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PROPOSED RETENTION SCHEDULE SUB"MISSION FOR. 

BUCKET4 

The Bmeau of Safety and Envnonmental Enfmcernent (BSEE) 
1s sub1mttmg the attached p1oposed retention schedules f01 

1ev1e\\ and app1aisal The design of each schedule 1s p1em1sed 
on a fu11ct10nal 01 ·'Big Bucket ' format m lieu of the ti ad1t10nal 
01 gamzat10nal formal fo1 federnl records 1etent1011 schedulmg 

The d1spos1t10n mstruct10ns have been developed rn co11elat1on 
with the BSEE !mes of busmess iunct1ons and processes as they 
have been reported to the 0MB and populated m the Depa1 tment 
Entel p11se A1 ch1tcctrn c Repository The basic m1ss10n of the 
01garnzat10n has 1ema111ed the same This schedule is \'l'lll1en to 
auth011ze the d1spos1t1on of the 1ec01ds many media fo1mat 

i (media neutial) 

I 
/ Attachment 4· P10posed Funct10nal Rec01ds Retention Schedule 
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F.r.ich bucker summai1zes a umque nuss10n-essentia1 busme&s 
function and its related processc:;, The buckets me divided mto 
sub-buckets The ,:;uh-buckets categonze sepru are Imes of 
bu-;mes-; that wall am a umque and dedicated set of d1spos1t1on

1mstruct1ons fo1 the 1eco1ds c1eated received. mamtamecl 
prese1 ved 01 ulnmatel} disposed off w1thrn the applicable !me of 
business 

A c1 ossv, alk fo1 eac11 bucket 1s also submitted alongside with the 
actual bucket schedule 

The subm1ss1on of the crossv;alk fo1 each bucket 1s for the 
purpose ofp1ov1dmg a cros&-1eference between the ex1stmg 
NARA-approved MMS schedules - mcludmg item numbers, 
sell es descnpt10ns and job numbers ,v1th the proposed sub­
buckets and d1spos1t1on 111struct1ons des1gnatec: to supe1 sede 
them 
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BJG Bl!CKET RECORDS SCHCDULE FOR THE BUREAt: OF SAFETY AND CJ\YIRO!'(MENTAL 
ENFORCEMENT (BSEE) 

Or~::u11zat1on The Bureau of S<lfety and Environmental Enfo1cement (BSEE) 1s headquartered m the 
Washington DC .l\1etropo!nan mea BSEE has opciat1onal centers and support offices located th10ughout the 
United States 

The Bureau of Safety and Environmental Enforcement (BSEE) 1s responsible fo1 safety and envnonmentaJ 
ove1s1ght of offshore 011 and gas operations. mcludmg penrnttmg and mspections, of offshore oil and gas 
ope1 at1011s hs ft.mcuons rnclude the development and enfo1 cement of safety and envn onmental regulations 
penn1ttmg offshore e)..p]orat1on, development and product10n mspect10ns, offshore regulatory programs 01! spill 
response and newly formca trnmmg and envuonmental compliance programs 

Tlu· Office of AdmrmHration 1s responsible for budget and financial management m addmon to all 
adm1rnstiame act1v1t1es ofBSEE T11e functions of this 01gamzat10n mclude plannmg for and usmg budgetary 
resomces m supp01i of the BSEE s vaned operatmg and support p1og1ams e g management analysis, rec01ds and 
paperwo:·1< management, human re::.omces. safety and health programs, procmemem p1ope1ty and space 
management and mforrnat1011 management 

Office of Polley and t\nah sis 1s responsible fo1 prov1dmg policy review and comdmated p10gram and pohcy 
po:,1t10ns on all matters relatmg to the BSEE, for p1ov1d111g a 1ev1ew and assessment capability vnthm the Bureau 
managmg the strategic plannmg and g.ial1ty improvement processes, and evaluatmg programs tluough econorn1c 
and p1ogiammal1c policy analyses 

Officc(s) of Record 1efers to the office hold mg the official record copy of a specific reco1 d when multiple copies 
aie used ac1oss offices M::.1s1 tvp1call), this 1s the office that c1eates and mamtams the rec01d. although specific 
offices ma) be designated to hold official 1ecords generated ac1oss P10g1am Offices 

JVIedm This schedule covers reco1ds mall media, format, and p1oduced usrng any and all tools Records may 
mclul1e but not lumted to, paper. word processmg documents, p1escntat1on matenals, stat1st1cal data, 
sp1 eadsheets, databases, e-mail, photographic materials. audio, film, video, drawmgs, and any othe1 electronw 
fo1mat<; that fall w1th111 tbe unstructured. sem1-st1 uc1ured 01 st1 uctmed class1ficat1on 

Litigation Holds and Records Freezes: Tlus schedule rs subject to the orders of the comt to preserve any and all 
p10g1am 1ec01ds deemed potent1ally responsive ma legal p1oceed111g where BSEE 01 its autho11zed agents me 
named parties to an applicable proceedmg - 1egaidless of media fo1mat In acco1dance with such a court mde1, 
01, by d11ect1on of the Dcpaitment of Justice or the Solrc1to1 of the Department of the lntenor, BSEE vdll fully 
sw,pend all 1etent1011 schedule d1spos1t1on 111struct1ons m then entu ety mdefi111tely, until mstt ucted to do so 
othe1 wise by these same auihont1es by vmtten notice 



Revised- June 15, 2012 

BSEE - Bucket 4 - Energy and Mineral Leases 

The Energy and Mineral Leases business area focuses on providing access to Federal lands on the Outer 
Continental Shelf (OCS) for exploration and production of energy and mineral resources. Act1v1t1es m 
this business area include: processing competitive oil and gas leases (including development of the 5-
Year 011 and Gas Program, conducting studies and analyses in support of lease sale decisions, and 
holding lease sales) maintammg lease authorizations (mcluding the lease adJud1cat1on and financial 
accountab1ltty and risk management programs), and planning and processing leases and grants under the 
Alternative Energy and Marine Minerals Programs (mcluding compet1t1ve and non-compet1t1ve 
processes) 

Item 
Number Title and Description 

Retention 
Requested 

Old 
Series 

4A Adjudicate and Administer Leases (AAZ) TEMPORARY. Cut 1101-02 

All records and actions related to adJudtcatton and admm1strat10n 
of leases that do not fall mto any other category, mcludmg 

• adJud1cate leases 

off at close of FY or 
when act1v1ty ts 
completed Retam 
ons1te or at the FRC 

1101-04 

• admm1ster leases 
• conduct reviews and provide mputs regarding lessee or 

operator bankruptcy actions 
• conduct lease status reviews 
• accept and process Fishermen's Contmgency Fund claims 
• accept and process Des1gnat1on of Operator forms 
• process lease clearance time extensions (t e, those 

requests that do not clear lease w1thm I year after lease 
tennmat1on) 

• dtstnbute the Weekly AdJud1cat1on Report, receive and 
provide mtemal customers with paper files and store, 
shelve, retrieve and mamtam official records 
retam lease record history 

Delete/ Destroy 75 
years after cutoff 
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Item 
Numbtr Title and Description 

Retention 
Reauested 

Old 
Series 

4B The Royalty Relief Program (ABI) 
All records related to a program put mto practice to reduce royalty 
assessments to promote development, increase production, or 
encourages production of marginal resources on certam leases or 
categones of leases 
Includes: 

implement royalty rehef programs, deep water royalty • 
rehef (review appltcatlons, etc ) predevelopment and 
special rehef (an ad hoc program) 
implement royalty rehef programs, end-of-hfe royalty • 
relief (review appltcat1ons, etc) predevelopment and 
special reltef (an ad hoc program) 
determine royalty suspension volume • 
support royalty rate reduct10n requests (end-of-hfe rehef• 
coordinate with OEE, OFO and PORE also, perform 
economic analysis with headquarters, determme 
ehg1b1hty, make determination) 
End of Life Royalty Rehef (appltcation review and • 
determmatmn) 
review, analyze, approve or deny deepwater royalty rehef• 
applications 
process bid and field determmat1on appeals • 
Evaluate Field Determination/Deepwater Royalty Relief-• 
Determmation for placement of new producible lease m 
deepwater mto new or ex1stmg field Eligible DWRR 
leases may receive share of automatic royalty suspension 
volume 
determme the need for specific types of royalty relief and • 
the form of such rehef 
analyze special case DWRR requests, review, analyze and • 
approve deep gas well royalty rehef proJects 

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

1706-01 
1706-02 

. 

Page 2 of 5 



Item 
Number Title and Description Retention 

Requested 
Old 

Senes 

4B(l) Financial Instruments and Bonds (ABF) 
All records related to venficatmn that the lead operator fulfills the 
legal obhgat10n to mamtam a lease bond m the required amount 
The bond guarantees compliance with all of the terms and 
cond1t10ns of the lease 

• Accept, review and admm1ster bonds (1 e, general, 
supplemental or replacement) Also process nders, termmat1ons, 
cancellations and third party guarantees 

• perform bond and financial reviews 

• determine requirements for and approve supplemental bonds 
review and approve bonds related to change of operators• 

• conduct one of two types of cost analysis for lease abandonment 

• 
0 lease abandonment cost analysis -subm1ttals 
0 lease abandonment cost analysts -m depth review 
review and process general and supplemental bonds or other • 
financial securtty for leases and rtghts-of-use-and-easement 
0 verify the bonds are legally valid 
0 process replacements, termrnatmns, and cancellatmns 
conduct economic evaluations of bonds• 
determme the reqwred amount of bond or other financial • 
security, mcludmg 
0 level ofgeneral bond reqwred (based on activity level) 
0 level of supplemental bond required 
0 review and evaluate alternative financial securtty proposals 

TEMPORARY. 
75 years .. cont'd I I0l-02C 

4C 
Conservation Management Suspension of Operations and 
Production (ABJ) 
All records related to a regulatory method ofmamtammg a lease 
beyond its m1ttal penod when no operations (1 e, dnllmg, well re-
working, or production m paymg quantities) are bemg conducted 
Under certam cntena, a suspension may be directed to extend the 
lease term 
Includes 

analyze, evaluate and act upon suspension of• 
operat1ons/product1on suspensions 
evaluate and act upon a request for a suspension of• 
operations or product10n 
upon review, direct or approve a request for a suspension• 
of operatmns or suspension of production upon review, 
direct or approve a request for a suspension ofoperations 
or suspension of production 

TEMPORARY. Cut 
off at close of FY or 
when act1v1ty 1s 
completed Retam 
ons1te or at the FRC 
Delete/ Destroy 75 
years after cutoff 

110 l-02a(3) 
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Item 
Number Title and Description 

Retention 
Reouested 

Old 
Series 

4D 

4D(l) 

Sand and Gravel Lease Requests (QAA) 
All records related to planning, evaluating, preparing and 
executing sand and gravel mineral leases include 

complete National Environmental Pohcy Act and other • 
required environmental analyses or consultations 
negotiate Memoranda of Agreement with Federal • 
agency(s) 
prepare and issue negotiated sand and gravel leases • 
coordinate and conduct competitive sand and gravel lease• 
sales 

• Measured by the number of sand and gravel leases issued 

TEMPORARY. Cut 
off at close of FY or 
when act1v1ty 1s 
completed Retain 
onslte or at the FRC 
Delete/ Destroy 25 
years after cutoff 

1001-05 
1004-02 
1004-05 

Alternative Energy Tecbmcal Studies (LBL) 
All records related to technical studies providing information for 
alternative energy programmatic and regulatory dec1s1ons 

• All work related to technical/engmeering studies 
conducted in support of the alternative energy program 

• Workshops and public meetings held or attended in 
support oftechmcal studies for the alternative energy 
program 

• Preparation and presentat10n of technical or sc1ent1fic 
papers or presentat10ns by staff on alternative energy 
related research 

NEW 
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Item 
Number Title and Description 

Retention 
Requested 

Old 
Series 

4E 
Information Management and Transfer, Process Oil and Gas 
Leases (ABN) 
All records related to all mformation and data related business 
processes and tasks that should be planned and consistently 
implemented across BOEM In particular, those mformat1on 
management and pubhcation support services for functions 
covered by the work elements included under OH-Process Oil and 
Gas Leases, OM-Process offshore 011 and gas user plans and 
permits, OD maintenance of 011 and gas lease authonzat1ons 
Includes 

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

• Manage program office mformatJon collection act1v1ttes 
and forms requmng 0MB approval 
Conduct web management and related tasks and act1v1t1es• 

• Perform oversight and extensible markup language 
appltcat1ons, publtcat1ons, pubhc data sets, Fast Facts of 
offshore data sets 

• Ensure quahty and consistent content and vocabularies for 
BOEM mformat1on products( mtra or Internet 
publtcations and documents 
Performa data and mformat1on quahty efforts (version • 
control, verification or vahdat1on, especially for public 
images, graphics or mformat1on) 
Change data mcludmg the conversion of paper to • 
electronic 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 • 
determmat1ons 

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

NEW 
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NARA revision -11-14-2012 

Nl-473-12-4, BSEE Bucket 4 Crosswalk-Ener2y and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 
Adjudicate and Administer Leases (OH) 

Work 
Element 

Series 
No. 

Title Retention NARA 
Authority 

4A Adjudicate and Administer Leases (AAZ) AAZ 1101- Lease Management Project Files/Lease 75 yrs NCl-57-84-7 

All records and act10ns related to adjudication and 
administration of leases that do not fall mto any other 
category, including: 

02(4)a Rental, Minimum Royalty, and Royalty 
File 

1101-02-4a 

• adjudicate leases AAZ 1101-04 Lease Record History Files When no NCl-57-84-7 
• administer leases 
• conduct reviews and provide mputs regarding 

lessee or operator bankruptcy actions 
• conduct lease status reviews 
• accept and process Fishermen's Contingency 

Fund claims 
• accept and process Designation of Operator 

forms 
• process lease clearance time extensions (i.e., 

those requests that do not clear lease within 1 
year after lease termination) 

• distribute the Weekly Adjudication Report, 
receive and provide internal customers with 
paper files and store, shelve, retrieve and 
maintain official records 
retam lease record history 

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

longer 
needed 

1101-04 

1 



Nl-473-12-4, BSEE Bucket 4 Crosswalk-Ener2y and Mineral Leases 
New Schedule Former Schedule 

Bucket4 
Adjudicate and Administer Leases (OH) 

Work 
Element 

Series 
No. 

Title Retention NARA 
Authority 

4B The Royalty Relief Program (ABI) ABI 1706-0la Application for Deep water Royalty 25 yrs. Nl-473-98-2 
All records related to a program put into practice to 
reduce royalty assessments to promote development, 

Relief Files/Approved Applications 1706-0la 

increase production, or encourages production of Nl-473-98-2 
marginal resources on certain leases or categories of 
leases. 
Includes: 

• implement royalty rehef programs; deep water 
royalty relief (review applications, etc.) 
predevelopment and special relief (an ad hoc 
program) 

• implement royalty relief programs; end-of-life 
royalty relief (review applications, etc.) 
predevelopment and special relief (an ad hoc 
program) 

• determine royalty suspension volume 
• support royalty rate reduction requests (end-of-

life relief: coordinate with OEE, OFO and 
PORE: also, perform economic analysis with 
headquarters, determine eligibility, make 
determination) 

• End of Life Royalty Relief (application review 
and determination) 

• review, analyze, approve or deny deepwater 
royalty relief applications 

• process bid and field determination appeals 

AAG 1706-0Za End of Life Royalty Relief 
Applications/Approved Applications 

25 yrs. 1706-02a 

• Evaluate Field Determination/Deepwater 

. 

2 



Nl-473-12-4, BSEE Bucket 4 Crosswalk-Enerev and Mineral Leases 
New Schedule Former Schedule 

Bucket4 
Adjudicate and Administer Leases (OH) 

Work 
Element 

Series 
No. 

Title Retention NARA 
Authority 

Royalty Relief-Determination for placement of 
new producible lease m deepwater mto new or 
ex1stmg field. Ehg1ble DWRR leases may 
receive share of automatic royalty suspension 
volume 

• determine the need for specific types of royalty 
rehef and the form of such relief 

• analyze special case DWRR requests, review, 
analyze and approve deep gas well royalty relief 
projects 

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

3 



Nl-473-12-4, BSEE Bucket 4 Crosswalk-Enerev and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 
Adjudicate and Administer Leases (OH) 

Work 
Element 

Series 
No. 

Title Retention NARA 
Authority 

4B(l) Financial Instruments and Bonds (ABF) 
All records related to verification that the lead operator 
fulfills the legal obligation to maintain a lease bond m 
the required amount. The bond guarantees compliance 
with all of the terms and conditrnns of the lease. 
Includes: 

• Accept, review and adtn1mster bonds (1 e., general, 
supplemental or replacement) Also process nders, 
tertn1nat10ns, cancellations and third party guarantees 

• perform bond and fmancial reviews 
• determine requirements for and approve supplemental 

bonds 
• review and approve bonds related to change of 

operators 
• conduct one of two types of cost analysis for lease 

abandonment 
• 

0 lease abandonment cost analysis -subm1ttals 
0 lease abandonment cost analysis -m depth 

review 
• review and process general and supplemental bonds 

or other fmanc1al secunty for leases and nghts-of-
use-and-easement 
0 venfy the bonds are legally vahd 
0 process replacements, termmal!ons, and 

cancellatmns 
TEMPORARY. Cut off at close of FY or when activity 
is completed. Retain onsite or at the FRC. Delete/ 
Destroy 75 years after cutoff. 

ABF 1101-02c Bond Files lyr NCl-57-84-7 
1101-02c 

-

, 

4 



Nl-473-12-4, BSEE Bucket 4 Crosswalk-Ener2y and Mineral Leases 
New Schedule Former Schedule 

Bucket4 
Adjudicate and Administer Leases (OH) 

Work 
Element 

Series 
No. 

Title Retention NARA 
Authority 

4C Conservation Management Suspension of 
Operations and Production (ABJ) 
All records related to a regulatory method of 
maintaining a lease beyond its initial period when no 
operations (i.e., drilling, well re-working, or production 
in paying quantities) are being conducted. Under certam 
criteria, a suspension may be d1rected to extend the lease 
term. 
Includes: 

• analyze, evaluate and act upon suspension of 
operations/production suspensions 

• evaluate and act upon a request for a suspension 
of operations or production 

• upon review, direct or approve a request for a 
suspension of operations or suspension of 
production upon review, d1rect or approve a 
request for a suspension of operations or 
suspension of production 

ABJ 1101-02a(3) Lease Operations Files - NCl-57-84-7 
1101-02a3 

TEMPORARY. Cut off at close of FY or when activity 
is completed. Retain ons1te or at the FRC. Delete/ 
Destroy 75 years after cutoff. 

•. 
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Nl-473-12-4, BSEE Bucket 4 Crosswalk-Ener2v and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 
Adjudicate and Administer Leases (OH) 

Work 
Element 

Series 
No. 

Title Retention NARA 
Authority 

I 
4D Sand and Gravel Lease Requests (QAA) 
All records related to planmng, evaluatmg, preparing 

QAA 1001-05 Environmental Studies Case Files 25 yrs. Nl-473-88-1-
1001-05 

and executing sand and gravel mineral leases include: 
• complete National Environmental Policy Act 

and other reqmred environmental analyses or 
consultations 

QAA 1004-02a International Cooperative Agreement When 
superseded 

Nl-473-97-1 
1004-02 

• negotiate Memoranda of Agreement with 
Federal agency(s) 

• prepare and issue negotiated sand and gravel 
leases 

• coordinate and conduct competitive sand and 
gravel lease sales 

• Measured by the number of sand and gravel 
leases issued 

TEMPORARY. Cut off at close of FY or when 
activity is completed. Retain onsite or at the FRC. 
Delete/ Destroy 25 years after cutoff. 

QAA 1004-05 Negotiated Agreements 10 Nl-473-97-1 
1004-05 

-
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Nl-473-12-4, BSEE Bucket 4 Crosswalk-Ener2v and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 Series Title RetentionWork 
Adjudicate and Administer Leases (OH) No.Element 

I I I 
LBL NEW4D(l) Alternative Energy Technical Studies (LBL) 

All records related to technical studies providing 
information for alternative energy programmatic and 
regulatory decismns. 

• All work related to technical/engineering studies 
conducted in support of the alternative energy 
program 

• Workshops and public meetings held or attended 
in support of technical studies for the alternative 
energy program 

• Preparation and presentation of technical or 
scientific papers or presentations by staff on 
alternative energy related research. 

TEMPORARY. Cut off at close of FY or when activity 
is completed. Retain onsite or at the FRC. Delete/ 
Destroy 25 years after cutoff. 

NARA 
Authority 

.• 

7 



Nl-473-12-4, BSEE Bucket 4 Crosswalk-Ener,zy and Mineral Leases 
New Schedule Former Schedule 

Bucket4 
Adjudicate and Administer Leases (OH) 

Work 
Element 

Series 
No. 

Title Retention NARA 
Authority 

4E Information Management and Transfer, Process 
Oil and Gas Leases (ABN) 
AJI records related to all information and data related 
business processes and tasks that should be planned and 
consistently implemented across BOEM. In particular, 
those information management and publication support 
services for functions covered by the work elements 
included under OH-Process Oil and Gas Leases, OM-
Process offshore 011 and gas user plans and permits, OD 
maintenance of 011 and gas lease authorizations. 
Includes: 

• Review and edit manuscripts and provide 
desktop publishing services 

• Perform records and document management in 
accordance with National Archives and Records 
Management Requirements 

• Manage program office information collect1on 
activities and forms requiring 0MB approval 

• Conduct web management and related tasks and 
activities 

• Perform oversight and extensible markup 
language applications, publications, public data 
sets, Fast Facts of offshore data sets 

• Ensure quality and consistent content and 
vocabularies for BeEM BSEE information 
products( mtra or Internet publicat10ns and 

ABN NEW 

8 



Nl-473-12-4, BSEE Bucket 4 Crosswalk-Ener2y and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 
Adjudicate and Administer Leases (OH) 

Work 
Element 

Series 
No. 

Title Retention NARA 
Authority 

documents 
• Performa data and information quality efforts 

(version control, venf1cation or validation, 
especially for public images, graphics or 
information) 

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

• Perform activities (includmg 0MB 
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 25 years after cutoff 

9 
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