
UNIVERSITY OF LONDON

 RECORD STORE: 

FILE REQUEST FORM
Section 1: (To be completed by person requesting the file):

Completed forms should be sent as an email attachment to: records.management@london.ac.uk
If the request is urgent, please indicate when submitting. Files retrieved from storage are normally available for collection within 24 hours of receipt of the request.
	Name of person requesting 
	

	
	

	Division/Office

Room number
	

	
	

	Date
	

	
	

	Transfer reference

	

	
	

	Description (file title/file number) and covering dates of file requested
Use separate forms for files in different transfer boxes

No more than 6 files at any one time should be requested unless otherwise agreed with the RM Team
	


Section 2:  (To be completed by Records Management Team):

	Location in RS
	

	
	

	Loans Register updated on:
	

	
	

	File returned on:
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