
Delivery Note
A goods delivery confirmation note for orders despatched to customers.

How to use

2. Enter the delivery address in the blue DELIVER TO card on the left.

4. Add the items despatched in the blue columns. Total items updates automatically.

Clearing the sample data

Removing the footer credit

Notes

Free Excel templates for UK small businesses

MTD-ready bookkeeping tools for sole traders and small businesses

1. Fill in your business details in the blue footer cells at the bottom of the Delivery Note 
sheet.

3. Complete the delivery number, despatch date, order reference and carrier details on the 
right.

5. The colour band shows the delivery number, despatch date, order reference and total 
items.

Select rows 19 to 30 on the Delivery Note sheet, then press Delete to clear the sample data. 
The totals and colour band will reset automatically.

The footer credit ('OpenSheets.co.uk · free templates for UK small businesses · MTD-ready 
tools at aligned.tax') appears on printed pages only. To remove it, go to Page Layout > Print 
Titles > Header/Footer tab and delete the footer.

Blue cells are your inputs. White cells contain formulas that calculate automatically — do 
not overwrite them.
The sheet is protected to prevent accidental formula deletion. No password is set — click 
Review > Unprotect Sheet if you need to make structural changes.
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Delivery Note Add your logo here

DELIVER TO

Sample Co Ltd Delivery No DN-2024-001

12 High Street Despatch Date 25/06/2026

London Order Ref ORD-2024-089

Greater London Carrier Royal Mail Tracked

EC1A 1BB No. of Boxes 2

020 7946 0000

info@sampleco.co.uk

DELIVERY NO DESPATCH DATE ORDER REF TOTAL ITEMS

DN-2024-001 25/06/2026 ORD-2024-089 35

Description / Part Qty Delivered Unit Notes

Widget A - Model X100 10 10 Each All items delivered

Widget B - Model Y200 5 5 Each All items delivered

Packaging foam sheets 20 18 Sheets 2 sheets on back-order

Total items delivered: 35

Notes Received by / Signature:

Your business name

Your address, town, county and postcode

Telephone, email, VAT number

Qty 
Order

ed

Please check all items on delivery and report any 
discrepancies within 48 hours.
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