EMCBC RECORDS MANAGEMENT Loan Request #  

TEMPORARY LOAN REQUEST
PICKUP RECEIPT

EMCBC Records Management Approval:  
Date Approved:  

DATE RECORDS TRANSFERRED/PICKED UP:  
REQUESTER/ORGANIZATION:  
PHONE NUMBER:   
I hereby take full responsibility for keeping the following records intact and in order* and ensuring that its total contents are returned to the EMCBC Records Management Department within thirty (30) days after pickup date. If records are needed longer than 30 days contact EMCBC Records Management for further approval.

RECEIVED BY:  	SIGNATURE: 	
		 Print Name - individual receiving records				Signature - individual receiving records


	Volume
	ID Number 
(Box, Tracking or  Archive)
	Description
(Content at individual file level )
	Quality Check Prior to Pickup
	Quality Check  at Return  

	
	 
	
	
	

	
	
	
	
	

	
	 
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



* If the records contain Official Use Only Information (OUO), it must be handled/protected in accordance with the current versions of DOE O 471.3, “Identifying and Protecting Official Use Only Information” and DOE M 471.3-1, “Manual for Identifying and Protecting Official Use Only Information”


Loan Request #  	EMCBC RECORDS MANAGEMENT
	TEMPORARY LOAN REQUEST
RETURN RECEIPT


RETURNED BY:  		
		        Print Name - individual who returned records
SIGNATURE:  										  DATE:  
		        Signed by - individual who returned records

RECEIVED BY:  		DATE:  
		        Signature of EMCBC Records Management Staff
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