
  
Materials Request Form Guide  
This guide will show you what information to gather for your materials request. The library databases do 
not have functionality to request materials through their respective platforms.  Please refer to this guide 
as you create the list of materials to request from the collections.   
 
If you are uncertain about what information is needed, or the information is not available, please 
contact staff for assistance at cartoons@osu.edu.  When this list is complete, please submit your 
materials request list and a request for an appointment to cartoons@osu.edu.  
 

To find materials in the Billy Ireland Cartoon Library and Museum collections, you may want to start 
by visiting the Search Collections webpage. 

Library Catalog: 
If you have found materials in the library catalog (https://library.osu.edu/) that are held at 
the Billy Ireland Cartoon Library and Museum, please capture and provide the following 
details: 

• Title 
• Author/Creator 
• Location 
• Call Number / Volume + Issue + Copy # 
• Year/Date 

 
Library Catalog - Example 

Title: Cartoons Magazine 
Author/Creator: H.H. Windsor 
Location: Billy Ireland Cartoon Library and Museum Stacks 
Call Number / Volume + Issue number: NC1300 C32 v.1 no.1 c.1 
Year/Date: 1912 

 

mailto:cartoons@osu.edu
mailto:cartoons@osu.edu
https://cartoons.osu.edu/collections-and-research/search-collections
https://library.osu.edu/


Art Database 

If you have found materials in the Art Database (http://osucartoons.pastperfectonline.com/) that you 
would like to request, please capture and provide the following details: 

• Title  
• Author/Creator 
• Year/Date 
• Finding Number 
• Additional information  

Art Database - Example 

Title: Blood red sea 
Author/Creator: Thomas Nast 
Year/Date: 1881-09-24 
Finding Number/Box & Folder Number: CGA.IMCA.084.002 
Additional Information: 
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Archives and Manuscripts 

If you have found materials in the archives and manuscript collections 
(https://cartoons.osu.edu/archive-and-manuscript-collections) that you would like to request, please 
capture and provide the following details: 

• Collection Name 
• Folder Title  
• Author/Creator 
• Box & Folder Number 
• Year/Date 
• Additional Information 

 
Archives and Manuscripts- Example 1 

Collection Name: Will Eisner Collection 
Folder Title: Military Comics 
Author/Creator:  
Box & Folder Number: Box WEE 1 / Folder 11 
Year/Date: 1941 
Additional Information:  
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Archives and Manuscripts- Example 2 

 Collection: San Francisco Academy of Comic Art Collection 
Title: A. Piker Clerk 
Author/Creator: Clare Briggs 
Box & Folder Number: SFT46 
Year/Date: 1903-12-16 
Additional Information:   

 

 



 
 

 
 
 



Digital Collections 

To find digitized items or born digital collections, go to Digital Collections (https://library.osu.edu/dc).  

 

If you have found materials in Digital Collections (https://library.osu.edu/dc) that you would like to 
request, please capture and provide the following details: 

• Title 
• Author/Creator 
• Finding Number 
• Date 

 

Digital Collections - Example: 

Title: Cat Girl! 
Author/Creator: Lynda Barry 
Call Number/Box & Folder Number: CGA.AC.BA14.027 
Date: 1977 

 

https://library.osu.edu/dc
https://library.osu.edu/dc


Biographical Files  

If have you found materials in the Biographical files (https://cartoons.osu.edu/biographical-files), that 
you would like to request, please capture and provide the following details: 

• Title 
• Call Number 
• Location  

 
Biographical Files - Example 

Title: Abel, Jessica, 1969- 
Call Number: Biographical Files 
Location: Billy Ireland Cartoon Library & Museum Stacks 

  

 

 

Subject Files  

If you found materials in the Subject files (https://cartoons.osu.edu/subject-files), that you would like 
to request, please capture and provide the following details: 

• Title 
• Call Number 
• Location  

 

Subject Files-Example  
Title: Animation – Motion Pictures 
Author/Creator: 
Call Number/Box & Folder Number: Subject Files 
Date: 
Location: Billy Ireland Cartoon Library & Museum Stacks 
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Topic Files  

If have you found materials in the Topic files (https://cartoons.osu.edu/topic-files), that you would 
like to request, please capture and provide the following details: 

• Title 
• Call Number 
• Location  

 

Topic Files- Example  
 

Title: Economy 
Author/Creator: 
Call Number/Box & Folder Number: Topic Files 
Date: 
Location: Billy Ireland Cartoon Library & Museum Stacks 
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