Work Order Template
Work Order Number: [Insert Work Order Number]
Date: [Insert Date]
Prepared by: [Your Company Name]
Client Name: [Client Name]
Client Address: [Client Address]
Phone Number: [Client Phone Number]
Email Address: [Client Email]
1. Description of Work
Provide a detailed description of the work to be completed, including services or products to be provided.
- Project Title: [Insert Project Title]
- Scope of Work:
  - [Task 1]
  - [Task 2]
  - [Task 3]
- Location: [Insert Location where work will be performed]
- Special Instructions: [Any specific instructions or requirements]
2. Materials & Labor
	Item
	Description
	Quantity
	Unit Price
	Total Price

	[Material 1]
	[Description of material]
	[Quantity]
	[Unit Price]
	[Total Price]

	[Labor]
	[Description of labor]
	[Number of hours]
	[Hourly Rate]
	[Total Price]


Subtotal: [Subtotal Amount]
Tax (if applicable): [Tax Amount]
Total Amount: [Total Amount Due]
3. Schedule
Provide the timeline for the work to be completed.
- Start Date: [Insert Start Date]
- Estimated Completion Date: [Insert Estimated Completion Date]
- Working Hours: [Specify working hours or schedule, if applicable]
4. Payment Terms
Specify payment details and due dates.
- Total Cost: [Total Cost of Work]
- Payment Due Date: [Insert Payment Due Date]
- Payment Method: [Bank Transfer, Credit Card, etc.]
- Payment Terms: [e.g., 50% upfront, 50% upon completion]
5. Terms & Conditions
Include any terms and conditions regarding the work to be performed.
- The work will be performed in accordance with the specifications provided above.
- Any changes to the scope of work must be agreed upon in writing.
- The client is responsible for providing access to the location and ensuring all necessary permits are in place.
6. Approval
Both parties must sign to confirm agreement to the terms of the work order.
Client Approval:
Name: ______________________
Signature: ___________________
Date: ______________________
Company Representative:
Name: ______________________
Signature: ___________________
Date: ______________________




