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Things to do
Requires1 
paperwork

Requires 
general 

attention2

Chronological 
order

1 Check and file the delivery notes3.

2
Check that the vehicles only carry the 
goods to be delivered.
Check the packaging4 of the goods.

3 Do not dispatch5 damaged6 goods.

4
Ensure7 that the packing lists8, delivery 
notes, invoices are correct.

5

Ensure that the vehicle is clean and that 
you are satisfied9 with the appearance10 
of the driver. (Leaving a good impression11 
with the customer is very important.)

6

Inform the customer about the dispatch 
date12, the name of the carrier13 (if ne-
cessary) and the expected date of arrival 
of the consignment (advice of dispatch14).

7 Keep a record15 of the goods dispatched.

8
Make sure the drivers can prove that 
delivery has been made (customer’s 
signature16 on the delivery note).

9

Carefully check the correctness of the 
information on the documents17: 
customer’s name, address and number, 
order number18, the number of items/
packages sent, delivery address19.

Read the “to do” list and decide which of the points listed involve paperwork.

What could the chronological order be? Develop a flow chart.

Use your (online) dictionary to find out what these phrases mean in German.

7.3 Dispatching1 goods
1 Versand (von)

1 erfordern, verlangen
2  Aufmerksamkeit verlangen/

erfordern
3 Lieferschein
4 Verpackung
5 versenden
6 schadhaft, beschädigt
7 sicherstellen
8 Pack-, Versandliste
9 zufrieden
10 Aussehen, Erscheinungsbild
11  einen guten Eindruck 

machen
12 Versandtermin
13  Spediteur, 

Transportunternehmen
14 Versandanzeige
15 hier: Nachweis
16 Unterschrift
17 hier: Unterlage
18 Auftragsnummer
19 Lieferanschrift

7.3.1 Yet more paperwork?!?

7.3.2 Shipping terms

è

carriage forward (C/F)

carriage paid (C/P)

dead weight (dwt)

duty paid

exclusive of freight

free at the receiving/arrival station

freight collect

freight paid

freight prepaid

gross weight (gr. wt.)

inclusive of freight

franco domicile

net weight (nt. wt.)




