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	SECRETARY OF STATE 
Records & Information         Management
	 RECORDS CENTER
  WORK REQUEST 
            RM11        
	Email Request to: sosrecords@mt.gov

	
	
	
	Speed Chart Codes etc.   

	Requestor’s Name

     
	Agency Name & Divison   
     
	Program Code    (Required) 
     

	Phone Number

     
	Date        
     
	 FORMCHECKBOX 
   RIM Delivery    FORMCHECKBOX 
  RIM Pick-up     Deadhead files only  FORMCHECKBOX 

Address:      
 FORMCHECKBOX 
 Agency will deliver   FORMCHECKBOX 
 Pick-up         FORMCHECKBOX 
 Call when ready


	 FORMCHECKBOX 
 (016) Data Base Set-Up Time:           

 FORMCHECKBOX 
 (029) Data Research Time:      
 FORMCHECKBOX 
 (030) Unsuccessful Search Qty:      
 FORMCHECKBOX 
 (031) Pull Request  BOXES Qty:     
	  FORMCHECKBOX 
 (031) Pull Request  FILES  Qty:     
  FORMCHECKBOX 
 (032) Large Retrievals, Interfiling per hour:      
  FORMCHECKBOX 
 (033) ASAP Pull Request Qty:      
  FORMCHECKBOX 
 (037) Permanent Removal from (RIM) Time:      
                   (removal out of Data Base)

	BOX #
	LOCATION
	DESCRIPTION OF FILE: Required only if requesting a file
	

	     
	     
	     
	

	
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	


PICK UP REQUEST
	 FORMCHECKBOX 
 (034) Returning Files     Qty         
 FORMCHECKBOX 
 (034) Returning Boxes   Qty         

	 FORMCHECKBOX 
 (035) New Boxes for Storage     Qty        
 FORMCHECKBOX 
 Boxes for Filming (DC)            Qty        

	BOXES FOR SALE

	 FORMCHECKBOX 
 (051) Standard Size 15 X 12 X 10  Qty           (boxes come in bundles of 25)


RECORD CENTER SERVICES
	 FORMCHECKBOX 
 Disposal Request (RM5) #      
 FORMCHECKBOX 
 (036) Qty Boxes to Destroy       
 FORMCHECKBOX 
 (071) Shredding (TIME)       
 FORMCHECKBOX 
 (041) Delivery/Pick-up (TIME)       
	SPECIAL INSTRUCTIONS/COMMENTS

     



RM 11 REV 5   6/2016
