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6.4 Order for office supplies
Copy the purchase order form1 below into your workbook. Fill in the form.

Use the information below (2 addresses and 12 items of office supplies). Select 8 items 
for your order. Note: the items and the addresses are arranged in alphabetical order, 
but something went wrong with the order of information about the items.
• 2-hole2 paper punch3, 15 pcs, $12.47/piece, P 1004
•  Buyer: Henderson Business Consulting, 455 East 87th Street, Manhattan, New York, 

NY 10028; today’s date, 7 working days from order date
• Correction tape4, 50 pcs, L 4329, $4.99/piece
• Desktop stapler, $8.79/piece, S 1071,15 pcs
• Easy close envelopes5 (white), 1000 (10 boxes), $11.39/box, size DL, E 9531
• File holders6 (colored), C 0231, 500 (5 boxes), $8.99/box, letter size
• Hanging file holders, letter size, 500 (10 boxes), $20.99/box, A 2653
• Monthly calendars, $11.69/piece, 20 pcs, Z 431
• Padded mailers7, E 9841, $8,69/box, 250 pcs (10 boxes)
• Printing paper (40 boxes @ 2500 sheets), B 9400, $69.99/box
• Self-sealing8 envelopes, size C5, 2500 pcs, (5 boxes)/box, $441.99, E 9006, (white)
• Seller: Queens Office Supplies Inc., 221 Denton Ave, New Hyde Park, NY 11040,
• Tape dispenser9, T 0045, 15 pcs, $5.49/piece
• Weekly appointments book10, 30 pcs, (black), $28.99/piece, Z 234

Purchase Order 654321

To

Address

City, State, ZIP

Date

Date required

Date

Ship to

Address

City, State, ZIP

How shipped

Req. No. or Dept.

For

Quantity

1

2

3

4

5

6

7

8

Prod. No. Description Price

Important

Purchase order number must appear on all invoices,
packaging, etc.
Please notify1 us immediately if you are unable to
complete2 the order by3 the date specified4.

Purchasing agent6

Please send ––– copies of your invoice with
original shipping note5.

1 Bestellformular
2 Loch
3 Lochapparat, Locher
4 Korrekturband
5 (Brief)Umschlag
6 Aktenmappe, -ordner
7 gefütterte Versandtasche
8 selbstklebend
9 Klebebandspender
10 Terminkalender

1  in Kenntnis setzen, 
informieren

2 hier: ausführen
3 hier: bis zu
4 angegeben
5 Lieferschein
6 Sachbearbeiter/in Einkauf
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