Purchase order
Complete one order per supplier, currency and delivery destination. Replace bracketed fields, remove unused item rows and use terms already agreed with your supplier.
	PO number
[Unique reference]
	Revision
[Rev]
	PO issue date
[Date]
	Requested delivery date or window
[Date or delivery window]


	Buyer business
[Legal or trading name]
	Supplier
[Supplier name and account reference]

	Buyer contact
[Name, email and phone]
	Supplier contact
[Name, email and phone]

	Bill to
[Billing name and full address]
	Ship to
[Warehouse or store name and full delivery address]

	Currency
[One currency for the whole PO]
	Receiving contact
[Name and phone]


	Supplier quote or agreement reference
[Reference and version, if applicable]


Items to order
Price per UOM is the price for one ordering unit. Line total = quantity × price per UOM. Pack size does not multiply the amount owed.
	Supplier
SKU
	Description
	Pack
size
	Order
UOM
	Quantity
	Price per
UOM
	Line
total

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Order amounts
Manual totals: calculate and recheck every amount before issuing the PO. Enter confirmed tax and agreed charges.
	Merchandise subtotal
	[Amount]

	Order-level discount
	[Amount]

	Freight
	[Amount]

	Tax
	[Amount]

	Other agreed charges  [Description]
	[Amount]

	Order total
	[Amount]


Order total = subtotal − discount + freight + tax + other charges


Terms and approval
Complete this page for the same PO number and revision shown on the order page.
	PO number
[Unique reference]
	Revision
[Revision]


Agreed terms
	Payment terms
[Agreed terms and the event that starts the payment period]

	Delivery method and receiving hours
[Method, appointment details and receiving hours]

	Partial shipments
[Allowed, approval required or not allowed, as agreed]

	Substitutions
[Allowed items or approval requirement, as agreed]

	Product requirements
[Minimum remaining shelf life, temperature or labeling requirements, if applicable]

	Additional instructions
[Reference the approved specification or agreement]


Preparation approval and acknowledgment
	Prepared by
[Name]

	Approved by
[Authorized approver]
	Approval date
[Date]

	Supplier acknowledgment reference
[Email, portal reference or signed acknowledgment]


Keep approval and supplier acknowledgment evidence with the PO record. A typed approver name alone does not establish approval. Check all entries and totals, then save the approved issued version as a PDF.
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