	Your Company Name
Address · City, State ZIP
Phone · Email · License no.
	Work Order
WO No. ________  ·  Date ____________



	CUSTOMER / BILL TO



	JOB SITE / LOCATION






	REQUESTED BY

	PO / REFERENCE

	DUE BY

	ASSIGNED TO



PRIORITY
☐  Routine     ☐  Urgent     ☐  Emergency
BILL AS
☐  Contract extra (change order)     ☐  T&M     ☐  Service call     ☐  Warranty — no charge
DESCRIPTION OF WORK REQUESTED
What, where, why — and the directive, email or call that authorized it.
	






LABOR	technician · classification · hours × rate
	TECHNICIAN / CREW
	DATE
	CLASSIFICATION · WORK DONE
	HOURS
	RATE
	AMOUNT

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


MATERIALS & PARTS	qty × unit cost
	DESCRIPTION
	QTY
	UNIT
	UNIT COST
	AMOUNT

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


EQUIPMENT, RENTALS & SUBCONTRACT	qty × rate
	DESCRIPTION
	QTY
	UNIT
	RATE
	AMOUNT

	
	
	
	
	

	
	
	
	
	



	Labor
	$

	Materials & parts
	$

	Equipment / rentals
	$

	Subtotal
	$

	Overhead and profit (____ %)
	$

	Sales tax on materials (____ %)
	$

	Work order total
	$


COMPLETION NOTES
What was done, how it was tested, anything left open, follow-up needed. Date completed: ____________   Status: ☐ open  ☐ in progress  ☐ complete  ☐ billed
	





Sign-off
The technician certifies the work above was performed as described. The customer or GC representative accepts the work as complete and authorizes billing on the terms indicated.
	Work performed by  ·  your company

SIGNATURE

PRINTED NAME AND TITLE

DATE
	
	Accepted by  ·  customer / GC representative

SIGNATURE

PRINTED NAME AND TITLE

DATE


General-purpose form, not legal advice. A work order authorizes and records a job; on a contract project, work outside the original scope still needs a signed change order before it is billable — attach this work order as backup. Rates and markup follow your contract or rate sheet.
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