

[image: ]	Purchase Order
In the event of a query quote Purchase Order number on all correspondence

	Supplier name 
Address line 1
Address line 2
Address line 3
Town
Postcode, Country
Supplier tel no:
Supplier Email:
	Purchase Order no: 

	AG3-245678

	
	Order Date: 

	XX-Dec-2019

	
	Payment Terms: End + 30 Days

Page: 1 of 1
	

	
	Name: 
Telephone:
Email:
	Your Name     
Your Phone
your.email@cam.ac.uk


	Invoice Address	
Finance Division
1st Floor South
Greenwich House
Madingley Rise, Madingley Road
CAMBRIDGE, Cambridgeshire, CB3 0TX
Phone: 01223 332233
VAT no: GB 823 8475 09
	Delivery Address	
Finance Division
1st Floor South
Greenwich House
Madingley Rise, Madingley Road
CAMBRIDGE, Cambridgeshire, CB3 0TX
Phone: 01223 332233




	Line
	Supplier Item
	Description
	Deliver By
	Qty
	UoM
	Unit Price
(GBP)
	Vat Rate
	Total
(GBP)

	1
	

	


	
	
	
	
	
	

	2
	

	


	
	
	
	
	
	

	3
	

	


	
	
	
	
	
	

	4
	

	


	
	
	
	
	
	

	5
	

	


	
	
	
	
	
	




	Sub Total
	



	VAT
	



	Grand Total
	








Authorised by: _______________________________________________

Special Instructions		
Quote reference no XXXXXXXX
[bookmark: _GoBack]Please can you deliver this to our goods in.  They are accessed by the winding road behind the main building.				
Terms
Unless otherwise specified in the instructions or agreed in writing this order is placed in accordance with the University's Standard Terms of Contract, copies of which are available on request. https://www.admin.cam.ac.uk/cam-only/offices/purchasing/forms/terms.pdf
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