RITTER & CO. Contractor Operations Templates

Work Order

Dispatch, field record, and customer sign-off on one page

Work Order Details

Work Order #

Date Received

Scheduled Date / Time

Priority Routine / Same Day / Emergency

Assigned Technician

Customer & Site

Customer

Service Address

Phone

Site Contact / Access Notes

PO # (if required)

Requested Work

What the customer reported, in their words:

Time On Site
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RITTER & CO. Contractor Operations Templates

Work Performed

Diagnosis, repair, parts replaced, and anything the next tech should know:

Parts & Materials

Status & Follow-Up

Job status Complete / Return Trip / Parts on Order

Parts ordered — ETA
Recommended additional work

Quoted on site? Yes / No — amount:

Sign-Off

Customer signature confirms the work described above was performed.

_

Technician

Customer
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