
RECORDS CHECKOUT/RETRIEVAL REQUESTPRIVATE 

Date of Request:                                  WP Number:                       (for Transportation)

Requestor:                                           Org. Code:                          
Phone Number:                                     Mail Stop:                          
Location (Area/Bldg./Room):                                                                
Check one:
[ ] Review at Storage Facility             [ ] Send via Plant Mail (single files only)

[ ] Pick up at Storage Facility             [ ]  Send via Transportation (Multiple boxes)

List Box Number(s):




Record/File Description:

(Leave blank if requesting entire box)

                                                                                                                         Signature of Manager of Organization Responsible for Records

Please note the following:

· Temporary checkouts are for 30 days.  Permanent checkout requires a written justification, please consult your Records Specialist.

· Fax completed request form to Records Management, 375‑2594, or mail to Records Management, K3-70.

· Return individual files to Records Management, K3-70.

· Contact Records Management to arrange for box returns, 375-6969.

· Until further notice, the destruction of any 1830 record is not permitted.  Refer to the Records Management section in SBMS (http://sbms.pnl.gov/standard/1a/1a08d010.htm) for additional guidance regarding the moratorium on destruction of records.
PRIVATE 
   For use by Records Management Staff only:

   Organization Code:
   02   
   

   Location of Box: [   ]  ESB  
[   ]  RHA  [   ]  FRC
 [   ] OTHER

   extempore’ Date/Time:

   Checkout Date/Time:

   Notes:
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