PURCHASE ORDER	PO no.  [PO-0001]
	Date  [MM/DD/YYYY]
	Deliver by  [MM/DD/YYYY]

FROM	BILL TO
[Your business name]	[Client name]
[Street address]	[Billing address]
[City, State ZIP]	[City, State ZIP]
[email@yourbusiness.com]	[ap@client.com]

	DESCRIPTION
	QTY
	RATE
	AMOUNT

	[Description]
	[1]
	$0.00
	$0.00

	[Description]
	[1]
	$0.00
	$0.00

	[Description]
	[1]
	$0.00
	$0.00

	[Description]
	[1]
	$0.00
	$0.00

	[Description]
	[1]
	$0.00
	$0.00

	[Description]
	[1]
	$0.00
	$0.00



Subtotal	$0.00
Tax	$0.00
Order total	$0.00
NOTES
[Delivery terms, shipping instructions and the PO reference the supplier must use on the invoice.]
APPROVAL
[Deliver to the address above, weekdays 9am-4pm. Include the PO number on the packing slip.]

______________________________	______________________________	______________________________
Requested by	Approved by	Date
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