
Various communication  
channels to create a task

Workflow

Workflow

Workflow

Workflow

Request Tracking

Incident Information

OPERATIONAL

Event Name

Incident Name

Incident No.

Operational Period

Incident Location

Organisational Chart
Location Details

Organisational/Functional  
Chart

SYSTEM

Ability to create an incident

Ability to create and manage more than one incident

Ability to create an organisational chart of an incident

Ability to manage a workflow within the organisational chart

Ability to create an event with multiple incidents

Ability to combine a number of current incidents under one event

Create Request

OPERATIONAL

Request No.

Requesting Officer Ordering Unit/Office/Location

Date and Time of Request

Description of Item

Resource Quantity

Information Type

Delivery

Location for Delivery
Map Reference

Address

Final Destination/Use
Map Reference

Address

Required Date & Time

Critical Issues - Safety/Alert etc.

SYSTEM

Ability to create a request for a specific incident

Ability to create multiple requests for an incident

Ability to relay request to a specific Location/Unit/Office

Ability to create multiple items within a request

Receive Request

OPERATIONAL

System Tracking No.

Tracking Officer

Tracking Unit/Office/Location

Date/Time Request Received

SYSTEM

Ability to track progress of request as it is forwarded to/through  
various Units/Office/Location

Ability to input details prior to approval

Ability to link related requests together

Ability to forward request externally after authorisation

Ability for all units/offices/locations to view request

Ability to assign a status to a request

Ability to generate/display confirmation status

Fill Items within a  
Request

OPERATIONAL

Supplied By

Supply Location

Suppliers Contact Details

Resource Availability

Description of Item

ID Number

Qty

In Stock

Reserved

Committed

Reserve Left

Date/Time Available

Delivery Details

Subtopic

Start Date & Time

Pick Up Location

Estimated Arrival Date & Time

Delivery Location

Transport Method

Transport Contact
Transport Coordinator

Transport Driver

Approving Officer

Date/Time

Position

Accept/Reject/Forwarded

SYSTEM

Ability to assign a supplier to an item in a request

Ability to assign multiple suppliers to an item within a request

Ability to assign linked items to one or multiple suppliers

Ability to enter resources availability details into system

Ability to generate/display confirmation status

Ability to assign multiple  

Ability to link requests with similar items

Track Request

OPERATIONALAssign a status

Created

When request details are logged into  
the system

Received/Confirmed

Request for item/items received by  
the unit/office/location that will  
become responsible and action the  
request

In ProgressItem as an completion date attached

CompletedItem completed by date

Closed

Item validated as being delivered by requesting  
unit/office/location

Canceled

Canceled with log entry attached i.e.  
incorrect entry or no longer required

SYSTEM

Ability to display the overall status of a request

Ability to display the status of individual items either within a request or separately

Ability to display complete tracking history

Ability to track request over multiple suppliers

Ability to display a colour coding for each status

Ability to select/alter status manually except for created which is  
automatic once request details are entered into the system

Reports

Various Filters by Worksheet,  
Lists or Detailed Report

Location

Request Status

Traffic/Volume  

Individual request

by Supplier

by Carrier

Chronology

Costs

Status

Org Chart

Task Request Form

Main Topic

System

Login administration

Profile Rights

Search by Various Filters

Archiving/Backup

Data Exchange Various Formats

Web Based InterfaceExternal view of request

Allow for attachments to item/role/incident information

Validation of requests at each workflow point

Outstanding Issues
Terminology

ASSOCIATIVE

FINANCE

System Tracking No.
Item
Purchase Order
Account

Cost Centre

TRACK REQUEST  
RELAY

OPERATIONAL

Date & Time Relayed

Relayed To
Person
Office
Location

Relayed From
Person
Office
Location

SYSTEM
Ability to attach multiple relays to a request
Ability to track request relays

LOCATION DETAILS
OPERATIONAL

Address Details
Map Reference Lat/Long

SYSTEM Ability to assign location details against any location'

NARRATIVE LOG

OPERATIONAL

Task System No.

Person
Function/Position
Action Required

SYSTEM

Ability to date & time stamp each log entry
Ability to log against task/function or position and person
Ability to add log at each workflow point create/receive/fill/track/recover
Ability to add multiple actions against a log

PERMISSIONS

OPERATION Digital Signature

Name
Function/Role
Unit/Office/Location
Date/Time Stamped

SYSTEM

Control of permissions for viewing/update rights by various  
functional/group/location roles
Ability to control permissions for the various phases within  
the task tracking system
Digital signature details from organisational chart

COMMUNICATION  
CHANNELS

Phone

Task Request Form
Hardcopy

Fill in PDF

Fax

Radio

Walk By
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