
A Practical Work Order Checklist for Faster Facility
Issue Resolution
When a piece of equipment fails or a building system needs attention, the speed of response
often depends on how clearly the request is captured. A well-structured maintenance request
system helps facility teams move from report to repair without confusion. But even the best
system relies on the people who enter and manage each ticket. A checklist can bridge that gap,
turning a vague complaint into an actionable work order.

This article walks through the key points to include in a work order checklist. The goal is to
help facility managers, technicians, and service providers resolve issues faster by making sure
every request has the right information from the start. The checklist is designed for use with a
facility maintenance platform like fmm.systems, which supports configurable workflows for in-
house teams and service providers alike.

Start with Clear Location Details
The most common delay in facility maintenance is finding the right place. A work order that
says "leaky faucet in the breakroom" leaves the technician hunting across multiple floors. The
checklist should require a specific location: building name, floor, room number, and a brief
description of the area. If the facility uses zone codes or asset tags, include those as well. This
step alone can cut response time by eliminating the back-and-forth between the reporter and
the dispatcher.

For recurring issues, such as a persistent HVAC problem in a server room, the location field
should also flag whether this is a known trouble spot. Some maintenance request systems
allow you to link location data to past work orders, so the technician arrives prepared. Make
location a required field, not an optional note.

Describe the Problem with Enough Detail
A vague description like "something is wrong with the AC" forces the technician to guess. The
checklist should prompt the reporter to describe what is happening, what the system should be
doing, and any unusual sounds, smells, or error codes. If the issue involves electrical systems,
note whether the equipment is completely dead or just underperforming.

Encourage the use of plain language. A technician does not need to hear "the unit is
experiencing a refrigerant leak" if the reporter can say "the air handler is blowing warm air and
there is a puddle under it." Simple, direct descriptions are faster to triage. For complex



equipment, the checklist can include a dropdown of common symptoms: no power, unusual
noise, temperature out of range, water leak, or physical damage.

Set the Right Priority Level
Not every issue is an emergency. A flickering light in a hallway is different from a flooded
server room. The checklist should include a priority field with clear criteria for each level. For
example:

Critical: Safety hazard, active leak, fire alarm, or complete system failure that stops
operations.

High: Partial system failure, equipment likely to fail soon, or issue affecting a core
business area.

Medium: Non-urgent repairs, cosmetic damage, or minor performance degradation.

Low: Preventive maintenance, scheduled upgrades, or aesthetic improvements.

Without clear definitions, reporters tend to mark everything as urgent. That dilutes the system
and delays real emergencies. The checklist should also allow the dispatcher to override the
priority after reviewing the details. A maintenance request system that enforces priority rules
prevents misclassification and keeps the assignment queue organized.

Assign the Right Team or Technician
Once the issue is logged, someone needs to own it. The checklist should include a field for
assignment: either a specific technician, a shift team, or a trade category like electrical,
plumbing, or HVAC. If the system supports an assignment queue, the dispatcher can route
work based on workload and skill set. The key is to avoid leaving the work order unassigned for
more than a few minutes.

For larger facilities, consider including a field for subcontractor or vendor contact if the work is
specialized. The checklist can also flag whether the job requires safety training or special
access. This keeps the technician from arriving unprepared or locked out.



Set a Due Date and Track Status
Every work order needs a target completion date. The checklist should calculate a due date
based on the priority and the type of work. For critical issues, the due date might be within two
hours. For low-priority tasks, it could be several days. The status field should track the lifecycle:
open, pending parts, in progress, awaiting inspection, and closed. Status updates should be
mandatory at each stage, not optional notes.

A maintenance request system that logs timestamps for each status change helps managers
spot bottlenecks. If a work order sits in "pending parts" for a week, that is a signal to review
inventory or vendor lead times. The checklist should also include a field for the technician to
log completion notes, including what was done, any parts used, and whether the issue is
resolved or requires follow-up.

Capture Completion Notes for Future Reference
The final item on the checklist is the technician's report. This is not just a formality. Good notes
help the next person who works on the same asset. The notes should include the root cause,
the repair performed, and any recommended next steps. If the technician replaced a part, note
the part number and source. If the issue was caused by user error, note that too. Over time,
these notes become a knowledge base that reduces repeat failures.

For recurring work, such as monthly filter changes or quarterly inspections, the checklist can
link to a template that pre-fills the standard steps. That ensures consistency and reduces the



chance of missing a critical check. A platform like fmm.systems allows teams to customize
these templates for different asset types, making the checklist both flexible and repeatable.

Watch Out for Common Pitfalls
Even with a good checklist, some habits can slow down resolution. One common problem is
incomplete location details. If the facility has multiple buildings with similar room numbers,
require the building code. Another pitfall is ignoring the priority guidelines. Periodically audit
the assignment queue to see if low-priority jobs are being bumped ahead of more urgent ones.
A third issue is letting work orders sit in "pending parts" without a follow-up date. Set a rule that
any work order in that status for more than three business days triggers a review.

Finally, do not let the checklist become a barrier. If a technician has to fill out too many fields
for a simple light bulb change, they will skip the system entirely. Keep the checklist lean for
common, low-risk tasks and more detailed for complex or high-risk work. The goal is faster
resolution, not perfect data.

Making the Checklist Part of Daily Work
A checklist only works if people use it. Introduce it during team meetings and explain the
reason behind each field. Show how a well-filled work order saves time for everyone. For
technicians, demonstrate how good completion notes reduce repeat calls. For reporters, show
how clear location and description fields get faster response. Over time, the checklist becomes
second nature, and the maintenance request system becomes a reliable tool for keeping the
facility running.

In practice, a facility maintenance platform like fmm.systems supports this kind of structured
workflow. But the checklist itself is a process tool, not a software feature. It works because it
asks the right questions at the right time. By adopting a simple, consistent checklist, facility
teams can resolve issues faster, reduce downtime, and build a record of past work that makes
future repairs easier.

https://www.fmm.systems/

