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	[Your Shop Name]
[Street address, City, State ZIP]
[Phone] · [Email]
[Shop hours, or Reg. # if your state issues one]
	WORK ORDER
	Work order #
	[0001]

	Date in
	[Date]

	Promised
	[Date, time]

	Estimate #
	[Estimate #]






	CUSTOMER
	Name
	[Name]

	Phone
	[Phone]

	Contact by
	[Call, text or email]

	Address
	[Street, City, State ZIP]



	
	VEHICLE
	Vehicle
	[Year, make, model, color]

	VIN
	[17 characters]

	Plate
	[Plate, state]

	Mileage in
	[Miles]

	Mileage out
	[Miles]





CUSTOMER CONCERN
[What the customer says is wrong, in their words]
	


TASKS
	DONE
	TASK
	TECH
	EST. HRS
	ACTUAL HRS

	□
	
	
	
	

	□
	
	
	
	

	□
	
	
	
	

	□
	
	
	
	

	□
	
	
	
	

	□
	
	
	
	

	□
	
	
	
	

	□
	
	
	
	

	□
	
	
	
	


APPROVALS
	WHEN
	WHAT THE CUSTOMER APPROVED
	AMOUNT
	HOW
	APPROVED BY

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	TECH NOTES
[What you found and what you did]
	

	

	



	
	VEHICLE CHECK-IN
	Fuel
	□ E    □ 1/4    □ 1/2    □ 3/4    □ F    

	Damage
	[Dents, scratches, chips, warning lights on]

	Left inside
	[Anything left in the vehicle]

	Key tag #
	[#]






	WORK COMPLETED
	
	
	

	TECHNICIAN
	
	DATE



	
	VEHICLE PICKED UP
	
	
	

	CUSTOMER SIGNATURE
	
	DATE





[Your Shop Name] · [Phone]
Free template from Jack of all Forms · jackofallforms.com
1fa1aa4347e1a8b3244f7a6e4619cd31e7254860.png




