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Project Name: ______________
__________________ 
Project Location:  _____________ 


Sample Purchase Order

	To:  
	
	PO No.: 
	_________

	
	
	PO Date:
	

	
	
	PO Value:
	$00.00

	
	
	Not to Exceed:
	

	
	
	Currency:
	US Dollars

	
	
	
	

	Attn:
	
	Agent’s Name:
	_______

	
	
	
	

	Phone:
	
	Phone:
	_________

	Fax:
	
	Fax:
	__________

	
	
	Email
	_________

	
	
	RFQ/REQ No.
	________

	
	
	
	

	PROJECT DESCRIPTION:  ____________

	DESCRIPTION OF PURCHASE:
VENT GAS COMPRESSORS



	BUYER’S AUTHORIZATION

Authorized Signature of Buyer          


Date




Title

Please supply the materials, labor or services described under the heading “Description of Purchase”, subject to the conditions herein, Terms and Conditions of Purchase and all other attachments hereto (which by this reference are hereby made a part of this Purchase Order).


	SELLER’S ACCEPTANCE

Seller to sign and return within ten days after receipt of this Purchase Order

Signature




Date




Title

Print name and title


This Purchase Order shall become a binding agreement of Seller and Buyer upon Seller signing and returning an acceptance copy of this Purchase Order without exceptions, or Seller commencing performance of this Purchase Order, whichever occurs first.
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For this project Seller shall supply the materials, labor or services described under the heading "Description of Purchase", subject to the conditions herein, Terms and Conditions of Purchase and all other attachments hereto (which by this reference are hereby made a part of this Purchase Order Master Document and all attachments thereto).

This Purchase Order shall become a binding agreement of Seller and Buyer upon Seller signing and returning an acceptance copy of this Purchase Order without exceptions, or Seller commencing performance of this Purchase Order, whichever occurs first.  
AS A CONDITION OF PAYMENT, SUPPLIER MUST SIGN AND RETURN THE ACCEPTANCE COPY OF THE PURCHASE ORDER WITHIN 10 DAYS OF RECEIPT OF THE PURCHASE ORDER. 

1.0 CONFIRMING NOTE

Confirming Buyer’s commitment to Seller’s ____________________ by ____________________ on 

____________.

2.0 DEFINITIONS
The word “Owner” wherever used in this Purchase Order shall mean ________.
The word “Buyer” wherever used in this Purchase Order shall mean ________.
The word “Agent” whenever used in this Purchase order shall mean ________, Acting as Agent on behalf of ________
The word “Seller” wherever used in this Purchase Order shall mean _______________ (State full name of successful bidder).

The word “Construction Manager” or “Construction” wherever used in this Purchase Order shall be supplied at a later date.
	COST CODE:
	

	AREA/UNIT:
	


3.0 COMMUNICATIONS

Agent shall be the sole and exclusive administrator of this Purchase Order, and all communications of Seller shall be directed to the Agent.

Direct all Communications whether commercial or technical to:

MAILING ADDRESS:

Project No.: ______


Project Name: _______
Purchase Order No:
__________
Mail all engineering data submittals to:

Note:
All drawings & technical data shall be submitted in accordance with the submittal requirements as stated in its specifications and sent to the above address.

3.1 Both Agent and Seller shall transmit all documentation for Agent approval/review by electronic format. In instances where transmittals via courier services are required, there will be no cost to either party.  Use of regular mail services will not be considered as proof of receipt of documentation for Agent approval/review.  No courier or mail deliveries shall be made on a “collect” basis.

	Invoices and all supporting documents shall be transmitted via e-mail (electronic) method with hard copy original to follow via courier to:

Sold To/Bill To:  ________.
Attn:  ___________, Project Director

_______________
Mail InvoiceTo: ________.
Attn:  __________, Project Director

                             _______________
Telephone Number: ______________
Fax Number:  ______________
E-Mail Invoice To: ________.
Attn:  _____________, Project Director

E-Mail: _______________
                               ___________  (Agent)

Attn: _______________
E-mail: _____________
Project No. _________

PO No.  ___________


	

	


	Seller’s Contacts:  (Bidder to Complete)
Project Manager (name, phone, e-mail):

Executive Sponsor (name, phone, e-mail):

Shop Order No. (if available):

Shop Contact (name/phone):

Spare Parts Contact (name/phone):

Warranty Contact (name/phone):

Field Service Contact (name/phone):


Fabrication address(es):
List location(s) where the manufacture of major sub-components are outsourced by Supplier





      ____________________





____________________





____________________

Attn:


____________________

Phone:


____________________
Email:


____________________


4.0 COMMERCIAL NOTES

4.1 Pricing Notes

4.1.1 Prices detailed in this Purchase Order are fixed, firm and free of escalation or any currency rate fluctuation through to completion of the Purchase Order, unless agreed and shown otherwise in this Purchase Order.

4.1.2 The cost of all drawings, documentation, installation manuals, shop inspection, shop testing, NDE reports, test certificates and code data books as specified herein is included in the prices detailed in this Purchase Order.

4.2 Free Issued Material/Equipment

Seller shall acknowledge receipt of all materials and/or equipment furnished to Seller by Buyer for its packaging or assembly into a "complete package".  It is specifically understood and agreed that title to all said items furnished by Buyer shall remain with Buyer at all times regardless of whether said items are incorporated into material or equipment being constructed hereunder and whether said items remain separable or not.  Said items can at any time be reclaimed and repossessed by Buyer. Seller maintains and is responsible for all care and custody of free issued material/equipment.
4.3 Material Substitutions

Seller shall make no material substitutions without prior written authorization of Agent.

4.4 Warranty

Warranties are effective with start date of ______________________.  Pricing for extended warranties are:


 36 months _____________ 48  months ________________.

4.5 Tagging & Equipment Identification

All equipment shall be properly identified with stainless steel tags permanently affixed to each item or equipment assembly by the Seller.  THE INFORMATION REQUIRED ON TAGS IS IDENTIFIED IN THE TECHNICAL DOCUMENTS.  For items not specifically identified, the minimum information which shall be contained on the tag is the purchase order number, equipment tag number, date of manufacture, seller’s name, model number, serial number.


5.0 TERMS OF PAYMENT

5.1 Terms of Payment for this Purchase Order are Net 45 Days from receipt of complete and correct invoice. 
5.2 The Owner agrees to pay the Seller for the performance of the Work upon receipt of audited and released invoice by Agent for that Work.  Agent shall have no obligation, legal, equitable or otherwise to pay Seller for Work under this agreement.  
5.3 Progress Payments (If applicable)

6.0 INVOICING INFORMATION

6.1 In order to process Seller’s invoices for payment, Agent must be in receipt of the signed Seller’s unconditional acceptance of this Purchase Order and/or Change Order(s).

6.2 If Seller requires payment be made by wire transfer Seller shall include the following wire transfer information for each invoice:

Bank Name


Bank address


ABA Number (9 digit #)


Bank Name

Bank address


Swift Code


6.3 Any of the following conditions will be considered just cause for withholding payment and/or returning invoices to Seller without loss of applicable discount privileges, if applicable:

· The specified number of copies of the Seller’s invoice has not been received.

· The invoice, packing list and/or Purchase Order do not agree in all respects.

· Errors or omissions have been made in the Seller's invoice.

· Wire transfer instructions are not included on the invoice (if applicable).

· Agent not in receipt of signed Seller’s acceptance of this Purchase Order.

· Agent not in receipt of Seller data required in this Purchase Order.

6.4 Invoices must include the following information:

· Buyer's Purchase Order Number
· Purchase Order Tag Numbers for Each Item on the Invoice
· Quantity for Each Item
· Material Description
· Net Price per Item
· Extended Total Value for the Quantity Invoiced
· Payment Terms
· Signed Bill of Lading for Shipped Goods, if applicable
· Packing List, if applicable
· Progress Payments – Description of Milestone payment and documented proof milestone has been met.

6.5 Combining two or more of Buyer's Purchase Orders on one invoice is not acceptable.

6.6 Correct invoices must be received by Fluor no later than the 20th of the month in order to be processed in that current month’s billing.  Invoices received later than the 20th of the month may be held for processing during the next payment period.

6.7 A signed Bill of Lading or Forwarders Certificate of Receipt must accompany the invoice as proof of shipment.
6.8 Buyer will make payment only to Seller shown on the face of this Purchase Order unless Seller's written instructions to the contrary are received by Buyer and incorporated into this Purchase Order.

6.9 Unauthorized billing for component parts of an item will not be accepted.  Partial quantities of complete units are acceptable; e.g., 10 of a total of 50 units.

6.10 Buyer reserves the right to refuse payment, without loss of cash discount, on invoices for charges not previously authorized in writing by Buyer.

6.11 Where inspection is required, all final invoices shall be supported by a Surveillance Release Form which will be issued by inspector upon final inspection/acceptance.
6.12 Final payment may be held pending resolution of back-charges.  Costs accumulated due to back-charges will be unilaterally deducted from any amounts owed Seller.

6.13 The final invoice against this Purchase Order shall be marked “Order Complete.”

6.14 Order Completion Retention Provision

Seller’s performance of its obligations hereunder will not be considered complete until Agent is in receipt, in proper form, of all engineering data requirements, drawings, parts, spare parts list and instruction manuals.

Buyer reserves the right to withhold payment of final invoice (or portion thereof) pending satisfactory receipt of all documentation called for in the Purchase Order.

7.0 TAXES

7.1 Tax status to be resolved before package is awarded.
7.2 IRS Form 1099 Reporting

Seller is required to obtain correct taxpayer identification numbers from all non-incorporated payees, who receive payment for services, rents, royalties or interest that would be subject to IRS Form 1099 reporting.  Thirty-one (31) percent back-up tax withholding will be imposed on all Form 1099 reportable payments made to Seller if Seller fails to provide a correct taxpayer identification number.

TAXPAYER IDENTIFICATION NUMBER ________________________________________

8.0 SCHEDULE & REPORTS

8.1 Shipment/Delivery

Based on purchase order award date of: ______________________________________________________
Submit drawings for review: _______________________________ (Weeks ARO)____________________
Agent returns review drawings______________________________(Weeks ARRD)___________________
Submit certified drawings: _________________________________(Weeks ARRD)___________________

Ready to Ship: __________________________________________(Weeks ARRD)___________________

Estimated Time of Arrival:________________________________________________________________

Required at Site (RAS): ___________________________________________________________________
LEGEND: ARO means After Receipt of Order; ARRD means After Return of Reviewed Drawing

Seller shall take all necessary steps to ensure that the materials detailed in this Purchase Order are delivered or shipped by the date(s) stated herein.  Seller shall notify Agent ten (10) working days prior to shipment.

Progress Reporting 

Within ten (10) working days after Purchase Order award, Seller shall submit a legible reproducible copy of the engineering, material procurement and fabrication schedule established by this Purchase Order and/or change orders hereto.  As a minimum, this schedule shall include the following:

8.1.1 Engineering schedule containing Seller’s drawing submittal dates and desired return dates.
8.1.2 Material procurement schedule containing Seller’s suborder dates, sub-supplier’s name and expected material delivery dates.

8.1.3 Fabrication schedule containing:

· Start of fabrication dates
· Starting and completion dates of all major steps during fabrication
· Shipping date(s)

Seller shall thereafter submit regular progress reports showing actual progress against planned progress dates and shall detail specific or potential problems of which Agent should be made aware.  The frequency of the report shall be determined by duration and complexity of the Purchase Order, but in no case be less frequent than every fourteen days, until final delivery of the equipment/material.  Once Agent has accepted the schedule, the dates and milestones reflected therein shall become contractually binding upon Seller.  In the event of a schedule change, Seller must immediately advise Agent by phone, fax or e-mail to Agent (and confirm phone conversation by fax or e-mail), stating the reason for the schedule change, and Seller's proposal to redeem the original schedule or minimize any delay.  Seller’s proposal shall show applicable item number(s) or identifying marks.

Upon Agent request Seller shall furnish un-priced copies of each Purchase Order issued to its major sub-suppliers for materials or equipment on this Purchase Order, at the time of sub-order placement.
Agent reserves the right to contact Seller's Sub-suppliers to determine the status of work being performed by the Sub-supplier.

9.0 DOCUMENTATION

Any review or approval of data or documentation submitted by Seller to Agent shall not relieve Seller of the responsibility for the accuracy of documentation or data, or compliance with all requirements of the Purchase Order.

10.0 SELLER’S QUALITY PLAN REQUIREMENTS  
10.1 Seller’s Quality System Requirements (Criticality Ratings 1 and 2)

10.1.1 Quality System Requirements

Seller shall operate a quality management system which meets the requirements of the applicable international quality system standard appropriate to the contracted scope of work throughout the duration of this Purchase Order.

Seller acknowledges full compliance unless Seller submits details of any proposed alternative quality systems standard at the bid stage or identifies areas of non-compliance with any part of the quality standard selected, and such proposed alternate or areas of non-compliance are accepted and included in this Purchase Order.

Agent reserves the right to evaluate and audit the implementation of the quality system with the agreement and participation of Seller.

Agent reserves the right to request Seller to provide formal records or certificates for any activity associated with Seller's quality system.

All documentation shall be in the original source state or a true copy of the original. Copies shall be of reproducible quality or considered unacceptable. Data transposition from the original is not acceptable.

All documentation shall uniquely identify the following on each sheet:

· The Purchase Order Number, including contract number

· Tag number or Item Code.

· Item number.

Seller’s quality system documentation to be supplied is defined on the “Bidder and Seller Data Requirements” form.
10.1.2 Buyer Surveillance Standard Clause

Material and Equipment on this Purchase Order is subject to surveillance in accordance with Article 7 of the attached Terms and Conditions of Purchase.  Seller shall not ship the goods on this Purchase Order without Agent surveillance or a written waiver thereof.

10.1.3 Quality Plan Requirements

Seller shall submit a Quality Plan, refer to the “SAMPLE” Supplier Quality Plan (ATTACHMENT “E”) specifically developed to the requirements of this Purchase Order within 21 days of Purchase Order award. This plan shall integrate the practices and procedures contained in the Seller's Quality Control Manual/System with the Purchase Order requirements.  The detailed Quality Plan shall include, as a minimum, the following:

10.1.3.1 Number, item descriptions, etc.

10.1.3.2 An effective date and/or revision number.

10.1.3.3 A complete listing of Quality Control activities to be performed including, but not limited to types of inspection, factory tests, control of welding processes, nondestructive examination, and Seller witness and hold points.
10.1.3.4 Provisions for Agent, Buyer, and/or their representative witness and hold points. Refer to the Quality and Certification Requirements.  (ATTACHMENT “F”)  
10.1.3.5 A listing of major fabricated or subcontracted items or services.

10.1.3.6 The quality attributes listed below, if not identified in the Seller’s Quality Plan, must be addressed in the Seller’s Quality Manual/System (i.e., procedures/instructions, drawings, etc.).
10.1.3.7 Specific references to technical specification requirements and applicable codes and standards referenced in the specifications and other data included in this Purchase Order.

10.1.3.8 Acceptance and rejection criteria to be used for inspection and tests.

10.1.3.9 The types of documents that will be used to record inspection and test results.

10.1.3.10 Sub-supplier/subcontractor responsibilities, including the level of source and receipt inspection to be performed for major sub-ordered items and subcontracted services.

A Quality Alignment meeting with Agent and Seller may be held at the Seller's manufacturing facility prior to start of fabrication. The purpose of the meeting will be to review the Quality Plan, quality requirements, Purchase Order requirements and referenced documents.

10.2 Seller’s Quality System Requirements (Criticality Rating 3)

10.2.1 Quality System Requirements

Seller shall operate a quality management system which meets the requirements of the applicable international quality system standard appropriate to the contracted scope of work throughout the duration of this Purchase Order.

Seller acknowledges full compliance unless Seller submits details of any proposed alternative quality systems standard at the bid stage or identifies areas of non-compliance with any part of the quality standard selected, and such proposed alternate or areas of non-compliance are accepted and included in this Purchase Order.

Agent reserves the right to evaluate and audit the implementation of the quality system with the agreement and participation of Seller.

Agent reserves the right to request Seller to provide formal records or certificates for any activity associated with Seller's quality system.

All documentation shall be in the original source state or a true copy of the original. Copies shall be of reproducible quality or considered unacceptable. Data transposition from the original is not acceptable.

All documentation shall uniquely identify the following on each sheet:

· The Purchase Order Number, including contract number

· Tag number or Item Code.

· Item number.

Seller’s quality system documentation to be supplied is defined on the “Bidder and Seller Data Requirements” form.
10.2.2 Buyer Surveillance Standard Clause

Material and Equipment on this Purchase Order is subject to surveillance in accordance with Article 7 of the attached Terms and Conditions of Purchase. (ATTACHMENT “B”) Seller shall not ship the goods on this Purchase Order without Agent surveillance or a written waiver thereof.

10.2.3 Quality Plan Requirements

Seller shall submit a Typical Quality Plan refer to the “SAMPLE” Supplier Quality Plan (ATTACHMENT “E”) specifically developed to meet the requirements of this Purchase Order within 21 days of Purchase Order award. This plan shall integrate the practices and procedures contained in the Seller's Quality Control System with the Purchase Order requirements.

Seller’s Typical Quality Plan shall be in one of the following formats:

· Seller’s own Quality Plan or document used as a method of identifying Inspection stages and the controlling criteria used.

· A copy, extract, from a relevant procedure that describes the Inspection stages and/or practices utilized.

A Quality Alignment meeting with Agent and Seller may be held at the Seller's manufacturing facility prior to start of fabrication. The purpose of the meeting will be to review the Quality Plan, quality requirements, Purchase Order requirements and referenced documents.

10.3 Seller’s Quality System Requirements (Criticality Rating 4)

10.3.1 Quality System Requirements

Seller shall operate a quality management system which meets the requirements of the applicable international quality system standard appropriate to the contracted scope of work throughout the duration of this Purchase Order.

Seller acknowledges full compliance unless Seller submits details of any proposed alternative quality systems standard at the bid stage or identifies areas of non-compliance with any part of the quality standard selected, and such proposed alternate or areas of non-compliance are accepted and included in this Purchase Order.

Agent reserves the right to evaluate and audit the implementation of the quality system with the agreement and participation of Seller.

Agent reserves the right to request Seller to provide formal records or certificates for any activity associated with Seller's quality system.

All documentation shall be in the original source state or a true copy of the original. Copies shall be of reproducible quality or considered unacceptable. Data transposition from the original is not acceptable.

All documentation shall uniquely identify the following on each sheet:

· The Purchase Order Number, including contract number

· Tag number or Item Code.

· Item number.

11.0 TRAFFIC & LOGISTICS

Seller shall be responsible for any loss, damage, delay, or excess freight costs caused by its own or its sub-supplier’s failure to comply with these Traffic & Logistics requirements.  Seller shall be solely responsible for transmitting these Traffic & Logistics requirements to any sub-suppliers.

Seller shall be responsible for any excess freight costs caused by change in origin point where freight is billable to Buyer, extra costs due to insufficient packaging, and/ or expedited delivery costs and overtime charges that are a direct result of Seller’s late delivery of materials.  Seller agrees that Buyer may back-charge seller for such excess freight costs.

If Seller or its sub-suppliers fail to comply with these Traffic & Logistics requirements or with specific shipping instructions, the risk of loss and/or damage will remain with the Seller and will be for the account of Seller.

11.1 Project Logistics Coordinator:  (only used if FCA Manufacturer’s Dock)
Name: To Be Advised
Telephone No.:

Email Address: 
Fax No.:

11.2 Shipping Terms (Per Incoterms 2000)  (select one)
Materials sourced in North America or within the same country as the construction site:

FCA – Manufacturer’s Dock, loaded on truck

Seller shall be responsible for Export packing in accordance with the Specification for Export Packing Requirements), (ATTACHMENT “I”,) loading the material or equipment to Buyer’s conveyance, and for export clearances or licenses that are required by the Seller’s or its sub-supplier’s domicile country.  Buyer shall arrange transportation from Seller’s facility and be responsible for import clearances or licenses required in the destination country.

Seller will comply with the latest wood labeling requirements of 7 CFR 319.40, certifying either heat treatment or chemical (bromide) treatment has been performed, and thus labeling the wood packing material with the IPPC accepted symbol.  Failure by  Seller  or sub-supplier’s  to comply with this requirement will result in penalties, costs to re-export materials, delays caused by refusal of Customs’ for importation, will result in back charges to Seller’s account.
11.3 Heavy Lift and Oversized Materials and/or Equipment

11.3.1 Any single piece of material or equipment weighing more than 45,000 kilograms (99,207 pounds) or greater than 19.83 meters (65 feet) in length, or 4.42 meters (14.5 feet) in width, or 5.18 meters (17 feet) in height will require submittal of detailed “Shipping Drawings” by the Seller to the Project Logistics Coordinator for review and approval at least six (6) months prior to the promised shipping date.

11.3.2 For any single piece of material or equipment weighing 10,000 kilograms (22,046 pounds), but less than 45,000 kilograms (99,207 pounds), or greater than 12.2 meters (40 feet) in length, or 2.44 meters (8 feet) in width, or 2.44 meters (8 feet) in height, the Seller shall submit “Shipping Drawings” to the Project Logistics Coordinator for review and approval at least three (3) months prior to the promised shipping date.

11.4 Packing and Marking Instructions

11.4.1 A packing list detailing actual contents as defined in the Bill of Material must be enclosed in each package.  Packing list shall also include Purchase Order number and tag number.  Shipping marks, Tag number, equipment identification, Purchase Order numbers, identification numbers or code as referred to in Purchase Order, or any other marks required must be shown on each package or individual piece inside the package.  Loose mixing of materials with different code numbers shall be avoided whenever possible.  BUYER MAY RETURN IMPROPERLY TAGGED MATERIAL TO SELLER AT SELLER’S EXPENSE, OR ADDITIONAL INCURRED EXPENSES WILL BE BACKCHARGED TO SELLER.  One (1) packing list copy in a protective envelope shall be placed inside each package, and one (1) packing list copy in a water-proof, protective envelope shall be affixed to the exterior of each package.  Each package shall be marked on two opposing sides as follows:

______________ Project  
Attn: ________.
PO#:__________________________

Gross Weight :_______________(Lbs)

Net Weight: ________________ (Lbs)

Length: ____________________(Inches)

Width: _____________________(Inches)

Height:_____________________ (Inches)
11.5 Shipment and Handling Notification

Seller shall advise and confirm shipping arrangements and logistics plan with Agent at 60, 30, and 10 days prior to shipment.

11.5.1 Seller shall provide a pro forma packing list to Project Logistics Coordinator a minimum of five (5) weeks prior to shipment in an electronic format (MS Excel).  It shall include Buyer’s Purchase Order Number, Purchase Order Line Item Number, Sub Item Number, Item Code, Description, and the quantities of material/equipment to be shipped.

11.5.2 Seller shall advise Project Logistics Coordinator in writing of any special shipping, handling or storage measures or procedures required to assure safekeeping of the goods.  Failure by Seller to so advise Project Logistics Coordinator may result in a back-charge to Seller of Buyer’s costs arising from such failure.

11.5.3 Seller shall request routing instructions from the Project Logistics Coordinator by email or fax, ten (10) days prior to planned shipment date for material/equipment sourced inside North America, or thirty (30) days prior to planned shipment date for material sourced outside North America by email or fax.  The request must include details of each shipment of Project materials by Purchase Order and shall include, but not be limited to:

Purchase Order Number, including Change Order number, if applicable

Number of pieces and type (i.e. skid, pallet, box, carton, etc)

Weight of each piece in kilograms or pounds

Dimensions of each piece (L x W x H) in centimeters or inches

Shipping Point and name of sub-supplier (if applicable)

Verification of “complete” or “partial” shipment

Notification of special shipping, handling, or storage requirements

Notification of any hazardous materials (including MSDS), controlled substances, or export license requirements of the Seller’s or its sub-supplier’s domicile country.

11.5.4 Seller shall request a Shipment Release form from the Project Logistics Coordinator a minimum of forty-eight (48) hours prior to actual delivery and shall not execute said delivery without the Shipment Release Seller’s request for Shipment Release shall include:

A complete and detailed commercial invoice (not to be confused with the Seller’s invoice to Buyer for payment), written in English, on the Seller’s letterhead, and including the following:

Sold To/Shipper 
Ship To/Consignee 

Notify Party:
Shipment identification marks as indicated in the marking instructions

Invoice Number and Date

Incoterms 2000 Shipping Term as indicated in this Purchase Order

Purchase Order Number, including Change Order Number (if applicable)

Line Item Numbers, Tag Numbers and Descriptions as specified in the Purchase Order – (Equipment or materials contained in this Purchase order may be eligible for duty exemption or a Project specific single duty rate.  It is Seller’s responsibility to ensure that the description shown in all of Seller’s documents adhere strictly to those detailed in this Purchase Order or as otherwise directed by Agent.)

Quantities shipped, per Line Item

Total metric volume, metric net weight, and metric gross weight of the goods

Currency identification 
Unit Selling Price

Extended Selling Price

Total Invoice Price

Name and address of manufacturer’s (if other than the Seller)

If the goods contain any foreign (from Seller’s domicile) components, the country of origin and content percentage must be indicated.

Commercial Invoice Certification: “I, (name), (title), (name of company), certify this invoice to be true and correct and in accordance with our books and also that the good referred to are of (name of country) origin.”

Signature of Seller’s representative.

A complete and detailed packing list written in English including the following information:

Sold To/Shipper 
Ship To/Consignee 

Notify Party: 
Shipment identification marks as indicated in the marking instructions.

Packing list number and date

Purchase Order Number, including Change Order Number (if applicable)

Type of package (box, crate, carton, bundle, piece, skid, etc)

Number of packages by type

Gross and net weight of each package in kilograms or pounds

Exact dimensions of each package in centimeters or inches

Contents of each package including the quantity of each Purchase Order Line Item – (Equipment or materials contained in this Purchase order may be eligible for duty exemption or a Project specific single duty rate.  It is Seller’s responsibility to ensure that the description shown in all of Seller’s documents adhere strictly to those detailed in this Purchase Order or as otherwise directed by Agent.)

Total metric volume, metric net weight, and metric gross weight of the goods

Material Safety Data sheets for any chemical products and/or dangerous materials to be included with the shipment.

Confirmation, including copies of any export clearances, licenses or other export formalities required in the Supplier’s or sub-supplier’s country of domicile.

No equipment or material shall be released for shipment unless the above requirements are met.

12.0 PROJECT MANAGER/EXECUTIVE SPONSOR

12.1 Project Manager

______________________ has been assigned as Seller's Project Manager for the execution of this Purchase Order, including the issue of notices and all communications. The Project Manager shall be responsible for the implementation and management of all activities required for successful completion of the work.  Seller shall at all times insure that the Project Manager is provided with resources that are appropriate and adequate to ensure completion in accordance with Buyer’s requirements, by the agreed upon date. Seller is to provide a resume and client references for said individual to Agent prior to Purchase Order award.
12.2 Executive Sponsor

Seller hereby appoints __________________ as Executive Sponsor of this Purchase Order.  The Executive Sponsor shall remain aware of Seller's obligations and performance under this Purchase Order and shall be available at all reasonable times to Buyer's and Agent management representatives for consultation as required.

13.0 FIELD SERVICES

13.1 Upon request, Seller shall provide a technical representative(s) at the construction or other designated locations, to advise Agent in installation supervision, and start-up of Seller supplied equipment and as required, to train Owner’s personnel in the operation and maintenance of   Seller’s equipment.
Rates for field service are:  

Number of service days included in the Purchase Order ______________________________________
Does service days include installation assistance/supervision and start up and commissioning support?
If not, provide rates for these services.

8 Hour weekday (5 day work week)


$ __________________________________/Hour

Weekday overtime



$ __________________________________/Hour

Saturdays




$ __________________________________/Hour

Saturday Overtime 



$ __________________________________/Hour

Sundays or Holidays 



$ __________________________________/Hour

Sunday or Holiday overtime


$ __________________________________/Hour

Travel time




$ __________________________________/Hour
Commissioning start up



$ __________________________________/Hour
Rates for Installation Supervision


$ __________________________________/Hour

13.2 The Purchase Order Field Service Rates are fixed and are valid through the Purchase Order warranty period. Escalation beyond that day shall be as defined in the Pricing Section of the Purchase order.

13.3 Billable Representative Time shall be calculated starting at the time Seller's representative departs his home domicile and continues until completion of the required services at the construction site, plus normal travel time to return direct to Seller’s representatives home domicile.

13.4 Living expenses are defined as expenses incurred by reason of living away from home, such as the cost of meals, lodging, business phone calls/faxes, job-related out of pocket expenses and laundry. Not applicable if per diem rate is used for living expenses.  Cell phone charges will not be reimbursed.
13.5 Travel expenses are defined as the cost of transportation of Seller's Representative from Seller's representatives home domicile to the construction site, and direct return from the construction site to Seller's representatives home domicile.

13.6 All travel time costs are limited to 8 hours maximum per 24-hour period regardless of the actual length of travel time to the destination.

13.7 Travel expenses shall be billed at net cost, except that all airfare shall be billed at coach class or as verifiable coach class rates if actual travel is in a higher class. Local transportation to and from the construction site (taxi, auto rental car, etc.) shall be billed separately at cost.

13.8 Seller shall support each invoice for Field Service Assistance with:

13.8.1 Copies of all bills of travel and living expenses. (if authorized) 
13.8.2 Copies of the Seller's approved daily report of services performed. Seller shall be responsible for obtaining signature of Buyer’s authorized representative as verification/approval of daily reports, prior to submittal of invoices for services performed.

13.9 Failure to attach items in Section 13.8 to Seller's invoice will result in denial or delay of payment.  These records will be subject to audit by Buyer.
13.10 Seller's representative shall consult with Buyer's Construction site representative to become familiar with Buyer/Owner's construction site Industrial Relations and Health, Safety and Environmental (HSE) policies and practices and shall comply therewith as they apply to Seller's representatives.

13.11 Seller's representative shall observe construction site starting and quitting times and working conditions.

13.12 Articles 28 and 29, inclusive, of the enclosed "Terms and Conditions of Purchase," (ATTACHMENT “B”) are in force. Prior to Seller’s representative's departure to the construction site, Seller shall provide Buyer with a Certificate of Insurance evidencing that the insurance specified in Article 28 is in force.

13.13 Assignment of Seller Personnel

Buyer will request Seller to provide supervisor(s) for the works related to Seller’s supplied equipment, forty-five (45) days before the required arrival date.  Upon notification Seller shall send the resume of the supervisor(s) for Buyer’s approval. Buyer shall have the right to reject the proposed supervisor if the supervisor’s experience is found to be insufficient or irrelevant.  In such case Seller shall provide information for new personnel.

If, during the course of work, Seller’s supervisory personnel are found to be technically unsatisfactory, or have infringed the site Health, Safety and Environmental (HSE) regulations, then they shall be removed and replaced by Seller at no cost to Buyer.

If Seller’s Supervisory Personnel becomes unable to perform services due to sickness, injury or other unavoidable reasons for a period longer than five (5) days, in one thirty-day period, Seller shall be obligated to dispatch another employee to the construction site for its replacement upon Buyer’s request.  All costs and expenses for such replacement shall be borne by Seller.

13.14 Passports, Permits, Work Visas and Inoculations

For international travel all passports, visas, and inoculations shall be to the account of Seller.

Seller shall be responsible for obtaining and where necessary, updating permits visas, inoculations, etc., to enable his supervisory personnel to take up and perform their duties at the construction site without delay.
In order to process visa application, Seller must supply the following data at least 45 days prior to scheduled departure:

· Personnel data

· Name (as in passport)

· Copy of passport

· Four passport photos 

· Nationality

· Company name

· Period of stay

· Religion

· Purpose of visit

· Profession

· Age

· Copy of passport

· Four passport photos

13.15 Working Week 
The working week will be 8 hours a day, 5 days a week, from 7:00 a.m. to 4:00 p.m., Eastern Standard Time (EST) i.e., 40 hours per week.  Overtime over 8 hours per day and Saturday and Sunday will only be worked when authorized or required in advance by Buyer.

No payment will be made to Seller's supervisory personnel during their absence because of sickness, or any other reasons not attributable to Buyer.

Any prolonged stay of Seller's Supervisory Personnel attributable to mal-performance of the equipment, as well as in-active waiting time of the Seller's personnel, due to late arrival of special tools and/or parts, etc. to be supplied by Seller's, will be at no cost to Buyer.

13.16 Subsistence

Accommodation, transportation and subsistence are the responsibility of the Seller. 

13.17 Facilities Provided By Buyer

Seller's supervisory personnel shall receive essential telephone/fax messages.  However, outgoing telephone facilities may only be used on the direct authorization of Buyer.  In such a case, charges will be made for these services at cost and will be deducted from payments due to the Seller.

Transportation within Plant Site in accordance with Owner and Buyer’s office rules.

13.18 Time Recording

Seller’s supervisory personnel shall log in and log out every working day to provide an accurate record of his working hours.  Time sheets detailing the work carried out each day must be submitted for approval at the end of each workweek.  Payment may be delayed or withheld if these time sheets are not submitted and approved by the Buyer.

13.19 Taxes and Duties

Any and all taxes, duties, fees, charges or assessments of whatsoever nature, including but not limited to, income tax, which may be imposed on Seller or his supervisory personnel, by the government authorities in connection with services performed by Seller or Seller’s supervisory personnel under this Purchase Order, shall be wholly borne and paid by Seller.

14.0 SPARE PARTS REQUIREMENTS

14.1 Buyer reserves the right to purchase spare parts against Seller’s quotations for a period of 12 months after final shipment of Purchase Order Goods.

14.2 Seller shall provide a spare parts quotation for spare parts in accordance with the following:

14.2.1 Mandatory Spares (Also known as Insurance or Capital Spares)

Mandatory spares are parts or assemblies or complete warehouse units, which are purchased along with the original equipment because of the cost and long lead time required to fabricate these types of spares. Mandatory spares are usually one of a kind assemblies or units manufactured at the same time as the original parent equipment. (Ex: Rotors, reduction gear sets, special forgings, etc.)

(Seller to submit priced list as stated in the Specifications)
14.2.2 Commissioning & Start-Up Spare Parts

Commissioning & Start-up spares are parts and assemblies that are subject to damage, breakage, deterioration or consumption during commissioning, start-up and the initial run-in period.  These parts are similar to and may be redundant to Operations spares. (Seller to submit priced list as stated in the Specifications.)
14.2.3 Two (2) Year Operation Spare Parts 

Two (2) years operation spares are parts, assemblies or pieces normally consumed during scheduled maintenance, minor repair, overhaul or inspection. Generally this classification is related to parts that encounter wear, corrosion, erosion or deterioration while in normal service and where those parts may be reasonably expected to be required during the first 2 year’s operation, under normal conditions.

Bulk commodities such as small bore pipe fittings, piping bolts and gaskets, and lubricants are also included in this category. Maintenance equipment, non-specialty tools and fuels are not included in this definition.

Seller shall provide an assignable guarantee of the availability of recommended operational spare parts for a period of three (3) years after equipment is placed in commercial operation. It is understood that such parts may not be “shelf” items and will require manufacture at the time of ordering.

14.2.4 Construction Spare Parts Requirements 

Construction spare parts are parts and assemblies normally used or consumed during installation prior to and in preparation for start-up, including hydrotesting, cleaning, flushing, and inspection prior to commissioning. Usually limited to gaskets and other sealing devices, filters, screens, etc. These spares shall be shipped with the original equipment.

15.0 BACKCHARGES AND REWORK

15.1 Should Buyer incur excess costs in inspection, transportation, storage, erection or installation due to a failure of the material or equipment to conform to the requirements of this Purchase Order, Buyer shall back-charge such costs to Seller and shall deduct such amounts from unpaid amounts owed Seller.

15.2 Buyer will advise Seller upon discovery of any such nonconformance prior to expenditure of back-chargeable funds, and shall afford Seller a reasonable time to respond.  However, should Buyer’s construction schedule not permit advance notification, Buyer shall proceed with the repairs or rework and a fair settlement shall be negotiated between Buyer and Seller.  Field material/expenditure deficiencies which are minor in nature but of the recurring type which creates expenditure of effort hours to correct will be accumulated and back-charged to Seller prior to closeout of the Purchase Order through Form 000.420.1620, entitled “Notice to Seller of Deficient Materials and Back-charges.”  (ATTACHMENT “H”)
15.3 If during the course of the manufacturing cycle it is determined that the Buyer’s baseline level of inspection effort (as defined in the Quality and Certification Requirements Form) needs to be increased due to the unsatisfactory implementation of Seller’s Quality Plan, to the extent that additional SQS effort hours/ resources are required to provide the necessary level of assurance that the product quality is not compromised, these additional SQS service costs (effort hours and expenses) may, at the discretion of Buyer, be back-charged to Seller.  This situation will be formally documented as the unsatisfactory performance occurs, so that Seller is fully cognizant of the potential for back-charge and has the opportunity to remedy the unsatisfactory quality performance.  In such cases, the expended effort hours will be back charged. 

15.4 Buyer’s rights under this provision do not in any way decrease or infringe upon Buyer’s rights under the warranty provision of the Terms and Conditions of Purchase.

15.5 Depending upon the source of the problem, rework and compensation (i.e. back-charges) for rework will be handled as follows:

	Problem
Source
	Problem
Discovered
	
Correction Plan/Compensation

	Buyer
	By Seller in Shop (or in the engineering and purchasing phase)
	If problem requires rework, Seller submits Change Order to Buyer.  Buyer resolves and notifies Seller of direction.

	Buyer
	By Constructor on Construction site
	If problem requires rework, Constructor processes a NCR (Non-Conformance Report) with rework estimate.  NCR is submitted to Buyer. Buyer resolves and provides direction to Constructor.

	Seller
	By Seller or Owner during Audit in Shop
	Seller corrects problem.  If problem is significant and requires Buyer assistance or concurrence for corrective action plan, then Seller notifies Buyer.  If problem is minor (ex: weld reject, nozzle projection, etc.) and can be handled by Seller’s normal quality process, then Seller corrects error.  Seller is responsible for rework and other costs.

	Seller
	By Constructor on Construction site
	Constructor contacts Buyer and provides a description of the problem.  Buyer contacts Seller.  Buyer, Constructor and Seller work together to determine best economical/efficient corrective action plan that meets the construction schedule requirements.  Seller has first right of refusal to self-correct the problem unless Seller is unable to remedy within the time required by Buyer. (This may include sending resources to the construction site or shipping item back to Seller’s shop). Seller is responsible for all costs arising out of the rework.  


16.0 PREVENTATIVE MAINTENANCE/STORAGE

Equipment/material ordered herein may be stored or installed without operation for a period of up to 12 months during construction. Seller shall provide a preventative maintenance program based upon storage in/at construction site for a 12-month period.

17.0 CERTAIN LAWS, REGULATIONS & STANDARDS

17.1 Hazardous & Toxic Substance Disclosure Requirements

The attached Hazardous and Toxic Substances Disclosure Requirements Form (ATTACHMENT “D”) shall be completed and signed by an officer of Seller’s company and returned to Buyer after receipt of this Purchase Order.

17.2 Supplier shall ensure that equipment and/or materials used within the scope of supply for this Purchase Order are in compliance with local codes and regulations. Supplier shall ensure that such local rules and regulations and procedures have been complied with in obtaining certificates if and when required. Costs related to compliance with aforementioned are included in the Purchase Order price.

17.3 Origin of Materials:  All materials of supply should be of United States Origin and/or European Union Suppliers.  Any exclusions must be approved by Buyer.  

18.0 SUB-SUPPLIERS & SUBCONTRACTORS

Seller elects to employ the following sub-suppliers and/or sub-contractors in executing work for this Purchase Order and may not change sub-suppliers and/or subcontractors, without explicit written approval from Buyer.


__________________


(Insert as applicable)
19.0 CONFLICTS IN THE DOCUMENTS
In the event of an express conflict between the documents which are a part of this Purchase Order, Seller shall notify Buyer immediately and shall comply with Buyer’s resolution of the conflict.  Any additional costs resulting from Seller’s incorrect interpretation of this document and any referenced or attached documents shall be for Seller’s account. BUYER ALSO RESERVES THE RIGHT TO RESOLVE ANY CONFLICTS BETWEEN THE DOCUMENTS WHICH ARE A PART OF THIS PURCHASE ORDER.
20.0 MODIFICATIONS TO TERMS AND CONDITIONS OF PURCHASE
Article 14, Laws and Regulations 
Add the following after paragraph seven:
“These obligations arise, respectively, from (i) Executive Order 11246 (as amended) of September 24, 1965, (ii) the Vietnam Era Readjustment Assistance Act of 1974 (as amended), and (iii) the Rehabilitation Act of 1973.  Accordingly, the clauses set forth at 41 C.F.R. Sec. 60-1.4, 41 C.F.R. Sec. 60-250.4, Sec. 60-250.5 and Sec. 60-250.10, and C.F.R. Sec. 60-741.5 are all incorporated herein by reference as if they were set out in full.

Article 29, Health, Safety, and Environmental Regulations:  add the following paragraph after the first paragraph
Owner regards the illegal use of drugs and the abuse of alcohol as serious problems.  Accordingly, to protect the health, safety, security and performance of Owner and its employees, Owner maintains an alcohol and drug free workplace policy.  Supplier agrees with this policy, and further acknowledges that it will ensure that all his employees and any sub-suppliers and their employees, abide by this policy.  Owner may request Supplier to conduct a urine drug screening test and/or blood alcohol test when it has reasonable suspicion to believe that an employee of Supplier or sub-supplier is under the influence of illegal drugs or alcohol on Owner’s property or while on Owner’s business.  Supplier will take steps to ensure that any violating employee will not be permitted to work on the Project.  In complying with this policy, including conducting testing, Architect/Engineer shall abide by all applicable governmental laws and regulations.
Add the following Article:

Article 30, Beneficiaries

The Owner shall be a third party beneficiary with respect to this Purchase Order and has the right to enforce the provisions of this Purchase Order.  

21.0 ATTACHMENTS

	Attachment
	Description
	Date
	Rev. No.

	A
	Bill of Material, 2 pages
	
	

	B
	Terms and Conditions of Purchase, 7 pages
	
	

	C
	Hazardous and Toxic Substances Disclosure Requirements, 1 page
	
	

	D
	Seller’s Representation and Certification, 2 pages
	
	

	E
	SAMPLE Supplier Quality Plan, Form 000.450.F1533, 1 page
	
	

	F
	Quality and Certification Requirements
	
	

	G
	Quality System Questionnaire, 1 page
	
	

	H
	Notice to Seller of Deficient Materials and Backcharges,  1 page
	
	

	I
	Specification for Export Packing Requirements,  9 pages
	
	

	J
	Export Certification to Regulatory Compliance, 1 Page
	
	

	K
	Vent Gas Compressor Package Specification. 23 Pages
	
	


END OF SECTION
THIS IS NOT AN ORDER

