Purchase order
Purchase order format. Issued by the buyer to the supplier to authorise an order. A supplier quotes the PO number on the related invoice.
	Buyer name and address
	

	Buyer GSTIN or tax registration (if applicable)
	

	Supplier name and address
	

	PO number
	

	PO date
	

	Delivery address
	

	Billing address
	

	Required delivery date
	

	Currency
	

	Payment terms
	



	S. no.
	Item or service description
	Quantity
	Unit
	Agreed rate
	Tax rate
	Amount

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	



	Subtotal
	

	Expected taxes and charges
	

	Total order value
	

	Delivery instructions
	

	Authorised buyer signature
	


