Work Request Form Template - expert 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.

How to use this template

1. Share the Request form tab (or a Google Form based on it) with requesters.

2. Log each request with a number and date.
3. Triage weekly: set priority and assign an owner.

4. Agree due dates with requesters.

5. Track status and close requests when delivered.

Tips
* Make 'why' a required field.

* Publish your turnaround times.
* Reject or defer requests openly.

e Automate intake with a form in your work management tool.

Dashboard (sample data)

Priority
Priority
Priority
Status
Status
Status
Status
Status

High
Medium
Low

Not started
In progress
On hold
Blocked

Done
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Request Iog - Log every request from the intake form

type

WR-001 2 Mar 2026 Sales Creative Design One-page product sheet
WR-002 3 Mar 2026 HR IT Access Laptop and accounts for new starter
WR-003 4 Mar 2026 Support Creative Video Short how-to video for portal
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In progress
Not started

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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