My Company Ltd.

Our Slogan ™

SALES ORDER
	My Company Ltd.

Street Address 
City, State/Province Country ZIP
	
	Order No.:
	XXXXXXXXXX

	
	
	Customer No.:
	XXXXXXXX

	
	
	Sales Order Date:
	MMM / DD / YYYY

	Phone: 
(333) 555-0100 
	
	Federal Tax ID:
	XXXXXXXXX

	Fax: 
(333) 555-0111
	
	
	

	Shipping Hrs.: 7:30am - 2:30pm Mon-Fri
	
	
	

	
	
	
	

	CUSTOMER:
	SHIP TO:

	
Customer Company Office
	
Customer Company Warehouse

	
Street Address
	
Street Address

	
City, State/Province Country ZIP
	
City, State/Province Country ZIP

	
Contact: Customer Contact
	
Contact: Warehouse Manager

	
Tel #: (XXX) XXX-XXXX
	
Tel #: (XXX) XXX-XXXX

	
Fax #: (XXX) XXX-XXXX
	
Fax #: (XXX) XXX-XXXX


	Release Date
	Ship Via
	Freight Paid By
	Terms

	MMM / DD / YYYY
	BBB Freight
	Destination
	2.00%-10 Days/Net 30

	Purchase Order Number
	Required Date
	Sales Territory
	Our Order Number

	XXXXXX
	MMM / DD / YYYY
	Sales Rep Name
	XXXXXXXXXX

	

	QUANTITY ORDERED
	ITEM NUMBER
	PRODUCT DESCRIPTION

	
	
	

	100
	XXXXX
	Blue Widgets

	10
	XXXXX
	Red Widgets

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total Shipment Weight:
	350 lbs
	

	
	
	

	Shipment Contains:
	Plastic widgets, packaged in glass jars, and enclosed in corrugated containers.
HS Tariff Classification Number XXXXXX 
Product manufactured in State/Province


	Shipper’s Signature:
	Carrier’s Signature:
	Date/Time Loaded:

	
	
	

	
	Customer’s Signature:
	Date/Time Delivered:

	
	
	

	

	
	My Company Ltd. Copy
	
	Destination Copy
	
	Carrier Copy


My Company Ltd. 

Street Address, City, State/Province Country ZIP



TEL: (333) 555-0100    FAX: (333) 555-0111    www.mycompany.com


