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	SECRETARY OF STATE 

Records & Information         Management
(RIM)
	RETURNING FOLDERS OR UNFOLDERED DOCUMENTS

REQUEST

RM4
	               PROGRAM CODE



	 Name

     
	Agency Name


	Division/Bureau/Office/Program Name


	Phone Number  
	Address  
	Date  

	(1)  FORMCHECKBOX 
 Returning (has barcode)  Qty                   (2)  FORMCHECKBOX 
  *Unfoldered Documents  Qty      
                                                                                            Complete a RM2b (required to be attached to each document)                                                                                         
(3)  FORMCHECKBOX 
 Returning (has no barcode)  Qty              (4)  FORMCHECKBOX 
  *New Folder (addition to existing box) Qty      
                                                                                                     Complete a RM2a (instructions included)
(5)  FORMCHECKBOX 
 Partial (refile with original file) Qty          *Note: Inter-filing $25.00 per hr fee
                                                                                    *All forms can be found at http://sos.mt.gov/Records/State/index.asp     

	(6)  FORMCHECKBOX 
  SOS PICK UP                        (7)  FORMCHECKBOX 
  AGENCY DELIVERING TO RIM

	

	(8)
	(9)
	(10)
	(11)
	  (12)
	(13)

	BOX #
	LOCATION
	DESCRIPTION OF FOLDER
	Returning
	Partial
	New
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	FOR SOS USE ONLY (File verification requirements)
Box on the Shelf  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
    Verify Folder in Check-Out Status  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
  Initial & Date___________
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