PURCHASE ORDER (Sample)
	ORGANISATIONS NAME

AND LOGO


	ORGANISATIONS ADDRESS

	To: 

Attention: 
	Date:                 

Fax No.

Our File Ref.

	CC: Country office:

        Regional Office:

        For Information:        

	                                                                     Total No. of pages

	From:                                                              

                                                                         
	Tel direct.:                                                                         Email:

Fax direct:

	Re: PURCHASE ORDER
       GOODS – DESTINATION

       Your offer,                             Our Ref.                                      Reg. No………………

	Dear Sir/Madam,

Thank you for your above mentioned offer. We are pleased to confirm our order as follows: -

	Seller                Supplier Name

                         Suppliers Address

Buyer               Name of buying Organisation

                         +
                         Address



	Goods             1. Describe goods

                        2. Describe goods
                         Transported by   ………………………….

	Value:              CPT TOWN + TOWN COUNTRY      total cost                   cur



	Insurance         To be covered by (Buyer?)



	Transport         

Time of Delivery:   ETD (Estimated time of departure + place)

                              ETA (Estimated time of arrival + place)



	Packing              Description of type of packing desired ( Strong export   

                           Packing suitable for transportation method and rough 

                           Handling up to final destination



	[image: image1.png]Guarantee require the usual manufacturer’s guarantee against
Varranty any/all defects in workmanihip and materials used in
goods manufacture.

Inspection If required, to carried out by company of our cheice and at our cost

Payment Terms By bank transfer (or other) within 30 days after receipt of
shipping documents and goods in order

Please indicate clearly your bank account, name and
address of your bank on allinvoices

Please ensure that all correspondence and your invoices quotes our
purchase order number which follows with our formal Purchase Order and
the goods reference
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Praforma Invoice.

~Req. No ('Donated by
- Contents:

when applicable)

when applicable (eg "Dovated by ..", “commodity trac

Consignee address

To prepare for and speed up clearance of goods,

Before arrival of goods IMPORTANT to fax copies of the
documents mentioned below to:

- CONSIGNEE fax (see above)
+FEDERATION Delegation

Att: fax
AW (air), BIL (sea). CMRMaybill (road ral)

Proforma Invoice
Packing List

Gift Certficate *

Acknowledgement of Recsipt of Goods *

Certificate of Origin (when applicable)

Certificate of Radioactiity (food)
Phytosanitary Certficate (food)

Fumigation Certfcate (food or used clothing)

Certificate of Insurance (food, when you buy DDU)

Delivery Note (food)

Positive Certificate of Inspection (food)

Original take-over Certficate duly completed & signed by receiver (food)

Cetificate of Analysis (medical)
GHP Certficate of Manufacturers (medical)
¥ tobeissued by us. Please include these with the cther
Shipping doctmerts to the Consigr

"HUMANITARIAN AID"

Please specify

- total number of packages
- total number of each item
- unit of measurement (ie pes, kg etc) for each item
-if number of cartons is specified, the number

of items in each carton must be given (ex. XX pesiort)
- total weight of consignment

Please state "VALUE FOR CUSTOMS PURPOSES ONLY.





Without Commercial Value
