
 

 

 
                                NOTE: 
                                Our Purchase order number must be on all invoices, delivery documents and other correspondence.    Purchase Order: XX-000000 
                                Must pack at indicated pack quantity with no partial pack quantity.                                Issue Date    : 01012011 13:17 
                                If item is delivered directly to our customer all delivery documents must contain the customer's   Revision Date : 01-01-2011 13:31 
                                PO number / SPS Order # / SO Reference A # if present on the PO.                                   Page          :    1 
                                IMPORTANT! Carton labels and packing slips must be provided with all shipments and meet Staples  
                                Print Solutions standard Packing Labeling Specifications. Failure to label cartons properly will result in a  
                                re-labeling fee - minimum charge $25.00. To obtain a current copy of SPS' labeling specifications, please contact  
                                the buyer indicated on this purchase order or SPS Strategic Sourcing. Thank You. 
 
 
  Buy From                                                  Delivery To                                                  Invoice To: 
  SSP000000                                                 STAPLES PRINT SOLUTIONS                                      STAPLES PRINT SOLUTIONS 
  SUPPLIER NAME                                             4205 SOUTH 96TH STREET                                       ACCOUNTS PAYABLE 
  SUPPLIER ADDRESS                                          OMAHA  NE 68127                                              4205 SOUTH 96TH STREET 
  CITY, STATE, ZIP CODE                                     ATTN: MAGGIE WITT                                            OMAHA  NE 68127 
                                                                                                                          
                                                                                                                         Phone:(402) 898-6200 
  Phone: 000-111-2222 
  Fax  : 000-111-2222 
 
┌─────────────────────────────────────────────────┬───────────────────────────────┬──────────────────────────────┬────────────────────┬──────────────────────────────┐ 
│ Buyer: WITT, MARGARET C                         │ Your Quote Number             │Reference A                   │Reference B         │Delivery/Terms of Pmt         │ 
│ Phone: 4028986283                               │ Quote #33919                  │                              │                    │Prepaid & Charge              │ 
│                                                 │                               │                              │                    │PAY IMMEDIATE                 │ 
├────┬──────────────────────────────┬─────────────┴──┬─────┬─────────────┬────┬───┴─────────┬──────┬─────────────┼───────────┬────────┴────────┬─────────────────────┤ 
│Line│Item Number                   │Ordered Quantity│Unit │ Qty to Ship │Unit│  Unit Price │Unit  │   Discount  │      Tax  │      Line Total │ Our FRT Code        │ 
│    │Description                   │   Must Pack Qty│Unit │             │    │             │      │             │           │   Delivery Date │      Our Lot Number │ 
│    │                              │                │     │             │    │             │      │             │           │ Contract Number │                     │ 
├────┼──────────────────────────────┼────────────────┴─────┼─────────────┴────┼─────────────┴──────┼─────────────┼───────────┼─────────────────┼─────────────────────┤ 
│  10│CP-11                         │      100.0000 EA     │   100.0000 EA    │     0.05000 / EA   │     0.00000 │ 10020     │        5.00     │      110/           │ 
     │OPERATING SUPPLIES            │                                                                                                               08-30-10           
     │                              │                                                                                           
       Detailed specifications or other pertinent order line information may be entered here. 
       Read all information on this Purchase Order carefully. Notify buyer if any 
       discrepancies exist. 
______________________________________________________________________________________________________________________________________________________________________ 
│  20│CP-11                         │      25.0000 EA      │   25.0000 EA     │     0.10000 / EA   │     0.00000 │ 10020     │        25.00    │      110/           │ 
     │OPERATING SUPPLIES            │                                                                                                               08-30-10           
     │                              │                                                                                           
       Detailed specifications or other pertinent order line information may be entered here. 
       Read all information on this Purchase Order carefully. Notify buyer if any 
       discrepancies exist. 
 
 
 
 
 
 
────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────── 
     Goods                             Costs                                                           Tax                                                    Total 
      0.00                           30.00                                                             0.00                                                 30.00 USD 
────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────── 
 

 



 
 
 
 

SPS PO Terms & Conditions  SPS Strategic Sourcing 

A Division of Staples Contract & Commercial 

4205 South 96
th
 Street 

Omaha, NE  68127 

(402) 898-6200 

PO Terms & Conditions 
1. DEFINITIONS.  The term “Buyer” refers to Staples Print Solutions (also known as “SPS”). The term “Seller” refers to the supplier to 

whom the Purchase Order has been addressed. Any reference to Buyer or Seller shall mean their respective employees, agents, 
and subcontractors.  These Terms and Conditions exclusively govern the purchase and sale of goods and services described on 
the Purchase Order. 

2. ACCEPTANCE.  Unless otherwise provided herein, any written acknowledgement of this order or any other commencement of 
performance pursuant to this order constitutes acceptance hereof by the Seller. Acceptance is limited to the terms and 
conditions herein set forth and terms or conditions varying the terms hereof in any written acknowledgement or statement of 
acceptance are of no force or effect. 

3. DELIVERY.  Unless it is otherwise provided herein that the dates designated for delivery shall be approximate, time shall be 
deemed to be of the essence and the Buyer shall have the right to reject and cancel without any liability therefore any 
deliveries, which shall not be made upon the designated dates. Unless otherwise agreed in writing, Seller shall not make 
material commitments or production arrangements in excess of the amount or in advance of the time necessary to meet 
Buyer’s delivery schedule, except at Seller’s own risk. It is Seller’s responsibility to comply with this schedule, but not to 
anticipate Buyer’s requirements. Goods shipped to Buyer with payment therefore deferred until after the scheduled date of 
delivery. 

4. EXCUSABLE DELAY.  Either party shall be excused from its obligations hereunder if it is unable to perform obligations 
hereunder by reason of an occurrence beyond its reasonable control, and which by the exercise of reasonable diligence, said 
party is unable to prevent, including but not limited to a total or partial shutdown of the piece of business where the goods or 
services to be provided hereunder are either manufactured or are to be used, fires, strikes, floods, explosion, compliance, with 
any duly promulgated order or regulation of any governmental authority. The Seller shall not be excused however from its 
performance hereunder by any reason of a shortage of supplies of materials unless such shortage was both unanticipated and 
could not have been alleviated by proper action of the Seller. Notwithstanding the foregoing, however, liability may only be 
excused if the party affected by such circumstance or event gives the other party prompt notice of such circumstance or event 
after its occurrence, and the other party may, although notice was given, terminated this agreement at its option if such 
circumstance or condition shall continue for more than 150 days. 

5. QUALITY, INSPECTION AND REJECTION.  Material is subject to inspection by the Buyer. The Buyer may reject all or any 
part of any shipment or performance, which fails to meet specifications or is in any manner non-conforming. The Buyer 
reserves the right to accept any part of any shipment of performance, which is conforming. Acceptance of any materials or 
service provided hereunder, or the making of any payment to obtain a discount, shall not foreclose the Buyer form exercising 
any of its rights accorded at law or equity to reject or to revoke acceptance, whether the defect or other non-conformity is 
patent or latent, and whether same is discovered on first inspection or thereafter. Without limiting Buyer’s other rights at law, 
Buyer reserves the right to have rejected material replaced by Seller or return for credit only, at invoice price, the Seller to bear 
all transportation charges and packing costs. 

6. PRICE.  If prices are higher than specified herein, secure Buyer’s approval before shipment. If price is omitted, it is agreed that the 
material shall be billed at the price last quoted or paid, or the prevailing market price at time of shipment, if market price is 
lower. 

7. INVOICES.  Render invoice in triplicate accompanied by (1) original bill of lading, or (2) express “shipper’s collect receipt,” or 
(3) in case of prepaid shipments, original paid transportation bill. Each shipment must be covered by a separate invoice. In 
some cases, Seller may be required to submit proof of delivery and an itemized invoice to Buyer on the same day an order is 
shipped or service is performed; which documentation may be used for customer billing purposes.  

8. DISCOUNT.  Payment discount will be figured from date of receipt of correct invoice or acceptance of materials, goods and/or 
services rendered, whichever is later. 

9. COMPLIANCE.  Seller in performing his work required by this purchase order guarantees compliance with the Fair Labor 
Standards Act (Public Law No. 95-530); and all EEO clauses as outlined below. 

10. BUYER’S PROPERTY.  The Seller acknowledges that all material, including tools furnished or specifically paid by the Buyer 
shall be or remain the property of the Buyer, and shall be subject to removal at any time without additional cost upon demand 
by the Buyer, shall be used only in filling this order from the Buyer, shall be kept separate from other materials or tools, and 
shall be clearly identified as the property of the Buyer. Seller assumes all liability for loss or damage with the exception of 
normal wear and tear. 

11. CHANGES.  Changes in quantity, price, or specifications are allowed only with the issuance of a revised Purchase Order. 

12. PAYMENTS FOR SPECIAL DIES AND MOLDS.  Payments will not be made until such time as Buyer approves samples. 

13. PATENTS AND PROPRIETARY RIGHTS.  By accepting this order, Seller warrants that the manufacture, use, lease or sale of 
any materials, processes or services covered by this purchase order, each alone or in combination with each other or any 
other materials, processes or services, does not and will not infringe, or contribute to the infringement of any United States or 
foreign  

patent now or hereafter issued or violate any other proprietary interest (including but not limited to copyrights, trademarks and 
trade secrets). Seller agrees to defend at Seller’s expense, all suits at laws or in equity that may arise with respect to any 
actual or alleged infringement or any contribution thereto, of any of said patents or with respect to any actual or alleged 
violation of any other proprietary interest (including but not limited to copyrights, trademarks and trade secrets) by reason of 
the manufacture, sale, lease, or use of any of the materials, processes or services covered by this purchase order, and to 
protect, indemnify and hold harmless Buhrmann, Corporate Express, Data Documents Holdings, Inc., their successors, 
assignees, subsidiaries, affiliates, employees, representatives, customers, and users of its products from all loss, expenses, 
costs (including attorney’s fees and court costs), royalties and other damages which may be incurred on account of any such 
actual or alleged patent infringement or violation of any other proprietary interest (including but not limited to copyrights, 
trademarks and trade secrets). 

14. ROUTING.  All material must be forwarded by the route taking the lowest transportation rate except where otherwise indicated; 
otherwise the difference in freight rates and extra costs of cartage will be charged to Seller’s account. When terms are FOB 
destination, transportation charges should be prepaid; or in case material is forwarded “collect,” the amount of such charges 
must be deducted from bills when rendered. 

15. VALUATIONS.  Express shipments for which Buyer is to pay charges must not be insured at a valuation in excess of $50.00. 

16. PACKING SLIP.  Showing order number to accompany each shipment. 

17. OVERSHIPMENT.  Do not ship in excess of our order as Buyer reserve the right to return excess material for full credit at 
Seller’s expense. 

18. DELIVER NO GOODS EXCEPT ON SIGNED ORDER.  Orders may only be accepted with a Purchase Order, and may be 
refused if no Purchase Order is present. 

19. INDEMNITY.  Seller will agree to indemnify Buyer against loss or expense by reason of any liability imposed by law upon us, 
because of injury to any person or damage to property due to any act of omission on Seller’s part or on the part of Seller’s 
employees, agents, or subcontractors, resulting directly or indirectly from Seller’s work. 

20. ADVERTISING.  Seller shall not without our prior written consent in any manner advertise, or publish the fact the Seller has 
furnished, or contracted to furnish to us any material, or services ordered hereunder. 

21. WARRANTY.  The Seller warrants all materials or services delivered hereunder to be free from defect of material or 
workmanship and conform strictly to the specifications, drawings, performance criteria or samples specified or furnished. This 
warranty shall survive any delivery to or inspection, acceptance of or payment for the materials or services by the Buyer and, 
shall apply to defects or any other non-conformity, both latent or patent. Upon failure of warranty, Buyer shall have such rights 
as provided at law or equity. 

22. ASSIGNMENT AND SUBCONTRACTS.  Seller shall not assign or transfer their accounts receivable or subcontract this order 
or any right or obligation there under, without Buyer’s prior written consent. Purchases of parts and materials normally 
purchased by Seller or required by this order shall not be construed as assignments or subcontracts. 

23. CONFIDENTIAL INFORMATION.  Seller agrees not to discloses to any person outside of its employ, and for a period of three 
(3) years from the receipt thereof nor to use for any purpose other than to fulfill its obligations under this Order any information 
which is received by Seller from Buyer pursuant to this order and which is not otherwise publicly available. Upon termination of 
this Order, Seller agrees to return to Buyer upon request, all drawings, blueprints, descriptions, artwork, negatives, and other 
material received from Buyer and all materials containing said information, all of which Seller acknowledges are the property of 
the Buyer. Seller further agrees not to disclose to Buyer any information which is confidential or other wise restricted. It is 
understood that any information received by Buyer may be used by Buyer as Buyer sees fit and without legal liability. 

24. GIFTS.  Buyer’s and employees can only accept nominal gifts or gratuities of any type from any supplier. 

25. PACKAGING AND PALLETS.  Packages must bear Buyer’s order number and show gross, tare, and net weights, or quantity 
as required. No charge for packaging will be allowed by Buyer unless otherwise agreed in writing. Carton quantities must be 
as specified in the Purchase Order; variances or partial cartons are allowed only if agreed to by Buyer. Orders shipping to 
Buyer’s required destination must be on pallets conforming to Buyer’s specifications. 

26. TAXES.  Any taxes with respect to, or on account of the material ordered hereunder, shall be paid by the Seller unless 
expressly otherwise prescribed by law. 

27. ENTIRE AGREEMENT.  This Purchase Order, the documents reference herein and your acceptance (as limited in paragraph 
1) constitute our entire agreement regarding this transaction, and can only be modified by amendment change order. 

28. GOVERNING LAW.  This Purchase Order shall be governed and interpreted under the law of the jurisdiction as shown 
in the Buyer’s address above.  

EQUAL OPPORTUNITY CLAUSE 

During the performance of this contract, the Contractor will comply with all provisions of Executive Order 11246, as amended, and Executive Order 11625 and 12138 for Small, Minority and Women’s Business Enterprises as well as the Provisions of 41 CFR 60-741 Section 
503 of the Rehabilitation Act of 1973 of 41 CFR 60-250 of the Vietnam Era Veterans Readjustment Act of 1974.  The Contractor will not discriminate against any employee or applicant for employment because of race, color, religion, sex, national origin, handicap or veteran 
status. In the event of the Contractor’s noncompliance with the Equal Opportunity clause of this contract or with any of the said rules, regulations or orders, this contract may be cancelled, terminated or suspended in whole or in part. 


