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Purchase Order - 
[Name, Company Name & Address here]

[Date]

Dear [name],

We want to place an order for the following items – 

[List here the Description] -

QUANTITY
  ITEM 

                         UNIT PRICE

TOTAL

   ----

  ------                                          ----------------                    -----------







[Pieces]               [Item name]                                 Price/piece                   Grand Total Sum

We need the delivery by [date you need the order on or before].

This is our purchase order no. [no. here]. If there is any problem processing this order, please inform us immediately as to look elsewhere for our requirements.

Sincerely,

[Your name & Designation]

[Company name]
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