Your letterheading

Your address and contact details
Purchase Order No.

Date:

Name and address of supplier
P U R C H A S E O R D E R

	Description - Fabric, wallpaper, etc.
	£

	10 rolls of wallpaper – Put in reference and cost per roll, so for example:
10 rolls @ £30 per roll
Make sure you find out the delivery costs and VAT
Please deliver to:
	300.00

	Subtotal

Delivery

Total

VAT @ 20%

Grand Total
	300.00

15.00

315.00
63.00
378.00


