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                                                             SECRETARY OF STATE
Records and Information Management (RIM)

Returning Folders or Unfoldered Documents Request
RM4
          NOTE: Each RM4 form will only list 18 entries per page.  Saving, per page, is required.  
                       Tab thru fields
	
	Program Code
	First four digits are the Agency Number, followed by an organization or sequential number (i.e. 320101 = SOS-RIM). If unsure of this number please call RIM at 444-9000.

	
	Requester’s Name
	Include first and last name.



	
	Agency Name
	Spell out the agency name.


	
	Division/Bureau/Office/Program Name
	List the requestor’s business unit that owns the record (s). 

Example: State Procurement Bureau.



	
	Phone Number
	Required. List the requestor’s phone # and extension.



	
	Address (for SOS pick up only)
	Please include Address, Building Name, Room Number, Floor, etc. (be specific).



	
	Date
	Date of Request.



	(1)


	Returning (has Barcode)


	Check if applicable, include quantity. Complete item numbers 6 thru 11 and email the RM4 to sosrecords@mt.gov .

	(2)
	Unfoldered Documents
	Check if applicable, include quantity and refer to the Unfoldered Document Returns (RM2b). The RM2b is required to be attached to each document. This form can be found at 

http://sos.mt.gov/Records/State/index.asp. Email RM4 to sosrecords@mt.gov.

	(3)
	Returning (has no Barcode)
	Check if applicable, include quantity. Complete item numbers 6 thru 11, email the RM4 to sosrecords@mt.gov.

	(4)
	New Folder
	Check if applicable, include quantity and refer to the Transmittal of Records for Folders RM2a and instructions. The RM2a must be completed and e-mailed to sosrecords@mt.gov  with the RM4. These forms can be found at   http://sos.mt.gov/Records/State/index.asp.

	(5)
	Partial


	Check if applicable, include quantity. Complete items 6 thru 10 and check box item 12 and email the RM4 to sosrecords@mt.gov.

	(6)
	SOS Pick Up 


	Check if SOS-RIM staff will be picking up folders or documents.

	(7)
	Agency Delivering to RIM


	Check if Agency staff will be delivering folders or documents.

	(8)
	Box #


	List the box number where the folder (s) or documents belong.

	(9)
	Location


	List the location of the box (as assigned by SOS-RIM).

	(10)
	Description of Folder 


	Include the folders description (name, number, title, date, etc. (be specific).

	(11)
	Returning Folder


	Check if folder is returning to a box currently stored at RIM.

	(12)
	Partial Folder


	Check for each partial folder this applies to (may or may not have a barcode label).

	(13)
	New Folder


	Check for each folder this applies to (will have no barcode label). See item 4 for requirements.
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