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The Bmeau of Safety and Emuonmental Enf01cement (BSEE) 
1s sub1rnttmg the attached proposed 1etent10n schedules for 
re\ 1ew and appi aisal The design of each schedule 1s p1 emised 
on a funct1onal 01 "Big Bucket' fo1mal m heu of the trad1t1011al 
orga111zauonal fo1mat fo1 fedeial 1ecords 1etent1on scheduling 

The chsposltlon mstrnct1ons have been developed m conelat1on 
with the BSEE !mes of busmess functions and p1ocesses as they 
have been reported to the 0MB and populated m the Depa1tment 
Ente1p11se A1ch1tectuie Repository The basic m1ss1on of the 
01ga111zat1on has 1ema111ed the same This schedule 1s \Vntten to 
autho11ze the d1spo~1t1011 of the 1ec01ds many media fo1mat 
(media neuh al) 
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Ca k a Big Buckets")-ANALYSIS AND EVALUATION Of 
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) sub-buckets The sub-buckets categorize separate lines of 
I bu::,mess 1hat wa1rant 2 urnque and dedicated ~et of d1spos1t1011
! mstruc11011s for the 1ecords created rec.e1ved, mamtamed. 

p1cserved 01 ultimate!) disposed off v.rthm the applicable !me of 
busmcss 

A crosswalk fo1 each bucket is also sub1mtted alongside with the 
actual buck.et schedule 

IThe sub1mss1on of the crosswalk for each bucket 1s fo1 the 
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/ purpose of prov1d111g a cross-reference between the ex1stmg 
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! buckets and d1spos1t10n mstruct1011s designated to supersede 
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BlG BUCKET RECORD~ SCHEDULE FOR THE BllREAC OF SAFETY AND ENVIRONl\1El'-;TAL 
ENFORCEMENT (BSEE) 

Orgamzarrnn The Buieau of Safety and Envnonmental Enf01cement (BSEE) 1s headquaitered m the 
Vl·aslungton, DC Metropolitan a1ea BSEE has operational cente1s and support offices located throughout the 
Um1ed States 

The Bureau of Safen and Env1ronmcntal Enforcement (BSEE) 1s responsible for safety and envnonmenta! 
ovc1s1ght of offsho1e 01! and gas operations, mcludmg perm1ttmg and mspect10ns of offshore 01! and gas 
ope1at1ons Its functions mclude the development and enfo1 cement of safet) and envuonrnental regulat10ns. 
pernmtrng offshmc exploration development and p1oduction mspections, offshore regulatory p1og1ams. 01! spill 
response and nev"l) formed tra1mng and cm·nonmcntal compliance p1og1ams 

The Office of Admmrstration 1s responsible for budget and financial manageme11t m addition to all 
admm1stiat1ve act1Y1t1es of BSEE The funct10ns of this 01gamzat1011 mclude plannmg fo1 and usmg budgetary 
1esornces :n suppo1i of the BSEE's vaned operating and support prosrrams. e g management analysis recmds and 
pape1work management. human resornces, safety and health programs procurement property and space 
management, and 111f01mat1on management 

Office of Pohcv and Analvsis 1s 1espons1ble fo1 prov1dmg policy rev1ev-: and comdmated progrnm and policy 
posit10ns on all matters relating to the BSEE, for p10v1dmg a 1ev1ew and assessment capability within the Bureau, 
managmg the strareg1c planning and quahry improvement p1ocesses. and eva!uatmg programs thloi..gh economic 
and programmatic policy analyses 

Offlce(s) of Record refe1s to the office holdmg the official record copy of a specific record when multiple copies 
me used across offices Most typ1cally. this 1s the office that creates and mamtam~ the rec01d, although specific 
offi<.:es may be designated to hold official records gene1ated across Program Offices 

Media 'llus schedule cove1s 1eco1ds mall media, fo1mat, and produced usmg any and all tools Recmds may 
mclude, but not limited to, paper, wo1d p10cessmg documents, presentation mate11als, statistical data, 
sp1eadsheets, databases, e-mail. photogiaph1c matenals aud10, film, video, d1awmgs, and any other elecuomc 
founats that fall w1thm the unstrnctmed, sem1-structmcd or st1uctu1ed class1ficat1on 

L1t1g11hon Holds and Records Freezes: This schedule 1s subJect to the orders of the court to p1ec;e1ve an) and all 
p1ogram 1ec01ds deemed potentially responsive ma legal p1oceedmg where BSEE OJ its authouzed agents a1e 
named patties to an applicable p1oceedmg - 1egardless of media fo1mat In acco1dance with such a court ordei_ 
01, by caection of the Depattment of Jmucc 01 the Solicitor of the Department of the lnteno1, BSEE will fully 
sw,pcnd all ietent1on schedule d1spos1t1on rnstruct10ns rn then entirety, mdefimtely mrnl instructed to do so 
othe1 wise by these same authollt1cs by w11ltcn notice 



June 15, 2012 
BSEE - Bucket 3 - Analysis and Evaluation of OCS Resources 

Provides overall management ofOCS resource evaluation act1v1hes to support OCS program decisions Analyses 
include the economic, geological and geophysical, and reservoir management aspects of the programs Studies are 
conducted to 1dent1fy broad areas favorable for the accumulation of hydrocarbons, to assess potential quant1t1es of 
undiscovered Oil and gas resources and other lease-able minerals, to estimate mmeral reserves, to ensure the public 
receives fair market value for OCS mmeral development 

Item Title and Description 
No 
3A Oil and Gas Reservoir Management Agreements (OU) 

Reservoir management for agreements 1s a process by which a Bureau 
1dent1fies, analyzes, designates, approves, and monitors the geologic, 
engmeering, and economic aspects of Federal and Indian 011 and gas 
interests This includes estabhshing spacing involvmg Federal and 
Indian lands, d1hgence reviews on Indian leases, rev1ewmg IMDA 
agreements, des1gnatmg, approving and managing umt1zat10n, 
commumttzat10n, compensatory royalty, gas storage and other 
agreements This act1V1ty includes Natural Gas Polley Act (NGPA) well 
determinations on appltcat10n It does not include acttv1t1es related to 
drainage resolution 

3A(l) Conservation Management Requests - Unitization Review (BAA) 
All records related to the Bureau of Safety and Environmental 
Enforcement review and analysis of a proposal to combine or 
consolidate separately owned leasehold interests for the J0mt 
exploration, development, or production of a reservotr or potential 01I 
and/or gas accumulatmn 

• Umt production and development 

• Umtization 
• Receive , review, process and provide comments on Umt 

Development Plans 
• Review umt1zat1on annual development plans for compltance or 

non compltance with the umt operators proposal 
• Review umt1zatton and umt contract10ns 
• Review, approve or deny umt1zat10n or part1c1pating areas 
• Receive, analyze and approve umt1zat10n ( exploration and 

development product10n0and umt amendments 
• Review and approval of umttzatton requests (resolve field 

adJacency issues, receive geologic data, approve unit operator 
des1gnat1on 1dent1fy unit name, workmg interest percentage and 
part1c1patmg areas) 

Retention 
Requested 

Temporary. Cut 
off at close of FY 
or when activity 
1s completed 
Retain ons1te or 
at the FRC 
Delete/ Destroy 
25 years after 
cutoff 

Old 
Senes 

l l02-01 
1200-07 
1703-01 
1703-02 
1703-04 
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Item 
No Title and Description 

Retention 
Reauested 

Old 
Series 

3A(2) 

3A(3) 

Conservation Management - Drainage Issues (BAB) 
All records related to procedures conducted to protect federal royalty 
interests or to 1dent1fy, migrate, or prevent damage to reservoirs due to 
compet1t1ve drainage issues across unit or lease boundary Imes 

• Process appltcat1on for five hundred lme waivers and or 
v10lattons 
Determine compensatory royalty • 
Monitor and assess potential drainage scenarios between • 
variable royalty rate leases 
Conduce technical reviews of potential drainage scenarios • 
between variable royalty rate leases 
Determine competitive reservoirs • 

• Approve and monitor the requirements of a Jomt development 
productton plan 

Temporary. Cut 
off at close of FY 
or when act1v1ty 
1s completed 
Retam ons1te or 
at the FRC 
Delete/ Destroy 
25 years after 
cutoff 

904-04 
1702-03 

Conservation Management - Monitor Reservoir Performance and 
Well Production Rates (DAL) 

1101-05 
1301-01 

All records related to this work element covers all monitormg acttv1t1es 1301-02 
associated with efficient and proper reservoir management, prudent well 1301-04 
production and practical leasehold management 1301-05 

Review sensitive reservoir mformatton • 1301-07 

After final approval, conduct follow up review for the • 1301-12 

Conservation Information Document 1301-14 

Review productton and development (e g reservoir s1mulatton) • 
Monitor 011 and gas production rate• 
Review and approve MER, MPR and semi-annual well test• 
reports, sub surface commmglmg 

1301-16 
1301-20 
1302-02 
1701-01 

Rece1\e appltcat10ns, conduct reviews and make determmat1ons • 
on bottom hole pressure survey and waivers or v10lat1ons 
Reclassify reservoirs • 
Review and analyze production m paymg quantities • 

1702-04 
1704-01 
1704-02 
1704-03 

Receive and process appltcattons for enhanced 011 recovery or• 
v10lat1ons 
Review semi annual well test and v10lat1ons • 
Receive and review down hole commmglmg appltcat1ons or• 
v10lat10ns 
Process gas flaring requests or v10lat1ons• 
Process appltcat10ns for well potential test or v10lat1ons• 
Review and approve MER, MPR, and semi annual well test• 
reports 
Process appltcat10ns for gas tlarmg and conduct compliance • 
monitoring act1v1t1es 
Conduct mspect1ons • 
Receive review and approve well potential test reports• 
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Item 
DO 

Title and Description Retention 
Requested 

Old 
Series 

3A(4) Conservatmn Management - Analytical, Legal, Technical Support 
(BAC) 
All records related to program support act1v1t1es related to the 
enhancement of the public benefit or management m1trnt1ves which 
cannot be I mked to a specific work element 

• Provide techmcal expertise m response to umque mtemal and 
external stakeholder requests not related to a specific task 

• Provide analytical support for both mtemal and external umque 
proJects on as needed basis 

• Coordinate and implement regional and offshore BSEE 
m1t1at1ves 

• Provide legal guidance principally to office umts that have 
conservation management 

Temporary. 
Cutoff at close of 
FY or when 
activity 1s 
completed 
Retam ons1te or 
at the FRC 
Delete/Destroy 7 
years after cutoff 

NEW 

3B 
G&G Data Management (NAC) 
All records related to the rnanagmg of geological and geophysical 
(G&G) data and mformatton with regard to acqu1s1t10n, mterpretatton, 
analyses, stat1st1cal reporting, arch1vmg, data release, terms of 
reproduction, development of proprietary terms and other busmess 
practices as related to G&G data and mformat1on 

Conduct data management tasks for se1sm1c and well data• 
• Manage G&G data acqms1t10n and conduct data procurement 

Perform work related to geophysical data management • 
Open hole data management (acqu1s1t1on, security, quality, • 
release and mqumes 

• Establish Offshore minerals management wide pnonty list for 
funding 

• Momtor and evaluate G&G contracts 
Process data related to lease acqms1t1on and management of• 
G&G data including se1sm1c, velocity and vertical se1sm1c 
profiles 
Provide data related to the management of open hole data • 
mcludmg well logs, direct1onal surveys, core analysis and well 
locat10ns 
Receive and provide internal customers with paper files and • 
store, shelve, retrieve and mamtain official records 

Temporary. 
Cutoff at close of 
FY or when 
activity 1s 
completed 
Retain ons1te or 
at the FRC 
Delete/Destroy 
75 years after 
cutoff 

902-06 
1002-01 
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Item 
No Title and Description 

Retention 
Requested 

Old 
Series 

3C Information Management and Transfer -Ensure Optimal Value 
(NAQ) 
All records related to mformat1on and data related busmess processes 
and tasks that should be planned and consistently implemented across 
BSEE This work does not include techmcal mformaflon system or 
appllcahon des1gn and development 

Review and edit manuscripts and provide desktop pubhshmg • 
services 
Perform records and document management m accordance with • 
National Archives and Records Management Requirements 

• Manage program office mformat10n collect1on act1v1t1es and 
forms requmng 0MB approval 
Conduct web management and related tasks and act1v1t1es• 
Perform oversight and extensible markup language appltcat1ons, • 
publtcat10ns, public data sets, Fast Facts of offshore data sets 
Ensure quality and consistent content and vocabularies for • 
BSEE mformat1on products( mtra or Internet publications and 
documents 

• Performa data and mformatton quahty efforts (version control, 
venficat1on or vahdat1on, especially for pubhc images, graphics 
or mformat1on) 
Change data mcludmg the conversion of paper to electromc files • 
or electronic files from one format to another 
Perform act1v1t1es (mcludmg 0MB requirements) related to • 
customer service 
Revise and review structure of fatr market value determmahons • 

Temporary. Cut 
off at close of FY 
or when act1v1ty 
1s completed 
Retam ons1te or 
at the FRC 
Delete/ Destroy 7 
yrs after cutoff 

NEW 
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Revised by NARA November 14, 2012 

BSEE Bucket 3 Crosswalk-Analysis and Evaluation of OCS Resources 
New Schedule Former Schedule 

Bucket 3 Retention NARASeries No. TitleWork 
011 and Gas Reservou Management Agreements AuthorityElement 

(OU) 
Ensuring optimal value 1s a process by which a 
Bureau identifies and analyzes the geologic, 1102-0lal OIi and Gas Field Development 25 yrs NCl-57-84-7 
geophysical, engineering and economic aspects of 

BAA 
Destroy 1102-0lal 

ml and gas resources. This work activity ts 
Files/Paper not microftlmed 

when1102-0la2 Paper that has been Converted to NCl-57-84-1-
M1croformperformed to receive either optimal or fau value M1croform 1102-0la2 

has been for the pubhc and to provide mterpreted data and 
venf1edmformation to potential bidders and government 
25 yrsdec1s1on makers 

BAA 1102-0la3 Silver-Halide M1croform NCl-57-87-7-
No longer 1102-0la33A(l) Conservation Management Requests-

NeedBAA 1102-0lb Other Copies NCl-57-84-7-
All records related to the Bureau of Safety and 
Unitization Review (BAA) 

1102-0lbNo Longer 
Envuonmental Enforcement review and analysis BAA 1200-07 Natural Gas Pohcy Act NCl-57-84-7-Needed 
of a proposal to combme or consohdate 1200-07 
separately owned leasehold mterests for the JOmt 5 
explorat10n, development, or production of a BAA 1703-0la Umt Proposal Files/Declmed Proposals NCl-57-84-7-
reservou or potential ml and/or gas accumulation. 1703-0laSee 1703-

BAA 1703-0lb Accepted Proposals NCl-57-84-7-• Unit Product10n and development 02b 
1703-0lb• Unittzation 25 

BAA 1703-02al Umt or Commumtlzatlon Agreement NCl-57-84-7-
comments on Umt Development Plans 

• Receive, Review process and provide 
ProJect FIies/ Reg10nal Office 1703-02al7 

BAA 1703- Royalty Management/Others NCl-57-88-1-
plans for comphance or non comphance 

• Review umtization annual development 
02a2b 1703-02a2b2 yrs 

BAA 1703-02a3 Other Offshore Copies NCl-57-84-7-with the umt operators proposal 

1 



• Review umhzation and unit contract10ns 
• Review, approve or deny umtization or 

partlcipatmg areas 
• Receive, analyze and approve umtization 

( exploratmn and development 
production0and umt amendments 

• Review and approval of umtlzatlon 
requests (resolve field adJacency issues, 
receive geologic data, approve umt 
operator designation identify umt name, 
working mterest percentage and 
part1c1patmg areas) 

Temporary. Cut off at close of FY or when 
activity 1s completed. Retam ons1te or at the 
FRC. Delete/ Destroy 25 years after cutoff. 

BAA 

BAA 

1703-04a 

1703-04b 

Forced Unitization Petition 
F1les/Pet1tlons Resultmg m Umt 
Agreement 
Other Pet1t10ns 

See 1703-
02a(l) 

8 yrs 

1703-02A3 
NCl-57-84-7-
1703-04a 

1703-04b 

)It 

2 



BSEE Bucket 3 Crosswalk-Analysis and Evaluation of OCS Resources 
New Schedule Former Schedule 

Bucket 3 
Oil and Gas Reservou Management Agreements 

(OU) 
Work 

Element 

Series No. Title Retention NARA 
Authority 

3A(2) Conservation Management- Drainage 
Issues (BAB) BAB 1702-03 Field and Reservou Reserves Estimate 3 yrs NCl-57-84-7-

All records related to procedures conducted to (FRRE) System Report Files 1702-03 
protect federal royalty mterests or to 1dent1fy, 
migrate, or prevent damage to reservous due to 
competitive dramage issues across umt or lease 
boundary Imes 

• Process apphcation for five hundred lme 
waivers and or v10lations 

• Determme compensatory royalty 
• Momtor and assess potential dramage 

scenarios between variable royalty rate 
leases 

• Conduce techmcal reviews of potential 
dramage scenarios between variable 
royalty rate leases 

• Determme competitive reservous 
• Approve and momtor the reqmrements of 

a JOmt development production plan 

BAB 

BAB 

1 

Temporary. Cut off at close of FY or when 
activity 1s completed. Retam ons1te or at the 
FRC Delete/ Destroy 25 years after cutoff 

3 



BSEE Bucket 3 Crosswalk-Analysis and Evaluation of OCS Resources 
New Schedule 

Bucket 3 
Oil and Gas Reservoir Management Agreements 

3A(3) 
Conservation Management-Monitor Reservoir 
Performance and Well Production Rates 
(DAL) 
All records related to this work element covers all 
momtonng activities associated with efficient and 
proper reservou management, prudent well 
production and practical leasehold management 

• Review sensitive reservoir mformatlon 
• After fmal approval, conduct follow up 

review for the Conservation Informat10n 
Document 

• Review Production and development 
• Momtor 011 and gas production rate 
• Review and approve MER, MPR and 

semi-annual well test reports 
• Receive applications, conduct reviews and 

make determinations on bottom hole 
pressure survey and waivers or v10lations 

• Reclassify reserv01rs 
• Review and analyze product10n m paymg 

quantities 
• Receive and process apphcatlons for 

Work 
Element 

DAL 

DAL 

DAL 

DAL 

DAL 

DAL 

DAL 

DAL 

DAL 

DAL 

DAL 

DAL 

Series No. 

1101-05a 

1101-05b 

1301-0la 

1301-0lb 

1301-02a 

1301-02b 

1301-04 

1301-05a 

1301-05b 

1301-07a 

1301-07b 

1301-12 

Former Schedule 
Title 

Report of Operat10ns/Regional Office 

Other Copies 

Quarterly oil test report/Reg10nal 
Office 
Other Copies 

Semi -annual gas test report/Regional 
Office 
Other Copies 

Monthly report of reserv01r 
overproduction 
Approved MER for reservous and 
MPR for wells/Regional Office 
Other Copies 

MER/MPR Reports/Monthly Reports 

Quarterly Reports 

Gas flanng reports 

Retention 

7 yrs 

3 yrs 

4 yrs 

2 yrs 

4 yrs 

2 yrs 

4 yrs 

4 yrs 

When 
Superseded 

6mos 

6 mos 

2 yrs 

NARA 
Authority 

Nl-473-91-.1. 
1101-05a 
NCl-57-78-1-
1101-05b 
NCl-57-84-7 
1301-0la 
NCl-57-84-7-
1301-0lb 
NCl-57-84-7 
1301-02a 
NCl-57-84-7-
1302-02b 
NCl-57-84-7 
1301-04 
NCl-57-84-
1301-05a 
NCl-57-84-7-
1301-05b 
NCl-57-84-7-
1301-07a 
NCl-57-84-7-
1301-07b 
NCl-57-84-7-
1301-12 

) 
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enhanced 011 recovery or vmlations DAL 1301-14 Clearance Files 

• Review semi annual well test and 
v10lat10ns DAL 1301-16 Lease disposition-ml well gas 

• Receive and review down hole 
comminglmg apphcatlons or v1olat10ns DAL 1301-20a Well potential test report/Regmnal 

Office• Process gas flaring requests or vmlatlons 
DAL 1301-20b Other Copies • Process apphcat10ns for well potential test 

or v1olat10ns 
DAL 1302-02 Commglmg Systems files • Review and approve MER, MPR, and 

semi annual well test reports 
DAL 1701-01 MER geologic and Eng. report map • Process apphcat10ns for gas flanng and 

filesconduct compliance momtoring activities 
DAL 1702-0la Reservoir/Field study Files/Pro1ect • Conduct mspect10ns 

History FIie • Receive review and approve well potential DAL 1702-0lb Fmal Maps and Reports 
test reports 

DAL 1702-0lc Study Workpapers 

DAL 1704-01 Enhanced recovery and pressure 

DAL 1704-02 Enhanced recovery and pressure 

DAL 1704-03 Temporary storage of casmg head 

BSEE Bucket 3 Crosswalk-Analysis and Evaluation of OCS Resources 

When NCl-57-84-7-
Superseded 1301-14 

2 yrs NCl-57-84-7 
1301-16 

4yrs NCl-57-84-7 
1301-02a 

2yrs NCl-57-84-7-
1301-20b 

7 yrs NCl-57-84-7-
1302-02 

50 yrs NCl-57-84-7-
1701-01 

p NCl-57-84-7-
1702-0la 

p NCl-57-84-7-
1702-0lb 

3 yrs NCl-57-84-7-
1702-0lc 

2 yrs NCl-57-84-7-
1704-01 

25 yrs NCl-57-84-7-
1704-02 

25 yrs Nl-473-88-i-
1704-03 

5 



New Schedule Former Schedule 
Bucket 3 

OIi and Gas Reservoir Mgt. Agreements (OU) Work 
Element 

Series No. Title Retention NARA 
Authority 

3A(4) 
Conservation Management -Analytical, Legal, 
Technical Support (BAC) 
All records related to program support activities 
related to the enhancement of the pubhc benefit 
or management mitiatives which cannot be 
hnked to a specific work element. 

• Provide techmcal expertise to umque 
mternal and external stake holder requests 
not related to a specific task 

• Provide analytical support for both 
mternal and external umque proJects on 
as needed basis 

• Coordinate and implement regional and 
offshore BSEE imtrntives 

• Provide legal gmdance pnnicipally to 
offices that have conservation 
management 

Temporary. Cutoff at close of FY or when 
activity is completed Retam onsite or at the 
FRC. Delete/Destroy 7 years after cutoff 

BAC NEW -

Note· Copied this mformatlon from the 
Bucket 3 -Analysis & Evaluation of 
OCS Resources Schedule 

- -

BSEE Bucket 3 Crosswalk- Analysis and Evaluation of OCS Resources 
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New Schedule Former Schedule 
Bucket 3 

Work 
Element 

Series No. Title Retention NARA 
Authority 

3B G&G Data Management (NAC) 
All records related to the managing of geological 

and geophysical (G&G) data and information NAC 902-06a Seismic Velocity Information/ Paper not p NCl-57-84..7 

with regard to acquisition, interpretation, microfilmed 902-06a 
analyses, statistical reporting, archiving, data NAC 902-06b Paper or Tape that has been Converted Destroy NCl-57-84-7-
release, terms of reproduction, development of 
proprietary terms and other business practices as 
related to G&G data and information. 

to Microform paper or 
erase tape 

when 

902-06b 

• Conduct data management tasks for 
seismic and well data 

• Manage G&G data acquisition and NAC 902-06c Silver-Halide Microfilm 

M1croform 
has been 
verified 

p NCl-57-84-7-
conduct data procurement 

• Perform work related to geophysical data 
902-06C 

management 
• Open hole data management ( acquisition, 

NAC 902-06dl Magnetic Tape/Processing Erase NCl-57-84-7-
902-06dl 

security, quality, release and inquiries NAC 902-06d2 Master p NCl-57-84-7-

• Establish offshore data minerals mgt. 902-06d2 
wide priority list for funding NAC 902-06e Other Copies When NCl-57-84-·~ 

• Monitor and evaluate G&G contracts 
• Process data related to lease acquisition 

Superseded 902-06e 

and management of G&G data including 
seismic, velocity and vertical seismic NAC 1002-01 Lease Sale Area-Geological and 75 yrs NCl-57-84-7-

profiles 
• Provide data related to the management 

of open hole data including well logs, 
directional surveys, core analysis and 

Geophysical Information 1002-01 
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well locations 
• Receive and provide internal customers 

with paper files and store, shelve, retrieve 
and maintain official records 

• Manage and fund G&G contracts 

Temporary. Cutoff at close of FY or when 
activity is completed. Retain onsite or at the 
FRC. Delete/Destroy 75 years after cutoff. 

BSEE Bucket 3 Crosswalk-Analysis and Evaluation of OCS Resources 
New Schedule Former Schedule 

Bucket 3 
Work 

Element 

Series No. Title Retention NARA 
Authority 
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3C Information Management and Transfer-
Ensure Optimal Value (NAQ) 
All records related to mformation and data 

related business processes and tasks that should 
be planned and consistently implemented across 
BSEE. This work does not mclude technical 
information system or apphcatwn design and 
development. 

• Review and Edit Manuscripts and provide 
desk top publishing services 

• Perform records and document 
management in accordance with NARA 
requirements 

• Conduct web management and related 
tasks and activities 

• Perform oversight and extensible markup 
language applications 

• Ensure quality and consistent content and 
vocabularies for BSEE information 
products (intra or Internet publications 
and documents 

• Perform data and information quality 
efforts (version control, verification or 
validation, especially for public images, 
graphics or information) 

• Change data including the conversion of 
paper to electronic files or electronic files 
from one format to another 

• Perform activities (including 0MB 

NAQ NEW - - -
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requirements) related to customer service 
• Revise and review structure of fair market 

value determinations 

Temporary. Cut off at close of FY or when 
activity is completed. Retain onsite or at the 
FRC. Delete/ Destroy 7 yrs after cutoff 

I 
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