	[bookmark: _GoBack]Accession number
	Date of receipt
	Title
	Description
	Covering dates
	Extent
	Person receiving records
	Location
	Date records returned (temporary deposits only) 

	Eg ML/2020/05
	Eg 01/02/2020
	Eg Family photographs
	Eg Photographs of the Jones family of Market Langthwaite, featuring family events and property
	Eg 1990-1920
	Eg 2 boxes
	Eg John Smith
	Eg Shelf 2B
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