
 

   

 
 

 

INVOICE

WHEN 
Immediately after the 

order is despatched

INVOICE

PARCEL LABEL

WHEN 
On the carton

PACKING LIST

WHEN 
Enclosed within the 
despatched carton

DELIVERY 
METHOD 

Hard copy

WHEN 
Attached to the outside 

of the delivery carton

DELIVERY 
METHOD 

Hard copy

PACKING

EXPORTCUSTOMERS

ONLY

ORDER
ACKNOWLEDGEMENT

WHEN 
Immediately after the 

order is processed

DELIVERY METHOD 
Email (subject: Hachette UK,

order number, date, 
order acknowledgement)

DELIVERY METHOD 
Email (subject: Hachette UK,

order number, date, 
invoice)

ORDER

ACKNOWLEDGEMENT

DELIVERY 
METHOD 
Physical Label

Hachette Distribution Customer Documentation

Once a customer has placed an order, this is the documentation  
they will receive and the order in which they will arrive



System Documentation - Reference Matrix

No. Reference Acknowledgement Invoice Parcel Label Packing List Export Doc
1 System Generated Order Number Yes Yes

2 Customer Line Ref Yes Yes Yes Yes

3 Invoice Number Yes

4 ASN / Delivery reference Yes Yes Yes

5 Payment reference Yes

System generated Order Number           Customer Line Ref            Invoice Number               ASN / Delivery reference            Payment reference1 2 3 4 5



System Documentation - Order Acknowledgement
When – Immediately after 
the order is processed

Delivery method – Email 
(subject is Hachette UK, order 
number, date, order acknowl-
edgement)

References 
System generated order 
number
Customer line ref

1

2



System Documentation - Invoice

When – Immediately after 
the order is despatched

Delivery method – Email 
(subject is Hachette UK, 
invoice number, date, invoice) 
or post available on request

References 
System generated order 
number
Customer line ref
Invoice number 
ASN / Delivery 
Reference
Payment reference

1

2

3 4

5



System Documentation - Parcel Label

When  
– On receipt of 
despatched carton

Delivery method  
– Physical label

References 
ASN / Delivery reference 4



Export Document

When 
– Enclosed with 
shipment

Delivery method 
– Hard copy 

References 
Customer line ref

2


