Basic Work Order Template
General jobs and internal task assignments
Company / Organization: _________________________________________________
Work Order Identification
	Work Order Number
	 

	Date Issued
	 

	Priority
	 

	Requested By
	 

	Assigned To
	 

	Due Date
	 

	Company / Department
	 

	Customer / Site
	 

	Phone / Email
	 


Job Details
	Job Title
	 

	Work Location
	 

	Description of Work
	 

	Scope / Deliverables
	 


Scheduling & Approval
	Start Date
	 

	Target Completion Date
	 

	Work Status
	 

	Approved By
	 


Completion
	Work Performed
	 

	Completed Date
	 

	Customer / Supervisor Signature
	 


Notes / Additional Instructions: ____________________________________________________________
____________________________________________________________________________________
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