Work Request Form Template - advanced version

A work request template standardises how people ask your team for work: one intake form with the details you need, and a log to prioritise, assign and track every
request.

Request Iog - Log every request from the intake form

type

WR-001 2 Mar 2026 Sales Creative Design One-page product sheet 13 Mar 2026 High In progress
WR-002 3 Mar 2026 HR IT Access Laptop and accounts for new starter 9 Mar 2026 High Ben Not started
WR-003 4 Mar 2026 Support Creative Video Short how-to video for portal 27 Mar 2026 Medium Not started
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Request form - share this form with requesters
T L
Requester name and team
What do you need?
Why is it needed / business goal?
Audience or users
Deliverables and format
Due date and reason for date
Budget (if any)
Approver

Attachments / links
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