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	Item #
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	Description
	Taxable
	Unit Price
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Approved by
:
Name:
E-mail:
Phone:
) (
Person Submitting 
this PO
:
Name:
E-mail:
Phone:
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	Balance Due
	


	Required by
	Ship When
	Ship via: truck/air/ups/fed
	FOB (free on board)
	Buyer (person submitting PO)
	Terms
	Tax ID
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Web address:
) (
Vendor Phone #
) (
Other Information needed to make purchase
) (
Vendor payment information
) (
Vendor’s Name:
) (
Date:
)
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