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[Your Company Name] | [Street] | [Postcode City] | [Country]
	Purchase Order
	PO Number
{{Item.PO Number}}



	Supplier
{{Item.Supplier Contact}}
{{Item.Supplier}}
{{Item.Supplier Street}}
{{Item.Supplier Zip Code and City}}
{{Item.Supplier Phone}}
{{Item.Supplier Email}}
	Ship to
{{Item.Ship To Name}}
{{Item.Ship To Company}}
{{Item.Ship To Street}}
{{Item.Ship To Zip Code and City}}
{{Item.Ship To Phone}}
{{Item.Ship To Email}}



	Order Date
	{{Item.Order Date}}
	Delivery Date
	{{Item.Delivery Date}}

	Requested By
	{{Item.Requested By}}
	Payment Terms
	{{Item.Payment Terms}}

	Shipping Method
	{{Item.Shipping Method}}
	Date
	{{Today}}


Dear {{Item.Supplier Contact}},
please supply the following items in accordance with the terms below.

	Pos.
	Product
	Description
	Quantity
	Unit
	Unit Price
	Amount

	{{TableStart:SubItems}}{{Numbering}}
	{{Name}}
	{{Description}}
	{{Quantity}}
	{{Unit}}
	{{Unit Price}}
	{{Amount}}{{TableEnd:SubItems}}



	Subtotal
	{{Item.Subtotal}}

	Tax
	{{Item.Tax}}

	Shipping
	{{Item.Shipping}}

	Total
	{{Item.Total}}


{{Item.Notes}}
Terms: Please quote the PO number on all invoices, delivery notes and correspondence. Deliveries are subject to inspection; non-conforming goods may be returned at the supplier's cost. Prices are fixed as stated unless agreed in writing. Please confirm this order within 2 business days.

	{{Today}}, {{Item.Approved By}}
	
	

	Date, authorised signature
	
	Date, supplier acknowledgement



	[Your Company Name]
[Street]
[Postcode City]
[Country]
	Phone: [Phone]
Mail: [Email]
Web: [Website]
	Bank: [Bank name]
IBAN: [IBAN]
BIC: [BIC]
	Director: [Name]

VAT ID: [Number]
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