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PURCHASE ORDER

	REF:
	
	YOUR COMPANY ADDRESS
YOUR COMPANY TELEPHONE NUMBER 
YOUR COMPANY EMAIL ADDRESS


	SUPPLIER:

	



	Order Date:
	
	Client Tel/Fax:
	



	ORDER DESCRIPTION INCLUDING ITEM CODE
	Quantity
	£ NET COST

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Day Delivery Required:     M     T     W     T     F     S     S     (Circle required day) 
Additional Notes:
	

	VAT (Where applicable)
	£

	TOTAL COSTS OF ITEMS ORDERED
	£




Signature: ……………………………………………………………………
Date: …………........
Please quote the above Purchase Order Reference Number on all invoices.
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