	YOUR HVAC COMPANY
Address | Phone | Email | License
	HVAC WORK ORDER
Work order #: __________________


Capture the customer, equipment, diagnosis, authorization, work, parts, and closeout details for one HVAC visit.
	COMPANY AND WORK ORDER


	COMPANY NAME
 
	ADDRESS
 


	PHONE
 
	EMAIL
 


	LICENSE NUMBER
 
	WORK ORDER NUMBER
 


	STATUS
 
	NOTES
 


	CUSTOMER AND SERVICE LOCATION


	CUSTOMER NAME
 
	SERVICE ADDRESS
 


	BILLING ADDRESS
 
	PRIMARY CONTACT
 


	PHONE
 
	EMAIL
 


	ACCESS NOTES
 
	NOTES
 


	APPOINTMENT


	ASSIGNED TECHNICIAN
 
	APPOINTMENT DATE
 


	ARRIVAL WINDOW
 
	ARRIVAL TIME
 


	COMPLETION TIME
 
	NOTES
 


	EQUIPMENT


	EQUIPMENT TYPE
 
	LOCATION
 


	MANUFACTURER
 
	MODEL
 


	SERIAL NUMBER
 
	APPROXIMATE AGE
 


	FILTER SIZE
 
	OTHER IDENTIFYING INFORMATION
 


	CUSTOMER COMPLAINT


	REPORTED SYMPTOMS
 
	WHEN ISSUE BEGAN
 


	OPERATING CONDITIONS
 
	CUSTOMER PRIORITIES
 


	DIAGNOSIS AND AUTHORIZATION


	INSPECTION AND DIAGNOSTIC FINDINGS
 
	RECOMMENDED WORK
 


	QUOTED PRICE
 
	CUSTOMER AUTHORIZATION NAME
 


	AUTHORIZATION DATE/TIME
 
	AUTHORIZATION METHOD
 




	WORK PERFORMED


	REPAIR OR SERVICE COMPLETED
 
	SETTINGS AND MEASUREMENTS
 


	PARTS AND MATERIALS
 
	LABOR HOURS
 


	PHOTOS OR ATTACHMENT REFERENCE
 
	NOTES
 


	RECOMMENDATIONS AND CLOSEOUT


	REMAINING CONCERNS
 
	RECOMMENDED FOLLOW-UP
 


	SYSTEM STATUS AT DEPARTURE
 
	PAYMENT STATUS
 


	RETURN VISIT REQUIRED
 
	COMPLETION DATE
 


	SIGNATURES


	TECHNICIAN NAME AND SIGNATURE
 
	CUSTOMER NAME AND SIGNATURE
 


	SIGNATURE DATES
 
	NOTES
 


	IMPORTANT


This operational form is a general starting point. Adapt it to local law, licensing rules, payment requirements, and company procedures.
Created by ClimaCall | climacall.com
