
UKRI Creative Services (JRS) Work request form 
Please fill in the details below as best as you can. You do not have to fill in all the boxes, just the ones 
that are relevant to your request. 

If you require assistance completing this form, please email hellojrs@ukri.org 

  Hover over the shaded boxes for further information on how to complete the form. 
If you need to send us more information, please email us any additional document(s) 
Your details 
Your name: 
Your email: 
Your phone number: Landline: 

Mobile: 
Organisation: 

Department: 
Cost centre code: 

Turn-around and deadline 
Today’s date: 
Is this request urgent?: Yes    No 
Date completed job 
required: 

Time required: 

Project overview 
Project title: 

What do you need us 
to do? : 

Creative requirements 

Background 
information: 

Other information: 

Production requirements 

Finished Size: 
Number of printed sides: 
Copies required: 
Print options: Duplex options: 

Finishing requirements: 

Additional information: 
Please also use this space 
for instructions on 
merchandise and large 
format print requirements 

Despatch requirements: 
If you require us to send 
to multiple addresses, 
please email us the 
details. 

Files 
If relevant, have you supplied UKRI Creative Services with all content files, 
including images and text?  Tick if yes  

Additional information 
If you have any additional information, please add it here. 

Click to submit form to UKRI Creative Services 
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