	

	
	PART 1


	VENDOR COPY
	
	


