University of the Witwatersrand

Record Reference Request

	Please note:  a)   Complete form as shown

b) All records to be returned within 1 week of issue

c) Insist on ‘acknowledgement of return slip’ upon return of record]

d) Forward any comments or suggestions to Lesego.phachane@wits.ac.za  or ext 71251

                    
	FOR CENTRAL RECORDS OFFICE USE

REF NR:  __________________________


TO CENTRAL RECORDS OFFICE 

4th Floor, Senate House

Tel Nr:
Archives: 011 717 1253


Central Registry:  011 717 1255


Student Registry:  011 717 1257

Fax Nr:  011 717 1259
	Date
	Requestor
	Department
	Building & Room Nr
	Tel & E-mail address

	
	
	
	
	

	Collected by (Print name & sign)
	Staff/student/ID Nr
	Tel & E-mail address

	
	
	

	Record / File / Ref Nr
	Record Title
	FOR CENTRAL RECORDS OFFICE USE – Explain if unable to respond to reference request (keep copy on file)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Identification Detail (Especially if you do not have the record nr, e.g. dates, description, invoice nr, etc.)



	Special instructions or remarks (E.g. to be collected, copy only, send information by fax, forward in sealed envelope, etc)



	


