
 

 
 
 

Purpose 
This document explains how to read a Cenovus materials purchase order (PO). 

What is a materials purchase order? 
The official confirmation of a materials order. 

Purchase Order Category 
The PO category displays in Cortex in the Classification field. 

 

Information on a Materials Purchase Order 
 

 

1. PO number: Unique reference that matches shipments with purchases. A Cenovus 
PO number must be referenced in all communication with Cenovus, including, but not 
limited to, packing slips, shipping documents and invoices. 

2. Delivery date: Date materials are expected on site. Cenovus must be notified if this 
date cannot be met. 

3. Contact information: For the Cenovus procurement administrator. 
4. Payment terms: Indicate the number of days when the supplier will be paid. 

Cenovus payment term period begins the day an acceptable invoice is received. 
5. Shipping address: Where goods will be delivered. 
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6. Description: Description of requested goods. 
7. Quantity: Quantity of requested materials/services. 
8. UM: Unit of measure that reflects how the product is sold. 
9. Unit price: Agreed price for materials. 
10. Important note: Specific requirements such as PO acknowledgement, provincial sales 

tax exemption, and shipping requirements are communicated to the supplier on this 
section. 

Where to Go for Help 
vendor.relations@cenovus.com 

mailto:vendor.relations@cenovus.com

	Purpose
	What is a materials purchase order?
	Purchase Order Category
	Information on a Materials Purchase Order
	How to Read a Materials Purchase Order
	Where to Go for Help

