Contractor Work Authorization
Vendor and contact: [company and coordinator]
Work order and site: [WO ID]  /  [building or unit]
Approved limit: [amount and currency]  /  [tax included or excluded]
Authorize the work listed below for [appointment window]. Direct proposed changes to [approval contact] before work proceeds.
	Included work
	Acceptance evidence

	[task and location]
	[photo, test or inspection]

	[task and location]
	[photo, test or inspection]

	[add entry]
	[add entry]



Site access and coordination
[Entry contact, access window and site instructions.]
Change authorization
Record the reason, added cost and revised schedule. Attach the approval reference to the work order.
Submit at closeout
[Photos, service report, warranty details or other required evidence.] Reference the work order on the invoice.
Approval
Authorized by: [name and date]     Contractor acknowledgment: [name and date]
Authorization limit
[Approved amount, tax treatment and change approver]




