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Special Order Item Acknowledgment Form Instructions (Sample) 

This form is to be available to all customer service representatives and salespeople, 
and it is to be used at their discretion. 

How to Complete This Form 

Enter the customer’s name (), purchase order number and date (), and the 
customer ID or code assigned to this customer in your company’s ERP system (). 

After meeting with an authorized representative of the customer and negotiating agreed-
to restrictions, populate the table with the following information: 

 

PO Item # ():  The line 
item number on the 
customer’s purchase order 
(). 

Part Number ():  Your 
ERP system’s part number 
for the item, or the 
customer’s part number if 
that exists in your ERP 
system. 

Quantity on PO (): the 
total quantity purchased on 
the customer’s purchase 
order (). 

Restrictions:  Cancelable 
Quantity ():  The quantity 
that you would allow the 
customer to cancel, within 
one week of purchase 
order acceptance.  This 
value is typically zero (“0”). 

Restrictions:  Returnable 
Quantity ():  The quantity 
that you would allow the 
customer to return, within 
thirty days of receipt.  This 
value is typically zero (“0”). 

 

Meet with the authorized representative of the customer again and have him/her sign 
and date the document (), print his/her name (), enter his/her title () and provide 
contact information ().  Then sign () and date () the document and enter your 
name (). 

Once completed, file the document appropriately and create a note on the customer’s 
order in your ERP system referencing the existence of this negotiated agreement. 
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