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Work Request Form Template · Beginner 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 log · Log every request from the intake form

Request # Requester Description Due date Priority Status

WR-001 Sales One-page product sheet 13 Mar 2026 High In progress

WR-002 HR Laptop and accounts for new starter 9 Mar 2026 High Not started

WR-003 Support Short how-to video for portal 27 Mar 2026 Medium Not started


