Work Order
[Business name]   [Phone]   [Email]
Work order [WO-0001]     Created [Date]     Status [Status]
Assignment
Customer [Name]     Contact [Name / phone]
Site or equipment [Address / asset ID]
Assigned to [Person / team]     Priority [Agreed priority]
Planned start [Date / time]     Target completion [Date / time]
Related estimate / quote [Number]     Customer PO [Number]
Work requested
[Describe the task, location and expected result]
[List exclusions and any work requiring further approval]
Materials and planned work
	Task or material
	Quantity / unit
	Owner or supplier

	[Task / part]
	[Qty / unit]
	[Responsible person]

	[Task / part]
	[Qty / unit]
	[Responsible person]

	[Task / part]
	[Qty / unit]
	[Responsible person]


Access / preparation [Keys, appointment, customer preparation]
Attachments [Photos, drawing or instructions reference]
Completion record
Actual start [Date / time]     Actual finish [Date / time]
Completed work [Description]
Changes and approval reference [Details / reference]
Remaining work or follow-up [Details]
Completed by [Name / date]     Customer confirmation [Name / date]
Confirmation concerns the recorded work; payment terms are in the related quote or invoice.
