
Purchase order R A I S E D  A G A I N S T  T H E  J O B  ·  A P P R O V E D  B E F O R E  T H E  M O N E Y  I S  C O M M I T T E D

Y O U R  L O G O

Purchase order
H M R C  V AT  N O T I C E  7 0 0 / 2 1  ·  V AT  N O T I C E  7 3 5  ·  T H E  T H R E E - W AY  M AT C H :  O R D E R ,
G O O D S  R E C E I V E D  N O T E ,  I N V O I C E

O R D E R  N U M B E R

S U P P L I E R D E L I V E R  TO D AT E  R A I S E D D E L I V E RY N E E D E D  B Y

S U P P L I E R  A C C O U N T  N U M B E R S I T E  C O N TA CT  A N D  P H O N E J O B  O R  P R O J E CT
R E F E R E N C E

C O S T  C O D E

Quote this order number on the delivery note and the invoice. An invoice that does not carry an order number cannot be matched and is returned to the supplier.

Items ordered One line per item. Prices are as quoted by the supplier, before VAT.

QTY U N I T D E S C R I PT I O N ,  I N C LU D I N G  T H E  S U P P L I E R ’ S  C O D E U N I T  P R I C E ,  £ TOTA L ,  £

I N S T R U CT I O N S TOTA L S £

Approval Nobody orders from a supplier on this firm’s account without a named approver. The approval is the record
that the spend was authorised.

R A I S E D  B Y A P P R O V E D  B Y S I G N AT U R E D AT E

Subtotal before VAT

VAT
Rate, or “reverse charge applies” for
CIS supplies

Total

P R O J E CT D O C U M E N T

Purchase order
R E V I S I O N D AT E PA G E

1 of 2

U N I B U I L D Free editable template. unibuild.co.uk/downloads/purchase-order-template Not legal advice. Check it against GOV.UK and your own contracts and policies.

https://unibuild.co.uk/downloads/purchase-order-template/


Purchase order R A I S E D  A G A I N S T  T H E  J O B  ·  A P P R O V E D  B E F O R E  T H E  M O N E Y  I S  C O M M I T T E D

G U I D A N C E

Matching the invoice to the order
Keep this page. It is not part of the order.

O R D E R

What was authorised
The quantity, the price and the job,
approved by a named person before the
supplier was told

G O O D S  R E C E I V E D  N OT E

What arrived
Signed on delivery, against the order
and the delivery note, with shortages
and damage recorded

I N V O I C E

What is being claimed
Matched to both before it is approved for
payment. A difference is a query, not a
rounding

What a VAT invoice must show Check the supplier’s invoice carries these before it is paid. An invoice missing them is not a valid VAT invoice
and the VAT on it cannot be reclaimed.

H M R C  VAT  N OT I C E  7 0 0 / 2 1

A unique invoice number. The invoice date and the time of supply. The supplier’s name, address and VAT registration number. Your
name and address. A description of the goods or services, the quantity, the unit price without VAT, the rate of VAT and the amount
payable without VAT for each line, any discount, the total without VAT, the total VAT and the rate of any cash discount.

The reverse charge For most construction services between VAT-registered businesses in the Construction Industry Scheme,
the customer accounts for the VAT. The supplier’s invoice must say the reverse charge applies and show the
VAT rate or amount, and must not charge the VAT.

H M R C  VAT  N OT I C E  7 3 5

Materials supplied on their own are outside the reverse charge. Where this order is for construction services, tell the supplier your VAT
and CIS status, and whether you are an end user or an intermediary supplier, before they invoice.

Keeping the records VAT records, which include purchase orders and invoices, are kept for six years.

G O V. U K ,  VAT  R E C O R D  K E E P I N G

T H I S  F I R M ’ S  P R A CT I C E

P R O J E CT D O C U M E N T
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