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 PURCHASE ORDER
 
 

Date ____________ 
Purchase Order No. ____________ 

Account/Customer ID No. ____________ 

To:                                                                                          
Luz C Levine                                                                           
3723 Stadium Drive                                                           
Worcester, MA 01610                                                  
Tel.: (508) 296-0738
 

 
Shipping Method Shipping Terms Payment Terms

 FedEx   FOB destination  Due upon receipt  
     

Item No. Description Quantity Unit Price Total
     

     
   

Subtotal
Sales Tax
Shipping

Other
Discount

  
@ __________
 
 
@ __________ 

__________ 
__________ 
__________ 
__________ 
(__________)

Total Amount Payable   __________

Special Instructions:
1. Please contact us immediately if you are unable to fulfill the order as requested.
2. Please enclose two copies of the invoice with the order.      
   

 
 
 

  
Authorized by Date
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Purchase Order (Rev. 133C783)

GENERAL INSTRUCTIONS

WHAT IS A PURCHASE ORDER?

This is a written document that records a 
business transaction between two parties — the 
Buyer and Seller. An order is issued by the 
Buyer when large purchases are made. Once a 
Seller accepts the order, a legally binding 
contract is formed between the Buyer and Seller.

A simple Purchase Order will identify the 
following basic elements:

- Buyer: name, address, and contact info of 
party giving money for goods
- Seller: name, address, and contact info of 
party receiving money for goods
- Order Number: a unique ID number to track 
each business transaction
- Item Description: details, quantity of goods, 
cost per unit, and total price of goods
- Shipping Address: where the goods will be 
shipped
- Shipping Date: when the goods will be 
delivered to the final location
- Billing Address: location of where the invoice 
should be sent so the Buyer can pay
- Signature: signature of Buyer offering to buy 
and signature of Seller accepting
- Order Date: when the business transaction 
occurred

WHEN DO I NEED ONE?

This document is commonly used in business 
and commercial transactions for more 
sophisticated transactions. If you are buying a 
large number of products or many types of 
products, you should use it to formally document 
what is being purchased for your business. 
Because these are legally binding contracts, 
Buyers can create a formal paper trail of items 
purchased for their business. Official records 
help bookkeepers and accountants keep track of 
inventory, orders placed, and items received.

WHAT IS THE DIFFERENCE 
BETWEEN A PURCHASE ORDER 
AND AN INVOICE?

A Buyer sends an Order form BEFORE payment 
is made to officially request the Seller to deliver 
a certain number of goods. In contrast, a Seller 
sends an Invoice AFTER an order has been 
placed and requests payment for the goods 
purchased. Alternatively, an Invoice is used like 
a receipt when the Buyer has paid for the goods 
ordered.

WHAT IF I DON'T USE ONE?

These forms clearly document whether a 
business transaction has occurred between the 
Buyer and Seller. Without one, the Buyer and 
Seller may suffer preventable consequences.

WHAT SHOULD BE INCLUDED IN 
THIS FORM?

A simple Purchase Order should generally 
identify:

- Where the goods should be shipped
- What is being purchased and how many
- When payment should be made and for how 
much
- Who the Buyer and Seller are in this 
transaction

Buyers may also include the following details in 
a basic purchase form:

- Governing Law: the default is that the state 
laws of the Seller will apply
- Currency: whether U.S. Dollars or another 
foreign currency will be used
- Payment Method: whether the Buyer will pre-
pay or pay in cash, credit card, or check
- Transportation Method: whether delivery is 
by courier, truck, mail, or will be picked up
- Tracking Number: the unique ID number used 
to track the progress of goods delivered
- Shipping and Handling Cost: the cost to pack 
and send the goods to the Buyer
- Insurance: whether the Seller will insure the 
goods in case it is lost or damaged
- Terms and Conditions: detail the fine print 
about whether the goods can be returned or 
what should happen or who is responsible if 
items are damaged during delivery


