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Purpose: Teach technician how to properly fill out service work order to ensure that our customer invoices are correct
and that our inventories stay accurate.

1. WHEN and WHERE to fill out work order

Ultimately, following this best practice makes sure the work order is accurate and turned in on time.

a. WHEN: You MUST request work order number before starting evaluation or repairs. All technicians must
complete work orders at the end of each service repair visit. Technician should also update the timesheet for
that particular repair time slot.

b. WHERE: Do this while you are still at the customer since this time is part of the labor for the service repair
visit. It also helps to document the work correctly while the work is still fresh in your mind.

2. Completing Top Section of Work Order

a. Fill out accurate make/model/serial, hour meter (do not include decimals), date started and date complete,
customer name and address (minimum street & city), unit # if applicable, contact and phone # and PO
number if provided (please ask).

3. Completing Repair Write-Up Section of Work Order

The below listed sections need to be included on every repair. They are required for warranty claims and they
help customers understand the work performed and hours involved which assists in collecting payment.
Ensure that you follow this sequence in order:

a. Complaint: What was the customer’s complaint or reason for service call?

b. Cause: What did you find that caused the problem? How do you think it happened?

c. Corrections: What did you do to fix the problem?
NOTE: Make sure you order any parts needed BEFORE you leave the truck in case any additional info (or
photos) are needed from the Parts Department. Examples include a mast number to order any mast parts,

cylinder numbers for packing kits, tire sizes, et cetera.

4. Completing Parts Section of Work Order

These inputs are critical for KMH to manage our inventories and bill accurately.

a. Parts from Van — write down quantity, part # and description and write Van # in VAN box.
NOTE: KMH can provide list of commonly used part #s to make this easier

b. Parts from Parts Dept. — write down quantity, part # and description and check Pt. Dpt. Box.
NOTE: This includes both in-stock and ordered parts.

c. Parts from Local Vendor — write down quantity, “PO # ” in part number field and the description then
write letter L in Pt. Dpt. Box.
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o Local parts receipts must be photographed and emailed to your local parts rep the same day
as the purchase (before the work order is handed in). In the email subject line, include either the
work order or PO and tech’s name. Submit hard copy according to local branch instructions.

d. Parts from Consignment — write down quantity, part # and description and write letter C in Pt. Dpt. Box.

e. Parts that Customer Supplies — write down quantity, “customer part” in part # field and description. Write
letter C in Pt. Dpt. Box.

5. Completing Bottom Section of Work Order

a. Service Vehicle # — Write your service vehicle number
b. Mechanic’s Signature — Sign your name

c. Customer Signature — You MUST have customer sign upon arrival as this explicitly gives KMH the authority
to evaluate and repair (and later) invoice the customer.

d. Printed Name — This is for the customer to print their name; this helps with record keeping in the event of any
questions that arise

6. Submit Completed Work Order

a. LOCAL TECH (close to branch) — turn into designated location inside branch

b. REMOTE TECH (far from branch) — photo of work orders should be emailed to the customer’s servicing
branch using the following convention: BRANCHNAME then WORKORDERS@KMHSYSTEMS.COM,; that’s
plural with an S (ie chicagoworkorders@kmhsystems.com; nashvilleworkorders@kmhsystems.com;
grandrapidsworkorders@kmhsystems.com)

See below example work order with all sections properly filled out:

I read, understand and agree to adhere to this policy:

Printed Name:

Employee Signature: Date:
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