
Shipment Preparation Checklist for Bulk 

Orders 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name/Company] 

Subject: Shipment Preparation Checklist 

 

Checklist Items: 

• Confirm order details (quantity, type of products, etc.) 

• Verify shipping address 

• Prepare shipping labels and documents 

• Check inventory for availability 

• Package items securely 

• Arrange for transportation 

• Schedule pickup/delivery time 

• Notify recipient for expected delivery date 

• Conduct a final inspection before shipment 

Thank you for your attention to this checklist. Please ensure all items are completed to facilitate 

a smooth shipping process. 

Best regards, 

[Insert Your Name] 

[Insert Your Title/Position] 

[Insert Your Company] 


