
	

Date: {{purchase_order_date}}
Purchase Order Number: {{purchase_order_number}}


Purchase Order


	

	


Buyer Information:
Name: {{buyer_name}}
Company Name: {{buyer_company_name}}
Address: {{buyer_address}}
City, State, Zip: {{buyer_city_state_zip}}
Phone Number: {{buyer_phone_number}}
Email: {{buyer_email}}



	


	
Supplier Information:
Name: {{supplier_name}}
Address: {{supplier_address}}
City, State, Zip: {{supplier_city_state_zip}}
Contact Person: {{supplier_contact_person}}
Phone Number: {{supplier_phone_number}}
Email: {{supplier_email}}








Order Details

	Item Number
	Description
	Quantity
	Unit Price
	Total Price

	{{line_items_1}}{{item_number}}
	{{item_description}}
	{{item_quantity}}
	{{unit_price}}
	{{total_price}}




Subtotal: {{subtotal}}
Tax ({{tax_rate}}): {{tax_amount}}
Shipping and Handling: {{shipping_handling}}

Grand Total: {{grand_total}}



	Delivery Instructions

Delivery Date: {{delivery_date}}
Delivery Address: {{delivery_address}}
Special Instructions: {{special_instructions}}

	


	[bookmark: _z0pugne76i7y]Terms and Conditions
Payment Terms: {{payment_terms}}
Return Policy: {{return_policy}}

By receiving this purchase order, the supplier agrees to the terms and conditions specified. Any deviations must be communicated in writing and agreed upon by both parties within {{response_time_frame}} days of receipt.

	
Authorized Signature:
{{authorized_signature}}




	


Date: {{signature_date}}




Please contact {{buyer_contact_person}} at {{buyer_contact_email}} or {{buyer_contact_phone}} if you have any questions regarding this purchase order.

