
	XYZ COMPANY
DELIVERY NOTE (OR HANDOVER RECORD)

No.: …./20….

1. Delivery information
- Delivering party (Supplier): _________________________
- Receiving party (XYZ Company): _________________________
- Delivery/Receiving location: _____________________________
- Delivery Time: ___ hours, date ___/___/20___

2. List of delivered goods (or service contents)
	No.
	Item name
	Unit
	Ordered quantity
	Actual delivered quantity
	Notes (condition, serial…)

	1
	
	
	
	
	

	2
	
	
	
	
	



3. Quality & Condition
- Goods meet quality requirements? [ ] Yes [ ] No
- Any damage or shortage?               [ ] No  [ ] Yes, details: __________

4. Signatures for Confirmation
- Representative of delivering party: (Signature, full name, Seal – if required)
  Date: ___/___/20___
- Representative of receiving party: (Signature, full name)
  Date: ___/___/20___

5. Conclusion
- The receiving party confirms that the quantity and quality listed above have been received:
[ ] Agreed                                                                             [ ] Not agreed (Reason: _____________)



