
Purchase Order Summary 

Date: [Insert Date] 

Purchase Order Number: [Insert PO Number] 

Vendor Name: [Insert Vendor Name] 

Vendor Address: [Insert Vendor Address] 

Items Ordered: 

Item Description Quantity Unit Price Total Price 

[Insert Item 1 Description] [Insert Quantity] [Insert Unit Price] [Insert Total Price] 

[Insert Item 2 Description] [Insert Quantity] [Insert Unit Price] [Insert Total Price] 

Summary: 

Total Amount: [Insert Total Amount] 

Payment Terms: [Insert Payment Terms] 

Contact Information: 

Contact Name: [Insert Contact Name] 

Contact Phone: [Insert Contact Phone] 

Contact Email: [Insert Contact Email] 

Thank you for your business! 


