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Introduction to Purchase Order

A purchase order (PO) is a key document in commercial transactions. Docupal
Demo, LLC, located at 23 Main St, Anytown, CA 90210, United States, uses POs to
streamline procurement. This document outlines the key elements of a standard
purchase order.

Purpose of a Purchase Order

A purchase order serves several critical functions. It formally initiates a purchase of
goods or services from a supplier, like ACME-1 (Acme, Inc) of 3751 Illinois Avenue,
Wilsonville, Oregon - 97070, USA. It specifies the quantities, agreed-upon prices,
and delivery terms.

Communication and Record-Keeping

The PO acts as a formal written record. This ensures both Docupal Demo, LLC and
the supplier share the same understanding of the order. It minimizes discrepancies
and misunderstandings. The PO helps track the order from placement to
fulfillment, facilitating efficient invoice reconciliation and audit readiness.

Purchase Order Details

This purchase order (PO) is issued by Docupal Demo, LLC, located at 23 Main St,
Anytown, CA 90210, United States, to Acme, Inc (ACME-1), with its principal business
address at 3751 Illinois Avenue, Wilsonville, Oregon, 97070, USA.

Order Summary

This section details the specifics of the items requested in this purchase order. It
includes detailed descriptions of each item, the quantity ordered, the unit price, and
the extended price for each item. The table below summarizes the key pricing
information:
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Item Description Quantity | Unit Price (USD) Extended Price (USD)
Widget Model X 100 25.00 2,500.00
Gadget Pro 50 50.00 2,500.00
Accessory Kit Z 75 10.00 750.00
Key Information

The purchase order number should be referenced in all communications and on all
related shipping documents and invoices. The requested delivery date for all items is
2025-08-23. Please ensure that all shipments are sent to Acme, Inc's address at 3751
Illinois Avenue, Wilsonville, Oregon, 97070, USA. The billing address for invoices is
the same as the shipping address unless otherwise noted.

Terms and Conditions

These terms and conditions govern this purchase order ("Order”) between Docupal
Demo, LLC ("Seller") and ACME-1 ("Buyer”). By accepting this Order, Seller agrees to
these terms.

Payment Terms
Payment will be made within 30 days from the date of invoice approval ("Net 30").

Payments can be made via wire transfer, ACH, or check. All payments will be made
in United States Dollars (USD).

Delivery Terms

The goods or services must be delivered to ACME-1's address at 3751 Illinois Avenue,
Wilsonville, Oregon - 97070, USA, by the date specified on the Order. Time is of the
essence. The seller is responsible for all shipping and handling costs, unless
otherwise specified in the order.

Warranty
Seller warrants that all goods or services provided will conform to the

specifications, drawings, samples, or other descriptions furnished by Buyer. The
warranty period will be one year from the date of delivery, unless otherwise stated.
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Cancellation Policy

Buyer may cancel this Order, in whole or in part, prior to shipment or
commencement of services, subject to reasonable cancellation charges. These
charges will cover the Seller’s expenses directly resulting from the cancellation.

Governing Law

This Order will be governed by and construed in accordance with the laws of the
State of California, without regard to its conflict of laws principles. Any disputes
arising under or in connection with this Order shall be resolved in the state or
federal courts located in California.

Order Approval Workflow

Purchase orders at Docupal Demo, LLC require a defined approval workflow to
ensure proper authorization and cost control. The process begins with the
originator submitting the purchase request. This request is then routed to the
relevant department head or budget owner for initial approval.

Approval Levels

Depending on the purchase order amount, further approvals might be necessary.
For orders exceeding $1,000, the VP of Finance must grant approval. Orders above
$5,000 also require CEO approval. This tiered system ensures appropriate oversight
for larger expenditures.

Workflow Steps

1. Initiation: The employee creates a purchase order request.

2. Department Head Approval: The department head reviews and approves the
request.

3. Finance Review (>$1,000): The finance department reviews the financial
implications.

4. VP of Finance Approval (>$1,000): The VP of Finance approves the request.

5. CEO Approval (>$5,000): The CEO provides final authorization.

6. Purchase Order Issuance: Once fully approved, the purchase order is issued to
ACME-L
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Delivery and Shipment Details

To ensure accurate and timely delivery, please note the following details. The
accurate shipping address for ACME-1 is 3751 Illinois Avenue, Wilsonville, Oregon,
97070, USA. Include the purchase order number on all shipping labels and
documentation.

Key Instructions

Provide contact information for delivery coordination.

Note any special delivery instructions.

The expected shipment date is [Insert Date, e.g., 2025-08-16].

Please use [Preferred Carrier, e.g., FedEx] for shipment, with tracking
information provided to [Contact Person, e.g., John Doe] at [Email Address, e.g.,
john.doe@example.com].

« Any specific logistics instructions, such as loading dock hours or security
procedures, will be communicated separately.

Invoice and Payment Tracking

Invoice and Payment

Invoice Matching

To reconcile invoices, ACME-1 should compare each invoice against this purchase
order. This ensures that the quantities, prices, and payment terms match what
Docupal Demo, LLC agreed to. Any discrepancies should be resolved before
payment.

Payment Status
ACME-1 will track payment status to monitor which invoices have been paid and

which are still outstanding. This helps manage cash flow and identify any payment
delays. Regular review of payment timelines is essential.
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Financial Reconciliation
ACME-1 will perform regular financial reconciliations to ensure that all invoices are

accounted for and that payments are correctly recorded. This process involves
comparing internal records with Docupal Demo, LLC's statements.

Payment Timeline

The following bar chart illustrates payment timelines and outstanding amounts:

Audit and Compliance

This purchase order is designed to support audit readiness and ensure compliance
with relevant regulations. Key data points are included to facilitate tracking and
verification.

Audit Trail

An audit trail is established through the inclusion of the purchase order number,
date, and supplier information (Docupal Demo, LLC). Item details, quantities, and
prices are clearly stated. Payment terms and delivery information are also
documented to provide a complete transaction record. The approval history for this
purchase order is maintained separately and can be provided upon request.

Record Keeping
Acme, Inc will maintain records of this purchase order, associated invoices, and

proof of delivery for compliance purposes. Docupal Demo, LLC will also retain
copies of these documents.

Compliance Checks

This purchase order complies with standard purchasing practices and Docupal
Demo, LLC policies. Acme, Inc is responsible for ensuring compliance with their
internal policies and any applicable external regulations. This document serves as a
formal record of the transaction, supporting both internal and external compliance
checks.
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Frequently Asked Questions

Legal Binding of Purchase Orders

A purchase order becomes a legally binding contract when several elements are in
place. These include a clear offer from the buyer, an acceptance of that offer by the
supplier, and an exchange of consideration (something of value). Both parties must
also demonstrate an intention to create legal relations and have the capacity to enter
into a contract.

Handling Changes to Approved Orders

If changes are needed after a purchase order has been approved, the standard
practice is to issue a change order. This change order should clearly reference the
original purchase order it is modifying. The change order serves as an amendment
to the initial agreement, documenting any alterations to the items, quantities,
delivery dates, or other terms.
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