	Purchase Order
	
	
	No.
	This number must appear
	on all invoices, packages,
Vendor:	shipping papers, and
	work orders.
	
	Prepay all delivery charges
	Deliver by 		
	B
I
L
L
	
	S
H
I
P
	




	Date of Order
	Shipping Instructions
	Terms

	
	
	

	Quantity
	Unit No.
	Description
	
	Acct. No.
	Unit Price
	Total Price

	
	
	
	
	
	
	

	Purchasing Approvals
	Receiving/Payment Approvals
	
	Total

	Discount

	

	Subtotal

	_____% Total

	Net Total



	
	

	

	

	

	

	




	Requisitioned by

Date
	Name/Title

Date Received
	
	

	Approved by

Date
	Payment Approval

Date
	
	

	Special Instructions:
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




DISCLAIMER: These sample forms and agreements are not endorsed by BRP Education™. They are presented for informational purposes only and should not be relied upon for accuracy, completeness or consistency with applicable law. The user is advised to check all applicable state and federal law before using these forms, agreements, or parts thereof. Because certain forms have legal implications (e.g., management agreements, rental applications), it is recommended that downloaded versions of such forms should be reviewed with legal counsel prior to their use and that any modifications made by the user should also be reviewed by legal counsel. 


