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1. Minerals Surveys. 

A. Questionnaires. - also called survey forms and schedules. 
Sent to individual companies to gather basic data for various 
mineral commodities. 

(1)	 Monthly, quarterly, and semiannual surveys for which there 
is an equivalent annual survey. 

Microfilm pre-edit and post-edit survey forms. 

a.	 Paper records. 

Destroy after monthly, quarterly, and semiannual 
surveys are reconciled with the annual survey. 

Hold	 annual survey forms for editing the next data 
cycle, then destroy previous year paper forms 
after	 microfilm is verified. 

b.	 original microfilmj AMD Ot.te. 1) IA-z:.o c.oP,/. 

PERMANENT. Transfer the original silver gelatin
microfilm to the Federal Records Center (FRC)
annually. ,Transfer to the National Archives and 
Records Administration (NARA) aftep 10 years{ OL't>. 

WH-E.~ 
c.	 Duplicate copy of microfilm. 

Keep in Bureau until no longer needed for 
administrative or reference purposes. 

RESTRICTION: These data are individual company proprietary
data,	 not for public disclosure until such time authorized 
by law and approved by the u.S. Bureau of Mines, as stated 
in Regulatory Guidelines Pertaining to Proprietary
Information. (See attached.) 

(2)	 Monthly, quarterly, and semiannual surveys for which there 
is no equivalent annual survey. 

Microfilm pre-edit and post-edit survey forms. 

a.	 Paper records. 

Destroy paper records after monthly, quarterly,
and semiannual surveys are reconciled with final 
annual tabulations and microfilm is verified. 



b. original microfilml A-No IOJ-.lE Du't-z,o C.DPY. 

PERMANENT. Transfer the original silver gelatin
microfilm to the Federal Records Center (FRC)
annually. Transfer to the National Archives and 
Records Administration (NARA) after 10 years I O~. 

WI+E.N 
c. Duplicate copy of microfilm. 

Keep in Bureau until no longer needed for 
administrative or reference purposes. 

RESTRICTION: These data are individual company proprietary
data, not for public disclosure until such time authorized 
by law and approved by the u.S. Bureau of Mines, as stated 
in Regulatory Guidelines pertaininq to proprietary
Information. (See attached.) 

(3) Annual and special one-time surveys. 

Microfilm pre-edit and post-edit survey forms. 

a. Paper records. 

For one-time surveys, destroy after the microfilm 
has been verified. 

Hold annual survey forms for editing the next data 
cycle, then destroy previous year paper forms 
after microfilm is verified. 

b. Original microfilml A-Mo D,.u~l),Au:> L.Dp,/. 

PERMANENT. Transfer the original silver gelatin
microfilm to the Federal Records Center (FRC)
annually. Transfer to the National Archives and 
Records Administration (NARA) aft:er 10 years/ 6>Q) I 

WH-StJ 
c. Duplicate copy of microfilm. 

Keep in Bureau until no longer needed for 
administrative or reference purposes. 

RESTRICTION: These data are individual company proprietary
data, not for public disclosure until such time authorized 
by law and approved by the u.S. Bureau of Mines, as stated 
in Regulatory Guidelines pertaininq to Proprietary
Information. (See attached.) 



B.	 Worksheets. Used to compile and analyze the data from the 
questionnaires. These are intermediate working records 
between the questionnaires and the final tabulations. 

Destroy when the final monthly, quarterly,
semiannual or annual tabulations are completed for 
a complete data cycle and the microfilm has been 
verified. These worksheets are not to be disposed
of in trash recepticals if they contain individual 
company proprietary data but should be sent to the 
holding area for destruction through burning. 

EXCEPTION 

When worksheets contain essential details needed 
to augment the related final tabulation,
microfilm the worksheets with the final 
tabulations then dispose of paper record after 
the microfilm is verified. 

C. Final tabulations. 

(1)	 Monthly, quarterly, and semiannual tabulations for which 
there is an equivalent annual tabulation. 

Microfilm final annual tabulations after monthly, quarterly,
and semi-annual tabulations are reconciled with the annual 
tabulation. 

a.	 Paper records. 

Destroy when 2 years old after microfilm is 
verified. 

b.	 Original microfilml ~t> DNE. 1),~u> Lop'/. , 

PERMANENT. Transfer the original silver gelatin
microfilm to the Federal Records Center (FRC)
annually. Transfer to the National Archives and 
Records Administration (NARA) after 10 years(O~b.

W~ 
c.	 Duplicate copy of microfilm. 

Keep in Bureau until no longer needed for 
administrative or reference purposes. 

RESTRICTION: These data are individual company proprietary
data, not for public disclosure until such time authorized 
by law and approved by the u.S. Bureau of Mines, as stated 
in Regulatory Guidelines pertaining to proprietary
Information. (See attached.) 



(2)	 Monthly. quarterly. and semiannual tabulations for which 
there is no equivalent annual tabulation. 

Microfilm final tabulations after the yearly data
 
cycle is complete.
 

a. Paper records. 

Destroy when 2 years old after microfilm is 
verified. 

b. Original microfilml ~'O DNE. D,A'2-o LoP". 
PERMANENT. Transfer the original silver gelatin
microfilm to the Federal Records Center (FRC)
annually. Transfer to the National Archives and 
Records Administration (NARA) Mte.r 10 years I OLD· 

W~ 
c. Duplicate copy of microfilm. 

Keep in Bureau until no longer needed for 
administrative or reference purposes. 

RESTRICTION: These data are individual company proprietary
data, not for public disclosure until such time authorized 
by law and approved by the u.S. Bureau of Mines, as stated 
in Regulatory Guidelines pertaining to proprietary
Information. (See attached.) 

(3)	 Annual and special one-time tabulations. 

Microfilm final tabulations. 

a. Paper records. 

For	 annual tabulations destroy when 2 years old. 
For	 one-time tabulations, destroy after the 
microfilm has been verified. 

b. Original microfilml ~1) Dt-le. 1)1I\Zo t:op'I. 

PERMANENT. Transfer the original silver gelatin
microfilm to the Federal Records Center (FRC)
annually. Transfer to the National Archives and 
Records Administration (NARA) ~ 10 years { 0 Ll>. 

\IJ~ 
c. Duplicate copy of microfilm. 

Keep in Bureau until no longer needed for 
administrative or reference purposes. 
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RESTRICTION: These data are individual company proprietary data, not for public 
disclosure until such time as authorized by law and approved by the U.S. Bureau of 
Mines, as stated in Regulatory Guidelines Pertaining to Proprietary Information (see 
attached). 

Annual Accumulation less than one cubic feet of microfilm 

Certification: This certifies that the records descnbed on this form were (or Will be) 
microfilmed in accordance With the standards set forth In 36 CFR 1230 All microfilm 
records Will be Inspected in accordance with 36 CFR 123022. 

ID MARS System Electronic Index 

Electronic Indexes created dunng microfilmmg by the MARS system to provide 
computenzed retrieval of the microfilm copies of pre- and post-edit minerals surveys 
and Bureau of MInes final tabulatIons Indexing fields Include respondent ID number, 
Survey idennfier, penod of survey (I e , biennial, annual, semi-annual, quarterly, 
monthly, and production estImates), survey year, document code (pre- or post-edit), 
and document date (date filmed) 

AUTHORIZED DISPOSITION PERMANENT Transfer a copy of the electronic 
Index and system documentatIon to the National Archives In accordance With 36 CFR 
1228 when the microfilm listed In Item lA(I), lA(2), lA(3), lC(I), lC(2), and lC(3) 
is transferred to the Federal Records Center 

Custodial office Data CollectIon and Coordmanon Branch 

MInerals Survey Publications 

The record copy of all Bureau of MInes mmerals survey publications mcludmg 
commodity reports, mineral summanes, and other special or penodic pubhcanons 
containing information on mdividual commodities, mternanonal data, state summanes, 
commodity annual reports, mternanonal data, histoncal commodity compilations, and 
the like 

Authonzed DIspOSItIon. PERMANENT. Cut off files annually and transfer to the 
FRC Transfer to the National Archives when 10 years old 

Custodial office Data CollectIon and Coordinanon Branch 




