
INSTRUCTIONS FOR COMPLETING FORM RM 1 RECORDS SERIES PROFILE
	GENERAL INSTRUCTIONS
Use Forms RM 1 and RM 3 to define a records series for retention scheduling, or for inventorying. 

Email form(s) in WORD format to:

SOSRecords@mt.gov
Secretary of State

Records & Information Management
1320 Bozeman Street
Helena, MT, 59620
Retain a copy for reference. Any questions should be directed to RIM at (406) 444-9003 or (406) 444-9009.
INSTRUCTIONS FOR SPECIFIC ENTRIES
Entry 1 Agency Creating Record: Include your agency name, program name, program code (this number is the first four digits of your agency number followed by a #assigned by RIM) and Item number assigned to this group of records. Example: 01
Entry 2 Record Series Title: should be a unique title assigned to the particular records series (group of related records). It should be a commonly used name, descriptive title, or title of the key function of series. The name should readily identify the particular series, and differentiate it from other record series held by the agency. Additional names commonly used to reference the series may be listed in parenthesis.

Entry 3 Agency Contact: should include the name, e-mail and telephone number.
Entry 4 Series Description
        ► Type of files: Check box or boxes that apply.
        ► Format: Check box or boxes that apply 

        ► Essential Record: Check yes or no
        ► Content: Examples could be- directives, licenses, applications, reports, requisitions, publications, etc.

Entry 6. Retention Cycle

Indicate Calendar Year or Fiscal Year.


	Entry 7 Recommended Retention: list the recommended retention of the record series in years, segregated by location (in office or storage) this is only a recommendation and then Total retention in years. The total retention is what needs to be met before final disposition of any records.  Any special conditions should be noted (“after audit”, “after case closure”). Example: Total: 5 years after case closure
Entry 8 Recommended Final Disposition: Check box that applies. Choose the disposition method that will be used for this records series once the retention period has been met. Records and data with a long-term or “Permanent” retention must be made readable and accessible, by the agency, for their full retention period. If an agency is ready to dispose of the records completely, offer historically-significant to the Historical Society-State Archives. Examples records series are: subject, program, policy, and case files, executive and board minutes, cultural and other trend-setting matters, etc.).
  It is recommended that long-term records storage (retention 10 years or greater) be satisfied by maintaining the records in a dedicated, cost effective, secure storage area and that migration and refreshment cycles are followed. Conversion of documents to an archival condensed media standard, such as microfilm or pdf images, is a common business practice and requires their access points (data application and index criteria) are held in retention, along with the images.

   If the disposition method (s) that must fist the agency’s disposal need, chose Other, and explain what process/method is being request for approval.

Entry 9 Comments: this space is provided for any special comments regarding the record series

Entry 10 E-Signature of Preparer:  E-Signature and Title 
Entry 11 Date of Preparation: the date of signing.

Email form(s) in WORD format to:

SOSRecords@mt.gov
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