How To Fill Out The Purchase Order
A purchase order is a business form used to generate documentation of what was purchased and when it is to be delivered.  It is used to confirm and match up to the invoice that will be received to generate a payable which the payment is produced for.

You must fill out the purchase order in the presence of the business owner or other authorized personnel.  This is a legal document of sorts.  It is a statement by that person that they are authorized to purchase what they say they are purchasing.  Their signature and the date they are signing are required.

Prior to your meeting enter your supplier information in the space allowed.  At the meeting have them fill in the top section with the legal name of the business and the mailing address or building address with city, state and zip.  Make sure to get their name, phone number and email address in case you have any questions or problems.

Next is the exercise location.  This must be specified so there are no questions down the road.  Session start date and time must be filled in so everyone knows where to be when.

There are three choices of Corporate Boot Camp options available to your client.  The basic program is three months and includes baseline measurements and re-measurement after 3 months.  It also includes weekly email to employees and the on-line nutrition package.  There is an orientation to introduce the program to employees, do their measurements, set their goals and demo the program.

The 6 month program offers the same with the addition of a quarterly lunch and learn program.  See our guide in cross promotions for getting the healthy lunch portion for next to nothing and a selection of speeches and handouts for you to present.

The 12 month program offers the same as the 6 month program with the addition of a quarterly exercise bonus.  See our guide in cross promotions for this too.  Start small and have the bonus gain value as time goes on.  Some ideas are chair massage, free meal at a local restaurant, a serious discount on gym shoes at a local shoe store, etc.  You will learn how to create a network with local businesses to cross promote with.

Explain each of these sections as you go through them with your client, have your client fill in the section, and then move on to the next section.  The purchase order defines one session.  Use your discretion on the number of participants you want in each group.  Use the space allowed you as a guideline.  Your first job is to keep them safe and using proper form. 

Your pledge is spelled out, as well as their responsibilities.  They print their name, sign and date it.  They may make a copy to keep, you take the original.

From this document you will fill in your calendar, produce an invoice to mail to them at least 2 weeks prior to the start of the program.  When you tell them that the invoice is payable quarterly, with the first payment due by the first session, ask them when they need the invoice in hands to process in a timely manner.  They will have a business procedure to follow, especially since this is a big ticket item.
File this purchase order, attached to a copy of your invoice so you have it for future reference.
Congratulations.  You have completed your corporate purchase order.
