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                                                             SECRETARY OF STATE
Records and Information Management (RIM)

Transmittal of Records for Folder Instructions

RM2a
NOTE: Each RM2a form will only list 15 folders per page. Saving per page is required.
	
	Agency Name
	Spell out the Agency Name (be specific).



	
	Program Name
	List the business unit that owns the record (s).



	
	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.



	1
	Box No.
	List the box number that was (assigned by the agency) that the folders (s) belong in.


	2

	Locator No.
	List the location of the box (assigned by SOS-RIM).


	3a.
	Beginning

Month/Year
	Enter the “Beginning” month and year of folder (i.e., 7/09).



	3b.
	End

Month/Year
	Enter the “Ending” month and year of folder (i.e., 6/10).


	4.
	Calendar/Fiscal

Year
	Indicate Calendar (CY) or Fiscal (FY) year, based on the records cycle, use and applicability to the agency (use drop down window for choices).



	5.
	Record Series & Description
	List the Record Series Title. Enter a complete description specifying what folder types are going to be added to box. Use as much space as you need to list the folder titles, range of numbers, subject folder titles, project titles, geographic ranges, etc.  The more information you include, the easier it will be to verify, retrieve and use the records.



	6.
	Retention Schedule Number
	Enter the Schedule number listed on the state General Retention Schedule or on the Agency-specific Retention Schedule (RM3).  Example: General Schedule 3 (GS3) or 320101 (Agency Schedule).


	7.
	Schedule Item

Number
	Enter the Item number as listed from the state General Retention Schedule or the Agency-specific Retention Schedule (RM3).  Example: Item Number 15 (General Schedule 3-Item 15) or Item Number 02 (320101-Item 02 Agency-Specific)


	8.
	Retention Period

     (In Years)
	Enter Retention Period (In Years) as indicated on the state General Retention Schedule or the Agency-specific Retention Schedule.


	9.
	Disposal Year
	Calculate and enter the disposal year.  The Disposal Year = End Year + Retention Period.  As an example:  FY06 + 8 years retention = FY14 for disposal year.


	10.
	Comment
	List any comments that you might have concerning the folder. 


	
	Contact Information
	Include the contact name, contact phone number and the date of the RM2a. Email the completed form to: sosrecords@mt.gov
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