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The words purchasing and procurement are often used interchangeably to define the
action of buying or obtaining goods and/or services by effort from a third party to make
them available within an enterprise or organization to allow fulfillment of business

objectives in a timely and cost efficient manner

Purchasing
duty
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From:
To
Date:
Tel No:
Fax No:
Subject: Price offer
Time to reply: Pls reply before.............

We seize that opportunity to thank you in advance for your kind care &
cooperation.

Would you please send us your competitive price list for the following items:
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Quantity Description

auall

Your speedy replay will be appreciated.

Notice:

your replay isn’t meaning our acceptance of your offer till we check all offers.
Purchasing manager
Sighature

Mr: oo,

(¥ sastd slacll (o gye 35laL ghged AL z3geil)

Company Name
I B
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P.O (Purchase Order)

From:
To:
Mr.:
Tel No:
Fax No:

We seize this opportunity to thank you in advance and appreciate your efforts to
facilitate any difficulties faced our dealing.

Would you please supply us with the following items:
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No Item Description Quantity | Unit Price Total

Sub Total

Transportation condition: A-on your account. []

B-on our account. [

C-Freight. L]
Payment condition: A-Cash. L]
B-Cheque. L]

C-Bank transfer. [
E-Other. L]
Delivery Date: ....oooeeevevvecciveenn,
Other Instructions: .......ccceevvevunenen.
Notice:

If the goods delay more than 3 days above the specified time. Sorry we obliged to buy
it form another supplier & carry out the punishment condition.

Sighatures:
21
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