Snag list template

Blank writing sheet - copy for each snag

Project / plot

Snag reference Location

Description and required action

Trade / contractor Date raised Due date

Status Original photo reference

Completion photo reference and date submitted

Manager review / reviewer / review date

Follow-up notes

Keep photos in your project folder. Use the snag reference in each filename. Share this record only with
the people who need it.
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Worked example

Fictional project and dates - an example of how to fill in the template

Project / plot

Example refurbishment - Plot 14

Snag reference Location

S-0042 Plot 14, kitchen, hob wall

Description and required action

Cracked tile behind the hob. Replace the damaged tile and make good the surrounding grout.

Trade / contractor Date raised Due date
Tiler 07/09/2026 11/09/2026
Status Original photo reference

Submitted for review S-0042-bhefore.jpg

Completion photo reference and date submitted

S-0042-after.jpg | 10/09/2026

Manager review / reviewer / review date

Pending review. A submitted photo is not approval.

Follow-up notes

Compare the submitted photo with the original before accepting the work.

Use Open, In progress, Submitted for review, Accepted or Changes requested. Record who reviewed the
work and when. These are template labels; app labels may differ.
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