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REQUEST FORM



	
							    	              Control No. REC _____________________

NAME:   ________________________________        		    DATE/TIME:  _______________________   

TYPE OF CLIENT:        Student            MPSU Personnel            Visitor/External       


Request for: (please check the appropriate box/es below)

                        Photocopied record/s (please describe the record/s being requested)

                        _____________________________________________________________________________
                       
                        Certification of photocopied records

                        Others:   ____________________________________________________________________


Purpose:   _______________________________________________________________________________

If through a representative:  Name of Representative:	_________________________________________
	                    
                     Relationship to the owner of the document: 	_________________________________________

	           With Authorization?            Yes               No. (If no, record will not be released)

How would you like to receive the requested records/documents?

[bookmark: _GoBack]                                 -     for pick up       
      
· email                     

			

REMARKS:  ________________________________________
							

Approved:                                                                 Received by: 					                                                                                                                                                                                                               
                                                    	                                                 ____________________________
                    CARMEN A. NGAMILOT                                                     Name & Signature
                         Records Officer                              
                                                                                Date & Time:   ____________________________                                                          	            
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