
REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK (NARA use only)
 
OBNUMBER
(See Instructions on reverse) NI-Lf13 -/O-:L 

TO	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DA T1qRECEIVED 

WASHINGTON, DC 20408 - -/4 - ;}ODO,) 
1.	 FROM (Agency or estabhshment) NOTIFICA nON TO AGENCY 

Minerals	 Management Service
 
~,./' J\ 0
 

~ ~~~2	 MAJOR SUBDIVISION 
Minerals Revenue Management \?\ ~...J 

3.	 MINOR SUBDIVISION 
Information Teehnolozv Center 

4.	 NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE !ARCHIVISTOFTHE UNITED STATES 

Michael Autobee 303.231.3282 D/ 

6. AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in the matters pertammg to the disposinon of ItS records and that the records 
proposed for disposal attached II page(s) are not needed for the busmess of this agency or will not be needed after the retention 
periods specified, and that wntten concurrence from the General Accountmg Office, under the provisions of Title 8 of the GAO 
Manual for Guidance of Federal Agencies 

D has been re uested 
TITLE 

Bureau Records Officer (Acting) 

7. 8.	 9. GRSOR 10. 
ITEM	 SUPERSEDED 
NO. JOB CITATION 

The Mmerals Management Service (MMS) IS submittmg the attached 
See proposed retention schedules for review and appraisal The design of each 
Attached schedule ISpremised on a functional or "Big Bucket" format in heu of the 

tradinonal organizational format for federal records retention schedulmg 
The disposition mstructions have been developed in correlation With the 
MMS lmes of bus mess functions and processes as they have been repo 
to the OMB and populated in the Department Enterpnse Architec 
Repository. The baSICmission of the orgamzation has rema the 
same. This schedule ISwntten to authonze the disposino 
in any media format (media neutral). 

"Big Buckets") 
Each bucket surnmanzes a unique ion-essential busmess function and 
ItS related processes. The buck are drvided mto sub-buckets The sub-
buckets categorize separate es of bus mess that warrant a unique and 
dedicated set of dispos n mstructions for the records created, received, 
mamtamed, prese or ultimately disposed of'withm the apphcable lme 
of bus mess. 
Attachm 
The s ucket crosswalk IS bemg SUbmitted for the purpose of providing 
a ss-reference between the existing NARA-approved MMS schedules -
including Item numbers, senes descnpnons and Job numbers With the 
proposed sub-buckets and disposition instructions designated to 
complement or supersede them 

NSN 7540-00-634-4064 
PREVIOUS EDITION NOT USABLE 

STANDARD FORM 115 (REV 3-91) 
Prescnbed by NARA 

36 CFR 1228 



Minerals Management Service Records Management Handbook
 
MMSM 380.2-H
 

Organization. The Mmerals Management Service (MMS) ISheadquartered m the Washington, D C. 
metropolitan area with Mmerals Revenue Management functions headquartered in Lakewood, CO The MMS 
has operational centers and support offices located throughout the Umted States 

Minerals Revenue Management ISresponsible for the collection and distnbution of all royalty payments, 
rentals, bonus payments, fmes, penalties and assessments, and other revenues due the Federal Government and 
Indian Lessors (Tnbal and allotted) as momes or royalties-m-kmd from the extraction of mineral resources from 
Federal and Indian lands onshore, and from the leasmg and extraction ofmmeral resources on the Outer 
Contmental Shelf (OCS) 

Offshore Minerals Manaeement ISresponsible for all offshore acttvrties which mclude resource evaluation, 
environmental review, leasmg activines, lease management, mspection, and enforcement programs under MMS' 
junsdiction while managmg mmeral resources on 1 76 billion acres of the OCS The MMS' oversight and 
regulatory frameworks ensure that production and dnllmg ISdone m a safe and environmentally responsible 
manner 

Administration and Budget ISresponsible for budget and financia! management in addition to all adrrumstrative 
activmes of the MMS The functions of this orgaruzation mclude plannmg for and usmg budgetary resources m 
support of the MMS' vaned operatmg and support programs, e.g. management analysis, records and paperwork 
management, human resources, safety and health programs, procurement, property and space management, and 
information management 

Policy and Management Improvement ISresponsible for providing pohcy review and coordmated program and 
pohcy POSItIons on all matters relating to the MMS, for providing a review and assessment capability withm the 
Bureau, managmg the strategic planning and quahty Improvement processes, and evaluatmg programs through 
econormc and programmatic pohcy analyses 

Media ThIS schedule covers records in all media, format, and produced usmg any and all tools Records may 
mclude, but not hrmted to, paper, word processing documents, presentation matenals, statistrcal data. 
spreadsheets, databases, e-mail, photographic materials, audio, film, VIdeo, drawmgs, and any other electronic 
formats that fall wrthm the unstructured, semi-structured or structured classification 

Litigation Holds and Records Freezes: This schedule ISsubject to the orders of the court to preserve any and all 
program records deemed potentially responsive in a legal proceedmg where MMS or ItSauthorized agents are 
named parties to an applicable proceedmg - regardless of media format In accordance WIth such a court order, 
or, by direction of the Department of Justice or the Solicitor of the Department of the Intenor, MMS WIll fully 
suspend all retention schedule disposition instructions in therr entirety, mdefirutely, until mstructed to do so 
otherwise by these same authormes by wntten notice 



Bucket 6 - MINERALS REVENUE FINANCIAL MANAGEMENT 
Fmancial Management busmess function perf onus the collection, accountmg, and disbursement of the 
Federal and Indian mmeral lease revenues to the appropnate recipients consistent with all applicable law, 
regulations, and lease tenus 
Item Title and Description Disposition Authority 

Number 

6A	 Financial Management Program
 
Administration
 

All records created related to the general 
management of the Mmerals Revenue 
Financial Management Program. 

May mclude mission-direct files such as 

•	 A-123 reviews, 
•	 Audit Coordmator files 
•	 Workplans and revisions 
•	 Fmancial Management Trammg 

development/implementation, 
•	 Operational manuals or procedures 
•	 Program specific IT project suppo 

and testmg, 
•	 Other project or program SUR 

•	 Implementation of new la 
regulations, or policy, 

•	 General management 
decisions 

(NOTE. Use Buc t 1 for mission-direct 
budget records. se Bucket 2 for mISSIon-
direct Policy, ternal and External 
Reviews, gulations, Information 
Collectio Requests, or support for 
extern advisory comrmttees ) 

6B 

Reports and/or summaries related to 
reconcilmg subsidiary and control 
accounts,	 momtonng and analyzmg daily 
accountmg Journal entries to subsidiary 
ledgers and the balance sheet and other 
financial management reports Includes 

TEMPORARY: Cut offat clos 
of the fiscal year or at the end f 
the fiscal year in which act ity 
is completed Retire to cords 
repository 2 years aft cut off. 
Delete/Destroy 10 ears after cut 
off. 

102-01 a 
201-01 b 
201-02 
201-08a 
201-08b 
201-08c 
201-08f{1 ) 
201-08f{2) 
603-04 
801-01 a 
801-05 

Page I or II 
09/09/0Q 



summaries of data from the MRMSS 
Financial Sub-System documentmg dally 
revenue management activmes 

Files may contam. 

•	 Program Management Summaries 

•	 FIscal Accountmg Summanes 

•	 Production Accountmg Summaries 

•	 ExceptIon Identification 
Summaries 

•	 Statisncal Reportmg Summanes 

•	 System Assurance Summaries 

68(a) Indian PERMANENT: 
year In which 

summary or eport IS updated or 
replaced. etire to records 
reposi ry 2 years after cut off 
Rev w records every 25 years 
f deterrmnation of transfer to 
the National Archives. Legal 
transfer will be jointly agreed 
upon between the United States 
Department of the Intenor and 
the National Archives and 
Records Adrmnistranon. 
TEMPORARY: Cut off at close 
ofthe fiscal year In which 

summary or report IS updated or 
rep laced. Retrre to records 
repository 2 years after cut off 
Delete/Destroy 10 years after cut 
off. 

1801-03A 

1801-03868(b) Federal 

revenues 

mcludes 
reports, 
receipts 
revenues 

6C Minera evenue Distribution & 

sement Files 

ecords created or received documentmg 
the receipt and processmg of Federal and 
Indian mmeral revenues. Processmg 

(rents, royalties and bonuses)
 
processmg payor-submitted
 

reconciling errors and processmg 

Includes disbursement of 
and related mformation to 

Page 2 of II 
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U.S. Treasury, States, Office of Trust 
Fund Management/Bureau of Indian 
Affairs for Indian tribes, and Indian 
allottees, as well as, brlhngs for the 
collection of funds due from rental and 

royalty payors. 

FIles may contam but IS not hmited to 

Reportmg aspects. 

•	 TPAY (Treasury Payment) 
Creation Form 

•	 Forms SF-I081, SF-I 166, and 
correspondence supportmg the 
distribution and disbursement of 
royalty and rental funds 

•	 Wmdfall Profit Tax Returns 

•	 Revenue management mformation 
collection forms documentmg data 

collected from operators and 
payors used to report mmeral 
royalties, rentals, sales and 

bonuses, etc. 
•	 Forms MMS-4025 (Payor 

Information Form), MMS-2 
(Report of Sales and Roy y 
Remittance}, MMS-443 (Sohd 

Mmeral Production yalty 
Report) MMS-444 (Addressee of 
Record Designa n for Service of 
Official Corre ondence) or 
equivalents 

•	 Checkhst pproval form 

6C(a) Indian PERMANENT: Cut off at 
close ofthe fiscal year in who 

funds are disbursed Ret 
records repository 2 y 
cut off. Review rec ds every 

25 years for det ation of 
transfer to t ational 
Archives egaJ transfer will be 
jointl greed upon between the 

ed States Department ofthe 
ntenor and the National 

Archives and Records 

Page 3 of II 
09/09/09 



6C(b) Federal 

6D Payor Account Reconciliation 

All	 records created or received mcludmg 
correspondence, memoranda, reports, and 
e-mail that document the reconcihanon, 
apphcation, and collection of payments to 
receivables for Federal and Indian Royalty 
ill Value Solids & Geothermal, OIl & Gas 
and Federal Royalty in Kmd OIl & Gas 
Includes the matching, apphcation, 
reapphcation and/or movement of mo 

Files may contam. 

•	 Input codmg forms th are used 
for entry mto the ele rome 
accountmg syste 

•	 History of Time 
(HTPs) 

•	 Open Acco 
•	 Cash Ap canon files 
•	 Cash R -apphcauon files 
•	 State ent of Account Records 
•	 12 -180 day account files 
• ccountmg Advice Data 

enficanon General Ledger (GL) 
packages mcludmg Accountmg 
Advices 
Intergovernmental Payment and 
Collection (IPAC) 

•	 Forms MMS-4001, MMS-4005, 
MMS-4006, MMS-4012, MMS-
4019, or equivalents 

Indian 

Adrmmstration 
TEMPORARY: Cut offa close 1801-04B 
of the fiscal year m whic funds 1801-07 
are disbursed Retire records 1801-10B 
repository 2 years a r cut off 
Delete/Destroy 10 ears after cut 
off 

1801-04A 
180 J-02( J)A 

all entnes have een venfied. 
Retire to re rds reposItory 2 

cut off. Review 

Page 4 01'11 
09/09/09 



6D(b) Federal 

6E Debt Collection 

All records created or received mcIudmg 
correspondence, memoranda, reports, and 
e-mail that document debt collection 
efforts. 

Files may contam 

•	 Coordination WIth 0 

Enforcement 

• 
•
 
•
 

• 
• 

reasury or customers regardmg 

disputes 

Debt Management Reports 

•	 Other (OTH) BIlls and checklists 

Indian 

records every 25 years for 
detenrunation of transfer to the 
Nanonal Archives. Legal 
transfer will be jointly agreed 
upon between the Umted States 
Department of the Intenor an 
the National Archives and 
Records Adrmmstration. 
TEMPORARY: Cut 1801-01 

of the fiscal year in 1801-02 

entries have been enfied. 1801-04B 

Retire to recor repository 2 
years after c off. 
Delete/De roy 10 years after cut 
off. 

1801-11A 
close ofthe scal year in which 
the bill is aid Retire to records 
reposi ry 2 years after cut off. 
Rev w records every 25 years 
f determination oftransfer to 

Page 5 of II 
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6E(b) Federal 

6F	 Leases. Agreements, Mines & WeU 
Actions 

All records created or received 
documentmg contracts (non-Rf K), mmes 
and well actions mcludmg undeveloped 
lease files and pre-lease documentation. 
Includes all lease Issuance records, 
correspondence, memoranda, reports nd 
e-mail that document Royalty-m- V lue 011 
and gas, geothermal and so hds, d other 
energy resource leases and ag ements, as 
well as, well acuons and err r corrections 
on well and facility meas 'ement point 
data (FMP) 

•	 Unit 0 Commumtizanon 
Agr ment Files 

•	 I A Leases & Agreements 

ease Instruments 

NEP A (N anonal Energy Protection 
Act) AnalYSIS 

• Parcel	 descnptions 

•	 Lease sales, Issuance, renewals, 
and exchanges 

•	 Contract, profit sharmg agreement, 
JO mt venture, or other agreement 
Issued or approved by the United 
States under a mineral or energy 

resource leasmg law that 
authonzes exploration, 
develo ment, extraction or 

the National Archives Legal 
transfer WIll be jo mtly agreed 

upon between the United States 
Department ofthe Intenor and 
the National Archives and 
Records Admmistranon 

TEMPORARY: Cut off at 180 I-II B 
of the fiscal year m wluc e 
b111IS pard Retrre to r ords 
repository	 2 years a r cut off 
Delete/Destroy 1 years after cut 
off. 

Page 6 of II 
09/09/09 



removal of lease products 
•	 Apphcation for area designation 
•	 Transmittal or Approval letters 

•	 Operatmg Agreements 
•	 Copies of Plats 
•	 Development and/or Operation 

Plans 
•	 Terrrunations or Full 

Relmq uishments 

•	 Bonds or bond coverage 
memorandums or decisions 

•	 Cross agreements WIth States on 
disputed lands 

•	 Designanons of operators or agents 
•	 ASSIgnment of lease mterest 
•	 Mergers or Name Changes 
•	 Pertrnt Management Files 
•	 RIghts-of-way, use, or easement 
•	 Logical Minmg Umt Files 
•	 Royalty Rate Reductions 

•	 Segregations 
•	 Suspension of Operations 
•	 Requests to review draft leases or 

IMDA leases 

6F(a) Indian 

6F(b) 

agreement or cont 
temunates. Ire to records 
reposit _ years after cut off. 

w records every 25 years 
or determmatton of transfer to 

the National Archives Legal 
transfer wiII be jointly agreed 
upon between the United States 
Department of the Intenor an 
the National Archives a 

greement or contract 
termmates Retire to records 
repository 2 years after cut off. 
Delete/Destroy 10 years after cut 
off 

1703-02a2A 

1101-01 
1101-02(4)a 
1101-02(4)c 
1703-02a2B 
1803-04B 

Page 7 of II 
09/09109 



6G Invoices 

Records created and/or received associated
 
with
 

•	 The collection of payment of
 
mterest on Federal and Indian
 
Sohds and Geothermal, 011 & Gas,
 
and/or other energy resources due
 
to underpayment or overpayment
 

•	 Research, preparation and
 
processmg of Federal and Indian
 
So lids and Geothermal, 011 & Gas,
 
and/or other energy resource
 
mvorces manually that cannot
 
otherwise be mput mto MRMSS
 
Financial Sub-System
 

•	 The collection of Federal and
 
Indian Sohds and Geothermal, Oil
 
& Gas, and/or other energy
 
resource financial lease terms such
 
as rent, mmimum royalty, right-of-
way, deferred bonuses, gas storage,
 
etc
 

•	 The collection of over-recouped
 
Indian rnornes
 

6G(a) Indian	 l80l-11A 

payment IS re 
records r sitory 2 years after 
cut . Review records every 
__ years for determmation of 
transfer to the National 
Archives. Legal transfer will be 
jointly agreed upon between the 
United States Department of the 
lntenor and the National 
Archives and Records 

6G(b) 1801-11B 
oft scal year ill WhICh 

ayment IS recerved Retire to 
records repository 2 years after 
cut off Delete/Destroy 10 years 
after cut off 

Page 8 of II 
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6H	 Checks, Refunds, & Other
 
Documentation
 

Records created or received documentmg 

receipt of payment, refunds or other 
transactions 

Files may	 contam: 

•	 Copies of checks, money orders, 
electronic fund transfer notices 

•	 Form SF-2I5 and support 
documents such as check stubs, 

•	 Deposit TIckets 

• Debit	 Vouchers 
• Forms	 MMS-4I49 and MMS-4I58 

•	 Account for Refund on behalf of 
Allottees 

•	 Refunds or overpayment files 
mcludmg. 

Company refund requests 

Internal refund memoranda 
General Ledger vendor 
request forms 
Other correspondence 
between MRM and 

company 
Screen shots 
Copies of checks or WITes 
Other documentation 

required to support the 
processing of a refund 

6H(a) Indian PERMANENT. Cut 0ff at 
close of the fiscal year in whi 
payment IS received, Re to 
records repository 2 ars after 
cut off Review cords every 
25 years f etennmation of 
trans 0 the National 

elves Legal transfer WIll be 
jointly agreed upon between the 
United States Department ofthe 
Intenor and the National 
Archives and Records 
Admuustration 

Page q of II 
OQl09/09 



6H(b) Federal 

61 Reporter Training & Guidance 

Records related to the development an 
presentation mcludmg trammg mat als 
for reporter and/or payor tramm 0 

provide advice and assistanc . 0 the 
royalty and payor community or other 
guidance provided to cornparues 

Files may contam 

•	 Dear Payor/Reporter letters 

•	 Reportmg Handbooks 

•	 Other Payor/Reporter policy and/or 
guidelines 

(NOTE' Use appropriate Adrmmstrative 
codes for lOgIstICS and travel related 
records related to Reporter Trammg ) 

6I(a) Indian 

6I(b) Federal 

TEMPORARY: Cut off at clos 1801-08B 
of the fiscal year m which 
payment IS received. in on 
site	 or retire to reco s center 2 

years after cut or when 
volume w ts 
Delete/ estroy 10 years after cut 
off. 

PERMANENT: Cut off Unscheduled 

N e.w :t.i-~f\)
trammg or assis ce IS 
completed etire to records 

repos 2 years after cut off 
lew records every 25 years 

for determmanon of transfer to 
the National Archives Legal 
transfer WIll be jointly agreed 
upon between the United State 
Department of the Interior d 
the National Archives d 

non. 
: Cut off at close Unscheduled 

year m which \\Jew:ttU') 
tram or assistance IS 

c pleted. Retire to records 
repository 2 years after cut off 

Page 10 01 II 
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Bucket 6. Minerals Revenue Financial Management
 
New Schedule 

Sub-Bucket Description & Retention 
6A Financial Management Program 
Administration 

All records created related to the general 
management of the Minerals Revenue Financial 
Management Program 

May include rmsston-direct files such as: 

•	 A-123 reviews, 
•	 Audit Coordinator files 

•	 Workplans and revisions 

•	 Financial Management Trainmg 
development/Implementation, 

•	 Operational manuals or procedures 

•	 Program specific IT project support and testing, 
•	 Other project or program support, 
•	 Implementation of new laws, regulattons, or 

pohcy, and 

•	 General management reports and decisions 

(NOTE· Use Bucket 1 for rmssion-direct budget 
records. Use Bucket 2 for mission-direct Policy, 
Internal and External Reviews, Regulations, 
Information Collection Requests, or support for 
external advisory comrruttees.) 

TEMPORARY: Cut off at close of the fiscal year 

Bucket 6. Minerals Revenue Financial Management 
09/0912009 

Series No.
 
102-01a
 
201-01 b
 
201-02
 
201-08a
 

20l-08b
 
20l-08c
 

20 1-08f{1)
 
201-08f(2)
 

603-04
 
801-01a
 

80 I-OS
 

Former Schedule 
Title Retention 

Program Functions 30 yrs 
Management Objective FIles 10 yrs 
Management Survey Background Files 3 yrs 
Management Control Reviews - Superseded 
Pohcy, Procedures, and GUIdance 
Management Control Plans Superseded 
RISk Analysis Superseded 
Review Files - Office of Responsibility 5 yrs 
Review Files - Copies 1yr 
Training Records 5 yrs 
Electronic Flies or Records Created No longer 
Solely to Test System Performance needed 
Records Consisting of Extracted No longer 
Information Needed 

NARA Authority 
NCl-57-84-7 
NCl-S7-84-7 
NC1-S7-84-7 
GRS 16 14a 

GRS 16 l4b 
GRS 16.14c 
GRS 16 14f{J) 
GRS 16.14f(2) 
GRS I 25a(2) 
GRS 20.1a 

GRS 20.5 

- Crosswalk 



or at the end of the fiscal year m which activity IS 

completed Retire to records repository 2 years 

after cut off Delete/Destroy 10 years after cut off 

6B Financial Reports/Summaries 

Reports and/or surnrnanes related to reconciling 
subsidiary and control accounts, morntonng and 
analyzmg daily accountrng Journal entries to 

subsidiary ledgers and the balance sheet and other 
financial management reports. Includes summaries 
of data fiom the MRMSS Fmancial Sub-System 
documentmg daily revenue management acttvities 

1801-03A 

1801-038 

Automated 

Automated 

Systems 

Systems 

Output 
Output 

Summanes 

Summaries 

Indef 
7 yrs 

NCl-57-84-7 

NCI-57-84-7 

FIles may contain: 

• Program Management Summaries 

• FIscal Accountmg Summaries 

• Production Accountmg Summanes 

• Exception Identification Summanes 

• Statistical Reporting Sumrnanes 

• System Assurance Summaries 

6B(a) Indian 

PERMANENT: Cut 0 ff at close 0 f the fiscal year 
m which summary or report IS updated or replaced 

Retire to records repository 2 years after cut off 
Review records every 25 years for deterrnmation of 
transfer to the National Archives. Legal transfer 
WIll be jointly agreed upon between the United 
States Department of the Interior and the National 
Archives and Records Adnurustration 

Bucket 6. Minerals Revenue Financial Management - Crosswalk 

09109/2009 
2 



6B(b) Federal 

TEMPORARY: Cut off at close of the fiscal year 
In which summary or report is updated or replaced. 
Retire to records repository 2 years after cut off 
Delete/Destroy 10 years after cut off 

6C Minerals Revenue Distribution & 1801-04A 
Disbursement Files 

1801-04B 
Records created or received documentmg the 
receipt and processing of Federal and Indian 1801-07 
mineral revenues Processing revenues (rents, 1801-10A 
royalties and bonuses) Includes processing payor- 1801-10B 
submitted reports, reconciling errors and processing 
receipts Includes disbursement ofrevenues and 
related informanon to 
U.S. Treasury, States, Office of Trust Fund 
Management/Bureau of Indian Affairs for Indian 
tnbes, and lndran allottees, as well as, billings for 
the collection of funds due from rental and royalty 
payors. 

Files may contain but is not lmuted to Reporting 
aspects: 

•	 TP AY (Treasury Payment) Creation Form 

•	 Forms SF-I081, SF-l166, and
 
correspondence supporting the distrtbution
 
and disbursement of royalty and rental funds
 

•	 Wmdfall Profit Tax Returns 

•	 Revenue management information
 
collection forms documenting data collected
 
from operators and payors used to report
 

Bucket 6. Minerals Revenue Financial Management - Crosswalk 
09/09/2009 

Royalty Management Information Indef NCI-57-84-7 
Collection Forms - Indian Land 
Royalty Management Information 7 yrs NCl-57-84-7 
Collection Forms - Others 
Windfall Profit Tax Return FIles 7 yrs NCl-57-84-7 
Distribution and DIsbursement Files Indef NCI-57-84-7 
Distribution and DIsbursement Files 7 yrs NCl-57-84-7 

3 



mmeral royalties, rentals, sales and bonuses, 
etc. 

• Forms MMS-4025 (Payor Information 
Form), MMS-2014 {Report of Sales and 
Royalty Remittance), MMS-4430 (Solid 
Mmeral Production Royalty Report) MMS-
4444 (Addressee of Record Designation for 
Service 0 f Official Correspondence) or 
equivalents 

• Checkhst/approval form 

6C(a) Indian 

PERlVIANENT: Cut off at close of the fiscal year 
m which funds are disbursed. Retire to records 
repository 2 years after cut off Review records 
every 25 years tor deterrrunation of transfer to the 
National Arcluves Legal transfer will be jointly 
agreed upon between the United States Department 
of the Intenor and the National Archives and 
Records Adrrunistration. 

6C(b) Federal 

TEMPORARY: Cut off at close ofthe fiscal year 
in which funds are disbursed Retire to records 
repository 2 years after cut off. Delete/Destroy 10 
years after cut off 

6D Payor Account Reconciliation 

All records created or received mcludmg 
correspondence, memoranda, reports, and e-mail 
that document the reconciliation, apphcation, and 
collection of payments to receivables for Federal 

1801-01 

1801-02 

1801-02(1 )A 

Automated 

Automated 
Pnnt Outs 
Automated 
Pnnt Outs 

Systems Input Forms 

Systems Input Verification 

Systems Input Venfication 

When 
Verified 
When 

Venfied 
Perm 

NCI-57-84-7 

NCI-57-84-7 

Proposed 

Bucket 6. Minerals 

0910912009 
Revenue Financial Management - Crosswalk 4 



and Indian Royalty in Value Sohds & Geothermal, 
Oil & Gas and Federal Royalty in Kind Oil & Gas. 
Includes the matching, apphcation, reapphcation 
and/or movement of monies. 

1801-04A 

1801-04B 

Royalty Management 
Collection Forms 
Royalty Management 
Collection Forms 

Information 

Information 

Indef 

7 yrs 

NCI-57-84-7 

NCl-57-84-7 

Flies may contain. 

• Input codmg forms that are used for entry 
mto the electronic accountmg system 

• HIstory of Tunelv Payments (HTPs) 
• Open Account Balance files 

• Cash Apphcatton files 

• Cash Re-apphcation files 

• Statement of Account Records 

• 120-180 day account files 

• Accountmg Advice Data Venfication 
General Ledger (GL) packages mcludmg 
Accountmg Advices 

• Intergovernmental Payment and Collection 
(lPAC) 

• Forms MMS-4001, MMS-4005, MMS-
4006, MMS-4012, MMS-4019,or 
equivalents 

6D(a) Indian 

PERMANENT: Cut off at close of the fiscal year 
in which all entnes have been venfied. Retire to 
records repository 2 years after cut off. Review 
records every 25 years for deterrmnatton of transfer 
to the National Archives. Legal transfer Will be 
jointly agreed upon between the United States 
Department of the Interior and the National 
Archives and Records Admnustration. 

Bucket 6. Minerals 
09/09/2009 

Revenue Financial Management - Crosswalk 5 



6D(b) Federal 

TEMPORARY: Cut offat close of the fiscal year 
in which all entnes have been venfied Retire to 
records repository 2 years after cut off. 
Delete/Destroy 10 years after cut off. 
6E Debt CoUection 

All records created or received mc\udmg 
correspondence, memoranda, reports, and e-mail 
that document debt collection efforts 

1801-11A 
1801-11B 

Collection 
Collection 

FIles 
Files 

Indef 
7 yrs 

NCl-57-84-7 
NCl-57-84-7 

FIles may contam 

• Coordmation with Office of Enforcement 

• Debt Collection Letters and BIBs 

• Past Due BIlls or Notices 

• Bills forwarded to Treasury for collection 

• Payment Documentation 

• Documentation of contact with Treasury or 
customers regardmg disputes 

• Debt Management Reports 

• Other (OTH) BIlls and checklists 

6E(a) Indian 

PERMANENT: Cut offat close of the fiscal year 
m which the bill IS paid Retire to records 
repository 2 years after cut off Review records 
every 25 years for deternunation of transfer to the 
National Archives Legal transfer WIll be jointly 
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agreed upon between the United States Department 
ofthe Intenor and the National Archives and 
Records Adrmmstranon 

6E(b) Federal 

TEMPORARY: Cut off at close of the fiscal year 
in which the bill ISpaid. Retire to records 
repository 2 years after cut off. Delete/Destroy 10 
years after cut off. 

6F Leases, Agreements, Mines & Well Actions 1101-01 Undeveloped Lease Files 10 yrs NC 1-57-84-7 

All records created or received documenting (non-
RlK) contracts, leases, mmes and well actions 
mcludmg undeveloped lease files and pre-lease 
documentation Includes all lease Issuance records, 
correspondence, memoranda, reports, and e-mail 
that document Royalty-in- Value 0 II and gas, 
geothermal and sohds, and other energy resource 
leases and agreements, as well as, well actions and 
error corrections on well and facility measurement 
pomt data (FMP) 

flies may contain 

• U111tor Cornmurutization Agreement Files 

• IMDA Leases & Agreements 

• Lease Instruments 

• NEPA (National Energy Protection Act) 
AnalYSIS 

• Parcel descnptions 

• Lease sales, Issuance, renewals, and 
exchanges 

1101-02(4)a 

1101-02(4)c 

1703-02a2A 

1703-02a28 

1803-04A 
1803-048 

Lease Management Project Files -
Lease Rental, Mmimum Royalty and 
Royalty Files 
Lease Management Project Files -
Lease Rental, Mimmum Royalty and 
Royalty Files - Royalty Management 
Unit or Commurutization Agreement 
Files - Unit or Communittzation 
Agreement Document Files - Royalty 
Management - Indian Land Record 
Umt or Commurutization Agreement 
Files - Urnt or Commumtizanon 
Agreement Document Files - Royalty 
Management - Other 
Sale Agreements and Contracts -Jndian 
Sale Agreements and Contracts - Other 

75 yrs 

7 yrs 

Indef 

7 yrs 

Indef 
7 yrs 

NCI-57-84-7 

NCl-57-84-7 

NCl-473-88-1 

NCl-473-88-1 

NCl-57-84-7 
NCI-57-84-7 
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•	 Contract, profit shanng agreement, jotnt 
venture, or other agreement Issued or 
approved by the U111ted States under a 

mineral or energy resource leasing law that 
authorizes exploration, development, 
extraction or removal of lease products 

•	 Apphcation for area designation 

•	 Transmittal or Approval letters 

•	 Operatmg Agreements 

•	 Copies of Plats 
•	 Development and/or Operation Plans 

•	 Termmanons or Full Relinquishments 

•	 Bonds or bond coverage memorandums or 
decisions 

•	 Cross agreements with States on disputed 
lands 

•	 Designations of operators or agents 

•	 ASSIgnment oflease interest 
•	 Mergers or Name Changes 

•	 Perrmt Management FIles 

•	 RIghts-of-way, use, or easement 
•	 Logical Mining U111tFiles 

•	 Royalty Rate Reductions 

•	 Segregations 
o	 Suspension of Operations 

•	 Requests to review draft leases or IMDA 
leases 

6F(a) Indian 

PERMANENT: Cut offat close of the fiscal year 
m WhICh agreement or contract tenrunates Retire 
to records repository 2 years after cut off Review 
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records every 25 years for deterrmnation of transfer 
to the National Archives Legal transfer Will be 
jointly agreed upon between the United States 
Department of the Interior and the National 
Archives and Records Admimstration. 

6F(b) Federal 

TEMPORARY: Cut off at close of the fiscal year 
m WhICh agreement or contract termmates, Retire 
to records repository 2 years after cut off 
Delete/Destroy 10 years after cut 0ff. 

6G Invoices 1801-IIA Collection Files - Indian Land Records Indef NCI-57-84-7 

Records created and/or received associated with. 
1801-11 B Collection Files - Other 7 yrs NCl-57-84-7 

• The collection of payment of interest on 
Federal and Indian Soltds and Geothermal, 
Oil & Gas, and/or other energy resources 
due to underpayment or overpayment 

• Research, preparation and processing of 
Federal and Indian Sohds and Geothermal, 
Oil & Gas, and/or other energy resource 
invoices manually that cannot otherwise be 

input mt? MRMSS Financial Sub-System. 

• The collection of Federal and Indian Solids 
and Geothermal, 011 & Gas, and/or other 
energy resource financial lease terms such 

as rent, nummum royalty, right-of-way, 
deferred bonuses, gas storage, etc. 

• The collection of over-recouped Indian 
momes 
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6G(a) Indian 

PERMANENT: Cut 0ff at close 0f the fiscal year 
in wluch payment ISreceived Retire to records 
repository 2 years after cut off Review records 
every 25 years for deterrrunatron of transfer to the 
National Archives. Legal transfer WIll be jointly 
agreed upon between the United States Department 
of the Intenor and the National Archives and 
Records Adrrurustration. 

6G(b) Federal 
J 

TEMPORARY: Cut off at close of the fiscal year 
m which payment ISreceived Retire to records 
repository 2 years after cut off. Delete/Destroy 10 
years after cut off 

6H Checks, Refunds, & Other Documentation 

Records created or received documentmg receipt of 
payment, refunds or other transactions, 

1801-08A 

1801-08B 

Fund Deposit FIles - Indian Land 
Records 
Fund Deposit FIles - Other 

Indef 

7 yrs 

NCl-57-84-7 

NCl-57-84-7 

FIles may contam 

• Copies of checks, money orders, electronic 
fund transfer notices 

• Form SF-2IS and support documents such 
as check stubs, 

• Deposit TIckets 

• DebIt Vouchers 

• Forms MMS-4149 and MMS-41S8 

• Account for Refund on behal f 0 f Allottees 

• Refunds or overpayment files mcludmg. 
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·	 Company refund requests 
·	 Internal refund memoranda
 

General Ledger vendor request
 
forms
 

·	 Other correspondence between
 
MRM and company
 
Screen shots
 

· Copies of checks or WIres
 

· Other documentation required to
 
support the processing of a refund
 

6H(a) Indian 

PERMANENT: Cut off at close of the fiscal year 
ill which payment ISreceived Retire to records 
repository 2 years after cut off. Review records 
every 25 years for determmation of transfer to the 
National Archives. Legal transfer WIll be jointly 
agreed upon between the United States Department 
of the Interior and the National Archives and 
Records Adrrumstratton 

6H(b) Federal 

TEMPORARY: Cut off at close of the fiscal year 
m which payment ISreceived Retire to records 
repository 2 years after cut off. Delete/Destroy 10 
years after cut off 

r 

61 Reporter Training & Guidance Unscheduled Proposed 

Records related to the development and 
presentation including trauung matenals for 
reporter and/or payor traming to provide advice and 
assistance to the royalty and payor community or 
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other guidance provided to companies 

Files may contain 

•	 Dear Payor/Reporter letters 

•	 Reporting Handbooks 

•	 Other Payor/Reporter policy and/or
 
guidelines
 

(NOTE: Use appropnate Admirnstranve codes tor 
logistics and travel related records related to 
Reporter Trairnng.) 

61(a) Indian 

PERMANENT: Cut off at close ofthe fiscal year 
in WhIChtranung IS completed Retire to records 
repository 2 years after cut off. Review records 
every 25 years for detenrunation of transfer to the 
National Archives Legal transfer will be jointly 
agreed upon between the United States Department 
ofthe Interior and the National Archives and 
Records Adrrumstration 

61(b) Federal 

TEMPORARY: Cut offat close of the fiscal year 
111 which trammg IS completed Retire to records 
repository 2 years after cut off Delete/Destroy 10 
years after cut off 
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