
HVAC Work Order Log Form Sample Template
This HVAC work order log form sample template is designed to efficiently track maintenance tasks, repairs, and
service details for heating, ventilation, and air conditioning systems. It helps technicians document job specifics,
timestamps, and completion status, ensuring organized record-keeping. Using this template improves workflow
management and facilitates timely follow-ups for HVAC operations.

Work Order No.:

Date:

Time In:

Technician Name:

Location/Area:

Equipment/Unit:

Task Type:
Select

Task Description:

Parts/Materials Used:

Status:
Select

Time Out:

Remarks/Notes:

Submit

Work Order Log Table Sample



Work
Order No. Date Technician Location Equipment Task

Type Status Time
In

Time
Out

WO-1021 2024-
06-05 J. Smith Building A,

Rooftop AC Unit #3 Repair Completed 09:15 10:30

WO-1022 2024-
06-06 L. Chen Hallway 2 Vent #5 Inspection Pending 12:00
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