[bookmark: _GoBack]ATTACHMENT C

BOTTLED WATER ORDER PREP SHEET

Intended Use:  This form is intended  for use by both ordering entities and contractors to help facilitate the efficient processing of orders and invoices.  Effective use should help produce purchase orders and invoices that reconcile.  Since delivery assets are unpredictable during emergency operations, this form considers the packaging and costs of 1 truckload could vary from another from the same contractor.  This form is administrative, so it can change based on user input without need of a change order.


Date:							________________
		
Purchasing Office:			______________________________________________

								______________________________________________
					
Full Name of Buyer:			_______________________  
	
Phone Number:				_______________________

Fax Number:					_______________________
	
Order Number:				_______________________



Delivery Details

Address:						______________________________________________

								______________________________________________

Name of Receiver:			_______________________

Receiving Hours:				_______________________

Phone Number:				_______________________



Payment Details

Invoice Mail Address:			_______________________________________________
	
								_______________________________________________

Phone Number:				_______________________

Fax Number:					_______________________
	
Purchasing Card #:			_______________________  EXP:  ________  CID: ______




Load Package Detail

Bottle Size OUNCE ________________________________________________________

Bottles per CASE  _________________________________________________________

Cases per PALLET _________________________________________________________

Pallets per TRUCK _________________________________________________________

Cost per PALLET _$____________X  #_____  Total Pallet Quantity=_$________________

Cost per TRUCK _$____________X #_____ Total Truck Quanity=_$__________________

Special Instructions: _______________________________________________________

						_______________________________________________________

		


Bottled Water Multiple MIXED Load Package Detail

Date:________________2014                         Order Number:_______________________

Purchasing Office:			________________________________________________

								________________________________________________


LOAD #_______
Bottle Size OUNCE ________________________________________________________

Bottles per CASE  _________________________________________________________

Cases per PALLET _________________________________________________________

Pallets per TRUCK _________________________________________________________

Cost per PALLET _$____________X  #_____  Total Pallet Quantity=_$________________

Cost per TRUCK _$____________X #_____ Total Truck Quanity=_$__________________



LOAD #_______
Bottle Size OUNCE ________________________________________________________

Bottles per CASE  _________________________________________________________

Cases per PALLET _________________________________________________________

Pallets per TRUCK _________________________________________________________

Cost per PALLET _$____________X  #_____  Total Pallet Quantity=_$________________

Cost per TRUCK _$____________X #_____ Total Truck Quanity=_$__________________


LOAD #_______
Bottle Size OUNCE ________________________________________________________

Bottles per CASE  _________________________________________________________

Cases per PALLET _________________________________________________________

Pallets per TRUCK _________________________________________________________

Cost per PALLET _$____________X  #_____  Total Pallet Quantity=_$________________

Cost per TRUCK _$____________X #_____ Total Truck Quanity=_$__________________



LOAD #_______
Bottle Size OUNCE ________________________________________________________

Bottles per CASE  _________________________________________________________

Cases per PALLET _________________________________________________________

Pallets per TRUCK _________________________________________________________

Cost per PALLET _$____________X  #_____  Total Pallet Quantity=_$________________

Cost per TRUCK _$____________X #_____ Total Truck Quanity=_$__________________
