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KEEPING Other Types of INFORMATION CONFIDENTIAL IN CIVIL CASES


What Forms Will I Need to Keep Information Confidential?
· Motion to Keep Certain Information Confidential and Memorandum Supporting the Motion

· Affidavit of Service

· Order Regarding Request to Keep Certain Information Confidential

· Notice of Filing

The Motion to Keep Certain Information Confidential and Memorandum asks the court to keep certain information confidential and provides the Court with the law that allows this.  

The Affidavit of Service tells the court that the other party received a copy of the Motion and attached documents.

The Order Regarding Request to Keep Certain Information Confidential will be filled out by the judge and will tell you whether the information will be kept confidential or not.

The Notice of Filing tells the court and the other party that you have decided to file your documents even though the judge denies your motion.  

What Words Do I Need to Know?


Plaintiff - In the majority of cases, a Plaintiff is someone who files an action in court.  For example, if you file a court action in a landlord – tenant cases, contract, or personal injury, then you are the Plaintiff.

Defendant – In the majority of cases, a Defendant is someone who a court action is filed against.  For example, if someone else files a court action against you in a landlord – tenant cases, contract, or personal injury, then you are the Defendant.     

Court Record – Includes, any document or information that is collected, received, or maintained in the official court file in connection with this case.  
Who Can Use the Form?

You can use the form if you:

· Want the Court to keep certain information confidential;

· Are a party to the case. 
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What do I do with the forms?

1
Fill out the Forms

 FORMCHECKBOX 

Choose the correct Motion packet for Civil Cases in District Courts.

 FORMCHECKBOX 

Fill out all the blanks on the Motion to Keep Certain Information Confidential.

 FORMCHECKBOX 

Sign and date your Motion to Keep Certain Information Confidential.

 FORMCHECKBOX 

Fill out all the blanks on the appropriate Cover Sheet.

 FORMCHECKBOX 

Sign and date the Cover Sheet.

 FORMCHECKBOX 

Attach the documents that you want to remain confidential to the Cover Sheet.

 FORMCHECKBOX 

Sign, date, and have notarized the Affidavit of Service.

 FORMCHECKBOX 

Fill out the judicial district, county, and caption on all of the other forms (Order Regarding Request to Keep Certain Information Confidential).  

2
Make Copies

 FORMCHECKBOX 

Make two copies of each form after you have filled them out.  

3
File Forms at the Courthouse

 FORMCHECKBOX 

Go to the Clerk of District Court’s office in your county courthouse.  File the original Motion to Keep Certain Information Confidential, Affidavit of Service, and Draft Order Regarding Request to Keep Certain Information Confidential.

 FORMCHECKBOX 

Give your copies to the Clerk of District Court and ask her to stamp the Motion to Keep Certain Information as Confidential as “Filed”.  

 FORMCHECKBOX 

Give your copies of the Cover Sheet and attached documents to the Clerk of District Court and ask her to lodge and not to file them in the court file.  

 FORMCHECKBOX 

Mail the other side a filed copy of the Motion, Cover Sheet and attached documents.

 FORMCHECKBOX 

Keep your copies in a safe place.
4 The Clerk of District Court

 FORMCHECKBOX 

The Clerk will have the Judge review your motion.  You will be told whether the Judge granted or denied your motion.

 FORMCHECKBOX 

You will be sent a copy of the Judge’s order.  

 FORMCHECKBOX 

If the Judge denies your motion, you must immediately decide whether you will file your documents with the court or not.    

5 What if the Judge denies your Motion to Keep Certain Information Confidential?

 FORMCHECKBOX 

You must make a decision.

 FORMCHECKBOX 

You can decide to go ahead and file your documents.  If you do this the documents will be public information and any one will be able to access them.

 FORMCHECKBOX 

You do this by filing a Notice of Filing with the Clerk of Court.  

 FORMCHECKBOX 

Fill out the blanks on the Notice of Filing.

 FORMCHECKBOX 

Sign and date the Notice of Filing

 FORMCHECKBOX 

File the completed Notice of Filing with the Clerk of Court.

 FORMCHECKBOX 

You will need to mail a copy of this to the other side.

 FORMCHECKBOX 

You can decide not to file your documents.  If you decide not to file the documents, the Judge cannot look at them.  Sometimes, this means that the documents cannot be used in your case.  Sometimes, you might be able to use them at a hearing or trial, but they will not be kept confidential.  

Where can I get more information?

The Privacy Rules can be accessed at www.courts.mt.gov
The Montana Code Annotated (MCA) contains Montana’s law.  The MCA can be found at your local library or online at Montana Law Library:  MCA Codes.  Montana’s Constitution can be found at Montana Law Library:   Montana Constitution
Where can I get legal help?
These organizations may be able to help you:
· Montana Legal Services Association (MLSA) gives free legal help to low and moderate-income people. To find out if you qualify for MLSA, call the MLSA HelpLine at 1-800-666-6899.

· The State Bar Lawyer Referral and Information Service (LRIS) refers people to Montana lawyers who might be able to help. The referral is free. Call LRIS at 1-406-449-6577.

· The State Law Library can help you find and use legal resources such as books, forms, and websites. You can visit the Law Library website at www.lawlibrary.mt.gov. Or you can contact a Reference Librarian at 
1-406-444-3636 or toll free at 1-800-710-9827 or by email at mtlawlibrary@mt.gov.
Note:  In general, all information that you file with a court is public information.  Anyone can view, copy, and share this information.  There are certain types of cases that are not open to the public.  





The Supreme Court has enacted Court Rules for Privacy and Public Access to Court Records in Montana.  It is important that you understand these rules.  These rules apply to all court records.  .  





For more information on the Access To Court Records Rules, please look online at   www.courts.mt.gov





Use these instructions and forms to keep information not listed on the Sensitive Data Sheet confidential in a court file.





These instructions and forms may not be right for your case. They can not take the place of advice from a lawyer. Talk to a lawyer if you have any questions.  





Do not change these forms.  If you change the forms, you might lose language you need. 





Note:  The court will review your Motion and attached documents.  The court does not have to grant your motion.  





If the court does not grant your motion, you will be able to decide if you want the documents filed in court. 





Talk to a lawyer if you have any questions.
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