
EXAMPLE ONEUNIVERSITY PURCHASE ORDER 

Requester contact details 

Purchase Order (PO) 
number – must be quoted 
on all invoices  

Contract Number to be 
quoted on all 
correspondence. 

Most POs will show ‘S’ 
indicating a Standard rate 
of VAT.  

When the rate is ‘ZWC’ (or 
Zero Rated with 
Certificate), the 
exemption certificate will 
be attached at page 2 of 
the PO.  

Delivery address 

Invoice address 

Invoice email address 

Terms and conditions 




