Maintenance Work Order
Work order and date: [WO number]  /  [date opened]
Site and asset: [building, room, equipment ID]
Assigned to and due: [technician or crew]  /  [date and time]
Requested outcome: [describe what needs to work and how the technician will confirm it].
Reported problem
[Record the symptom, when it started and any earlier attempts.]
	Step
	Action or instruction
	Result

	1
	[inspect and document]
	[finding]

	2
	[complete approved work]
	[result]

	3
	[verify and notify requester]
	[evidence]

	[add entry]
	[add entry]
	[add entry]



Approved work
[List the tasks the technician is authorized to perform. Note limits, dependencies and who approves changes.]
Work completed
[Record action, parts used and verification results.]
Handoff
Technician: [name and date]     Accepted by: [name and date]
Job handoff
[Next action, owner and promised update time]




