	Delivery Note
	Your logo here



	DELIVERY NOTE NO.
DN-1001
	DELIVERY DATE
Nov 12, 2026
	ORDER NUMBER
PO-1045
	ITEMS DELIVERED
50



	FROM
	TO
	DELIVER TO

	Your Company Name
123 Main Street
New York, NY 10001
+1 (555) 010-0100
hello@example.com
	Client Company Name
456 Market Street
San Francisco, CA 94103
+1 (555) 010-0199
contact@example.com
	Client Company Name
Receiving Dock 2
San Francisco, CA 94107
+1 (555) 010-0198
receiving@example.com



	SHIPPING METHOD
	CARRIER
	TRACKING NUMBER

	Courier
	Your Carrier Name
	TRK-000000000

	PACKAGES
	TOTAL WEIGHT
	INVOICE NUMBER

	3
	64 kg
	INV-1001



	Item Code
	Description
	Ordered
	Delivered
	Outstanding

	PPR-LTR-500
	Copy paper, 500 sheets
	40
	40
	0

	TNR-BLK-58
	Toner cartridge, black
	8
	6
	2

	CHR-MESH-1
	Mesh office chair
	4
	4
	0

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	52
	50
	2



	DELIVERED BY
Name		
Signature		
Date		
	RECEIVED BY
Name		
Signature		
Date		



NOTES AND TERMS
Check the goods on delivery and note any damage or shortage before signing. Outstanding items will follow in a separate delivery.


How to use this delivery note template
Delete this page before you send the document.
Fill in
1. Replace the sample details. All names, numbers and items shown are samples.
1. Select "Your logo here", delete the text and use Insert > Pictures to add your logo.
1. For each line, enter the item code, description, quantity ordered and quantity delivered. Outstanding is the difference.
Calculate the figures
1. Word doesn't calculate this template, so work out each figure: outstanding = ordered - delivered. Enter the column totals, and the delivered total at the top of the page.
Before you send
1. Use a new delivery note number each time, then save the document as a PDF.
1. Ask the person receiving the goods to check them, then sign and date the note. Keep a signed copy.
Please note
1. This template is a starting point and isn't legal or tax advice.
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	Made with Refrens. Create delivery notes online at refrens.com
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