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Docsie Free Template | Real Estate & Property

Turnover Scope of Work

Use this template to define make-ready repairs, cleaning, painting, inspections, costs,

schedule, and quality acceptance for vacant space.

Template Metadata
Field Details
Category Real Estate & Property
Owner [Team or owner]
Version [Version number]
Effective Date [Date]
Review Cycle [Monthly / Quarterly / Annual / Event-based]
Status [Draft / In Review [ Approved]

Space Details

Identify property, unit or suite, move-out date, target ready date, floor plan, access notes, and

responsible manager.

Item Details
[Item or [Describe the relevant detail, evidence, or
requirement] decision]
[ltem or [Describe the relevant detail, evidence, or
requirement] decision]

Notes
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Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]
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[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Existing Condition

Summarize inspection findings, damages, cleaning level, missing items, safety issues, and photo

references.
Item Details Owner Status
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Scope by Trade

Detail cleaning, trash-out, paint, flooring, carpentry, appliances, plumbing, electrical, HVAC, locks,
and life safety work.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Materials and Standards
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Specify paint colors, flooring, fixture standards, appliance models, hardware, finish level, and reuse

rules.
Item Details Owner Status
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Schedule and Coordination

List task sequence, vendor assignments, access windows, inspection holds, leasing photo timing,
and ready date.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Budget and Approval

Estimate labor, materials, vendor quotes, contingency, owner approvals, chargebacks, and purchase
order requirements.
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Item

[Item or
requirement]

[Item or
requirement]

Notes

Turnover Scope of Work

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Quality Acceptance and Closeout

Define punch criteria, final inspection, photos, key control, system status, and release to leasing.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]
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