Work Order Template Word

l. General Information

e Work Order Number:

e Date:

e Due Date:

Il. Client Details

e Name:
e Address:

e Phone:

e Email:

lll. Work Description

e Service Requested:

e Detailed Description: (Include all relevant details.)

IV. Assighment

e Assigned Technician(s):

e Estimated Hours:

e Special Instructions:

V. Cost Estimate

e Materials: (List individually with costs.)

e Labor: (Hours x Rate)

e Total Estimate:
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VI. Approval

e Client Signature:

e Date:

VIl. Work Completion

e Actual Completion Date:

e Technician's Notes:
e Client Satisfaction: [] Satisfied [ ] Unsatisfied (Check one)
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