	  WORK ORDER
  Request, assign and sign off maintenance or service work


	 



WORK ORDER DETAILS
	Work order no.
	
	Date issued
	

	Requested by
	
	Department / location
	

	Priority (Low / Med / High)
	
	Due date
	



ASSIGNED TO
	Technician / crew
	
	Phone
	

	Equipment / asset ID
	
	Approved by
	



TASKS TO PERFORM
	No.
	Description of work
	Est. hours
	Done

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



MATERIALS AND PARTS
	Item / part no.
	Qty
	Unit cost ($)
	Total ($)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Materials total
	
	
	



LABOR
	Technician
	Hours
	Rate ($)
	Total ($)

	
	
	
	

	
	
	
	

	
	
	
	

	Labor total
	
	
	



	Work performed / notes

	



SIGNATURES
	__________________________________
Requester signature / date
	__________________________________
Technician signature / date
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