
Punch List Template
Track every outstanding item to close-out, with trade, owner, due date and sign-off.  ·  Free template from SiteAudit — siteaudit.app/templates
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How to use this template

1. Number items once and never renumber them — the number is how the item is referred to on site, in photos and in correspondence.
2. One defect per line. Bundling "paint and skirting in bedroom 3" into one line means it can only be closed as a whole.
3. Write the location the way the trade will find it, not the way the drawing labels it ("Level 2, apt 204, ensuite" beats "Zone B").
4. Photo ref should match the filename or number of the photo you took, so the evidence can be found later.
5. Agree the due date with the trade before issuing. A list of dates nobody accepted will not get worked.
6. Only the person who raised an item should close it — that is what the Verified by column is for.

SiteAudit runs this checklist on your phone or tablet, works fully offline, attaches photos to every line and exports a signed PDF report before you leave site. Free to start at siteaudit.app


