
Shipment Handover Procedures 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Shipment Handover Procedures for [Insert Shipment Details] 

Dear [Recipient's Name], 

This letter outlines the procedures for the handover of the shipment detailed below: 

Shipping Details 

• Shipment ID: [Insert Shipment ID] 

• Contents: [Insert Contents] 

• Quantity: [Insert Quantity] 

• Origin: [Insert Origin] 

• Destination: [Insert Destination] 

Handover Procedures 

1. Verify the identity of the person receiving the shipment. 

2. Inspect the shipment for any visible damage. 

3. Ensure that the shipping documents are complete and accurate. 

4. Document the condition of the shipment using photographs if necessary. 

5. Obtain the recipient's signature on the delivery note. 

Please ensure that these procedures are followed to ensure a smooth handover process. If you 

have any questions or require further clarification, do not hesitate to contact me. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


