
Detailed Service Request Record Form
This detailed service request record form sample for office use is designed to efficiently capture all necessary
information for tracking and managing service requests. It ensures clear communication between staff and service
providers by documenting request details, priorities, and follow-up actions. Utilizing this form improves workflow and
accountability within the office environment.

Request Information

Request Number: Date & Time:

Requested By: Department:

Contact Information:

Service Request Details

Type of Service:

Description of Issue/Request:

Location: Priority: Select

Assignment & Completion

Assigned To: Assignment Date:

Status: Select Completion Date:

Follow-up Actions/Notes:

Service Provider Signature: Date:

Requestor Acknowledgement: Date:


	Detailed Service Request Record Form

