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PURCHASE ORDERS, INVOICES, AND SHIPPING
Study Organizer

Directions: Draw the chart below. As you read this section, write in the six types 
of information needed to complete a purchase order or an invoice.

SECTION 16.3SECTION 16.3

Information Needed

 Purchase Order  Invoice

1. Item Number 1.  

2.  2. 

3.  3. 

4.  4. 

5.   5. 

6.  6. 




