
PURCHASE ORDER
Your company name PO number

Street address Order date

City, postcode, country Delivery date

Purchasing contact, email and phone Payment terms

Shipping terms

Currency

Supplier Ship to
Supplier name Location name (warehouse, store or 3PL)

Street address Street address

City, postcode, country City, postcode, country

Contact name, email and phone Receiving contact

Supplier ID Delivery instructions

Line SKU Supplier SKU Description (product, variant) Quantity Unit price Line total
1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

Notes and conditions
Packaging, labeling and quality requirements.

Authorized by

Signature

Date

Subtotal

Discount

Tax (rate ____ %)

Freight

Other costs

Total

Please quote the PO number on your order confirmation, packing slip and invoice. Tell us before shipping fewer units than ordered.

Purchase order template from Channel Bay (channelbay.io)


