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	Government Records Centre
Semi-Active Records Retrieval Form
	





This form is for requesting semi-active records only. For instructions see Procedure GRO 3: Retrieving Records
NOTE: to request access to archival records, please see procedure Accessing Government Archival Records

	FOR INTERNAL USE ONLY
Request No.:
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Description automatically generated]Government Records Office

	Government Records Centre
Semi-Active Records Retrieval Form





This form is for requesting semi-active records only. For instructions see Procedure GRO 3: Retrieving Records
NOTE: to request access to archival records, please use the Archival Records Request Form.

	FOR INTERNAL USE ONLY
Request No.:
	



	Date:
	
	
	

	REQUESTED BY:
	DELIVER TO: (only if different from requestor information)

	Name:
	
	Name:
	

	Dept./Agency:
	
	Dept./Agency:
	

	Address:
	
	Address:
	

	
	[bookmark: Check1]|_| check if address is not serviced by MDA
	
	

	Phone:
	
	Phone:
	



	PLEASE CHOOSE ONE OF THE FOLLOWING OPTIONS:

	|_|	Deliver 
	|_|	View at GRC
	(by appointment only)
	|_|	Dept./Agency courier – RUSH, or large volume requests
	(pick-up between 8 AM – 3 PM)



	FILE NO.
	FILE TITLE	NOTE: If request is for a box, not an individual file, please enter “COMPLETE BOX” in this field
	STORAGE LOCATION
 Aisle  –  Bay  – Shelf –  Box

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


To add more rows or another page, use the Tab key on the last row of the table.
PLEASE E-MAIL TO: recordsrequests@gov.mb.ca 

	RECEIVED BY: ____________________________  DATE: ____________

	RETURNED TO: ______________________________  DATE: _____________



(2017.09)

DELIVERY SERVICE STANDARDS
Retrieval requests submitted by the end of the business day will be processed the next day and delivered the following morning; you should receive the records within 3-5 business days, location dependent.

RETURNING RECORDS
Retrieved records must be returned for refiling as soon as possible, in the envelop/box they were delivered in.
1.	In Winnipeg and Headingley, request pick-up by contacting the GRC at 204-945-6673 or recordsrequests@gov.mb.ca
2.	All other offices throughout Manitoba, return by signature service to the following address
Government Records Centre | Archives of Manitoba | 410 De Baets St | Winnipeg MB R2J 4J2	Page 1 of 1
PLEASE E-MAIL TO: RecordsRequests@gov.mb.ca 

	RECEIVED BY: ____________________________  DATE: ____________

	RETURNED TO: ______________________________  DATE: _____________



(2025.09)

DELIVERY SERVICE STANDARDS
Records will be delivered by signature service and the standard turnaround time is three business days. Requests submitted by the end of the business day will be processed the next day and delivered the following morning for offices in Winnipeg. For all other offices throughout Manitoba delivery may take an additional 1-2 business days, location dependent.

RETURNING RECORDS
Retrieved records must be returned for refiling as soon as possible, in the envelope/box they were delivered in.
1.	In Winnipeg, request pick-up by contacting the GRC at 204-945-6673 or RecordsRequests@gov.mb.ca
2.	All other offices throughout Manitoba, return by signature service to the following address:
Government Records Centre | Archives of Manitoba | 410 De Baets St | Winnipeg MB R2J 4J2	Page 1 of 1
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