
Purchase Order Receipt Template Excel File
Efficiently manage your procurement process with this Purchase Order Receipt Template in Excel. Designed for easy tracking of orders,
deliveries, and payments, it ensures accurate record-keeping and seamless vendor communication. Streamline your business operations with this
customizable and user-friendly template.

Sample Structure

Purchase
Order No. Date Vendor

Name Item Description Quantity Unit
Price

Total
Amount

Date
Received

Received
By Status

PO-1001 2024-
06-10

ABC
Supplies

Printer Paper (A4, 5
packs) 5 $15.00 $75.00 2024-06-

11 Jane Smith Received

PO-1002 2024-
06-09

XYZ
Electronics Wireless Mouse 10 $12.00 $120.00 2024-06-

12 Tom Lee Pending

Download Excel Template


	Purchase Order Receipt Template Excel File
	Sample Structure


