
PURCHASE ORDER

PO no. Date / / Delivery date / /

LOGO
OR STAMP

BUYER

Company name

Address

City, country

Phone Email

Tax ID / VAT no. Company reg. no.

SUPPLIER

Name or company

Address

City, country

Phone Email

Supplier quotation no.

Currency: Tax rate (VAT / GST): % 2 decimals (0 or 3 for some currencies)

DESCRIPTION QTY UNIT UNIT PRICE AMOUNT

TERMS

Delivery address

Delivery terms (Incoterms® 2020 rule if import)

Payment terms

Subtotal

Tax %

Total

Please quote this PO number on your delivery note and invoice.

AUTHORISATION

Ordered by

Name, date, stamp and signature

Supplier confirmation

Name, date and signature
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