
YO U R  CO M PA N Y

 

A D D R E SS

 

P H O N E  ·  E M A I L  ·  L I C E N S E

 

Work order
WO-

C U STO M E R  /  B I L L  TO

 
 
 

J O B  S IT E  /  LO CATI O N

 
 
 

WO R K  O R D E R

Date issued
Requested by
Due by
Assigned to
PO / reference

P R I O R IT Y

Routine Urgent Emergency

B I L L  A S

Contract extra (change order) T&M Service call Warranty — no charge

D E S C R I P TI O N  O F  WO R K  R E Q U E ST E D  — what, where, why — and the directive, email or call that authorized it

TECHNICIAN DATE L ABOR — CL ASSIFICATION ·  WORK DONE HOURS RATE AMOUNT

MATERIALS & PARTS QTY UNIT UNIT COST AMOUNT

EQUIPMENT /  RENTALS /  SUBCONTRACT QTY UNIT RATE AMOUNT

CO M P L E TI O N  N OT E S  — what was done, tested how, anything left open, follow-up

DAT E  CO M P L E T E D

 

STAT U S  — open · in progress · complete · billed

 

Labor

Materials & parts

Equipment / rentals

Subtotal

Overhead & profit (___%)

Sales tax on materials (___%)

Work order total

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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