
Sample Purchase Order 

MUST have a purchase order 

number that begins with EP or E 
Do not accept a document that ONLY has 

a purchase requisition (PR) number 

Vendor Information 

will be printed here 

Invoices may be mailed or faxed. 

Email invoices are preferred! 

Review the comments to ensure timely processing 

payment

PR0000001 

EP1000022 


