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RECEIVING REPORTS 
 
The pink copy (third copy) of the purchase order form is the receiving report, 
documenting the fact that the materials ordered or services requested, were in 
fact satisfactorily received or performed. 
 
Payment is not made to the vendor until all items on the purchase order are 
received, the pink copy of the purchase order is signed by the party receiving the 
items, and the signed pink copy forwarded to the purchasing department. 
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