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Instructions for completing the 
Delivery Order

1. Date of form preparation 

2. Enter the name of the importing carrier, shipping line, or air line as applicable. 

3. Enter the location of the port of entry. 

4. Enter the shipment city and state or country of the port of origin or airport name and location. 

5. Enter bill of lading or air waybill number of the shipment.5. Enter bill of lading or air waybill number of the shipment.5. Enter bill of lading or air waybill number

6. Specify the scheduled date of arrival at the seaport or airport. 

7. Enter estimated expiration date of “free time” period before storage charges are assessed. 

8. Specify name of local delivery or cartage agent if applicable. 

9. Enter the house air waybill number for airfreight shipments. 9. Enter the house air waybill number for airfreight shipments. 9. Enter the house air waybill number

10. Enter the Customs Entry Number if applicable.10. Enter the Customs Entry Number if applicable.10. Enter the Customs Entry Number

11. Enter the customer reference number specified by the shipper.11. Enter the customer reference number specified by the shipper.11. Enter the customer reference number

12. Enter the complete delivery name and address of the consignee (recipient) of the freight. 

13. Specify the carrier’s, forwarder’s, or agent’s delivery routing. 

14. Enter the total number of packages to be delivered. 

15. Enter the description of the freight to include packaging and contents. 

16. Enter the gross weight of the shipment (indicate whether pounds or kilograms).

17. Leave this column blank.

18. Specify if the shipment is freight prepaid or collect.

19. Consignee signature to verify delivery. 
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