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PURCHASE ORDER

The following number must appear on all invoices, dispatch dockets,
and acknowledgements relating to this purchase order.
PO NUMBER: xxxxx



	SUPPLIER
Supplier Company XYZ
Street address
City
State, Postcode
	DELIVERY ADDRESS
First and last name
Recipient Company XYZ
Street address
City
State, Postcode
	Project title:
Project number:
PO number:
PO date:
Delivery date (on or before):
Delivery method:
Requisitioner:
Email:
Phone:






	QUANTITY
	DESCRIPTION
	UNIT PRICE
	AMOUNT

	
	
	
	

	
	
	
	

	200
	Printing of A5 Brochure. 8pp self cover.
4-colour process + seal throughout.
High resolution pdf files supplied via email for printing.
	
	780.00
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	Sub-total
	780.00

	
	
	GST 15%
	117.00

	
	
	
TOTAL DUE
	
897.00













NOTES:
1. Please notify us immediately if you are unable to ship as requested.
2. Send all correspondence to [your name], [your company name], [your company street address and telephone number].
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