	DAILY CREW WORK ORDER
YOUR COMPANY NAME  |  Professional Landscaping
	Work Order #
 
Date
 



	Job Address
	123 Main St, City, State
	Client Name
	John & Jane Smith

	Crew Lead
	Employee name
	Job Type
	Maintenance / Install / Other

	Crew Members
	List all crew on site
	Est. Duration
	___ hours

	Equipment
	List equipment / vehicles being used today



  TODAY'S SCOPE OF WORK
	✓
	Task Description
	Notes / Special Instructions

	☐
	Mow & Edge Lawn
	Notes: ___________________

	☐
	Trim Shrubs / Hedges
	Notes: ___________________

	☐
	Pull Weeds (beds)
	Notes: ___________________

	☐
	Blow & Clean Up
	Notes: ___________________

	☐
	Plant Installation
	Notes: ___________________

	☐
	Mulch / Gravel Application
	Notes: ___________________

	☐
	Irrigation Check / Repair
	Notes: ___________________

	☐
	Hardscape Work
	Notes: ___________________

	☐
	Other: ___________________
	Notes: ___________________

	☐
	Other: ___________________
	Notes: ___________________



  MATERIALS NEEDED / USED
	Item / Description
	Qty
	Unit
	Source

	Item / Description
	—
	bags/yd/ea
	☐ Truck  ☐ Pickup  ☐ Client

	Item / Description
	—
	bags/yd/ea
	☐ Truck  ☐ Pickup  ☐ Client

	Item / Description
	—
	bags/yd/ea
	☐ Truck  ☐ Pickup  ☐ Client

	Item / Description
	—
	bags/yd/ea
	☐ Truck  ☐ Pickup  ☐ Client

	Item / Description
	—
	bags/yd/ea
	☐ Truck  ☐ Pickup  ☐ Client



  TIME TRACKING
	Employee Name
	Time In
	Time Out
	Hours
	Initials

	Employee Name
	__:__ AM/PM
	__:__ AM/PM
	___
	________________

	Employee Name
	__:__ AM/PM
	__:__ AM/PM
	___
	________________

	Employee Name
	__:__ AM/PM
	__:__ AM/PM
	___
	________________

	Employee Name
	__:__ AM/PM
	__:__ AM/PM
	___
	________________

	TOTAL CREW HOURS:
	___
	



  FIELD NOTES & ISSUES
	Notes, issues encountered, client requests, or items to follow up:




  SIGN-OFF
	CREW LEAD SIGN-OFF
 
Signature / Date
	
	CLIENT / PROPERTY OWNER (Optional)
 
Signature / Date
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