Your Company Name or Logo
Works: Your Company Address

PURCHASE ORDER
	You Company Name, Address, Ph No., Email ID
	PO.NO.                           
PO. Date:                       
Our Enquiry:                 
You’re Quotation No.  
Delivery Date:               

	Vendors Name, Address, Ph No., Email ID
 
	Dispatch Mode:            
Terms of Delivery:       
Terms of Payment:      
Currency:                       

	You’re VAT NO.  
You’re CST NO.  
	Vendor Code:                
Purchase Req. No.       


	Sr. No
	Description of Goods / Item
	Qty.
	Rate
	Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	


This PO based on your Quotation Ref. No. xxx Dt.xxx and further discussion had with your Mr. & our Mr.
TERM’S & CONDITIONS AS FOLLOWS: 
1. PRICING TYPE:  The above rates are net rates the freight charges extra at actual & same shall be paid to you on submission of LR copy/Bill/Receipt of the transporter in original at our Pune office along with the original invoice.
2. TERMS OF DELIVERY:  Delivery Immediate. The material should be neatly packed to avoid any damage, dents, scratches, wear-tear, snapping, etc. If found otherwise the same shall be rejected & sent back to you at your own cost & risk fresh material shall be supplied by you within the next 8 days time. Our decision in this regard would be final& the same shall be binding on you.
3. PAYMENT & TAXES:
a) Payment
: 
b) Excise
: 
c) VAT

: 
d) CST

: 

e) Service Tax
:

4. JOB FROFILE
:   
5.  WARRANTES: The supplied material shall be warranted against any manufacturing defects, defective workmanship or otherwise for a period of 36 months from the date of supply of material to us. In case of any defect, failures, malfunctioning of the supplied material. You will arrange to send your senior technical person at our site within 24 hours of us informing you of the same.
6. PENALTY
: 1% of the basic PO value as penalty for delay of each day. ALTEM reserves the rights to cancel the PO unilaterally, with out assigning any reasons there-of, with out making any of the payments for the received, in transit or delay to dispatch material. This decision would be informed you in writing & same shall be binding on you.
7. DELIVERY
: The material shall be dispatched to us in a ship-worthy carrier under intimation to us. The insurance for the material in-transit material shall be arranged by you & a copy of insurance shall be Email to us, immediately upon dispatch of the material to us.
8. PROGRESS REVIEW: You will furnish us the weekly progress report in writing by Email, from the time you receive our PO till the time the complete delivery of the ordered material takes place.
9. INSPECTION TESTING: You will have to give us an inspection call in advance for witnessing the inspection / testing / trial of the ordered material at your works, prior to dispatch. In no case, the material shall be dispatched with out our consent of the worthiness of the manufactured product.
10. DOCUMENTATION: You will furnish all the relevant test certificates (each lot-wise), as is required by us along with the material, failing which the material will not be accepted.
	NOTES TO VENDOR
1. Please send acceptance of this PO within 7 days. Non-receipt of the same may be considered as acceptance of PO

2. For Expediting payments, bills & Delivery Chillan submitted should contain PO No: Date, item code & Vendor No.

3. In case of Insurance by (Your Company Name), Please furnish dispatch details by fax, immediate post-dispatch.

4. Material which is not as per specification mentioned in the Order IS LIABLE TO BE REJECTED & RETURNED at your

    Cost & risk.

5. Submit bill in duplicate.

6. Kindly make all the correspondence at the above mentioned office address.

7. Disputes shall be settled within the jurisdiction of Pune Court, Maharashtra State only.   


for Your Company Name
Prepared by:











Authorized by

Sign / Date 











     Sign / Date

Head Office: Your Company Name, Address, Ph. No., Email ID, Web Address

