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	SECRETARY OF STATE 

Records & Information         Management
	UNFOLDERED DOCUMENT RETURNS
(loose documents)
RM2b
	               PROGRAM CODE

         

	Requestor’s Name

     

	Agency Name

     
	Division/Bureau/Office/Program Name


	Phone Number 
 

	Address

	Date
      


	
       Instructions: Complete each section of this form and attach a copy to each unfoldered (loose) document. 


	Document Description (letter, memo, contract, map, study, etc.)

      


	Folder Description that the unfoldered (loose) documents belong in. List the folder title, range of numbers, subject file title, project title, georgraphic ranges, etc.

      


	Box Number assigned to box by agency.
     


	Location assigned to box by Records and Information Management.
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