Service Request Prioritization

Date: [Insert Date]

To: [Team/Individual Name]

From: [Your Name]

Subject: Service Request Prioritization for Workload Management
Dear [Recipient's Name],

As we continue to streamline our service requests and improve our workload management, it is
crucial to prioritize tasks effectively. Below is the summary of the current service requests and
their proposed prioritization:

Current Service Requests:

e Request ID: [Request ID 1]

o Description: [Brief Description]

o Requested By: [Name]

o Due Date: [Date]

o Priority Level: High/Medium/Low
e Request ID: [Request ID 2]
Description: [Brief Description]
Requested By: [Name]
o Due Date: [Date]
o Priority Level: High/Medium/Low

o O

It is essential to address the high-priority requests promptly to meet our service level agreements
and ensure customer satisfaction. Please review the list above and let me know if you agree with
the proposed prioritization or if further adjustments are necessary.

Thank you for your attention to this matter. | look forward to your feedback.
Best regards,
[Your Name]

[Your Position]
[Your Contact Information]



