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Item 

  
 Record Series Title 

 
 Distribution 

 
Office Storage 

( in years) 

 
Records 
Center 

(in years) 

 
Total Retention 

 (in years) 

 
Disposition Method 
T/S/D Toss, Shred, 

Delete 

1 Solicitations/Requisitions-negotiable/non-
negotiable 
IFB/RFP/RFQ/RFI/Limited Solicitations 
 

State 
Procurement 
 
 
 
Agency 

 
1 
 

 
 

1 
 
 
 

 
3 
 

 
 
3 
 
 

 
4 after completion of 
solicitation 
 
 
4 after completion 
of solicitation 

 
No RM5 Required 
Toss 
 
 
No RM5 Required 
 Toss 

       
2 Purchase Orders/Sole Source-Adjustments 

Contracts: Term/Vendor/Sole Source-
Amendments  
All Supporting Documentation 
 

State 
Procurement 
 
Agency 

Until Expires 
 
 

2 
 

8 
 
 
6 
 

8 after expired 
 
 
8 after expired 

No RM5 Required 
Toss 
 
No RM5 Required 
Toss 

       
3 Contract Security - negotiable/non-

negotiable 
 
 

State 
Procurement 
 
Agency 

Until contract 
or security 
expires 
 
2 after contract 
expired 

7 
 

 
6 
 

 

8 after contract 
expired 
 
8 after contract 
expired 

No RM5 Required 
Shred 
 
No RM5 Required 
Shred 
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Item 

  
                 Record Series Title 

  
Distribution 

 
Office Storage 
    (in years) 

Records 
Center 

(in years) 

 
Total Retention        

(in years) 

 
Disposition Method 
T/S/D Toss, Shred, 

Delete 
4 Proof of Insurance Documentation 

 
State 
Procurement 
 
 
Agency 

Contract or 
insurance 
expiration 

 
Contract or 
insurance 
expiration 

0 
 
 
 
 

0 

Contract 
or 

insurance expiration 
 

Contract 
or 

insurance expiration 

No RM5 Required 
Toss 
 
 
 
No RM5 Required 
Toss 

       
5 Newsletters State 

Procurement 
4 
 

0 4 Offer to Archives 
RM5 Required 
 

       
6 Procurement Reports  State 

Procurement 
 
Agency 

4 
 

2 

0 
 

2 

4 
 

4 

No RM5 Required 
Toss or Delete  
 
No RM5 Required 
Toss or Delete 

       
7 Protest of Awarded Contract State 

Procurement 
 
Agency 

4 
 
 

                4 
 

0 
 
 

       0 
 

4 after resolved 
 
 

4 after resolved 
 

No RM5 Required 
Shred 
 
No RM5 Required. 
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Item 

 
Record Series Title 

 
Distribution 

 
Office Storage 

(in years) 

 
Records 
Center 

(in years) 

 
Total Retention  

(in years) 

 
Disposition Method 
T/S/D Toss, Shred, 

Delete 
8 
 

Contracts-Procurement  State 
Procurement  
Agency 

See 
item 2 0 See item 2 

 
See  item 2 

9 Requisitions 
 

State 
Procurement 
Agency 

See item 1 
above 0 See item 1 above 

 
See item 1 above 

       
 

10 
 
MT Residents Preference Affidavit 

 
State 
Procurement 

30 0 30 
 
RM5 Required 
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