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AI Agent Automation Request Template

Instructions: Please complete all sections below. This document is used to justify, prioritize, and scope the development of a new AI agent or process automation.


GENERAL INFORMATION

	Name of the automation:
	The title should clearly state what the automation does, starting with an action verb (e.g., automates, generates, distributes).

	HR process area:
	Select the core HR function this impacts. (e.g., recruiting, onboarding, compensation, learning & development, employee relations).

	Process owner:
	The person responsible for the current manual process and/or the person who will be responsible for the automated process/data going forward.

	Requesting team/department:
	The team or department submitting this request (e.g., HRIS, talent acquisition, finance).

	Date submitted:
	




BUSINESS CONTEXT & VALUE JUSTIFICATION
Goal alignment & urgency
Describe the key HR/business goal (e.g., Q3 retention, compliance, annual hiring surge) 
that this automation supports. Why must this be done now? What is the risk/cost of 
not automating?
	



Value proposition & estimated ROI
Describe the expected impact and value of the automation. Focus on the impact on time, cost, and quality.
 
Quantitative benefits 
Estimate how often this task runs, the time required to complete the task manually, and with automation. Then estimate the time and cost savings.
	




Qualitative benefits
Describe how the automation will affect data accuracy, employee or manager experience, 
or compliance. 
	Example: This reduces manual data entry errors in LMS enrollment and account setup, ensuring every new hire receives consistent, standardized training and access on time.





AUTOMATION SCOPE & PROCESS DETAILS
User story
Write a human-centered statement from the perspective of an end user. Make sure it includes who is doing what and why.
	Example: “As a hiring manager, I want the agent to automatically trigger the background check once the candidate accepts the job offer, so I don't have to manually notify the compliance team and risk hiring delays.”



Automation steps 
Describe the desired sequence or logic of steps the AI agent should follow. Link to any existing process maps or documentation.

1. Trigger: Detect new hire record finalized in the [Source system].
2. Action 1 (data prep): Extract employee ID, name, department, and start date.
3. Action 2 (IT handoff): Trigger IT account creation ticket via [IT system] API.
4. Action 3 (communication): Draft and send a personalized welcome email using the approved template.
5. Action 4 (LMS): Enroll employee in mandatory courses (Course IDs: 101, 105) in [LMS system].
6. Completion: Notify manager and HR specialist once all steps are confirmed complete.

Documentation: [Link to process map/existing SOP]

Data & systems involved
Specify the key systems, data points, and dependencies this automation relies on.

	Component
	Description/required data points
	Source system

	Source of truth
	[System name] is the single source for employee data.
	HRIS (Workday)

	Data needed
	Employee ID, name, department, start date, email address, manager ID
	HRIS

	System integrations
	Required API connection between HRIS, IT ticketing, and LMS
	HRIS, Jira, SuccessFactors

	Required assets
	(E.g., approved email copy, attachment files, rule sets)
	Approved communication templates



Dependencies and blockers
Describe any internal factors that must be resolved or managed before the automation can be built. For example, known data accuracy issues (e.g., missing manager ID) in the HRIS.
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