HOA Work Order Template

HOA Name: __________________________________________________________________
Property Address: ____________________________________________________________
Work Order Number: __________________________________________________________
Date Issued: _________________________________________________________________

1. Requestor Information
· Submitted By: __________________________________________________________
· Unit Number (if applicable): ________________________________________________
· Phone Number: _________________________________________________________
· Email Address: __________________________________________________________

2. Work Order Details
· Type of Request:
☐ Routine Maintenance
☐ Emergency Repair
☐ Resident Request
☐ Scheduled Maintenance
☐ Other: _______________________________
· Location of Work (Building, Unit, Common Area, etc.): ___________________________
· Detailed Description of Issue:
________________________________________________________________________________________________________________________________________________________
· Photos Attached? ☐ Yes ☐ No

3. Assigned Vendor/Technician Information
· Company/Technician Name: _______________________________________________
· Contact Number: ________________________________________________________
· Email: _________________________________________________________________
· License/Certification (if applicable): __________________________________________
· Assigned Date: _________________________________________________________

4. Work Order Authorization
· Authorized By (Manager/Board Member): _____________________________________
· Date Approved: _________________________________________________________
· Estimated Cost: $________________________________________________________
· Approval Required from Board? ☐ Yes ☐ No

5. Materials and Costs
	Item Description
	Quantity
	Unit Cost
	Total Cost

	
	
	
	

	
	
	
	

	
	
	
	

	Toal Estimated Cost:
	
	
	$



6. Work Completion Details
· Start Date: _____________________________________________________________
· Completion Date: ________________________________________________________
· Technician Notes (if any changes or updates were made to the original request):
________________________________________________________________________________________________________________________________________________________
· Was additional approval required for changes? ☐ Yes ☐ No
· Final Cost: $____________________________________________________________

7. Resident/Vendor Acknowledgment
· Work Completed to Satisfaction? ☐ Yes ☐ No
· Resident/Vendor Feedback:
________________________________________________________________________________________________________________________________________________________
· Resident Signature: _______________________________ Date: __________________
· Vendor/Technician Signature: ____________________________ Date: _____________

8. Work Order Closure
· Closed By (Property Manager/HOA Representative): ____________________________
· Date Closed: ___________________________________________________________
· Notes for Future Reference:
________________________________________________________________________________________________________________________________________________________

