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	Montana Secretary of State
Records AND INFORMATION MANAGEMENT 
RM  5
RECORDS DISPOSAL
REQUEST
	PROGRAM CODE
	

	
	
	DATE
	     

	
	
	DISPOSAL NUMBER (SOS ONLY)
	

	
	
	PAGE NUMBER        OF  

	
	
	DISPOSAL METHOD
 FORMCHECKBOX 
 Shred 

 FORMCHECKBOX 
 Toss 

 FORMCHECKBOX 
 Archive

 FORMCHECKBOX 
 Incinerate 
 FORMCHECKBOX 
 Other (Explain)       
	LOCATION RECORDS STORED FORMCHECKBOX 
 Records and Information Management Division
 FORMCHECKBOX 
 Agency
 FORMCHECKBOX 
 Montana Records Management FORMCHECKBOX 
  Other (Explain)      


	1. Submit a copy to Records and Information Management Division: retain a copy in agency file.

2. Approved copy will be forwarded to agency from Records and Information Management Division.

3. Item numbers should follow the State General Retention Schedules or Agency-Specific Retention Schedule.

4. Please call the Records and Information Management Division regarding any questions or concerns at (406) 444-9003.

	I certify that the record described in this request are not required for the current operation of this agency and are not required to be retained by any statue or schedule of records retention. These records are not subject to further examination by any governmental agency, and any records subject to pending litigation will not be destroyed unless such records have been microfilmed.  

	SUBMITTED
BY
	AGENCY  NAME
	     

	
	PROGRAM NAME
	     

	
	AUTHORIZED SIGNATURE
	                 
	DATE
     

	
	PREPARED BY
	
	PHONE
     
	DATE
     


	
	SIGNATURES
	DATE

	FOR THE LEGISLATIVE AUDITOR
	
	     

	FOR THE ATTORNEY GENERAL
	
	     

	FOR THE DIRECTOR OF THE HISTORICAL SOCIETY
	
	     

	FOR THE DIRECTOR OF THE DEPT. OF ADMINISTRATION
	
	     

	FOR THE SECRETARY OF STATE
	
	     


	SCHEDULE
NUMBER
	ITEM
NUMBER
	Dates
(Mo. /Yr.)
	CU.
FT.
	Record Series Title Description
	Disapproved

	
	
	From
	To
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	RM  5.1
RECORDS DISPOSAL REQUEST (Continued)
	PROGRAM CODE
	

	
	DATE
	     

	
	DISPOSAL NUMBER (SOS ONLY)
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	SCHEDULE
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	ITEM
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(Mo. /Yr.)
	CU.
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	Record Series Title Description
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