Sinclair Community College

Request for On-Campus Reference or Loan*

of Records (R-4)

*Note:  Records from the historical collections are to be used only in the Archives

Press the F11 key or use mouse pointer to select the fill-in form fields.

Department              





Person Requesting Records:
Name       
Date       

  (who will use the records)



Room       
Phone       

Person Accessing Records:
Name  
Date 

  (who will pickup/receive the records) 



Room  
Phone  

Head of Department:

Date 

(Approval Signature)
Records Manager:

Date 

(Approval Signature)
	Item #
	Description of Material Being Requested


	Date(s)
	Location

(Records Manager fills in)
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	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	11
	
	
	

	12
	
	
	

	13
	
	
	

	14
	
	
	

	15
	
	
	


Additional Items must be listed on a separate R4 Form

To Be Filled In By Archives/Records Center Staff Only

	Notes:
	

	Records returned on:
	

	Person returning records:
	



