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•
Rl!OUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK 

(See Instructions on reverse) JOB NO. � 

78 1 
�- GENERAL SERVICES ADMINISTRATION, 

__N _AT_I_ON_A_L_A_R_CH_IV_E_S_A_N _ D_R_E_CO_R_D RV _IC_E_S_S_E_ _, _W_A_SH_IN_G_T _ON_,_D_C_2_04_0_8 __ --; DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) ! NOV 1971 
-�.s. Department of the Int NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

In occordance w,t� the pruvis,ons of 44 U S.C 3303a the d1sposa re_u_._S, Geological Survey, Conservation Division· quest. ,nc!uding amendments. ,s approved exrept for ,terns that may 
be stamped ''d:sposai not aporoved" or "withdrawn" ,n column IO. 3. MINOR SUBDIVISION

Field Offices 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT. FTS 

928-7591Kenneth Pett 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 190 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
D A Request for immediate disposal. 

[xJ B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE 

7. 
.._ITEM NO. 

rm-01
thru
�606-03 

E. TITLE 

Acting Chief, Conservation Division 
9.8. DESCRIPTI OF ITEM 10.SAMPLE OR (With Inclusive Dates r Retention Periods) ACTION TAKEN JOB NO. 

The records covered by the attached records control -/,'Ischedule are created by the U.S. Geological Survey, Con­
servation Division field offices, including Regional, 
Area, and District Offices located throughout the United .:,-NN»- � -
States. �s /()� ("Y� /6'1- 113

•1�5) ll�_l�8J /,1. 3 I« 7
The records control schedule is included as an appendix 

..J 

to a Files Maintenance and Records Disposition Handbook i G,e t>.ffa..ci?etl 
_, 

which establishes an integrated system designed to pro­ ccnvers en
vide procedures for the management of Conservation Divi­ +e.f:, le 
sion field office records from creation through disposi­
tion. The schedule items describe each series of records 
which has accumulated and will continue to accumulate. 
Instructions are provided for the cutoff, retirement to 
an FARC, destruction, or permanent retention of each 
series. 

The authority granted by the approval of this request will 
supersede that provided by Job No. NCl-57-76-1 dated 

l171 lli1 1�3/ I�?
Any records series created subsequent to, and/or not dis­
posable by, this schedule will be covered by supplement­
ary records disposition authority to be obtained from 
the National Archives and Records Service. 

STANDARD FORM 115 115-107 Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
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�iCl-57-78-1 supersedes Jobs NCl-57-76-1 (entire job) an.:.i II-�;;;_;.-1G78 (RCS/2), 

Items 106, 108 through 113, ll5, 117, 113, 123, 127'.. Ite:7!s scheduled under these 

two su:?3rseded jobs ca.'1 be converted as follows: 

1. "NCl-57-76-1: ALL items in this schedule retain the sa..7:e item number 
in XCl-57-78-1. For example--records previously scheduled 
under Item 102-01 of 1·;Cl-57-76-l would now be re-coded as 
Item 102-01 of lICl-57-78-1. 

2. II-!f;A-1078: Item 106 
(Df'r- 1 \l,.V,:J/ 2 / 

Item 108 

Item 109 

Item 110 

Itera 111 

Item 112 

Item 113 

Ite:n 115 

Item ll7 

Item 118 

Ite::i 123 

Item 127 

= Item 102-0la & b of NCl-57-78-1 

= Item 2Cl-05a & b of T{Cl-57-78-1 

= Items 2203-05a or 2204-03a, whichever is 
aE.;licable, of :;Cl-57-78-1 

= These records are no longer created. IT you 
have records retired u.n:ler tr�is item, notify 
P.osa..'1ne Butler, Records Disposition Division, 
8-724-1068 

Item 2103-01 of :,rcl-57-78-l 

= Items 2103-02 or 2103-03, whichever is 
applice.ble, o.f i;Cl-57-78-1 

= See C:1apters 9 a.r-i;:l 22 of l:C.l-57-78-1 for 
appropriate item. If you r19.ve questions, 
ctll rtosanne :?utler, Reco::-ds Dis_position 
�ivision, 8-724-1068 

= Ite�r:s ll01-02a(l) or 2401-0Ga &'. b, which8ver 
is ap_::-,licable, of �JC1-57-7c:-l 

= Iteills 1101-02b(l) or 2402-0la & b, whichever 
is applicable, of l\'Cl-57-78-1 

= Ite::i.s 2404-02 or 170J-02a(l), whichever is 
applicable, of ?YCl-57-73-1 

1tCL'1S 2605-03, 2605-05, 1601-01, or 1601-05, 
w: .. ichsv'Jr is cppl:i.c<=-cble j cf :·;Cl-57-78-1. 
If yo:1 rl"1.Ve question3, call Rosanne Butler, 
Records Disposition Division, 8-724-1068 

= Itc:;is 2402-03 or 1102-0lb, whichever is 
ar::,fJlic.r:,ble, of :Tl-57-78-1. 
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• APPENDIX III-A. RECORDS DISPOSITION SCHEDULES 
/ 

Chapter l. RECORDS COMMON TO MOST OFFICES 1 

Section l. Nonrecord Material 
Section 

Chapter 2. 

Section 
Section 

Chapter 3. 

2. General Correspondence (Subject) Files 

PLANNING AND MANAGEMENT RECORDS 

1. Program Planning and Management 
2. Paperwork Management 

FINANCIAL MANAGEMENT RECORDS 

Section l. Budget and Fiscal Accounting Files 
Section 2. Payroll Files 

Chapter 4. GENERAL ADMINISTRATIVE SUPPORT RECORDS 

Section l. 
Section 2. 
Section 3. 
Section 4. 
Section 5. 
Section 6. 
Section 

Chapter 5. 

Section 
Section 
Section 
Section 

Chapter 6. 

Section 
Section 

7. 

Section 3. Training Files 
Section 4. Labor Management Relations Files 

Chapter 7. INFORMATION SERVICES AND PUBLIC RELATIONS RECORDS 

Section 1. 
Section 2. 
Section 3. 
Section 4. 
Section 5. 
Section 6. 
Section 7. 

Communications Files 
Printing, Reproduction, and Distribution Files 
Buildings, Grounds, and Space Management Files 
Security Files 
Travel and Passenger Transportation Files 
Freight Transportation Files 
Motor Vehicles Files 

PROCUREMENT, SUPPLY, AND PERSONAL ,.PROPERTY MANAGEMENT RECORDS 

1. General 
2. Purchase Transaction Files 
3. Contract/Grant Administration Records 
4. Supply and Property Management Records 

PERSONNEL MANAGEMENT RECORDS 

1. General Personnel Program Files 
2. Employment, Performance, and Classification Files 

Congressional Relations Records 
Informational Publication and Promotion Records 
Art, Graphics, and Photograph Files 
Technical Library Records 
Public Information Records 
Technical Publications Management
Formal Appeals and Litigation Records 

127 
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Chapter 8. ADP MANAGEMENT •-
Chapter 9. OCS MINERAL RESOURCE INVENTORY AN,D EVALUATION RECORDS 

Section 1. Exploration Permit Records 
Section 2. OCS Geophysical Survey Data and Maps 
Section 3. OCS Well Logs and Sample Analysis Records 
Section 4. General Subsurface Geologic Interpretations and Maps 

Chapter 10. OFFSHORE MINERAL LEASE SALE RECORDS 

Section 1. Lease Sale Activity Records 
Section 2. OCS Tract Evaluation Files 
Section 3. Post-Sale Evaluation Records 

Chapter 11. GENERAL OCS LEASE MANAGEMENT RECORDS 

Section l. Lease Records 
Section 2. OCS Oil and Gas Field Records 
Section 3. OCS Base Maps and Finding Aids 

Chapter 12. OCS DRILLING OPERATIONS SUPERVISION RECORDS 

Chapter 13. OCS PRODUCTION OPERATIONS SUPERVISION RECORDS 

Section l. OCS Production Rate Files 
Section 2. OCS Production Measurement Files 

Chapter 14. OUTER CONTINENTAL 'SHELF SAFETY AND POLLUTION CONTROL RECORDS 

Section 1. OCS Accidents 
Section 2. Pollution Control 

Chapter 15. STRUCTURE INSTALLATION, REVIEW, AND ANALYSIS RECORDS 

Section l. Installation Review Records 
Section 2. OCS Pipeline Files 
Section 3. OCS Structure Design and Failure Engineering Analysis Records 

Chapter 16. OCS ROYALTY ACCOUNTING RECORDS 

Section 1. OCS Accounts and Collections Files 
Section 2. OCS Gas Extraction Monitoring Files 
Section 3. OCS Gas Processing 
Section 4. OCS Royalty-in-Kind Oil Contr�cting Files 

Chapter 17. OCS MINERAL RESOURCE CONSERVATION RECORDS 

Section 1. MER (Maximum Efficiency Rate) 'Geologic and Engineering Files 

128 
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- Section 2. OCS Reservoir/Field Study Files 
Section 3. OCS Unitization Program Records 
Section 4. OCS Secondary Recovery and Pressure Maintenance Project 

Records 

Chapter 18. RESERVED 

Chapter 19. RESERVED 

Chapter 20. RESERVED 

Chapter 21. MINERAL AND WATER L.A.ND CLASSIFICATION RECORDS 

Section 1. Mir.eral Land Classification Records 
Section 2. Water Resources Classification Records 
Section 3. Cooperativ� Mineral and Water Land Classification and 

Interim Use Reports Records 
Section 4. Leasing and Prospective Area Determination Records 

Chapter 22. ONSHORE MIMERAL AND WATERPOWER RESOURCE INVENTORY AND EVALUA­
TION RECORDS 

Section 1. Geophysical Data and Maps 
Section 2. Well and Corehole Survey Data and Reports 
Section 3. Mineral Resources Investigation and Mapping Files 
Section 4. Water Resources Investigation and Mapping Files -- Section 5. Base Maps and Related Materials 

Chapter 23. ONSHORE MINERAL LEASING RECORDS 

Section 1. Mineral Lease/Permit Application Records 
Section 2. Onshore Competitive Lease Sale Records 

Chapter 24. ONSHORE LEASE/PERMIT MANAGEMENT RECORDS 

Section 1. General Onshore Lease Management Records 
Section 2. Onshore Oil and Gas Lease Management Records 
Section 3. Geothermal Lease Management Records 
Section 4. Onshore Oil and Gas/Geothermal Resources Conrnunitization 

and Unitization Records 
Section 5. Mining Lease/P�rmit Management Records 
Section 6. Oil Shale Lease Management 

Chapter 25. ACCIDENT ANb POtLUTION CONTROL 

Chapter 26. ROYALTY ACCOUNTING FILES 

Section 1. Oil and Gas Royalty Accounts 
Section 2. Geothermal Royalty Accounting 
Section 3. Mining Royalty Accounting Records 

129 
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Section 4. Oil Sha1e
Section 5. Automated 

Royalty
Royalty 

Accounting
Accounting �ystems Files

Section 6. Collection Files 

-
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IrEM 

NUMBER 

__, 
w __, 

-
DESCRIPTION OF RECORDS 

CHAPTER 1. RECORDS COMMON TO MOST OFFICES 

This chapter is a grouping of two types of file mate­
rial: nonrecord or extra copy files of convenience 
or reference material; and general correspondence 
(subject) files. 

SECTION 1. NONRECORD MATERIAL 

This section defines the types of material which are 
considered nonrecord and provides standards for dis­
posing of such material in all Conservation Division 
field activities. Nonrecord materials have no docu­
mentary or evidential value usually because they are: 
(1 ) duplicate copies of an original maintained by a 
separate office of primary interest which serves as 
the official record; (2) printed or processed mate­
rials of which only the master copy is considered 
official; or (3) papers of a transitory nature which 
cease to have any documentary or evidential value 
after their contents are incorporated or adequately 
summarized in other documents; e.g., preliminary 
drafts, shorthand notes, work sheets, etc. 

This type of material accumulates in offices as a con­
venience to personnel, but should be kept to a mini­
mum. Nonrecord material is often found interfiled 
with official papers -- this is a poor files main­
tenance practice. Retention of nonrecord material 

should be destroyed 
is not required. Ideally, much of this material 

without fil!.!!.[. This reduces the 
volume of material in the files and makes files more 
serviceable. If, however, nonrecord material is 
filed, it should be kept separately from official 
records. 

-
DISPOSAL INSTRUCTIONS 

-

-
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a. 

ITEM
NUMBER 

l 01-01 

101-02 

l 01-03 
_,
w;N 

DESCRIPTION OF  RECORDS 
The following standards cover nonrecord material nor­
mally created or accumulated as a result of responsi­
bilities and activities common to all offices. 

Files Maintenance and Disposition Plans. Documents
such as USGS Form 9-1933 which reflect file categories, 
disposal instructions, and other information about the 
files accumulated at an individual file station. 

Readina or Chronoloaical Files. Extra copies of cor­
respon ence prepare and maintained by the originat­
ing office, used solely as a reading or reference 
file for the convenience of personnel. 

Suspense Files. Papers arranged in chronological 
order as a reminder that an action is required on a 
given date; a reply to action is expected and if not 
received, should be traced on a given date; or a 
transitory paper being held for reference which may 
be destroyed on a given date. Examples of papers in 
suspense files are: 

D ISPOSAL INSTRUCTIONS 

Destroy upon ·receipt of a 
revised plan or discontinuance 
of the plan. 

Cut off at close of fiscal year. -
Destroy l year after cutoff or 
after reference value has been 
exhausted, whichever is sooner. 

A-note or other reminder to submit a report or Destroy after action is taken. 
to take some other action. 

b. The file copy, or an extra copy of an outgoing 
communication, filed by the date on which a 
reply is expected. 

c. Papers which may be destroyed in 30 days or less 
as being without further value. 

-

Withdraw papers when reply is -received. If suspense copy is an 
extra copy, destroy it; if it is 
the file copy, incorporate it with 
other papers for file. 

Destroy on date under which sus­
pended. 

-



• 
ITEM 

NUMBER 
1 01 -04 

1 01 -05 

__.
ww 

-
DESCRIPTION OF RECORDS 

Policy and Precedent Reference Files. Copies of
documents establishing policy or precedents pertinent
to
and precedent files are maintained at

future and continuing actions. Normally, policy

levels and consist of extra copies of 
operating
operating pro­

cedures, statements of policy or procedure, examples
of typical cases, and other documents duplicated in
official files. Original or official record copies
will NOT be placed in this file. This file consists
of nonrecord copies maintained only for convenience
of reference. 

Transitory Files. Papers of short term interest
which have no documentary or evidential value and
normally need not be kept more than 90 days. Exam­
ples of transitory correspondence are shown below: 

a. Requests for Information or Publications. Rou­
tine requests for information or publications and
copies of replies ..which require no administrative
action, no policy decision, and no special com­
pilation or research for reply, such as requests
for publications or other printed material. 

b. Letters of Transmittal. Letters of transmittal
that do not add any information to that contained
in the transmitted material. 

c. Quasi-Official Notices. Memoranda and other
papers that do not serve as the basis of official
actions, such as notices of holidays or charity
and welfare fund appeals, bond campaigns, and
similar papers. 

-
DISPOSAL INSTRUCTIONS 

Destroy when organizational �nit
is discontinued or when documents
become obsolete or are no longer
needed for operating or reference
purposes. 

-

Cut off monthly. Destroy 3
months after cutoff. 

-



ITEM
NUMBER 

__,w _,,,. 

1 01 -06 --

1 01 -07 

1 01 -08 

DESCRIPTION OF  RECORDS 

Recordkeepers shall combine the types of temporary
material shown· above into one transitory file
arranged chronologically. If the volume warrants
using more than one folder, four folders labeled as
follows may be used: 

(JAN - MAY - SEP)
FEB - JUN - OCT)

(MAR - JUL - NOV)

Transitory
Transitory
Transitory
Transitory (APR - AUG - DEC)

A folder is used for each month. At the beginning of
each month, the folder used the previous month is.
placed behind the other three, until all four folders
have been used. At the beginning of the fifth month,
the contents of the folder containinq the oldest
material are destroyed and the folder reused for the
current month. 

Routine Control Fil es. Papers used to facilitate or -
control work in progress, such as job control records,
status cards, routing�slips, work processing sheets,
and records which control work flow and record action
taken or serve as receipts for records chargeout.

Agency Directives and Publications - Reference Copies.
Extra copies of local internal and external regula­
tions, directives, and publications; Conservation
Division, U.S. Geological Survey, and Department of
Interior manual releases, bulletins, circulars, pam­
phlets, and public relations material. 

Publications of Other Government Agencies. Copies of
Congressional documents, 0MB Circulars, Code of
Federal Regulations, Federal Register, GSA publica­
tions, etc. 

-

DISPOSAL INSTRUCTIONS 

-

Destroy when work- is completed or
when no longer needed for operating
purposes. 

Keep copies at minimum necessary -
for official reference use.
Destroy when superseded, obsolete,
or no longer needed for reference. 

Destroy when superseded, obsolete,
or in the case of bound volumes,
when not needed for library purposes 

--
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ITEM
NUMB(R DESCRIPTION OF RECORDS 

l 01-09 Non-Government Putilications. Publications of com­
mercial firms, private institutions, and vendors, 
including catalogs, brochures, price lists, and 
similar publications. 

101-10 Librarl Materials. Excess copies of books, pamphlets, 
journa s, and similar materials. 

101-11 Technical Reference Material. Copies of reports, 
studies, special compilation of data, drawings, peri­
odicals, clippings, etc. , which are needed for refer­
ence and information purposes but are not made a part 

__.. of official files. Prepared internally and external­W,
01: ly.

SECTION 2. GENERAL CORRESPONDENCE {SUBJECT) F ILES 

The records described �elow consist of originals or 
copies of correspondence, reports, forms, and other 
materials of a general nature on a wide variety of 
subjects. These materials are arranged according to 
the Subject Classification System contained in 
Appendix II-A of this handbook. 

·" · .1.02�01 . _ "Mission" Correspondence Files. Mission correspon<i-- ··" �ence files document the functions and responsibili-
, ties for which an office is primarily responsible . 

1-- - - - ___,_,___. --a. Mission files created and maintained in offices· �,- · · · whose primary function directly relates to 
Federal leasing programs, mineral resource evalu­
ation and classification, maintenance of royalt y 
accounts, or supervision of operations on mineral 

-
D ISPOSAL INSTRUCTIONS 

Destroy when superseded or 
obsolete. 

Destroy when superseded, obsolete, 
or no longer needed for reference. 
Refer items of potential value to -librarian for disposition. 

Review at least annually. 
Destroy material of no further 
reference value. 

-

Cut off at close of fiscal year. 
Transfer to FARC 3 years after 
cutoff. De�troy 30 years after 
cutoff. 



ITEM
NUMBER 

102-02 

__.
wm: 

DESCRIPTION O F  RECORDS 

leases. 

b. Mission files created and maintained in offices 
whose primary function involves administrative 
support activities such as personnel, procurement, 
property, transportation, travel, communications, 
and similar internal administrative management 
functions. 

"Non-Mission" Correspondence Files. Non-mission cor­
respondence files include correspondence, reports, 
forms, and other papers which are accumulated in an 
office but do not directly relate to the function or 
mission for which the office exists. They generally 
include: (1) copies of papers relating to subjects 
for which another office is responsible for documenta­
tion and (2) papers relating to routine internal' 
management or general administration (i.e. , "house­
keeping" functions) of the office • 

.. 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year. 
Transfer to FARC 2 years after cut­
off. Destroy 6 years after cutoff. 

Cut off at close of fiscal year. -
Destroy 2 years after cutoff. 

-

- - -
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ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

CHAPTER 2. PLANNING AND MANAGEMENT RECORDS 

The records described in this chapter relate to the 
general management, planning, organization, and direc­
tion of Conservation Division field activities. They
are created in the course of developing plans, poli­
cies, and programs; management surveys; management 
improvement functions; and paperwork management acti­ -vities. 

SECTION l • PROGRAM PLANtlING AND MANAGEMENT 

201 -01 Management Objective Files. Documents that accumulate 
from the process of establishing and reporting on 

__, : 
w, short-, mid-, and long-range management objectives for 
-....J: regional and area offices. Includes� but is not 

limited to, directorial, divisional, and local moni­
tored objectives. Papers reflect the establishment of 
schedules to accomplish objectives, reports on prog­
ress, major problems, and accomplishments in meeting 
the management objectives established by the plans, 
fact.sheets, and related documents and correspondence. 

a. Office responsible for consolidation and submis­ Cut off at close of fiscal year -sion of the plan to Conservation Division Head­ in which plan is superseded. 
quarters. Destroy 1 0  years after cutoff. 

b. Contributing, commenting, or coordinating offices. Cut off at close of fiscal year 
in which plan is superseded. 
Destroy 2 years after cutoff or 
when no longer needed for refer­
ence, whichever is earlier. 

201 -02 Management Survey Case Files. Consist of staff stud­
ies or management improvement projects regarding 



DISPOSAL INSTRUCTIONNUMBER S 

a. 

--------------·---,------------.....----------------...
ITEM 

DESCRIPTION OF RECORDS
analyses of administrative policies and procedures,
manpower surveys, organization and methods studies,
paperwork studies, work simplification and standard­
ization studies, workload and work distribution analy­
ses, and similar studies. Includes papers authorizing
the project and describing its scope, purpose, and
objectives; intermediate progress reports and corres­
pondence; final survey report and documentation of
actions taken as a direct result of the survey. 

-Office conducting the or office sponsoring Cut off at close of fiscal year in
a contract to perform 

survey
survey services. which action is completed on survey.

Destroy 10 years after cutoff. 

b. Offices surveyed. De�troy on completion of next com­
parable survey or when no longer
needed for reference •...J;wco' 

201-03 Management Survey Background Files.
in. the collection of data for or during a management
survey or staff study. Includes notes, statistical

Papers accumulated Cut off at close of fiscal year in 
_ which _survey is completed. Destroy

when no longer needed for reference or
data, feeder reports, working papers, copies of direc- 3 years after cutoff, whichever is
tives and local operating procedures, charts, personnel earlier.
data and similar material collected for fact-finding or
back�up purposes. 

-201-04 Management Statistical Hourl� Report Files. These Cut off at close of fiscal year.
, files consist of computer printouts containing statis­ Destroy 2 years after cutoff or

tical data arranged by project number on employee when no longer needed for reference,
hours and percent of hours spent in the various bud­ whichever is earlier.
getary categories. This management information is
used for comparison and decision-making in budget and
manpower planning. Arranged chronologically by pay •
period. 

- •--
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ITEM 
NUMBER
201-05 

.... 
w ,

, 

U). 

202-01 

3/'f w.-PI./ 
. 11r-

DESCRIPTION OF RECORDS 
Monthly/Annual Management Information Reports Files. 
Papers created in tne preparation, coordination, and 
consolidation of monthly and annual reports to Con­
servation Division headquarters. Reports include 
narrative information on program activities, person­
nel, and management activities in each region as well 
as statistical data, such as number of active leases,
permits, lease sale activities, and inspection statis­
tics. 

These files are maintained by the Regional Office or 
GM OCS Operations Office responsible for consolida­
tion, publication, and submission of the report. 
other Conservation Division field offices maintain 
information copies of these reports as nonrecord 
reference material in accordance with item 1 01 -07. 

a. Monthly reports. 

b. Annual reports. 

SECTION 2. PAPERWORK MANAGEMENT 

Local Internal Directives Record Set. Consists of 
the official file copy of each formal policy and 
procedure issuance published by a field office of 
the Conservation Division. Includes supporting case 
file, if any, containing documents relating to the 
preparation, review, clearance, publications, and 
distribution of each internal directive. Arranged by 
type of directive and thereunder by directive iden­
tification. See item number 101-07 for sets of 
dirPrtives maintained for reference. 

DISPOSAL INSTRUCTIONS 

-

Cut off at close of fiscal year 
in which report is issued. 
Destroy 3 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 1 0  years after cutoff. 

-

Permanent. Place in inactive 
file when canceled or superseded. 
Cut off inactive files in 5-year 
blocks.
{at least 

If volume is sufficient 
1 cubic foot), retire 

to FARC 3 years after cutoff. 
Offer to the tlational Archives 
20 years after cutoff. 



ITEM
NUMBER 
202-02 

' C<A , f+/� r, 

..... , 202-03.i:,. •o ;  

1 

.DESCRIPTION OF  RECORDS"
Conservation Division External Directives and Regul a­
tions Record Set. Consists of the official file copy 
of each external issuance published to provide poli­
cies and procedural instructions or direction for 
lessees, permittees, or operators. Includes all for­
mal external issuances, such as OCS Regulations and 
Orders, Notices to Lessees and Operators, Geothermal 
Resource Orders, General Mining Orders, and Safety 
Alert Notices. This standard applies to the master 
set maintained by the regional or area office staff 
responsible for preparation or coordination of external 
directives. Arranged by directive type and thereunder 
by directive identification. See item number 1 01-07 
for reference sets of external issuances maintained by
other offices. 

External Directives Development Case History Files •
Documents relating to the utilization, preparation,
review, clearance, publication, and distribution of 
Orders, Notices to Lessees, and Safety Alerts and-revisions of Orders , Notices, and Safety Alerts . 
Includes a copy of each draft"; material regardin� 
clearance of and concurrence in draft directives and 
other coordinating actions; comments by outside orga­
nizations, lessees, permittees, and operators; and a 
copy of the final issuance. Maintained by issuing 
office. Arranged by type of issuance and thereunder 
by issuance identification. 

a. Orders and revisions to Orders. 

DISPOSAL INSTRUCTIONS 
Permanent. Place in inactive file 
when canceled or superseded. Cut
off inactive files in 5-year blocks. 
If volume is sufficient (at least 1
cubic foot), retire to FARC 3 years 
after cutoff. Offer to the National 
Archives 20 years after cutoff. 

-

-

Place in inactive file when Order is 
rescinded, superseded, or obsolete. 
Cut off inactive files in 5-year 
blocks. If volume is sufficient, 
retire to FARC 3 years after cutoff. 
Destroy 20 years after cutoff. 

-- -
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ITEM 
NUMBER DESCRIPTION OF RECORDS 

b. Notices to lessees. 

c. Safety Alerts. 

__, 202-04 Regional Forms Development File . Consists of copies
.J:>__, '  of locally developed forms or revisions of forms and ' copies of USGS Form 9-1 21 6, Request for USGS Forms 

Action, supporting data, local clearances, and the 
related procedures for use of the instituted or re­
vised form. Maintained by the Paperwork Liaison 
Officer . Arranged by title of form.  

202-05 Reports Control Case Files. Case files maintained for 
each locally required report created, canceled, or 
superseded . Included are documents which reflect
actions taken in approving and controlling specific 
reports, copies of pertinent forms and directives, and 
related correspondence, evaluations, and similar type 
papers . Filed by title or reports control symbol . 

202-06 Reports Control Record Cards . Card files showing per­
tinent information about each locally required report 
such as dates initiated, approved, discontinued; fre­
quency; office of primary interest; preparing element; 
specific recipients; and similar data . Filed by title 
or reports control symbol. 

DISPOSAL INSTRUCTIONS 

Pl ace in inactive fil e  when 
Notice is rescinded, superseded, 
or obsolete . Cut off inactive 
files in 5-year blocks . If
volume is sufficient, retire to 
FARC 3 years after cutoff . 
Destroy 1 0  years after cutoff . 

-
Place' in inactive file when Safe­
ty Alert is rescinded, super­
seded, or obsolete . Cut off 
inactive files in 5-year blocks . 
Destroy 6 years after cutoff . 

Destroy upon notification of 
approval or rejection of form • 

Cut off at close of fiscal year 
in which report is discontinued . -Destroy 2 years after cutoff . 

Cut off when report is discon­
tinued, canceled, or superseded . 
Destroy l year after cutoff . 



- -

ITEM 
NUMBER 

202-07 

202-08 

__, ' .s:,. ;
N I 

DESCRIPTION OF RECORDS 
Records Retirement Lists. Papers maintained by the 
Regional Paperwork Management Officer, records l iaison 
officers, and fil es custodians documenting the retire­
ment of fil es to Federal Archives and Records Centers 
or simil ar storage areas. Incl uded are Standard Forms 
135 or simil ar l ists and rel ated papers. 

Fil es Maintenance and Disposition Pl ans. Documents
such as OSGS Form 9-1 933, Files Maintenance and Dispo­
sition Pl an, which refl ect fil e categories , disposal 
instructions, and other information about the fil es 
accumul ated in individual fil e stations . This series 
is maintained by the Regional Paperwork Management 
Officer. Individual office fil e copies of USGS form 
9-1933 are maintained under item 101- 01. 

DISPOSAL INSTRUCTIONS 
Destroy after al"l records l isted 
thereon have been destroyed or 
when no l onger needed for reference . 

Destroy upon receipt of a revised 
pl an or discontinuance of the pl an. -

-

"' 

-



301 -01 

-

ITEM
NUMBER 

-

DESCRI PTION O F  RECORDS 

CHAPTER 3. F INANCIAL MANAGEMENT RECORDS 

Records described in this chapter reflect the develop­
ment and application of management control over all 
budgeting, dispersing, and internal accounting of 
Conservation Division field offices, excluding royalty 
accoun_ti nq records described in chapters 1 6  and 26 . 
They are for the most part retained copies of docu­
ments transmitted to or received from higher adminis­
trative levels including USGS, Administrative Divi­
sion, Branch of Financial Management. 

SECTION 1 .  BUDGET AND F ISCAL ACCOUNT ING F I LES 

Budget Development and Administrative Files. Docu­
ments accumulated in the preparation of annual and 
long-range budget forecasts and estimates and finan­
cial programs submitted to higher administrative 
levels in Conservation Division for review, approval, 
and incorporation. Iocluded are copies of budget 
estimates for each Conservation Division Regional 
Cost Center, project funding recomnendations, anal­
yses, supporting documents, and related papers. 
Arranged chronologically by fiscal year covered by 
budget program. These files are maintained by the 
staff office responsible for preparation and submis­
sion of consolidated regional cost estimates. Other
offices should maintain materials of this type in 
non-mission subject files and destroy in accordance 
with item 1 02-02. 

Monthly Budget Status Report Files. Consist of USGS 
Financial Management System computer printouts not
described elsewhere in this chapter. These reports 
furnish information on budget status by project 

-

D ISPOSAL I NSTRUCT IONS 

.. 

-

Cut off at close of fiscal year 
covered by budget program. 
Destroy 6 years after cutoff. 

-

Cut off at close of fiscal year. 
Destroy 1 year after cutoff. 

301 -02 



ITEM 
NUMBER 

301-03 

301-04 

301-05 

-

DESCRIPTION OF RECORDS
(account ) number, object class, and fund for each
regional cost �enter. Includes status of
projects by source of funding, 

monthly
monthly project data

file detail listing and summary, and monthly obj ect
class summary. Arranged chronologically by month and
thereunder by report number . 

Monthly Status of Available Funds Reports. Consists
of computer printouts listing in detail for each cost
center all transactions which have entered into the
financial system for each account number with cumula­
tive totals to date by object class-sector. These
reports are used for administrative control over
obligation of funds, to determine unobligated balances
available for obligation, to analyze and project rate
of obligation, and to analyze obligations by obj ect
class. Arranged chronologically by month. 

a .  End of Fiscal Year reports . 

b .  Al l other reports... 
Obligation Registers. Consists of informal registers,
such as USGS Form 9-810, listing formal obligating
documents (e.g . ,  purchase orders) and expenditure
documents (e .g. ,  travel vouchers) maintained to con­
finn postings on official records. Arranged by month
and thereunder by cost center, account number, and
date . · 

Accrued Expenditure Reports. Consists of monthly
reports such as USGS Form 9-803 used to temporarily
record accrued expenditures through the end of the 

-

DISPOSAL INSTRUC.TIONS 

-

Cut off at close of fiscal year .
Destroy 2 years"_afte� cutoff. 

Cut off at close of fiscal year.
Destroy 1 year after cutoff • 

Destroy when register has served its
purpose as an informal register to a

confirm posting to the official rec-
ords, i. e., when all documents listed 

W 

on the register sheet have appeared
on the Monthly Status of Available
Funds and have been checked as
posted and/or paid. ; ' ' ..Cut off at close of fiscal year .
Destroy 1 year after cutoff. 

..-



a. 

-

ITEM 
NUMBER 

301 -06 

__,
..J:>, .  302-01 
U1 ;  

-
DESCRIPTION QF RECORDS 

accounting period. Arranged chronolog"ically by 
month and thereunder by cost center. 

Fund Accounting Adjustment Fi les. Documents accumu­
lated in  monitoring and coordinating the status of 
funds used to finance regional operati ons . Includes
retai ned copies of journal vouchers (USGS Form 9-
1 546 } and related papers submi tted to Branch of 
F inanci al Management to adjust fi scal records 
(except payroll) erroneously reported or recorded. 
Arranged chronologically by period of account . 

SECTION 2 .  PAYROLL F ILES 

Employee T ime Reporti ng Worksheet Files . Codi ng 
sheets prepared by employees showi ng time, attend­
ance, and leave data to be charged agai nst project 
account numbers for the overall USGS f inanci al man­

-
D ISPOSAL INSTRUCT IONS 

.. 

Cut off at close of f i scal year. 
Destroy 3 years after cutoff . 

c. 

agement system. Arranged by pay peri od and thereunder 
by cost center and emp.1 oyee name. 

Copies used to ver ify and correct entri es on pay­ Cut off at close of fi scal year . 
roll di stri buti on pri ntouts and to collect data Destroy 2 years after cutoff. 
for statistical reports. -

b. Copies used to veri fy and complete t ime and Cut off at end of pay period . 
attendance reports. Destroy 6 months a�ter cutoff: 

Employee copies. Destroy when no longer needed for 
reference. 

302-02 T ime and Attendance Reports . These are duplicate Cut off at end of pay period .  
copies of time and attendance reports such as USGS Destroy 1 year after cutoff . 
Form 9-1 800 mai ntai ned by time and attendance 
clerks for local reference. Ori gi nals are forwarded 



I TEM 
NUMBER 

302-03 

302-04 

" 302-05 

DESCRIPTION OF RECORDS 
to the Branch of F inancial Management for payroll
preparation. Arranged chronologically by pay period. 

Pay Differential Approval and Authorization Files. 
Copies of requests for overtime, holiday, and hazard­
ous duty pay submitted to and approved by Branc.h of 
Financial Management and similar or related papers. 
Arranged by cost center. 

Payroll Distribution Reports. These files consist of 
computer printouts for each pay period for each cost 
center arranged by employee account number. Includes
employee name, leave record, pay information, deduc­
tions, year-to-date totals, and similar information. 
Arranged chronologically by pay period. 

Payroll Adjustment and Change Files. Consists of 
retained copies of documents forwarded to Branch of 
Financial Management to correct, change, or make addi­
tions to records reflected in payroll printouts. 
lhtludes �opies of journal vouch�rs and- annotated
printouts prepared to transfer salaries and rel�ted 
charges from undistributed payroll account; copies of 
accounting distribution change worksheets prepared to 
add or change employee account number; related cor­
respondence regarding discrepancies in leave balances, 
salary checks, deductions, etc. Arranged chrono­
logically by pay period. 

-

D ISPOSAL I NSTRUCTIONS 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff. 

Cut off when printout for succeed­
ing pay period is received. -
Destroy 1 year after cutoff pro­
viding any differences have been 
reconciled. � 

Cut off at close of fiscal year . 
Destroy 2 years after cutoff. 

-

.. 

-
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ITEM

NUMBER 

401 -01 
_, 
...... .  

401-02 

402-01 

DESCRIPTION OF RECORDS DISPOSAL INSTRUCT IONS 
..CHAPTER 4. GENERAL ADMINISTRAT"IVE SUPPORT RECORDS 

The records described below relate to administrative 
support services including communications , printing 
and duplicating , buildings management and security , 
and travel and transportation services. These rec­
ords are usually generated in the performance and coor­
dination of administrative service operations and -
activities at the regional and area office levels. 

SECTION 1 .  COMMUN ICATIONS F ILES 

Telephone Directory Files. Correspondence , forms , and Destroy 3 months after issuance of 
other records relating to the compilation of telephone superseding listing. 
listings and directories. Includes copy of each direc-
tory. Arranged chronologically by date of issuance. 

Postal Records. Consist of U . S. Postal Service forms Cut off at close of fiscal year . 
and supporting papers such as receipts for registered Destroy l year after cutoff. 
and certified mail , insured mail , special delivery 
receipts and forms; reports of 1 oss , and simi-1 ar types 
of do�uments. Arranged chronologically. 

SECTION 2. PRINTING , REPRODUCTION -
AND D ISTR IBUTION F ILES 

Printing and Reproduction Requisition Files. Includes Cut off at close of fiscal year 
printing procurement unit copies of requisition, in which requisition is completed 
specifications , delivery receipt, and related papers. or canceled . 

after cutoff. 
Destroy l year 

Arranged by requisition number. See item 502-03 
regarding records relating to contracted printing and 
duplicating jobs. 



ITEM
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

402-02 Mailing Lists and Related Material . Consists of a 
copy of each mailing list and correspondence, request of mailing list.  

Destroy after appropriate revision 

forms, and other records relating to chanqes in mailing 
lists . 

402-03 
Consists of reta, ne 
Office Copying E�uiament Production and Cost Fil es. 

copies of production records or
reports and cost records (including rental, repair, 
maintenance, and supply costs) submitted to higher 
administrative levels. Includes USGS Form 9-1  892  , 
Record of Rented Copier Costs, meter cards, and simi­
lar or related documents . 

SECTION 3 .  BUILDINGS, GROUNDS, AND 
SPACE MANAGEMENT FILES 

403-01 Space Allocation and Utilization Files . Copies of 
requests for space, record of assignments, reports on 
requirements or hol dings, records used for internal 
space planning, request� for adjustments, - space lay- ­
outs and floor plans, and related data. Arranged by 
building location. 

403-02 Building Maintenance and Service Files. Papers relat­
ing to the geperal administration of buildings and 
grounds maintenance and services. Includes records 
regarding instal"lation and placement of electrical 

, outlets and communications equipment, issuance of room 
keys, furniture moving, painting, air conditioni ng and 
plumbing services, custodial services, etc . Arranged
by building location. 

SECTION 4. SECURITY FILES 

404-0i Visitor Control Files . Registers or logs used to 
record names of visitors, such as outside contractors, 

- -

Cut off at cl ose of fiscal year. 
Destroy 2 years after cutoff. 

-

Cut off at close of fiscal year in 
which assignment is terminated, 
lease canceled, or when ·plans are 
superseded or ·become obsolete. -
Destroy 2 years after cutoff. 

Cut off at close of fiscal year . 
Destroy 2 years after cutoff or 
when purpose has been served, which­ -ever is earlier . 

.. 
Cut off at close of fiscal year or 
after final entry in register as 

- T 



- - -
ITEM 

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 
..

service personnel, vendors"' representatives, anp other appropriate. Destroy 2 years 
visitors. after cutoff. 

404-02 Identification Credentials. Includes buildings and 
visitor passes, employee identification cards, appli­
cations, listings, and similar records. 

SECTIOt� 5 .  TRAVEL AND PASSENGER TRANSPORTATION F ILES 

405-01 Travel Authorization Controls. Registers, log sheets, 
or similar control documents created to control and 
record the assignment of document numbers to employee 
travel authorizations. 

405-02 Travel {Emolovee"} Files. Documents concerning official 
travel of individual employees. Includes copies of 
employee requests for travel, training, and/or attend­
ance at meetings"; travel authorizations"; training
authorizations involving travel"; travel vouchers"; jus­
tifications for advance of funds ; and similar or 
related papers. Arranged alphabetically by employee 
name. These files are maintained for administrative 
purposes by unit responsible for providing travel ser­
vices. Employee travel files in other offices should 
be maintained with the non-mission subj ect files and 
destroyed in accordance with item 1 02-02. 

405-03 Transportation Request Accountability Controls. 
Registers or sheets documenting the issue or receipt
of Government Transportation Requests. 

Destroy 3 months after return of 
credentials to issuing office. -
Cut off at close of fiscal year in 
which final entries are made on" · 
all authorizations entered for 
that year . Destroy 3 years after 
cutoff. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 

-
Destory 1 year after all entries 
on the register are cleared. 

405-04 Passenger Transportation (Carrier} Records. Copies of Cut off at close of fiscal year. 
documents reflecti ng payments to carr1ers, consisting 
of memorandum copies of vouchers (SF 1 171 A), duplicate 

Destroy 3 years after cutoff. 



-----... -------------------------�-----------------.. 

I TEM 

NUMBER DESCR I PT ION OF RECORDS 
copies of transportation requests tSF 1169 ) ,  and 
related supporting documents. Does not include docu­
ments associated with contracts for helicopter trans 
portation (see item 503-02). 

SECTION 6 .  FRE IGHT TRANSPORTATIOU F ILES 

Documents accumulated in the shipment of office sup­
plies , records , furniture , equipment , and household 
effects maintained by unit  responsible for arran�ing 
for freight transportation. 

406-01 Bills of Lading Register Files. Loq sheets or regis­
ters used to account for Government Bills of Lading. 

406-02 Bills of Lading Files. Government and commercial ..... bill s of lading and supporting papers •
U1 ;
O ·  

a. Issuing office copy. 

b. All other copies . 

406-03 Freight Claims Files. Over , short , and damage 
reports or similar records and supporting data. 

SECT ION 7 . MOTOR VEH ICLES FILES 

The documents described below are accumulated in 
leasing vehicles from GSA and in managing the use 
of Survey-owned vehicles. 

Leased Vehicle Assignments. Aqency ' s  copy of GSA 
1 1 52 ,  Motor Vehicle Assignment neceipt , requests to 

- -

DISPOSAL INSTRUCTI ONS 

-
Cut off after final entry on regis­
ter. Destroy 3 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 3 ye�rs after cutoff. __

Cut off at close of fiscal year. 
Destroy 1 year after cutoff. 

Cut off at close of fiscal year in 
which claim is settled. Destroy 2 
years after cutoff. -

•
Cut off at close of fiscal year in 
which vehicle is returned to GSA . 

-



-

I TEM 
NUMBER 

407-02 

407-03 

407-04 
_.w,
<Tl _. 
,-..
Ill
::,
Q. 

_. 
<Tl
N '........ 

407-05 

-
DESCRIPTION OF RECORDS 

GSA for assigned vehicles, and related papers and 
correspondence.

Vehicle Daily Use Files. Requests for motor vehicle, 
daily dispatch logs, vehicle use documents, requests 
for overnight storage of motor vehicles, and similar 
or related papers . 

Motor Vehicle Accident Reports. Records relating to 
motor vehicle accidents. 

Motor Vehicle History Records. Documents reflecting 
historic information on each Survey vehicle from 
acquisition to disposal. Included are procurement 
requests and justifications, purchase orders, repair/ 
maintenance invoices, license plate issuance, special 
equipment capability, daily trip logs, and similar 
information . 

Vehicle Release and Transfer File. Papers relating 
to transfer of vehicles within the agency or out of 
the Department of Interior. Includes transfer 
voucher, vehicle history, and related papers . 

-
DISPOSAL INSTRUCTIONS 

•Destroy 1 year after cutoff . 

months after cutoff
Cut off monthly . Destroy 3 

. 

-
Cut off at close of fiscal year 
in which case is closed. Destroy
6 years after cutoff . 

Cut off at close of fiscal year 
in which vehicle is transfered 
or otherwise disposed of. 
Destroy 1 year after cutoff. 

Cut off at close of fiscal year 
in which vehicle is transfered 
or otherwise disposed of. 
Destroy 1 year after cutoff . -
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ITEM
UMBE" scRIPTION OF REcoRDs ISPOSAL INSTRUCT"!ONS

i-
N__" _R--t_____ D..;..E_" ______" ________-J. ___ D �

CHAPTER 5. PROCUREMENT, SUPPLY, AND PERSONAL 
PROPERTY MANAGEMENT RECORDS .. 

The records described in this chapter pertain to the 
procurement of supplies, equipment, and services; 
related supply matters; and the management, distribu­
tion, transfer, and disposal of personal property. 
Includes purchase orders for small purchases issued 
at regional or area level; requisitions or requests -
for contract action by USGS Administrative Division, 
Branch of Contracts; supply requisitions; property 
inventory and control records . These records are 
primarily copies of documents retained by regional
or area administrative offices for administrative con­
trol and local reference. 
are forwarded for posting to or maintenance in offi­

Originals and other copies 
___. 
<.n :' w ' cial purchasing, accounting, and property control

records. 

SECTION .1 . GENERAL 

Destroy when superseded, obso­
lete, or no longer needed for 
reference . 

Arranged alphabetically by vendor -
name. 

501-02 Equipment Technical Manuals and Ooeratinq Instruc­ Destroy when superseded, obso-
tions. lete, or when related equipment 
tenance instructions for various items of equipment 

Includes parts li sts, installation ana main­
is disposed of. 

that are owned by Conservation Division. Arranged by 
type of equipment or vendor name."· 

501-01 Vendor Reference Materials. Documents listing sup­
plies and services offered by vendors. Includes
catalogs, brochures., pamphlets, mailing lists, and 
similar materials. 



- -

I TEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

SECTION 2. PURCHASE TRANSACTION FILES 

The records described below relate to the initiation, 
obligation, administration, delivery, receipt, verifi­
cation, and certification for payment of purchase 
transactions for equipment, supplies, and services. 
These files are maintained by the Regional or Area 
Administrative Officer. Copies of these documents 
in other offices will be maintained in the non-mission 
subject files and destroyed in accordance with item -
102-02. 

502-01 Procurement Registers. Re�isters or logs maintained Maintain on fiscal year basis. Cut
to record and control the assi�nment of numbers to off upon termination of final entry 
purchase orders, requisitions, job orders, printing for the fiscal year. Destroy 3 years 
requisitions, amendments, and similar type documents after cutoff. _, and to record other data relative to processing of 

.i:,. ·  
<.Tl 

procurement actions. 

502-02 Purchase Transaction Document Index File."- Consists Cut off at close of fiscal year in 
of extra copies of purchase orders, requisitions, and which related transaction is com­
similar type documents used as a cross reference to pleted. Destroy 3 years after cut­
documents in purchase transaction files. Arranged off or when no longer needed for 
alphabetically or numerically as appropriate. reference, whichever is earlier. 

502-03 Purchase Orders or Comparable Instruments for Amounts Place in inactive file when trans­ -within the Smal"l Purchases Limitation (Administrative action is completed. Cut off 
' Copies. Consists of documents relating to the pro­ inactive file at close of fiscal 

curement of equipment, supplies, and services within year. Destroy 3 years after cutoff. 
procurement authority delegated to Conservation 
Division officials; i.e. , purchases within the Small 
Purchase Limitation. In addition to the purchase 
documents (such as USGS Form 9-1134 or SF 147), 
includes initiating requisition (such as Form DI-1), 
quotations for purchases from corm1ercial sources, 
justifications, receipt documents, copies of bills of ______,__________________________..,._________________, ,·-
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ITEM 
NUMBER DESCRIPTION OF RECORDS 

lading or invoices, and supporting or related papers
and correspondence . Arranged by type of purchase
order; i . e . ,  one-time purchases or 11blanket 11 pur­
chases, and thereunder by purchase order number . 

502-04 Requisitions for Purchases in Excess of Small Pur­
chases Limitati on (Administrative Copies . )  Consists
of administrative copies of documents submitted to
Branch of Contracts or regional Administrative Divi­
sion for procurement action . Includes Form D I-1 ,
Requisition, or equivalent"; justifications ; and
other supporting papers; may also include a copy of
the resulting pur�hase order/contract . Arranged by

u, requisition number . Does not include copies of
u, 

_, 

these documents found in contract propos�l case
files
fi les 

(item
(item 503-02). 

503-01 ) or contract monitori ng case 

502-05 Certified Invoice Files. Consists of documents
related to smal l purchases for which no purchase
order has been written . Includes copy of authori­
zation letter, invoices, receipts, and all support­
ing papers used to verify that goods or services
were received . Arranged alphabetically by vendor
name . 

502-06 Recurring Services Invoice Files. Consists of
retained copies of paid monthl y invoices, primarily
from GSA, for recurring services such as motor pool
services, GSA self-service store purchases, tele­
communications and commercial telephone services,
and printing and duplicating services performed by
the GSA centralized printing facility .
copies of invoices; vouchers, such as SF

Includes
1 080; and

schedules, such as GSA Schedule 789; and related 

D ISPOSAL INSTRUCTIONS 
" 

Cut off at close of fiscal year
in which requisition is completed
or canceled.
after cutoff . 

Destroy 3 years -

Cut off at close of fiscal year .
Destroy 3 years after cutoff . 

-

Cut off at close of fiscal year .
Destroy 3 years after cutoff . 



ITEM
NUMBER 

503-01 
_,
01
O'I 

-

DESCRIPTION OF RECORDS 

receipts and other papers used in verifying invoices/
vouchers for certification. Arranged by type of ser­
vice and thereunder by billing period. 

SECTION 3. CONTRACT/GRANT ADMIN ISTRATION RECORDS 

Records described below relate to the initiation and 
monitoring at the sponsoring office level of contracts, 
interagency agreements, and grants awarded by Branch 
of Contracts to support Conservation Division programs. 
Includes, but is not limited to, helicopter trans­
poration contracts, drilling program contracts, and 
research grants. 

Contract/Grant Proposal Case Files . Docu�ents accumu­
lated by sponsoring offices in requesting contract/ 
grant action at higher administrative levels and 
reviewing and recommending action on prospective con­
tractor/grantee proposals. Included are copies of 
technical speci ficati ons; contractor/grantee proposals";
evaluation papers, notes, and technical reviews; 
recommendation for award or denial; may also include 
sole source justification; and related papers and 
correspondence.

a. Declined applications or proposals. 

b. Successful applications or proposals. 

Contract/Grant Monitoring Case Files. Working files 
maintained by offices or project monitors responsible 
for administering U. S. Geological Survey contracts, 
interagency agreements, and grants to support the 

-

D ISPOSAL I NSTRUCTIONS 

-

Cut off at close of fiscal year in -which denied. Destroy 2 years 
after cutoff. 

Place in contract/grant monitoring 
files at time of award. 

.. 

., 

-

503-02 
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ITEM
NUMBER DESCRIPTION OF RECORDS D ISPOSAL INSTRUCTIONS 

Conservation Division programs. Includes, but is 
not limited to, contracts for helicopter transporta­
tion, radio communications, geophysical data, and 
exploratory drilling and research grants . Case
papers include duplicate copies of documents found 
in the official contract, interagency agreement, or 
grant case file maintained by Branch of Contracts . 
Also included are additional backup materials such 
as notes and working papers concerning contractor/ 
grantee activities; evaluation of contractor/grantee 
proposals; submissions, and progress and technical 
reports; and routine communications pertaining to 
administering the individual contract, interagency 
agreement, or grant • 

..... 
....., a. Copy maintained by technical project monitor in <.n 

the Office of the Conservation Manager or 
Area Of fices. 

b .  Accounts maintenance copy . 

c. All other copies . 

SECTION 4 .  SUPPLY AND PROPERTY MANAGEMENT RECORDS 

504-01 FEDSTR IP Requisition Files. Includes copies of 
requisitions, such as GSA Form 344, and related 
documents showing evidence of issue, delivery, and 
receipt of equipment and supplies. Arranged by 
Julian date . 

"' 

-

Cut off at close of fiscal year 
in which contract is completed . 
Destroy 3 years after cutoff. 

Cut off at close of fiscal year 
in which contract is completed . 
Destroy 3 years after cutoff. 

Destroy upon termination or -
completion . 

Cut off upon completion or can­
cellation of requisition . 
Destroy 6 months after cutoff . 



- -
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ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

504-02 

504-03 

504-04 

..... 
u,co 

504-05 

504-06 

Publications or Forms Requisition fil es. Incl udes 
copies of Forms DI-1 , transfer requests, and rel aterl 
documents accumulated in the process of requisitioning 
publ ications and accountable and nonaccountable bl ank 
forms from U.S. Geological Survey or Department of 
Interior stock. Arranged by requisition number. 

Supply Room Receiving Files. Documents reflecting 
receipt of shipments of supplies and equipment by 
Conservation Division field office supply rooms. 
Includes freight bill s, packing sl ips, and supply 
room copies of purchase orders or requisitions. 

Supply Room Requests. Consists of requisitions or 
requests for supplies and equipment from supply rooms. 

a. Supply room copy • 

b. All other copies. 

Publication or Forms Stock Record Files. Publication
and bl ank forms stock records maintained to reflect 
the status of supply of directives, publications, and 
blank forms. 

Inventory Control Card Files. Consists of inventory 
control card fil es used for property control and 
maintenance. Cards customarily incl ude a description 
of the property, identifying numbers, and the loca­
tion. Arranged by location, item, or other identifi­
cation as appropriate. 

Cut off upon completion or cancel­
lat ion of requisition. Destroy 6 
months after cutoff. 

Cut off when shipment is received . 
Destroy 3 months after cutoff. 

-

Cut off at close of fisca l year in 
which request is completed or can­
celled. Destroy 2 years after 
-cutoff. ---

Cut off monthly. Destroy 6 months 
after cutoff. 

Destroy on supersession, recision, 
or obsolescence of related item or -when card or register is fil led, 
whichever is sooner. 

Place in inactive file upon disposi­
tion or transfer of property. Cut
off at close of fiscal year. Destroy
2 years after cutoff. 

- ... 
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I TEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

504-07 

504-08 

..... 
Ul 504-09
ID 

,......
Ill

' ::s
0. .....°' 
0 

504-1 0 

504-1 1 

Office Machine Locator File. Card file showing date 
of receipt, description, serial number, and location. 
These cards are used in arranging for office machine 
mai ntenance and repair. Arranged by type of machine. 

Controlled Property Inventory Listings. Consists of 
computer printouts and physical inventory documents 
pertaining to controlled personal property. Includes 
retained copy of annual inventory of controlled 
property listed by name of responsible employee show­
ing item survey identification number, value, etc. , 
and employee signature • 

Employee Propertl Issue Cards. Consists of property 
cards covering a l  controlled property in the custody 
of Division employees. Cards are used to document 
property and equipment charged out to employees. 
Arranged alphabetically by employee name . 

Controlled Property Accountability Files. Documents 
accumulated in control ling and accountin� for non­
expendable personal property. Includes retained 
copies of papers which document the acquisition, 
assignment, transfer, and disposition of controlled 
property such as Survey Forms 9-064, Property Trans­
fer Request ; 9-065, Property File Data Inp�t ;
9-066, Report of Property Survey. Arranged by

and 

property identification number. 

Excess Personal Property Files. Reports of excess 
personal property such as SF 1 20 and related papers. 

Destroy card on disposition of 
all listed items. 

Cut off after next annual list­
ing or next complete physical 
inventory is taken, reconcil ed, 
and approved. Destroy 1 year
after cutoff. 

Destroy on return, transfer, or 
disposition of item. 

Place in inactive file upon 
transfer or disposition of item. 
Cut off inactive file at close 
of fiscal year. Destroy 2 years 
after cutoff. 

Cut off at close of fiscal year . 
Destroy 3 years after cutoff. 

• 

-

-
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ITEM 

NUMBER DESCRIPTION OF RECORDS 

CHAPTER 6. PEP.SOI IN EL MANAGEMEtlT RECORDS 

The records described below pertain to the personnel 
management function. They are for the most part con­
venience files consisting of duplicate copies of 
documents maintained by formally organized USGS per­
sonnel offices. 

SECTION 1 .  GENERAL PERSONNEL PROGRAM F ILES 

601 -01 Operating Office Personnel Records. Unofficial work 
_, folders maintained by supervisors or administrative °' _, officers having personnel management responsibilities; 

e.g. : authority to request or take a personnel action, 
such as recruitment, promotion, evaluation, or dis­
ciplinary action. Consists of information and cor­
respondence pertaining to requests or plans for 
changes in assignment, resume of pertinent experience 
and education, performance appraisals, training or 
career development plans, and other records of this 
type which are necessary to perform officially 
required personne 1 management function. Does IIOT 
include duplicates of papers in official personnel 
files such as notifications of personnel action and 
SF-71 , Personal Qualifications Statement. 

.. 

DISPOSAL INSTRUCTIONS 

.. 

-

Review files periodically to 
destroy documents which have 
been superseded or are no 
longer applicable. Upon 
transfer of employee within 
USGS, forward to gaining 
office . Upon separation or 
transfer outside USGS, for­
ward to the appropriate per­
sonnel office for possible 
inclusion with the official 
personnel file. 

-



ITEM
NUMBER DESCR I PTION OF RECORDS 

601 -02 Employee Record Cards . Cards, such as SF 7B, main­
tained for ready reference which show jobs, grades, 
and similar information relating to an individual ' s  
employment . Arranged alphabetically by employee name . 

601 -03 Employee Locator Files. Consists of information such 
as : name, social security number, current residence 
address, emergency locator information, office address, 
and telephone numbers. 

601 -04 Personnel Actions Report Files . These fi les consist of 
monthly computer listings of personnel actions pro­
cessed for each regional cost center. 

601 -05 Motor Vehicle Oeerator Files. Consist of documents _. 
en relating to individual employee operation of Government 
N '  owned vehicles. Includes driver tests, authorization 

to use, safe driving awards, and related correspondence .  
Arranged alphabet i ca 11 y by employee name. 

SECTION 2 .  EMPLOYMENT, PERFORMANCE, Arm 
CLASSIFICATION FILES 

602-01 CSC Certificates .  Documents accumulated in obtaining 
from the Civil Service Commission lists of certificates 

' of eligibles from established registers and rep�rting 
on action taken on certificates. Included are copies 
of requests for certification, certificates of eligi­
bles, statements of reasons for passing eligibles, 
and related papers . 

602-02· Applications for Employment . Documents accumulated in 
receivi ng applications, conducting interviews, checking 
references, making selections , and requesting placement 

- -

DISPOSAL INSTRUCTIONS 

Destroy on transfer or separation of 
employee . EXCEPT: Cards for employ­
ees transferred within USGS will be 
forwarded to the gaining office . 

Destroy when superseded or 
obsolete. 

-
Cut off monthly. Destroy when no 
longer needed for reference or l 
year after cutoff, whichever is 
earlier . 

Cut off at close of fiscal year in 
which operator is separated or 
transferred or when authorization to 
operate Government vehicle is 
rescinded-. Destroy 3 yea-rs after 
cutoff . 

Cut off at close of fiscal year . -
Destroy 2 years after cutoff . 

-

.. 



- - -
.. 

I TEM 

NUMBER 

602-03 

0\ ,w 

602-04 

DESCRIPTION OF RECORDS 
of applicants qualified and available for employment
or determining that an applicant is not qualified, 
declines, or will not be selected for other reasons. 
Included are applications, qualifi cation rating sheets , 
applicant referrals for interviews, and related papers . 

a. Successful applications. 

b. Pending or unsuccessful applications. 

Appointment Files. Correspondence, letters, and tele­
grams offering appointments to potential employees • 

a. Accepted appointments. 

b. Offers of appointemtns declined by individuals 
whose names were received from CSC certificates 
of eligibles. 

c. All other appointments declined. 

Promotion Plan Announcement Files. Copies of promo­
tion plan position vacancy notices maintained by 
administrative unit. 

DISPOSAL INSTRUCTIONS 

Forward application for inclu­
sion in official personnel 
folder. 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff. 

File in unofficial personnel 
folder and destroy in accordance 
with item 601 -01 . 

application.
Return to CSC with reply and 

File inside application and 
destroy in accordance with 
item 602-02b. 

Destroy 3 months after announce­
ment closes or is canceled or 
superseded. Except that 
announcements \vhich may be of 
continuing value may be retained 
as nonrecord reference mater ial. 

' 

-

-

1----..J.----�--�-----------· --------.1..-----------------J 



ITEM 
NUMBER  DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

602-05 Certificates of Performance Rating . Retained copies of Cut off at close of fiscal year.
certifications by each supervisor that employees have Destroy 2 years after cutoff.
been rated and the rating discussed with them. 

602-06 Certificates of Within Grade Increases. Retained Cut off at close of fiscal year.
copies of certified computer printouts and related Destroy 2 years after cutoff.
transmittal letters. 

602 -07 Position Description Files. Duplicates of documents Destroy when description is super­
maintained in USGS personnel offices which describe seded or position is abolished. -
duties, responsibilities, and supervisory relation­ Except that descriptions which may
ships of each position within the organization. These be of continuing value may be
include copies of position descriptions and amendments, retained as nonrecord reference
certifications, checklists or fill-in descriptions, material.
multiple or standard descriptions, and related papers. 

__, ' SECTION 3. TRAINING FILES 

603-01 Traininf Authorization Controls. Registers, log sheets, Cut off at close of fiscal year.
or- simi ar control documents created to control and Destroy- 2 years after cutoff.
record the assignment of document numbers to employee
training authorizations. 

603-02 Trainina Record Card Files. Training achievement rec­ Destroy individual record card upon
ords an
employees.

cards showing training history of individual
Arranged alphabetically by employee name. 

separation or transfer of employee. 
-

603-03 ' Training Reports. Documents reflecting proposed and Cut off at close of fiscal year.
Destroy 2 years after cutoff .actual

monthly reports of projected status of training,
training progress and accomplishments .  Includes 

of accomplished training, computer listings andreports
reports of individual employee training, and related ,papers. Arranged by title of report. 

- - -

• 
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NUMBER 

604-01 

604-02 

..... 
01
0\•

. 

. 

-
DESCRIPTION OF RECORDS 

SECTION 4. LABOR MANAGEMENT RELAT IONS F ILES 

Labor Relations Reference Files. Includes basic direc­

Labor and Interior, USGS
tives and regulations issued by the Departments of 

, and CSC ;  information copies 
of decisions and interpretations of agency position 
related to Executive Order 1 1 491 , as amended, and 
local and national union newsletters and publications. 

Labor Organization Recoqnition riles. Documents re­
lati ng to receiving requests for , granting, or deny­
ing recognition of labor organizations. Includes peti 
tions for recognition, election plans, lists of employ 
ees eligible to vote and participate, certifications 
of election results, letters of recognition, denials 
or withdrawals of recognition, and related or similar 
papers. 

a. Recognized organizations. 

b. Other organizations. 

-
.. 

D ISPOSAL INSTRUCTIONS 

• 
Destroy when superseded, obsolete, 
or no longer needed for reference . 

-

Cut off at close of fiscal year 
after termination of recognition. 
Hold 2 years and transfer to FARC 
provided volume is sufficient (at 
least 1 cubic foot). Destroy 1 0  
years after cutoff. EXCEPT :  If"­ -recognition is terminated and
then renewed before the 1 0  year 
retention period expires, bring 
documents forward to current file. 

Cut off at close of fiscal year 
after final decision on withdrawal 
or denial of recognition. Destro�
1 0  years after cutoff. 



- - -

ITEM
NUMBER DESCRIPTION OF  RECORDS D ISPOSAL INSTRUCTIONS 

604-03 Labor Negotiation and Consultation Files. Documents Cut off at close of fiscal year 
relating to contract negotiations and consultations after termination of recognition. 
between regional elements and labor organizations. Hold 2 years and transfer to FARC 
Includes basic, mid-term, renewal, and supplemental provide� volume is sufficient (at 
contract proposals and counterproposals ; Federal Media­ least 1 cubic foot }. Destroy 10 
tion and Conciliation Service and Federal Service years after cutoff. EXCEPT: If 
Impasses Panel correspondence and position papers ; recognition is terminated and then 
tiation attendance records, minutes, and transcripts

neqo­
renewed before the 10 year retention ; 

-draft and approved agreements ;  minutes of advisory period expires, bring documents for-
committee meetings and special consultation meetings ; ward to current file. 
and related or similar documents. 

604-04 Com�laints and Grievances Case Files. Documents cre­ Cut off at close of fiscal year in 
ate in deal ing with and resolving labor contract which final decision is made. 
grievances and complaints of unfair labor practices. Destroy 7 years after cutoff. 
Includes copies of grievances or complaints, appoint­

_. ment of examiners or arbitrators, transcripts of 
O'I
O'I hearings, depositions, records of arbitrators ' or

Administrative Law Judges"' final decisions, and �related- papers and correspondence. - -

-

• 
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ITEM 

NUMBER 

- \m 
...... ! 

I 

701a-01 

DESCRIPTION OF RECORDS 
CHAPTER 7 .  INFORMATION SERVICES AND PUBLI� 

RELATIONS RECORDS 

The fi l es described bel ow pertain  to the i nformati on 
and publ i c  and Congressi onal rel ati ons acti v ities of 
Conservati on Di v isi on fi el d el ements. Incl uded are 
Congressional investi gati ons, newspaper cl ippi ngs, 
speeches and presentati ons, techni cal and informa­
ti onal publ i cati ons, l ibrary control records, records 
mainta ined for publ i c  inspecti on under the Freedom of 
Informati on Act, and l egal and l egisl ati ve records • 

. Routi ne requests for i nformatiaon or publ i cati ons are 
mai ntai ned i n  a transi tory correspondence fi l e  and 
destroyed in  accordance with i tem 1 01 -05 . 

SECTION 1 .  CONGRESSIONAL RELATIONS RECORDS 

Congressi onal Commiattee Investigatiaon Fi laes. Docu­
ments accumulaated as a result of investi gati ons and 
studies of Conservation Di visi on fi el d off ice actia­
vities by Congressi onal committees. Incl uded are 
papers rel ating to the conduct of the investi gati on, 
informati on on the activities of investi gating com­
mittees, anal yses of committee reports, committee 
recommendati ons, and USGS repl ies. 

D ISPOSAL INSTRUCTIONS 

-

Pl ace in  i nacti ve fi l e  when 
investigati on i s  cl osed. Cut off 
inactive fi l e  at cl ose of fi scal 
year. De�troy 1 0  years after 
cutoff. 
EXCEPTIONS : ( 1 ) Papers on i nves­
ti gat ions whi ch requi re extensive 
research projects or special geo­ -
l og i c, geophysi cal , and engi neer­
ing studi es shoul d be fi l ed in 
the project or study case fi l e  
and destroyed in accordance wi th 
spec i fi c  d i sposal instructiaons 
provi ded for that type of study 
or project i n  these schedul es. 
( 2 )  Routine correspondence, 
reports, and other papers accu­
mul ated in the course of pre­
paring i nput for repl ies to 
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702-02 
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-

DESCRIPTION OF RECORDS 

SECTION 2. INFORMATIONAL PUBLICATION 
AND PROMOTION RECORDS 

Morgue Fil es. Newspaper, magazine, and press service 
teletype cl ippings regarding Conservation Division 
programs, activities, and personnel . Arranged 
chronol ogical l y by month. 

Informational Publ ications Master Fil es. Consists of 
the official fil e copy of each booklet, pamphl et, 
poster, monograph, monthly and annual report, empl oyee 
news letter, or other issuance primarily of an informa­
tional character. Incl udes publ ications for internal 
agency- -use and publ ications for promotional or external 
use. Official fil e copy is maintained by the office 
responsibl e for preparation and issuance or the office 
requiring contractor preparation. Publaications in 
this _ filae wilal be distinctly  marked "Record Set 11 and 
wil l not be charged out .  

See Item 1 01 -07 for reference sets of  publ ications 
maintained outside the originating office. See Items 
202-01 through 202-02 for the l ocal directives record 
set. See Section 706 for scientific and technical 
publ ications records. 

SECTION 3. ART, GRAPHICS, AND PHOTOGRAPH FILES 

Visual s, Exhibits ,  Art, and Graphic Fil es. Original 
art work, il lustrations, slides, charts, graphics, 

-

DISPOSAL INSTRUCTIONS 

routine Congressional inquiries 
shoul d be fil ed in the subject cor­
respondence filaes and destroyed in 
accordance with the instructions in 
Section 102 of these schedul es. 

-Cut off monthl y. Destroy 3 months 
after cutoff. 

Permanent. Cut off when publ ication 
i s  superseded, cancel ed, or 3 years 
after issuance, whichever is earl ier • 
Retire to FARC 3 years after cutoff 
provided there is sufficient volaume 
(at l east one cubic foot). Offer to 
the National Archives 20 years after 
cutoff. 

-

Destroy on printing of publ ication, 
after presentation, or when no 

-
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DESCRIPTION OF RECORDS 

acetates, negatives, and other visual aids. 

Video Recording and Motion Picture Files. Files con­
sist of motion pictures and video tapes produced by 
or sponsored by Conservation Division regional acti­
vities and used for promotional, educational, and in­
formational purposes. 

a. Video recordings. The original recording or the 
earliest generation of each recordinq or a kine­
scope of the recording. 

regiona activities
Files produced or sponsored by 
: the original negative or 

color original plus separate optical sound track, 
an intermediate master positive or duplicate 
negative plus optical sound track, and a sound 
projection print for each motion picture. 

b. Motion fictures. 

c. Additional duplicate recordings of ' a '  and addi­
tional duplicate prints of ' b ' .  

d. Finding aids and production documentation. Exist­
ing finding aids such as data sheets, shot lists, 
catalogs, indexes, and other textual documentation 
necessary for the proper identification, retrieval 
and use of the video recordings and motion pic­
tures as well as production case files or similar 
files which include copies of production con­
tracts, scripts, or other documentation bearing on 
the origin, acquisition, release, or ownership of 
the production. 

-
DISPOSAL INSTRUCTIONS 

longer usabl e, except that art­ \

work of continuing usefulness may 
be retained as nonrecord material 
until no longer needed. 

-

Permanent . Offer to NARS when 5 
years old or when no longer needed 
whichever occurs first. 

Permanent. Offer to NARS when 5 
years old or when no longer needed 
whichever occurs first. 

Destroy when 5 years old or when 
no longer needed, whichever -occurs first. 

Permanent. Offer to HARS in 
accordance with instructions 
governing the disposition of the 
related production. 
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ITEM 
NUMBER DESCRIPT ION OF RECORDS D ISPOSAL I NSTRUCT I ONS 
703-03 Photograph Files. The original negative and a cap­

tionea print for each black and white image and the 
original color transparency or color neqative, a cap­
tioned print, and an internegative (if one exists) for 
each color irrage. 

a. Photographs of significant agency officials and 
other individuals and photographs resulting from '1'· 

' __. .....,
0 

704-01 

704 -02 

significant agency program responsibilities which 
constitute evidence of the organization, functions, 
policy development, decisions, procedures, opera­
tions, or other activities. 

b. Photographs made to serve a temporary purpose but 
not having sufficient value to justify continued 
retention . Includes but is not limited to photos 
reproduced in technical reports which are meaning­
less without the report; duplicate and extra 
copies; and photographs of local interest only. 

SECT ION 4. TECHN ICAL L IBRARY RECORDS 

Library Catalog Cards and Shelf Lists. Cards, lists, 
and similar documents showing author, titles, cross­
references, subject, and location of items on shelves. 

Library Item Procurement Files. Documents accumulated 
, by the librarian in reviewing, approving, and control-

1 i ng the procurement of books, periodicals, and .
publications for library and reference purposes. 

other 

Includes copies of subscription documents, duplicate 
copies of purchase orders and invoices, and similar 
or related papers. 

-

Permanent. Cut off file every 5 
years at the close of the fiscal 
year and offer to NARS 5 years 
after cutoff. -

Destroy when purpose is served or no 
longer needed for reference. 

Destroy when related items have been 
permanently removed from the library. 

-
Cut off at close of fiscal year in 
which procurement action is com­
pleted or canceled. Destroy 2 years 
after cutoff. 

, 

--
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705-01 

DESCRIPTION OF RECORDS D ISPOSAL INSTRUCTIONS 

SECTION 5. PUBLIC INFORMATION RECORDS 

The ·records described iri this section are accumulated 
and maintained in separate collections specifically 
for public inspection in accordance with local direc­
tives , the Freedom of Information Act , and related 
laws and regulations regarding public access to 
government records . These re�ulations and orders , 
such as Gulf of Mexico OCS Order 1 2 ,  provide that 
certain information on active ·1 eases and wells , geo­
logical and geophysical data on expired leases , acci­
dent investigations , pollution , and enforcement action 
reports , and mining development plans be available to 
the public. Selected proprietary information has been 
deleted from these records as a 1 1  owed by the regul a-
t ions and the Freedom of Information Act . 

The disposal criteria given below for records pertain­
ing to leases and wells apply ONLY TO THE COP IES OF 
THESE DOCUMENTS MAINTA l tlED SPECIF ICALL V FOR PUBL IC 
INSPECTION. 

Freedom of Information Act Reauest Files. Documents
accumulated in preparing replies to inquiries speci­ -
fically identified as FOIA requests. Includes the 
request , estimates of search costs and reproduction 
fees , documents reflecting coordination of the
response , and related papers and correspondence. 

a. Approved requests and denied requests which do not Cut off at close of fiscal year 
result in appeals or litigation. in which reply is sent. 

2 years after cutoff. 
Destroy 

b .  Denied requests resulting in appeals or litigation Cut off at close of fiscal year 
in which final determination is 
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DESCRIPTION OF  RECORDS DISPOSAL INSTRUCTIONS 
SPECIAL COPIES MAINTAINED FOR PUBLIC INSPECTION 

ITEM
NUMBER 

- w u.wwwauaau a caw made.
after cutoff.
after cutoff. 

Transfer to FARC 2
· Destroy 10 

years
years 

705-02 

705-03 

705-04 

-' ...... :
N 

705-05 

705-06 

705-07. 

-

Co�y Fee Collection Register. Consists of documents Cut off at close of the fiscal year.
whi ch provide a record of receipt and disposition of De£troy 4 years after cutoff.
funds received for copies of public information
records. 

-Monthly Report of Operations - OCS, USGS Form 9-152. Cut off monthly. Destroy 3 years
Copies of lessees and operators monthly report of after cutoff.
operations. The "remarks" column has been deleted
from these reports. Arranged by month in lease order. 

Well Completion or Recompletion Report and Log, USGS Cut off at close of calendar year.
Form 9-330. Copies of well completion reports and Destroy 7 years after cutoff.
logs filed by lease number. Information available
depends on production status at the time the form is
filed. �rranged by year.

Sundry Notices and Reports on We11s, USGS Form 9-331 • Cut off monthly. Destroy 7 years
Copies of Form 9-331 used as 11ffotice of intent to" after cutoff.
conduct an operation or "subsequent report of " opera­
tions. Items 4 and 17 may be deleted. Arranged by
month. -
Application for Permit to Drill, Deepen , or Plug Back, Cut off monthly. Destroy 7 years

, USGS Form 9-33lc. Copies of applications for permits after cutoff.
to drill, deepen, or plug back and attached location
plats. Location of well at top production zone and
proposed casing and cementing program may be deleted.
Arranged chronologically by month. 

Quarterly Oil Well Test Report , USGS Form 9-1869. Cut off at close of calendar year.
Copies of quarterly oil well test records for OCS Destroy 4 years after cutoff.
leases. All information on the form is available. 
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DESCRIPTION OF RECORDS 

SPECIAL COPIES MAINTAINED FOR PUBLIC INSPECTION
Arranged chronologi cally by calendar year and there­
under by fi eld, block, and operator. 

OCS Semiannual Gas Well Test Report , USGS Form 9-1 870. 
Copies of semiannual well test reports for OCS leases. 
Arranged chronologi cally by calendar year and there­
under by fi eld, block, and operator. 

OCS Multi-Poi nt Back Pressure Test Report. Copi es of 
multi-point back pressure test reports for OCS leases. 
All i nformati on on the reports i s  avai lable.
Arranged chronologically by calendar year and there­
under by fi eld, block, and operator. 

Index to OCS Lease Records. Publ ic  i nformati on card 
indexes used to cross reference well numbers to 
Ameri can Petroleum Insti"tute well numbers and block 
numbers to OCS lease numbers. 

Geophysical Interpretati ons, Maps, and Data. Consi sts 
of extra copies of 11open fi le11 geophysi cal i nformati on 
purchased by USGS or subm itted by permi ttees, lessees , 
or operators as requi red by 30 CFR Parts 250 and 251 . 
Includes common depth point and hi gh resoluti on data 
including processed informati on and shot poi nt loca­
tion maps and other data such as shallow an� deep sub­
bottom profi les, bathymetry, si de-scan sonar, gravity 
and magneti c, and data from speci al studies such as 
veloci ty surveys. Thi s  i tem applies only to any 
copies made specifically for publi c  i nspecti on. 

Geologi cal Interpretati ons , Maps, and Data. Consi sts
of extra copies of "open fi le" !leologi c  informati on 
purchased by USGS or submi tted by permi ttees, lessees , 
or operators. Includes paleontologic  reports, well 

-
DISPOSAL INSTRUCTIONS 

Cut off at close of calendar 
year. Destroy 4 years after 
cutoff. 

Cut off at close of calendar 
year. Destroy 4 years after 
cutoff. 

Destroy when obsolete, super­
seded, or no longer needed for 
reference. 

Destroy \'Jhen corresponding offi­
c ial fi le copies are destroyed 
or when no longer needed for 
reference, whichever is  earli er. -

Cut off at close of fi scal year 
i n  which data is  made available 
for publi c i nspecti on. 
7 years after cutoff. 

Destroy 
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DESCRIPTION O F  RECORDS 

SPECIAL COPIES MAINTA INED FOR PUBLIC INSPECTION 

and drill logs, sample analyses, and other geol ogic, 
geochemical, and hydrologic data and processed informa­
tion. This item applies only to any copies made 
specifically for public inspection. 

"Open File 11 Technical Reports and Maps . Consists of 
extra copies of unpublished manuscript reports, maps, 
and other scientific and technical material prepared 
by Conservation Division field . office employees which 
has been made available for public inspection. Offi­
cial file copies of these reports and maps are main­
tained in the appropriate study case file or project 
file. 

Mining Plans and Modifications. Consists of extra 
copies of mining plans, modifications to mining plans, 
and environmental data collected under the plan. 
Arrange9 as appropriate. 

Individual Well Records. Consists of extra copies of 
Individual Well Records, USGS Form 9-593 or equiva­
lent, which show well status for Public, State, and 
Indian lands. Arranged by township and range. 

SECTION 6. TECHNICAL PUBL ICATIONS MANAGEMENT 

The records described below are accumulated by 
' Regional Publication Units in providing basic edi­

torial services and advice to Area Supervisors and 
authors regarding publication of technical reports and 
maps. Includes formal Survey publications, open file 
reports, and outside publications. The Evaluation 
Standards and Publications (ESP) Section performs 
these services in regions with no editorial unit. 

-

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year in 
which released to "Open File."11

Destroy upon publication or 7 years -after cutoff if not published. 

Cut off at close of fiscal year in 
which the pl an is. approved. 
Destroy 4 years after cutoff. 

Cut off at close of the fiscal year 
in which well is plugged and aban­
doned. Destroy 4 years after cutoff. 

-

.. 
-
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NUMBER 
706-01 

706-02 

706-03 

707-01 

-

DESCRI PTION OF RECORDS 

Techni cal Publ i cations Control s .  Documents used to 
control the numberi ng of publ icati ons and record 
actions i n  processi ng publ i cations . I nc l udes publ i ­
cation control number assiagnment and status cards , 
l ogs , regi sters , or s imi l ar records . 

Techni cal Publ i cati ons Background Fi l es .  RPU cop ies 
of documents reflecting the preparation , rev i ew,  
cl earance , and i ssuance of techni cal reports and maps 
i n  formal Survey publ i cations , open fi l e  reports , and 
outsi de publ i cati ons . Incl uded are records of c l ear­
ances , approva ls ,  and other coordi nat i ng acti ons ; 
techn i cal and ed i tori a l  revi ew reports and conunents ; 
abstracts , press rel eases ; transmi ttal memorandums ; 
and correspondence wi th ESP and Publ i cat ion Di v ision 
regardi ng the publ i cati on . Offi ci a l  fi l e  copi es of 
these materi � ls  are mai ntai ned by ESP . 

Manuscri pts . Consi sts of copi es of manuscri pt maps 
and reports retai ned by the Reg ional Publ i cation Uni t  
when the orig i nal and other copi es are forwarded to 
ESP Section for approval and transmi ttal to Publ ica­
tion Di v ision .  Does not i ncl ude unpubl ished manu­
scri pts and manuscript maps ma i nta i ned by ori g i nat i ng 
offi ce as part of study case fi l e .  

SECTION 7 .  FORMAL APPEALS AND LITIGATION RECORDS 

USGS Ap�eal s  Case Fi l es .  Consists of documents rel at­
in g  toa ormal appeals to the Di rector , U . S .  Geolog i ca l  
Survey , from parti es al l egi ng adverse effect from 
final orders or decisions by offi cers of the Conserva­
tion Di vi sion . The appea l s  procedures are governed 
by 30 CFR ,  Part 290. Inclauded are notiaces of appeal 
and papers showi ng argument of the facts by the 

-
D ISPOSAL I NSTRUCTIONS 

Cut off at c lose of fi scal year 
i n  whi ch subj ect i tem (or a l l 
l isted i tems ) i s  publ ished . 
Destroy 1 year after cutoff. 

Cut off at cl ose of fiscal year 
in wh i ch publ i cati on is i ssued . -Destroy 2 years after cutoff.a· 

Cut off at cl ose of fiscal  year 
i n  wh i ch map or. report is pub-
1 i shed . De�troy , 2 years after 
cutoff. 

-

Cut off u pon i ssuance of fi nal 
decision ora·wi thdrawal of appeal .  
Destroy 6 years after cutoff. 



ITEM 
NUMBER 

707-02 

__,
-..J
O'I 

707-03 

707-04 

DESCR IPTION OF RECORDS 
appellant , reports in reply to the appellant 's  argument 
prepared by the officer who issued the order or deci­
sion , requests for extensions of time , papers reflect­
ing the final decision by the Director , and other 
related papers and correspondence. Official file copie� 
of these documents are maintained at the headquarters 
level. Arranged numerically by appeal number. 

Waiver/Departure Requests. Consists of extra copies of 
approval s and den1 al s of requests for waivers from 
Orders , Notices , and other operational directives for 
lessee canpliance. Arranged by directive type and 
number. This is an extra copy convenience file main­
tained to prepare statistical reports. Official 
copies are maintained in the appropriate case file. 
(See schedule items 1 1 01 -02 , 1 200-02 , 1 501 -02 , or 
1 502-03 . }  

Mineral Leasin Claims and Litigation Case Files. 
1Consists of re erence copies of documents relating to 

cl�ims or actual legal proceedings involvihg mineral 
leasing activities or lease operations on the OCS or 
on Federal and Indian lands in which Conservation 
Division has an interest. Included are advisory 
reports , investigation reports , litigation reports , 
state"irents of claims , copies of processes and plead­
in � ,  supporting documents , and related correspondence. 
Official file copies of these documents are maintained 
at the headquarters level. 

IBLA Appeals Files. Consists of documents related to 
fonnal appeals to the . Interior Board of Land Appeals 
resulting from rej ection of applications and lease 
offers by BLM. Includes notices of appeal , retained 
copies of Geological Survey reports to IBLA , and copies 
of IBLA decisions. 

D I SPOSAL I NSTRUCTI ONS 

Cut off at the close of the fiscal 
year or when no longer needed for -reference , whichever is earlier. 
Destroy 2 years after cutoff. 

Cut off at close of fiscal year in 
which claim is settled or disallowed 

- or in which case is closed. - Destroy
1 0  years after cutoff. 

-

Cut off upon issuance of final deci­
sion or withdrawal of appeal. 

-



- - -
ITEM 

NUMBER DESCRI PTION OF RECORDS D ISPOSAL I NSTRUCTIONS 

a .  Precedential cases. Destroy 6 years after cutoff 
except that cases which may be of 
continuing value may be retained 
as nonrecord reference material . 

b .  Routine cases. Destroy l year after cutoff . 

-__,
---J 
m
I __, 
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---J 
m
I

N ......... 

-
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ITEM
NUMBER 

'..... 
-...J 
-...J 800-01 

-
DESCR IPTION OF RECORDS 

CHAPTER 8.  ADP MANAGEMENT 

The records described in this chapter relate to the 
electronic data processing function including system 
documentation records, machine readable records, and 
records associated with the operation of remote data 
terminals in Conservation Division field offices. 
These records are maintained by the regional staff 
office responsible for mechanized information systems 
and by area office personnel responsible for ADP coor­
dination. All master files and historical files for 
specific ADP systems are maintained on magnetic tape 
or disk by the U. S. Geological Survey, Computer Center 
Division • 

ADP Systems Feasibility and Planning Files . Records
accumulated to provide management with information on 
time, cost, and resources required related to the 
design, implementation, and operation of an ADP system. 
Included are requests for the establishment of a data 
system; project authorizations; documents containing 
definitions of the system including system objectives; 
feasibility studies reflecting comparison of present 
and proposed systems, advantages and disadvantages of 
alternate solutions, cost analyses, equipment require­
ments, tangible benefits. output requirements, and a 
schedule for implementing the proposed system; docu­
ments reflecting review and recommendations for accept­
ance or rejection of the proposal. Accumulated by the 
office conducting the study or sponsoring the contract 
or interagency agreement to perform the study . 
Arranged by system title. 

a. Rejected systems. 

-

D ISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year 
in i,,1hi ch final decision is made. 

-

-



ITEM 
NUMBER 

800-02 

_. 
"'-Jco 

800-03 

-

DESCRIPTION OF  RECORDS 

b. Approved systems. 

ADP Systems Design and Operation Documentation Files. 
Records accumulated to provide official documentation 
of a specific data system. Consists of documents 
required as an overview or overall description of the 
system and documents reflecting operating procedures 
and instruct-ions required to ensure"-proper performance 
during actual operation. Includes documents such as 
the following: general narrative description of the 
system; input/output specifications and flow data; file 
or data set descriptions; input collection instructions 
instructions for punching and encoding raw data into 
machine readable media; computer operating instruc­
tions; program specifications; output preparation and 
distribution instructions. Arranged by system title. 

I 

User Documentation Files. _User oriented information 
and instructions including items such as the following: 
an outline of the capabilities and limitations of the 
system, instructions for preparing source documents 
and samples of each document, edit criteria, instruc­
tions for control and interpretation of output reports, 
procedures for processing work on the computer. 
Arranged by system title. 

-

D ISPOSAL INSTRUCTIONS 

De$trcy 5 years after cutoff. 
Except that systems studies which 
may be of continuing value may be 
retained as nonrecord reference 
material. 

Cut off at close of fiscal year in
which system is continued. Destroy A5 years after cutoff. Except that w
systems studies which may be of con­
tinuing value may be retained as 
nonrecord reference material. 

Cut off when the particular system 
is terminated. Destroy when all 
related magnetic tape data have been 
destroyed . 

-
Cut off when the particular system 
is terminated. Destroy when all 
related magnetic tape data have 
been destroyed. 

• 
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ITEM
NUMBER 
800-04 

800-05 

DESCRIPTION OF RECORDS 
Source Documents. Coding sheets and source documents 
forwarded to data processing activities for card 
punch or other data conversion. 

a. Extra copies of source documents and coding sheets 
prepared for the sole purpose of forming the data 
base for an ADP system or updating system files. 

b. Other source documents. 

Error/Edit Listing Files. These are computer print­
outs showing errors and are used for editing purposes . 

- DISPOSAL INSTRUCTIONS 

Destroy l year after ADP program 
has been debugged and is stabil­
ized or 1 year after input is 
verified, as appropriate. 

-
Return to user for disposition in 
accordance with the applicable 
disposal instruction. 

Destroy after corrections have 
been made and listings verified. 

Permanent. Cut off when program 
has been removed from he system. 
Offer to the Hationa l A -

�
s 5 

years after cutoff. 

�
Aw 

Destroy individual cards when re-I\
placed by new ones. Destroy pro-
gram deck after program has been 
removed from the system; or if 
data has been transferred to mag-
netic file, destroy after magne-
tic file has proven satisfactory 
and has adequate backup; i. e. , 
after second update cycle. 

' 

__. 
U) 

800-06 ADP Source Program Card Files. Punched cards con­
taining common language source program data (source 
deck). Used with a processor or utility program to 
produce a machine coded object program. 

a. Computer simulation applications, e. g., programs 
used in economic evaluation of lease tracts, 
reservoir simulation, and other geologic modeling;
for example, Monte Carlo Range of. Values and 
Black Oil Simulation Systems. 

b. Other applications. 



- -

ITEM 
NUMBER DESCRIPTION OF RECORDS 

800-07 ADP Source Data Cards. Punched cards containing data 
abstracted from source documents and used for conver­
sion to magnetic tape or disk. These cards are 
retained as backup to magnetic tape or disk file. 

a. Used in an updated system . 

b. Used in a one time system; e.g . ,  simulation 
projects. 

__.
(X) 800-08 Raw Data In�ut Magnetic Ta¥es. Magnetic tapes contain­
0 ing ·source ata converted ram punched cards . Used to 

temRorarily store data to be transmitted to the host 
-computer facility. - - -

800-09 Print and Plotter Tapes . Consists of magnetic tapes 
containing source output data". transmitted to the data 
terminal by the host computer facility . Used for 
producing required printouts or card files. 

800-10 Geophysical Data Tapes. Magnetic tapes containing 
' data created from analog magnetic tape or recorded 

directly on magnetic digital tape for scientific 
measurements of geophysical phenomena . 

800-11 Data Processing Job Control Records. Cards or forms 
used to record approved jobs, job numbers, requesting 
office, job description, date received and date due, 
and related information. 

D ISPOSAL INSTRUCTIONS 

Destroy when related magnetic file 
maintained at the host computer 
facility has proven to be satis-
factory and has grandfather backup; a
i .e.,  after third update cycle . W' 

Destroy when related magnetic file 
maintained at the host computer 
facility has proven to be satisfac-
tory . 

Erase after related magnetic file 
maintained at the host computer 
facility has proved satisfactory . 

Erase not later than 10 days after 
the output has been released and 
approved. 

-
Cut off when all data required by 
the related permit or contract have 
been submitted. 
transfer to FARC. 

Hold 15 years and 
Destroy 25 years 

after cutoff. 

Cut off at close of fiscal year in 
which related job is completed . 
Destroy l year after cutoff. 

-
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NUMBER DESCRIPTION OF RECORDS D ISPOSAL I NSTRUCTI ONS 

_,
co_,w. 

901  -01 

. CHAPTER 9 .  OCS MINERAL RESOURCE INVENTORY 
AND EVALUATION RECORDS 

The records described in this chapter are accumulated 
in investigating the mineral resource potential of 
the Outer Continental Shelf and contiguous areas. 
Included are basic scientific and technical 
data and interpretations of this data in the 
form of maps and technical reports. This material 
is obtained from various sources including purchases 
from geophysical and geological data contractors, 
confidential industry submittals, information from 
other government agencies, results of educational and 
research institution ' s  investigations, and data gene­
rated within the U.S. Geological Survey. Many of 
these records are confidential because they contain, 
or are based on , data secured from private sources 
with the understanding that the information will not 
be released outside the USGS. This material may be 
released to "open file
inspection as appropriate . 

11 and made available for public 

See Chapter 1 0  for fil es related to evaluation of 
specific lease sale tracts/prospects. See Chapter 17 
for files related to reservoir studies, reserve esti­
mates , and resource conservation. 

SECTION 1 .  EXPLORATION PERMIT RECORDS 

Geological and Geophysical Exploration Permit Files. 
Consists of documents which relate to the receipt, 
review, and issuance of and monitoring of operations 
under permits to conduct geological or geophysical 
explorations for mineral resources or for scientific 
research 9n the Outer Continental Shelf. Includes
signed or1 ginal of approved permit application and 

Place in inactive file when per­
mit expires. Cut off inactive 
file at close of fiscal year. 
Destroy 5 years after cutoff. 
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I T EM 
NUMl3ER DESCRI PT ION OF RECORDS D I SPOSAL I NSTRUCTI ONS 

901 -02 

901-03 

902-01 

-

related papers and correspondence. Arranged by adja­
cent state and thereunder by permit number. 

Exploration Permit Assignment Control Log . Logs or 
registers used to control the assignment of numbers 
and other identifying data to geologic and geophysical 
exploration permits. 
Geological and Geophysical Permit Data and Interpreta­
tions. Consists of geophysical and geologic data, 
maps, and interpretations submitted in accordance with 
permit stipulations. Includes common depth point and 
high resolution geophysical data including processed 
information and maps, paleontologic reports, well logs, 
sample analyses, and other geologic and geochemical 
data. Arranged by permit number and date. 

SECTION 2.  OCS GEOPHYSICAL SURVEY DATA AND MAPS 
The records described in this section relate to the ac­
cumulation and interpretation of subsurface structural 
information obtained from geophysical surveys. The
results of these geophysical surveys are expressed in 
maps, sections, ind diagrams. These records are used 
to identify and evaluate the mineral potential of sub­
surface formations in the OCS and contiguous areas . 
See Item 705-1_1 for extra public information copies
of "open file" material . 
Hioh Resolution (Shallow) Geophysical Records • . Con­
sists of geophysi cal informati on regarding the near­
surface structural configuration, sedimentary charac- · 
teristics, and bottom of the OCS and contiguous areas. 
This data is used to support environmental impact 
analyses, shallow hazards analyses, lease tract eval­
uations, and special �tudies in�luding marin� archae­
o l ogy. Includes but i s  not limi ted to seism"i c and 
shallow sub-bottom airgun and sparker sections, 

Cut off at close of fiscal year . 
Destroy when all listed items have 
been destroyed. 

Cut off when all data required by 
permit stipulations have been re­
ceived . Release to "open file" 
1 0  years after cutoff. Retire to 
FARC 1 5  years after cutoff pro­
vided there is sufficient volume. 
Destroy 25 years after cutoff . 

Cut off at close of fiscal year in 
which related lease sale is con­
ducted. 



- - I , 

ITEM 
NUMBER DESCRI PT ION OF RECORDS 

bathymetric  profiles, acousti c bottom scan records, 
and magnetic  total �ntensi ty data. 

a. Fi eld Pri nts. Consi sts of nonprocessed data cre­
ated from analog magnetic  tape. 

(1 ) Non- indexed recordi ngs in  roll form. 

(2) Labeled record secti ons. Arranged by 
related lease sale number, contract, and 
line number . 

b .  Processed Prints. Consi sts of reproduci ble 
(rqylar, sepia, or vellum) pri nts of data which ..... has been processed to remove extraneous si gnals OJ Iw and i nterference. Arranged by company, area sur­
veyed, and li ne number. 

902-02 Shallow Seismic  Shotpoi nt Locati on Maps Record Set. 

D ISPOSAL I NSTRUCT IONS 

Destroy 5 years after cutoff. 

-Destroy 1 5  years after cutoff. 

Hold 1 5  years and ret ire to FARC. 
Destroy 25 years after cutoff. 
EXCEPT : Pri or to reti rement, the 
Conservati on Manager or hi s desig­
nee will make a subsequent revi ew 
in  order to designate as Permanent 
any records that are of conti nuing 
value because they contain  data 
that are particularly signifi cant
for future research. Records so 
desi gnated shall not exceed 10% 
of the total number of such rec­
ords elig ible for reti rement. -
Offer to NARS 25 years after cut­
off . 

Destroy i ndiv idual maps when all 
Official file copy of each of the base maps, usually related seismic  records have been 
at a scale of l 1 = 4,000 ' ,  which 
high resoluti on (shallow) sei smi c  shot po

sho\'JS the location of destroyed or when no longer needed 1

i nts. In- for reference, whi chever i s  
eludes contractor maps showing coverage of individual earli er. 
contracts and index maps showing all hi gh resolution 
seismic coverage. Arranged by related lease sale 
number and thereunder by contract and area surveyed. 
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ITEM
NUMBER 

902-03 

Preliminary maps . Destroy upon receipt or completion 
of final drafted map . 

a .  

b. 

( 1 ) 

- --

( 2 )  

DESCRIPT ION OF RECORDS 

High-Resolution (Shallow) Geophysical Interpretive 
Maps . U.S. Geological Survey or contractor interpre­
tations of high-resolution geophysical data in terms 
of subsurface geology and engineering applications. 
Includes ba thymetric maps, shallow structure maps, 
and hazard maps (also called anomaly or geomorphic 
maps) . Arranged by company and survey area mapped. 

DISPOSAL I NSTRUCT I ONS 

-

� <'.�. f+./
"ir· 

__,
(X)
.i,. : Prior to retirement, the 

Conservation Manager or his designee 
will make a subsequent review in 
order to designate as Permanent any 
records that are of continuing value 
because they contain data that are -particularly significant for future 
research .  Records so designated 
shall not exceed 1 0% of the total 
number of such records eligible for -retirement. Offer to NARS 50 
years after cutoff. 

Other copies. Cut off at close of fiscal year in 
which related lease sale is 

Final drafted maps . 

Master copies . Cut off at close of fiscal year in 
which related lease sale is con-
ducted. 
to FARC . 

Hold 25 years and transfer 
Destroy 50 years after 

- - cutoff . -- - . 

EXCEPT"

-· - - - - -
·-· 

-
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NUMBER 

902-04 

_.
(X)
01 i 

D I SPOSAL INSTRUCTIONS DESCRIPTION OF RECORDS 

conducted. Destroy 15 years 
after cutoff or when no l onger 
needed for reference, whi chever 
i s  earl i er. 
EXCEPT : If add iti onal sign if icant 
i nterpretive data are added to 
these copi es and not placed on 
the master, di sposal i nstructi ons -for ( 1 )  above are appl i cabl e. 

Common Depth Poi nt (Deep Penetrati on) Se ism ic  Records 
Sections. Consists of records of deep penetrati on 
CDP Sei smic Surveys which depict the confi gurati on 
and depth of subsurface geologi c formati ons. These
data are purchased from data contractors or obtai ned 
under USGS perm i ts • .  They are used pri maril y to sup­
port the i denti fi cati on and evaluati on of the m i neral
potential of subsurface formations for tract sel ec­
t ion, evaluation, and sal e. Arranged by type and 
scal e, i . e. ,  ful l -scal e and hal f-scal e regul ar ti me 
record sections and ful l -scal e and hal f-scal e bri ght
spot record secti ons, and thereunder by adjacent 
state, company, area surveyed, and l ine number. 

-Cut off at cl ose of fi scal year i n  a .  Rop,eeueH,le �FiRt&-. \/e. ll u l/lfC.  or st.p',a. A l"'4,.. 
\M.A.Si e t'S whi ch related l ease sal e  i s  con­

ducted. Hol d 15 years and trans­
fer to FARC. 
after cutoff. 

Destroy 25 years 

EXCEPT : Pri or to reti rement, the 
Conservati on Manager or hi s desig­
nee wi l l  make a subsequent revi ew 
i n  order to desi gnate as Permanent 
any records that are of continu ing 
val ue because they contain  data 



ITEM 
NUMBER DESCR IPT ION OF RECORDS DI SPOSAL INSTRUCT IONS 

_. 
0) 

. O"I 902-05 

902-06 

.-

b. Blackline sepia paper prints. 

Deep Seismic Shot-Point Location Maps Record Set. 
Official file copy of each of the base maps, usually
at a scale of l" = 4,000 ' ,  which covers a majority of 
the blocked Outer Continental Shelf and Slope acreage 
showing the location of seismic shot points for CDP 
coverage. Includes contractor maps showing locations 
for individual contracts and USGS maps which summar­
ize locations for all contract coverage. These maps 
are used as an index to available deep seismic record 
sections and as base maps for compiling detailed 
seismic interpretive maps. Arranged by adjacent 
state, survey area, company, and map number. 

Seismic Velocity Data. Consists of computer generated 
velocity plots and l istings of velocity analysis rela­
tive to or derived from Computer Depth Point seismic 

--

that are particularly significant 
for future research. Records so 
designated shall not exceed 10% of 

eligible for retirement. 
the total number of such records 

NARS 25 years after cutoff. 
Offer to 

Cut off at close of fiscal year in -which related lease sale is con­
ducted. Destroy 15 years after cut­
off or when no longer needed for 
reference, whichever is earlier .  
EXCEPT : If additional significant 
interpretive data are added to 
these copies and not placed on the 
master, disposal instructions for 
"a" above are applicable. 

DestrOy i nd i v i dual  ·map w-hen a.1 1 
related seismic records have been 
destroyed or when no longer needed 
for reference, whichever is earlier . 

-

-



- -

a .  

ITEM 
NUMBER DESCRIPTION OF RECORDS D ISPOSAL INSTRUCTIONS 

• 
data . Includes veloci ty analys i s  plots and li s ti ngs
and power, frequency, and anci
li sti ngs acqu ired from geophys

llary se i smic plots and 
cal data contractors";i

Geophys i cal Interpreti ve A id  Package ( G IAP) computer 
generated plots and li sti ngs i ncludi ng veloci ty cross 
reference, res"i dual moveout , normal moveou t and dif­
fraction curve, frequency , transverse m i grati on, 
detai l. ti me-depth, and 2-D veloci ty plots and li s t­ -i ngs and associ ated veloci ty i nterpretati on reports. 
Thi s  i nformation i s  u sed i n  tract evaluati on , hazards 
analys i s ,  and analys i s  of un i ti zation proposals and 
other requests concerni ng producing  structures. 

Paper ori gi nals or ori gi nals produced on m icrofilm 
wi th no paper or i g i nals such as compu ter outpu t 
microfi lm. 

Transfer to FARC after microfilm 
i s  veri fi ed. If paper ori gi nal 
i s  NOT microfi lmed , cut off at 
close of fi scal year i n  wh ich 
related lease sale i s  conducted . 
Transfer to FARC 15 years after 
cutoff , provi ded there i s  suffi ­
ci ent vol ume (at l east one cubic 
foot). Destroy 25 years after 
cutoff . EXCEPT : Prior to reti re­
ment, the Conservat i on Manager or -hi s des i gnee w ill make a subse­
quent revi ew i n  order to desi gnate 
as Permanent any records that are 
of cont1 nu1 ng value because they 
contai n data that are parti cular­
ly s i gni ficant for future re­
search. Records so des"i gnated
shall not exceed 1 0% of the total 
numper of ��ch records eli g ible 
for ret irement .  Offer to NARS 
50 years after cutoff. 
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ITEM
NUMBER DESCRIPTION OF RECORDS 

902-07 

b .  Microfilm reference copies . 

Regional Seismic Interpretive Maps. Consists of 
regional seismic structure maps based on interpretive 
geophysical correlation of Common Depth Point seismic 
record sections and velocity data by the USGS or con­
tractors . These maps, which s how the types of struc­
tures such as salt domes, anticlines, synclines, or 
faulting, are used in selecting tracts to be offered 
for leasing . Arranged by adjacent state, survey area 
mapped, and map number. 

a. Preliminary maps. 

g (;N... A/ b .  

"1 ( -
Final drafted maps. 

( 1 ) - Fi l ms nr master -copies .  

D I SPOSAL I NSTRUCTaIONS 

Destroy when s uperseded, obsolete, 
or no longer needed for reference. 

Destroy upon receipt or completion 
of final drafted map. 

Cut off at close _of _fiscal year in 
which related lease sale is con­
ducted. Hold 25 years and transfer 
to FARC. Destroy 50 years after 
cutoff. 
EXCEPT : Prior to retirement, the 
Conservation Manager or his designee 
will make a subsequent review in 
order to designate as Permanent any 
records that are of cont1 nu 1 ng value 
because they contain data that are 
parti cularly significant for future 
research. Records so designated 
shall not exceed 10% of the total 
number of such records eligible for 
retirement. Offer to NARS 50 years 
after cutoff. 

• 
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ITEM 

NUMBER DESCRI PTION OF RECORDS D ISPOSAL I NSTRUCT IONS 

(2) Other copies. Cut off at close of fiscal year
in which related lease sale is 
conducted. Destroy 1 5  years 
after cutoff or when no longer 
needed for reference, whichever
is earlier. 
EXCEPT : If additional significant 
interpretive data are added to -these copies and not placed on the 
master, disposal instructions for 
(1 ) above are applicable. 

902-08 Detailed Seismic Interpretive Maps. Consists of sepia Cut off at close of fiscal year 
masters of seismic structure maps which are one pro- in which related lease sale is 

__, duct of the detailed pre-lease resource evaluation of conducted. Hold 25 years and 
each sale tract. Two horizons and the base of reflect- transfer to FARC. Destroy 50 \0

CX> 

ing section are usually mapped for each tract or pros- years after cutoff. 
pect. Arranged by lease sale number, geographic area, 
and prospect number. See item 1 002-02 for annotated 
prints of these maps included in prospect investiga-
tion case files. 

902-09 Magnetic and Gravimetric Survey Records and Maps. Cut off at close of fiscal year 
Consists of graphic representations of measurements in which related lease sale is -obtained by gravimeter and flux-gates, nuclear, and conducted. Hold 1 5  years and 
proton-precession magnometer surveys and magnetic and 
gravimetric anomaly maps based on this survey data. 

transfer to FARC. 
years after cutoff. 

Destroy 25 

902-10 Geophysical Data Indexes. Consists of registers or Destroy individual card or sheet 
logs used for organizing, cataloging, filing, and when all items listed thereon 
retrieving common depth-point and high-resolution have been destroyed or when no 
seismic record sections, seismic shotpoi nt location longer needed for reference, 
maps, regional and detailed seismic interpretive maps, whichever is earlier. 
and gravimetric and magnetic survey data and maps for 
the OCS and contiguous areas. Includes 



- - -

b. Prototype or Stratigraphic test v1ells ·i
areas. 

n frontier 
days after first lease sale of 

sample library. 

ITEM 
NUMBER DESCRI PTION OF RECORDS DISPOSAL I NSTRUCTIONS 

card indexes, descriptive lists, shelf lists, and regis­
ters. May include copies of contractor shipment lists. 

SECTION 3. OCS WELL LOGS AND SAMPLE ANALYSIS RECORDS 

The records described in this section consist of basic 
subsurface geologic and geochemical information based 
on specialized tests and analyses of well cuttings and 
cores; recordings made during or after drilling of 
wells and test holes; and related records. These basic -data are used in making correlations and performing 
stratigraphic studies, in identifying and measuring 
porosity and reservoir fluids, and in constructing geo­
logic maps and cross sections. See Item 705-1 2 for 
extra public infonnation copies of "open file" material. 

903-01 Well Sam�les. Includes, but is not limited to, cores 
and cutt,�gs and thin sections of cores and cuttings __,

lO sutmitted for USGS examination. 
-

0 

a. Routine Wells. Destroy or return ·to operator when
analysis of sample is completed.

Cut off and release to open file 60 

lands within 50 miles of test site -is conducted or 1 0  years after test
well is completed, whichever is
earlier. Destroy 7 years after
cutoff. EXCEPT : Prior to release
to open file, the Conservation
Manager or his designee will iden­
tify samples that are of continuing
value for placement in the core and 
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NUMBER 

903-02 

903-03 

vi..�-R-.I 
"tr. 

..... 
0
I..... 

..... 
0
I

N ......... 

-
DESCRI PTION OF RECORDS 

Sample Control Files . Consists of intermediate con­
trols, such as cards or worksheets, maintained to 
account for work pending and status of each sample 
analysis . These files do not contain any data not 
duplicated in retained records. 

Lithologic Logs and Reports . Consists of official 
file copy of routine lithologic logs or descriptions 
of the physical properties of each formation pene­

samples. 
trated. Logs are based on examination of well 

The chief geological characteristics 
recorded in the examination of cores and drill 
cuttings are lithologic type, color, accessory 
minerals, fossil content, rock texture and structure, 
porosity, and indication of fluid content. 

-
D ISPOSAL I NSTRUCTIONS 

Cut off when analysis of sample 
is completed . 
after cutoff. 

Destroy 6 months 

Review file at least annually to 
remove and place in inactive file -reports which are superseded or 
obsolete . Cut off inactive file 
at close of fiscal year. Retire 
to FARC 1 5  years after cutoff or 
when no longer needed for refer­
ence, whichever is earlier, pro­
vided there is sufficient volume 
(at least one cubic foot) . 
Destroy 50 years after cutoff . 
EXCEPT : Prior to retirement, the 

-
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ITEM 

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS1------f.·-----------------------1-----
Conservation Manager or his desig-
nee will make a subsequent review 
in order to designate . as Permanent
any records that are of continuing 
value because they contain data 
that are particularly significant 
for future research. Records so -designated shall not exceed 1 0% 
of the total number of such rec­
ords eligible for retirement. 
Offer to NARS 50 years after cutoff 

903-04 Petrographic Reports. Official file copy of descrip­ Review file at least annually to 

.3/� e-(,<.•. fi/ tions based on detailed microscopic examinations and remove and place in inactive file 
y r. analysis of thin sections of cores and cuttings. reports which are superseded or 

__, Includes determinations of depositional environments, obsolete. Cut off inactive file at 
� - close of fiscal year. Retire to __, facies relationships, diagenic properties, and 

reservoir rock characteristics . FARC 1 5  years after cutoff or when 
no longer needed for reference, 
whichever is earlier, provided 
there is sufficient volume (at 
least one cubic foot). Destroy 50 
years after cutoff. EXCEPT: 
Prior to retirement, the Conserva­ -tion Manager or his designee will 
make a subsequent review in order 
to designate as Permanent any rec­
ords that are of cont 1 nu 1ng value 
because they contain data that are 
particularly significant for future 
research. Records so designated 
shall not exceed 1 0% of the total 
number of such records eligible 
for retirement. Off er to NARS 50 
years after cutoff. 

http:designate.as


ITEM 
NUMBER
903-05 

Sc«.. PI/ 
'1'· 

..... .  
lO
N I  

903-06 

DESCRIPTION OF RECORDS 
Paleontological Reports. Reports based on micro­
paleontological exawination of washed well samples 
\'lhich identify zonal guide fossils by depth to establish 
the position of "tops" of successive biostratigraphic 
zones penetrated. These data are obtained from well 
completion reports submitted by operators, purchased 
from paleo data contractors, or prepared by usr,s on the 
basis of samples submitted by operators. Data is used 
primarily in long-distance correlations using biostrati­
graphic zones and for constructing paleoenvironmental 
n�ps. Arranged by OCS area and, for the Gulf of Mexico, 
thereunder by block number. 

a .  Detailed reports. 

b. Summary reports. 

Wire- l ine Survey Logs. Consists of records made by 
wi re- l ine l oggi ng devices during or after drilling of 
wells and test holes which furnish reports of geologic 
formations and fluids penetrated. These logs yield 
information on lithologic characteristics, porosity 
saturation, density � and other data used in geological 

--

DISPOSAL INSTRUCTIONS 
Review file at least annually to re­
move and pl ace in inactive file re­
ports which are superseded or obso­
lete. Cut off inactive file at 
close of fiscal year. 

-

Hold 15 years and transfer to FARC. 
Destroy 50 years after cutoff. 
EXCEPT: Prior to retirement, the 
Conservation Manager or his designee 
will make a subsequent review in 
order to designate as Permanent any 
records that are of continuing value 
-because· · they contain data that are 
particularly significant for future 
research. Records so designated 
shall not exceed 10% of the total num­
ber of such records e1 igible for re­
tirement. Offer to NARS 50 years 
after cutoff. -
Destroy 15 years after cutoff or 
when no longer needed for reference, 
whichever is earlier. 

-



- - -
DESCRIPTION OF RECORDS 

after cutoff . 

ITEM 

NUMBER D ISPOSAL I NSTRUCTIONS 

correlaation of the strata from wel l to wel l and i n  
detection ·and eva luation of poss ibl e productive hori ­
zons. Incl udes, but is not l imi ted to, el ectriacal 
l ogs, wh ich  record resi sti v it ies of sub-surface for­
mations and spontaneous potenti al s generated i n  the 
borehol e ;  i nduction-el ectri cal l ogs ; l aterl ogs ; mi ­
crol ogs ; son i c  l ogs ; gamma ray and neutron radi ati on 
l ogs ; cal i per l ogs ; temperature l ogs ; formation den­ -s i ty l ogs ; and di p meters. Arranged by OCS area, 
then, for the Gul f of Mexi co, by bl ock number, OCS 
l ease number, and welal number. 

/..5 u.. ./i/ a . Record set. Offi c ia l  fi l e  copy mai ntai ned by the Cut off and stamp " Expired" when 
'-Ir· offi ce of pri mary controla. l ease i s  cancel ed, rel i nqui shed, 

or tenni nated. Hold  25 years and 
transfer to FARC . Destroy 75 
years after cutoff . __, EXCEPT : Prior to retirement, the \0

<.,.) Conservation Manager or h i s des i g­
nee wi l l  make a subsequent review 
i n  order to des i gnate as Permanen1 
any records that are of conti nu­
i ng va lue because they contai n 
data that are parti cul arl y s i g­ -n i fi cant for future research. 
Records so desi gna ted s ha l l  not 
exceed 10% of the total number of 
such records el i gibl e  for reti re­
ment . Offer to NARS 75 years 

b.  Other copi es i ncludi ng Di stri ct Offi ce copi es. Cut off and stamp 11 Expired" when 
l ease i s  cancel ed, rel i nqui s hed, 
or termi nated. Destroy 5 years 
after cutoff or when no l onger 



- -

ITEM 
NUMBER DESCRI PTION OF RECORDS D ISPOSAL I NSTRUCT IONS  

needed for referencea, whichever is  
earlai er .  

903-07 Di rectional Surveys . Consi sts of surveys of the fi n ishec Cut off when l ease i s  cancel ed , 
hol e of each wel l di rectional ly dri l l ed. These surveys 
measure the degree of departure from the vertical and 
the di rection of departure at various depths i n  the 
wel l .  Arranged by OCS l ease number and thereunder by 
wel l  number. 

a. Record Set . Offici al fi l e  copy mai ntai ned i n  the 
Area Office .  

b .  District Office copi es .  
I 

903-08 Wel l Lo� Card I ndex. These cards serve as an i ndex to 
the var ous types of l ogs (el ectric ,  radi ation , d i rec­
tional survey , etc . ) avai l abl e for each wel l for both 
acti ve and expi red l eases. Thea-cards show OCS Lease 
Number ,  State , Area , Wel l Number , Block , Company or 
Operation , and types of l ogs/surveys ava i l abl e. 
Arranged by geographical area and thereunder by bl ock 
number and wel l number. 

Geochemi cal Prospect i ng Survey Haps and Reportsa. Re­
ports and maps based on geochemical analysis of l i ght 
hydrocarbons from sea fl oor cores. Incl udes detenni na­
tions of the hydrocarbon source qual i ty ,  source type , 
and degree of thennal maturi ty of the sed i ments . Used 
i n  eval uat ing  the hydrocarbon potenti a l  of the surveyed 
areaa. 

SECTION 4 .  GENERAL SUBSURFACE GEOLOGIC  
I NTERPRETATIONS ANO MAPS 

rel i nquished , or termi nated .  

Hol d 25 years and transfer to FARC . -Destroy 75 years after cutoff. 

Destroy 5 years after cutoff or when 
no l onger needed for reference , 
whichever i s  earl i er .  

Destroy when al l i tems l i sted there­
on have been destroyed or when no 
l onger needed for reference , whi ch-
ever is earl i er .  ____ _ 

Cut off at cl ose of fiscal year i n  
which relaated l ease sal e  i s  con­ -ducteda. Hol d 15 years and transfer 
to FARC. Destroy 25 years after 
cutoff. 

The records descri bed bel ow are accumul ated i n  the 
preparation of structural and strati graphi c reports , 

-



-
ITEM 

NUMBER 

904-01 
I � .Ii/ 

Lfr . 

..... 
I.O ;
0, 

-
DESCRI PTION OF RECORDS 

maps, and cross-sections to evaluate the hydrocarbon 
potential of Federal lands on the OCS. They result 
from the compilation, correlation, and interpretation 
of basic subsurface geologic data and its coordination 
with interpreted geophysical data. These records have 
repetitive and multiple applications in support. of
Federal leasing programs on the OCS. See Items 70�- 1 2 
and 705- 1 3  for extra public information copies of 
"open file" material. 

Gulf of Mexico Area Geoloqy Files. Consists of geo­
log1 cal information on areas of associated structure 
and stratigraphy in offshore Louisiana and Texas. 

geology prepared by GM OCS Operations prior to 
This geologic information incorporates most of the 

September 1 972 for general structure of stratigraphic 
coverage, drainage, and general .lease sale mapping, 
and reserve studies of individual fields. Includes
USGS and operator subsurface structural and strati­
graphic maps and cross sections, isopach maps, tech­
nical data, notes, and reports. Arranged by adjacent 
state, thereunder by area number and block number 
within area folder. 

Regional Tectonic and Stratigraphic Investigation and 
Mappin� Project Files. These files relate to regional
tectoni c, stratigraphic, and paleontologic studies and 
mapping tied to known producing horizons in each of 
the three OCS trends. 

These investigations are based on the study of sub­
surface information such as wire-line surveys, paleo 

-

DI SPOSAL I NSTRUCTIONS 

Do not add any records to this 
series. Cut off immediately. 
Transfer to FARC 30 years after 
cutoff or when no longer needed 
for reference, whichever is earli­
er. EXCEPT: Prior to retirement 
the Conservation Manager or his 
designee will make a subsequent 
review in order to designate as 
Permanent any records that are of 
continuing value because they con­
tain data that are particularly 
significant for future research. 
Records so designated shall not 
exceed 1 0% of the total number of 
such records eligible for retire­
ment. Offer to NARS 50 years 
after cutoff. 

• 

-

-
904-02 



I TEM 
NUMBER DESCRI PTION OF RECORDS DISPOSAL INSTRUCTIONS 

__, i 

I.Oen 
-

Io(A.Fl-/
I,((, 

report, geophysical information, core analyses, and 
formation tests. They i nvolve regional correlations 
and compilation of regional maps and cross sections. 

The objective of these studies is to compile regional 
geolog ic interpretation of the OCS. These studi es pro­
vide the regional subsurface knowledge to define areas 
most prospective for future lease sales; to deter.mine 
cri teria indicative of productive rocks; to support 
lease tract selection and evaluation; and to aid in 
defining the age of specific reservoirs and determininq 
reserves by age. 

Arranged by project identi ficati on. 

Does not i nclude subsurface studies conducted for lease 
sale envi ronmental impact statements (see Item 1 001 -03), 
specific  sale areas (see Item 1 002-01 ), individual
sale prospects (see Item 1 002-02), or reservoir and 
field study mapping (se_e Item 1 702-01 ). 

Project Case F i les. Case papers reflec� �a ·  conti nuing hi story of the project from 1 n1 -
tiation to completion. Includes papers
authori zing the project and describing its 
scope, purpose, objectives, and methodology;
interim progress reports and correspondence;
structural contour maps and cross-secti ons;
paleo-environment maps; i sopach and facies 
maps ; stratigraphi c cross-secti ons; and the
fi nal technical report or unpublished manu­
script of report contai ning summary and
conclusions of the study. 

-

-

Permanent.
completed. Retire to FARC 1 0  years 

Cut off when project i s  

after cutoff or when no longer 
needed for reference, whichever is 
earlier. Offer to NARS 50 years 
after cutoff. -

" 

--



- -

--

-
I , 

• 
ITEM

NUMBER DESCRIPTION OF RECORDS D ISPOSAL INSTRUCTIONS 

904-03 

v� UA- r+t 
..... l-f'· 
I.O ....... 

- 904-04 

b. Study Workpapers.
reports , and prel im

Consists of notes , �raft
inary or intermedi ate

technical and scientific data cr.eated in
establishin" regional well log correlati ons ,
constructin

g
g regi onal cross secti ons , and

preparing regi onal maps. These data and
work maps are .duplicated i n  the fi nal maps ,
cross sections , and reports , or are of such
a routine or fragmentary nature that they
have neither evidential nor informational
long-term value. 

Strati graphic  Summary Well Reports . Consi sts
of the official file copy of geological and
operati onal summary reports on test wells.
These reports are based on subsurface informa­
tion obtai ned from deep stratigraphic testing
operations conducted under USGS geologi cal
explorati on permits. Arranged by well loca­
tion. 

- -· - -- --- - ----- -- --- -- - --- -- - - -- -·------ - -· -- --

Sedi ment Analysis Study Fi l�s. These files
relate to studies of producti ve trends i n  the
Gulf of Mex ico ,  Gulf of Alaska ,  and the
Atlanti c and Paci fi c Outer Continental Shelf.
The objecti ve of these studies i s  to establish
and maintain a geologi c  frqmework for the
area to support the evaluati on of the potenti al
of these rock sequences in the OCS. The
results of these studies are used to determine
prospective environments of deposi ti on ;  

Cut off when project is com­
pleted. Destroy 3 years after
cutoff. 

-
Permanent. Cut off when
report i s  f inali zed . When
related regi onal study i s
completed , consolidate with
Regional Project F ile and
di spose i n  accordance with
Item 904-02a. 

-



�
,. 

ITEM 
NUMBER DESCRI PTION OF RECORDS 

facies in carbonate reservoirs; to define and classify 
stratigraphic traps; to establish prospective trends 
in wildcat areas; to support lease tract selection and 
evaluation; to identify and evaluate drainage tracts; 
to classify porosity and permeability type, pore 
geometry, and the diagenetic alteration of pore 
geometry for detailed reservoir analysis; and to aid 
in evaluating performance characteristics of carbonate 
reservoirs in different sedimentary facies . Arranged
by type of study, e .g., carbonate analysis studies, 
location, and study title . 

Study Case Files. Includes papers authorizing 
the study and describing its scope, purpose, 
objectives, and methodology; interim progress 
reports and correspondence; final carbonate maps 
and cross sections; final study report contain­
ing summary and conclusions; and related papers 
and correspondence of value to the historical 
account of the project. 

b. Study Workpapers . Includes preliminary or inter­
mediate technical and scientific data which are 
duplicated or adequately summarized in the final 
report and minor administrative papers collected 
during the study but not necessary to an adequate 
history of the study . 

DISPOSAL I NSTRUCTI ONS 

-

completed. 
Permanent. Cut off when study is 

Retire to FARC 1 0  years 
after cutoff or when no longer 
needed for reference, whichever is 
earlier. Offer to NARS 50 years 
after cutoff. 

Cut off when study is completed. 
Destroy 3 years after cutoff . 

-

904-05 OCS Sediment Analysis Summar\ Well Reports . Consists of Permanent. Cut off when report is 
½ ff/ the official file copy of we l reports including geolo- finalized . When related regional 
� CM,  gical interpretation and summary of operational data. study is completed, consolidate with 

- - .. 
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ITEM 
NUMBER : DESCR IPTION OF RECORDS 

Reports are based on analyses of conventional cores 
and thin-sections of cores from wildcat test drilling 
operations. Arranged by lease number and thereunder 
by well number. 

ID 
I.O 

• 

D ISPOSAL I NSTRUCTIONS 

related Regional Study File and 
dispose in accordance with Item 
904-04a. 

-

-
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ITEM 

NUMBER 

1001-01 

N 'a l  
__. I 

1001-02 

-
DESCRIPTION OF RECORDS 

CHAPTER 1 O. OFFSHORE MINERAL LEASE SALE RECORDS 

The records described in this chapter are created and 
accumulated by Conservation Division field offices in 
providing assistance to the Bureau of Land Management 
in planning, conducting, and evaluating mineral lease 
sales of OCS areas. 

SECTION 1 .  LEASE SALE ACTIVITY RECORDS 

Sunmary Geologic Reports. Official file copy of each 
prenomination sunmary geologic report on the geology 
and potential mineral resources of the area to be 
included in an offshore lease sale. Maintained by 
office responsible for preparation of report. These 
are retained copies of reports prepared for submis­
sion to the Bureau of Land Management through the 
Director, Geological Survey, for use in selection of 
specific tracts to be offered for leasing in the OCS. 
Arranged by lease sal e number. 

Tract Nomination Files. Documents accumulated in 
reviewing nominations of tracts f6r leasing in the 
OCS. Includes industry nominations and requests 
describing areas and expressing an interest in leas­
ing, abstracts of nominations showing name of com­
pany and block number nominated, and index maps which 
sunmarize all nominations and show Conservation Divi­
sion field office recorrmendations for selection . 
Arranged by lease sale number .  

-
DISPOSAL I NSTRUCTIONS 

-

Cut off at close of fiscal year in 
which sale is conducted. Destroy
10 years after cutoff. 

Cut off at close of fiscal year 
in which sale is conducted. 
Destroy 5 years after cutoff. -



- -

ITEM
NUMBER DESCRIPT ION OF RECORDS 
1001-03 Sale Environmental Imeact Statement Files. Documents

accumulated in providi ng scientific and technical
assistance to BLM in the preparation of draft and 
final Environmental Impact Statements for OCS lease 
sales. Includes geologic summary reports and geo­
logic framework descriptions ; resource reports as to 
the possible effects of leasing on the total environ­
ment; detailed analysis on a tract-by-tract basis of 
any possible adverse impacts on the environment ;
papers related to public hearings on draft E IS ' s ;  
and related papers and correspondence. Arranged by 
lease sale number. 

1001-04 OCS Lease Sale Activity History Files. Consists of
general information reqardinq each lease sale from
tract selection phase through the acceptance or rejec­
tion of bids by BLM. Includes, but is not limited to: 
lists of tracts mutually agreed upon by BLM and USGS";
copies of notices poblished in· the Federal Register" · N

0 regarding the sale"; reports on assignment of respon­N 
sibility for and status of detailed tract evalua­
tions ; papers related to prices, interest rates, and 
tax figures to be used in evaluations ; pre-sale tract 
evaluation estimates submitted to BLM"; copies of bid 
recaps and statistical summaries ; recommendations to 
BLM for the acceptance and rejection of high bids 
together with supporting geologic, geophysical, and 
engineering information ; reports to the Chief, Con­
servation Division, on sale results"; and related 
papers and correspondence. Arranged by lease sale 
number. If volume warrants, subdivide by subject as 
appropriate.

a. Office of primary responsibility. 

DISPOSAL INSTRUCT IONS 
Cut off at close of fiscal year in 
which final environmental impact 
statement is published . Destroy 8
years after cutoff . 

-

-

Cut off at close of fiscal year in 
which final determinations of bid 

-
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ITEM 
NUMBER DESCRIPTION OF RECORDS D ISPOSAL I NSTRUCTI ONS 

No ·w 

l 002-01 
I c«-.ff/ 

lfr· 

b .  Other copies. 

SECTION 2. OCS TRACT EVALUATION F ILES 

Documents accumulated by Conservation Division field 
office marine evaluation geologists, geophysicists, 
and petroleum engineers in preparing detailed esti­
mates of the value of oil and gas on each tract to be 
offered in an OCS lease sale. While these data are 
created in connection with a specific sale, this in­
formation has repetitive and multiple application in 
support of lease manaqement ooerations and future 
lease sales . 

OCS Lease Sale Area Geologic and Geophysical Informa­
tion Files . Consists of technical data, reports, and 
interpretive maps prepared for a specific lease sale 
which pertain to the sale area in qeneral rather than 
to any individual prospect or group of prospects. 

acceptance/rejection are made. 
Hold 10  years and transfer to FARC 
provided there is sufficient vol­
ume (at least one cubic foot). 
Destroy 20 years after cutoff. 

Cut off at close of fiscal year
in which final determination of 

-bid acceptance/rejection is made. 
Destroy 3 years after cutoff . 

Cut off at close of fiscal year i n  
which final determinations of bid 
acceptance/rejection are made. -Retire to FARC 30 years after cut­
off or when reference needs have 
been exhausted or suffi"ciently 
minimized, whichever is earlier. 
Destroy 75 years after cutoff . 
EXCEPT: Prior to retirement, the 
Conservation Manager or his desig­-
nee will make a subsequent revi ew 
in order to designate as Permanent 
any records that are of continui ng 
value because they contain  data 
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off. 

ITEM 
NUMl3ER 

1002-02 

N \
.0""" 

DESCRI PTION OF  RECORDS 

OCS Prospect Investigation Case Files . Following BLM 
announcement of tracts to be included in a lease 
sale, the tracts are grouped into prospects on the 
basis of seismic structural information. These
files contain the results of detailed geophysical,"
geologic, and engineering investigations of indivi­
dual prospects for pre-sale evaluation of tracts 
selected for leasing. Includes geophysical investi­
gation report discussing all phases of the seismic­
structural evaluation _in detaj l and velocity study 
data, if available; geologic evaluatfon report con-
taining concise information on the paleontologic con­
ditions, sand conditions, and structural aspects of 
the prospect based on data from selected wells in 
the vicinity of the prospect or based on model 
fields; reservoir engineering report containing esti­
mates of the range of values and likelihood for 
occurrence of each value for basic engineering and 
economic parameters for expected reservoirs; final
drafted (in some instances, manuscript) seismic 
structure maps annotated to show estimated thickness,
distribution,
voirs, area figures of acres, well data, bright 

and depths of reasonably expected reser­

spots, and special notes. Usually arranged by lease 
sale number, thereunder by OCS area, then prospect
number. 

D ISPOSAL I NSTRUCTIONS 

that are particularly significant 
for future research. Records so 
designated shall not exceed 1 0% 
of the total number of such rec­
ords eligible for retirement. 
Offer to NARS 75 years after cut­

Cut off at close of fiscal year -in which final determinations 
bid acceptance/rejection are 

of 

made. 

-

. 

· - ­
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ITEM 
NUMBER DESCRIPTION OF RECORDS 

iCM. h/ a.  Area /Off ice offici al fi le copy. 
'1'· 

1 002-03 

1002-04 

b .  Di strict Office and other copi es. 

Prospect Evaluati on Work Papers. Consi"sts of pre­
l i mi nary or intermediate geophysical, geological, and 
engi neeri ng data whi ch are duplicated or adequately 
summarized i n  final reports or maps fi led i n  Prospect 
Investi gati on Case F iles arranged by lease sale num­
ber, thereunder by OCS area, then prospect number . 

Prospect Investfgati on Fi les Card Index. These
cards serve as an index to the contents and coverage 
of "prospect folders". 11 For the Gulf of Mex i co, one 
set of cards i s  arranged by 

D ISPOSAL I NSTRUCTaIONS 

Reti re to FARC 30 years after 
cutoff . Destroy 75 years after 
cutoff. 
EXCEPT : Pri or to reti rement, 
the Conservation Manager or hi s 
desi gnee wi ll make a subsequent 
review i n  order to desi gnate as 
Permanent any records that are 
of continui ng value because they 
contai n  data that are parti cu­
larly s igni fi cant for future 
research. Records so designated 
shall not exceed 1 0% of the 
total number of such records 
eli gi ble for retirement". Offer 
to NARS 75 years after cutoff. 

Destroy �5 years after cutoff or 
when no longer needed for refer­
ence, whi chever i s  earlier . 

Cut off at close of fi scal year 
i n  whi ch f i nal determi"nati ons of 
bid acceptance/rejecti on are 
made. Destroy 3 years after 
cutoff. 

Destroy individual card when al l 
i tems listed thereon have been 
destroyed or when no longer 

-

-
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ITEM
NUMBER DESCRIPTION OF RECORDS D ISPOSAL INSTRUCTIONS 

sale number and thereunder by prospect number and 
shows the types of technical reports and maps avail-
able for each prospect. Another set is arranged by
block number and lists the prospects included in that 
block. 

1002-05 QCS Lease Sale Prospect Index Maps . Consists of Area 
ffice copies of base maps coveri ng the sale area 

which are annotated to show prospect numbers and, if 
applicable, numbers of 1 "==4, 000"' scale base maps . 

1002-06 OCS Lease Sale Prospect Tract Evaluation Report Files . 
These files consist of computer printouts containing 
descriptive and statistical data on- presale economic 
evaluation and risk analysis for tracts to be offered 
in upcoming lease sales. Reports are generated by a 
model system (such as the Monte Carlo Range of Values 
System) for manipulation of geologic, engineering, and 
economic- data to establish the fair market value of 
lands offered for competitive leasing. Includes 
lease sale evaluation reports, plots of cumulative 
distribution frequency, evaluations of the most prob­
able case, summary estimated reserves, and summary 
presale values by prospect and tract. Information is 
used initially in furnishing presale values of tracts 
to BLM for use in determining whether a lease shall 
be issued and thereafter in post sale evaluation 
reviews and analyses and in planning future lease" .
sales . Arranged by lease sale number, thereunder 
by report title. 

SECTION 3. POST-SALE EVALUATION RECORDS 

needed for reference, whichever is 
earlier. 

Transfer to FARC with related 
Prospect Investigation Case Files 
and dispose in accordance with 
1002-02a. -
Cut off at close of fiscal year in 
which final determinations of bid 
acceptance/rejection are made . 
Hold 5 years and transfer to FARC. 
Destroy 1 5  years after cutoff . 

-

1003-01 OCS Lease Sal e B id  Recap and Sale Sunmarl Report Files. C-ut off at close of fiscal year in 
Consists of BLM computer printouts conta ning which final determinations of bid 

-



- - -
I TEM 

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

descriptive and statistical data on bids submitted by 
industry in response to l ease sal es and presale val ues 
reconmended by USGS. Includes bonus bid recap reports 
by area and tract, highest bid, and prospect number ;
sal e sunmaries by prospect tract val ues and bids, by 
tract ; and summaries of tracts receiving bids. Infor­
mation is used by USGS in making recommendations to 
BLM on acceptance or rejection of bids, in post-sale 
evaluation reviews, and in pl anning future lease sales . 
Arranged by l ease sale number, thereunder by report 

I 
title. 

N io :  1003-02 Post-Sal e  Anal ysis Files. Documents accumu l ated in ...... : 
comparing presal e tract eval uation techniques and ,--.. ' 

::, I estimates with sal e resu l ts and subsequent dril"l ingQJ 

resul ts. Includes, but is not l imited to, such items 0.. 

as reports on comparisons of presal e estimates with N Io :  high, mean , and median bids and with individual com­........CX) 

pany bids ; comparisons of presal e  estimates and sale 
, results with resu"l 'ts of expl oratory drillings ; cor­

relation of 1 1 Bright Spot 11 data with sale bids and 
drilling results. Arranged by OCS lease sal e number. 

a. Study Case Fil es. Incl udes papers requesting the 
analysis and describing study objectives";
mediate progress reports and correspondence

inter­

preliminary and final reports presenting the 
; and 

resul ts of the post-sal e analysis. 

b. Study Background Files. Consists of papers accu­
mul ated in the coll ection of data for post-sal"e
analysis which are dupl icated or adequatel y sum­
marized in the final report and minor administra­
tive papers not necessary to an adequate history 
of the study. 

acceptance/rejection are made. 
Destroy 5 years after cutoff. 

-

completed. 
Cut off when study is 
Hold 1 0  years and re­

Permanent. -
tire to FARC provided there is 
sufficient volume (at least one 
cubic foot. ) Offer to the Na­
tional Archives 20 years after. ··cutoff. 

Cut off when study is completed. 
Destroy 3 years after cutoff. 
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ITEM
NUMBER 

N 
0
1.0 

1101-01 

1 1 01 -02 

-

DESCRIPTION OF RECORDS 
CHAPTER 11. GENERAL OCS LEASE MANAGEMENT RECORDS 

The Bureau of Land Management issues leases of oil, 
gas, sulphur, and other minerals on the Outer Continen­
tal Shelf. After lease issuance, the U. S. Geological 
Survey is responsible for collection of rents and roy­
alties and supervision of lease operations up to re­
linquishment. The records described in this chapter 
document Conservation Division field office lease man­
agement activities in general rather than any one 
specific lease management function (e. g. , supervision 
of production operations or royalty accounting ).  In­
cludes lease management project files, monthly reports 
of operations, field development case files, OCS base 
maps, appeals case files, and related records. 

SECTION 1 .  LEASE RECORDS 

Undeveloped OCS Lease Files. Consists of copies of 
lease instruments and related correspondence on leases 
for which no plan of development, plan of exploration, 
or Fonn 9-331C, Notice of Intent to Drill, has been 
received. Arranged numerically by lease number. 

OCS Lease Management Project Files. Consists of rec­
ords which document supervision of activities on a 
specific lease and the wells drilled on that lease. 
These detailed case files represent one of the largest 
and most important file groups in Conservation Divi­
sion field offices . Thus, these files must be care­
fully arranged and maintained. All project file mate­
rial is arranged first by lease number. 

a. OCS Lease History Files. Consists of records \'Jhich 
reflect a continuing history of each lease from 

-

-D ISPOSAL INSTRUCTIONS -

-

File in appropriate segment of 
lease management project file 
when Form 9-331C, or equivalent, 
is received. 

-

Place in inactive file when lease 
is tenninated, relinquished, or 



--

--

- -

N_, 

-

I TEM 
NUMBER DESCRIPT ION OF RECORDS 

issuance to relinquishment. Because of the quan­
tity of material accumulated on most active 
leases, standardized breakdowns have been estab­
lished . Subdivide as follows if volume warrants": 

Lease Instrument File. This file consists of 
primarily duplicate copies of documents found 
in the official lease case file maintained by 
the Bureau of Land Management. Includes copy 
of lease instrument , BL M Form 3308-1, or equi­
valent; may include copy of state lease; lease 
transmittal, such as BLM Form 3308-9; legal 
documents such as powers of attorney; deci­
sions or memoranda concerning bonds or bond 
coverage; cross agreements with the State on 
disputed lands; designations of operator or 
agent; assignment of lease interest; mergers or 
name changes; rights of way , use, or easement; 
suspension of production;- expiration, termina­
tion, cancellation, or relinquishment of part 
or all of the lease; "Release of Oil or Gas 
Lease"; and "Relinquishment Accepted-Lease 
Ca nee 1 1  ed II  forms. 

Lease Plan of Development. Applies to leases 
issued since 1970 • .  Consists of operator"' s  
plan of development or exploration; transmittal 
letters; USGS approval; reports on progress of 
plan; and supporting geologic and engineering 
reports and data including maps, surveys, and 
plats. Plans are revised periodically and
several may be contained in the file for a 
single lease. 

DISPOSAL I NSTRUCTaIONS 
cancelled. Cut off inactive file 
at close of fiscal year . 

-

-
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NUMBER 

N__,_. 

1 

DESCRI PTION OF RECORDS D ISPOSAL I NSTRUCTI ONS 
-- Lease Oeerations File. Contains documents

relating to the operation of the lease.
Includes documents on secondary recovery and
pressure maintenance operations, and
recommendations for field rules, 

requests
requests for

waivers from OCS Orders which pertain to lease
and structures (waivers for welloperations

operations are filed under schedule item 1101- -02b) departure reports, confirmations of
incidents of noncompliance, requests for sus-
pension of operation and production. 

. -- Lease Rental2 Minimum RolaltX 2 and Roxaltx File .
Consists of documents re ating to payment of
rentals, minimum royalties on production.
Includes New Producible Lease Memoranda, Notice
of First Production, Minimum Royalty Letter,
correspondence on commingling of production,
accountable custody transfer units, royalties .
on processed gas, royalty-in-kind oil, and
royalty allo ances for depreciation and trans-
portation.

(1) Area Office Transfer to FARC 5 years after -cutoff. Destroy 25 years after
cutoff. 

(2) District Office Destroy 5 years after cutoff. 

b .  OCS Well Files. Consists of material documenting Place in inactive file when l ease
supervision of operations for each individual well is terminated. Cut off inactive
drilled on the lease. Includes, but is not limited file at close of fiscal year.

or Plug Back; USGS Form 9-331, Sundty
to, USGS Form 9-331C, Application to Drill, Deepen,

Notice and
Report on Wells ; USGS Form 9-330, Well Completion

. 
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ITEM
NUMBER 

N '
--' ;
N '  

DESCRIPTION OF  RECORDS 

or Recompletion Report and Log; geologic  and engineer 
ing data supporting operator submittals, such as
sidewall core analysis, formation tests, bottom hole 
pressure test reports, well potential reports, packer 
tests; maps, plats, specifications, and drawings 
pertaining to individual wells; documents reflecting 
geologic, geophysical, and engineering review and
evaluation of operator submittals; requests and
approvals of waivers to OCS Orders which pertain to
an individual well; e.g. , storm choke waivers.
Arranged by well number". See Section 902 of these 
schedules for well sample logs and reports, wire­
line survey logs, and directional surveys.

( 1) Area Office 

District Office ... 

-

D ISPOSAL INSTRUCTIONS 

-

Destroy 5 years after cutoff except 
that technical data and reports of
continuing usefulness for future 
research may be retained as\ nonrec­
ord reference material until no 
longer needed.- ' 

Retire to FARC 15 years after cut­
off or when no longer needed for 
reference, whichever is earlier.
Destroy 75 years after cutoff. 
EXCEPT : Prior to · retirement, the 
Conservation Manager or his designee · -
will make a subsequent review in 
order to designate as Permanent any 
well files that are of continuing 
value because they contain data 
that are particularly signi ficant 

.for future . research. We 11 'files so 
designated shal1 not exceed 10% of 
the total number of such records
eligible for retirement .  Offer to 

--



� 
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ITEM
NUMBER DESCRI PT ION OF RECORDS D ISPOSAL I NSTRUCTI ONS 

1 1 01 -03 

1 1 01 -04 

N 

w 
1 1 01 -05 

Lease/Block Cross Reference Card Index File. Card
indexes used by District Offices to cross reference
well numbers to American Petroleum Institute well
numbers, block numbers to lease numbers, etc. May
also include other information such as lease operations
data and well log availability.

OCS Lease Record History Card File. Consists of card
f"orms conta1 n1 ng concise sunmar1 es of lease informa­
tion: lessee ' s  location, term of the lease, state
lease number (if any), rental and royalty rates,
interests of multiple owners, lease stipulation, and
drilling and production data. Maintained in binders
by OCS lease number by Area and District Offices. 

OCS Lease Monthly Report of Operations. USGS
Form 9-152, Monthly Report of Operations-OCS, and ADP
generated facsimiles containing information on lease
operations, individual well status and production,
disposition of gas, and runs and sales of lease
ducts. Used in monitoring lease operations and 

pro­
pro­

duction ( including drilling and producing wells), pre­
paring statistical reports, and conducting geologic
and engineering studies. Arranged by lease number and
thereunder chronologically by month. 

a. Area Office 

b. District Office 

NARS 75 years after cutoff . 

Destroy when obsolete. superseded,
or no longer needed for reference. 

-

Destroy when obsol ete, superseded,
or no longer needed for reference . 

-

Place in inactive file when re­
lated magnetic file has proven to
be satisfactory and has grand­
father backup. Cut off inactive
file at close of fiscal year.
Destroy 5 years after cutoff . 

Cut off at close of fiscal year .
Destroy 3 years after cutoff. 
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I TEM 
NUMl3ER DESCRIPT ION OF RECORDS DISPOSAL INSTRUCTIONS 

SECTION 2. OCS OIL AND . GAS F IELD RECORDS 

1 102-01 OCS Oil and Gas Field Develooment Case Files. Consists
of correspondence and techn i cal 1nformat1 on which
pertains to an  oil and gas field or to a group of 
leases in a field rather than to any speci"fic lease. 
May include 
owned zones. 

information regarding fields in state­
Includes documents regarding drilling 

and production operations on the field in general ;
notices of state hearings"; - field plans of development ; -operator requests to establish, extend, or revise 
field drilling rules which govern development of a 
field ; correspondence regarding the annual review of 
field rules; documents reflecting the review of pro­
posed field rules ; copies of published field drill­
ing rules and revisions; geologic and engineering 
reports and maps submitted in support of proposed 
field rules or revisions"; pressure profiles ; and 

- N __, ' - structural information ;  See Chapter_ 1 7  for _ME_R-. 

field/reservoir data, field/reservoir studies, and 
unit geology and engineering data . See Item 1 200-01 
for the record set of field drilling rules. 

a.. Area Office . Cut off every 5 years at close of 

retire to FARC. 
fiscal year. Hold 1 0  years and 

Destroy 25 years 
after cutoff. -

b. District Offices. Review at least annually to destroy 
documents which are no longer 
needed for local reference . 

SECTION 3.  OCS BASE MAPS AND FIND ING A IDS 

The records described in this section consist of base 
maps (non-contour maps) prepared by Conservation 
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ITEM 
NUMBER 

N_,
U1 

DESCRIPTION OF RECORDS 

Division field offices at various scales of blocked
acreage in the OCS and related records. Does not in­
clude qeophysical and geologic interpretative maps and 
cross sections prepared for lease sale evaluations or 
for special studies or projects. The word 11published 1 1

as used in this section means reproduction by printing, 
photographic, and other methods in multiple copies, 
whether for limited or general distribution. Includes,
but is not limited to, the following types of base maps� 

-- Oil and Gas Field Maps. These maps, which cover all 

scales: 
leased Gulf of Mexico OCS acreage, are in two 

1
1 

11 = 1 ,000 (1 lease block) maps showinq 
detailed drilling information, e.g. , platfonn and 
well locations and other data plotted from sundry 
notices on wells, well completion reports, new pro­

1 1ducible lease notices, etc."; and l 1 = 2,000
lease blocks) maps showing units and pipelines. 

(9

Maintained in binders arranged by field. See Item 
1 200-05 for prints of these maps maintained by 
district offices. 

-- Lease/Well Data Maps. These base maps at various 
scales show OCS leases and wells and, in some cases, 
zonelines and fairways. Data is plotted from sun­
dry notices on wells, well completion reports, new 
producible lease notices, directional surveys, etc. 

11 1For the Gulf of Mexico, 1 = 4,000 base maps are 
overlaid with CDP seismic shotpoint location base 
maps (see Item 901 -09) to produce work maps used 
in detailed tract evaluations. Arranged by adja­
cent state and thereunder by map number. 

-- Gulf of Mexico Oil and Gas Development Maps. These
11Ease maps, at a scale of 1 = 20,000 1 

, one for off­
shore Louisiana and one for offshore Texas, 

DISPOSAL INSTRUCTIONS 

-

-



ITEM 
NUMBER 

i' 
N '_,
CTI 

1103-01 

'/2. e« Hf 
c..tr-

1103-02 

'/4 r--R-/ '1'· 
1103-03 

-

DESCRIPT I ON OF RECORDS 
sunmarize all nonconfidential engineering data , 
i.e. , areas , blocks , zones , lease platforms , pipe­
lines , fairways , units , fields , court decision lines 
for disputed areas. Prints of these maps are colorer 
and annotated for use as finding aids and indexes 
within GM OCS Operations. Prints are prepared by 
commercial reproduction firms for USGS , _BLM , IRS , 
Corps of Engineers� and for sale to the general pub­
lic. 

-- Gulf of Mexico l 11 = 40 ,000 ' and l 11 = so ooo • Dase 
1�- These base maps , one at each sea e for 

blocked acreage offshore Louisiana , Texas , MAFLA , 
and the entire Gulf of Mexico. 
leases , zonelines , and fairways. 

Maps show blocks , 
These are used as 

base maps in preparing graphic indexes and trend 
maps.

Manuscript Maps. Consi�t of th�_"master manuscript of 
-each base map maintained and updated by o·rganizatfonal · 

units responsible for drafting and cartographic sup­
port for GM OCS Operations. For the most ·part , data 
shown on these maps are cumulative , i. e. , the map is 
never "completed" so long as lease activities con­
tinue in the area covered by the map . 

Published Base Map Record Set. One copy of each edi­
tion , revision, or variant of each pri nted or other­
wise reproduced map . Maps in this set will be dis­
tinctly marked "Record Set" and will not be charged 
out. 

Reference Base Map Files . Consists of reference and 
working copy prints of base maps maintained outside 
drafting and cartographic units which are not 
described elsewhere in these schedules. 

-

DISPOSAL I NSTRUCTIONS 

-

Permanent. Cut off when map is 
redrafted or completed . If suffi­
cient volume accumulates , retire to 
FARC.
cutoff. 

Offer to NARS 20 years after 

-Permanent. Cut off when published. 
If sufficient volume accumulates , 
retire to FARC. Offer to NARS 20 
years after cutoff. 

Destroy when superseded , obsolete , 
or no longer needed for reference. 

-
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ITEM 

NUMBER DESCRIPTION OF RECORDS 
1 103-04 Graphic Indexes and Findinq Aids . Includes graphic 
vol, , naexes {usual l y  base maps ) wh 1 c indicate the cover-
lAV\Aiv,.11.J/t tage of each map of an area covered by several maps ;

reelrdJ finding aids, such as card indexes and descriptive 
���1tl lists; and similar records not otherwise described in 

these schedules . 

1 1 03-05 OCS Official Protraction Diagrams. Reproducible and 
paper prints furnished by BLM which show blocked 
acreage on the OCS to be offered for lease sale. 

SECTION 4 .  FORMAL APPEALS AND L ITIGATION RECORDS 

1 1 04-01 USGS Appeals Case Files . Consists of documents relat­
ing to formal appeals to the Director, U .S .  Geological 
Survey, from parties alleging adverse effect from 
final orders or decisions by officers of the Conserva­
tion Division . The appeals procedures are governed 
by 30 CFR, Part 290. Included are notices of appeal 
and papers showing argument of the facts by the 
appellant, reports in reply to the appellant ' s  argu­
ment prepared by the officer who issued the order or 
decision, requests for extensions of time, papers 
reflecting the final decision by the Director, and 
other related papers and correspondence .  Official 
file copies of these documents are maintained at the 
headquarters level. Arranged numerically by appeal 
number . 

11 04-02 OCS Order Waiver Requests . Consists of extra copies 
of approvals and denials of requests for waivers 
from OCS Orders . Arranged by OCS Order . This is an 

-

DISPOSAL INSTRUCTIONS 

Dispose of in accordance with 
instructions for records to which 
they relate . EXCEPT : Indexes to 
permanent records may be retained 
permanently in active files area 
as a finding aid after records to 
which they relate are transferred 
to FARC . Offer to NA.RS when the -records to which they relate are 
offered. 

Destroy when superseded, obsolete, 
or no longer needed for reference. 

Cut off upon issuance of final 
decision or withdrawal of appeal . 
Destroy 6 years after cutoff. 

-

Cut off at the close of the fis­
cal year or when no longer needed 
for reference, whichever is 
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DISPOSAL INSTRUCTIONS 

earlier. Destroy 2 years after 

ITEM 
NUMBER DESCRIPTION OF RECORDS 

extra copy convenience file maintained to prepare 
stati stical reports . Official copies are maintained 
in the appropriate case file . (See schedule items 

cutoff. 

1 1 01 -02, 1 200-02, 1 501 -02, or 1 502-03 . )  

1 1 04-03 OCS Claims and Litigation Case Files. Consists of 
reference copies of documents relating to claims or 
actual legal proceedings involving mineral leasing
activities or lease operations on the OCS in which 
Conservation Division has an interest. Included are 
advisory reports, investigation reports, litigation 
reports, statements of claims, copies of processes 
and pleadings, supporting documents, and related cor­
respondence. Official file copies of these documents 
are maintained at the headquarters level. 

N_, '
00N' 

Cut off at close of fiscal year in
which claim is settled or disallowed 
or in which case is closed. Destroy
1 0  years after cutoff. 

-

-
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ITEM 

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

CHAPTER 12. OCS DRILL ING OPERATIOMS SUPERVISION RECORDS 

The records described in this chapter are accumulated
as a part of the inspection and monitorinq of drilling
operations on Outer Continental Shelf leases. Included
in this chapter are official copies of field drilling
rules; drilling rig inspection reports; reports of the
status of drilling operations and engineering develop­ -ment of individual wells; and field plats showing the
location of drilling activities. 

1200-01 Field Drillinq Rules Record Set. Consists of the Permanent . Place in inactive file
'l�I+/ official file copy of each set of field drilling rules when canceled or superseded . Cut

and revised rules published by Conservation Division off inactive files in 5-yearllr· field offices. This schedule applies to the master blocks. If sufficient volume (at
set maintained by the unit responsible for issuing least one cubic foot) accumulates,
field drilling rules. Arranged by state and thereunder retire to FARC 3 years after cut­
by OCS area, field name, then depth. See Item 1102-0la off. Offer to tlARS 20 years after
for material on development of field drilling rules. cutoff. 

1200-02 Drilling Rig Inspections. Consists of inspection Cut off at close of calendar year
reports from detailed inspections, random rig in which the rig leaves the dis­
inspections, workover 

rig
rig inspections, incidents of trict. Destroy l year after cut­

noncompliance, requests for waivers, approvals and off. -departure reports pertaining to rigs, copies of
waiver approvals and departure reports pertaining to
wells. Usually arranged by company and rig.

1200-03 Daily/Weekly Drilling and Progress Report. Consists Cut off at close of fiscal year.
of reports submitted by operators on the status of De�troy l year after cutoff.
drilling operations. Used to check progress on opera­
tions and to prepare periodic statistical reports to
Conservation Division headquarters. Usually arranged
by company and lease. 
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DISPOSAL INSTRUCTIONS 
ITEM

NUMBER DESCR IPTION OF  RECORDS 

1200-04 Individual Well Records. Consists of forms prepared by 
District Office which recap the essential engineering" .
features of wells drilled on Federal leases or state 

1200-05 

N
No 

1200-06 

De�troy when superseded, obsolete,
or no longer needed for reference . 

lands offshore. Used as a quick reference tool . Usu­
ally maintained in binders and arranged by area, block, 
lease, and well number. 

Field Plats and Lease Maps. Consists of field plats anc Destroy when superseded, obsolete, 
lease maps which show the locations of platfonns, zones, or no longer needed for reference. 
and wells. The surface location, bottom hole locations, -depth, and side tracks are detailed on these maps. 
Field plats are usually on a l 11 = 1,000 ' scale showing 
a .single block or a l 11 = 2,000 ' scale showing a 9-
block area . Lease maps are usually on a l 11 = 200 ' or
1 1 1  

= 300 ' scale. Field plats are prepared from data 
on the 9-330, 9-331, and 9-33lc fonns. These are usu-
ally arranged by area and block or lease. See section 
/�� for copies of field plats and lease maps maintained 
by the drafting and cartographic _unit. 

Well Location Log. Consists of cross reference card Destroy when no longer needed for
files which show the location of wells by area, block, reference. 
well number, state or OCS lease, and location with a 
su1TT11ary of well history. Usually arranged by area, 
block, and well. 

-
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ITEM 

NUMBER DESCRIPT ION OF RECORDS D ISPOSAL I NSTRUCT IONS 

N
N 
....... : 

1 301 -01 

CHAPTER 13 .  OCS PRODUCT!ON  OP ERA TI ONS 
SUPERVISION RECORDS 

The records described i n  thi s chapter are accumulated 
i n  the supervision of producti on operati ons o� Outer 
Continental Shelf leases. The records relate to the 
testi ng of oil and gas wells, establi sh ing rates of 
production, and moni tori ng rates of producti on. 
Included are reports submitted by operators and les­
sees, pri nted pri ce bulleti ns, i nternally prepared 
documents, and documents prepared by thi rd parties. 
Many of these documents contai n  confidential and pro­
pri etary data. See Secti on 705 for copies of non­
propri etary documents mai ntai ned for publi c  i nforma­
ti on purposes. 

SECTION 1 .  OCS PRODUCTION RATE FILES 

The records described i n  this  secti on pertai n  to the 
establi shment of Maxi mum Effici ent Rate for reser­
voi rs and Maxi mum Producti on Rates for wells and to 
the moni tori ng of producti on rates. These rates are 
based on requests from operators and well tests and 
other data submi tted i n  support of the requests. The 
moni tori ng functions records consist of establi shed 
rates and production totals prepared from data sub­
mi tted on operators reports. 

Quarterly Oi l Well Test Report ( USGS Form 9-1 869 ). 
Consists of copies of USGS Form 9-1 869 or si m ilar 
form and related correspondence . The results of 
tests are used to moni tor the production rates of o il  
wells. Arranged as appropri ate by lease and well or 
by fi eld, block, and operator . 

a .  Area Office. 

-

Cut off at close of fiscal 



DISPOSAL INSTRUCT IONS 

1 301 -02 

N :
N . 1 301 -03 N . 

- - • 

ITEM 
NUMBER DESCRIPTION OF RECORDS 

b. Dis trict Offices. 

Semiannual Gas Well Test  Report (USGS Form 9-1 870 }. 
Consists of copies of USGS Form 9-1 870 or similar form 
and related correspondence and attachments. Test  re­
sults are used to monitor production rates of gas 
wells". Arranged as appropriate by lease and well or 
field, block, and operator. 

a. Area Office. 

b. Dis trict Offices. 

Multi Point Back Pressure Tests. Consis ts of reports 
submitted by operators which show the results of tests 
to determine the theoretical open flow potential of 
gas well�. Submitted within 30 days after a well is 
connected to a pipeline . Reouired by GM OCS Order 1 1 .  
Arranged as appropriate by lease and well or by 
field, block, and operator. 

a. Area Office . 

b. District Offices. 

year. Des troy 4 years after cutoff. 

Cut
Des troy 2 years after cutoff. 

off at close of the fiscal year. 

Cut off at close of the fiscal year . 
Des troy 4 years after cutoff. 

Cut off at close of the fiscal year. 
Destroy 2 years after cutoff. 

Place in inactive file when super­
seded or obsolete. Cut off inactive 
file at the close of the fiscal year. 
Destroy 4 years after cutoff. 

Place in inactive file when super­
seded or obsolete. Cut off inactive
file at the close of the fiscal year.
Des troy 2 years after cutoff. 

-

\' 
e ,  
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NUMBER 

1 301  -04 

N I
N 'w 1 301 -05 

1 301 -06 

DESCRIPTION OF RECORDS 

Monthly Report of Reservoir Over-Production. Consists
of reports submitted by operators notifying the Super­

i 

visor of the amount produced from a reservoir in 
excess of the established maximum efficient rate ( MER). 
The report should include the reservoir, location, 
rate, volume of overproduction, and the time period. 
Also contains operators notification that production 
from the overproduced reservoir has been balanced 
with the established maximum efficient rate. No form 
has been established for this report. Maintained by 
·The office with responsibility for production control. 
Usually arranged by operator. 

Maximum Production Rates for Wells • .  Consists of 
Approved Maximum Efficient Rates for Reservoirs and 

computer printouts which show the location by state, 
area, block, company, field, and lease; number of 
reservoirs and wells; the maximum effideni rate for 
reservoirs; and the maximum production rate for 
wells. Data is used to monitor production to ensure 
economic development and depletion of reservoirs. 
The report is used by Conservation Division head­
quarters and field offices, the operators, and it is 
available to the public. It is published on a quar­
terly basis. 
a. Area Office. 

b. District Offices. 

Monthly Over/Under Production Report. Consists of 
quarterly computer printouts showing the production 
of crude oil and gas well gas for each well and the 

-

D ISPOSAL I NSTRUCTIONS 
Place in inactive file when pro­
duction from an overproduced 
reservoir has been balanced. 
off the inactive file at the 

Cut 

close of the calendar year. 
Destroy 4 years after cutoff. -

-
Cut off at the close of the fiscal 
year. Destroy 4 years after cut­
off. 

Destroy when superseding printout 
is received. 

Cut off at the close of the f i scal 
year. Destroy 4 years after cut­
off. 



- -

ITEM 
D ISPOSAL INSTRUCTIONS 

Cut off at close of reporting period , 
months after cutoff. Destroy 6 

· cut off at close of reporting period b. 
months after cutoff. Destroy 6 

Retain until a quarterly approved 
MER/MPR report is received which 
reflects the new MER/MPR reports. 

Cut off at the close of the fiscal 
year. If sufficient volume accumu­
lates, retire to FARC. Destroy 1 0  

NUMBER DESCR IPTION OF  RECORDS 

approved maximum production rates. Report is used to 
balance quarterly production. Maintained by the 
office with responsibility for production control . 

1 301 -07 Maximum Efficient Rate--Maximum Production Rate Files. 
Consists of computer printouts showing the approved 
MER/MPR, volume of production, and the volume of over 

dual well and reservoir. 
and under production. The data is arranged by indivi­

These files are used to 
monitor production levels and for qtiarterly balancing -of production to approved rates as required by GM OCS
Order 1 1 .  Maintained by the office with responsibi­
lity for production control. 

MER/MPR Master File. Monthly printout showing the 
production data for the month. 

a. 

MER/MPR History File. Quarterly printout showing 
production for current quarter ftnd"_one previous_ 
quarter . 

N 
N 
.i,. ,  

1 301 -08 MER/MPR Change Reports. Consists of monthly computer 
printouts showing changes to the approved MER/MPR 
rates. Data is arranged by individual well and reser­
voir. Maintained by the office with responsibility
for production control. -

1 301 -09 Quarterly Balancing Reports. Consists of computer 
printouts produced quarterly showing over or under 
production of reservoirs on an exception basis. Used
to check actual production against approved production years after cutoff. 
rates and to advise operators of the need to balance 
quarterly production as required by �M OCS Order 1 1 .
Data arranged by individual well and reservoir. 

-
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ITEM 
NUMBER
1 301 -1 0 

1 301-1 1 

N ' 
N ,  1 301-1 2 
u, 

DESCRIPTI ON OF RECORDS 
Monthly Producing Well File. Consists of documents or 
printouts which show the number of producing wells by 
operator, area, and state with a total for the Outer 
Continental Shelf Area. Data is usually arranged by 
operator.

OCS Production Control Studies File. Consists of docu­
ments and printouts regarding special studies of pro­
duction control rates. Includes papers authorizing 
the study, describing its scope and objectives, inter­
mediate progress reports and correspondence, and the 
finished report. 

OCS Gas Flaring Report. Consists of monthly computer 
printouts which show the volume of gas flared by lease 
and operator. Pr�pared from the gas disposition data ·
on the Monthly Report of Operations, it is used to 
monitor and control the volume of gas flared. Data is 
arranged by operator and lease. Maintained by the 
office with responsibility for production control. 

and gas well gas taken from the Monthly Report of 
Operations. Maintained by the office with responsibi-
lity for production control. 

1 301 -1 4 Clearance File. Consists of monthly printouts listing 
approvals of requests to test wells for increased MPR. 
Production rates may exceed approved MPR for duration 
of the test. Data is arranged by individual wells. 
Maintained by the office with responsibility for pro­
duction control. 

DISPOSAL I NSTRUCTI ONS 

Destroy when superseding report 
is received. 

Place in inactive file at the 
close of the fiscal year in which 
the study is completed. Cut off 
inactive files in 5 year blocks. 
If volume is sufficient, retire to 
FARC 3 years after cutoff. 
Destroy 20 years after cutoff. 

Cut off at the close of the fiscal 

cutoff.
year. Destroy 2 years after 

1 301 -1 3  OCS Production File. Consists of monthly printouts or Destroy when superseding printout 
other documents showing the production of crude oil is received. -

Destroy when superseding report 
is received. 
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ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

1301-15 OCS Lease Disposition All Products. Consists of monthly Cut off at the close of the fiscal 
computer printouts which show the monthly disposition year. Destroy 2 years after cutoff. 
of products by lease-sales of oil, condensate, gas 
and gas used for fuel, flared, or injected, Leases are 
identified by company, area, and field . Prepared from 
data submitted on the Monthly Report of Operations. 
Data is arranged by lease number . Maintained by the 
office with responsibility for production control. 

1301-16 OCS Lease Disposition-Oil Well Gas and Gas Well Gas . Cut off at the close of the fiscal -
Consists of monthly computer printouts showing the year. Destroy 2 years after cutoff. 
disposition of oil well gas and gas well gas by lease. 
The total disposition and the volume of gas sold, 
flared, vented, injected, and used for fuel are listed. 
Data is arranged by lease nuttber. Maintained by the 
office with responsibility for monitoring production 

N
N ·  of gas. 
m :  

1301-17 Summary - Sales by Lease. Monthly computer .printout Destroy _wheD superseding report is 
showing the location of the lease, operator, accumula­ received.
tion of sales by product, dates of accumulation . 
piled from data reported on the Monthly Report of 

Com­

Operations - OCS. 

1301- 18 Individual Well Production . File consists of monthly Cut off at the close of the fiscal 
printout reports or other documents which show the year. Destroy 2 years after cutoff. -production of oil, condensate, oil well gas, gas well 
�as, and water produced during the month by individual 
wells . The data is usually arranged by well numbers, 
operators, lease, field, and block. 

1301-19 Shut-In Wells Reoort . Includes a monthly printout Destroy when superseding report is 
report or other document showing the well number, received. 
operator, location, and cause of well shut-in"� 

·- - -



-
ITEM 

NUMBER
1301-20 

N :  .N 
-....J , 

1302-01 

1302-02 

-
DESCRIPTION OF RECORDS 

�Jell Potential Tests Reoorts ( USGS Form 9-1868) .  Con­
si sts of reports subm i tted by operators which show the 
results of production tests of wells. Used to estab­
lish or increase an oil or gas well MPR. Usually
arranged by lease/well number. 

a .  Area Office. 

b. District Office . 

SECTION 2. OCS PRODUCT ION MEASUREMENT FILES 

The records described in this section pertain to the 
measurement of production at the lease and as it is 
transported through pipeline and barging systems . 
Included in these files are approvals for automatic 
custody transfer units, pipeline and barging system 
records, and reports on tests to determine the accu­
racy of production measurement equipment. 

Accountable Custody Transfer Unit Approvals. Consists 
of applications and approvals for accountable custody 
transfer units. Includes schematics, flow diagrams, 
leases and fields involved, estimated amounts and 
types of production involved, calibration data and 
proposed royalty value basis . Usually arranged by 
system number, area, and operator or by lease. 

Commingling Systems - File. Contains correspondence, 
applications, drawings, specifications, operating 
agreements, approvals and authorization to commingle 
production in a . pipeline or barging system . Arranged 

-

DISPOSAL INSTRUCTIONS 
,. 

Cut off at the close of the fi scal 
year. Destroy 4 years after cut­
off. 

Cut off at the close of the fiscal 
year. Destroy 2 years after cut­
off. 

Cut off when ACT Unit is removed -
or destroyed. Destroy 7 years 
after cutoff . 

Cut off when system is abandoned 
or discontinued". Destroy 7 years 
after cutoff. 



ITEM 
NUMBER 

1 302-03 

1 302-04 

N ,
N .
(X) 

1 302-05 

1 302-06 

-

DESCR I PTION OF RECORDS 
by systems number and operator. Maintained by the 
office with responsibility for approving commingling 
systems. 

Meter Proving Reports . Consists of forms submitted 
monthly by operators which show the results of accu­
racy tests on allocation and sales meters. Used to 
adjust production figures for deviations found in 
meters •" .
or by lease. 

Usually arranged by system, area, and operator 

Meter Adjustment Tickets . Consists of forms submitted 
by ope·rators to adjust the calculated run volumes of 
production measured through a meter with a deviation of 
more than + 0.0025 in any measurement factor. The.
meter adjustment ticket eliminates the need to change 
or adjust the barrel figure on the meter totalizer. 
Usually arranged by system, area, and operator or by 
lease. 

Allocation Schedules. Consists of schedules which allo­
cate the sales volume attributable to each lease from 
the commingled production of 2 or more leases measured 
through a single sales meter. 
system and area or by lease. 

Usually arranged by 

Calibration Charts - Tank Tables. Consists of charts 
which show the volume of storage tanks by foot and 
inch. Used in the audit of run tickets from tank 
storage batteries . Usually arranged by operator·, area, 
and tank. 

-

D ISPOSAL I NSTRUCTI ONS 

Cut off at close of the fiscal year. 
Destroy 3 years after cutoff. 

-
Cut off at close of the fiscal year. 
Destroy 3 years after cutoff .  

Place in inactive file when super­
seding schedule is  received. Cut
off inactive file at close of fiscal 
year. Destroy 6 years after cutoff. 

Place in inactive file when tank is -removed, destroyed, or permanently 
removed from service. Cut off 
inactive file at the close of the 
fiscal year. Destroy 3 years after 
cutoff. 

\_ 

-



� 

- -
ITEM 

NUMBER 

N '
N '  

1401-01 

DESCRIPTION OF RECORDS 
CHAPTER 14. OUTER CONTIMENTAL SHELF SAFETY AtlD 

POLLUTION CONTROL RECORDS 

The records descri bed i n  thi s chapter are accumulated 
as a part of the supervi sion of operati onal safety 
and pol l ut ion control . Incl uded i n  this  chapter are 
reports and i nvest igati ons of acci dents on the Outer 
Conti nental Shel f ,  reports of oi"l spi l l s ,  oi l spi l l
conti ngency plans , and pol l ut ion control fi l es .  

See Secti on 1104 for claims or l i t igat i on resul t i ng 
from OCS acci dents or oi"l spi l l s. 

SECTION 1. OCS ACCIDENTS 

Consi sts of documentati on relati ng to acci dents on 
the Outer Cont i nental Shel f .  May i nvol ve bl owouts , 
hydrocarbon spi l l s ,  fi res and exp losions , structural 
col l apse , pol l ut ion by other than hydrocarbons , and 
persona 1 i njury or death . Incl udes operator I s noti ­

1ficati on of i nci dent , operator s wri tten reports , 
reports of district qffi ce investi gation ,  and reports 
on the anal ysis  of accidents . 

Record sets and devel opmental case hi stori es of 
Safety Notices and Notices to Lessees and Operators 
are covered under i tems 202-02 and 202-03". 

Major Acci dent Investigation F i l es .  Consi sts of 
operator ' s  notification and reports , USGS prepared
reports , i nvestigations , and anal yses of pol l ut ion 
events of 15 or more barrel s ,  fi res , expl osi ons , 
personal injury and l oss of l i fe , and other accidents 
sel ected for i nvest i gation. These fi l es are avai l ­
abl e  for publ ic inspecti on. Arranged by acci dent
case number assi gned to the accident investigati on .  

-
'/ 

DISPOSAL INSTRUCTIONS 

-



a .  

b. 

Consist of operat­

of accident, pollution events of l ess than 1 5  barrel s .  

a.  

b. 

Continental Shelf. 
submitted reports. 

chronologically. 

ITEM
NUMBER DESCRIPTION OF  RECORDS D ISPOSAL INSTRUCTIONS 

Case files maintained by office with primary respon- Pl ace in inactive fol der at the
sibility for accident investigation. Included are cl ose of the fiscal year in which 
record copies of accident investigation and analy- the investigation is completed. Cut
sis reports. off inactive fil es in 5 year blocks. 

If vol ume is sufficient , retire to 
FARC 3 years after cutoff. Destroy 
20 years after cutoff. 

Case files maintained by other offices. Cut off at the cl ose of the fiscal 
. year in which the investigation is -
completed. Destroy 2 years after 
cutoff. 

1401-02 OCS Minor Accidents Reports Fil e.
or's notice and written reports and operator ' s  reports

and events not selected for subsequent investigation
and analysis. Arranged chronologically by type of
accident.Nw :

0 :  

Files maintained in Area Office. Cut off at the close of the fiscal .. year in which the accident is re­
ported. Destroy 2 years after cutoff . ' 

Files maintained in District Offices . Cut off at close of the fiscal year 
in which the accident is reported. -Destroy 2 years after cutoff. 

OCS Events File . Consists of local forms or ADP Cut off at the close of the fiscal 
year. Destroy l years after cutoff. 

1401-03 
pri ntouts whi ch su1TD11arize accidents on the Outer

These are prepared from operator
Kept for statistical reporting

purposes. Arranged by type of event and thereunder 

- - - ,, 



-
ITEM

NUMBER 

1 401 -04 

1 401 -05 

N 1 401 -06 w _. 

1 402-01 

-
DESCRI PTION OF  RECORDS · 

Pibeline Leak and Break Reeorts. Consists of operator 
su mitted reports, as requi red by GM OCS Order 9,
which detail the cause, effect, and remedial action 
taken on all pipeline leaks. 

Automatic Custody Transfer (ACT") Unit Failure Reports. 
Consists of op·erator submitted reports on the failure 
of ACT units and suggested alternate methods of mea­
surement. Includes supervisor ' s  approval of alternate 
methods of measurement. Required by GM OCS Order 1 3. 
Arranged by system number, area , and operator or by 
lease . 

Subsurface Safet
Consists of orig nal reports submitte l Device Failure Analasis Report. 

by operators
to identify mechanical failures of subsurface devices 
by lease and well , make and model of device, cause of 
failure, and corrective action taken. Used to estab­
lish a reliability engineering data base. Submitted 
quarterly as required by GM OCS Order 5 .  Arranged by 
lease and well. 

SECTION 2 .  POLLUTION CONTROL 

Consists of pollution contingency plans and reports 
filed by operators and reports by district offices. 

Sewage Effluent Tests/Waste Water Discharge Analysis 
Reports . Consists of reports submitted semiannually 
by operators detailing the location , dates , and 
results of lab analysis of sewage effluents discharged 
into ocean waters. Used to check compliance with the 
provisions of GM OCS Order 8. Usually arranged by 
company and chronologically thereunder. 

-

D ISPOSAL INSTRUCT IONS 

Cut off at close of fiscal year in 
which report is made. Destroy 4 
years after cutoff. 

Cut off at close of fiscal year in 
which report is made. De5troy 4 
years after cutoff. 

Cut off at close of fiscal year . 
Destroy 4 years after cutoff . 

-
Place in inactive file after com­
pliance with GM OCS Order has 
been determined. Cut off inactive 
file at close of the fiscal year . 
Destroy 2 years after cutoff . 



- - -

ITEM
NUMBER 

1 402-02 

1 402-03 

Nw
N 

1 402-04 

DESCRIPTION OF RECORDS 

Annual Haste Water Report. Consists of annual reports 
submitted by operators showing the results of monthly 
tests of discharged waste water. Tests include the 
dates of samples, time and location, volume of waste 
discharged, and the results of laboratory analysis. 
Used to determine compliance with provisions of GM OCS 
Order 8. Arranged by company. 

Operator Submitted Plans. Consists of operator 
developed action plans submitted in accordance with 
requirements of OCS Orders. These plans include 
Oil Spill Contingency Plans for dealing with fires, 
leaks, spills, and other events ; Simultaneous Opera­
tions Plans for dealing with undesirable events 
during dril l ing, wireline, workover, or major con­
struction operations"; Welding and Burning Safe 
Practices and Procedures Plan detailing personnel
requirements and approved methods.relating to these 
operations ; a· Training Plan describing £ourses to be 
conducted and methods used to qualify perso�nel for 
offshore operations; and other contingency plans as 
may be required . Arranged by plan and thereunder 
alphabetically. 

Pollution Ins�ection Re orts. Consists of reports 
7prepared by di strict of ices which present the results 

of beach pollution inspections and pollution surveil-
1 ance flights . 

DISPOSAL INSTRUCTIONS 

Place in inactive file after com­
pliance with GM OCS Order has been
determined .
at the end of the fiscal year . 

Cut off inactive file 

Destroy 2 years after cutoff. 

Destroy on receipt of a superseding
pl an . 

-

Cut off at close of fiscal 
year . 
cutoff. 

De�trcy 2 years after 
-



D ISPOSAL I NSTRUCTIONS 

-
ITEM 

NUMBER 

1 501 -01 

N 
(.,J

' (.,J 

-
• 

D�SCRIPTION OF RECORDS 
CHAPTER 1 5. STRUCTURE INSTALLATION ,

REVIEW, 1AND ANALYSIS RECORDS 

The records described in thi s chapter are accumul ated 
as a part of the supervi s ion of structures erected on 
the Outer Conti nenta l Shel f .  Such structures as pl at­
forms , arti fici al i s l ands , and pi pel ines are i ncl uded. 
The records relaate to approval of structure des i gn and 
constructi on,  permi ts , wai vers from OCS Orders , opera­
ti onal i nspecti ons , and analys i s  of structure and 
equ i pment fai l uresa. 

SECT ION 1 .  INSTALLAT ION REVIEW RECORDS 

Pl atform Instal l ati on Fi l es .  Consi sts of documents re­
l ati ng to the approval of pl atform des ign and cons truc­
t ion .  Incl uded are requests for permi ts to construct 
a pl atformi constructi on drawi ngs i pl ats and maps ; 
Corps of Eng ineer permi ts ; assesasments by di strict en­
g ineers ; checkl i sts for env i ronmental eval uati on ; en­
gi neeri ng certi ficati oli"s ; and comp leti on reports wi th 
"as bui l t" drawi ngs . Usual l y  arranged by pl atform 
designati on or by l ease. 
a .  Area Offi ce . 

b. D i s tri ct Offi ce . 

-

Pl ace i n  i nactive fi l e  when pl at­
form i s  removed or abandoned . -
Cut off i nact i ve fi l e  at cl ose of 
fi scal year. Destroy 2 years 
after cutoff .  

Pl ace i n  i nact ive  f i l e  when pl a t­
form i s  removed or abandoned . 
Cut off i nacti ve fi l e  at cl ose of 
fi scal year. If vol ume i s  suffia­
ci ent , transfer to FARC 3 years 
after cutoff. Destroy 1 0  years
after cutoff. 



� .  

ITEM 
NUMBER 

1 501 -02 

1 501  -03 

N 'w '  
i 1 502-01 

1 502-02 

-

DESCR I PTION OF RECORDS 

Platform Inspection Files. Consists of inspection 
reports, notices of incidents of noncompliance, 
requests for waivers, approvals and departure reports 
pertaining to platforms, and extra copies of waiver 
approvals pertaining to platfonn wells. Usually ar­
ranqed b.v pl atfonn designation or 1 ease number. 

Platform and/or Installation Questionnaire Files. 
Consists of operator submitted fonns detai l ing the
location, primary use, structural specifications, and 
equipment for each pl atform or installation. Main­
tained in Area Office and District Dffices as a quick 
reference source. Arranged by installation designa­
tion 

SECTION 2. OCS P IPELINE FILES 

Pipelioe Permit Files. Consists of proposals to con­
struct pipelines on the Outer Continental Shelf; 
supporting drawings, maps, plats, and specifications; 
BLM and USGS approvals; Corps of Engineers permits; 
and completion reports with "as-built" drawings . 
Includes flowlines. Usually arranged by BLM or USGS 
pipeline system designation. 

OCS Pipeline Reports . Consists of annual reports sub­
mitted by pipeline operators showing the dates and 
results of monthly inspections, methods used, and 
test results . 
designati on .  

Usually arranged by pipeline system 

bility for supervision of pipelines. 
Maintained by the office with responsi­

-

DISPOSAL I NSTRUCT IONS 

Cut off at the close of the calendar 
year in which the platfonn· is re­
moved or abandoned. 
years after cutoff. 

Destroy 2 

Place in inactive file when plat­ -
form is removed . Cut off inactive 
file at close of fiscal year. 
Destroy 2 years after cutoff. 

Place in inactive file when pipeline 
is removed or abandoned. Cut off 
inactive file at the close of the 
fiscal year. Destroy 1 0  years after 
cutoff. 

-
Cut off at the close of the fiscal 
year." ' Destroy 3 years after cutoff. 

-



- - -

The files described in this section relate to the 
application of reliability engineering analysis to 
equipment and structures used on the Outer Continen­

The purpose is to identify equipment, 
structure designs, and procedures which may result 

explosion, or personal injury or death. 
in pollution of the marine environment, fire or 

ITEM 
NUMBER DESCRI PTION OF RECORDS D ISPOSAL I NSTRUCT IONS 

1 502-03 OCS Pipeline �Jaiver Requests. Consists of requests for Place in inactive file \'/hen waiver 
waivers from OCS Orders and other orders and rules is revoked or expires. Cut off 
issued pursuant to the authority to regulate the opera- at the close of the fiscal year. 
tions of pipelines and flowlines. Includes requests, 
approvals or denials, and departure reports for granted 

Destroy 4 years after cutoff. 

waivers. Arranged by pipeline system designation. 
Maintained by ·the office with responsibility for pipe-
line pervision.

1 502-04 Index to Pipeline Systems. Consists of computer print­ Destroy when superseding printout
outs which describe GS- and BLM-approved pipelines. is received. 
Data includes operator, system designation, date of 
approval, size, type, location, length, and date of 
completion. Maintained by the office with responsibi-
lity for pipeline supervision.

. 
W , 
N 

1 502-05 Pipeline Inspection Files. Consists of inspection Cut off at the close of the fiscalu, 

reports, notice of incidents of noncompliance, requests year. Hold 4 years and destroy. 
for waivers, and extra copies of waiver approvals per-
taining to pipelines. Arranged by pipeline system 
designation. Maintained by the office with responsibi-
lity for pipeline supervision. 

SECTION 3. OCS STRUCTURE DESIGN AND FAILURE -ENGINEERING ANALYSIS RECORDS 

tal Shelf. 



ITEM
NUMBER 

1 503-01 

1 503-02 

Nw
0\ 

1 503-03 

1 503-04 

-

DESCRIPTION OF  RECORDS 

Systems Design Analysis Data File. Consists of acci­
dent reports, inspection reports, drawings, specifi­
cations, and analysis. Used to develop a data base 
for use in approving future structure applications. 
Maintained by the Area Office responsible for super­
vision of field operations. Arranged by type of 
structure. 

System Design Analysis Studies Case Files. Consists 
of case papers reflecting a complete history of each 
study from the initiation through research, analysis, 
and report. Includes a copy of the study proposal, 
project planning papers, failure engineering and 
hazards analysis, and preliminary and final reports. 
Maintained by office conducting the study or office 
sponsoring the contract to perform the study. 
Arranged by type of structure. 

-System Design Analysis Studies Work Papers. Includes
temporary correspondence; listings and tabulations;
copies of documents contained in the case files; pre­
liminary or intermediate source data used for analy­
sis or reference; and other workpapers used in the 
course of the study which are not appropriate for 
permanent retention because they have neither evi­
dential nor long-term information values. Arranged
by type of structure. 

Reliability Engineering Data Files. Consists of 
accident reports, inspection reports, analysis, 
drawings and specifications of individual pieces of 
equipment. Used to create a data base for evaluation 
of equipment used in exploration, drilling, or pro­
duction operations in the Outer Continental Shelf. 
Arranged by type of equipment. 

-

DISPOSAL INSTRUCTIONS 

Place in inactive file when data 
has been transferred to computer 
file and verified. Cut off file 
at the close of the fiscal year 
in which computer file is veri­
fied. Destroy 3 years after cut­
off. 

Place in inactive file at the close 
of the fiscal year in which the -
study is completed. Cut off inac­
tive files in 5 year blocks. If
volume is sufficient, transfer to 
FARC 3 years after cutoff. Destroy
20 years after cutoff. 

Cut off at the close of the fiscal 
year in which the study is com­
pleted. Destroy 3 years after cut­
off. 

-

Place in inactive file when data 
has been transferred to computer 
files and verified. Cut off at 
the close of the fiscal year in 
which
fied. 

the computer file is veri­
Destroy 3 years after cut­

off. 

-



--

ITEM 
NUMBER 

1 503-05 

1 503-06 

Nw " 
,--.
QI::s 
Q. 

N 
w
CX> ....... 

-
DESCRI PTION OF RECORDS 

Equipment Failure Studies Case Files . Consists of 
case papers reflecting a complete history of each 
study from initiation through research, analysis, 
and report. Includes a copy of the study proposal; 
analyses of equipment failure; and preliminary and
final reports • . Maintained by office conducting 

-the study or ·crfflCe sponsoring -the contract to perform 
the study. Arranged by type of equipment. 

Equipment Failure Studies Working Papers. Includes
temporary correspondence; listings and tabulations;
copies of documents contained in the case files ; pre­
liminary and intermediate source data used for analy­
sis and reference; and other working papers used in 
the course of the study which are not appropriate for 
permanent retention because they have neither eviden­
tial nor long-term informational value. Arranged by 
type of equipment. 

-

D ISPOSAL I NSTRUCTIONS 

Place in inactive file at close of 
fiscal year in which study is com­
pleted. Cut off inactive files in 
5 year blocks. If volume is suf­
ficient, transfer to FARC 3 years 
after cutoff. 
after cutoff. 

Destroy 20 years 

-
Cut off at the close of the fis­
cal year in which the study is 
completed. Destroy 3 years 
after cutoff. 

-



- - -

ITEM 
NUMBER DESCRIPT ION OF  RECORDS D I SPOSAL INSTRUCTIONS

CHAPTER 1 6. OCS ROYALTY ACCOUNTING RECORDS 

The records described in this chapter pertain to the
royalty accounting function. These records relate
to the collection of rents and royalties from leases"i
the sale of rDyalty oil taken in-kind and sold to
small refiners, deposit of collections, audit of
royalty accounts, and maintenance of funds impounded
under the Tidelands Dispute.

Technical reference materials used in the audit
function, such as company price bulletins and 

I gravity correction tables and - tank tables, are main­
N , tained as nonrecord material and disposed of in 
W I
\0 

i 

accordance with item 1 01 -1 1 . 

SECTION 1 .  OCS ACCOUNTS AND COLLECTIONS F ILES 
- · - - - - - - ·- .

1 601 -01 Royalty Accounting Files. The documents in this file Cut off at the close of the
relate to the payment of rents, minimum royalties, and fiscal year . Hold for 2 years

and transfer to FARC. FARC willroyalties on lease products.
on refunds and overpayments. Consists of Lessees

Includes correspondence 
destroy in accordance with

Monthly Report of Sales and Royalties, USGS Form 9-1 53 instructions of the General
or equivalent, submitted in accordance with 30 CFR Accounting Office . These records
250.94. This report shows the runs of oil; sales of should not be mixed with non-
gas, gasoline, and other lease products; oil and gas GAO records when transferred to
lost; deliveries of royalty-in-kind oil; and royalties the FARC .
due on production. Associated with these reports are
Statements of Account, USGS Form 9-1 424, or equivalent
produced by the USGS Automated Royalty Accounting Sys­
tem. These are monthly statements showing royalty
determinations and status of lease accounts. Arranged

lease account number and thereunder chronologicallyby
by month. 

-



DISPOSAL INSTRUCT I ONS 

fiscal year . Destroy 1 year after 

ITEM
NUMBER DESCR IPTION OF RECORDS 

1 601 -02 Royalty Accounti.ng System Data Inaut Forms. Con­
sist of copies of input forms use to enter data in 
the automated royalty accounting system. Originals
are forwarded to USGS, Branch of Computation, for

· 

Cut off at the close of the 

cutoff. 

1 601 -03 

N
.i,,.
0 

1 601 -04 

1 601 -05 

entry into the system ." These are copies retained
by the unit responsible for royalty accounti ng 
to verify the system entries. Included are Lease 
Master Coding Forms, Unit Master Coding Forms, 
Annual Fee Reports, Production Sales Reports, 
Royalty Adjustment Reports, Collection Reports, and 
EDP transmittal forms. Arranged by form/report 
number or title and chronologically thereunder. 

Pipeline and Barging System Accounting Files. Con­
sists of oil run tickets, pipeline run statements,
purchaser' s run and gas statements, 1 es see I s run 
statements, meter proving reports, meter adjustment 
reports, and allocation schedule�� Used to audit 
the Lessee ' s  Monthly Report of Sales and Royalties. 
Arranged by pipeline and barging system . 

Audit Su�port Document Files. Consists of docu­
ments su mitted by operators and purchasers of 
lease products. Includes reports of sulfur ship­
ment and royalty, crude oil statements, and sec­
ondary recovery statements. 
auditing lease royalty accounts. 

Used in the process of 
Filed by company. 

Automated Royalty Accounting System Report Files.
Consists of computer pri ntout reports produced by 
the automated royalty accounting system. Data re­
ported includes royalty accounts receivable control, 
statement of monies .impounded under state agreements 
statistics on the quantity and value of lease 

Cut off at the close of the fiscal 
year. Hold 2 years and retire to 
FARC. Destroy 5 years after cut­
off. 

Cut off at the close of the fiscal 
year. Destroy 2 years after cut­
off. 

-

Cut off at the close of the fiscal 
year. Destroy 3 years after cut­
off. 

- - -
. . 

http:Accounti.ng


- - -

DESCRIPTION OF RECORDS 

to FARC. 

Statement of Funds Subject to Impoundment. Cons1sts Cut off at the close of the of a monthly computer pri ntout showi ng the funds fi scal year.  Destroy l year impounded under Secti on 6(a ) (9) of the Outer Conti nen­ after cutoff . tal Lands Act. The report shows the royalty , rental , 
bonus , and value of royalty-i n-k i nd purchases. . 

I ' 

ITEM 
NUMBER D ISPOSAL I NSTRUCT IONS 

production , royalty value of oi l ,  condensate , gas , 
gasoli ne and li quid products , and uni t  producti on 
stati stics. I ncluded i n  this  seri es are :  Monthly
Report of Royalty Accounts Recei vable Control , 
Monthly Un it  Allocation Report , Monthly Sales of 
Lease Production Report , Monthly Scanner Report , 
and extra copi es of USGS Form 9-1 424 , Statement of -Account. 

1 601 -06 Royalty Accounti ng Stati sti cal Summaries. Consi sts Destroy upon recei pt of super­
of copies of calendar and fi scal year stati stics sed i ng report. 
arranged i n  10  summary reports . These reports are 
produced by the automated royalty accounti ng system. 

N '
I 

� These summaries contain  data on the value , volume , 
and royalties for production by lease , fi eld , d is­_. ' 

trict, state, Section 6 and Section 8 ,  uni t ,  and 
zone . 

1601 -07 Lessees-State Agreements F i les. Consist of copi es Place i n  i nactive file when d is­
of agreements between the State of Louisi ana and pute i s  settled. Cut off i nac­
operators of leases i n  the Outer Conti nental Shelf. tive fi le at close of fiscal 
These agreements relate to the payment of rents , 
royalties ,  and other sums described i n  Section 
6(a) (9) of the Outer Conti nental Shelf Lands Act. 

year. Hold 2 years and transfer 
Destroy 50 years after 

cutoff.
These agreements form the basis for determi n i ng 
the amounts due to the state under court decisions 
relati ng to the disputed zone. 

1601-08 



· � 

1601-09 Permanent. Place in inactive file 
when dispute is settled. Cut off 
inactive file at close of fiscal 

years and transfer to 2 year. Hold 
FARC. Offer to NARS 20 years after 

years after cutoff . year . Destroy 3 

year . Destroy 1 year after cutoff . 

ITEM
NUMBER 

d C u  . Pf 

DESCRIPTION OF  RECORDS 

Federal-State Agreements Files . Papers relating to 
agreements between the State of Louisiana and the 
United States pursuant to court decisions relating to 

DISPOSAL INSTRUCTIONS 

cutoff. 

the disputed zone. Includes copies of agreements, 
court decisions, statements showing sums subject to 
impoundment, reconcilements and correspondence with 
the State Mineral Board . 

1601-10 Certificates of Deoosits (such as Standard Form 219) . 
Consists of copies of Certificates of Deposit, SF 21 9, 
prepared by Royalty Accounting for deposit of checks 

Cut off at the close of the fiscal 

-
and money orders received in payment of royalties due . 
Collections are deposited with the Federal Reserve 
Bank . Arranged chronologically . 

1601- 11 

1601-12 

Cut off at the close of the fiscal 
year . Destroy 3 years after cutoff . 

Cut off at the close of the fiscal 
Destroy 3 years after cutoff . 

Coll ection Data Sheets . Consists of retained copies of 
coding sheets showing collections by amount, fund code, 
classification, state code, geographic location .  Orig­
inals sent to Bureau of Land Management .  Arranged

-chronologically . -
N 

· 

N 

Daily Deposit Journal . Journal of daily deposits usu­
ally posted by account and accountant. Arranged
chronologically in 6-month groups . 

year . 

Cut off at the close of the fiscal 
year . Destroy 3 years after cutoff . -1601-13 Monthly Collection Registers . Consists of a register 

used to record the receipt of checks and money orders 
received in payment of royalties due . 

Cut off at the close of the fiscal 
year . Destroy 3 years after cutoff . 

Cut off at - the close of the fiscal 

1601- 14 Accounts Receivable Reqisters . Consists of a register 
used to control accounts receivable until payments are 
received . 

1601-15 Miscellaneous Collection Documents . Consists of let­
ters transmitting royalty payments, check foils, and
check invoices. Arranged chronologically. 

I •- - • 
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ITEM
NUMBER DESCRIPTION OF RECORDS D ISPOSAL I NSTRUCTIONS 

1 601 -1  6 Accountable Officer Desi�nation . Documents concerning Cut off at close of the fiscal year
the designation of indiv1 duals to serve as Collection in which designation is cancelled .
Officer. Destroy 3 years after cutoff . 

SECTION 2. OCS GAS EXTRACTION MON ITOR ING FI LES 

Files in this �ection are accumulated in the process of
determining if the royalties paid on liquid hydrocar­
bons extracted from casing head gas sold to gas · -
extraction plants are fair and accurate . 

1 602-01 Gas Sales Contracts File . Consists of copies of sales Place in inactive file at the ter­
contracts between operators and gas extraction plants, mination of the contract . Cut off
OCS letters acknowledging the contract agreement, the inactive file at the close of the
buyer ' s  letter transmitting the liquids handling and fiscal year . If volume is suffi­
separation agreement, condensate purchase agreements, cient, transfer to FARC ; 2  years
sellers orders effective with first production, FPC after cutoff . Destroy 6 years
docket and proceedings, and correspondence .  Arranged after cutoff .
by buyer, field, and block or by plant.

1 602-02 Index to Gas Sales Contract . Consists of a card index Destroy when obsolete, superseded,
showing buyer, area, blo�k, and lease number . or no longer needed for reference .
Usually arranged by seller. 

1 602-03 Gas Plant Case Files. Consist of forms showing the Place in inactive file when plant -plant owners, percent of ownership, income, expenses, is removed or abandoned . Cut off
depreciation, and a computation of plant profitability . inactive file at close of fiscal
Used for the determination of royal ty rates . Arranged year . Destroy 4 years after cut­
by plant . These files are maintained by the unit off .
responsible for monitoring gas processing . 

SECTION 3. OCS GAS PROCESSI NG 

1 603- 01 Gas Plant Monthly Reports. Consist of monthly Cut off at the close of the fiscal
reports submitted by gas plant owners which show the year. If volume is sufficient,
quantity and volume of constituent products extracted transfer to FARC 2 after
from casing head gas. Included in the report are cutoff . Destroy 5 

years
years after 



- -

I TEM 
NUMBER DESCRI PTION OF RECORDS 

the destination and source of gas , del iveries commit-
ted, under- and over-del iveries, sal es, schedul es of
gas
al"

by-passed and processed, a schedul e of condensate
l ocation component, and a schedul e of product

al l ocation 
by
by component .  Used in audit of Lessees

Monthl y  Report of Sal es and Royal t ies. Us�al l y
arranged �Y pl ant. 

1603-02 Gas Pl ant Inspection Fil es .  Consists of inspection
reports on gas extraction pl ants . Incl udes notes,
speci fications, drawings, photographs. Usual l y
arranged by pl ant . 

1603-03 Gas Processing Statistics Fil e .  Consists of summary
reports prepared by the unit  responsibl e  for monitor­' ' 
ing gas processing . Incl udes the number of pl ants,N \ I

� \i annual vol ume and al ty val ue of gas produced,� .  annual vol ume anq 
roy
royal ty v� l ue of extracted l iquids,

and total royal ty val ue of gas and extractea l iquids . 

SECTION 4. OCS ROYALTY- IN- K IND OIL CONTRACTING F ILESI 
The records in this section rel ate to the sal e  of
royal ty-in-kind oil to smal l refineries and to the
bil l ing procedure for royal ty-in-kind oil sol d .  

1604-01 Royal ty-in-Kind Sal es Fil es . Consists of documents
rel ating to the notice of sal e of royal ty-in- ki nd oil
and negotiation and award of purchase agreements .
Incl udes OCS-prepared estimates of production and
royal ty-in-kind oil avail abl e, correspondence on pro­
cedures for appl ication to purchase royal ty-in-kind
oil , notice to smal l
position for draw . Maintained in unit responsibl e

refiners, notice of l ottery and 

for monitoring of commingl ing . 

D ISPOSAL I NSTRUCTIONS 
cutoff. 

Cut off at the cl ose of the fiscal
year . Hol d  4 years and destroy . 

Cut off at the cl ose of the fiscal
year . Hol d 4 years and destroy . 

-
P l ace in  i nacti ve fi l e  at the com­
pl eti on of the negoti ati on .  Cut off
inactive fil e at cl ose of the fi scal
year.
transfer

If vol ume is  suffici ent,
to FARC 3 years after cut­

off. Destroy 6 years after cutoff. 

-



-

ITEM 
NUMBER 

1604-02 

1604-03 

. 1604-04 

-

DESCRIPTION OF RECORDS 

Rolalt�-in-Kind Applications Files. Documents accu­
mu ate in reviewing and recommending action on
applications for the purchase of government royalty
oil by small refiners. Incl udes the application,
evaluation papers, and correspondence on the policy
and regulations on the sale of royalty-in-kind oil.
Files maintained in unit responsible for monitoring
commingling . Arranged by company . 

a. Declined applications. 

b. Approved applications. 

Royalty-in-Kind Purchase Agreement Files. Consist 

ment royalty oil; corporate authorities;
of agreements for the sale and purchase of govern­

legal
instruments; bonds of purchaser; Small Business
Administration Certificates of Competency; corres­
pondence on regulations , delivery , and contract
administration; and applications. Arranged by con­
tract number. Agreement files are maintained in
unit responsible' for monitoring commingling . 

Royalty-in-Kind Accounts Files. The documents in
these files relate to billing for royalty-in-kind
oil sold to small refiners. Included are royalty-in­
kind memo billin�s - Rrovisional billings prepared by
the unit resp0As1 bl e for royalty accounting . Asso-
ciated with the ·memo bill ings are Statements of 

-

D I SPOSAL INSTRUCT IONS 

-

Cut off at the close of the fis­
cal year in which action is com­
pleted. Destroy 5 years after
cutoff. 

File in the appropriate purchase
file at the time theagreement

agreement is awarded. 

Place in inactive file when agreeL
ment expires. Cut off inactive
file at close of fiscal year. If
volume is sufficient, transfer to 

-Destroy
FARC 2 years after cutoff.

20 years after cutoff. 

Cut off at close of the fiscal
year ! If volume is  sufficient,
transfer to FARC 3 years after
cutoff. FARC will destroy in
accordance with instructions of
the General Accounting Office.
These records shoul d not be 



ITEM 
DISPOSAL I NSTRUCT IONS 

mi xed wi th non-GAO records when 

Cut off i nacti ve f ile at 

NUMBER 

transferred to the FARC . 

DESCR I PT I ON OF RECORDS 

Account, USGS Form 9-1 424, prepared by the auto­
mated royalty accounti ng system. Mai ntai ned by 
the unit responsible for royalty accounti ng. 
Arranged by contract number. 

1 604-05 Transportati on Allowance Fi les. Place i n  the i nactive f ile when 
mentation on the al lowance due for transportation system is  abandoned or discon­
costs on royalty- i n-ki nd oi l from the lease area to ti nued. 
the poi nt of deli very. Consists of pipeli ne and close of fi scal year. Destroy 7 
barg i ng i nvoi ces, i nvpices for constructi on and years after cutoff. 

Consists of docu­

-
mai ntenance of pipeli nes, the calculati on of depre­
ci ati on on pi peli nes, and related correspondence . 
Usually arranged by Area and company or by l ease. 

-

' 

- - - . 
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NUMBER 

OCS MINERAL RESOURCE COtlSERVATION RECORDS 

-

ITEM 
DISPOSAL· INSTRUCTIONS 

CHAPTER 1 7. 

DESCRIPTION OF RECORDS 

1 701 -01
3 CIA.-fl/

I.fr· 

The records described in this chapter relate to efforts
to assure prevention of waste, conservation of natural �

· resources, and protection of correlative rights for th
1Outer Continental Shelf . Efforts include studies and

mapping of the extent and size of oil and gas fields
and reservoirs, calculation of amounts of hydrocarbons
in those fields and reservoirs, identification of
competitive reservoirs, and determination of maximum
efficient rates of production. 

SECTION 1 .  MER (MAXIMUM E FF IC IENCY RATE)
GEOLOGIC AND ENG INEER ING FILES 

MER Geologic and Engineering Reeorts and Maps Files .
Documents accumulated in reviewi ng and recommending
approval/rejection of initial and revised MER
requests submitted by oil and gas lease operators.
Includes approved Forms 9-1 866, Request for Reser­
voir MER ; PVT, gas analysis, capillary pressure,
and relative permeability data ; geologic structure
and isopach maps ; average reservoir pressures
various· plots of producti on and pressure data

;
;

and related papers and correspondence . Arranged
by OCS area, thereunder by field name, then reser­
voir . 

MER geologic and engineering data that apply more
to the field than to an individual reservoir i
that field, e.g . ,  geology structure maps on a 

n 

field basis that transgress several reservoirs,
are filed by field name in front of the reservoir
MER data files for that field . 

· -

Cut off every 5 years at close
of the fiscal year . Hold 1 5
years and retire to FARC �
Destroy 30 years after cutoff.
EXCEPT : Prior to retirement,
the Conservati on Manager or
his designee will make a sub­
sequent review in order to -designate as Permanent any
records that are of continuing
value because they contain
data that are particularly
significant for future research.
Records so designated shall
not exceed 1 0% of the total
number of s�ch records eligible
for retirement . Offer to
NARS 30 years after cutoff. 



DISPOSAL INSTRUCTIONS 
ITEM

NUMBER 

1 702-01 
N
.,:,.
CX> 

DESCRIPTION OF  RECORDS 

These data have repetitive and multi ple application
in fi eld studies and reservoir analysis to support
MER determi"nation, reserve estimates, and lease
sale programs . See Section 1 301 -01 for other MER/
MPR records accumulated in administering OCS Order
1 1 .  

SECTION 2. OCS RESERVOIR/F IELD STUDY F ILES 

OCS Reservoir/Field Studv Proiect Files. Documents
accumulated 1 n  plannfng, conducti ng, and report­

findings of subsurface geologic and engineer­ing
ing studies and mapping projects for individual
produci ng oi l and gas reservoirs and/or fi elds.
These studi es"-involve determi-nation of reservoir
geometry through detailed subsurface mapping,
definition of reservoir limits from geologic and
engineering data, es�imation of original oil or
gas in place, analysis of past reservoir behavior,
and prediction of future reservoir performance
and ulti mate recovery under various rates and
drive mechanisms. Studies are performed by
"classical" engineering methods (e.g . ,  volumetric
calculati on, material balance, and producti on
decline curves) or physical or mathematical
simulation models or a combination . Disposal
criteria given below apply to studies such as
the fo1 1 owing: 

-

-

-

--



- - -

� 

ITEM
NUMBER 

N 

. \() 

DESCRIPTION OF RECORDS 
-- Reservoir analysis studies conducted to determi ne 

maximum efficient withdrawal rate, to determine the 
degree of rate sensitivity of the reservoir as it 
affects ultimate recovery, to identify reservoirs 
that should be placed under pressure maintenance 
operations, and to maintain equities and protect 
correlative. rights. 

-- Unitization studies including studies of areas in 
need of unitization, competitive reservoir studies, 
and studies involving secondary recovery projects 
in competitive reservoirs. 

When more than one office accumulates segments of 
these files, procedures will be established to. insure
that all files relating to a specific project, sub­
project, task, or phase are collected at a designated 
official file station for consolidati on. 

Project History Case Files. In order to provide 
for the systematic accumulation of material relat­
ing to reservoir/field studies and mapping proj­
ects, project history case files will be estab­
lished and maintained for each project. Case 
papers reflect a continuing history of the project 
from initiation to completion. Included are 
project proposals and planning documents; project 
authorization documents; project work assignment 
memorandums and instructions; papers regarding 
project meetings; interim and final progress 
reports; and related papers and correspondence of 
value to the historical account of the project. 

. .  
D I SPOSAL INSTRUCTIONS 

-

Permanent. Cut off at close of 
fiscal year in which project is 
completed. Hold 1 0  years and 
retire to FARC provided there is 
sufficient volume (at least one 
cubic foot). Offer to NARS 50 -
years after cutoff. 

Final Maps and Reports. Includes the official Permanent. 
� CM N. /:f./ b .  file copy of the fina.l study report or unpublished is completed. 

Cut off when project 
Dispose· in 

Lfr-
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DISPOSAL I NSTRUCTIONS 

accordance with instructions for 
project hi story case files . 

Cut off at close of fis­
year in which study is completed . 

I TEM 
NUMBER · DESCRIPTION OF RECORDS 

manuscript of report containing summary and con­
clusions of the study; final geologic structure
maps and cross sections and isopach maps; basic
supporting geologic and engineering data such as
rock and fluid production data, maximum
efficient rate 

data,
data, material balance data, and

history match data. These items are maintained
separately because they are too
sion in project history case files.

bulky for inclu­ -

Cut off at close of fiscal year in
which study is completed . Destroy
3 years after cutoff. 

c. Study Workpapers. Includes input values of basic
reservoir engineering parameters; preliminary or
intermediate tables, graphs, antl maps; computer
printouts containing basic results; minor adminis­
trative papers; and other workpapers accumulated
in the course of the study which are not appropri­

N i ate for permanent retention because they are dup­U1 .
licated or adequately sunimarized in final maps and ­0 

reports or are of such a routine or fragmentary
nature that they would not add significantly to
the project file. 

1702-02 OCS Field and Reservoir Reserves Estimate Study File.
These files relate to studies performed to determine
the areal extent of oil and gas reservoirs/fields and -
to calculate and update individual reservoir/field
reserves and total remaining reserves in place for
the ocs .  

Permanent.
Final Reports and Maps. Includes the official cal
file copy of the final study report or unpublished
manuscript of report containing summary and con­
clusions of the study and final geologic maps and 

c:? C.�- flI
'1'· 

a .  

cross-sections. 

Hold 1 0  years and retire to FARC
provided there is sufficient volume
(at least one cubic foot) .  Offer to
NARS 50 years after cutoff. 

. . 
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ITEM
NUMBER DESCRIPTION OF RECORDS D ISPOSAL I NSTRUCTIONS 

b .  Study Workpapers. Consists of prelimi nary or 
intermediate technical and scienti fic data which 
are duplicated or sufficiently summarized i n  
fi nal reports and maps and mi nor admin istrative 
papers unnecessary to an adequate hi story of the 
study. 

1 702-03 ocs· Field and Reservoir  Reserves Estimates (FRRE) Sys-
. tem Report". Files . These fil es consist of computer 
pri ntouts ol periodic and special reports contai n i ng 
statistical data on production , recoverable reserves , 
and remai n i ng reser�es of oil and gas by fi eld , 
reservoir ,  and lease. May also i nclude i dentifica­
tion of types of esti mates (e.g. , volumetric ,  mate­
rial balance , producti on decli ne} , best esti mate , 
date made , and reservoir  parameters and cumulative 

chronolog

production. 
i nqui ries. Arranged by report ti tle and then 

These reports are used to answer speci al 
N ,
<.n 
_, I ically.

SECTION 3.  OCS UNITIZATION PROGRAM RECORDS 

The records described i n  this secti on relate to the 
i n itiation of unitization of prospective or produc ing 
oil and gas reservoi rs ,  fields , or areas i n  the OCS 
and to the admi ni strati on and supervision of opera­
tions i n  approved uniti zed areas. See Item 1 702-01 
above for unitizati on study project files. 

1 703-01 Uni t  Proposal Case Files. Documents accumulated i n  
reviewing and recommending acti on on un itization pro­
posals. Includes proposal , supporti ng geologi c  and 
engi neeri ng reports and maps , evaluation papers , and 
related papers .
area and thereunder by block number. 

and correspondence. Arranged by OCS 

Cut
i n  which study 

off at close of fiscal year 
i s  completed . 

Destroy 3 years after cutoff. 

Cut off when superseded or obso­ -lete. Destroy 1 year · after cut­
off .  

-



ITEM
NUMBER 

1 703-02 
N
U1
N 

i. ' 

-

DESCRIPTION OF RECORDS 
a. Declined proposals. 

b. Accepted proposals. 

Unit Agreement Project Files. The records described 
below relate to the ini tiation, review, approval, · -
and monitorj ng of agreements to conduct development' 

-and/or production operations for a prospecti ve or 
producing oil and gas reservoir, field, or area 
under a unitization plan. The agreement provides ' 
for exploration, development, and operation of the 
property as a unit by a single operator and for 
allocation of costs and benefits if more than one 
lessee/operator is involved. Arranged by state and 
thereunder by unit name (e.g. , Eugene Island 
Block 276, R Sand, Res A). 

a. Unit Aqreement Documents Fi 1 es ("Open II Fil es ). 
Incl uded are a copy of the appl1 cat1 on ror unit
area designation, proposed form of unit agree­
ment, and letter of approval; copies of 
approved unit agreement, approval memorandum, 
and letter transmitting the approved agreement 
to the unit proponent; copy of unit operating 

-

DISPOSAL I NSTRUCTIONS 

Cut off at close of fiscal year in 
which final determination is made.
Destroy 5 years after cutoff. 
EXCEPT": Technical reports and maps 
which are of continuing value for 
future research should be removed 
at the time of transfer. File this 
technical data with MER Geologic and 
Engineering Data Files and dispose 
in accordance with Item 1 701 -01 . -
File in appropriate Unit Geology 
and Engineering File when unit area 
designation is approved. 

-

. -

-



- - -
ITEM 

NUMBER 

N ,
U1w '  

DESCRIPTION OF RECORDS 

agreement ; aal l  partici pating area appl ications , 
schedul es ,  and approval s ;  copy of officia l  pl at of 
the uni t  area ; al l  pl ans of devel opment and/or 
operatiaons and approval s ;  request for termination 
of uni t  agreement . If volume warrants , subdivi de 
by subject as appropri ate ;  e . g . , Uni t Agreement , 
Uni t Opera.ting Agreement ,  Partici pating Area , Pl ans 
of Development . Thi s materi al i s  parti al l y  dupl i ­
cated i n  fi l es maintai ned by BLM. 

( 1 )  Area Offi ce . 

( 2 )  Di strict Office .  
.. 

b .  Uni t Geolaoav and Enqineerinq Fi l es ( 11Cl osed 11 Fi l es ) 
Cons1 sts of geological maps , cross secti ons , ana 
reports and engi neeri ng data and reports perta in­
ing to producing or potenti al structures upon 
which the uni t area i s  establ i shed and rel ated 
papers and general correspondence regardi ng the 
uni t. Incl udes but i s  not l imi ted to i nformation 
submi tted i n  support of the ori g inal uni ti zat ion 
proposal , pl ans of devel opment and/or operation ,  
and appl ications to i ni ti ate secondary recovery 
and pressure mai ntenance operationsa. 

( 1 ) Area Office 

DISPOSAL INSTRUCTIONS 

-
Plaace i n  i nacti ve fi l e  when agree­
ment i s  terminated . Cut off i nac­
tive fi l e  at cl ose of fi scal year . 
Hol d 5 years and transfer to FARC 
provi ded there i s  suffi ci ent vol ­
ume (at l east one cub ic  foot ) .  
Destroy 25 years after cutoff . 

Cut off when agreement i s  termia­
nated. Destroy 2 years after 
cutoffa. 

-

Pl ace i n  i nactive fi l e  when agree­
ment i s  termianated . Cut off 



� !  

� ., 

ITEM
NUMBER 

N .
<.Tl 

1 703- 03 

1 703-04 

DESCRIPTION O F  RECORDS 

(2) District Offices . 

" 
Unit Monthl* Re�orts of Operations . Consists of Forms 
9-152, Mont ly" eport of Operations, for the unit . 
Arranged by geographical area and thereunder by block 
number, unit number, and month. 

Forced Unitization Petition Files . 
l ated in evaluating operator/lessee 

Documents accumu­
petitions regard­

ing forced unitization of competitive reservoirs when 
the operators/lessees have been unable to voluntarily 
effect unitization . Includes copies of operator/ 
lessee submittals, conference notes and reports, 

-

DISPOSAL INSTRUCTIONS 
foact1 ve fi l e  at c l ose of fiscal 
year . Hold 1 0  years and transfer to 
FARC provided there is  sufficient 
volume (at least 1 cubic foot). 
Destroy 50 years after cutoff. 
EXCEPT: Prior to retirement, the Con 
servation Manager or his designee 
will make a subsequent review in 
order to designate as Permanent any 
records that are of cont1 nu1 ng value Abecause they contain data that are w
particularly significant for future 
research. Records so designated 
shall not exceed 1 0% of the total 
number of such records eligible for
retirement. 
after cutoff . 

Offer to NARS 50 years 

Cut off when agreement is terminated. 
Destroy 5 years after cutoff or"_when _
no longer needed for reference, 
whichever is earlier . 

Place in inactive file at close of 
period covered by each plan of 
development. Cut off inactive files 
when agreement is terminated. Destroy -
2 years after cutoff . 

--



-
ITEM 

NUMBER 

N 
u,
u, 

1 704-01 

-
DESCRI PTION OF RECORDS 

GS evaluation reports on pet iti ons , documents reflect­
i ng deci sions and appeals , and related papers and 
correspondence. Ar�anged by geographi c  area and 
thereunder by company , block , and reservoir. 

a. Peti ti ons resulti ng i n  uni t  agreements. 

b.  Other peti ti ons. 

SECTION 4. OCS SECONDARY RECOVERY AND PRESSURE 
MAINTENANCE PROJECT RECORDS 

The documents descri bed i n  this  secti on relate to the 
revi ew ,  approval , and moni toring of projects to maxi ­
mi ze o il  and gas recovery from a producing formati on 
i n  the OCS through gas i njection ,  water i njection , and 
other enhanced recovery operati ons. 

Secondary Recovery and Pressure Maintenance Project 
Request Fil es . Consists of operator requests to con­
duct secondary recovery and pressure maintenance pro­
jects and papers reflecting review of the proposal and 
approval or rejection. Thi s is an extra copy conveni ­
ence file maintained to prepare stati stical reports . 
:official file copies are placed i n  the appropriate uni t  
jagreement fi le for projects i n  federal uni ts or i n  the 
appropriate lease/well fi le for non-uni t  projects. 

-
' -

D ISPOSAL I NSTRUCTIONS 

File in appropri ate uni t  agreement 
project f ile and dispose i n  
accordance wi th Item 1 703-02. -
Cut off at close of fi scal year 
i n  whi ch final determinati on i s  
made� Destroy 8 years after 
cutorf. 

-
Cut off at close of fi scal year . 
Destroy 2 years after cutoff. 



Cut off at close of fiscal year in 
D ISPOSAL I NSTRUCTIONS 

which project i s  terminated. 
Destroy 25 years after cutoff or 

ITEM 
NUMBER DESCRIPT ION OF RECORDS 

1 704-02 Secondary Recoverl and Pressure Maintenance Reports. 
Consists of month y reports submitted by operators on
approved
projects and related correspondence. Reports include 

pressure maintenance or secondary recovery 

information on number of days and volume of water/gas 
when no longer needed for reference,
whichever is earlier. 

N- U1 · m 

injected and volume of oil gas and water produced. 
This data is used in reservoir analyses and field 
studies as well as in monitoring individual injection 
projects to ensure maximum recovery of oil or gas. 
Arranged by geographic area and thereunder by company, -
fi el d name , and reservoi r ,  then chronol og i cal l y .  

-

- - -

l -
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ITEM 

NUMBER DESCRIPTION OF RECORDS DISPOSAL I NSTRUCTIONS 

CHAPTERS 18 THROUGH 20 

RESERVED 

-

. 



--

-
ITEM 

NUMBER 

N '  
u, '° 

21 01 -0l · 

-
DESCRI PTION OF RECORDS 

CHAPTER 21a. MINERAL AND WATER LAND 
CLASS I FICAT ION RECORDS 

The records descri bed i n  th i s  chapter rel ate to the 
cl ass i fi cation of publ i c  and acqui red l ands for thei r 
val ue as potential reservoi r and/or waterpower s i tes 
and for thei r mi neral val ue . Incl udes both formal 
clas s i fi cation actions documented i n  pl ats and orders 
and i nformal cl ass i fi cations made i n  response to 
requests from other agenci es for mi neral and waterpow­
er reportsa. 

SECTION 1 .  M IN ERAL LAND CLASS I F I  CATION RECORDS 

The records descri bed below rel ate to determi nat ion of 
areas of potenti al val ue for coal and other sol i d  
l easabl e mi neral s ,  c lass i fi cati on of those l ands as 
mi neral or nonmi neral , and i ni t iation of orders for 
the formal cl assi fi cation of mi neral l andsa. 

Formal Orders of Mi neral Land Wi thdrawal , Cl as s i fi ca­
tion , or Restoration . I ncludes Executi ve Orders , 
Publ i c  Land Orders by the Secretary of the Interior, 
and Orders signed by the Di rector , Geol ogi cal Survey . 
Cons i sts of copi es of coveri ng memorandums to the 
Di rector recommendi ng approval and cop ies of the 
Order as publ i shed i n  the Federal Regi ster. Cl ass i ­
fi cation Orders show: the authori ty under wh i ch the 
Order i s  i s sued , the purpose of the Order , and the 
action taken ; the l egal descri pti on of the l and 
i nvol ved ; and the date of approval and si gnature . 
Copies of Orders mai ntai ned i n  Conservation D i v i s i on 
fi el d offi ces dupl i cate the master set of certi fi ed 
cop i es mai ntai ned i n  Branch of Mi neral and Water 
Cl ass i fi cationa. Arranged by state and thereunder 

-
. .  

D I SPOSAL I NSTRUCTIONS 

Cut off i n  1 0  year b locks .  Me+e 
§Q year, ind traRsfcr te FAR€. 
Destfoy 75 ye81°s aftcl" cutoff. 
l>estr� i� �e.Mc"j w �e.v,_ 

Sv � o � J.e ,:(  J o b so \�+e 1or no \o �a.c- V\e.e.c:A.,e.� 
for rJve.v\. ce 



DISPOSAL INSTRUCTIONS 

Place in 1nactive file when action 

Cut off inactive file at close of 
fiscal year. Retire to FARC 5 years 

ITEM
NUMBER DESCRIPTION OF RECORDS 

by type of action, then date of order. 

21 01 -02 Mir.eral Land Classification Plats.
dual township plats showing graphically the

Consists
land areas
of indivi­

;VA'S 
� formally withdrawn, classified as mineral or nonmineral, 

depicted is amended or revoked. 

after cutoff. Destroy 25 years
after cutoff. 

11/11,J-,7 and/or restored. Copy of plats maintained in Conserva­
tion Division field offices duplicate the originals
maintained in township binders by the Branch of
Mineral and Water Classification. 

21 01 -03 

N 
en
0 

21 02-01 

Mineral Land Classification Minutes. Consists of
retained copies of formal minutes of the various
mineral land classification boards which record geo­
logical j ustifications for classification actions.
Minutes include a detailed discussion of the geologic
occurrence of the particular mineral with regard to
the approved classification standards. They provide
a surrmary of geologic data, the history of executive
action, and reflect the development of conclusions_
affecting the classification of lands as mineral or
nonmineral. Arranged by mineral and state and there­
under by minute number. 

SECTION 2. WATER RESOURCES CLASSIFICATION RECORDS 

The records described in this section are accumulated
in classifying Federal lands as to their potential
value for waterpower or reservoir sites in order to
protect sites considered valuable and forestall .encum­
brances that would make them unavailable for future
development.

Formal Orders of Water Resources Land Withdrawal,
Classification, or Revocation. Includes Executive
Orders, Public Land Orders by the Secretary of
Interior, and Orders signed by the Director,

-

-Place in inactive file when action
supported by the minute is revoked.
Cut off inactive file at close of
fiscal year. Retire to FARC 5
years
years after cutoff.

after cutoff. Destroy 25 

-

Cut off in 1 0  year blocks. Hold 50 
years and transfer to FARC. Destroy
75 years after cutoff. 

-
. .  

-
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ITEM 
NUMBER 

N°' '  _, .  

21 02-02 

-
DESCRI PTION OF RECORDS

Geological Survey. Consists of duplicates of trans­
mittals proposing preparation of a fonnal order desig­
nating Federal land as fit for waterpower or water
storage sites and copies of the Order as published in
the Federal Register.

Formal orders through July 1 952 are bound in volumes
by state with orders arranged by type of actio
Powersite Reserves, Reservoir Site Reserves, Reser­

n; e. g . ,

voir Site Powersite Classifications,
Powersite 

Restorations,
Restorations, and Powersite Cancellations .

Volumes maintained in Conservation Division field
offices duplicate the master set maintained in Branch
of Mineral and Water Classification . Formal orders
through 1 955 are also available on microfilm. 

Arranged by state and thereunder by type of action,
then date of order. 

Waterpower Minutes . Consists of retained copies of
documents which provide detailed accounts of the basis
for specific water resources classification or revoca­
tion actions. Includes su11111aries of investigations,
draft and final minutes, and all correspondence and
other background documents relating to a particular
action. Arranged by type of action (e. g . ,  Powersite

Powersite Classifications, Reservoir SiteReserves,
Reserves, Reservoir Site Restorations), then by state 
or r ver as, n, an m nu e num er. Sl'tf tot'111c.rt,('

J
f-o r  11:w.t'IIVG.l 

no+.. 1�hi �e..M{) 
1-\ lt cop;e� �re _,r1+,..i"""- �!S """e. 8'*""'� ,I (J'�,-( � W-.ter•rstf _.,..._ 

Destroy 1 ndiv1 ua1 card when
superseded, obsolete, or no

prepared from standard longer needed for reference .  

• 
\ 

DISPOSAL I NSTRUCT IONS 

-

Place in inactive file when ac­
tion supported by the minute is
revoked . Cut off inactive file
at close of fiscal year . Retire
to FARC 5 years after cutoff .
Destroy ?.5 years after cutoff. 

r.1.... ..... _ _ 

'eo-,servr..-+ 1 0" D"iN'I, OFf';c.-,1
f,._

C\.\ief
"I 01 ,�', " a.+'"II· 

l,� '{4.e.•.l 

. 

i b · 
_ , 

21 02-03 1:-rl>IM,, Nt,:.
·re 

1/
Waterpower Classification Status Grap'h�c 1ownsfiip
Cards. Consists of 5 x 8 inch township diagram cards.and l arger scale township cards
USGS 1 5  minute topographic maps. Cards are used to
plot: powersite reserves and classifications and
subsequent interpretations, restorations, and 



ITEM
NUMBER 

21 02-04 

N
0\
N 

- 21 02-,05 

-

DESCRIPTION O F  RECORDS DISPOSAL INSTRUCTIONS 
cancellations; waterpower designations and cancella­
tions; reservoir site withdrawals, reserves, and resto­
rations; Federal power project withdrawals and vaca-
tions; and Section 24 determinations by the Federal 

,Power Commission. Arranged by state."and thereunder by · ·meridian, base line, and township. 
' 

Federal Power Pro.i ect Technical Harking Files. Informa- Cut off at close of fiscal year in 
tion copies furnished by the Federal Power Com ission which project is completed or with-
of records for all Federal power project withdrawals drawal revoked. Destroy 1 year -of Federal lands made pursuant to filing of projects after cutoff. 
under the Federal Power Act. Includes information 
regarding the proposed power plan; FPC reports, judg-
ments, and orders; notices of Federal land withdrawals 
and subsequent changes; construction descriptions, 
evaluations, and other related data, including maps. 
Arranged by FPC project number. 

River Basins Technical Harking Files. __ Consists of tech� Review file at least annually to 
nical reference materials containing waterpciwer and de�troy items - which are superseded, ­
storage data related to specific streams or basin. obsolete, or no longer needed for 
This material is published by the Bureau of Reclamation, reference.
Corps of Engineers, Federal Power Commission, state
water agencies, and private irrigation districts. 
Includes water resource planning documents and status 
reports; construction descriptions and status informa-
tion; water rights and land status data; water supply -
statistics; map control; geologic and hydrologic infor-
mation and reports; newspaper clippings; and rel_ated 
papers. May also include nonrecord reference copies 
of open file reports and Geological Survey _ publica-
tions. See Section 2204 below for official file copies 
of USGS River Basin and Water Resources Studies. 
Arranged by name of river basin and thereunder by sub-
ject or type of publication, if volume warrants . 

I .- • 



- --
ITEM 

NUMBER 

Nenw 

2103-01 

2103-02 

DESCRI PTION OF RECORDS D ISPOSAL I NSTRUCTIONS 
SECTION 3 .  COOPERATIVE MINERAL AND WATER LAND CLASSI-

F ICATION AND INTERIM USE REPORTS RECORDS 

The records described in this section are accumul ated 
in assisting Federal l and administering ag�ncies in 
cases involving acquisition , exchange , selection , dis­
posal , or interim or mul tipl e use of withdrawn or 
cl assified l ands . Conservation Division provides 
information on the l easab le  mineral val ue or water 
resource devel opment potential of specific tracts of 
l and . These reports and recommendations are furnished 
under both fonnal and infonnal cooperative agreements 
with other Federal agencies incl uding the Bureau of 
Land Management , Federal Power Commission , U.S .  Forest 
Service , Bureau of Recl amation , Corps of Engineers , and 
General Services Administration . 

Land Disoosal /Exchanae Reouests · ( 1
1Co-oos11 

) .  Papers Cut off at close of fiscal year in 
col l ected 1 n  screening l and di sposal /exchange cases at which final determination is made. 
the request of the administering agency , usual l y  BLM or Destroy 5 years after cutoff . 
Forest Service , to ensure that l ands invol ved are not EXCEPT that cases which may be of 
val uab le  for l easabl e mineral s or as potential water continuing val ue may be retained 
power or reservoir sites . Arranged by requesting agen- as �onrecord reference materialJ
cy and case number. Copies of these papers are al so 1AAt 1 l �o \oYJ�er ne-eole.e>L fbr
maintained in the rel ated township fil e  (item 2203-02) . �fe,-eNtceo-n, 7#R � n,.>,..

"- 1� I / '" /7'l r- -

Section 24 Determination Appl ications . Papers rel ated Cut off at cl ose of fiscal year
to the review of applications under Section 24 of the in which FPC decision is issued . 
Federal Power Act for detenninations by ·the Federal Destroy 5 years after cutoff. 
Power Commission as to whether a proposed use or dis­
posal can be pennitted · without injury to a waterpower 
resource. Incl udes FPC request; correspondence with 
affected Federal agencies; GS repl y incl uding recom­
mendations; and a copy of the FPC decision in the form 
of findings , determinations , and orders. 



ITEM 
NUMBER 

21 03-03 

' Nm� 2103-04 

JJt/5 

3 (,CA..Flf 
..,,. 

-

DESCRIPTION OF RECORDS 
Ri ghts-of-Way Report Case Fi l es .  Records rel ated to 
processing appl ications filed wi th BLM for nonpower 
i nteri m uses of l ands affected by GS cl assi ficati ons. 
Al so i ncl udes Recreati on and Publ i c  Purpose {R&PP )  
Act Appl i cations. Consi sts of  BLM seri al regi s ter page 
requests ; supporti ng data submi tted by the appl i cant ; 
GS repl y ;  Determi nation or Engi neeri n g  Power Report by 
FPC as appropriate ;  BLM decis ions and grants ; and 
rel ated papers and correspondence. 

a. Routi ne " Stamped Reply" Cases. Cases affect i ng 
power wi thdrawal s made for transmi ss ion l i ne pur­
poses onl y and ri ghts-of-way that wi l l  cross 
Federal l ands not i ncl uded i n  a power wi thdrawal . 

b. Other Cases. 

-­
Mi neral and Waterpower Land Cl a s s i fication Mah Seri es . 
Consi sts of maps at 1 :250 ,000 scale showi ng t e status 
of mi neral and water l and cl assi fication of Federal 
l ands . Data s hown i ncl ude :  l ands wi thdrawn or cl ass i ­
fied for l easabl e m i neral s or for waterpower or reser­
voi r  s i tes ; l ands consi dered val uabl e prospecti vel y 
for mi neral s ;  known l eas i ng areas ; Naval petrol eum and 
oi l shal e reserves ;  and occurrences of nonl easabl e 
metal l i c and nonmetal l i c mi neral s and materi a l s. These 
maps are used in provi ding i nformat ion to the l and 
admini steri ng agencies on the mi neral valaue or �ater 
resources potenti al and cl assi fication s tatus of 
Federal l ands and on the advi sabi l i ty of permi tti ng 
i nterim nonmi neral or nonpower uses of these l ands. 

a. Fi nal Maps. Consi sts of one copy of each edi tion , 
revi sion , or vari ant of each final publ i shed map • 

-

D I SPOSAL INSTRUCTIONS 

-· cut off at cl ose of fi scal year i n  
wh ich fi nal BLM deci s i on ·  i s  i ss ued. 
Destroy 3 years after cutoff. 

Cut off at c lose of fi sca l year i n  
which fi nal BLM deci s ion i s  i ssued . 
Destroy 5 years after cutoff. 

-

Permanent . Cut off a t  c lose of fi s­
cal year  i n  which map i s  publ i s hed. 

-
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ITEM 
DESCRIPTION OF RECORDS D ISPOSAL I NSTRUCTIONS 

•0 30.  !:1e""rs- o.Rer c u..+otfl. 0Her: _--:to_NflRS 
·_(��_(l_on�_r_ ;1. � no \011ger ne.eo.ecl _'in �geni:�.,. 

. _ _(0'�1-�I 18
b. Intermediate Map-Making Records .AIAIS 

Co,,cc,,rs 
Cut off at close of fiscal year
in which resultant map is pub­
lished. Destroy 1 year after
cutoff. EXCEPT: 

�r S(i1'1J-1� 
m emo 

a..i�+�1tj1,/77 

SECTION 4. LEASING AND PROSPECTIVE
AREA DETERMINATION RECORDS 

' Documents accumulated in delineating land areas known
to contain valuable, workable deposits of solid, leas­
able minerals, oil and gas, or geothermal resources;
determining areas valuable prospectively for leasable
minerals; and determining areas subject only to com­
petitive leasing and notifying BLM of such determina­
tions. 

21  04-01 Known L�asing Area Minutes. Consists of retained
copies of formal minutes of justification of the vari­
ous Mineral Land Classification .Boards which record
the factors considered in arriving at a determination
of a known leasing area .
to, Known Coal Leasing Area

Includes, but is not limited
( KCLA) Minutes, Defined

Known Geologic Structure GS) Minutes, and Known
Goethermal Resource Area 

( K
( KGRA) Minutes. Minutes con­

tain a complete land description of the area to be
included,
tion, and 

the reconmended effective date of the ac­
the signatures of participating and approv­

ing officials. Arranged by state and mineral corrmo­
dity and thereu·nder by date . 

Items required
for future revisions may be -
retained pending use in revisions 

Place in inactive file when
known leasing area determination
is amended or revoked. Cut off -
inactive file at close of fiscal
year . Transfer to FARC 5
after cutoff. Destroy 25 

years
years

after cutoff. 



- -

J/115 

a. 

ITEM
NUMBER 

2104-02 

e,O#ICflrS

,1,,,,,, 

2104-03 
/{//5 
co11r.oI'S 
11/rr,/'17 

2104-04 

/ 

· · ;· 
\ 

DESCRIPTION OF  RECORDS 

Known Leasing Area Plats. Plats showing graphically
the areas known to be val uable for leasaple mineral
deposits, oil and gas, or geothermal resources; the
effective date of the action; and the signature of the
Director. Filed by state, then by township. Copies
of plats maintained in Conservation Division field
offices duplicate originals maintained by the Branch
of Mineral and Water Classification. 

KGS Field Files. Consists of minutes, plats, discovery
reports, geologic reports, and related materials.
These files, arranged by name of oil or gas field,
document the field from the original definition of the
boundaries of the KGS through additions, deletions, and
changes to revocation. 

Undefined KGS First Discovery Report Files. Consists
of retained copies of memorandum reports furnished BLM
when a determination is made that 1ands are to be
included in a "structure undefined" or an "undefined
addition" to a known geologic structure of a producing
oil or gas field. Report includes completion data of
the well on which the determination is based, a descrip­
tion of the land to be included, and the numbers of
Federal leases involved. Files may also include copies
of the District Engineer ' s  first discovery/production
memorandum and the geologic report and location plat
detailing acreage to be included in the KGS undefined.
Arranged by state, meridian, and township. 

D �SPOSAL I NSTRUCTIONS 

-Place in" inactive file when known
leasing area determination is
amended or revoked. Cut off
inactive file at close of fiscal
year. Transfer to FARC 5
after cutoff. Destroy 25 

years
years

after cutoff. 

Cut off at close of fiscal year in -
which KGS is revoked. Retire to
FARC 5 years after cutoff. Destroy
25 years after cutoff. 

-
Office of the Area Geologist. Place in inactive file when KGS is

revoked. . Cut off inactive file at
close. of fiscal year. Retire to
FARC 5 years after cutoff. Destroy
25 years after cutoff. 

, . 

-

http:close.of


21 04-05 

-- -
-. 

ITEM 
NUMBER DESCRIPTION OF RECORDS D ISPOSAL I NSTRUCT IONS 

b .  Other offices . Place in inactive file when KGS
is revoked. Cut off inactive
file at close of fiscal year.
Destroy 5 years after cutoff. 

Prospective Area Minutes and Plats. Consists of Place in inactive file when
retained copies of formal minutes which record the classification is revoked.
geologic factors considered in the determination of off inactive file at close of

Cut 

areas valuable prospectively for leasable minerals . fiscal year. Retire to FARC 5
years
years after cutoff. 

Destroy 25 

Al.NS 
-

after cutoff.Also includes plats which show graphically the extent
of the mineral deposit under consideration . This
type of classification is made to prevent loss of
mineral rights when positive information on the
quality, thickness, and depth of . occurrence is lacking

N but geologic data suggest the mineral may be presentm ....... meeting classification standards • 
Cl,. .  /'A.�wIA-c-

Permanent.
Ce>p'ie.sw--·

cut off at close of:'j;"
::::s :  Prospective Area Maps. Consists of one copy of each

edit1on or revision of each in a series of state baseQ. fiscal year in which map is com­
pleted . Hold 1 0  years and
retire to FARC. Offer to NARS

--56-years after cutoff Cor sco�c-

Nm·CX> ......... 
maps showing areas believed to be valuable prospec­
tively for leasable minerals . These prospective area
maps are di stributed only w ithin Conservation Divi-
sion . 30 

·,� no \�er nee�eJ. l,j t-Lj CA-1�) p 

b. Pr-,nt- c o  p'les -- De.s+4 !Al he.vi 
ob so lete; s u pe r secleJ) cl' nc 
l oYl�e.- n �e<le c:L Per refu-e.-i,,ee . 
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2201 -01 

2201"-02 
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DESCRIPTION OF RECORDS 
CHAPTER 22 . ONSHORE MINERAL AND WATERPOWER 

RESOURCE INVENTORY AND 
EVALUATION RECORDS 

The records described in this chapter relate to the 
accumulation a�d analysis of geophysical, geologic, 
and geochemical data and the interpretation of this 
data in the form of maps and reports. This material 
is obtained from a variety of sources including con­
tracts with commercial firms, grants to educational 
and research institutions, cooperative programs with 
other Federal agencies, information submitted by per­
mittees and lessees, and "in-house" Geological Survey 
programs.

NOTE: Records eligible for destruction may instead 
be transferred to an eligible government, organiza­
tion, institution, corporation, or person provided 
the requirements of CFR 41 Part 1 01 -1 1 . 408-3 are met. 

SECTION 1 .  GEOPHYSICAL DATA AMO MAPS 

Geophysical Survea Data. Consists of narrative 
reports and recor s which graphically depict the 
results of airborne and surface geophysical surveys 
including gravimetric and magnetic survey data, heat­
flow determinations, magnetotelluric and electrical 
resistivity survey data, and seismic record sections. 

Geophysical Surve� Maps . Consists of maps based on 
the data describe in item 2201 -01 above. Includes
magnetic contour, temperature contour, geothermal 
gradient, gravity-anomaly, apparent resistivity, and 
seismic contour maps. 

- . -
DISPOSAL INSTRUCT I ONS 

-

Cut off at close of fiscal year in 
which survey is completed. Trans­ -
fer to FARC 1 5  years after cutoff 
or when no longer needed for 
reference, whichever is earlier. 
Destroy 25 years after cutoff. 

Cut off at close of fiscal year in 
which maps are completed. Trans­
fer to FARC 25 years after cutoff 
or when no longer needed for 
reference, whichever is earlier. 
Destroy 50 years after cutoff. 



ITEM 
NUMBER 

2202-01 

2202-02 

0 1 
� 

! 2202-03 

2202-04 

DESCRIPTION OF  RECORDS 
SECTION 2. WELL AND COREHOLE SURVEY DATA AND REPORTS 

Well and Corehole Sample Data . Consists of rock, 
mi neral, and fossil specimens and related materials 
obtained as a result of exploratory and developmental 
drilling, coring, and sampling. Includes, but is not 
limited to, samples from outcrops, drill cores and 
cuttings, trench ing data, geothermal flui ds, and 
samples from springs and water wells. 

Lithologic Logs. Consists of pample or routine litho­
logic logs based on examination of well samples, cores, 
and drill cuttings. These logs provide an initial 
determination of formations penetrated and a descrip­
tion of the content and character of mineral deposits 
and water in each formation. 

Sample Analyses and Reports. Consists of reports 
based on detailed analyses and tests of sample materi­
als such as soil samples, drill cores and cuttings, and 
samples from springs and streams. Includes geochemi­
cal, isotopic, hydrologic, pal eontologic, and petro­
graphic analyses and reports. 

Wire-Line Logs. Consists of logs made by lowering a 
special instrument on a calibrated wire-line down the 
borehole during or after drilling of wells. Includes, 
but is not limited to, electric logs, such as resisti­
vity logs, spontaneous potential logs, induction­
electric logs, micrologs, and dipmeters; radioactivity 
logs such as gamma-ray and neutron logs; caliper logs; 
and sonic logs. This series description applies to 
final logs only. Field prints should be maintained 
as nonrecord material and destroyed upon receipt of 
the finished log. 

--

D ISPOSAL INSTRUCTIONS 

Destroy when analysis of sample is 
completed. 

-Cut off when log is released to 
"open" file. Hold 1 0  years and 
transfer to FARC. 
years after cutoff. 

Destroy 25 

Cut off when report is released to 
"open" file._ Hold 1 0  years and 
transfer to FARC. 
years after cutoff. 

Destroy 25 

-

. -

-



- -

2202-05 or ,,.r /0111ff nt.e.dea. far �roue 

ITEM 
NUMBER DESCRIPTION OF RECORDS 

a. Area Office. 

b. District Office. 
N ,  
........ ' 
..J 

i?r8 ,f,•"' 
c. Mitro.hi""' � ferrA,ce l'op;es.P'A- �  
Directional Surveys. Consists of surveys of the 
finished hole of directionally drilled wells which 
measure the direction and degree of departure from 
the vertical at various depths in the well. 

a. Area Office. 

-
i • 

D ISPOSAL I NSTRUCTIONS 

1Cut off and stamp 1
1 Expired 1 when

related lease or permit , if any, 
is canceled, relinquished, or 
terminated, or when log is 
released to 11open 1 1 file, whichever 
is earlier. Hold 1 0  years and 
transfer to FARC. If microfilmed, -transfer paper original to FARC 
after microfilm copy is verified. 
Destroy 25 years after cutoff. 

Cut ·off and stamp 11 Expi red 1 1 when
related permit/lease, if any, is 
canceled, relinquished, or termi­
nated, or when log is released to 

1111open file, whichever is earlier. 
Destroy 5 years after cutoff or 
when no longer needed for refer­
ence. ,_ , 

e .  ])ts-,,,,,_, 1,vl.ui t>/,J()Jde1 sv_persede:a) 

-
Cut off and stamp " Expired" when 
related lease or permit, if any , 
is canceled, relinquished , or ter­
minated, or when survey is r�­
leased to "open" file, whichever 
is earlier. Hold 1 0  years and 
transfer to FARC. If microfilmed , 
transfer paper original to FARC 
after microfilm copy is verified. 
Destroy 25 years after cutoff. 

http:Mitro.hi


a,IA,_."?-

ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

b. District Office. Cut off and stamp "Expired" when
related permit/lease , if any , is
canceled , relinquished , or termi­
nated , or when survey is released to
"open" file , whichever is earlier.
Destroy 5 years after cutoff or when
no longer needed for reference .PJ,!1-rs,;(< C. ftcro/i/,.,_

r ..,._.. · 
re,Per,,11ce C opt'�S

ON 3. MINERAL RESOURCES INVESTIGATION -SECTI
c. /)�stn,..t,/ t.c1Ae.t oJ,_sole..te.�

.sv_pe rs�deef,; or n<1 /�,,,e r ,,eeded/_
le r ret:e re.;,,,� � .AND . MAPPING F ILES 

2203-01 

½ �- Pl/
r. ,.,

-

The records described below are created and accumulated
in planning , conducting , and reporting findings of
reconnaissance and detailed investigations of Federal
lands of potential mineral value. The maps and reports
produced as a result of such investigations are used to
produce mineral land classification actions and known

area determinations , tf> support BLM mineralleasing
leasing and multiple use planning efforts , and to
evaluate industry proposals.

Mineral Resources Investigation Project History Files .
Documents refl ecting a history of each project from
initiation to completion. Includes project descrip­
tions outlining the objectives , justification , and
proposed project funding; project authorizations and
approvals; interim and final progress reP,orts; and
related paP.ers and correspondence. {/Im b 'f t:Jtss i7;,�� 

frojecf #).
a. Office of the Conservation Manager. 

-

-
Permanent. Cut off at close of
fiscal year in which project is
completed. Hold 5 years and -?S
retire to FARC. Offer to NARS ..W­
years after cutoff.

�« I /11,/-1!, '7#� ,._ ,..,  /' p ,,.,,evt10 

- ! . 
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ITEM 
NUMBER 

2203-02
/IAIS 
C d  'ICtJl'S 

11f•h7 

N ......,w 

IC"- Hi'fr. 

-
DESCRIPTION OF RECORDS 

b. Other offices. 

Township Reports and Maps. Includes information on the 
general and economic geology of Federal lands in min­
eral withdrawals developed and recorded by township on 
the basis of field examinations and investigations. 
This detailed geologic data was originally used by 
field committees of the Mineral Land Classification 
Board in determining whether the mineral content of 
the lands under consideration met minimum classifica­
tion standards. In some cases, this material is still 
the best available geologic infonnation for the town­
ship. Also includes copies of documents which provide 
a history of actions relating to the mineral value 
of Federal lands in the township� 

a. Official file copy of published report and/or map 
or unpublished manuscript and related materials 
maintained by the Office of the Area Geologist. 
( ffrrMl�eJ_. b � iowr'lsh,p) 

b. Other copies. 

Mineral Record Cards and Maps. Consists of a series 
of state maps at a scale of 1 :500,000 using symbols 
to show reported location of minerals, excluding 
hydrocarbons. Associated cards contain for each 
mineral occurrence of economic value a resume of data 
consulted in preparation of the maps. These maps and 
cards
determi

are used in daily informal classifications and 
nations of mineral values in response to re­

quests from land management agencies regarding the 

-
DI SPOSAL I NSTRUCTIONS 

Cut off at close of fiscal year in 
which project is completed. De­
stroy 5 years after cutoff. 

Permanent. Cut off at close of 
fiscal year in which all lands in 
the township leave Federal custody .
Hold 1 0  years and transfer to FARC 
Offer to NARS 25 years after cut­
off. -
Destroy when superseded, obsolete, 
or no longer needed for reference. 



ITEM 
NUMBER DESCRIPTION OF RECORDS 

mineral character of specific tracts . Cards are 
arranged by state, commodity, county, and range . 

a. Area Office. 

b. District Office. 

'\
2203-04 Subsurface Geol ogical Compil ations. Consists of sub­

surface maps and sections constructed on the basis of 
the correl"ation of rock units and the compil ation of 
geol ogical data. Inc l udes subsurface geol ogic maps, 
pal eontol ogic maps, structure contour maps, isopach 
maps, faci es. maps, and cross sections, a_Qd any asso­
ciated narrative reports not described el sewhere ln  
these schedul es. 

a. Prel iminary and intermediate map-making records 
and study workpapers. 

J CM.. A-/11r: b. Final maps, sections, and reports . 

;I/NS 

2203-05 Geol ogic Fiel d Mapeing Project Fil es. Documents accu­
mulated in conduct1ng and reporting findings of recon­

;I#] naissance and detail ed geol ogic fiel d investigations 
of Federal l ands of potential mineral val ue. 
projects are undertaken to produce mineral l and 

These 

- -

DISPOSAL I NSTRUCTIONS 

Permanent. Cut off at cl ose of 
fiscal year in which project is 
compl eted. Hol d  25 years and trans­
fer to FARC. Offer to NARS 50 years 
after cutoff 0r .So(!+-tJer ,f fie;; lo-1Ufer ;,eeJ.eti. 

}, "-'1 WC'() . 
'(

Cut off at c l ose of fiscal year in 
which project is compl eted. -­Destroy 25 years after cutoff. 

Cut off at c l ose of fiscal year in 
which map is compl eted. Destroy- 1
year after cutoff . 

.- Perma.nerit·. ' Cilt off'. at c1osEf;.6f r�'scal ' ..
year _: ;iji :vihich/niap fo completed . · 'Retire· W,
,to FARC '· i5 years af,ter cutoff . Offer . 
t6 _NARS 25 years after cutoff . 

.;,J I -

I 

http:c1osEf;.6f


- -

- -

_ _ "

�,. 

to MARS� 30 "!eitrs after cutoff, (or soovie, f � '1 i

\���R,� Je:J���,,;� 1r i���11��-\�-1��iP1°atf1

Place in inactive file on pub-

-

ITEM 
NUMBER DESCRIPTION OF RECORDS D ISPOSAL I NSTRUCTIONS 

classification actions, eliminate outstanding with­
drawals, and provide sufficient data to establish 
known leasing areas. 

Y.i c 14. F+-/ a • Original survey records. Includes field maps; Permanent. Place in inactive file 
'1'· planetable manuscript drawings, overlay sheets, upon publication of resultant map. 

and similar drawings; field survey notebooks; or completion of project if not 
photographs of geologic features; and similar published. Cut off inactive file_ 
original data only partially duplicated in the at cl_Qse of fi seal_ _vear.e H�lcl _IQ ��r� _ _
resultant map. ci�� _r�,�- �o=--= F:.f� R.CJ_ _;, Offer __ _ I 

-
_-

_ _ _ 

0�

4
�Intermediate Map-Making Records and Study Work­

papers. Consists of composite manuscript office lication of resultant map. Cut 
off inactive file at close of fis-compilations derived from field survey that are 

not unique because they are reproduced in pub­
lished maps; map reproduction media; color pulls; 
map correction files; proof copies of maps; and 
related records. · -

cal year. Destroy l year after 
cutoff. EXCEPT: Items required 
for future revisions may be 
retained pending use in revisions. 

lc. Final maps and resource reports. Consists of the Permanent.
official file copy of each published map and 
report or unpublished manuscript. 

lication or completion of project if not 
published. Cut off inactive file at clo­
of fiscal yearn. Hold 10 years and retire 
to FARC. Offer to NARS 30 years after 
cutoff ( or sooner if no longer needed 
by agency). 

I

2203-06 Mineral Resource Occurrence and Development Potenti�l 
Ma�ping Files. Documents related to mapping programs /11'5 un ertaken to provide detailed information as to 
leasable mineral occurrences within known leasing 
areas and to identify the relative development poten­
tial of those areas. The resultant maps and reports .
are used by BLM in support of the Energy Mineral 

� b/5/"f&/°1S ,..e,t><  
D t"',j .. . . .r� •-- 5/il� A.AV" 1f,� ... , 

http:r�,�-�o=--=F:.f�R.CJ


ITEM 
NUMBER DESCRIPTION O F  RECORDS DISPOSAL I NSTRUCTIONS 

Activity Recommendation System (EMARS ). Includes the 
following:

-- Leasable Mineral Resource Occurrence Mapping Files. 
Maps and related materials which provide detailed 
information as to leasable mineral occurrences 
within known leasing areas. These maps show all 
resource data available concerning a given leas­
able mineral plotted on the best topographic base 
available (1: 62,500 or 1: 24,000). Data shown 
include not only outcrop, quality, and thickness -measurements, but location of boreholes and pro­
jected subsurface extent. Brief accompanying nar­
ratives provide details on the quality, thickness, 
depth, and extent of the resource and other 
pertinent information. 

These maps and reports provide a basis for estab­
N '  lishment of logical leasing and mining units, for ...... 

I -m l  review of industry proposals, and for establishment 
! of minimum acceptable bonus bids and advance royal­

ties. . . J  : 

-- Leasable Mineral Resource Development Potential 
Overlays. Consist of overlays to Resource Occur­

.. rence Maps which distinguish relative development
potentials and areas of probable surface disturb­
ance. The overlays outline strippable, deep mining, -
and in situ sites classified with regard to 9evelop­

1ment potential as 11high, 11 "moderate, " 11low, 1 and
"insufficient data."" Brief narratives keyed to 
the maps outline the resource availability, tech­
nological feasibility, and economic factors con­
sidered in judging development potential. 

' - - • 



� 

HI -

' , 

ITEM 
NUMBER DESCRIPTION OF RECORDS D ISPOSAL I NSTRUCTIONS 

Overlays are furnished to BLM for use in land use 
planning and in environmental analysis and prep­
aration of environmental impact statements. 

a. Final Maps and Reports. Includes the official fi :P$l:l!lane.nt . Gut off at close of fisca.J.. year 
in which pr.oj ect is �ompl�t�d � - Hold 10 file copy of each edition , revision , or variant 

of each of the final published maps or overlays _ 
1.0. !

and accompanying narrative or unpubli shed manu-

I C 14
'fr, .. 

years and retire to FARC . Offer to NAR
0 ;$n30 years after cutoff , (or '\if ,sooner 

needed by agency)  . script maps and reports; basic supporting data" . 
f:fj5J�Sincluding cross-sections , isobath maps , overburden • � .rr �P"i:,,....o '""' ...� .maps , structure maps , block diagrams , and other; 

illustrations; and related unique and significa'nt 
data. 

b. Project Workpapers. Consists of preliminary or Cut off at close of fiscal year N NAIS
::j C'Ol'IC�rJ intermediate technical or scientific data which in which project is completed . 

,,/1•/n are duplicated or sufficiently summarized in final Destroy 3 years after cutoff. 
reports and maps and minor administrative papers 
unnecessary to an adequate history of the mapping 
project. 

SECTION 4 .  WATER RESOURCES INVESTIGATION 
AND MAPP ING F ILES 

The records described below are created and accumu­
lated in inventorying potential powersites and reser­
voir sites and in evaluating the geologic , hydrologic, 
and topographic conditions related to a favorable 
site. The maps and geologic data obtained as a result 
of these investigations are used to determine the 
land l ikely to be affected , area and capacity of 
reservoirs , sizes and types of dams, foundation con­
ditions , availability of. c·onstruction materials ,  and 
other features _pertinent to the sites . 

http:P$l:l!lane.nt


ITEM 
NUMBER 
2204-01 

N ......, 
2204-02 

DESCRI PTION OF  RECORDS 

Waterpower Investigati on Proj�ct Hi story Fil es.
Papers reflecting a history of each project from ini­
tiation to completion. Includes project proposal s  and 
planning documents, project authorization documents, 
interim and final progress reports; and , ,elated papers 
and correspondence. {/In. /J l'njecf # / y 

a. Office of the Conservation Manager. 

b. Other offices. 

Water Resource Study Files. Documents related to 
planning, conducting, and reporting findings of .inves­
tigations of Federal lands with power site or reser­
voir site potential. These studies are based on review 
of existing information and/or field geologic, hydro­
logic, and engineering investigations. Disposal cri­
teria given below apply to studies such as the follow­
ing:

-- River basin studies, which serve as the basis for 
original cl assifications of Federal lands in river 
basins. 

-- Reviews of GS classifications and FPC project 
withdrawals to update existing withdrawal s  and
eliminate from cl assification lands no longer con­
sidered valuable for future water resource develop­
ment. 

D ISPOSAL I NSTRUCTIONS 

Permanent. Cut off at close of 
fiscal year in which project is 
completed. Hold 5 yea rs and .?5
retire to FARC. Offer to NARS"-e-fl, 
years after cutoff. Rd ,j, ,/71 

,er 7AI� l'H e-#< 6

Cut off at close of fiscal year in 
which project is completed. Destroy 
5 years after cutoff. 



� 

ITEM 
NUMBER 

N ...... 
1.0 

2204-03 
1'1115 

DESCRIPTION Of RECORDS 
-- Reconna i s sance s i te i nvestigati ons to i denti fy and 

i nventory potenti al pumped storage or other · reser­
voi r  si tes or power si tes . 

-- Geol ogi c and hydrol ogi c eva l uatiaons based on fi el d 
investigations of the more favorable s i tes to 
determi ne the engi neeri ng feas i b i l i ty of acti ve 
occupancy of the s i tesa. 

a. Study Reports . Cons i sts of the offic i al fi l e  copy 
of prel imi nary and fi nal publ i s hed study reports 
or unpubl i shed manuscri pt of report conta i n i ng 
summary and conclus i ons of the study . 
( Ari'. 2to!rAf_l,'e«I', �'f rlv�r �s;,, tAw;L. 'f4trt.t.Moltr 
b'f "' '"t oP Hie. 111 vesl-t'11t-le� 

b .  Study Workpapersa. · Papers accumul ated i n  the 
course of the study whi c h  are not appropri ate for 
l ong-term retenti on because they are dupl i cated 
or suffic ientl y  summari zed i n  the study report or 
because they are of such a routi ne or fragmentary 
nature that they would not add s ign i fi cantl y to 
an adequate hi story of the project. 

Ri ver, Dam, and Reservoi r Si te Survev Records. Con­
si sts of topographic maps and rel ate3 documents cre­
ated as a resul t of the fi el d surveys of ri vers and 
dam and reservo i r  si tes wi th favorabl e hydrol ogi c 
and geol ogic  eva luationsa. 

Thi s i mproved topographi c coverage better defi nes 
l a nds requi ri ng c l a ssi fi cati on and permi ts accurate 
area and capaci ty determi nati ons fo r potenti a l  reser-
voi rs .  

D I SPOSAL INSTRUCTION5 

Perm�nent . Cut off at cl ose of 
fi Stal year i n . wh i ch study i s  com- . 
�1 et�d . Hol d  1 0  years - and re�tre ­
to FARC provi ded volume i s  suffi ­
c i ent. Of fer to NARS 50 yea rs 
after cutoff . 

Cut off at cl ose of fi scal yea r 
i n  whi ch study i s  compl eted. 
Destroy 3 yea·rs after cutoff . 

'
i 

·...._,; 
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s ITEM
NUMBER DESCRIPTION OF RECORDS 

Original Survey Records. Includes fiel d maps, 
planetable manuscript drawings, overlay sheets,
and similar drawings ; field survey notebooks ;
photographs of geologic features"; and similar 
original data only partially duplicated in the 
resultant map. 

JV;VS . b • Intermediate Map-;-Making Records . Consists of com­
Co '}c vr.s 
11,11,/77 posite manuscr{pt office compilations derived from 

field survey that are not unique because they are 
reproduced in published maps"; map reproduction 
media; color pul ls ; map correction files ; proof
copies of maps; and related records. 

tion, revision, or variant of each published map 
Published Maps. Consists of one copy of each · e�i"7 

; 

prepared by Conservation Division field offices. N 
(X)
0 

SECTION 5. BASE MAPS AND RELATED MATERIALS 

2205-01 Reference Maps and Plats. Consists of a variety of 
published, processed, printed, or otherwise reproduced !//JS 

C'# ,itfll',I maps and related items sµch as graphs, profiles, cross 
sections, and diagrams. For the most part, these maps 1!/H/17 are acquired from other USGS divisi ons or other Federal 
agencies, though many are obtained or purch�sed. from
other sources. Includes, but is not limited to, USGS 
Topographic Maps, USGS State Base Maps, Corps of 
Engineers Reservoir Maps, National Forest Maps, Park 
Service Maps, and County Road Maps. 

2205-02· ' Master Title Plats. BLM township maps showing what 
? NAIi" . l ands have been patented, patent numbers, and any 
unc-vr.r 
" .  ,,·1,r, ./7;., . .. � 

7 

C 

DlSPOSAL I NSTRUCTIONS 
.Re�manent. Place"

1:foation of resultant map. Cut off inactive 
in inactive file upon pub-

files at close of fiscal year . Transfer to 
FARC 10 years after cutoff . Offer to NARS 
30 yea.rs after cutoff (or sooner !ti' no �longer needed by agency) .  \l"lt\';\1S�e'5\��\1;v"" 0 ;.A�.-P'\ 

- ,
'Place in inactive file upon publica­
tion of resultant map. Cut off".
inactive file at close of fiscal 
year. Destroy l year after cutoff. 
£XCEPT : Items required for future 
Jrevi sions may be retained pending 
tuse in revisions. 
Permanent. Cut off at close of fiscal year 

, ;i;ri. t-ihich map is published. · Transfer to F ARC 
10 years after cutoff . Offer to NARS JO 
years after cutoff ( or sooner if no longer 
needed by agency) • 

t I -- · 1  ...De'stro_r'wheri superseded ,- obsolete, ·or
:no longer needed for reference. 

-. 

Destroy when superseded, obsolete, or 
no longer needed for reference. 

.1; .. 

i 
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ITEM 

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

2205-03 

//II> 
co111t11r-$ 

11j,�/77 

........ 2205-04 
Ill
::,
a.w' 
N
co '
N ........ 

reservations of rights to the Government ;  classifica­
tions and withdrawals, and locations of rights-of-way 
and land improvements ; and, in some cases, mineral 

leases and permits. 
leases and pennits. Also includes Us� Plats showing 

General Land Office Plats . Consists of reference 
copies of township plats, surveyors notes, and other 
reco�ds relating to the Federal system of public  land 
surveys in the western states. The plats, which show 
lots and acreage, are used in preparing new tracings 
and maps . Official file copies of these original sur­
veys are maintained by BLM. 

Graphic Indexes and Finding Aids. Includes graphic
indexes indicating types of map. coverage available 
and map location information ; card indexes and 
descriptive lists ; and similar records. 

Destroy when superseded, obsolete , -or no longer needed for reference . 

l:Jest1•ey �wheA s1:1r,e1·seeleel , absel ete , 
gr RB len�er needed �er re�ereAee . 

l>\$ W,SE OF IAl P)CCO �l>f\NC� 
WIT'\\ l>ts l>oSAL , � s,�uC.TI Ol\)C 
Fo R. R6 c..o R.J>s -r?> wtt lCti 

-nte Y R. e: �  �-r e . 
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ITEM
NUMBER 

2301 -01 

-

DESCRIPTION OF RECORDS 
CHAPTER 23. ONSHORE MINERAL LEAS I NG RECORDS 

The records described in this chapter are created and 
accumulated by USGS, Conservation Division field 
offices in providing assistance to BLM or other sur­
face controlling agency in reviewing mineral lease and 
permit applications, in evaluating lands to be 
offered for competitive leasing , and in reconmending 
bonus bids, royalty rates , rental and other terms of 
leases for oil and gas, geothermal resources , oil 
shale, coal , and other leasable minerals in public , 
acquired� and Indian lands. 

SECTION 1 .  MI NERAL LEASE/PERMIT 
APPLICATION RECORDS 

Lease/Permit Application Review Records. Documents 
accumulated in reviewing applications for permits and 
noncompetitive leases and recommending to BLM or 
other surface managemept agency whether to approve the 
application or to offer the land for competitive leas­
ing. Includes the following: 

-- Mineral Prospecting Permit Applications. Includes 
Area or District Geologist's report on significant 
geologic factors bearing on the determination; the 
Area Mining Supervisor ' s  report to BLM on whether 
these geologic conditions combined with economic 
factors indicate that prospecting is necessary to 
determine commercial workability; and related 
papers and correspondence. 

-- Preference Right Lease Applications. Includes 
aeterminations as to whether a prospecting permit­
tee has demonstrated that the lands in the permit 

-

DISPOSAL I NSTRUCTIONS 

-

-



� 
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ITEM 
NUMBER 

N
(X) 

DESCRIPTION OF RECORDS 
contai n a mineral deposit having the required charac­
teristics to qualaify for a preference right l ease. 

-- Geothermal Exploration Permitsa. Retained copies of 
"Notice of Intent and Permit to Conduct Expl oration 
Operations (Geothermal Resources ) "  submitted prior to 
l easing . "Notice" is stamped to s how whether affecte 
l ands are within a known geothermal resources area . 

-- Noncompetitive Lease Offersa. I ncl udes reports as to 
whether all or part of the l ands described in noncom­
petitive l ease offers, simultaneous l istings, and 
appl ications for l ease extensions are within a known 
geol ogic structure or a known geothermal resources 
area, as appropriate. 

a .  Rejected appl ications or offers . 

b .  Approved appl ications or offersa. 

DI SPOSAL I NSTRUCTIONS 

-

Cut off at c lose of fiscal year in 
which final determination is made by 
BLM or in the case of appeal ed deci­
sions by I BLA. Hol d  2 years and re­
tire to FARCa. Destroy_ S years after 
cutoff . 
Fil e in appropriate l ease/permit fil e  
at the time l ease/permit is issued. 

-



-
ITEM

NUMBER 

2302-01 

N
00 
c.n 

-
DESCRIPTION OF RECORDS 

SECTION 2. ONSHORE COMPETITIVE LEASE SALE RECORDS 

Lease Sale Activitl History Files . Consists of gene­
ral information re ated to planning, conducting, and 
evaluating the results of competitive mineral lease 
sales. These files provide a history of each lease 
sale from tract selection through bid acceptance/ 
rejection by BLM or BIA, as appropriate. Includes
material such as field office joint tract selection 
reconmendations report to Washington office; copies 
of official sale notices and address lists; lease 
sale evaluation conmittee status; reports; memorandum 
to the file giving pre-sale dollar per acre estimated 
resource values for each parcel as determined by the 
committee; sale minutes; bid abstracts; documentation 
of GS evaluations for tracts receiving bids and 
recommendations for bid acceptance/rejection as pre­
sented to BLM/BIA; and retained copies of reports to 
GS headquarters sunmarizing lease sale activities, 
results, and reconmendiltions. 

a. Office of primary responsibility. 

,b. Other offices. 

-
" 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year 
in which final determinations of -bid acceptance/rejection are 
made. Hold 1 0  years and transfer 
to FARC provided volu�e is suffi­
cient.
cutoff. 

Destroy 20 years after 

Cut off at close of fisial 
year in which final determina­
tions of bid acceptance/rejection 
are made. Destroy 3 years after 
cutoff. 



ITEM 
NUMBER 

2302-02 

N :co 
mwi 

-

DESCRIPTION OF RECORDS 

Pre-Sale Tract Evaluation Records. Technical data, 
reports, and interpretive maps prepared by Conserva­
tion Division field office geologists, engineers, and 
economists in calculating potentially recoverable 
reserves and estimates of bonus values for tracts to 
be offered for competitive leasing. Consists of 
basic pre-sale evaluation data including value or 
range of values for variable geologic and engineering 
parameters relative to specific tracts; qeoloqic 
evaluation reports; and geologic work maps and final 
evaluation maps. Eva·luations are performed by vari­
ous methods including the comparable sales approach 
and discounted cash flow analysis. While these data 
and maps are created in connection with a specific 
lease sale, this information has repetitive and multi­
ple application in support of lease management opera­
tions and future lease sales. Arranged by type (i. e., 
Federal or Indian") and thereunder by date of sale and 
location. 

a. Final pre-sale evaluation reports and maps . Con­
sists of official file copy of report on geology 
and potential mineral resources of tracts 
included in the lease sale offering; final geo­
logic structure maps and cross sections and iso­
pach maps; and any other geological, geophysical, 
and engineering information needed to support 
technical evaluations. 

b. Evaluation workpapers. Consists of preliminary 
or intermediate technical and scientific data and 
worki ng maps which are duplicated or sufficiently 
sumnarized in final reports and maps •. 

-

DISPOSAL INSTRUCTIONS 

-

·, 

Cut off at close of fiscal year in 
which final detenninati ons of bid 
acceptance/rejection are made. 
Retire to FARC 30 years after cut­
off or when no longer needed for 
reference, whichever is earlier. 
Destroy -1'ft years after cutoff. 

35 rcr11',.j;:/. ifl"£ IM ""'� 

Cut off at close of fiscal year in 
which final determinati ons of bid 
acc�ptance/rejection are made. 
Destroy 3 years after cutoff. 

-

,. 
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ITEM 

/IN/< 

N •  

b. 

c1Jwr1tw�rs 

' . 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

2302-03 Automated Tract Eval uation Reportsa. Cons iasts of com­ Cut off at cl ose of fi sca l  year 
puter pfintouts conta1n1ng descri pti ve and stati sti cal in wh i ch fi nal determ inat i ons of 
data on presal e economi c eva luation and ri sk anal ys i s  bid acceptance/rejecti on are made . 
for tracts to be offered i n  competi ti,ve l ea se �al es. Hol d 5 years and transfer to FARC . 
Reports are generated us i ng i ncome approach  tech­ Destroy 1 5  years after cutoff. 
ni ques for determi ni ng fa i r  market va l ue ;  for exampl e ,  
di scounted cash fl ow and Monte Carl o s imul ati on tech­
ni ques . 

2302-04 

N 
CX>
-...J 

' 

Yr� Pf/,,r:
.---. 
AJ 
::,a. 

Post-Sa le  Eva luati on Report Fi l es .  Documents accumu­
l ated i n  moni tori ng the effecti veness of pre-sal e 
onshore tract eval uati ons. Inc ludes reports on the 
effecti veness of techni cal data and compari sons of 
b ids wi th presal e estimate1 for l easabl e mi neral 
sal es • rArr:. h'f ,�If-Se Sclt!) 

a · Reports on studi es whi ch i nvol ve s i gn i fi cant Permanent. Cut off at c l ose of 
research and whi ch contri bute to changes in or fi scal year i n  whi ch study i s  

CX> revi s i ons of eva luati on methods or pol,i cy . ..CX>-

compl eted . Hol d  1 0  years and 
reti re to FARC prov ided vol ume 
i s  suffi ci ent .  Offer to NARS 20 
years after cutoff . -Recurri ng reports and routi ne one-ti me study Cut off at cl ose of fi sca l year 

reports . in  whi ch study i s  compl eted . 
Destroy 5 yea rs after cutoff .  

2302-05 
N'.N" 5 

,f,/,1 

BLM Lea s i ng Maps . Consi sts of reproduci bl e  and paper Destroy when superseded , obso­
pri nts of official l eas i ng maps and protracti on d ia­ l ete , or no l onger needed for 
,grams prepared by  BLM whi ch s how l ease sa l e  areas. reference . · 



- - -
ITEM 

NUMBER 

N 
(X)
U) 

2401a-01 

2401 -02 

DESCR I PTION OF RECORDS 

CHAPTER 24. ONSHORE LEASE/ PERMIT 
MANAGEMENT RECORDS 

The records described in this chapter document . Con­
servation Division field office management of onshore
Federal and Indian leases and permits issued by the
Bureau of Land Management or Bureau of Indian Affairs,
as appropriate. These documents accumulate as a
result of the supervision of drilling and production
operations conducted under onshore oil and gas, geo­
thermal, oil shale, and mining leases and permits.
Includes lease case fil es and well files which are
among the largest and most important file series main­
tained by Conservation Division field offices. See
Chapter �G, for documents related to the collection of
rents and royalties. 

SECTION l. GENERAL ONSHORE LEASE MANAGEMENT RECORDS 

Lease Record Cards and Indexes. Consists· of card
forms and summary sheets including, but not limited
to, USGS Forms 9-628, 9-628a, 9-395, 9-395a, and
9-395b, and locally developed card forms which pro­
vide concise su1Tn1aries of lease/permit information :
type of lease, lessee, address of lessee, assignee,
lease term, acreage, rental and royalty rates, inter­
ests of multiple owners, lease stipulations, and
drilling and production data. Arranged variously ;
e . �. ,  by lease number, by township and range,
�ommodity, by type of land, or alphabetically 

by
by

name of Indian allottee or lessee name. 

Leased Acreage Books. Ledgers used to maintain
statistics on the total of Federal and Indian acreage
leased. Arranged by type of land (military, public, 

. . 

DI SPOSAL I NSTRUCTIONS 

• 

Destroy when superseded, obsolete,
or no longer needed for reference. -

Cut off at the close of the
fiscal year. De5trcy 1 year
after cutoff. 
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ITEM
NUMBER DESCR IPTION OF RECORDS 

acqui red anct 1naian ), l ease status tnonproducing, pro­
ducing, and cance 1 ed), then by year and month. This 
information is used in preparing monthly reports to 
Conservation Division headquarters� 

2401-03 Bond Reference Files. Consists of convenience copies 
and lists of state and nationwide bonds furnished to 

2401-04 

N i  
1.0
0 \  

t401-05 

2401-06 

-

USGS by BLM, copies of BLM decisions regarding bonds, 
and related correspondence . Arranged alphabetically 
by company name . This material is sometimes filed in 
the appropriate lease/permit case history file . Rec­
ord copies are maintained by BLM .  

Power of Attorney Reference Files . Consists of  con­
venience copies of and changes to general and special 
powers of attorney and related correspondence . This
material is sometimes filed in the appropriate lease/ 
permit case history file . Record copies are maintained 
by BLM . 

- ·Undeve 1 ope·a Lease/ Perm it Fi 1 es . Cons i sts of copies of 
l ease/permit i nstruments and related papers and corres­
pondence for onshore leases/permits on which drilling 
or production operations have not been conducted. 
Arranged by type of lease/permit, then lease/permit 
number . 

Lease/Permit Case History Files. Consists of records 
which document regulation and supervision of operations 
on a specific Federal or Indian lease or permit from 
issuance by BLM or B IA to termination, relinquishment , 
or cancellation . Includes duplicate copies of docu­
ments found in the official lease case file maintained 
by 13LM or B IA such as the lease instrument, BLM serial 
register page, lease bonds, powers of attorney, lease 

-

D I SPOSAL I NSTRUCTIONS 

Destroy when superseded, obsolete, 
or no longer needed for reference . 

-
Destroy when superseded, obsolete, 
or no longer needed for reference . 

Pl ace -in appropriate Lease Case His­
tory File when plan of  exploration, 
plan of development, or notice of 
intent, as appropriate, is received . 
Otherwise, place in "expired"" file 
when lease/permit is terminated, 
relinquished, or canceled . Cut off 
"expired" file at close of fiscal 
year . Destroy 2 years after cutoff. -

-

. . 
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ITEM 

NUMBER 

N'° _, 

5CM., Pf/'fr. 

2402-01 

DESCRIPTION OF RECORDS 
ass ignments , operati ng agreements , and BLM deci s i on s .  
Al so i ncl udes reports by USGS eng i neers o n  peri odic  
l ease i nspecti ons and i nspectiaons for acci dents and 
unusual cond i t i ons . May i nclude hea l th and safety 
i nspecti on reports by other agencies such as MESA . 
Al so conta ins  papers and correspondence rel ati ng to 
l ease operati ons such as i nc i dents of noncompl i ance and 
requests for suspens i on of operati on and production ; 
papers rel ati ng to payment of rental s and royal t ies 
such as Fi rst Di scovery Production Memorandums . 
Incl uded are al l types of geothermal ,  onshore oi l and 
gas , mi n i ng ,  and oi l s ha le  l eases regul ated by USGS . 
Us�al ly  arranged by type of l ease and thereunder by 
state ,  BLM offi ce or Ind i an agency , then by l ease 
number. Subdi v i de by subject i f  vol ume warrants . 

� Area Offi ce copi es of l eases invol v i ng publ i c  and 
acqui red l andsa. 

b .  Area Offi ce copies of l eases i nvol vi ng Indi an l ands 

c .  Di strict Offi ce copies of l eases i nvol v i ng publ i c ,  
acqui red , and Indi an l ands . 

SECTION 2 .  ONSHORE O I L  AND GAS LEASE 
MANAGEMENT RECORDS 

Onshore Oi l and Gas Wel l  Fi l es .  Materi al  documenti ng 
superv i s i on of operati ons on an i nd i v i dual o i l /gas wel l 

D ISPOSAL I NSTRUCTIONS 

P lace in i nacti ve fi l e  when l ease 
i s  termi nated , rel i nqui shed , or 
canceled .  Transfer to FARC 5 
years after cutoff. Destroya: 1 5  
years after cutoff. 

Permanent .  Pl ace i n  i nacti ve fi l e  
when lease i s  termi nated , rel i n­ -qui shed , or cance led .  Transfer 
to FARC 5 years after cutoff. t>fkr 

-foNMS 35 L(rs-�.t;;fa.ff. itTB 1/1 1. ha i"' � 
Pl ace i n  i nacti ve f1 1 e · when l ease 
i s  termi nated , rel i nqui s hed , or 
cance led .  Destroy 5 years after 
cutoff. 



- -

3 ev,_. 8- / 

ITEM 
NUMBER DESCRIPTION OF RECORDS D I SPOSAL INSTRUCTIONS 

I ncl udes Appl i cati ons for Permit to Dri l l ,  Deepen , or 
Plug Back (USGS Form 9.331 c) and relaated enviaronmental 
anal yses ; reports on anti c ipated depths and thi ckne·s ses 
Sundry Notiaces and Reports on Wel l s  (USGS Form 9-331 
and 9-331 A) ; Wel l Completi on Reports (USGS Fann 9-330) ; 
and s imi l ar or rel ated papers . Usual l y  arranged by 
state , then l ease number (or unit) , and wel l number. 
a. Area Offi ce copies of wel l fi l es i nvol v i ng publ i c , 

acqui red , and Indian l ands . 
Pl ace· in i nacti ve f i l e  when l ease i s  
tenni nated. Cut off i nacti ve fi l e  at 
cl ose of fi scal yea r. Destroy 5 years 
after cutoff. EXCEPT : Techni ca l  data -
and reports of conti nui ng val ue for 
future research may be reta i ned as 
nonrecord reference materi al unti l no 

N 
1.0 
N '1 r .  

l onger needed. 
b .  Di stri ct Offi ce copies of wel l f i l es i nvol v i ng Pl ace i n  i n acti ve fi l e  when l ea se i s  

publ i c  and acqui red l andsa. termi nated. Cut off i nacti ve fi l e  at 
c l ose of f_i sca_l ye_ar. _ Reti re .to FARC 

- 1 5 years after cutoff , or when no 
l onger needed for reference , whi chever 
i s  earl ier. Destroy 75 years after 
cutoff. EXCEPT : Prior to retiarement , 
the Conservatiaon Manager or hi s des ig­
nee wi l l  make a subsequent revi ew i n  
order to des ignate a s  Permanent any -records that are of continuing value 
because they conta i n  data that are 
parti cul arl y s i gni fi cant for future 
research. Records so des ignated shal l 
not exceed 1 0% of tota l number of such 
records el igibl e for retiarement. 
Offer to NARS 75 years after cutoff. 

3 �-P-1. /
v1'' 

c �  Di stri ct Offi ce copies of wel l fi l es i nvol v i ng Permanent. Pl ace i n  i nacti ve fi l e  
Indiaan l ands. when l ease i s  termi nated . Cut off 
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ITEM 
NUMBER DESCRIPTION OF RECORDS 

2402-02 Or.shore Oil and Gas Development Maps . Consists of 
base maps at various scales , from various sources , used 

j'/ C,,f,<,, PI/ to plot oil and gas leases and related information. 
addition to lease boundaries and numbers , plotted in-

In 

�� formation may include well locations and completions";
KGS ' s ;  field names , units and communitized areas ; and
oil and gas production features . Arranged by state 
and thereunder by county , township and range , or map 

N '  number as appropriate. These maps are continuously '° '  w updated by organizational units responsible for draft­
ing and cartographic support based on information 
obtained from lessee/operator reports , oil scouting 
services , and publications . 

2402-03 Onshore Oil and Gas Field Files. Consists of pri­
lTlilrily reference copies of reports , maps, well rec­
ords , and other technical information on oil and gas
fields involving private and state lands as well as
Federal and Indian lands. Arranged by state and
thereunder by field name. 

2402-04 Individual Well Records and Scout Tickets. Sheets
and card forms showing when and by whom the well was 
drilled , depth , owner or operator ,  and drilling 
results with some related geologic data. Prepared 
by GS personnel on basis of lessee reports or scout­

'-
ing publications ·or purchased from commercial firms. 

-

D ISPOSAL I NSTRUCTIONS 
inact1 Ve t1 l e  at cl ose of n scal 
year . Retire to FARC 1 5  years 
after cutoff or when no longer 
needed for reference , whichever is 
earlier. Offer to NARS -rfr years 
after cutoff. 3.S-

l?TB ,j,,f, r ,..r 7.AJ/l ni -t  ,.,o -Permanent. Cut off when map is re 
drafted or completed . If suffi­
cient volume accumulates , retire 
to FARC. Offer to NARS ff- years 
after cutoff. 10 

Review at least annually to 
destroy documents which are no -longer needed for reference. 

Destroy when superseded , obso­
lete , or no longer needed for 
referenceo 



ITEM 
NUMBER 

2402-05 

2402-06 

2402-07 

2403-01 
Al#FAI 
(n,f AIAIS} 

DESCRI PTION OF RECORDS 

Federal Farm Mortgage Corporation (FFMC) Leases. Con­
sists of l eases i nvol ving mi neral i nterests transferred
by quit cl aim deed from the Federal Farm Mortgage Corp­
oration and now administered by GS. Incl udes private 
l ease agreement form, l ocation pl at, notice of quit 
cl aim, assignments, and correspondence regarding sal es 
and royal ty. Arranged by state, then BLM transfer no. 

State Leases and Wel l Fil es. Consists of convenience 
copies of documents regarding oil and gas l eases issued 
by a state. Incl udes, but is not l imited to, l eases in­
vol ving l ands in disputed areas or l ands patented to the 
state or l eases which are part of Federal -State units. 

Produced Water Disposal Reports. Consists of appl ica­
tions for approval of methods of disposing of water 
produced from oil and gas wel l s  and subsequent annual 
water anal ysis reports submitted in accordance with the 
provisions of Notice to Lessees and Operators NTL-2B. 

-SECT-ION 3. GEOTHERMAL- LEASE · MANAGEMENT RECORDS 

Goethermal Lease Pl ans of Operations Fil es. Consists of 
the lessee ' s  plans for the exploration, devel opment, 
and operation of the l ease. These pl ans are revised 
periodical l y, and several may be contained in the fil e  
of a singl e l ease. Includes maps, pl ats, camps, and 
other support activities; data on the topographic fea­
tures and drainage patterns of the l ease l ands; and a 
narrative description of the methods for disposal of 
waste. P l ans include a narrative describing proposed 
measures to be taken for environmental and ecol ogical 
systems. Fil es al so i�cl ude operator ' s  annual reports 
of expenditure for expl oration operations and reports o 
compliance with environmental protection requirements. 

a. Area Office. 

DISPOSAL I NSTRUCTIONS 
Pl ace in inactive fil e  when l ease is 
terminated. Cut off at the cl ose of 
the fiscal year. Destroy 6 years 
after cutoff. 

Destroy when superseded, obsol ete, 
or no l onger needed for reference. 

-

P lace in inactive fil e when al l
l eases and/or facil ities covered by 
the approved application are termi­
nated. Destroy 3 years after cutoff. 

-

P l ace in inactive fil e when l ease is 
terminated, rel inquished, or can­
cel ed. Cut off inactive fil e at the 

- - -



- - -

Geothermal Lease Operations Files. Consists of docu- : 
ments relating to the operation of the lease. 
documents on inspections of lease operations and 
facilities, exploration operations, measurement and 

. .  
ITEM 

NUMBER DESCRIPTION OF  RECORDS DISPOSAL INSTRUCTIONS 
close ot the t1 scal year. lrans­
fer to FARC 
Destroy 1 0  years after cutoff. 

3 years after cutoff. 

uo District Offices . Cut off inactive file at the 
close of the fiscal year. Destroy 
3 years after cutoff. 

Include�2403-02 

commingflng of production, lessee ' s  noise level moni­
toring reports, confirmations of incidents of non­

\.0
N 

compliance with regulations and Geothermal Resource Ul 

Orders, requests and approvals of departures from 
orders, and requests for suspension of operation and 
production.

a. Area Office. 

b. District Office . 

Geothennal Lease Survey Report Files. Consists of 
essee submitted reports of lease survey and resur­

veys. Surveys are conducted prior to and during geo­
thermal resource production to determine changes in 
elevation. Survey data is used to determine if sub-

Pl�ce in inactive file when lease 
is tenninated, relinquished, or 
canceled . Cut off inactive file 
at the close of the fiscal year. 
Transfer to FARC 3 years after -
cutoff. Destroy 1 0  years after 
cutoff . 

Cut off inactive file at the 
close of the fiscal year. 
Destroy 3 years after cutoff . 

Place in inactive file when lease 
is terminated, relinquished, or 
canceled . Cut off inactive file 
at the close of the fiscal year . 
Transfer to FARC 3 years after 



- -

ITEM
NUMBER DESCRIPTION OF  RECORDS 

si dence exists and if it presents a significant 
hazard to operations and adjoining lands and to pro­
vide a basis for remedial actions. These files are 
available for public inspection. 

2403-04 Geothermal Well Files. Consists of material docu­
menti ng supervision of operations for each individual /i/llFN well drilled on the lease. Includes, but is not (,io1 //1115) limited to, USGS Form 9-331 C, Application for Permit 
to Drill, Deepen, or Plug Back ; a proposed blowciut 
prevention program and blowout contingency plan";
well test reports ; USGS Form 9-331 , Sundry Matice and 
Report on Wells ;
Recompletion Logs

USGS Form 9-330C, Well Completion or 
; maps, plats , drawings, and speci­

fications pertaining to individual wells"; requests and 
approvals of waivers from Geothermal Resource Orders;
injection plans, Monthly Water Injection Reports ;
and surveys on injection wells ; and well data required 
by 30 CFR 270.37. 

a. Area Office copies of well files involving 
public, acquired, and Indian lands. 

b . District Office . copies of well files involving 
public and acquired lands. 

DISPOSAL I NSTRUCTI ONS 
cutoff. Destroy 1 0  years after 
cutoff. 

-

Place in inactive file when lease is 
terminated, relinquished, or can­
celed. Destroy 5 years after cutoff 
except that technical data and 
reports of continuing usefulness 
for future research may be retained 
as nonrecord reference material �ntil -no longer needed. 

Retire to FARC 1 5  years after cutoff 
or when no longer needed for refer­
ence, whichever is earlier . Destroy
75 years after cutoff. EXCEPT :
Prior to retirement, the Conservation 
Manager or his designee will make 
a subsequent review in order to 

. .  

-
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ITEM 
NUMBER 

vol, nd 
c::i vtAila.ble; 
new pr11,r_1t111 
nt1f '1ef- '" 
efftcf, 
Vol. W1i11,·1r1,./ 
W J.4111 'l'!fS 
Ii.It d/!tcf. 

2403-05 

2403-06 

DESCRI PTION OF RECORDS 

c .  D i strict Office copi es of wel l fi l es i nvol v ing 
Indi an l andsa. 

Geothermal Loan Guaranty Pro
1
ram I nteragency Afireement 

Monitorinf Fi l e .  Working fi e maintained bya t e  office 
respons i b  e for admi ni steri ng the USGS partici pation 
i n  the Geothermal Loan Guaranty P rogram of the Energy 
Research and Devel opment Admini stration. Cons i sts of 
the i nteragency agreement , correspondence , and notes 
perta ining to admi ni stration of the agreement ; cost 
and fi nanci al reports ; and progress and techni cal 
reports. 

Geothermal Loan Guaranty Project Fi l es .  Mai nta i ned by 
the office respons i ble  for eval uation of borrower 
pl ans of operation and for moni tori ng the conduct of 
operations on Geotherma l Loan Guaranty Project Lands . 
I f  vol ume warrants , subdiav ide as fol l ows : 

D ISPOSAL I NSTRUCTIONS 

des i gnate as Permanent any wel l 
fi l es that are of conti nuing va lue 
because they conta in  data that are 
particul arly s i gni ficant for 
future research . Wel l fi l es so 
des i gnated shal l not exceed 1 0% 
of the total number of such rec­
ords el i gi bl e  for retiarenent. 

• 

Offer to NARS 75 years after 
ret i rement . 

Permanent . Pl ace i n  i nact i ve 
file  when l ease i s  termi nated . 
Cut off i nacti ve fi l e  at close of 
fi scal year .  Reti re to FARC 1 5  
years after cutoff , or when no 
l onger needed for reference , 
whichever i s  earl i er.  Offer to 
NARS .:,-5- yea rs after cutoff . 

35 m ,j,, !n 
pe•r 7,vfl ,...e#t l>  

Cut off at the close of the fi scal 
year i n  wh ich the contract is com­
pl eted or termi nated . Destroy 3 -years after cutoff. 

Pl ace in i nact i ve fi l e  when pro­
ject i s  termi nated . Cut off 
i nacti ve fi l e  at close of the 
fi scal year.  Destroy 3 years 
after cutoff/ 



ONSHORE OIL AND GAS/GEOTHERMAL 
RESOURCES COMMUNITIZATION AND 
UNITIZATION RECORDS 

The records described in this section rel ate to the 
establ ishment of and · n,onitoring of operations under 
unit�zation and corrmunitization agreements and state 
spaci ng orders to prevent waste of oil and gas and 
geot�ermal resources and protect correl ative rights. 
See i tem 2601 -02 for Unit Monthl y  Reports of Opera­

ITEM
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

-- P l ans of Operation. Consists of correspondence with 
ERDA on evaluation of appl icant ' s  pl ans of opera­
tions and pl ans, eval uations, and recorrmendations on 
appl ications on state and private l ands. P l ans, 
eval uations, and recorrmendations pertaining to 
Federal l ands are maintained in the appropriate 
l ease fol der. 

-- Operational and Environmental Monitoring. Consists
of correspondence with ERDA on applicant ' s  compl i­
ance with operational and environmental standards, 
and inspection reports and reports of incidents of -
noncompl iance on state and private l ands. Inspec­

N tion reports, waivers, and incidents of noncompli­U)co ance on Federal l ands are maintained in the appro­
priate l ease/wel"l fil es. 

· 2403-07 ' Geothermal Loan Resource Eval uation Fil es. Consists of Cut off at the cl ose of the fiscal
requests from ERDA for eval uation of applicant ' s  geo- year in which the eval uation is com­
physical� geochemical ,  -hydrol ogical ,  and other data·" ·-- pl eted. Tra- nsfer to FARC - 1 5  years 
pertinent to the appl ication ; raw and interpretive after cutoff or when no l onger 
data submitted by the appl icant; USGS eval uations of needed for reference, whichever is 
the sufficiency and technical accuracy of the data and earl ier. Destroy 25 years after cut­
its economic feasibil ity for the project; and corres- off.
pondence with the appl icant and ERDA. 

SECTION 4. 

-

• 

tions. 

- - -
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NUMBER 
2404-01 

..--.. 
Ill 
::::s 
0.. 

N
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I
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2404-02
#//PAI r,,, ,1/1/Als) 

-
DESCR I PT ION OF RECORDS 

Communitization and Unitization Applications. Docu-
ents accumulated in revie\'Jing and recommending action 

on applications for approval of Unit Agreements, Com­
munitization Agreements, and State Spacing Orders.
Includes proposed agreement and supporting data,
reviews, evaluation reports, and related correspond­
ence. Arranged by type of land (Federal and Indian }
and thereunder by township and range.

a. Declined applications. 

b. Approved Applications . 

Approved Unitization Project Files. Consists of papers 
wn1 cn aocument review ana approva l of proposals for
and supervision of development and production operations
under approved unit agreements. Such agreements pro­
vide for recovery of oil and gas or production and
utilization of geothermal resources as a single unit
without regard to separate ownerships and for alloca­
tion of costs and benefits. Arranged alphabetically 
by unit name. See item 2601 -02 below for Unit Monthly
Reports of Operations. 

-
• 

DI SPOSAL I NSTRUCTI ONS 

-

Cut off at close of fiscal year 
in which final determination is 
made. 
cutoff. 

Destroy 2 years after 
EXCEPT: Technical 

reports and maps which are of 
continuing value may be retained 
as reference material until 
superseded, obsolete, or no 
longer needed 

File in appropriate Unitization 
Project File when unit area 
designation approved. -



- -
ITEM

NUMBER 

N 
l,O
l,O 

DESCRIPTION OF RECORDS 
a. Uni t  Agreement Documents Files. Included are

copies of the application for unit area designa­
tion , proposed form of unit agreement , and letter
of approval; copies of approved uni t  agreement;
proposed participating areas and revisions; plans
of development and operation; request for termina­
tion of unit; and related correspondence. (This
material is partially duplicated in files main­
tained BLM and BIA.) If volume warrants , sub­
divide 

by
by type of document; e.g. , Unit Agreement ,

Unit Operating Agreement , Participating Area , Plans
of Development.

(1 ) Area Office copies of agreements involving
public and acquired lands. 

(2) Area Office
Indian lands.

copies of agreements involving 

(3 )  District Office copies of agreements involv­
ing public , acquired , and Indian lands. 

• 
. -

DISPOSAL INSTRUCTIONS 

Place in inactive file when
agreement is terminated. Cut
off inactive file at close of
fiscal year. Mol d 5 years and
transfer to FARC provided there
is sufficient volume {at least
1 cubic foot ). Destroy 1 5  years
after cutoff. 

Permanent. Place in inactive -file when agreement is terminated.
Cut off inactive file at close of
fiscal year. Hold 5 years and
transfer to FARC provided there
is sufficient volume (at least l
cubic foot). Offer to NARS 25
years after cutoff. 

Cut off when agreement is termi­
nated.
cutoff. 

Destroy 2 years after 



( 2 ) 

ITEM 
NUMBER DESCRIPTION O F  RECORDS 

b. Unit  Geol ogy and Engi neering Data. Consi sts of 
geol-0gic and engineering reports, structure con­
tour 1T1c1ps, cross secti ons, logs, and other tech­
ni cal data submitted by industry i n  support of 
unit proposals and plans or created in  evaluating 
subm itted data. 

( 1 ) Area Office copies of data involving public
and acqui red lands. 

w
0
0 

'/,, e,v. .  �-/ 
'1 ( '  

-

' 

Area Office copies of data involving �ndian 
lands . 

-

DISPOSAL INSTRUCTIONS 

Place i n  i nactive file when agree­
ment is terminated. Cut off inac­
tive file at close of fi scal year.
Hold 1 0  years or until  no longer 
needed for reference and transfer 
to FARC provided volume i s  suffi­
cient . 
cutoff. 

Destroy 50 years after 
EXCEPT: Prior to re­

ti rement, the Conservati on Manager 
or his designee will make a sub­
sequent review i n  order to desig­
nate as Permanent any records that 
are of continu-i-ng value because 
they contai n data that are parti ­
cularly significant for future re­
search. Records so designated 
shall not exceed 1 0% of the total 
number of such records eligi ble 

: for retirement . Offer to NARS 
50 years after cutoff. 

Permar.ent. Place in inacti ve file 
when agreement is termi nated . Cut
off inactive fi le at close of fiscal 
year . Hold 1 0  years and transfer to 
FARC provided volume is sufficient . 
Offer to NARS 50 years after cutoff. 

• 

-

-

. 
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ITEM 

NUMBER 

2404-03 

w
0..... 

'/4 CM .  f-l,/
'-1 r. 

2404-04 

-
DESCRI PTION OF RECORDS 

( 3 )  ui str1ct utt 1ce cop1es of data 1nvolv1ng 
public, acqui red, and Indi an lands . 

Communi ti"zati on Agreement Case Files . Consists of 
papers which document review, approval, and moni tori ng 
of formal communitization agreements and state spacing 
orders. Such agreements provi de a means of pooling 
tracts which cannot be operated i ndependently i n  con­
formity with drilling and spacing uni ts established by 
the state. Includes the conmuni ti zati on a greement 
describing the separate tracts comprising the drilling 
or sn�cing unit and the allocati on of production or 
royalties; Approval Certificati on Determination ;
approval letter to operator; and related papers and 

copy

correspondence . Arranged by type of lease { Federal or 
Indi an), state, then lowest lease number.  

a .  Area Office copies of agreements involving public  
and acqui red lands. 

Area Offi ce copi es of agreements i nvolving Indi an b .  lands . 

c .  Di strict Office copies of agreements i nvolving 
public, acqui red, and Indi an lands . 

Communitizati on/Unitizati on Status Sheets and Card 
Indexes . Registers used to record informati on rega rd­
ing the status of unit  and communiti zati on agreements 

• 
DISPOSAL I NSTRUCTIONS 

Cut off when agreement i s  termi ­
nated . Destroy 5 years after cut­
off or when no longer needed for
reference, whichever i s  earlier. 

Place in i nactive file when 
agreement is  terminated . Cut off -inactive file at close of fi scal 
year.  

Hold 5 years and transfer to FARC 
provi ded there i s  sufficient 
volume {at least 1 cubic  foot) . 
Destroy": 1 5  years after cutoff . -
Permar.ent. Hold 5 years and 
transfer to FARC prov"ided there 
is  suffi ci ent volume {at least 1
cubic  foot) . Offer to NARS 25
yea rs after cutoff . 

Destroy 5 years after cutoff or
when no longer needed for refer­
ence, whichever i s  earlier. 
Destroy when superseded, obsolete, 
or no longer needed for reference . 



- --

ITEM 
NUMBER 

2405-01 
/1//Fti 
(11tf /IN}} 

w
0
N 

2405-02 
tJN 5 

DESCRI PTION OF RECORDS 
and state spaci ng orders (e . g . , state , county , l ease 
l ocati on , ac reage , date of draft agreement , date 
recei ved , date approved , agreement number,  state order 
number) and i ndex cards whi ch provi de conci se summari es 
of informati on on each agreement. 

SECTION 5 .  MIN ING LEASE/PERMIT MANAGEMENT RECORDS 

Mini ng and Expl orati on P l ans . Consi sts of pl ans for 
the methods and operations used i n  the expl oration and 
devel opment of l eased , permitted , or l i censed l ands . 
P l ans i ncl ude maps , pl ats , photographs , and narrati ve 
whi ch i ndi cate the respons i bl e  offi ci al s ,  describe the 
l ands and the enviaronment , and procedures for the 
protecti on , recl amation ,  and abandonment of l ands . 

a .  Area Offi ce .  

b .  Di stri ct Offi ce . 

M ine Maps . Cons i sts of maps and pl ats showi ng the 
extent of development , excavati on ,  and severance of 
each l ease , permi t ,  o� l i cense. Maps are furn i shed 
annual l y  or at the request of the supervi sor, and 
several may be contai ned i n  the fi l e  of a s i ng l e  l ease .  
Indi vi dual maps , except for fi nal map showi ng mi ne 
confi gurati on or abandonment , may be destroyed as they 

-

DISPOSAL I NSTRUCTI ONS 

-

P l ace in i nacti ve fi l e  when l ease i s  
termianated , rel i nqui shed , or can­
cel ed. Cut off i nacti ve fi l e  at the 
c lose of the fi scal year-. Transfer 
to FARC 3 years after cutoff. 
Destroy 10 years after cutoff .  

Pl ace i n  i nacti ve fi l e  when l ease i s  
termi nated, rel i nqui shed , or can­
cel ed . Cut off i nacti ve fi l e  at the 
cl ose of fiscal year . Destroy 5 
years after cutoff. -

• • 

-



_ _
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\� . R./ 
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0w 

2405-03 
1/IIFN
{riot AIIIJ) 

-
DESCRIPTION OF RECORDS 

are superseded and no longer needed for reference. 
Maps show the locati on of lease boundaries, surface 
bui ldi ngs, locati on of mi neral deposi ts, bore holes, 
and such other i nformation as may be requi red. 

G..C...•t.l"-"�•'�•, 
a. Area Offi ce leases i nvolvi ng publi ��and Indi an 

lands. 

b. Di strict Office leases i nvolvi ng public, acqui red, 
and Indian lands. 

Abandonment Reports. Consi sts of reports from opera­
tors, AMS i nspecti on reports, maps, plats, and draw­
i ngs detaili ng the method of abandonment , surface 
reclamati on, closure of surface openings, and compli ­
ance wi th lease/permi t condi ti ons and stipulati ons. 

a. Area Office leases i nvolvi"ng public, acquired, 
and Indi an lands. 

-
DISPOSAL I NSTRUCTIONS 

Permanent. Place in  i nacti ve fi"le awhen lease is terminated, w
relinqui shed, or canceled. ' Cut

-off i nactive fiJ e at .close _,ot ..
fi sea 1 yearJ::n·Q..,!!$Jer-_-\-o Ff:lB_C_ _ \.S'" -::,u1.rs - }7
a.f-te..,� c \A.+o P P. : Offer to l ." . _" _ _ -NARS:.30 ye ars after cutoff. :'\ f.-�1�1& �,�,,)," /)(o(' Si',o'!"":-_r- \ � �o \on� n� .bl.j ll"6'fC'I) -,. � �� rlVt" 

Place in  i nactive f ile when lease "4�'Pf
i s  termi nated, reli nqui shed, or 
canceled. Cut off i nacti ve file
at close of fi scal year. Destroy 
5 years after cutoff. 

-

Permanent. Place i n  i nacti ve fi le 
when lease is  terminated, 
reli nqui shed, or canceled. Trans­
fer to FARC 1 5  years after cutoff. 
Offer to NARS 50 years after 
cutoff. 

http:NARS:.30
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ITEM 
NUMBER 

2405-04 

w
0 

DESCR I PT ION OF RECORDS 
b. Di strict Office-l eases i nvol v ing publ i c ,  

acquired , and Indian l and. 

Environmental and Recl amati on Pl ans . Cons i sts of pl ans 
and studies for environmental analysi s ,  protection of 
the environment , and recl amatiaon of l eased , permiatted , 
and l i censed l ands . Incl udes materi al s rel ating to 
standards ,  obl i gati ons , and sti pul ati ons for environ­
mental protect i on such as those found in 43 CFR 3040. 
Al so incl udes materi al s rel ating to preservati on of 
important sceni c ,  archaeol ogi cal , cul tural , or hi stori c 
s i tes on l eased , permi tted , or l i censed l ands .  Sub­
div ide i f  volaume warrantsa. 

a.  Area Offi ce . 

b. Di stri ct Office. 

D ISPOSAL I NSTRUCTIONS 
P l ace in i nacti ve fi l e  when l ease 
i s  terminated , rel i nqui shed , or can­
cel ed. Cut off inacti ve fi l e  at 
cl ose of fi scal year . Destroy 5 
years after cutoff. 

-

Pl ace in inacti ve fi l e  when l ease i s  
terminated , rel inqui shed , or can­
cel ed. Cut off inacti ve fi l e  at 
cl ose of fi scal year. Destroy 10 
years after cutoff . 

Pl ace i n  i nact ive fi l e  when l ease i s  
terminated , rel inqui shed , or can­ -cel ed. Cut off inacti ve fi l e  at 
cl ose of fi scal year . Destroy 
5 years after cutoff. 

- ,. 
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ITEM 
NUMBER 

2406-01 

w i 
O i
UI 

2406-02 

2406-03 

-

DESCRI PTION OF RECORDS 

SECTION 6. O IL SHALE LEASE MANAGEMENT 

Oil  Shale Lease Plans Files . Consists of plans fi led 
by lessees and operators pursuant to the terms of the 
o il  shale lease and 30 CFR 231 . 

a. Preli minarl Develolment Plan. Consists of pre­
liminary p an deta ling planning exploratory opera­
tions pri or to submi ssi on and approval of detailed 
development plan. Includes correspondence with 
lessee, o il  shale environmental advi sory panel, 
state and local governments, and other Federal 
agencies. 

b .  Exploration Plan. ; Consists of plans for the 
research operations, sei smic, drilling, and base­
line data collecti on. Includes correspondence 
with the 01 1 Shale Envi ronmental Advi sory Panel, 
Bureau of Land Management, Environmental Protection 
Agency, and state and local governments. 

Oil Shale Environmental Base-L ine Files. Consi sts of 
reports, correspondence relating to envi ronmental 
baseline consi derations, air quali ty, archaeological,
biology, geology, hydrology, meteorology, paleonto­
logy, and soils .  Arranged by lease and thereunder 
by subject i f  volume w�rrants. 

Draft Detai led Development Plan. Consists of a draft 
plan submitted by the lessees which contains: (a } a
schedule for planning, explorati on, development, pro­
ducti on, processing, and reclamati on of leases; 
(b } procedures for assuring conformi ty with 

• 
D ISPOSAL I NSTRUCT IONS 

-
Place in i nactive fi le when an 
approved Detailed Development 
Plan is  received. Cut off 

fi
inactive fi le at the close of the 

scal year. Destroy 5 years 
after . cutoff. 

Place i n  i nactive file when lease 
is  termi nated, reli nqui shed, or 
canceled. Cut off inactive file 
at close of fiscal year. 
Destroy 1 0  years after cutoff. 

-Place in  inacti ve file when 
Detai led Development Plan i s  
accepted . Cut off inactive file 
at close of fi scal year. Trans­
fer to FARC 5 years after cutoff. 
Destroy 20 years after cutoff. 

Place i n  i nactive file when 
Detailed Development Plan i s  
accepted. Cut off inactive file 
at close of fi scal year. Destroy
5 years after cutoff. 



ITEM 
NUMBER 

2406-04 

w 
0
O'I 2406-05

,t/A/S 

DESCRIPTION OF RECORDS 

environmental criteria; (c) a plan for diligent develop­
ment of the lease. Includes correspondence with the
oil shale environmental advisory panel, Federal agencies
units of state and local governments, and interested
groups and individuals. Also includes correspondence
and transcripts of public hearings held prior to
approval of the Detailed Development Plan. 

Detailed Plan. Consists of approved
Detailed 

Development
Development Plan, amendments and supplements

to the plan, and correspondence
includes annual progress reports submitted by
describing operations conducted under the plan. 

on the plan . 
lessee
Also 

Oil Shale Lease Maps. Consists of maps and plats
showing the extent of development and excavation for
each lease. Maps are furnished by the lessee at the
request of-the Area Oil Shale Superv_i_sor. Individual 
maps may be destroyed as they are superseded and no
longer needed for reference . Maps and plats show the
lease boundaries, surface buildings, roads and facili­
ties, exploration activities, location of minerals, and
other information as may be required. 

- -

DISPOSAL INSTRUCTIONS 

Place in inactive file when lease is
terminated, relinquished, or canceled
Cut off inactive file at close of -fiscal year. Transfer to FARC 5
years after cutoff. Destroy 10 years
after cutoff. 

Permanent. Place in inactive fil e
when lease is terminated,
relinquished, or canceled . Cut off
inac_tjve file at close of fiscal
yearA Transfer to FARC 15 years
after cutoff . Offer to NARS � 30 
years after cutoff (or sooner W- no 
\oV1ge.r fleedetl tt9wc.�..b'j 

P-1js11is-1.1-� lkc11yer'fl'e;,f,()ple.v 
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ITEM 
NUMBER 

2500-01 

W , 
� I  

DESCRIPTION OF RECORDS 
CHAPTER 25 .  ACC IDENT AND POLLUTION CONTROL 

The records in this chapter are accumulated as a part 
of the supervision of operational safety and pollution 
control on producing activities. These records 
include reports and investigations of accidents and 
unde�irable events and contingency plans for control 
of hydrocarbon spills and other discharges . These 
events occur on geothermal, mining, oil and gas, and 
oil shale activities. 

Major Accident Report Files. Consists of reports of 
accidents and undesirable events selected for inves­
tigation and analysis because of their gravity or 
precedential value. Includes the licensee/permittee/ 
operator ' s  notification and report, reports prepared 
by USGS, and reports from other ·agencies. These inci­
dents include blowouts, fatalities, personal injuries, 
major pollution events, fires, explosions,, floods, and 
structural collapse. These files are available for 
public inspection. They are arranged by case number 
assigned to the accident investigation. 

a .  Case files maintained by the responsible Area 
Office. Includes the record copies of accident 
investigation report . 

DISPOSAL INSTRUCT I ONS 
.. 

-

-
Place in inactive file at the 
close of the fiscal year in which 
the investigation is completed. 
Cut off inactive files in 5 year 
blocks. If volume is sufficient, 
transfer to FARC 3 years after 
cutoff. Destroy 20 years after 
cutoff . 

b .  Case files maintained by District Offices. Cut off at the close of the 
fiscal year in which the inves­
tigation is completed. Destroy _____,_______________________ ______________ ______ _ , 



----"v------------------------.----------------;

ITEM
NUMBER 

2500-02 

w ,0
(X) 

2500-03 

2500-04 

· 

DESCRIPTION OF RECORDS 

Minor Accidents Reports File. Consists of reports of 
accidents and undesirable 
investigation and analysis.

events not selected for 
Includes lessee/pennittee/ 

operator ' s  notification and written report and USGS 
prepared reports. These incidents include pollution 
events of less than 1 5  barrels and minor accidents. 

a. Files maintained by Area Office. 

b. Fil es maintained by District Office. 

Accidents Statistics File. Consists of local forms 
which summarize accidents and pollution events. 
These are prepared from operator submitted reports and 
kept for statistical reporting purposes. Arranged by 
type _ of event and thereunder chronologically. 

sists of emergency action plans developed by the 
Oil Spill/Discharge Control Contingency Plans. Con­

operator in accordance with environmental regulations 
and legislation. Plahs specify company personnel 
responsible for dealing with or controlling such 
events as fires, spills, leaks, flowline breaks, 
structural failures, and e�uipment failures"�
Arranged alphabetically by company name. 

p 

DISPOSAL INSTRUCTIONS 

2 years after cutoff . 

Cut off at the close of the fiscal 
year in which the accident is -
reported . Destroy 2 years after 
cutoff. 

Cut off at the close of the fiscal 
year in which the accident is 
reported. Destroy 2 years after 
cutoff. 

Cut off at the cl ose of the fiscal 
year. Destroy 1 year after cutoff. 

Destroy on receipt of a superseding 
plan. -

--
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ITEM 
NUMBER 
2 500-05 

2500-06 
w
0
I.O 

,-... ' 
SlJ::s 
Q. 

w __,
0 ..._., 

2500-07 

DESCRIPTION OF RECORDS 
Major Environmental Analysis Case Files. Consists of 
data and proposed plans of action submitted by les­
sees, permittees, and operators on the impact of pro­
posed lease operations; checklists; analyses and 
reports by Survey personnel; and correspondence with 
the lessee/permittee/operator and other Federal agen­
cies. These plans are selected for detailed analysis 
because of the magnitude and importance of proposed 
activities on the environment. Maintained by the 
office responsible for environmental analysis and 
arranged by location and principal . 

Minor Environmental Analysis Case Files. Consists of 
data and proposed plans of action submitted by les­
sees/permittees/operators; analysis of proposed plans";
and correspondence with other agencies and the lessee/ 
permittee/operator. Maintained by the office respon­
sible for environmental analysis and arranged by 
location and principal. 

Environmental Impact Statement Case Files. Consists
of files documenting Conservation Division participa­
tion in the preparation and publication of environ­
mental impact statements on significant Federal
actions. Includes memoranda of understanding; plan­
ning documents; data, analyses, and reports prepared 
by Conservation Division; preliminary drafts; pub­
lished drafts; public comments; and final published 
statements. 

D ISPOSAL INSTRUCT I ONS 
Place in inactive file after com­ •
pliance with environmental regu­
lations has been determined. 
Cut off inactive file at the 
close of the fiscal year. If 
volume is sufficient, transfer to 
FARC 3 years after cutoff. -Destroy 1 0  years after cutoff . 

Place in inactive file after com­
pliance with environmental regu­
lations has been determined. 
Cut off inactive file at the 
close of the fiscal year. 
Destroy 3 years after cutoff. 

Cut off at the close of the 
fiscal year in which final 
environmental impact statement -is published. Destroy 8 years 
after cutoff. 



w__. _, 

• 
ITEM 

NUMBER 

2601 -01 

-
DESCRIPTION OF RECORDS 

CHAPTER 26 . ROYALTY ACCOUNTING F ILES 

The records described in this chapter pertain to 
the royalty accounting function. They consist 
of records relating to the collection of rents 
and royalties for oil.and gas leases; royalties 
on products extracted from mining leases, per­
mits, and licenses; rents and royalties for 
geothennal leases; rents and royalties for oil 
shale leases; and collections for the sale of 
royalty are taken in kind and sold to small 
refiners or for lease products stored under­
ground. In addition, these records document the 
deposit of collections and the.audit of lease 
accounts. 

Technical reference materials used in the ·  
collection and audit functions, such as 
company price bulletins, gravity correction 
tables and tank tables, are maintained as 
nonrecord material and disposed of in accord-
ance with item 1 01 -1 1 .  

SECTION 1 .  OIL AND GAS ROYALTY ACCOUNTS 

Oil and Gas Royalty Accounts Files. The documents 
in these files relate to the payment of rentals 
and royalties on lease products. Included in 
these files are correspondence on rental and 

-
• 

DISPOSAL INSTRUCTIONS 

-

-

Cut off at close of fiscal year 
in which audit is closed or 
decision is made not to audit 
in depth .  Hold for 2 years 



- -

and transfer to FARC. 
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ITEM 
NUMBER DESCR IPTION OF  RECORDS D I SPOSAL I NSTRUCTIONS 

FARC will royalty reports , refunds , and overpayments. The 
destroy in accordance with GAO
instructions.

files
operators in accordance with Notice to Lessees 

consist of reports submitted by lessees and 
These records

(NTL) 1 .  These include the Monthly Report of should not be mixed with non-GAO
Sales and Royalties (USGS Fann 9-361 or equiva­ records when transferred to the
lent); support documentation such as run tickets , FARC. -gas plant statements, checkfoils , and purchaser 
statements"; and the Rental and Royalty Remittance".
Advice (USGS Form 9-61 4 or equivalent). Arranged". 

w :  as appropriate. _,
N, 

2601 -02 Monthly Report of Operations. Consists of USGS Form 
or equivalent submitted by lessees and operators. 

Separate reports are submitted for each lease, unit 
participati ng area, and comnunitization aqreement. 
Includes a report of well operations on all producing , 
drilling, and suspended wells; a detailed breakdown of 
all production; and a report of all runs and sales. 
Used in the royalty accountinq function and monitoring 
lease operations. Arranged by lease number and ·there­
under chronologi cally by month. 

a. Area Office. 

-
Place in inactive file when lease
i s  tenninated , cancelled , or
relinquished. Cut off inactive file 
at close of fiscal year. Destroy 
6 vears after cutoff. ..

• 



appropriate. 

w ,  

after cutoff. 

- • -
' 

ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL I NSTRUCTIONS 

b. District Office. Cut off at cl ose of fiscal year. 
Destroy 3 years after cutoff. 

Fil es rel ated to 

Incl udes 
2601-03 Royal ty Val ue Detennination Files.

the establishment and adjustment of the basis on which
royal ty for petrol eum products is charged.
correspondence rel ating to royal ty and Appl ications
for Establ"ishment of Royal ty Val ue (USGS Form 9-1926)
which may incl ude one or more l eases. Arranoed as 

Cut off at cl ose of fiscal year 
in which the l ast l isted 

years after cutoff. 
l ease terminates. Destroy 3 

· 

Production Measurement Fil es. Fil es consist of al l o­

-

2601-04 Cut off at close of fiscal year . 
Hol d 2 years and retire to FARC. 
Destroy 6 years after cutoff. w __. 

cation schedules, LACT reports, meter proving reports, 
and meter adjustment reports for l iquid and gas meters. 
Used to audit the Lessees Monthl"y Report of Sal es and 
Royal ties. Arranged as appropriate. 

2601-05 Division Orders. Fil e  consists of orders furnished by Cut off at c lose of fiscal 
operators in accordance with Notice to Lessee (NTL) 1. year in which the l ease termi­
Division orders are accepted as the proper means pf nates. Hol d  2 years and trans­
distributing l ease proceeds. Used to ensure proper 

after cutoff. 
fer to FARC. Destroy 5 years 

payment of the government ' s  interest and to authorize 
transportation companies and purchasers to -receive 
products from l eased l ands in accordance with govern­
ment regulations. Arranged by l ease account . -
Gas Pl ant Case Fil es. Fi l e  consists of documents Pl ace in inactive fil e when the 

pl ant is removed or abandoned . 
Cut off inactive fil e at cl ose 
of fiscal year. Destroy 6 years 

2601-06 
showing pl ant ownership and other information used to 
compute the manufacturing al"lowance for l iquid hydro­
carbons extracted from casing-head gas. Arranged by 
p.1ant. 

2601-07 
mitted
Gas Pl ant Monthly Reports. Consists of reports sub­ Cut off at cl ose of fiscal year. 

by pl ant owners which show the quantity and Hol d  2 years and transfer to 
vol ume of constituent products extracted from casing­ FARC.

cutoff. 
Destroy 5 years after 

head gas. Used in the audit of l ease accounts. 
Arranged by pl ant. 



ITEM
NUMBER
2601 -08 

2601"-09 

- 2"601 -10 

2601 -1 1 

-

DESCRIPTION OF  RECORDS
Rolalty- in-Kind Sales F i les . Consi sts of documents
re ating to the noti ce of sale of royalty- i n- ki nd o il
and negoti ation and award of  purchase agreements.
Includes USGS prepared esti mates of producti on and
royalty- in-kind oil avai lable, correspondence on pro­
cedures for appli cati ons to purchase royalty-i n-kind
oil, noti ce to small refiners, and notice of  lottery
and posi ti on for draw. Includes decli ned appli cati ons
for purchase of royalty- in-kind o il  and documents accu­
mulated in  the review and award of applicati ons.
Arranged by sale .  

Royalty- i n- Kind Purchase Agreement Files. Consi sts of
agreements for the purchase of royalty-in-ki nd oil;
corporate authorities ;  legal instruments ; bonds of
purchasers ;
of Competency

Small Busi ness Administrati on Certi ficates
; correspondence on regulati ons, delivery,

and contract administrati on ;  and applicati ons. Arranged
by contract number . Arranged by agreement desi gnation. 

Rovaltv:.in- Kind Accout_s_ Fi les. Consists of Statements -­
of Account, USGS Form 9-1 424, and correspondence relat­
ing to payments for the sale of royalty-in- kind oi l.
Arranged by agreement desi gnati on .  

Transportati on Allowance Fi les . Consi sts of documenta­
ti on on the all owance due for transportati on costs on
royalty- in-ki nd o il  from the lease area to the point of
delivery. Consi sts of transportation i nvoi ces, i nvoi ces
for the constructi on and ma intenance of pi pelines, cal­
culati ons for pipeline depreci ation, and related cor­
respondence. Arranged by company. 

• 

DISPOSAL INSTRUCTIONS
Place i n  the i nacti ve file at the
completi on of negoti ation .  Cut off
i nactive file at the close of the
fi scal year. Hold for 3 years and
transfer to FARC. Destrcy 6 years
after cutoff . 

-
Place in i nacti ve file when agree­
ment expi res . Cut off i nactive file
at close of fiscal year. If volume
i s  suffi cient, transfer to FARC 2
years
years after cutoff . 

after cutoff . Destroy 20 

Cut off at the close of the ·fi scal
year. If volume i s  suffi ci ent,
transfer to FARC 3 years after
cutoff . FARC w ill destroy i n  accord­
ance with i nstructi ons from GAO .
These records should not be mixed
wi th non-GAO records when trans­ -
ferred to the FARC . 
[Fr>r J;s�sJf,J11 

1 
.S t �  Gl<S r,/JP- ]

Place in i nacti ve file when system
i s  abandoned or di sconti nued . Cut
off i nacti ve f ile at close of fi scal
year. Destroy 7 years after cutoff. 

-
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ITEM
NUMBER 

2602-01 

2602-02 

DESCRIPTION OF RECORDS 

SECTION 2. GEOTHERMAL ROYAL TY ACCOUNTING 

· Royalty Accounts Files . Consists of documents which 
relate to the payments of rents, minimum royalti es, 
and royalties on geothermal resour�es and other 
mineral products produced on geothermal leases. 
Includes monthly reports of operations, monthly 
reports of sales and royalties, supporting documenta­
tion, checkfoils, and rental and royalty remittance 
advices. Arranged by account and chronologically by 
month. 

-

DISPOSAL INSTRUCTIONS 

Cut off at the close of the fis­
cal year. Hold for 2 years and 
transfer to FARC. FARC will de­
stroy in accordance with GAO
instructions. These records 
shoul� not be mixed with non-GAO -
records when transferred to the 
FARC. 

[ h!r dirfDtifm� 1 Ste GJtS {,j/4. ] 
Royalty Value Determination Files. Files relate to Cut off at close of the fiscal 

basis on which royalty value for geothermal steam, year in which the lease termi­
heat, and other forms of energy and the royalty by­ nates.

cutoff. 
De�troy 2 years after 

products on the lease. Includes correspondence and 
·"

w 
01 ; 

computations. Arranged by 1 ease. 

2602-03 Sales Agreements. Consists of copies of s�les con­
tracts for the disposal of geothermal products from 
leases. Arranged by lease. 

SECTION 3. MIN ING ROYALTY ACCOUNTING RECORDS 

2603-01 Mining Royalty Accounts Files. The documents in this 
file relate to the payments of rents, minimum royal­
ties, and royalties on products extracted from mini�g 
l�ases, permits, and licenses. Included in the files 
are correspondence relating to over- and under-pay­
ments, refunds, and correction of reports. These
files
as USGS 

consist of Production and Royalty Reports such 
Forms 9-36a, 9-368a, 9-373, and other equiva­

Cut off at close of fiscal year 
in which the contract termi­
nates. Hold 2 years and transfer 
to FARC. Destroy 6 years after 
cutoff • .  

-

Cut off at close of fi scal year. 
Hold for 3 years and transfer to 
FARC. FAP.C will destroy in 
accordance with GAO instructions. 
These records should not be 
mixed with non-GAO records when 
transferred to the FARC. 

lent forms; Prospec�ing Permit Reports, Coal License 



Consists of copies of 

ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

Reports, and other equivalent forms; supporting docu­
mentation, checkfoils, and Rental and Royalty Remit­
tance Advices (USGS Form 9-61 4a or equivalent).
Arranged by lease account. 

2603-02 Annual Mining Audit Files.
annual audits of mining l eases and permi ts submitted
in accordance with 30 CFR 21 1 and 251 . Arranged by 

Cut off at close of fiscal year. 
Hold for 3 years & transfer to FARC. 
FARC will destroy in accordance with 
GAO instructions. These records 

2603-03 

w__,
O'I 

- 2604-01-

2604-02 

2604-03 

-

lease account. 

Processina Allowance Files. These files consist of 
correspon ence relating to and applications for allow­
able deductions from the gross value of mineral pro­
ducts for determination of royalty value. These allow­
ances are granted for handling , storing , process i ng ,  
and transporting coal and other mineral products .
Arranqed by lease account. 

SECTION 4. OIL SHALE ROYALTY ACCOUNTING 

Oil Shale Rolalty Accounts Files. T�e doc�rnents in _"_ _  _
this file re ate to the payment of rents, minimum
royalties, and royalties on oil shale and other
minerals extracted from oil shale leases . Consists
of correspondence relating to the payment of rents,
royalties, and minimum royalties; over- and under­
payments ; and correction of reports . Consists of 
production and royalty supporting documents and
checkfoils. Arranged by lease accounts . 

Anrual Audit Files. Consists of copies of annuril 
audits of oil shale leases submitted in accordance
with 30 CFR 231 . Arranged by lease account . 

Allowance Files. These files consist of correspond­
ence relating to and applications -for allowances for
credits against rentals or minimum royalties.

-

should not be mixed with non-GAO rec­
ords when transferred to t�e FARC. -[rortAiSpt>wf,o,,� .s.ee. GR.5 '6./Ie.. J
Place in inactive file when obsolete, 

, 
superseded, or cancell ed. Cut off 
inactive file at close of fiscal 
year. Hold for 2 years and transfer 
to FARC if volume warrants. Destroy 
7 years __ after_ cutoff. 

Cut off at close of fiscal year. -Hold for 2 years and transfer to 
FARC. FARC will destroy in accord-
3nce with GAO instructions. These
records should not be mixed with non­
�AO records when transferred to the 
FARC. 
l n;r ofJSj>dSiftorJ 

I 
Se e (;,/(S ,f�J -

Cut off at close of fiscal year.
Hold for 3 years & transfer to FARC. 
FARC will destroy in accordance with 
GAO instructions. These records 
should not be mixed with non-GAO rec-
ords when transferred to

/.
he FARC. 

[ fi,r J,->,?Ot;.1---1,o>J 
1 

see GR.S b / q, J
Place 1n  inactive file w en obsolete, 
superseded, or cancelled. Cut off 

-
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ITEM 

NUMBER 

2605-01 
NAI� 

w __, 2605-02...... 
,..VAi� 

2605-03 
//#� 

-
DESCRI PTION OF RECORDS 

Includes correspondence and approvals for offsetting
costs for approved environn�ntal actions. Arranged
by lease account. 

SECTION 5. AUTOMATED ROYALTY ACCOUNTING
SYSTEMS FILES 

Royalty Statements. Consists of Statements of
Accounts, such as USGS Form 9-1 424, USGS Form 9-388,
or equivalent, which show the monthly royalty deter­
minations and status of lease accounts. Arranged by
lease account and thereunder chronologically by month. 

Royalty Accounting System Data Input Forms. Consists
of copies of input forms used to enter data in the
automated royalty accounting system. Originals are
sent to Branch of Computation for entry into the sys­
tem. There are copies retained by the responsible
royalty accounting unit to verify the system entrie�.
Included are Lease Master Coding Forms, Unit and
Communication Master Coding Forms, Annual Fee Reports,
Production Sales and Production Sales Adjustment

Plant Production Sales and AdjustmentReports,
Reports, Collectiori and Adjustment Report, Royalty
Adjustment Reports, Annual Fee and/or Storage Agree­
ment Reports, and EDP transmittal forms. Arranged by
form/report number or title and chronologically" · 
thereunder . 

Automated Royalty Accounting System Report Files.
Consists of computer printout reports produced by the
automated royalty accounting system. Data reported
includes accounts receivable; statistics on quantity
and value of lease production; royalty value of oil,
condensate, gas, and gasoline ; and unit and 

-

D ISPOSAL I NSTRUCTIONS 

i nactive files at close of fiscal
year. Hold 2 years & transfer to
FARC if volume warrants. De$troy
7 years after cutoff. 

Cut off at the close of the fis­ -
cal year. Hold for 2 years and
transfer to FARC. Destroy 6
years after cutoff or on GAO
audit, whichever is earlier. 

Cut off at the close of the 'fi s­
cal year. Destroy 1 year after
cutoff. 

-
Cut off at the close of the 

after cutoff.
fiscal year. De5troy 3 years 



ITEM 
NUMBER 

2605-04 

JV#� 
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DESCRI PTION OF  RECORDS 

communitization production statistics. Included in 
this series are: Monthly Report of Royalty Accounts 
Receivable Control; Monthly Unit All ocation Report";
Monthly Sales of Lease Production; and extra copies 
of the Statement of Account, USGS Form 9-1424. 

Monthly Scanner Listing. Computer prepared printout 
report of all data entered into automated royalty 
accounting systems during the month. Used to reconcile 
accounting input. 

Rolalty Accounting Statistical Surrmaries. Consists of 
ca endar and fiscal year statistics arranged in 10 
summary reports. These reports include data on the 
value, volume, and royalties for production by type of 
land, state, unit, zone, and field. 

SECTION 6. COLLECTION FILES 

Certificates of Deposit . Consists of certi-ficates of 
deposit (Standard Form 2 1 9 or equivalent) prepared by 
the Area Royalty Accounting Unit to document deposits 
of checks and money orders received in payment for 
rents and royalties. Also includes deposit slips for 
local depositories. Arranged chronologically. 

Collection Data Files. Consists of copies of Collec­
tion Data Sheets (OSGS Form 9-1854 or equivalent) pre­
pared for Bureau of Land Management which show amount 
of collection, fund code, classifications, state code, 
and geographic locations. Also includes collection 
reports prepared for other agencies. Arranged as 
appropriate. 

--

D ISPOSAL I NSTRUCTIONS 

Cut off at end of month in which 
entries are verified. Destroy 3 
months after cutoff. 

-
Destroy on receipt of superseding 
report. 

Cut off a-t" the close of the fiscal 
year. Destroy 3 years after cutoff. 

-Cut off at the close of the fiscal 
year. Destroy 3 years after cutoff. 

-
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NUMBER 

2606-03 
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DESCRIPTION OF RECORDS DISPOSAL I NSTRUCT IONS 

Royalty Accounting Posting and Control Files. Con­ Cut off at close of the fiscal 
sists of documents used to provide input data for 

cutoff.
year. Destroy 3 years after 

accounting control. Includes such records as daily 
deposit journals, monthly collection re�isters, · dis­
tribution registers, accounts receivable registers, 
Indian journal vouchers, trial balances, and miscel­
laneous forms and formats. Arranged as appropriate . 

I -

l 

-
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APPENDIX III-B .  INDEX TO DISPOSITION SCHEDULES 

A 

Abandonment Reports , Mine • • • • • . a• • • • • • • • • • • • • • • •  2405-03 
Accident Investigation and Reporting 

Major OCS Accident Reports . • • • • • • • . • • • • • • • . • •  1401-01 
Major Onshore Accident Reports • • • • • • • • • • 2500-01 
Minor OCS Accident Reports • . • • • • . • • • • • • • • 1401-02 
Minor Onshore Accident Reports • • • • • • • • • •  2500-02 
Motor Vehicle Accident Reports • • • • • • • • • . • • •  407-03 

Accident Statistics , Onshore • • • • • . . • • • . • • • • • • • • •  2500-03 
Accountability Controls , Transportation Requests • • • • • • • 405-03 
Accountability Files , Controlled Property • • • . • • • • 504-10 
Accountable Custody Transfer Unit Approvals , OCS . • • • . • •  1302-01 
Accountable Officer Designation • • • • . . • • • • • . • • 1601-16 
Accounting , Budget , and Fiscal 

Accounting Distribution Change Worksheets . • a• • • • • . . • • •  302-05 
Budget and Fiscal Accounting Files • • a• • • • •  301-01 
Fund Accounting Adj ustment Files • • • • • • • •  301-05 

Accounting ,  Royalty (See Royalty Accounting ) 
Accrued Expenditure Reports • • • • • • . •  . . . . . 301-05 
Acoustic Bottom Scan Records • • • • • • • • • • • • • a• . • •  902-01 
Adj ustment Files , Fund Accounting • • • • . •  301-05 
ADP (See Automatic Data Processing )  
Advance of Funds • • • • • . • • . • • • • • • • • • • • • • 405-02 
Agency Directives and Publications Reference Copies • • a• • • • • • •  101-07 
Agreements 

Approved Conmuni tization Agreements • • • • • • • • • • • • • • • 2404-03 
Approved Unit Agreements , OCS • • •  • • • • • a• • • • • • • .  1703-02 
Approved Unit Agreements , Onshore • • • • • • • • •  2404-02 
Federal-State OCS Agreements • • • • •  • • • • • • • • • • .  1601-09 
Lessee-State OCS Agreements • • • •  . • • 1601-07 

Allocation Schedules , OCS • • • • • • •  • • • • • • • • • a• • • •  1302-05 
Allowance Files 

Mining Processinga . • • • • • • • • • • • • • •  • • 2603-03 
0 i 1 Shal e . . . . . . . . . . . . . . . . . . . . . . . . . . • •  2604-03 
Transportation , Onshore Royalty-in- Kind Oil • • • • • • • • •  • • 2601-11 

Analyses 
Well Sample , OCS . • a• • a• • •  705-12 
Well Sample , Onshore • • • •  • 2202-01 
Workload • • . • . a• • • • • •  201-02 

Announcement File , Promotion Plan • • • • • . • .  602-04 
Annual Fee Reports 

ocs . . . . . . . . . . . . . • 1601-02 
Onshore ." . . . . . . . . . . . .  . • 2605-02 

Annual Inventory of Controlled Propertya . 504-CHfa­
Annual Waste Water Report • . • • a• • • •  • 1402-02 

?21 



_ _  P�r�it to Ori
Geothennal Wel l s  
ocs

Onshore Oil and Gas
-�ubTic - Infonnation Copy (OCS

----- - - Royalty-in-Kind, OCS
Appointment Fil es 

-

Appe
Appe

al s Case Fil es, USGS
al s, IBLA 

707-01
• • • . . . . . . . . . . 707-04

icant Referral s . • • • • "• • • • • • • • • • •  602--02Appl
Applications 

Emp1oyment • • • • • • • • • • • • • • • • • _ _602-:-02
Onshore Lease/Permit Appl ications • •  • • • 2301 -01

l l , Deepen, or  Pl ug Back
• • • • • • • . • • • . . • • •  2403-04 

. . . . . . . . . . . . . . . . . . . 1 1 01 -02b
• . • • • • • • • • • . • • • • •  2402-01

) • • • • • • • • 705-06 - -• • . • . • ; • • • . • . . • 1 604-02 -
• • • • • • • • • • • • • • . • • • • • • .  602-03

Maximum Efficient Rates for Reservoirs • • • • • • • . • 1 301 -05Approved
Approved Maximum Production Rates for Wel l s  • • • • • • • • • • 1 301 -05
Area Geol ogy Fil es, Gul f of Mexico • • • • • • • • • 904-01
Art, Visual s,  Exhibits, and Graphics • • • • .  • . • • . • • • 703-01
Assignment Recei pt, Motor Vehi c1 e • • • • • • • • • 407-01
Attendance

Empl oyee Attendance Data • • • • • •  • • !  • • • • • • • • • • 302-01
Time and Attendance Reports • . • • • • • • • • • "• • • • . •  302-02

Audit Support Document Fil es, OCS" . • • • • • • • • • • • 1 601 -04
Audits

Annual Mining Audits • • •  • 2603-02
Annual Oil Shal e Audits • • • • •  • 2604-02

Authorizations -Training • • "• • • • • •  ; • • • • • • • • • • • •  • • 603-01
Travel Authorization Control s  • • • • • • •  . • • • 405-01
Travel Authorizations  • • • • • • • • •  J • • • "• • • • •  • • • • 405-02

Automated Royal ty Accounting Records (See Royal ty Accounting, Automated Systems")
Automatic Custody Transfer  Unit Failure Reports, OCS • •  • 1 401 -05
Automatic Data Processing

Design and Operation Documentation Fil es • • "• • • • • • • • • •  800-02
Error/Edit Listing Fil es • • • • • • • . • • • • • • • •  800-05
Feasibil ity and Pl anning Fil es • • • • • • • • • .  800-01
Job Control Records • • • • • • . • • • • • . . • • • • • 800-1 1
Raw Data Input Magneti c Tapes • • • • • • • • • • 800-08
Source Data Cards" . • • • • • • • • • • • • • • • 800-07
Source Documents • • • . • • • • . "• • • • • • • • • • •  800-04
Source Program Card Fil es • • • • • • • • • • • • • • 800-06
User Documentation Fil es • • "• . • • "• • • • • • • •  800-03

Avail abl e Funds Report, Month ly  Status of Avail abl e 301 -03 

B 

Back Pressure Test Report, Mul ti-Point, OCS • • •  • • • 705-09
Back Pressure Tests, Mul ti -Point, OCS • • • • • •  • • • • • . 1 301 -03
Bal ancing Reports, Quarterly • •  . • • • • • • • • • 1 301 -09
Base Maps (See Maps )
Bid Recap Fil es, OCS Lease Sal e • • • • • • "• • • • • • • • • • •  1 003-01
Bil l s  of Lading Fil es • • • • . • • • • • ". • • • •  4 06-02 

-
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Bills of Ladi ng Regi ster Files • • • • • . • • • •  406-01 
Block/Lease Cross Reference Card Index File • •  1 1 01 -03 
BLM Leasi ng Maps • • • . • • • • • • • • • •  2302-05 
BLM Offi cial Protraction Di aarams • • a• •  1 1 03-05 
Bond Reference Files, Onshore • • • 2401"-03 
Brochures, Non-Government • • .  1 01 -09 
Budget Files • • • • • • • • • • • • • • • .  301-01 
Bui ldi ng Maintenance and Servi ce Files • 403-02 
Bui ldings Pass • • • • • • • • • •  404-02 
Bulleti ns (Extra Copies) • . • a• 1 01 -07 

C 

Cali brati on Charts - Tank Tables, OCS • . • • •  1 302-06 
Caliper Logs, OCS • • • . • • • . • . a. • • • • • • • • • • • • • .  903-06 
Carbonate Analysis Study Files, Gulf of Mexico • • • • • • • • •  904-04 
Carbonate Surrmary Well Reports , Gulf of Mexi coa . 904-05 
Carrier Transportati on Records • • • • • • •  405-04 
Catalog Cards, Library • • • • . • • • • • . • a• • • • •  704-01 
Catalogs, Non-Government • • • • • • • • • a• •  l 01 -09 
Certifi cates 

Certifiacates of Deposit, OCS Royalty Accounti ng • • • • • •  1 601-1 0 
Certi fi cates of Deposit, Onshore Royalty Accounting • . a• • • •  2606-01 
Certi fi cates of Eligiblesa· • • • • . • • . • • •  602-01 
Certi ficates of Performance Ratings • • •  602-05 
Civil Service Corrmission Certifi cates 602-01- Wi thin Grade Increase Certi fi cates 602-06 

Certifi ed Invoi ce Files • • •  502-05 
Certi fi ed Mai l  Recei pts • • • • • • • • • •  401 -02 
Chronologi cal Fi les • • • • • • • • • • • • • • •  l 01 -02 
Circulars (Extra Copies) • • • • • • • •  1 01 -07 
Civil Serviace Commiss i on Certifiacates 602-01 
Cl a i ms, Frei ght • • a• • • • • • • • •  406-03 
Clai ms, OCS • • • • • • • • • • • • • • • • • • •  707-03 
Classifi cation Maps, Mi neral and Waterpower 21 03-04 
Cl assi fi cati on , Mineral Land 

Minutes • · • • • • • • • • •  21 01
Orders • • • • • • • • • • • . • • •  . •  21 01

-03
-01 

Plats • • • • • a• • •  21 01 -02 
Classi fi cati on, Waterpower 

Minutes • • • • • • • • • • • • • • • • • • •  21 02-02 
Orders • • • • • . • • • • . •  21 02-01 
Township  Cards • • • • • • •  21 02-03 

Clearance Files , OCS Well Testi ng • • • . • • . . a• • • • • •  1 301 -1 4 
Clippi ngs :  Newspaper, Magazine, and Press Servi ce Teletype 702-01 
Coal Lease/Prospecti ng Permit/Li cense 

Appli cati ons • • • • • • • • • • •  2301 -01 
Case Hi story Fi 1 es • • • • • • • . 2401"-06 

Code of Federal Regulations . • • • •  l 01 -08 
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Col lection , OCS Royal ty Accounti ng 
Data Sheets • • a• • • • a• • • • • • • •  
Documents . • • • . • • • • • . • • • ! • • • • • • • 

• • 1601-11
• 1601-15 

Monthl y Regi sters • . • • • • • • • • •  
Reports . . . . . . . . . . . . . . . . . . . . . . . 

• • 1601-13
• • • •  1601-02 

Colal ection , Onshore Royalty Accounting 
Cert ificates of Deposi ta . • • . • • • • • • • a• 
Data Sheets • • • • • • • • • • • • • • • • • • • • • • • •  
Month l y  Regi sters • • a• • • • • • . • • a• • • • • • • • a• 
Posting and Control Fi l es • • • • • a• 1 • • • • • •  •  •  •  

Reports . . . . . . . . . . . . . . . . . . . . . . . 
Corrmerci al Bi l l s  of Lad ing • • • • • • • • • • •  
Corrmingling Systems Fi l e ,  OCSa . • • • • • 
Common Depth Point Seiasmic Dataa .a . • • . • • • • • . • •  
Common Depth Point Sei smic Records Sections • 
Corrmunications Equi pment Records • • • • • • • • . a. • • • • •  
Corrmuniti zation , Onshore Oil and Gas and Geothermal 

Appl  i cations . . . . . . . . . . . . . .  i • •• •• •• •• •• •• •• •• •• ••  

Agreement Case Fi l es • • • • • • • • • . • • . • • • • • a. 
Status Records • • • • • • • a• • • • • • • •  

• 2606-01 
• 2606-02
. 2606-03 
• 2606-03 
• 2605-02 

406-02 
• 1302-02 

901-03 
902-04 
403-02 

• 2401-01 
• 2401-03
• 2404-04 

Competi ti ve Lease Sal e  Records (See Lease Sales ) 
Congress ional Commi ttee Investigati on F i l e  • • • • • . • •  701-02 
Congressional Documents • • a• • • • • • • a• 1 Ql -08 
Conti ngency Pl ans 

OCS Oi l Spi l l  • • • • • • a• • • • •  • • • • • • • 1402-03 • i .  • -Ons hore Oi l Spi l l /Di scharge Control • . • • • • • • • • • •  2500-04 
Contract Moni tori ng Case Fi l es • • • •  . . . . . . . . . . •  503-02 
Contract Proposal Case Fi l es • • • • a• • • • . • • • • • • • • •  503-01 
Control led Property 

Accountabi l i ty • • • • • • • • • • • • • •  504-10 
Inventory • • • a• • • • •  504-08 

Control Records 
Inventory Control Cards • • • • • • • • • • • • • •  504-06 
Job Control Records • • • • • • • • • • • • • a• • • • • • • • 101-06 
Routine Control Fi l es • • • • • • • • • • • • • •  • • • • • 1 01-06 
Vi s i tor Control Files • • • • • • • • • • • •  • . • • • • •  404-01 

Cooperati ve Screeni ng Reports (Co-ops ) • • a• • • • • • • • •  � 103-01 
Copi er Costs , Record of Rented • • •  • • • • • • • • • 402-03 
Copy Fee Col lection Regi ster • • • a• • a• •  • • . • . • • 705-02 
Copyi ng Equi pment Production and Cost Fi 1 es • ! .  • • • • • • 402-03 
Correspondence 

1 Mi ssi on 11 
• • • • • • • • • • • • • • • • •  • • • • • • • •  102-01 

" Non-Miss ion" • • • • • • • • • a• • • • • . • • •  • • • 102-02 
Credenti al s ,  Identi fication • • . • •  • • • •  404-02 
Cross Reference Card Index File ,  Lease/Block • • 1101-03 - ­
Crude Oil Production Fi l es ,  OCS • • • • • • •  • 1301-13 
Crude Oi l Productiaon Report , OCS • • a• • . •  � • • • • • •  1301-06 
Custodi an Service Records • • a• • • • • a• • • •  403-02 
Custody Transfer Uni t  Approval s ,  OCS • • • • a• • • • • • • • • • •  . 1302-01 
Custody Transfer Uni t  Failure Reports , OCS Automatic  • • •  • • • 1401-05 

-
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D 

Dai ly Deposi t Journal
· OCS Royalty Accounti ng • • • . • . • . • . • ". 1601-12

Onshore Royalty Accounting  . . "• . • • • ". • ". . . ". .  2606-03
Data Processi ng (See Automatic Data Processi ng )

Penetrati on Sei smic Records Sect ions . 902-04Deep
Deep Sei smi c  Shot-Poi nt Locati on Maps Record Set • • "• . . . . "• . .  902-05
Deposi t Journal, Da i ly • • • 1601-12
Deposi ts, Certi fi cates of . • • • • ". .

. • • . • ".
• . • • ". . "• . • • ". . . "• 1601-10

Desi gn Analysi s Systems, OCS
Case Fi les • . • • • • . • • •  1503-02
Data Fi les • • . . • . • • . • • • • ". . . . "• . • .  1503-01
Work Papers . . "• . . • . • • • ". 1503-03

Desi gnation, OCS Accountable Officer . • ". . ". • •  1601-16
Deta i led Oi l Shale Development Plans . 2406-04
Detai led Sei smic Interpreti ve Maps . . "• . . .  902-08
Determi nati on Applications, Section 24 2103-02
Determi nati ons, Royalty Value

. Geothermal . . . . .  2602-03
2601-03

Di fferenti al, Pay . • . •
Onshore Oi l and Gas 

302-03
Di recti onal Surveys

OCS Wells • • • •
Onshore Wells • • • ". •  

903-07
2202-05.

D irecti ves
Agency Directi ves Reference Copies .
External Di recti ves Development Case Hi story Fi les
External Di recti ves Record Set • • ". 202-02
Extra Copi es of Di recti ves l01-07
Internal Di recti ves Record Set ( Offici al F i le Copy) . . . 202-01
Stock Record Fi les • • • • • • • • • . • ". 504-05

Di rectory Fi les, Telephone • • • • ". • • • ". .  401-01
D ischarge Control Conti ngency Plans, Onshore • • • • • • • ". . "• • •  2500-04
Di scovery Reports, Onshore Oi 1 and Gas • • • . • • . 2104-04
Di sposal/Exchange Screen i n g ,  Land • . • • • • • • • ". 2103-01
D ispos it ion Plans, Fi les . • • • • • . • . • ." . • •  202-08
D i v i si on Orders, Onshore O i l  and Gas 2601-03
Draft Detai led . O i l  Shale Development Plans 

. • • • ". • •  
2406-03

Dri lli ng  Reports, OCS • • . • ". • • • • • • • • . •  1200-03
Dri lli ng R i g  Inspections, OCS • • •  1200-02
Dri lli ng Rules Record Set, OCS Field . 1200-01
Dri ver Tests . • • • • • • . •  . . . . . 601-05
Dri v i ng Awards, Safe . • ". • • • • • • • • • • • . • •  . . . 601-05 

E 

Edi t Li sti ng  Fi les� ADP 800-05• • • • • • • • • • 0 • • • • •

Electri c Logs- OCS Wells . . . . . . . . . . . . 903-06
Onshore Wells . . . . . . . . . . . . 2202-04 

101-07
202-03

. • . . 
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Employee Records 
Attendance Data • . • . • • • • . • . 302-01 
Identif i cation Cards • • • • • • . • • • • • • . • • • • •  404-02 
Leave Data . • • • • . • . • • • .a . • • • • • • • • . •  302-01 
Locator Files • • • • . • • • • . a• • • • • • a• •  601 -03 
Property I ssue Cards • • • • • • • • •  504-09 
Record Cards • . • • • • • • • • • • • • • • . . • • • • • 601 -02 
Time Reporting Worksheet Files • • • • •  , • • • • • •  302-01 
Travel Files • • • • • • • • • • • •  ; • • • • • • • •  405-02 

Employment Appli cations • • • • • • . • • • • • •  602-02 
Engineering Data Files , OCSa. • • • • • • • . • • • • • • •  1 503-04 
Environmental Analysis Case F iles , Onshore 

Major . . . . . . . • . . . • . • . . • • . • 2500-05 
Mi nor . . . . . . . . . . . . . . . . . . . . . . . •  2500-06 

Enviaronmental Base-L ine Fi les , Oil Shale • • • • • • •  2406-02 
Environmental· Impact Statement Fi les · · - oc·s · Lease ·.sa l eiS - -�-- -.- .-- . - . .  _-- - . .  �--- - �--- -- �- . : . • • . • • . .  l 001 -03 

Onshore Case Files . • . • a• • • • • • a• • • •  2500-07 
Environmental and Reclamati on Plans , Mining • • a• • a. 2405-04 
Equipment Failure Studies , OCS 

Case Files • • • • • • . • • . . . • • • . 1 503-05 
Worki ng Papers • • . • • • . • . . a. • • • • a• •  1 503-06 

Equipment Operati ng Instructiaons and Techni cal Manuals • • • a. • •  501 -02 
Error Li sting Files , ADP • • • • . • • • • • . • • a. • • • • •  800-05 
Estimates ,  Budget .• • • • • • • . • • • • • •  _. • • • • • • 301 -01 
Excess Persona 1 Property Fi 1 es • • • • • • • : • . • • • • • 504-1 1 
Exhibits Files • • • • . • • • • • • • • • • • • 703-01 
Expendi ture Reports , Accrued • • • • • • • . • • • a. • • • • a• 301 -05 
Exploration Permits , Geothermal Appli cations • • • a. • •  2301"-01 
Explorati on Permits , OCS 

Ass ignment Control Log • . •a. • • • a. • • • • •  901 -02 
Geologi c  and Geophysical Permits 901 -01 

Explorati on Plansa· 
Mini ng • • • • a• • • • • • • a. • •  2405-01 
Oil Shale • • • • • • • • . . • •  2406-0lb 

External Directives 
Case Hi story File . • • •  202-03 
Record Set • •  202-02 
Reference Set • • a• • • • • • • a• • • . • • • •  l 01 -07 

Events ,  OCS • • • • • •  1 401 -03 

F 

Federal Farm Mortgage Corporation Leases 2402-05 
Federal Power Project Techni cal Working Files • .  21 02-04 
Federal Reg i ster • • • • • • • • • • • • • a. •  1 01 -08 
Federal Regulati ons , Code of • • . . . • • a. 1 01 -08 
Federal-State OCS Agreements Files • • • • • • •  1 601 -09 
FEDSTRI P  Requi s i ti on Files . • • • • • • •  504-01 
Fee Collecti on Reg i ster, Copy • • •  705-02 

-

-
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Fiel d and Reservoir Reserves Estimates System Report Fil es, OCS • • •  1 702-03 
Fiel d Dril l ing Rul es Record Set, OCS • • • • • . . "• • • • • . • . •  1 200-01 
Fiel d Fil es, Onshore Oil and Gas • • • • • • • • • • • • • • • • • •  2402-03 
Fiel d Pl ats, OCS • • • • • • • • • • • • • • • • • • • • • • •  1 200-05 
Fiel d Reserves Estimate Study Fil es, OCS • • • • 1 702-02 
Fiel d Study Proj ect Fil es, OCS • • • • • • • • • • • • • • • • • • • 1 702-01 
Fil es Maintenance and Disposition Pl ans 

Fil e Station Copy • • • • • • • • • • • . . . . . . • • . . . . . 1 01 -01
Paperwork Management Officer Copy • •  . . . . . . . . . . •  202-08 

Financial Programs • • • . . • • • • • • • •  • • • • • • • • • •  301 -01 
First Discovery Reports, Onshore Oil and Gas • • "• • • • • • • • "• •  21 04-04 
Fiscal Accounting Fil es • • • • • •  • • • • • • • •  301 -01 
Fl oor Pl ans • • • • • • • • • • •  • • • • • • • • • • • • •  403-01
Forced Unitization Petition Fil es • • • •  • • • • • • • • "• • •  1 703-04 
Forecasts, Budget • • • • • • • • • • • • • 301 -01 
Forms

Devel opment Fil es • • • • • • • • • • • ". • • • • • • •  202-04
Requisition Fil es • • • • • • • • • • • • • • • • • • • • • •  504-02
Stock Record Fil es • • • • • • • • • • • • • • • • • • • • • • •  504-0S

Freight Bil l s  and Tickets • • • • • • • • • • • • • • • • • • • •  504-03
Freight Cl aims fil es • • • "• • • • • • • • • • • ". • • • • • • • • •  406-03 
Freedom of Information Act Request Fil e • • • • • • • • • • •  705-01
Fund Accounting Adjustment Fil es • • • • • • • • • • • • • • • •  301 -05 
Funding Recommendations, Proj ect • • • • • • • • • • • • • •  301 -01 
Funds, Advance of" . . • • • • • • • • • • • • • • • • • • •  405-02 
Funds Report, Monthl y Status of Avail abl e" . • • • • •  301 -03 

• • • 1 601 -08 -
Funds Subject to Impoundment, Statement of • 

r, 

Ganma Ray Logs, OCS • • • • • • • • • • • • • • • • • • • • • •  903-06
Gas Fiel d Devel opment Case Fil es, OCS • • "• • • • • • • • • •  • • 1 1 02-01 
Gas Fl aring Report, OCS • • •  • • • 1 301 -1 2 
Gas Pl ants, OCS 

. Case Fil es • • • • • • • • • • • • . •  • • •. . • • l 602-03 
Gas Processing Statistics Fil es • •  1 603-03 
Inspection Fil es • • • • •  • 1 603-02 
Monthl y  Reports • • • • • • • • • • • • • • • • • • • •  • 1 603-01 

Gas Pl ants, Onshore 
Case Fil es • • • "• • • • • • • • •  . . . • • • • •  2601 -06 
Monthl y Reports • • • • • • • •  • • • • •  2601 -07 

Gas Sal es Contracts, OCS • • • • • • • • • • • • • • • • •  • • • • •  1 602-01 
Gas Wel l s, OCS 

Gas Production Fil es • • • • • • • • • • • • • • • • • •  1 301 -1 3 
Gas Production Report . • • • • • • • • • •
Semiannual Test Report, Official Fil e copy • • • • • • • • • • •  1 301 -02 

• • • • • • •  1 301 -06 

Semiannual Test Report, Publ ic Information Copy • • • • • • • • •  705-08 
Geochemical Data, OCS • • • • • • • • • • • "• • • • • • • • • • • • •  903-09 

-
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Geological Data, OCS
Area Geology Files • . • . • • • . • ". • • • • • • • • • • • • •  904-01
Exploration Permit Files • • • • • • • • ". • "• • • • • •  901-01

Interpretations and Maps - Open File Material 705-12Geological
Geological Permit Data and Interpretations • • • •  901-03
Su111111ary Geologic Reports . . • • • • • ". • • • • • • •  l001-01

Geologic Maps , Onshore
Field Survey Maps . . . . . . . . 2203-05
Subsurface Compilations • • • •  . . . 2203-04

Geophysical Data, OCS
Geophysical Data, Maps, and Interpretations, Open File • • • • •  705-11
Geophysical Exploration Permit Files • • • • • • • • • • • •  901-01
Geophysical Interpretive Aid Package Computer Generated Plots • 902-06

901-03Geophysical Permit Data and Interpretations
Geophysical Records, High Resolution (Shallow

• • • • • • • • • •
• • • • • • •  902-01)

I ndexes . . . . . . . . . . . . . . . . . . . . . 902-10 
Logs • • • • • • • • • • • . . • • • • 902-10 
Tapes • • • • • • • • • • • • • • • • . • • . • • . . . . . 800-10

Geophysical Survey Data, Onshore
Geophysical Data . • • • • • . . • • • • • • •  2201-01
Geophysical Maps • • • • • • • • • • • • • • • • • • • ". • •  2201-02

Geothermal Exploration Permit Applications • • • • • • • • "• • • ". •  2301-01
Geothermal Lease Management (See Lease Management, Geothermal")
Geothermal Royalty Accounting (See Royalty Accounting, Geothermal)
Government Bills of Lading • • "• • • • • • • • • • • • • • "• • • • •  406-02
Government Transportation Requests • • • • • • • • •  405-03
Grant Monitoring Case Files • • • • "• • • •  1 • • • • • • • • •  503-02
Grant Proposal Case Files • . • • • • • • • • • • • • • • • • •  503-01
Graphic Files • • • • • • • • • ." • • • • • • • • ". • • •  703-01
Gravimetric Survey Maps and Records, OCS • • • • • • • • •  902-09
GSA Publications • • • • • • • • • • • • • • • • • • • • •  l01-08 

H 

Hazardous Duty Pay Requests • • • • • • • . • • • • • •  • · 302-03
High Resolution Geophysical

Data • • • . • • • • • • • • . .
Interpretive Maps • • • • • • • • ". • •  �

• •
• 

Records • • • • • • • • . • • • • . • • •
Holiday Duty Requests • • • • • • ". • • ".
Hourly Report Files, Management Statistical • •
Housekeeping Records • • • "• • • • "• • • •  

I 

I BLA Appeals Files • • • • • • • • • • •
Identification Cards and Credentials, Employee" .
Index Files, OCS

Gas Sales Contract . • • • • • • . • • • "•
Geophysical Data • • • • • • • • • • •
Lease Records • . • • • • • • • •
Pipeline Systems • • • • "• • • • • • • • • • •
Purchase Transaction Documents • . "• • • • • . ". 

· ------· · ·- - - -
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. . . 901-03
902-03
902-01

• • • •  302-03
201-04
102-02 

707.::04
404-02 

• • 1602-01
902-10
705-10 -

• • 1502-04
502-02• • 0 • • • 



-

Index Files , Onshore Lease and Unit Cards • • • • • • • •  • •  2401 -01 
I ndividual Well Production , OCSa . • • • • • • • • • • • • •  • • • 1 301 -1 8 
I ndividual Well Records 

OCS Wells • • • • • • • • • • • • •  . . . . . . . . . . . . . 1 200-04 
Onshore Wells • • • • • • • • • • • •  • • • • . • • •  2402-04 

Infonnational Material • • • • • • • • . . . . . . . . . . . . . . . l 01 -11 
I nfonnational ·aPublications Master File 
I nfonnation Requests • . a• • a• • •  
I nspection Files , Platform • • • • • • •  
I nspection Reports , Drilling Rig • • • • •  • . 
I nstallation Files , Platform • • • • 
Installation Questionnaire Files , Platform • • 
Insured Mail Receipts • • • • • • • • • •  • • 
Internal Directives 

Record Set • • • • • • • •  
Reference Set • • a• • • • • • • • • • • •  

Internal Space Planning Records 
I nterpretations , OCS 

Geological • • • • . • • • • • 
Geophysical • • • • • • • • • • • •  

Interviews , Applicant Referrals fora . 

• • • • • • • • 702-02
• • • • • • • • • • - 1 01 --05 

• • • • • • • • • • . •  1 501 -02 
• . • • • • • • • 1 200-02 
• • • • • • • • • • •  1 501"-01 
• • • • • • • • 1 501 -03 
• • • • • • • • 401 -02 

202-01
1 01 -07 
403-01 

705-1 2 
705-1 1
602-02 

I nventory Control Cards • • • • • • • • • • • a• • • . • •  504-06 
I nventory Listings , Controlled Propertya . 504-08 
Investigations 

Congressional Comnittee Investigation File • • • • • • • •  701 -02 
Major OCS Accident I nvestigation Files • • • a• . • • • • · • • • •  1 401 -01 -

• •Major Onshore Accident Investigation Files 
Sale Prospect Investigation Case Files , OCS • • • •  • • • • 

Invoice Files 
Certi fi ed . . . . . . . . . . . . . . . . . . . . . . .  . 
Recurring Services • • • • • • • •  

Issue Cards , Employee Property • • •  

Journal Vouchers • • a• • • • • • •  . . . . . . . . . . . . . 
K 

Kardex Property Cards • • • • • •  . . . . . . . 
Keys , Issuance of Room • . • • a• • • • • • • • • • • • • • • •  
Known Coal Leasing Area ( KCLA ) 

Mi nutes • • • • • • • • • • • • •  
Pla ts . . . . . . . . . . . . . . 

Known Geothermal Resources Area ( KGRA ) 

• • 2500-01
• • • 1 002-02 

502-05
502-05

• • 504-09 

• •  301 -05 

• • 504-06
403-02 

• 21 04-01 
• • •  21 04-02 

Minutes • • • • • • • • • • • • • • • • • • • • • • • • • • • •  . 21 04-01 
Pl a ts . . . . . . . . . . . . . . . . . . . . . . . . • 21 04-02 

-
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Known Geologi c  Structure ( KGS ) 
KGS Fi eld Files • • • • • • • • • • • • • • •  • 21 04-03 
Mi nutes • • • • • • • • • • a• • • • • • • • • • • • • • • • • •  • 21 04-01 
Plats • • • • • • • • • • • • • • • • a• • • • • • 21 04-02 
Undefined KGS Reports • • • • . • • • • • • • • • • • •  • 21 04-04 

L 

Labor Management Relations 
Complai nts and Gri evances Case Files • • • • • • •  604-04 
Labor Negoti ation and Consultatiaon Files • • • • • • • • • •  604-03 
Labor Organi zation Recognition Files • • • • • • • • • • • • • •  604-02' Labor Relati ons Reference Files • • • • •  •a • • • • • • •  604-01 

Land Di sposal/Exchange Screeni ng Requests • • • • • • • • • • • • 21 03-01 
Layouts , Space • • • • • • • • • . a• • • • • • • • • • • • • • • • • 403-01 
Lease Management , Coal (See Lease/Permi t Manaqement, Mini ng ) 
Lease Management , �eothennal 

Lease Case Hi story F iles • • •  • • • • • • • • • • • •  2401 -06 
Lease Operations Files • • . •  • • • • • • • • • •  2403-02 
Lease Royalty Accounti ng F iles • • • • • • •  • • • • • • • • a• •  2502-or-
Plans of Operati ons • • • • • • • • • • • • •  • • • • • • • •  2403-01 
Survey Report F iles • • • • • • • • • • • • • . • • • •  2403-03 
Undeveloped Leases • • • • • • • a• • • • • • • • • • • • • • 2401 -05 

Lease Management , OCS O il  and Gas , Sulfur 
Lease Hi story F iles • • • • • • • • • • . • • • • • •  1 1 01 -02a 
Lease Instrument Files • • • • • • • • • • • • • • • •  fl Ol-02a - -
Lease Management Project Files • • •  � • • • • • • • • • • •  1 1 01 -02 
Lease Master Coding Fonns • • • • • • • • • • • • • • • • • 1 601 -02 
Lease Monthly Report of Operations • • • • • • • • • • • • •  1 1 01 -05 
Lease Operations F iles • • • • • • • • • • • • • • • • •  1 1 01 -02a 
Lease Record Hi story Card F ile • • • a• • • • • • • • • • • • • •  1 1 01 -04 
Lease Records Index , Publi c Information • • • • • • • • • • • • •  705-1 0 
Lease Rental ,  Mi ni mum Royalty , and Royalty Correspondenc-e - Fi le - � 1 1 01 -02a 
Undevelpped Lease Fi le • • • • • • • • • • • • • • • • • • •  � • 1 1 01 -01 

Lease Management , Onshore O il  and Gas 
Federal Farm Mortgage Corporation Leases • • • • • • • • • •  2402-05 
Lease Case Hi story F iles • • a• • • • • • • • • • • • • • • • • •  2401 -06 
Lease Monthly Report of Operations • • • • • • • • • • • • • • •  2601 -02 
Lease Record Cards • • • • • • • • • • • • • • • • • • • • • • •  2401 -01 
Lease Royalty Accounts • • . • • • • • • • • • • • • •  2601 -01 
State Leases • • • • • • • • • • • • • • • • • • • • •  2402-06 
Undeveloped Leases • • • • • • • • • • • • • • • • • • • • • • •  2401 -05 

Lease Offers , Noncompeti ti ve • • • • • • • • • • • • • • • • • • • •  2301 -01 
Lease/Permit Management , Mi ni ng 

Abandonment Reports • • • • • • • • • • • • • • • • 2405-03 
Envi ronmental and Reclamation Plans • . . . . . • 2405-04 
Exploration Plans and Maps • • •  • • • 2405-01 
Lease/Pennit Case Hi story Files • • • • • • • •  • 2401 -06 
Lease Record Ca rds • • • • a• • • • •  • 2401 -01 

-
330 



- -

• • • • • • • • • • • • • • • • • • • • • • •
Duplicating Service, Requisition for • • • • • • • • "• •  

ee • • • • • • • • • • • • • • • • • • • • • • 
• • • • • • • • • • • •  

Electric Logs • • • • • • • • • • • • •  
Lithologic Logs • • "• • •  

. . . . . 

. . . 
• • • • •  2202-04 
• • • • •  2 202-02 
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Lease/Permit Management, Mining -
Mine Maps • • • • • • • • •  . . . . . • • •  2405-02 
Mining Royalty Accounts • •  . . . . . . . . • • • • 2603-01 
Undeveloped Leases/Permits • • • • • • • • "• • • • •  • • • • • • 2401 -05 

Lease/Permit Management, Oil Shale 
Detailed Development Plans • • • • • • • • • • • • • • • • •  2406-04 
Draft Detailed Development Plans • • • • • • • • • • • • • •  2406-03 
Envi ronmenta 1 Base-Line Fi 1 es • • • • • • • • • • • • • • •  2406-01 
Exploration Plan • • • • • • • • • • • • • • • • • • • • • •  2406-0lb 
Lease Maps • • • • • • • • • • • • • • • • • • • • • • •  2406-05 
Lease Plans • • • • • • • • • • • • • • • • • • • • • • • •  2406-01 
Lease/Permit Case Historv Files • • • • • • • • • • • • • • •  2401 -06 
Oil Shale Royalty Accounts • • • • • • • • • • • • • • • • •  2604-01 

Lease Product Disposition, OCS 
All Products • • • • • • • • • • • • • • • • • • • • •
Gas Well Gas • • • • • • • • • • • • • • • • • • • • • • • • • •  

1 301 -1 5 
1 301 -1 6 

Oil Well Gas • • • • • • • • • • • • • • • • • • • • • • • • • •  1 301 -1 6 
Summary Sales • • • "• • • • • • • • • • • • • • • • • • • • • • •  1 301 -1 7  

Lease Sale Files, Outer Continental Shelf 
Envi ronmenta 1 Impact Sta ternents • • • • • • • • • • • 1 001 -03 
Lease Sale Activity History Files • • • • • • • • • • • • • • • •  1 001 -04 
Lease Sale Area Geologic and Geophysical Information Files • • •  1 002-01 
Lease Bid Recap and Sale Surmiary Report Files • • • • • • • • • •  1 003-01 

•

Lease Sale Prospect Index Map" . • • • • • • • • • • • • • • •  1 002-05 
Lease Sa 1 e Prospect Tract Eva 1 uati on Report Fi 1 es • • • • 1 002-06 
Tract Nomination Files • • • • • • . • • • • • • • • •  1 001 -02 - Lease Sale Files, Onshore 
Automated Tract Evaluation Reports • • • • • • • • • • • • • •  • 2302-03 
BLM Leas i ng Maps . • • • . • • • • • • • • • • • . • . • • . • • 2302-05 
Lease Sale Activity History Files • • • • • • • • • • •  • 2302-01
Post Sale Evaluation Reports • • • • • • • • • • • • •  • 2302-04
Pre-Sale Tract Evaluation Records • • • • • • • • • • • •  • 2302-02

Leased Acreage Books, Onshore • • • • • • • • • • • • • • • • •  • 2401 -02 
Leave Data, Employee • • • • • • • • • • • • • • • • • • • •  302-01
Lessees Monthly Report of Sales and Royalties, OCS • •  • • 1 601 -01 
Lessee-State Agreements Files, OCS • • • • • • •  • • • 1 601 -07 
Library 

Cata l og Cards . • • • • • • • . . . • . • • • • • . • . . . • • .  704-01
Library Item Procurement Files • • "• • • • • • • • • • • • • • •  704-02 
Library Materials • • • • • • • • • • • • • • • • • • •  1 01 -1 0  

Litigation, OCS" . • 707-03
·--Local 402-01 

Locator Fi 1 es 
Empl oy 601 -03 
Office Machine 504-07

Logs , OCS Wells 
903-06
903-03 

Logs, Onshore Wells 

Lithologic Logs 
Electric Logs • • •  

-



-
·•, .. 

-M 

Magazine Cl ippings • • • • • • • • • • • • • • • • • • • • • • • • • •  702-01 
Magnetic Survey Maps and Records • • • • • •  � • . . • a• • • • • • • •  902-09 
Magnetic Tapes 

• • • • • • • • • • • • • 
• • • • . • • • • • • • • • a• • • •

• • • • • • • • • • • • • • • 
• • • • • • • • • • . • . • • • • • • • • • •  

Fil es , Buil ding • • • • . • • • • • . • • • a• • . • • • •  
Pl ans , Fil es • • • • • • • • • • • • • 

Major Accident Investigation Fil es • • • . • • • • 

Geophysical Data • • • • • • • • • • • • • • • . • •  800-1 0 
Print and Pl otter , • •  800-09 
Raw Data Input • 800-08 

Mail ing Lists • • • • • •  402-02 
Mail Receipts 401 -02 
Maintenance 403-02 
Maintenance • • 202-08 

• • •  1 401 -01 
Management

Management Improvement Projects • • . • a• • • • a• • • • • • • • a• 201 -02 
Management 
Management Statistical Hourly Report Fil es • • • • . 
Management Survey Background Fil es • • • • • . • • • • • • • 

• • • • • • • • • • • • • • 
• • • • • • • • • • • • • • • • • 

• • • • • • . • • •  
• • • • • 

Location Maps , Record Set • • . 
• • • • • • • • • • • • • • •  

. • • • • • • • • • 
• • • • • • • • • • • • • • • • • • • •  1 1 03-04 

• • • • • • • • • • • • • • • • • • . • • • 
• • • • • • • • • • • • • • • • • • • • •  

High Resol ution (Shal l ow) Geophysical Interpretive Maps • • • • .  
• • a• • • • •  � • • • • • • • • • 

Objective Fil es • • a• • • • • . • a• • • • a• • • • • • • 2C1 -0l 
• • . 201 -04 

• 201a-03 
Management Survey Case Filaes • • •  201a-02 

Manpower Surveys • • • • . • • •  201 -02 
Manual Relaeases (Extra Copies) • • • • • 1 01 -07 
Mapping Project Fil es , Geol ogic Fiel d Surveys . 2203-05 
Maps , Outer Continental Shel f 

Deep Siesmic Shot-Point • • 902-05 
Detailaed Seismic Interpretive 902-08 
Fiel d Pl ats • • • • • • • • • • . 1 200-05 
Finding Aids • • • • • • . a
Graphic Indexes . 1 1 a03-04 
Gravimetric Survey Maps 902-09 

902-03 
Lease Sal e Prospect Index . 1 002-05 
Magnetic Survey Maps • • • • • • • • . • a• • • • • • • • • • • • •  902-09 
Manuscript Base Maps • • • • a• • • a• • • • • • • • • • • • • • • •  1 1 03-01 
OCS Official Protraction Diagrams • • • • • • • • • • • • • • • •  1 1 a03-05 

• • • • • • • • • • • • • • • • • •  � 1 1 03-03 
Interpretive Maps • • • • • • • • • • • • • • • •  

Shal l ow Seismic Shotpoint Maps , Record Seta. • • • • • • • • .  902-02 
. • • • • • • • • . • • • 

• • • • • • • • • 

• • • • • • • • • • • • • • • • • •  2302-05 
• • • • • • • •  2205-02 

• . • . • • • • • • • • • 2201 -02 
• • • • • • • • • • • • • • • • • • • •  2205-03 

• • • • • • • • • • • • • • • •
Devel opment Potential Overl aysa. 

• • • • • . • • •  2203-06 
• • • • • • • • • • • • • • • • • •  2405-02 

Publ ished Base Maps, Record Set • • • • • • • • • • • • • • •  1 1 03-02 
Reference Base Maps 
Regional Seismic 902-07 

Stratigraphic Maps • • • • • • • • 904-01 
Subsurface Structural Maps • • • • 904-01 

Maps , Onshore 
BLM Leasing Mapsa. 
BLM Master Titl e Pl ats • • • • 
Geophysi ca 1 Interpretive Maps 
General Land Office Pl ats 
Graphic Indexes and Finding Aids • 2205-04 
Leasabl e Mineral Resource . 2203-06-
Leasabl e Mineral Resource Occurrence Maps
Mine Maps • • a• • • • a• • • • a

-



-

-

-

- -

Maps, Onshore
Mi neral Record Cards and Maps • • 2203-03
Mi ni ng Explorati on Maps • . • • • • • • . 2405-01
Oi l and Gas Development Maps . . • . . . • • . • . • • • 2402-02
Oi l Shale Lease Maps. • • . . • • • . • . • • • • • . . 2406-05
Prospecti ve Area Maps • • • . • • • • • . • • • • • • • . 21 04-06
Reference Base Maps • . • • . • • • • • • • • • • •  2205-01
Ri ver, Dam, and Reservoi r Site Surveys • • • • • • • • • • 2204-03
Subsurface Geologi c Compi lati ons • • • • • • • • • • • • • •  2203 -04
Townshi p Reports and Maps • • . . . • . • • • • • • • • • . 2203-02

Master Fi le, Informational Publi cati ons • • • • • • • • • • • •  702-02
Master Ti tle Plats, BLM . • • • • • • • . • • • • • • • • • • • 2205-02
.Maximum Effici ent Rates, OCS

Approved Reservoi r  MER Reports • • • • . • • • • • • . • 1 301 -05
Change Reports • . "• • • • • • . • "• • • • • • • ". • • • . •  1 301 -08
Geolog ic  and Engi neeri ng Reports and Maps . • • • • • . 1 701 -01
MER Hi story Fi les Reports • • • • . • • • ". . 1 301 -Q7b
MER Master Fi le Reports • • • • • ". • . • • • ". • 1 301 -07a
Requests. . . . . . . . . . . .. . . . • 1 301 -05

Maximum Producti on Rates, OCS
.A.pproved Well MPR Reports • • • • • •  • • 1 301 -05
Change Reports • • • • • • . . • • . • . • • .  •. • • • . "• • • •  1 301 -08
MPR H i story Fi le • . "• • • • • • • •  • • • • • •  1 30l-07b
MPR Master Fi le 

Reports
Reports • • • • • • •  • • 1 301 -0?a

Meter Adjustment Tickets, OCS • • • • ,_ • • . • "• • • • • •  1 302-04 
-­

Meter Provi ng Reports
ocs . . . · . . . . . . . • . . . . •· . . . . . . . . . . 1 302-03
Onshore : • • . • • • • • • • • • • .• • • • • • •  2601 -04

Mi ne Abandonment Reports • • • • • • • • • ." • • • • • • • • •  2405-03 · 
Mine Maps . • . . "• • • . • . "• • • • • • • • • • • • • • • • . •  � .  2405-02
Mi neral Land Classi fi cati on Corrrni ttee/Board Mi nutes • • • . • 21 04-01
Mi neral Record Cards and Maps . • • • . • • • • • . • • • • 2203-03
Mi neral Resources Investi gati on Proj ect Hi story Fi les • • • • • • • •  2203-01
Mi neral Resource Occurrence and Development Potential Maps • • • • •  2203-06
Mi neral and Waterpower Land Classi fication Maps • 21 03-04
Mi n i ng

Audi ts . . . . . . . . . . . . . . . . . . • • • • • • • 2603-02
Envi ronmental and Reclamati on Plans • • • • • •  • • • • •  2405-04
Explorati on Plans and Maps • • • • • • • • • • • •  • • • • • • • 2405-01
Mi n i ng Leases/Permi ts (See Lease/Penni t Management, Mi n i ng )
Royalty Accounti ng (See Royalty Accounti ng, Mi ni ng )

Mi nor OCS Accident Reports Fi le . • • • • • • ." • • • • • • •  1 401 -02 
11 Missi on 11 Correspondence Fi le • • • • • • • • • • • • • • • • • • • •  1 02-01
Mi nutes

Known Coal Leasi ng Area • • • • • • • • • • • • • • • • • 2 1 04-01
Known Geologi c  Structure • • • • • • • • • • • • •  • • • • , . •  2 1 04-01
Known Geothermal Resource Area • • ." • • • •  2 1 04-01• • • 0 •

Mi neral Land Classi ficati on • • • . • "• • 21 01 - 03
Prospecti ve Area • • • • • • • • • •  • • 21 04-05
Waterpower Classi ficati on • • • •  • • • • "• • "• •  21 02-02 
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-Monthl y Over/Under Production Report , OCS • • • • • • • • • • • • • a. 1 301 -06 
Monthl y Producing Wel l Fil e ,  OCS • • • • • • • • • • • • • • a. •  1 301 -1 0 
Monthl y Report of Operations , OCS 

Lease • . . • . • • . • . • . • . • . . • . . . . • • 1 101 -05 
Publ ic Information Copy • • • • • • • • •  : • • • • • • • 705-03 
Un i t  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  1 703-03 

Monthl y  Report of Operations , Onshore Oil and Gas • • • • • • • •  2601"-02 
Monthl y Report of Reservoir Overproduction , OCS . • • • • • • • • • •  1 301 -04 
Monthl y  Report of Sal es and Royal ty 

ocs . . . . . . . . . . . . . . . . . . . . . • • • • • 1 601 -01 
Onshore • • • • • • • • • • a• • • • • • • • •  . . . . . • • • • •  2601 -01 

Monthl y Scanner Listing , Onshore Royal ty Accounting • • a• •  • • 2605-04 
Monthl y Status of Avail ablae Funds Report • • • • • • • • •  • • •  301 -03 " 
Morgue Fil es • • • • . • • • • • • • • • • a• • • 702-01 
Motion Picture Fil es • • • • • • • • • •  • • • •  703-02 
Motor Vehicl es 

Accident Reports • • • • • • • • • • • 407-03 
Assignment Receipt • • • • • • • • • . • • • • • . • • 407-01 
Dail y Dispatch Logs • • . • • • • • • • • • • • • •  407-02 
Dail y Use Fi l es • • • • • • • • • • • • • • a• • • • • • • • • • •  407-02 
Operator Fil es • • • • • • • • • • • • • • • • • • • • • a• •  601 -05 
Requests for Overnight Storage • • • • • • • • • • • • •  407-02 

Mulati-Point Back Pressure Test Reports , OCS 
Official Fil e • • • • • • • • • • • • • • •  . • 1 301 -03 
Publ ic Information • • • • • • • • • • • • • • • •  . • • ". 705-09 -

N 

Newspaper Cl ippings • • • • • • • • • •  • . • 702-01 
Nomination Filaes, OCS Tract • • a• •  • i • • • 1 001 -02 
Noncompetitive Lease Offers • • • •  • • • 2301 -01 
"Non-Mission" Correspondence Filaes • • a• •  1 0?-02 
Notices , Quasi-Official • • a• • a. •  • • •  1 01 -05 
Notice to Lessees and Operators 

Devel opment Case History Filae • • •  202-03 
Record Set . • • . • •a . • • • • • •  202-02 
Reference Set • • a• • • a• • •  . . . . . . • 1 01 -07 

0 

Objectives Fi 1 es, Management • • • . • • • • • • • • • • • 201 -01 
Obl igation Registers • • • • • • • • a.a• • • • • a. • • • • • •  301 -04 
0MB Circul ars . • • • • • • • • • • • a. , • • • • • • • • • • 1 01 -08 
OCS Events Fil e • • a. • • • • • • • • • • • •  : • • • • • • • • • •  1 401 -03 
Office Copying Equipment Production and Cost Fil es • • • • • 402-03 
Office Machine Locator Fil e • • • • • . • • a. • • • • • • • • • • • •  504-07 
Oil Fie ld  Devel opment Case Fil es , aOCS • • • • • • • • • • • • 1 1 02-01 
Oil Fie ld  Fil es , Onshore • • • • • • • • • • • • • • • • • • • • • •  2402-03 
Oil and Gas Lease Management , OCS (See Lease Management ,  OCS Oil and Gas) 
Oil and Gas Lease Management , Onshore (See Lease Management, Onshore Oil and Gas) -



- -

335 

Oil and Gas Royalty Accounting (See Royalty Accounting )  
Oi l Scout Ti ckets , Onshore • • . • • • • • • • • • • • • • • • • • •  2402-04 
Oil Shale Lease/Permi t Management (See Lease/Permi t  r1anagement , Oi l Shale) 
01 1 Shale Royalty Accounting (See Royalty Accounting, Oil Shale ) 
Oi l Spill Contingency Plans 

ocs . . . . . . . . . . . . . . . . . 1 402-03 
Onshore • . . • . . • • . . • • • • • . • . • . • • • . . • • . 2500-04 

Oil Well Test Report, OCS Quarterly 
"Open Fi le "  Technical Reports • • • • •  . . . . . . 
Operating Instructi ons , Equipment • 
Operator F iles, Motor Vehi cle • • • •  . . . . . 
Orders, Classifi cati on 

Mi neral Land Wi thdrawal, Classifi cati on, or Restorati on • • • •  
Water Resources Land Wi thdrawal ,  Cl assifi cati on , or Revocation 

Ordersa� ·  OCS, Geotheriria l Resources , and Mi ning 
Order Development Case History Fi les • • • • • • •  
Record Set". . . . . . . • . . . . . . .  
Reference Set • • • • • • • • • • • • • • • •  
Wai ver Requests, OCSa. • • • • • • • • • • • • • a• •  

Organi zati on Studi es • • a. • • • • • • • • • • • • • • • • • • •  
Overproducti on Report , OCS Monthly • • • • • • • • • • • •  • • 
Over, Short, and Damage Reports • • • • • • • • • •  
Overtime Requests • • • • • • • • • • • • • • • • • a• • • •  

-
p 

Paleonto1 ogi ca1 Reports, OCS • • a• • • • • • • • • • •  
Paleontologi c  Investigation and Mapping Proj ect Fi l es, OCS 
Pamphlets (Extra Copies )  • • a• • • • • • • • • • •  
Paperwork Studi es • • • • • • • • • • • • • • • • •  
Passenger Transportati on Records • • • a• • • • • a• • • • • • •  
Passes , Visi tor • • • • • • • • • • • • • • • • • .  
Pay Differential Approval and Authori zati on Fi les • • a• • • • •  
Payroll

Payroll Adjustment Files • • • • . . • a• • • • • • • • • . • • •  
Payroll Change F iles • • • • • • • • • • • • • • • • • • • • • •  
Payroll Distributi on Reportsa. • • • • . • • • • • • • • • •  

Performance Rati ng Certifi cates • • • • • . • • a• • • • • • • • • •  
Permi t Files, Pipeline • • • • • • • • • • • • • . • •  
Permi ts , Geologi cal and Geophysi cal Expl orati on 

Geologi cal and Geophysi cal Penni t Data • • • • • • • • • • • • •  
Permi t Appli cati on F iles • • • • • • • • • • • • • • • •  
Permi t Assignment Control Log • • a• • • • • . . a• • • • . •  

Penni ts, Geothermal Explorati on Appli catiaons • • • . • • • • • • . •  
Permi ts,  Prospecting (See Lease/Prospect ing Permit  Management )  
Personal Property Files, Excess • • • • • • • • • • •  
Personnel Acti ons Report Fi les • • • • a. • • • • • .  
Personnel Files , Unoffi ci al.  • • • • • • • • • • • • • • • • • •  
Petrographi c Reports, OCS • • • • • • • • • • • • • • • • •  - Photograph Fi 1 es • • ·• • • • • • • • • • • • • . 

1 301 -01 
705-1 3 
501a-02 
601a-05 

21 01a-01 
21 02-01 

202-03 
202-02 
1 01 -07 
·"101-02 

. .  201:..02 
1 301 -06 
406-03 
302-03 

903-05 
904-02 
1 01 -07 
201a-02 
405-04 
404-02 
302-03 

302-05 
302-05 
302-04 
602-05 

1 502-01 

901a-03 
901a-01 
901a-02 

2301 -01 

504-1a1 
601a-04 
601a-01 
903-04 
703-03 



-

Pipelines , OCS 
Break and Leak Reports • • • a• • • • •  . • . . • •  1401-04 
Pennit Files • • a• • • • • • • • • • •  • • • • • • • • • • • •  1502-01 
Pipeline and Barging System Accounting Files • • • • • . • • • • .  1601-03 
Pipeline Systems Index • • • • • • • • • • • • • • • • • •  1502-04 
Reports . . . . . . . . . . . . . . . . • • • • • • • • •  1502-02 
Waiver Requests . • • • • • • • • • • • • • • • • . 1502-03 

Plans , Files Maintenance and Disposition • . • • • . • • • • • • • 101-01 
Platforms 

Inspection Files • • • •  • 1501-02 
Installation Files • •  . . . . . . . • 1501-01 
Questionnaire Files • . . 1501-03 

Plats 
BLM Master Title Plats • • • • • • • • • a• • . • . • • • • • • • •  2205-02 
Known Leasing Area Plats (KCLA , l(GS , KGRA ) . • • . . 2104-02 
Genera1 Land Office Pl a ts • . • • • • • • • 2205-03 
Mineral Land Classification Plats . • • • • • • • • • • • •  2101-02 
Prospective Area Plats • • • • . . • • • • • • • • •  2104-05 

Policy Issuance Record Seta . • • • • • • • • • • • • • •  202-01 
Policy Reference Files • . • • • • • • • • • • • • • • • 101-04 
Pollution Inspection Reoorts , OCS • • • • • • • • • . • • • . 1402-04 
Position Description Filas • • • • • • • • • 602-07 
Position Vacancy Notices • • • • • • • • • • • • • . • • • • 602-04 
Postal Records • . • • • • • • • • • • . • • • • • • • 401-02 
Power of Attorney Reference Fi 1 es , Onshore • • • • • • • • • • . • • • 2401-04 

-Powersite Reserves , Classifications , Restorations , and Cancellations 
Minutes • • • • • • a• • • • • • •  • • • • • •  2102-02 
Orders • • • • . • . • • • • . • • • • • • • • • • •  2102-01 

Precedent Reference Files • • • . •  • • • • . • • • • • 101-04 
_a
Pre�_s _
Prefer�nce/Right Lease Applications • • •  . • . . • • • • • 2301-01 

Service Teletype - Clippings • • • • • • • •  • • • 702-01 
Pressure Maintenance ProJect Request Files , OCS • • • • . • • • • • •  1704-01 
Pressure Maintenance Reports , OCS • •  • •  1704-02 
Price Lists , Mon-Government . • • • • • • • • . • • • • • • • • . 101-09 
Print and Plotter Tapes • • • • • • • •  • • • • • • • • • • a• 800-09 
Printing Requisition Files • • • • a. • • • • • • . . • • • 402-01 
Procedural Issuance Record Set • • a. • • • • • • . • . • • • 202-01 
Procurement 

Contract Monitoring Case Files • • • • • •  • • • • • • •  503-02 
FEDSTRIP Requisition Files • • • . • • •  • • • • • • • • • •  504-01 
Publications or Forms Requisition Files . . . . . . . . . . . . 504-02 
Purchase Orders • . • • . • • •  . 502-03 
Registers • • • • • • • • . • • •  . . . . . . . . . . . . . . . 502-01 
Requisitions • • • . • a• • • • • •  . . . . . . . . . . . . . . 502-04 

Producing Well Files , OCS Monthly • •  . 1301-10 
Production , OCS 

Approved Maximum Production Rate • .  • • • • • • • • • • • • • • . 1301-05 
Change Report , MER/MPR • • a• • • •  • • • . . • • • . 1301-08 
Copying Equipment , Production File • • • . • • • • . • • •  402-03 
Hi story File , MER/MPR . • • • • . • • • • • • • • . • • .  1301-07b 
Individual Well Production . •  • • • • . • • • • • • • 1 301 -18 -
Master File , MER/MPR • • . . •  • • • • • . 1301-07a 
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• Production, OCS
Over/Under Production, Monthl y Report .
Production Control Studies. . . . . . . . . • ".
Production Fil e, Crude Qi1 and Gas We1 1  Gas . . • .
Quarterl y Production Bal ancing Report . . "• • ". .
Reservoir Overproduction, Monthl y  Report . . • . . .  1 301 -04

Production Measurement, Onshore Oil and Gas • . . "• • • . • •  2601 -04
Production and Royal ty Reports, Mining. .
Project Funding Recorrmendations . . . ". . "• .

• .  2603-01 
301 -01

Promotion Pl an Announcement Fil es • • • • • • • . • "• . . . "• . .  602-04
Property

Control l ed Property Accountabil ity Fil es 504-1  0
Control l ed Property Inventory Listings . • . 504-08
Empl oyee Property Issue Cards . . . . • • 504-09
Excess Persona1 Property Fi1 es . • • • • . • 504- 1 1
Property Cards. • • . . . . . • • . . . . • . . • • . .  504-06
Property Fi1 e Data Inout . . • • . • • . 504- 10
Property Transfer Request . • • • . • . • 504- 1 0

Pr " Permit Appl ications . • ". . . . . . "• . • • ." . • • . • "• 2301 -01
Pr

ospecting
ospecting Permit Management (See Lease/Prospecti ng Permit Management )

Prospective Area 
. . . . . . . . . . . . . . ·- . . . •. . . 2 1  04-06�1aps

Mi nutes and P l ats . • • • • • •
Prospects, OCS Lease Sal e

Pr" Eval uation Work Papers • . .  � .
Pr" I n " Case Fil es . . .  - Pr

ospect
ospect
ospect In

vestigation
vestigation Fi1es Card Index . . . . • •

Publ ications-
Extra Copies • • • • . . "• . . . • . • •
Informational Publ ications Master ' Fil e
Non-Government Publ ications • • ". . ". . "• . . "• • • • •
Publ ications from Other Government Agencies .
Publ ications Requests .
Reference Copies. • • • •
Requisition Fil es • • ". • • ". 

Publ ic Rel ations Material
Stock Record Fil es • • •

. • ••
Puhl ished Base Map Record Set, OCS • • "." . • • •
Purchase Agreement Fil es, Royal ty-in- Kind Oil 

ocs . . . . .
Onshore • • ". .

. . . . . .
. • • • • . • • • • • • ". . ••

Purchase Agreement Fil es, OCS Royal ty-in- Kind •
Purchase Orders

$5000 or Less • • . • ". .
Over $5000 • . • • ". • •

Purchase Transaction Document I ndex Fil e • • ". .  

0 

. 1 301 -06 
1 301 -1  1 

. 1 301 -1 3 

. 1 301 -09 

. . . •  2 1 04-05. 

• 1 002-03 
. . . • •  1 002-02 

. • 1 002-04 

• • • 1 01 -07 
• • • •  702-02 

1 01 -09 
1 01 -08 
l 01 -05 
1 01 -07 
504-02 
504-05 
1 01 -07 

• • 1 1 03-02 

• • 1 604-03 
• 2601 -09 
• 1 604-03 

502-03 
502-04
502-02 

· 

Qual ification Rating Sheets • . . .  • • 602-02
Quarterl y Bal ancing Reports, OCS • •  1 301 -09 -
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•Quarterl y  Oil Wel l Test Report , OCS 
1301-01Official Fil e . • • . • . • • • • • • • • • • • • • • . . • . 

Publ ic Information Copy . • • a. • • • • • • a• • • • • • • . • • •  705-07 
Quarterl y Subsurface Safety Device Fail ure Analaysis Report , OCS • • •  1401-06 

R 

Reading Filaes • • • •  101-02 
Receipts

Certified Mail . • • • • . • • • • • • • • • • • • • •  401-02 
Insured Mail • • • • • • • • • � • • • • • • •  401-02 
Motor Vehicl e Assignment . • • • • • • • • • • • • • • 407-01 
Records Chargeout • • • • • • • • • • . • • • • . • • • a• • . • •  101-06 
Registered Mail • • • • • • • • • • • • • • . • •  401-02 
Speci a 1 De 1 i very • • • • • • • • • • • • • • • • • • 401-02 

Receiving Fil es , Suppl y Room • • • • • • • • . • • • • • • • •  504-03 
Recl amation Pl ans , Mininga . • • • • . • • • • •  2405-04 
Record of Rented Copier Costs • • • • • • • • • a• • • • • • •  402-03 
Record of Space Assignments • • • • • • • • . • • • • • •  403-01 
Records Chargeout Receipts • • • • . • • • • • • • • • 101-06 
Record Sections , OCS Seismic 

Common Depth Point (Deep Penetration ) • • • •  • • • • •  902-04 
High Resolaution (Shal l ow )  • • a• • • • • • •  

Record Sections , Onshore Seismic • • • • • • • • • • • • •  
Records Retirement Lists • . • . • • • a• • • • • • • . • • • . •  
Recreation and Publ ic Purpose (R&PP ) Act Applaications • 
Recurring Services Invoice Filaes • • • • • • •  
Reference Fil es 

Agency Directives and Publaications • • • • • • • • • •  
Po 1 i cy and Precedents • • • • . • • 
Technical Reference Material • • • • • • •  
Vendor Reference Material • • • • • • . a• • • • • • • • • • 

Regional Carbonate Anal ysis Study Fil es , Gul f of Mexico 
Regional Seismic Interpretive Maps , OCSa . • • • •  
Registered Mai 1 Receipts • . • • . • • • • • • • • 

Registers 1 

Bil l s  of Lading • • • . •  . . . .. 
Geophysical Data , OCS • • • a. 
Obl igation 
Procurement • . • • •  

Regul ations 

902-01 
• • 2201-01 

202-07 
• • 2103-03 

502-06 

• • 101-07 
101-04 
101-11 
501-01 

. 904-04 
902-07 
401-02 

406-01 
902-10 
301-04 
502-01 

Record Set of External Regul ations • • • • • • • • • • •  • • • • 202-02 
Regulaations (Extra Copies ) • • • • • • • • •  • • •  101-07 

Relaiabil ity Engineering Data Fil es ,  OCS • • a• • • • • • • •  • • • • • 1503-04 
Rented Copier Costs , Record of • • • • • • • • • a• • • • •  • • • • • 402-03 
Report Fil es , Management Statistical Hourly • • • • • •  . • •  201-04 
Report of Property Surveya . • • • • . • • • • • • • •  • • •  504- 10 
Reports Control 

Case Fil es • • • . •  202-05 -Record Cards 202-06 
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Reproduct ion Requi si ti on Fi les • 402-01• 
-

RP.quests 
Informatiaon • • . • . .  1 01 -05 
Publicatiaons . . • • • • • • • . • 1 01 -05 
Reservoi r MER , OCSa . • • • • • 1 701 -01 
Space . . . • . . . • • . .  • • • • 403-01 

Requ isi tions 
FEDSTRIP . . . • • • • .  . • • 50� -01 
Fonns . . . ., . . . • . . . 504-02 
Local Dupli catinag Service . . • .  • 402-01 
Printi ng . . • • • . . • • . • • . . a. • • •  • 402-01 
Publications • • . . • • . • • • • • • • . a. . • . •  . 504-02 
Purchase ( $5000 or less ) . . . • • . • . • • •  . 502-03 
Purchase (Over $5000 ) • . . • . • . • • • • .  502-04 
Reproducti on • • . • . . • • . • • .  • 402-01 
Supply Room • • . • • • . • . . • • • •  . • • • •  504-04 

Reserves Esti mate System , OCS Field/Reservoi r 
Report Fi les . . • . a• • . a. . . • • •  • • • • . .  1 702-03 
Study F iles . . • . . . a• • . . • •  . • • 1 702-02 

Reservoi r Site Reserves and Restorations 
Mi nutes . . . • . • . . . • • . • • •  • . • 21 02-02 
Orders � . . . . . . . . . . . . . . . . .  • 21 02-01 

Reservoi rs ,  QCS 
Approved Maxi mum Effi cient Rates Reports • . •  . 1 301 -05  . 
MER Geologic  and Engi neering Data • . a.• • .  • • • • • • 1 701 -01 
Monthly Report of Overproducti on • .  . 1  301 -04 
Reserves Estiamates Study Filaes • • • •  .. . . . • • 1 702-02 
Reservoir Analysis Studies • • • • •  • 1 702-01 

Reti rement Lists Records • • . • • . • a• • • •  • 202-07 
Revi ew of Waterpower Withdrawals Reports • . 2204.:02 
Ri q Inspections , OCS Dri lli ng • • • • •  . • • • • •  1 200-02 
Ri ghts-of-Way Report , Classi fi ed Lands . • • • •  • • 21 0:3:..-03 
Ri ver Basin Classification Studies • • •  • • 2204-02 
River Basin Technical Worki ng Fil es • • • 21  02-05 
Ri ver, Dam , and Reservoi r Si te Surveys . • • • •  . 2204-03 
Routi ne Control Files • . . • • . a• • . • • • •  • • • • • • • 1 01 -06 
Royalty Accounti ng ,  Automated Onshore Systems 

Automated Reports • • • . . • • • . • 2605-03 
Data Input Forms • • • • • • • • • • •  2605-02 
Monthly Scanner Listi ng . • • • • • . . 2605-04 
Royalty Statements • • • • • • • . . • • • • • • . 2605-01 
Statisti cal Surrmaries •a . • • • . •  2605-05 

Royalty Accounting ,  Geothermal 
Roya 1 ty Accounti ng Fil es • • • . . • • • • • • . • •  2602-01 
Royalty Value Determi nations • • • • • • •  2602-02 
Sales Agreements • • . . • •  • • - .  • • 2602-03 

Royalty Accounting ,  Mi ni ng 
Annual Mini ng Audi t Files • • • • . . • • • •  . 2603-02 
Mini ng Royalty Accounts Fi les • • • . • • • . • • • •  . • • 2603-01 
Processi ng Allowance F lles • . a• • • . . • . • .  . • 2603-03 -
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Royalty Accounting, OCS
Adj ustment Reports • • • "• • . "• • ". • . "• • • • • • ". • ". • ". 1 601 -02 

•
. . " ,

Automated Royalty Accounting System Report Files • • • • • • .1 601 -05
Data Inout Forms • • • • • • . . • • • • . • . • . • • • • • ". 1 601 -02
Lessees . Monthly Report of Sales and Royalty • . • . • "• • •  1 601 -01
Pipeline and Barging System Accounting Files . • • . • • ". • • • •  1 601 -03
Royalty-in- Kind Accounts Files . • "• • • • • • • • "• • • ". • • • •  1 604-04
Royalty-in-Kind Applicat ons Files • • . • • ". • • • • • • • • • •  1 604-02

Kind Purchase Agreement Files • • . • • ". • • • • • • •  1 604-03Royalt
Royalt

y-in-
y-in-Kind Sales Files. . • • • • • • • . • . • • • •  1 604-01

Statements of Account. • • • . • • • • • • • • • . "• • • • • •  1 601 -01
Statistical Summaries . • • • • • • • • • • • • ". . "• • • •  1 601 -06

Royal ty Accounting, Oil Shale
Allowance Files • • • • • • • • ". • •  • • • • • •  2604-03
Annual Audit Files • . • . • . • • • • • . • • • .  • • • • . . • 2604-02
01 l Shale Roya1 ty Accounts • • • • • . • i • • . • • • • •  2604-01

Royalty Accounting, Onshore Oil and Gas
Division Orders . • • • • • . • • • • •  • • • • • •  2601 -05
Gas Plant Case Fi les • . "• • • • ". .  • • • 2601 -06
Gas Plant Monthly Reports . • • • • • • • • . • . • • • ". • •  2601 -07
Monthl" of Operations • • • • • • . .  . • • • •  2601 -02
Monthl

y
y 

Report
Report of Sales and Royalties • •  • • • • • 2601 -01

Product Measurement Files • . • • . • "• • • • • • •  • • • • 2601 -04
Roya1 ty Accounts • • • • . . • • • • . • • . • • . . • . • • • . • 2601 -01
Royalty-in-Kind Accounts Files • • • • • • • • ". • •  . 2601 -1 0

- ·Royalty-in-Kind Purchase Agreements - -� -; .--.-- .  • • • • • •  . . 2601 -09 - -----­· ·•- ·Royal ty Val ue Determinations • •  -. • ." • • • • ". • "• . ". .2601 -03
Transportation Allowance Files • • . • • • "• • •  . • • •  2601 -1 1 

-

Sal es Fi 1 es . . . . . . . . . . . . • • • • • • • • • • • 2601 -08i • • 

s 

Safe Driving Awards • • • ". •  • 601 -05
Saf" Alerts, Record Set • •  . . . . . . . . . . • • 202-02
Saf

ety
ety Device Fai lure Analysis Report, nuarterly Subsurface • .  1 401 -06

Sales, OCS
Lease Product Summary Sales Report . • • . • • 1 301 -1 7
Lease Sale Activity History Files • • • • • • • "• • ". •  • l001 -04
Royalty-in-Kind Sales • • • • • • •  .1 604-01
Sales Contracts (Gas ) • • • • • •  · • • . • •  • • • 1 602-01

Sales, Onshore
Geothermal Lease Products Agreements • • • • . • • . • .  • • • 2602-03
Royalty-in-Kind Oil . • • • • • • • • . . • • • . . 2601 -08

Scout Tickets, Onshore Oil and Gas . . • . • • . 2402-04
Secondar" Recover" Project Request Files, OCS • •  

• . "• •  
• • • • ". .  1 704-01

Secondar
y
y Recover

y
y Reports, OCS • . • . • . • . . • • . • • • 1 704-02

Section 24 Determination Applications • • • • • • ". • •  • • . "• • 21 03-02
Seismic Data, OCS

Common Depth Point (Deep Penetration ) Seismic Records Sections • • 902-04
Detailed Interpretive Maps . • "• • • • • • • • . • • . "• • • • "• • 902-08
High Resolution (Shallow ) Seismic Records Sections • • "• • ". • •  
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• Seismic Data, OCS
Regional Interpretive Maps . • ". . . "• .
Shot-Point Location CDP • . "• . "•
Shot-Point Location 

Maps,
Maps, High Resolution

. • • ". 
. .

Velocity Data . . ". • • • • • •
Semiannual Gas Well Test Report, OCS

Official File • . . . • • . • • . . • .
Public Information Copy • • . • • • ". • •

Service Files, Building . • • . • ". • • • . • ". • • •
Sewage Effluent Tests, OCS • . • • • . • • . • • • ". • • • •
Shallow Geophysical Data ( See High Resolution Data )
Shelf Lists. . • . • • • . • • . • • •
Shut- In Wells, OCS • . . • • •
Side-Scan Sonar Data . • • • . • • • ". • • • •
Source Material, ADP

Source Data Cards
Source Deck • • . . • • • •
Source Documents • . . . "•
Source Program Card Files • • •  

-
Sonic Logs, OCS • . • ". . . "• • • . •
Space Allocation and Utilization Files • • • "• • ". • • •
Special Delivery Receipts . • • • . • "• • • • • • • • • • • • •
State- Federal OCS • •
State-Lessees 

Agreements
Agreements 

Files,
Files, OCS • • • •

State Spacing Orders
Applications • • • • • . •
Approved. Orders • • • • • • • • • • •

Statements of  Account, OCS" . • . • • • • •
Statements of Funds Subject to Impounrtment, OCS • • • ".
Statements of Policy and Procedure • . "• . • • ". • • • • • •
Statistical Hourly Report Files, Management • • • • • • • •
Status of Available Funds Report, Monthly • • • . • • • •
Stock Record Files, Publications, Directives, and Forms
Stratigraphic Data, OCS

Investigation and Mapping Project Files • • • • • • . • • . • •  
r-1aps • • • • • • • • • • • • • • • • • • • • • • • • •
Summary Well Reports • • • • . • • • • •

Sub- Bottom Profiles • • • • • • . • •
Subscriotion Documents • . "• . • •
Subsurface Geologic Compilations • • • • • • • • • . "• • •  • • • • •
Subsurface Safety Device Failure Analysis Report, nuarterly • • • •
Subsurface Structural Maps, OCS • •  •
Su" Geologic Reports, OCS • • • • • • • • • • • ". • • • • •
Su

mmary
mmary Product-Sale by Lease, OCS" . • • • • • • • •

Sundry Notices and Reports on Wells, OCS
Official File." . .  • • . ". • • •
Public Information Copy . • • • ". .  

-

902-07
902-05
902-02
902-06 

1301-02
705-08
403-02

1402-01 

704-01
1301-19
705-11 

800-07
80()-06
800-05
800-06
903-06
403-01
401-02

1601-09
1601-07 

2404-01
2404-03
1601-01
1601-08
l01-04
201-04
301-03
504-05 

904-02
904-01
904-03
705-11
704-02

2203-04
1401-06

• 904-01
1001-01
1301-17 

ll0l-02b
705-05 
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Sundry Notices and Reports on Wells, Onshore • 
Geothermal . . . . . . . . . . . . . : . . . . . . . . . . . . 2403-04
Onshore Oil and Gas • • . . • • • . • • • • • • • . 2402-01

Room Receiving Files • . • • • • • ". • • • • • • • • • •  504-03Supply
Supply Room Requests • • • • • • . • . . • • ". • • • • • • •  504-04

Background Files, Management • • • • ". • • • • • • • ". • • ". 201 -03
Case Files, Management • • . • • • • • ". • ". 201 -02

Survey
Survey
Survey Reports, Geothermal Lease • • • • . • • • • • • • . • • • • "• 2403-03
Suspense Files • • • • . • • • • • • • • • • • • • • • • • •  l01 -03
System Design Analysis, OCS 

Case Fi 1 e . . • • • . • . . . • • • • . • . 1 503-02 
Data Fi 1 e . . . . . . . . . . . . . . . . . . . . . . .. . . 1 503-01
Work Papers • • • • • . • • • "• • • •  1 503-03 

T 

Tank Tables Calibration Charts, OCS • • "• •  1 302-061 • • • • •  •  •  •  •  •

Technical Manuals, Equipment • • • • • • • •  501 -02
Technical Reference Material • • • • • • • • • • • • •  l01 -1 1
Technical Reports, "Open File" . ". . . ". .  . • • • • 705-1 3
Tectonic Studies and Mapping Project Files, OCS • • • • • • • •  

• •  
904-02

Telephone Directory Files. • • • • • • • • . • 401 -01
Time and Attendance Reports • • • ,. • • . • • • • • • • • • • . 302-02
Time Reporting Worksheet Files, Employee" . • • • . • 302-01
Township Cards, Wateroower Classification . ' • . "• • • ". 2 1 02-03
Township Reports and Maps, Mineral Land 'Classification . •  2 203-02 -
Tract Evaluation Reports, OCS Lease Sale - • • • • • • •  l002-06
Tract Evaluation, Onshore Lease Sale

Pre-Sale • • • • • • • • • • • • . • • • • • "• • 2302-02
Automated • • • • . • . • • • • • • • • • • . • • • • "• 2302-03
Post-Sale 

Reports
Reports • • • • • • • • • • • • • • • • • • • . •  2302-04

Tract Nomination Files
OCS Lease Sal e  • • •  . . . . . . . . . . . l001 -02
Onshore Lease Sale" . . . . . . . . . . 2302-01'

Training
Authorization Controls . • • • • •  - 603-01
Progress and Accomplishments • 603-03
Record Card Files . • • • • . • • "• • • • • • • • .  603-02
Reports . . . . . . . • . . .  . . . . . . . . 603-03.

Transitory Files • • • • . . • "• • • • • •  . . . • > • l01 -05
Transmittal, Letters of • . • • • • • • "• • • • • "• . • • • • • • •  1 01 -05
Transportation

Government Transportation Requests • • • "• • • • • • . • • • • "• 405-03
Passenger Transportation Records • • •  405-04
Transportation Allowance Files • . "• • • • • • ". • "." . • • • • •  1 604-05
Transportation Request Accountability Controls • • • ". •  405-03

1Transportation Allowance Files, Onshore Roya1 ty-in-Kind Oil 2601 -1 1
Travel

Authorization Controls • • • • •  405-01
Authorizations
Travel Vouchers

• • • • • • • •  405-02 -• • . • • • • • • ". 405-02 
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Trial Balances , Onshore Royalty Accounting • • • • • • • • • • •  2606-03 

u 
Underproduction Report , Monthly Reservoira . • • • • • • • • •  1301-06 
Undeveloped Lease Files • • • . • • • • • • • • • • • • • • • • • • •  1101-01 
Unit Agreerrent Project Filesa, OCS 

Geology and Engineering Files • • • • •  1703-02 
Master Coding Forms • • • • • • • • • • • • • • • • • • • •  1601-02 
Monthly Reports of Operations • • • • . • • • • • • • • • • • • •  1703-03 
Proposal Case Files • • • • • • • • • • • • • • • • • • • • • • •  1703-01 

Unit/Conmunitization , Onshore Oil and Gas and Geothermal • . • a. • •  
Applications . • • • • • • • • • • • . • • • • • • • • • • •  2404-01 
Approved Project Files • • • • • • • • • • • • • • • • • • • • •  2404-02 
Card Indexes • • • • • • • • • • • • • • • • • • • • 2401-01 
Status Records • • • • • • • a• • • • • • •  - • • • • • • • • • • •  2404-04 

Unit Failure Reports, OCS Automatic Custody Transfer • • • 1401-05 
Unitization Petition Files , OCSa . • • • • • • • • • • • • • • • • 1703-04 
Unitization Studies ,  OCS • • • • • • • • • • • • • • • • • • • •  1702-01 
Unofficial Individual Personnel Files • • • • • • • • • • • • 601-01 

V 

Vacancy Notices • • • • • • • • • • • • • • • • • • • • • • •  602-04- Vehicle Assignment Receipt , Motor • • • • • • • • • • • • • • • • • •  407-01 
Vehicle Daily Use Files • • • • • • • • • • • • • • • • • • •  407-02 - Velocity Data , OCS Seismic • • • • • • • • • • • • • • • • • • •  902-06 
Vendor Reference Materials • • • • • • • • • • • • • • • • • •  501-01 
Video Tape Files • • • • • • • • • • • • • • • • a• • • • • •  703-02 
Visitor Control Files • • • • • • • • • • • • • • .  404-01
Vi sitor Pass. . . • . . • . • • . • . . . . • • . . . • . .  404-02 
Visuals • • • • • • • • • • • • • • • • • • • • •  703-01 
Vouchers 

Journal • • • • • • • • •  . . . . . . . . . . . • • 301-05 
Travel 405-02 

w 

Waiver Requests , OCS Orders • • • • • • • • • • • • • • • • • • • 707�02 
Waiver Requests , OCS Pipelinea . • • • • a• • • • • • • • a• • •  1502-03 
Waste Water Report , Annual OCS • • • • • • • • • • • a• • • •  1402-02 
Water Resource Study Files • • • • • • • • • • a• • • • • • • • • • •  2204-02 
Waterpower Investigation Project History Files • • • • • •  2204-01 
Well Files , Geothermal • • • • . . • • • • • • • • • • • • • • •  2403-04 
Well Fi 1 es, OCS 

Application to Drill , Deepen , or Plug Back • •  • • • • 11 Ol -02b 
Carbonate Summary Reports • • • • • • • •  • • • • • • • • • 904-05 
Individual Well Production • • • • • a• • • • •  • • • • • • • • • 1301-18 
Individual Well Records • • • • • • • • • • • •  • • • • • • •  1200-04- Lease Management We 11 Fil es • • • • • • • • 11 Ol-02b 
Maximum Production Rates • • • • • • • • • • • • • • • • •  • 1301-05 
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We 11 Fi l es , OCS 
Monthl y Produci ng Wel l Fi l e  • • • • • • .• • • • . • • • •  1 301-10 
�hut-i n -Wel l s  . • . a. • a• • • • • • • •  � • • • • • • • • • • 1301-19 
Stratigraph ic  Sunmary Wel l Reports • • • a• • • • • • • • • • • •  904-03 
Sundry Noti ce and Report on Wel l s  • • • • • . • • • • • • • .  l l 01-02b 
Wel l Compl etion or Recompl etion Report and Log 

Officia l  Fi l e  • • • • • •  • •  , • • • • • l l 0l -02b 
Publ i c  Information Copya . . . . . . . . . . . . . . . . . 705-04 

Wel l Log Card Index • • . • •  • • . • • • . • • • • • • 903-08 
Wel l  Logs , El ectric • • • • a• • •  • • • . • •  903-06 
Wel l Sampl es . . • • • a• • • • •  • • • • • • • • • • • • . 903-01 
Wel l Testi ng Cl earance Fi l e  • • a• •  • . • • . • • 1301-14 

Wel l Fi l es ,  Onshore 
Li thol ogi c Logs • • a. • • • • . • • .  • • •  2202-02 
Sampl e Data • •  �- • • • • • • • • • • a• • • • • 2202-01 
Samp l e  Anal yses • . a• • • • • • • •  • • • • • .  2202-03 
Wirel i ne Survey Logs • • • • . • • • • • . • • • • • •  • • •  2202-04 

Wel l Fi l es ,  Ons hore Oi l and Gas 
Federal and Indi an Wel l Fi l es . • • a• • •  • • • 2402-01 
Indi v idual Wel l Records . • a• • • • • a• • • • • • • a• • • • 2402-04 
State Wel l Fi l es • • • • . • • • • • • • a• • • • • •  • 2402-06 
Wel l  Compl etion Reports • • • • • • • • a• • • • • • • • • • • • • 2402-01 

Wi thdrawal Orders 
Mi neral Land Wi thdrawal s • • •  . • • . . • • . • . . . . 21 01-01 
Review of Wi thdrawal s Reports • • • • • • • • • • • .a • • • •  2204-02 
Waterpower Wi thdrawal s  • • • •  • • • • • • • • • •  2102-01 

W ith i n  Grade Increase Cert ificates • •  • • • • • • • • 602-06 
Work Di stri bution Anal yses • • • • • • • •  • • • • • • 201-02 
Workl oad Ana lyses • • • • • . a• • • • •  . . . . . . . . . . . . . 201 -02 
Work Process i ng Sheets • • • • • a• . . . . . . . . . . . . . . . l 01 -06 
Work Simpl i fication Studies • . • a• • • • • • . • a. • • 201-02 
Work Standardization Stui des • • • • • • • • • •  • • • • • • • • • • 201-02 
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