Company Name

Telephone number

Contact name

Email address

Delivery address

Invoice address

Purchase order number – Hospitals need one 

What they want 

-Quantity

-Part number 

-Check description / Type

Credit card slip 

Name on card

Needs long card number

Start date (not always present)

Expiry date 

Sec code (3 digits on the back of the card)

Fill in total (if a export customer there is a space for the dollar or euro amount but all credit card payments are in pounds)

Address where card is registered

- Number of building if there is one

- Postcode 

Then fill in the Order number, account number, date, initials. 

Take credit card slip and put in locked drawer in Derek’s office. 

