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Revised- June IS, 2012 

BSEE - Bucket 4 - Energy and Mineral Leases 

The Energy and Mineral Leases bus mess area focuses on providing access to Federal lands on the Outer 
Continental Shelf (OCS) for exploration and production of energy and mmeral resources. Activities m 
this business area mclude: processmg competitive oil and gas leases (mcludmg development of the 5-
Year 011 and Gas Program, conductmg studies and analyses in support oflease sale decisions, and 
holdmg lease sales) mamtammg lease authonzations (mcludmg the lease adjudication and financial 
accountability and risk management programs), and planmng and processmg leases and grants under the 
Alternative Energy and Marine Mmerals Programs (mcludmg competitive and non-competitive 
processes) 

Item	 Retention OldTitle and DescriptionNumber Requested Serres 

4A Adjudicate and Administer Leases (AAZ)	 TEMPORARY. Cut 110\-02 
off at close of FY or 1101-04All records and actions related to adjudication and adrrurustranon when activity ISofleases that do not fall Into any other category, including completed Retain

•	 adjudicate leases onsite or at the FRC 
•	 adrmrnster leases Delete/ Destroy 75 
•	 conduct reviews and provide Inputs regardmg lessee or years after cutoff 

operator bankruptcy actions 
•	 conduct lease status reviews 
•	 accept and process Fishermen's Contingency Fund claims 
•	 accept and process Designanon of Operator forms 
•	 process lease clearance time extensions (I e , those
 

requests that do not clear lease withm 1year after lease
 
termmanon) 

•	 distribute the Weekly Adjudicanon Report, receive and
 
provide Internal customers with paper files and store,
 
shelve, retneve and maintain official records
 
retain lease record history
 

Page 1of5 



Item	 Retention OldTitle and Description Number Requested Series 

4B The Royalty Relief Program (ABI) TEMPORARY. Cut 1706-01 
All records related to a program put mto practice to reduce royalty off at close of FY or 1706-02 
assessments to promote development, Increase production, or when activity IS 

encourages production of marginal resources on certam leases or completed Retain 

categones of leases onsite or at the FRC 

Includes: Delete/ Destroy 75 

•	 Implement royalty rehef programs, deep water royalty years after cutoff 
rehef (review apphcations, etc) predevelopment and 
special relief (an ad hoc program) 

•	 Implement royalty relief programs, end-of-life royalty
 
relief (review apphcanons, etc) predevelopment and
 
special rehef (an ad hoc program)
 

•	 determine royalty suspension volume 

•	 support royalty rate reduction requests (end-of-life rehef
 
coord mate with OEE, OFO and PDRE also, perform
 
economic analysis with headquarters, determme
 
ehgrbihty, make determmation)
 

•	 End of LIfe Royalty Relief (apphcatron review and
 
deterrmnation)
 

•	 review, analyze, approve or deny deepwater royalty rehef
 
app IIcations
 

•	 process bid and field determmation appeals 

•	 Evaluate FIeld Determmation/Deepwater Royalty Relief-

Deterrmnation for placement of new producible lease m
 
deepwater mto new or existmg field Eligible DWRR
 
leases may receive share of autornanc royalty suspension
 
volume
 

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

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

. 

Page 2 of5 



Item	 
Title and DescriptionNumber 

48(1)	 Financial Instruments and Bonds (ABF) 
All records related to venfication that the lead operator fulfills the 
legal obhgation to mamtam a lease bond m the required amount 
The bond guarantees compliance with all of the terms and 
conditions of the lease 

•	 Accept, review and adrmmster bonds (I e , general, 
supplemental or replacement) Also process riders, termmations, 
cancellations and third party guarantees 

•	 perform bond and financial reviews 

•	 determme 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 -subrmttals 
0 lease abandonment cost analysts -m depth review 

•	 review and process general and supplemental bonds or other 
financial security for leases and rights-of-use-and-easement 
0 verify the bonds are legally valid 
0 process replacements, termmanons, and cancellations 

•	 conduct economic evaluations of bonds 

•	 determme the required amount of bond or other financial 
security, mcludmg 
0 level of general bond required (based on activrty level) 
0 level of supplemental bond required 

0 review and evaluate alternative financial security proposals 

Conservation Management Suspension of Operations and 
Production (ABJ)4C 
All records related to a regulatory method of mamtammg a lease 
beyond ItS imtral penod when no operations (I e , dnlhng, well re-
working, or production m paying quantities) are bemg conducted 
Under certain cntena, a suspension may be directed to extend the 
lease term 
Includes 

•	 analyze, evaluate and act upon suspension of 
operations/producnon 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, 
direct or approve a request for a suspension of operations 
or suspension of production 

Retention Old 

Requested Serres 

TEMPORARY. 
75 years •.cont'd IIOI-02e 

TEMPORARY. Cut 
off at close of FY or 1\0 1-02a(3) 
when activity IS 
completed Retam 
onsite or at the FRC 
Delete/ Destroy 75 
years after cutoff 
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Item	 Retention OldTitle and DescriptionNumber	 SeriesRequested 
4D	 Sand and Gravel Lease Requests (QAA) TEMPORARY. Cut 1001-05 

All records related to planning, evaluating, prepanng and off at close of FY or 1004-02 
executing sand and gravel mmeral leases include when activity IS 1004-05 

•	 complete National Environmental Policy Act and other completed Retam 

required environmental analyses or consultations onsite or at the FRC 

•	 negotIate Memoranda of Agreement with Federal Delete/ Destroy 25 

agency(s) years after cutoff 

•	 prepare and Issue negotiated sand and gravel leases 

•	 coord mate and conduct compentive sand and gravel lease
 
sales
 

•	 Measured by the number of sand and gravel leases Issued 

NEW 
4D(1) Alternative Energy Technical Studies (LBL)
 

All records related to technical studies providmg mformatron for
 
alternative energy programmatIc and regulatory decisions
 

•	 All work related to techmcal/engmeenng studies
 
conducted m support of the alternative energy program
 

•	 Workshops and public meetmgs held or attended rn
 
support oftechmcal studies for the alternative energy
 
program
 

•	 Preparation and presentation of technical or scientific
 
papers or presentations by staff on alternative energy
 
related research
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Item	 Title and Description Number 

Information Management and Transfer, Process Oil and Gas 

4E	 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 mformation 
management and pubhcanon support services for functions 
covered by the work elements Included under OH-Process 011 and 
Gas Leases, OM-Process offshore 011 and gas user plans and 
permits, OD maintenance of 011 and gas lease authonzations 
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 mformation collection activmes 
and forms requmng OMB approval 

•	 Conduct web management and related tasks and activities 

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

•	 Ensure quality and consistent content and vocabularies for 
BOEM mforrnanon products( Intra or Internet 
publications and documents 

•	 Performa data and mformation quality efforts (version 
control, venfication or vahdanon, especially for public 
Images, graphics or mformation) 

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

•	 Perform activities (including OMB requirements) related 
to customer service •

•	 Revise and review structure of fair market value 
determ matrons 

Retention Old 

Requested Series 

TEMPORARY. Cut NEW 
off at close of FY or 
when activity IS 
completed Retain 
onsite or at the FRC 
Delete/ Destroy 25 
years after cutoff 
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NARA revision -11-14-2012 

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

Bucket 4 Series Title Retention NARAWork 
Adjudicate and Administer Leases (OH) No. AuthorityElement 

4A Adjudicate and Administer Leases (AAZ) AAZ 1101- Lease Management Project Files/Lease 75 yrs NCl-57-84-7 
02(4)a Rental, Minimum Royalty, and Royalty 1101-02-4a 

, 
All records and actions related to adjudication and 
adnunistration of leases that do not fall into any other File 

category, including: 
•	 adj udicate leases AAZ 1101-04 Lease Record History Files When no NCl-57-84-7 
•	 administer leases longer 1101-04 
•	 conduct reviews and provide inputs regarding needed
 

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
 
retain 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. 

1
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Nl-473-12-4, BSEE Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 Series Title Retention NARAWork 
Adjudicate and Administer Leases (OH) No. AuthorityElement 

4B The Royalty Relief Program (ABI) ABI 1706-01a Application for Deep water Royalty 25 yrs. Nl-473-98-2 
All records related to a program put into practice to Relief Files/Approved Applications 1706-Ola 
reduce royalty assessments to promote development, 
increase production, or encourages production of Nl-473-98-2 
marginal resources on certain leases or categories of AAG 1706-02a End of Life Royalty Relief	 25 yrs. 1706-02a 
leases. Applications/Approved Applications
Includes: 

•	 implement royalty relief 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 apphcations, etc.)
 
predevelopment and special relief (an ad hoc
 

program)
 
•	 deternune royalty suspension volume 

•	 support royalty rate reduction requests (end-of-
life relief: coordinate with OEE, OFO and
 . 
PDRE: also, perform econonuc analysis with
 

headquarters, determine eligibihty, make
 

determination)
 
•	 End of LIfe Royalty Relief (application review
 

and determination)
 
•	 review, analyze, approve or deny deepwater
 

royalty relief apphcatrons
 
•	 process bid and field determination appeals 

• Evaluate Field Determmation/Deepwater 

2
 



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

Bucket 4 Series Title Retention NARAWork 
Adjudicate and Administer Leases (OH) No. AuthorityElement 

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

•	 determine the need for specific types of royalty
 
relief 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. 
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Nl-473-12-4, BSEE Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 Series Title Retention NARAWork 
Adjudicate and Administer Leases (OH) No. AuthorityElement 

4B(I) Financial Instruments and Bonds (ABF) ABF 1101-02c Bond Files lyr NCI-57-84-7 
All records related to verification that the lead operator 1101-02c 

,fulfills the legal obligation to maintain a lease bond in 

the required amount. The bond guarantees compliance 
with all of the terms and conditions of the lease. 
Includes: 

•	 Accept, review and admiruster bonds (I e., general,
 
supplemental or replacement) Also process nders,
 
ternunations, 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 -subnurtals
 
0 lease abandonment cost analysis -tn depth
 

review	 -
•	 review and process general and supplemental bonds
 

or other financial secunty for leases and nghts-of-
use-and-easement
 
0 venfy the bonds are legally vahd
 
0 process replacements, termmations, and
 

cancellations 

TEMPORARY. Cut off at close of FY or when activity 

is completed. Retain onsite or at the FRC. Delete/ 
Destroy 75 years after cutoff. 
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Nl-473-12-4, BSEE Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 Series Title Retention NARAWork 
Adjudicate and Administer Leases (OH) No. AuthorityElement 

4C Conservation Management Suspension of ABJ 1101-02a(3) Lease Operations Files - NCl-57-84-7 
Operations and Production (ABJ) 1101-02a3 
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 certain 
cnteria, a suspension may be directed 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, direct or approve a
 
request for a suspension of operations or
 
suspension of production
 

TEMPORARY. Cut off at close of FY or when activity 
is completed. Retain onsite or at the FRC. Delete/ 
Destroy 75 years after cutoff. 
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Nl-473-12-4, BSEE Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 Series Title Retention NARAWork 
Adjudicate and Administer Leases (OH) No. AuthorityElement 

T 
QAA 1001-05 Environmental Studies Case Files 25 yrs. N1-473-88-1-4D	 Sand and Gravel Lease Requests (QAA) 

1001-05All records related to planrung, evaluatmg, preparing 
and executing sand and gravel mineral leases include: QAA 1004-02a International Cooperative Agreement When N1-473-97-1 

•	 complete National Environmental Policy Act superseded 1004-02 

and other required environmental analyses or 
consultations 

•	 negotiate Memoranda of Agreement with QAA 1004-05 Negotiated Agreements 10 N1-473-97-1 
Federal agency(s) 1004-05 

•	 prepare and issue negotiated sand and gravel
 
leases
 

•	 coordinate and conduct cornpetitrve 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. 
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Nl-473-12-4, BSEE Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 Series Title Retention NARAWork 
Adjudicate and Administer Leases (OH) No. AuthorityElement 

I LBL NEW4D(I) Alternative Energy Technical Studies (LBL) 
All records related to technical studies providing 
information for alternative energy programmatic and 
regulatory decisions. 

•	 All work related to technical/engineenng 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 FRe. Delete! . 
Destroy 25 years after cutoff. 
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Nl-473-12-4, BSEE Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket 4	 Series Title Retention NARAWork 
Adjudicate and Administer Leases (OH) No. AuthorityElement 

ABN NEW4E Information Management and Transfer, Process 
Oil and Gas Leases (ABN) 
All 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 011 and Gas Leases, OM-
Process offshore oil and gas user plans and permits, 00 
maintenance of 011and gas lease authorizations. 
Includes: 

•	 Review and edit manuscnpts and provide
 
desktop publishing services
 

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

•	 Manage program office information collection
 
acuvities and forms requinng OMB 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 :seEM BSEE information
 
products( intra or Internet publications and
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Nl-473-12-4, BSEE Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 Series Title Retention NARAWork 
Adjudicate and Administer Leases (OH) No. AuthorityElement 

documents 
•	 Performa data and information quality efforts
 

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

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

•	 Perform activities (including OMB
 
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 
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