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FOREWUKD

The Minerals Management Service (MMS) handbook on records manage-
ment has been developed to provide procedures to ensure the
preservation of records that document the organization, fun

policies, decisions, procedures, and essential transactions of

the MMS. It provides techniques to be used regarding the control

and disposition of records created and/or maintained by the MMS.
The use of this handbook is mandatory. The policies and respon-

sibilities for the Records Management Program are contained in
MMSM 380.2. Questions regarding this handbook may be directed to
1~

the MMS Records Manager, 787-1239 or FTS 393-1239, or the Records

Officers.

Date: DEC ' 4 '%9
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ITEM
NO.

DESCRIPTION
OF REGORDS

DISPOSAL
INSTRUCTIONS

901-01

CHAPTER 9. MINERAL RESOURCE INVENTORY AND
EVALUATION RECORDS

The records described in this chapter are accumulated
while investigating the mineral resource potential.
Include basic scientific and technical data and inter-
pretations of these data in the form of maps and tech-
nical reports. These records are obtained from vari-
ous sources such as purchases from geological and geo-
physical data contractors, confidential industry sub-
mittals, other Government Agencies, results of educa-
tional and research institution investigations, and
data generated within the MMS. Many of these records
are proprietary because they contain, or are based on,
data secured from private sources with the understand-
ing that the information will not be released outside
the MMS. THESE RECORDS MAY ONLY BE RELEASED AND MADE
AVAILABLE FOR PUBLIC INSPECTION AS APPROPRIATE TO AN
INFORMAL OR OPEN FILE.

See subject outlines Resource Evaluation (REV) and
Resource Inventory and Data Acquisition (RID) for
policy and procedural documents.

See Chapter 10 for files related to evaluation of
specific lease sale blocks/prospects. See Chapter 17
for files related to reservoir studies, reserve
estimates, and resource conservation.

PROPRIETARY INFORMATION/DATA includes electric logs,

core descriptions and analyses, seismic record sec-
tions, and other geological, geophysical, and engi-
neering information, maps, reports, and correspond-
ence based on or containing information that is not
available to the public. This data is furnished by
industry sources to the MMS in compliance with the
terms of leases, permits, regulations, and contracts.
PROPRIETARY INFORMATION/DATA IS NOT AVAILABLE TO THE
PUBLIC. SEE CHAPTER 7, SPECIAL INSTRUCTIONS,

PAGE 7-1, OF THIS HANDBOOK.

SECTION 1. EXPLORATION PERMIT RECORDS
Geological and Geophysical Exploration Permit Files.

Documents which relate to the receipt, review, and is-

suance of and monitoring of operations under permits

to conduct geological or geophysical explorations for

Supersedes Release No. 119

Date:

December 14, 1989 (Release No. 165)
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902-01

the near-

i garding
surface structural configuration, sedimentary charac-
and ocean bottom.

teristics, Used to support environ-

mental impact and shallow hazards analyses, lease
block evaluations, and special studies such as marine

archaeology.

a Field
analog magnetic tape. Include nonindexed recordings
(Note:
should

Arrange by related

in roll form and labeled record sections.
Data not processed, such as sidescan sonar,
be filed under Item 902-01b.)

lease sale number, contract, and line number.

h Dmanacaad Dwninta Ranmadusihla /fmulawn asanta or
v JLVLTCOODTM L 11UV . NnopL UUUFLULC \iyiaz, SCpia, vi
vellum) prints of data which have been processed to

remove extraneous signals and interference. Arrange

by company, area surveyed, and line number.

(1) Prints Not Microfilmed.

(2) Prints That Have Been Converted to Microform.

(3) Silver-Halide Microform.

ted
, page 7-1, of thid

in analog form collected and submit by contractors.
See Chapter 7, Special Instructions

handbook.

Cut off when all data required b

v
had 7
or contrac
Destroy 20

NC1-57-84-7

related permit, lease, t
have been submitted.

years after cutoff.

Permanent. Cut off at close of fis-
cal year. Hold 5 years and transfer
to FRC. Transfer to National

7% vears

2 years

after cutoff.

Archives

Volume 302 feet.
45 feet. NC1-57-84-7

Destroy reproducibles when microform

has been verified in accordance with

Permanent. Cut off at close of fis-
cal year. Hold 5 years and transfer
to FRC. Transfer to National

Archives 75 years after cutoff.

Volume 7 feet. Annual accumulation

a 4

i foot. Ni-473-88-1

Cut off when all data required by
the related permit, lease, or con-
Hold 15

Release

tract have been submitted.
years and transfer to FRC.
to public as follows: for unproc-

essed data from permit, 50 years af-

ter date of submission; from lease,

&0 dav
v G

Annual accumulation

Supersedes Release No.
December 14,

Date:

119
(Release No.

1989 165)



Records Management MMSM 380.2-H
ITEM DESCRIPTION DISPOSAL
NG. OF RECORDS INSTRUCTIONS
25 years after cutoff for data from
lease, 50 years for data from permit
N1-473-88-1
902-02 Shallow Seismic Shot-Point Location Maps Record Set. Destroy individual maps when all
Official file copy of each of the base maps, usually related seismic records have been
at a scale of 1" = 4,000', or digital magnetic naviga-| destroyed or when no longer needed
tion tapes, which shows the location of high-resolu- for reference, whichever is earlier.
tion (shallow) seismic shot points Inciude contrac- | NCi-57-84-7
tor maps/tapes showing coverage of individual con-
tracts and index maps/tapes showing all high-resolu-
tion seismic coverage. Arrange by adjacent State,
survey area, company, map number, or permit number.
902-03 High-Resolution (Shallow) Geophysical Interpretive
Maps. Interpretations of high-resolution geophysical
data in terms of subsurface geology and engineering
applications. Include bathymetric maps, shallow
structure maps, and hazard maps (also called anomaly
or geomorphic maps). Arrange by company and survey
area mapped.
a. Preliminary Maps. Destroy upon receipt or completion
of final drafted map. NC1-57-84-7
b. Final Drafted Maps. Cut off when all information reguir-
ed by related permit, lease, or con-
tract is submitted.

(1) Master Copies. Permanent. Hold 25 years and trans-
fer to FRC. Release to public as
follows: for information from per-
mit, 25 years after date of submis-
sion; from lease, 60 days after sub-
mission. Transfer to National
Archives 75 vears after cutoff.
Volume 86 feet. Annual accumulation
14 feet. NC1-57-84-7

(2) Other Copies. Destroy 15 years after cutoff or
when no longer needed for reference,
whichever {s earlier EXCEPT: If
additional significant interpretive
data i{s added tg these copies and
not placed on the master, disposal
instructions for Item 902-03a(l) are
applicable. NC1-57-78-1

Supersedes Release No. 118
Date: December 14, 1989 (Release No. 165) C-66
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ITEM DESCRIPTION DISPOSAL
NO. OF RECCORODS INSTRUCTIONS
902-04 Common Depth Point (CDP Penetration) Seismic Cut off when all information requir-

Records Sections. Records of deep penetration CDP ed by related permit, lease, or con-

seismic surveys which depict the configuration and tract has been submitted.

depth of subsurface geological formations. These NC1-57-84-7

data are purchased from contractors or obtained under

MMS prelease permits or applications for permit to

rill in support of the hazards report. Used primar-
1y to support the identification and evaluation of

the mineral potential of subsurface formations for

block evaluation Arrange by type and scale, i.e.,

full-scale and half-scale bright spot record sec-

tions, and thereunder by adjacent State, company,

area surveyed, and line number.

a. Vellum or Sepia/Film Masters. Permanent. Hold 15 years and trans-
fer toc FRC. Release to public as
follows for information from per-
mit, 25 years after date of submis-
sion; from lease, 10 years after
date of submission. Transfer to
National Archives 75 years after
cutoff. Voiume 3,356 feet. Annuail
accumulation 196 feet. N1-473-88-1

b. Blackline Sepia Paper Prints Destroy 15 years after cutoff or
when no longer needed for reference,
whichever is earlier. EXCEPT: If
additional significant interpretive
data is added to these copies and
not placed on the master, disposal
instructions for Item 902-042 arc
applicable. N1-473-88-1

902-05 Deep Seismic Shot-Point Location Record Set and Mag- Destroy individual maps and erase
netic Tape. Official file copy of each of the base tapes when all related seismic rec-
maps, usually at a scale of 1" = 4,000', or digital ords have been destroyed or when no
magnetic navigation tapes, which cover a majority of longer needed for reference, which-
the blocked acreage showing the location of seismic ever is earlier. Release tapes to

shot points for CDP coverage. Include permittee/ public as fcllows from permit, 25

lessee maps/tapes showing locations for individual yvears after date of submission: from

surveys and MMS maps/tapes summarizing locatiomns for lease, 10 years after submission.
all coverage. Used as an index to available deep N1-473-88-1

seismic record sections and as base maps for compil-

ing detailed seismic interpretive maps. Arrange by

adjacent State, survey area, company, map number, or

permit number.

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165)
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spondence. Arrange by adj

by permit number.

a. Paper Not Microfilmed.

c. Master Microform.
901-02 Exploration Permit Assignment Control Log.

ical exploration permits.
901-03 Reserved.

SECTION 2 SEQADUVCTO
Saviav LUrnisSav

N L. S

identify and evaiuate the miner
£ 7

al
NE_N1 £
vo-Ul 10

cent State and thereunder

b. Paper That Has Been Converted to Microform.

Logs or
registers used to control the assignment of numbers
and other identifying data to geological and geophys-

The records described in this section relate to the
accumulation and interpretation of subsurface struc-
tural information obtained from geophysical surveys.
The results of these surveys are expressed in maps,
sections, and diagrams. These records are used to

potential of sub-

ITCA NECLRIDTIN NISPNSAI
10 LIVE WihWOWIIES § VIV WWIWE v resm
AN AL pEMANDNCG INCTRIINTINAS
NU. Ul nNLvvnvye I I VYV I IVIvVWY
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Cut off at close of calendar year

in which permit is approved. Re-
A N I P S £
ilease Lo puulilclc as 1iU1l1uws. LU
geanhveical nermit, 25 vears after
gecephyslical permit, 22 ye

Y y
submission: for geological permit,
10 years after submission, except
for deep stratigraphic test well
data and information, which are
released 25 years after completion

I
or

ter cuto

o

of test. Transfer to FRC 30 years
-z
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81
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Destroy paper when microform has
been verified in accordance with
Chapter 6, Micrographics, page 6-1,
of this handbook. NC1-57-84-7

spose of in accordance with Item

Cut off at close of fiscal year.

Destroy when all listed items have
been destroyed. NC1-57-84-7

i fans Fammn el o Qoo Ta_— - a1
surrace tformations. See itei T pubiic
information copies
Ciirmarceadacs Dalamsaea NA 171Q
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Seismic Velocity Information. Computer-generated

velocity plots and listings of velocity analyses rel-
ative to or derived from CDP seismic data. Include
velocity analysis plots and listings and power, fre-
quency, and ancillary seismic plots and listings ac-

geophysical data contractors;

, normal moveout and diffraction curve, fre-
detail time-depth, and

3-D velocity logs, check shot and

quency, transverse migration,
2-D velocity plots,
vertical seismic profile surveys and listings and as-

sociated velocity interpretation reports. Used in

block evaluation, hazards analyses, and analyses of
unitization proposals and other requests concerning
producing structures

Not Microfilmed.

c. Silver-Halide Microform.

d. Magnetic Tape.

(1) Processing.
(2) Master. See Chapter 7, Special Instruc-
tions, page 7-1, of this handboock

Cut off when all information re-

quired by related permit,
contract is submitted.
public as follows:
years after date of submission;

iease,

Permanent. Transfer to FRC 15

after cutoff.
Archives 75 years after cutoff.
Volume 747 feet.

NC1-57-84-7

Destrov nmaner or erase tane when
dJestroy paper or erase tape when
microform has been verified in

cordance with

graphics, page 6-1, of this
handbook. NC1-57-84-7

Permanent. Transfer to FRC 15 years
after cutoff Transfer to National
Archives 75 years after cutoff
Volume 3 feet. Annual accumulation
1 foot NC1-57-84-7

Erase when superseded.

documentation.
Archives 25 years after cutoff.
Volume 5 feet.
5 feet. NC1-57-84-7

lease,
Release to

from permit,

10 years after submission.

Transfer to National

Annual accumulation

Chapter 6, Micro-

NC1-57-

together with adequate s
Transfer to National

Annual accumulation

or

25

from

years

84-7

stem

Supersedes Release No. 119

Date:

December 14, 1989 (Release No. 165)
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Records Management MMSM 380.2-H
ITEM DESCRIPTION DISPOSAL
0. OF RECORDS INSTRUCTIONS
e. QOther Copies. Destroy when superseded, obsolete,
or no longer needed for reference.
NC1-57-84-7
302-07 Regional Seismic Interpretive Maps. Regional seismic
structure maps based on interpretive geophysical cor-
relation of CDP seismic record sections and velocity
data. These maps, which show the types of structures
such as salt domes, anticlines, synclines, faulting
or stratigraphic traps, are used in evaluating blocks
offered for leasing. Arrange by adjacent State,
survey area, and map number.
a. Preliminary Maps. Destroy upon receipt or completion
of final drafted map. NC1-57-84-7
b. Final Drafted Maps. Cut off when all information requir-
ed by related permit or lease is
submitted.
{1} Films or Master Copies. Permanent. Hold 25 years and trans-
fer to FRC. Release to public 25
years after date of submission.
Transfer to National Archives 75
years after cutoff. Volume 100
feet. Annual accumulation 20 feet.
NC1-57-84-7 \‘\
(2) Qther Copies. Destroy 15 years after cutoff 6*
when no longer needed for reference,
whichever is earlier. EXCEPT If
additional significant interpretive
data is added to these copies and
not placed on the master, disposal
instructions for (1) above are ap-
plicable. NCi-57-84-7
902-08 Detailed Seismic Interpretive Maps. Sepia masters Permanent. Cut off when all infor-
of seismic structure maps which are one product of mation required by related permit or
the detailed prelease resource evaluation of each lease is submitted. Hold 25 years
sale block. Two horizons and base of reflecting and transfer to FRC. Release to
section are usually mapped for each block or pros- public 25 years after date of sub-
pect Arrange by lease sale number, geographical mission. Transfer to National
area, and prospect number. See Item 1002-02 for Archives 75 years after cutoff.
annotated prints of these maps included in prospect Volume 187 feet. Annual accumu-
investigation case files lation 36 feet. NC1-57-84-7
Supersedes Release No. 118 )
Date::. December 14, 1989 (Release No. 165) Cc-69
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902-09

902-10

903-01

Magnetic and Gravimetric Survevy Records and Maps.

Graphic representations of measurements obtained by
gravimeter and fluxgates, nuclear, and proton-
precession magnetometer surveys and magnetic and

gravimetric anomaly maps based on this survey data.

Geophysical Data Indexes. Registers or logs used for
organizing, cataloging, filing, and retrieving CDP
and high-resolution seismic record sections, seismic
shot-point location maps, seismic velocity data, re-
gional and detailed seismic interpretive maps, and

magnetic and gravimetric survey data and maps. In-
clude card indexes, descriptive lists, shelf lists,
registers. and copies of contractor shipment lists.

SECTION 3. WELL LOGS AND SAMPLE ANALYSIS

RECORDS
The records described in this section consist of
basic subsurface geological and geochemical informa-
tion based on specialized tests and analyses of well

cuttings and cores or any other geologic samples;
recordings made during or after drilling of wells and
test holes; and related records. These basic data
are used in making correlations and performing strat-
igraphic studies in identifying and measuring poros-
ity and reservoir fluids, and in constructing geo-

1s. See Item

Samples. Include cores and cuttings and thin sectiong
of cores and cuttings submitted for examination and
correspondence on particular samples.

a. Wells Driilled on OCS Leases.

Cut off when all information requir-
ed by related permit or lease is
submitted. Hold 15 years and trans-
fer to FRC. Release to public 25
years after date of submission. De-
stroy 75 years after cutoff.

N - I -V ]
1=-27/-04-17

Destroy individual card or sheet
when all items listed have been de-
stroyed or when no longer needed for

reference, whichever is earlier.
NC1-57-84-7

Ll

or an active lease in primary term,
2 years after date of submission of
data and information or 60 days af-
ter a lease sale such that any por-
tion of an offered block is within
50 miles of the well, whichever is

atame 1a
awer, i1e

o
"y

Supersedes Release No. 119
Date: December 14, 1989 Release No. 165)
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Areas.

b. Prototype or Stratigraphic Test Wells in Frontier

2 years after submission; for an

expired lease, release immediately.
Hold 5 years and transfer to FRC.
Transfer to National Archives 25
Volume 110
Annual accumulation 2 feet.

~1 _BE7_9L_7
L“'bl')l“oﬂ‘l

years after cutoff.
feet.

Permanent. Cut off when all data
and information required by related
permit are submitted. Release to
public as follows: for geological
data and information and geophysical
information, 25 years after test
well is completed, or 60 days after
first

miles of test site,

lease sale of lands within 50
whichever is
50

years after well is completed or 60

earlier; for geophysical data,

days after first lease sale within
whichever is earlier.

< YyTals auu LraloiIcTr U RC
ransfer to National Archives 25
years after cutoff. Volume 150

feet. Annual accumulation 2 feet.
NC1-57-84-7

903-02 Sample Control Files. Intermediate controls, such as |[Cut off when analysis of sample is
cards or worksheets, maintained to account for work completed. Destroy 6 months after
pending and status of each sample analysis These cutoff. NC1-57-84-7
files contain data duplicated elsewhere

903-03 See Item 903-06.

903-04 Petrographic Reports. Official file copy of descrip- |Permanent. Review file at least
tions based on detailed microscopic examinations and annually to remove and place in
analyses of thin sections of cores and cuttings. In- |inactive file reports which are
clude determinations of depositional environments, superseded or obsolete. Cut off in-
facies relationships, diagenesis properties, and res- |active file at close of fiscal year.
ervolr rock characteristics. Transfer to FRC 15 years after cut-

off or when no longer needed for
reference, whichever is earlier.
Transfer to National Archives 75
years after cutoff. Volume 210
feet. Annual accumulation 4 feet
NC1-57-84-7

Supersedes Release No. 119

Date: December 14, 1989 (Release No. 165) c-71
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3903-05 Paleontological Reports. Reports based on micropale-| Review file at least annually to
ontological examination of washed well samples which remove and place in inactive file
identifv zonal guide fossile bv denth to estahlich roangrte which are gunergeded ar
y guide fossils by depth to establish reports which are superseded or
the position of "tops" of successive biostratigraphic | obsolete Cut off inactive file at
zones penetrated. These data are obtained from well close of fiscal year. Where the

903-06

completion and other reports submitted by operators,
purchased from paleo data contractors, or prepared

by MMS on the basis of samples submitted by operators|

Used primarily in long-distance correlations using
hingtratigmanhtia cawao Aamd f£am Aana Frmizmb b maloaam
ULUDLLGLL&LG‘JIAL» LULITS ailu 1uUIr LUI]SLI’UL\-LH& puLeUeu-
vironmental maps. Arrange by area, block, lease, and
well number

a. Detailed Reports.

b. Summary Reports.

Logs. Records made by well logging devices during or

after drilling of wells and test holes which furnish

well to well and in detection and evaluation of pos-
sible productive horizons. Include electrical logs,
which record resistivities of subsurface formations

and spontaneous potentials generated in the borehole;

1]
[
2]

e
=3
<
]
[
0
o
—

e}
I
]

"0

well number.

a. Record Set. Official file copy maintained in

the Regional Office.

contract does not prohibit release,
release to public as follows:
information from permit, 25 years;

information from lease, i0 years
after date of submission

Permanent. Hold 15 years and trans-
fer to FRC. Transfer to National

Archives 75 years after cutoff.
Volume 55 feet. Annual accumulation

z
[+]

PN 2t
feet. NCi->
Destroy 30 years after cutoff or

when no longer needed for reference,

whichever is earlier. N1-473-88-1

[y

O
[
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ITEM
NO.

DESGRIPTION
OF REGORDS

DISPOSAL
INSTRUCTIONS

(1) Paper Not Converted to Microform.

(2) Paper Converted to Microform.

(3) Silver-Halide Microform.

(4) Magnetic Tape.
(a) Processing.

(b) Master. See Chapter 7, Special
Instructions, page 7-1, of this handbook.

b. ther Copi

Permanent. Cut off and stamp "Ex-
pired" when lease is expired, relin-
Hold 25

years and transfer to FRC.

quished, or terminated.
Transfer
to National Archives 75 years after
cutoff. Volume 916 feet.
accumulation 169 feet.

Annual
Release data
to public 2 years after date of
submission. NC1-57-84-7

Destroy paper when microform has
been verified in accordance with
Chapter 6, Micrographics, page 6-1,
of this handbook. N1-473-88-1
Permanent. Cut off and stamp "Ex-
pired"” when lease is expired, relin-
Hold 25
years and transfer to FRC.

quished, or terminated.
Transfer
to National Archives 40 years after
cutoff. Release data to public 2
years after date of submission.
Volume 5 feet. Annual accumulation

1 foot. N1-473-88-1

Erase when superseded. N1-473-88-1

Permanent. Cut off and stamp "Ex-

pired" when lease is expired, relin-

quished, or terminated. Release data
to public 2 years after date of sub-
mission. Hold 1 year and transfer to
Center for Electronic Records
together with adequate system docu-
mentation. Transfer to National
Archives 10 years after cutoff.
Volume 2 feet. Annual accumulation

1 foot. N1-473-88-1

Cut off and stamp "Expired" when
lease is canceled, relinquished, or
terminated. Destroy 5 years after
cutoff or when no longer needed for
reference, whichever is earlier.

NC1-57-84-7

Supersedes Release No.

Date:

119

December 14, 1989 (Release No. 165)
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S$03-07 Directional Surveys. Surveys of directionally drilied]
finished hole of each well. These surveys measure the
degree of departure from the vertical and the direc-
tion of departure at various depths in the well. Ar-

range by lease number and thereunder by well number.

a. Record Set. Official file copy maintained in the

Regional Office.

Lial1 T ome Mo 3 T3 __ my o Py = o a3
Wil LOR ard indaex. inese caras serve as an 1naex
to the varioug tvnes of loge f(electric, radiatioan

to the varie ug types of logs (electric, radiation,
directional survey, etc.) available for each well for

both active and expired leases. The cards show lease
number, State, area, well number, block, company or
operator, and types of logs and surveys available.
Arrange by geographical area and thereunder by block

number and well number.

Gonrhaminal Deancsnantina Cuinmoacs arnae and RamAarnta Mana
MWL AL AL AL L Lvilgcb\-&xla LAY Y ch l'lﬂg; il I\GEUI L T-x maps
and reports based on geochemical analyses of light

hydrocarbons from seafloor cores. Include determina-
tions of the hydrocarbon source quality, source type,
and degree of thermal maturity of the sediments. Used
in evaluating the hydrocarbon potential of the survey-

ed area.

The records described in this section are accumulated
in the preparation of structural and stratigraphic
and cross-sections to evaluate the
They result from the compila-

reports, maps,
hydrocarbon potential.

tion, correlation, and interpretation of subsurface

Cut off when lease is canceled, re-
Hold 5

Destroy
-5

linquished, or terminated.
FRC.

e
nei

years and transfer to

TE vamrs afbar Ay3dnLs 2_9ot_"
f2 years aiiler cuiloii. I =04~y

Cut off when lease 1s canceled, re-
linquished,
5 years after cutoff or when no

or terminated. Destroy
longer needed for reference.
NC1-57-84-7

terminated.
Transfer to FRC 3 years after cutoff
or when no longer needed for refer-
ence, whichever is earlier. Trans-
fer to National Archives 75 years

Volume 6 feet.

NC1-57-84-7

after cutoff. Annual

accumulation 1 foot.

is conducted. Hold 15 years and

transfer to FRC. Transfer to
National Archives 75 years after cut-
off. Volume 44 feet. Annual accumu-

lation 4 cubic feet. NC1-57-84-7

adannhuuaisaal Aatan Mhama wmamamdas hamra mamadbd tdern AamAd

BTCUPILLYDO vaai uava. 1uTdc I'ecuvuiud liave I.CPCLJ» LiIVTe auu

multiple applications in support of Federal leasing

p pp suppo of Fede g

Ciimavensdac Dalasce NA 110
ouperseaes reiease nNO., 117
MNat+ao - Na~amhar 1A 1QQAQ (DAalaaaa NA 16K\
AaALcT . T UCIlLJT L P S 3¥ ] 4070 RS L =g = ¥} = LN\ o 1099 c-74
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904-02

programs. See Item 705-01 for public information

copies.

Geologv Filesa. QGeological

f

raphy, general drainage, and general lease sale map-

ping, and reserve studies of individual fields. In-
clude subsurface structural and stratigraphic maps and
technical data, notes,

cross-sections, isopach maps,

and reports. Arrange by adjacent State, thereunder

by area number and biock number.

Tectonic _and Stratigraphic Investigation and Mapping

Project Files.

tonic, stratigraphic, and paleontologic studies and

These files relate to regional tec-

mapping tied to known producing horizons. The inves-
tigations are based on the study of subsurface infor-

mation such as wireline surveys, paleo report,

The
objective of these studies is to compile regional

lation of regional maps and cross-sections.
geologic interpretations. These studies provide the
regional subsurface knowledge to define areas most

prospective for future lease sales; to determine cri-

Do not include subsurface studies conducted for lease
sale environmental impact statements (Item 1001-03),
specific sale areas (Item 1002-01), individual sale
prospects (Item 1002-02), or reservoir and field study]

mapping (Items 1702-01 and -02).

Documents reflectin

a. g
a. Lrroject I--€8. Jocumenig relileciln :-4

Proiect Files.

history of the project from initiation to completion.
Include documents authorizing the project and describ-
ing its scope, purpose, objectives, and methodology;
interim progress reports and correspondence; struc-
tural contour maps and cross-sections; paleo-environ-

ions; and final
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o
L
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o
"
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[
or
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-
o
=4
@

Permanent.
cal year in which report is complet-
ed.

years after cutoff.

Cut
Release to public a minimum 25
Transfer to FRC
30 years after cutoff. Transfer to
National Archives 75 years after

cutoff.

cal year in which project is com-
pleted.
25 years after cutoff.

Release to public a minimum
Transfer to
FRC 15 years after cutoff or when no

longer needed for reference, which-

ever is earlier. Transfer t
e
7

(@]
!

~
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ITCERA NECMDIDTINM NICSDNCAI
10 RLEVI WOVl VIV WIWE UUriks
AIN NE pEMANDNC IMNMEeTDIINCTINMGQ
nNU. Ur nLvvnve YD I NVWV 1 IUVITY
b. Study wWorkpapers. Notes, drafit reports, and pre- | Cut off when project is compieted.
Tdmimamer Aam dntbammaddatba banhnwdacnatl and cndawsdfdea dasal Nactdwacwe 2 wrannma afbawm bl
4diuinGrL Yy Vi AMLTLINTULAWES LCLUULLVGL Qauu dLaiTuviiae uul.q VDB WiV ~ YTQGLD QGiLTI L“uLvilL.
created in establishing regional well log correla- NC1-57-84-7
tions, constructing regional cross-sections, and pre-
paring regional maps. These data and work maps are
duplicated in the final maps, cross-sections, and re-
ports, or are of such a routine or fragmentary nature
that they have neither evidential nor informational
iong-term vaiue.
904-03 Stratigraphic Summarv Well Renorts. The official fil-J Permanent. Cut off when report is
e L x S = N b
copy of geological and operational summary reports on | finalized. When related regional
test wells. These reports are based on subsurface in-| study is completed, consolidate with
formation obtained from deep stratigraphic testing project case file and dispose in ac-
operations conducted under geological exploration per-| cordance with Item 904-02a. Volume
mits. Arrange by well locations. 8 feet. Annual accumulation 1 foot.
NCi-57-84-7
904-04 Sediment Analvgig Studyv Files. These files relate to

studies of productive trends. The objective of these
studies is to establish and maintain a geologic frame-
work for the area to support the evaluation of the po-
tential of these rock sequences. Used to determine
prospective environments of deposition; facies in car-
bonate reservoirs

£
P

tion; to identify and evaluate drainage blocks: to
classify porosity and permeability type, pore geome-
try, and the diagenetic alteration of pore geometry
for detailed reservoir analysis; to aid in evaluating
performance characteristics of carbonate reservoirs
in different sedimentary facies; and to evaluate the
distribution and potential productivity of nonenergy
type of
ioe

s
and s

a. Study Files. Documents authorizing the study and | Permanent. Cut off when study is
describing its scope, purpose, objectives, and meth- completed. Release to public a
odology: interim progress reports and correspondence; |minimum 25 years after cutoff.
final carbonate maps and cross-sections; final study Transfer to FRC 15 years after cut-
report containing summary and conclusions; and related| off or when no longer needed for

papers and correspondence of vaiue to the historicail reference, whichever is eariier
Aanmmiant ~€ tha madant Truanafarn +tan Natinanal Arn~rhivaa S50
account of the projsct Transfer tc Naticnal Archives 50
vears after cutoff. Volume 36
feet. Annual accumulation 3 feet.
NC1-57-78-1
Ciirmarandas Dalasaa NA 11a )
Ol‘h":&:?cﬂJC:D NCLCTAOC LW/ o P
Date: December 14, 1989 (Release No. 165) c-7
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[ b o of V| NRrFroARINTIAL nisnRnNASAIL
11Em UEOLRIrIIUN UiIOrUoAL
Y, Y Y-V Y. V. .Y IAIATRIIATIALMN
U. Ur neLvonuvo INOIRN 1HUND
b Stud rkpapers. Preliminary or intermediate Cut off when study is completed.
technical and scientific data which are duplicated or| Destroy 3 years after cutoff.
adeauatelu aummanrisad Iin tha final ranart and minar Nr1_B7.8L_7
adequatel y summarized in the final report and minor NC1-57-84-7
administrative documents collected during the study
but not necessary to ensure an adequate history of
the study.
904-05 Reserved.

Supersedes Release No. 119

Date:

December 14, 1989 (Release No. 165)
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mineral lease sales.

SECTION 1. LEASE SALES ACTIVITY RECORDS

sources of the area to be included in a lease sale. NC1-57-84-7
Maintained by office responsible for preparation of
report. Used in selection of specific blocks to be
offered for lease. Arrange by lease sale number or
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equests describing areas atroy 2
and expressing an interest in leasing, abstracts of N1-473-88-1
nominations showing name of company and block number
nominated, index maps which summarize all nominations
and recommendations for selection, and documents pro-
testing lease activities. Arrange by lease sale num-
ber or name.

Sale Fnvuiranmental

Imnact Statement Filea. Scientific

and technical documents accumulated in the preparationi
of draft and final Environmental Impact Statements
(EIS's). Include geologic summary reports and geolog-
ic framework descriptions; resource reports as to the
possible effects of leasing on the total environment;

ocuments
*
t

a. Major Environmental Analysis Files. Data and pro-|Place in inactive file after com-

posed plans of action submitted by lessees, permit- pliance with environmental regula-
tees, and operators on the impact of proposed lease tions has been determined. Cut off
operations; checklists; analyses, reports, and corre- | inactive file at close of fiscal

or operator and year. Transfer to FRC 3 years after

181\
14037



DESGRIPTION
OF RECORDS

1001-04

1001-05

1001-06

environmental analvs

lvs

principal.

Data and

b. Minor Environmental Analysis Files.

proposed plans of action submitted by lessee, per-
mittee, or operator; analyses of proposed plans; and
correspondence with other Agencies and the lessee,

n

permittee, or operator. Maintained by the Regio

[#]

r

office responsible for environmental analysis and ar-

ranged by location and principal.

Lease Sale Activity History Files. General informa-

tion regarding each lease sale from block selection
the acceptance or rejection of

of blocks,

in the Federal Register regarding the sale; reports

on assignment of responsibility and status of detailed

block evaluations; documents related to prices, inter-

est rates, and tax figures to be used in evaluations;

block evaluation estimates; copies of bid recaps and

o
3
n; reports on sale results; and related documents.

Arrange by lease sale number, subdivided by category
as appropriate.

General informa-

Environmental Studies Case Files.

tion regarding management rogram of scientif-

b -]

t a

fected by marine mineral resource
development. Include regional study plans; national
study plans; national study lists; documents defining
program priorities, requesting studies, and describing
objectives; authorizing correspondence; interim re-
ports on overall program progress. Contract monitor-
ing documents are filed in Item 503-02b. Arrange by

Environmental Studies Reports. Results of contracted
studies designed to provide information on marine and
coastal ecosystems, upon which prediction, assessment,
and management of impacts of oil and gas development
may be based.
£ic and technical data. Arrange

4~
1C

Place in inactive file after compli-
ance with environmental regulations
Cut off inac-
De-

has been determined.

tive at close of fiscal year.
k}

stroy 3 years after cutoff.

NC1-57-84-

Cut off at close of fiscal year in
which final determinations of bid
acceptance or rejection are made.

aaaaa € eabawm

nit -~ Tamaawm man Adad
wvispUsT Ui wach

no i10nger needaseda

for reference. N1-473-88-1

Cut off at close of fiscal year.
Hold 15 years after cutoff and

n e 14
vesLroy co
-4

fter 73-88-1
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ITEM DESCRIPTION N O ONS

nNU. Ur nLvvnve INO I NUV IIVITY

Complete record set is maintained by headquarters

Branch of Environmental Studies; record set of region-

al studies, sponsored by the Region, is maintained by

the respective Region.

a. r T ther With Pertinent 1 Permanent. Cut off when study is
completed. Transfer to FRC 15 years
after cutoff. Transfer to National
Archives 30 years after cutoff.
Volume 120 feet. Annual accumulatiod
12 feet. N1-473-88-

b. Other Copies. Cut off when study is completed.
Dispose of when no longer needed
for reference. N1-473-88-1

SECTION 2. LOCK EVALUATION FILES

Documents accumulated by marine evaluation geologists)

geophysicists, and petroleum engineers in preparing

detailed estimates of the value of oil and gas on each

block to be included in the sale. While created in

connection with a specific sale, this information has

repetitive and multiple applications in support of

lease management operations and future lease sales.

1002-01 Le le Area Geological Geophysical Information Cut off at close of fiscal year in
Files. Technical data, reports, and interpretive mapé which final determinations of bid
prepared for a specific lease sale which pertain to acceptance or rejection are made.
the offered area in general rather than to individual | Transfer to FRC 30 years after cut-
prospect or group of prospects. off or when reference needs have

been exhausted or sufficiently mini-
mized, whichever is earlier De-
stroy 75 years after cutoff.
NC1-57-84-7

1002-02 Prospect Investigation Files. Following the announce-
ment of blocks to be included in a lease sale, the
blocks are grouped into prospects on the basis of
seismic/structural information. These files contain
the results of detailed geological, geophysical, and
engineering investigations of individual prospects for
presale evaluation of blocks selected for leasing.

Include geophysical investigation report discussing

all phases of the seismic/structural evaluation in

detail and velocity study data, if available; geolog-

ical evaluation report containing concise information

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) c-81



termediate geophysical, geological, and engineering
data which are duplicated or adequately summarized in
final reports or maps filed in Item 1002-02.

by lease number, name,

Arrange

area, or prospect names.

Prranee e Truectisation Filea Card Tndey mMooce ecarda
rrospecec nvescigation riies Laraga ilndex ilnese caras
gerve ag an index to the contentg and coverage of
serve as an index to the contents and coverage of
"prospect folders." Arrange one set of cards by sale

Records Management MMSM 380.2-H
ITEM NESCRIPTIO DISPOSAI
17 LIV VUi VIV SPIWOS wesrum
NO. OF RECORDS INSTRUCTIONS

on the paleontological conditions, sand conditions,

and structural aspects of the prospect based on data

from selected wells in the vicinity of the prospect

or based on model fields; reservoir engineering report

containing estimates of the range of values and like-

lihood for occurrence of each value for basic engi-

neering and economic parameters for expected reser-

voirs; and final drafted seismic structure maps (in

some instances, manuscript) annotated to show estimat-

ed thickness, distribution, and depths of reasonably

expected reservoirs, area figures of acres, well data,

bright spots, and special notes. Arrange by lease

sale number or name, thereunder by area, then prospect

number.

a. Regional Office. Cut off at close of fiscal year in
which final determinations of bid
acceptance or rejection are made.
Transfer to FRC 30 years after cut-
off. Destroy 75 years after cutoff.
NC1-57-84-7

b. Other Copies. Cut off at close of fiscal year.
Destroy 10 years after cutoff or
when no longer needed for refer-
ence, whichever is earlier.
NC1-57-84-7

1002-03 Prospect Evaluation Work Papers. Preliminary or in- Cut off at close of fiscal year in

which final determinations of bid
acceptance or rejection are made.
Destroy 3 years after cutoff.
NC1-57-84-7

stroyed or when no longer needed for

number or name and thereunder by prospect number and reference, whichever is earlier.
show the types of technical reports and maps available [NC1-57-84-7
for each prospect. Arrange another set by block num-
ber and list the prospects included in that block.

1002-05 Lease Sale Prospect Index Maps. Base maps covering Transfer to FRC in accordance with
o mnlo memne sshd ol mn mmm b mbnd ba mlac: s Téaom 1NNIDI_NDa w1 _RK7_QL 7
tae saile arca wiiicCl arc annviailted Lo SHNOow pgruspocn LiEum 1vva-uca. NUL=Ji=04%~1
numbers, and if applicable, numbers of 1" = 4,000’
scale base maps.
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1002-06 | Lease Sale Prospect Block Evaluation Report Fiies. Cut off at close of fiscal year in
Computer printouts containing descriptive and statis- | which final determinations of bid
tical data on presale economic evaluation and risk acceptance or rejection are made.
analysis for blocks to be offered in upcoming lease Hold 5 years and transfer to FRC.

1003-01

1003-02

sales. Reports are generated by a model (such as the
Monte Carlo Range of Values System) for manipulation
of geologic, engineering, and economic data to estab-
lish the fair market value of lands offered for com-

mated reserves, and summary presale values by pros-
pect and block. Used initially in determining pre-
sale values of blocks and thereafter in postsale eval-
uation reviews and analyses and in planning future
lease sales. Arrange by lease sale number or name,

thereunder by report title.

Lease Sale Bid Recap and Sale Summary Report Files.
Computer printouts containing descriptive and statis-

tical data on bids submitted by industry in response
to lease sales and presale values. Include bonus bid
recap reports by area and block, highest bid

Used ng recommendations on acceptance or rejec-
tion of bids, in postsale evaluation reviews, and in
planning future lease sales. Arrange by lease sale

number or name thereunder by report title.

Postsale Analysis Files. Documents accumulated in

with high, mean, and median bids and with individual
company bids; comparisons of presale estimates and
sale results with results of exploratory drillings;
and correlation of bright spot data with bids and
drilling results. Arrange by lease sale number or

name.

Destroy 25 years after cutoff.

NC1-57-84-7

Cut off at close of fiscal year in
which final determinations of bid

acceptance or rejection are made.

Destroy 5 years after cut

NC1-57-84-7

completed. Hold 5 years
fer to FRC.

Transfer to

off.

and trans-
the
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NICDNCAL
ViVl UUML

INSTRUCTIONS

the collection of data for postsale analysis which
are duplicated or adequately summarized in the final
report and/or of minor administrative nature not

necasgary ansure an adcauats Riod oo
UuTLTS>ary TUS UL T au aucyuale nisLory

b. Study Background Files. Documents accumulated in

Nat
*
-

accumulation 1 foot. NC1-57-84-7

Cut off when study is completed.

Destroy 3 years after cutoff.
NC1-57-84-7

ional Archives 20 years after
€ *
i 9

Avmwmiral
NAILIUG L

Supersedes Release No. 119

Date:

December 14, 1989 (Release No. 165)
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responsible for collection of rents and royalties and
supervision of lease operations up to relinquishment.
The records described in this chapter document lease
management activities in general. Lease management
project files include bond decisions, lease instru-
ments, assignments, and designation of operator; re-

records. THE OFFICIAL FILE COPIES
OF THESE RECORDS MUST BE MAINTAINED IN THE REGIONAL
OFFICE CENTRAL FILE ROOM.

PROPRIETARY INFORMATION/DATA includes electric logs,

core descriptions and analyses, seismic record sec-

ence based on or containing information that is not
available to the public. This data is furnished by
industry sources to the MMS in compliance with the
terms of leases, permits, regulations, and contracts.
PROPRIETARY INFORMATION/DATA IS NOT AVAILABLE TO THE
PUBLIC. SEE CHAPTER 7, SPECIAL INSTRUCTIONS,

PAGE 7-i, OF THIS HANDBOOK.

each drilling/production form and/or report to the
regional office. One copy of the form or report
should be marked by the gperator in such a manner as
to block out any proprietary data. This marked-up
copy should be stamped or noted as "Public Informa-
tion" by the operator. The public information copy

Central File Room. THIS COPY IS _Q_ AVAILABLE TO THE
PUBLIC. The records contained in this chapter may be
microfilmed. Destroy paper 4 months after verifica-

tion of microfilm. Microfilmed records to be filmed

in accordance with Chapter 6, Micrographics, page 6-1,
of this handbook. The maintenance and disposal in-
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mt off inactive file at close of

1101-01 Undeveloned lease Files. Copies of lease instruments

and related correspondence on leases for which no iscal year. Undeveloped leases:
plan of development, plan of exploration, or Form cut off in 5-year blocks, destroy
MMS-331C has been received. Arrange numerically by 10 years after cutoff. When Form
lease number. MMS-331C or equivalent is received,
transfer to project case file,
Item 1i0i-02. NCi-57-84-7

1101-02 lLeage Manaocement Praofect Filee Rernrde
1101-02 Leage Management Proiect Fileg. Records

ment supervision of activities on a specis
and the wells drilled on that lease. THESE DETAILED
FILES REPRESENT ONE OF THE LARGEST AND MOST IMPORTANT
FILE GROUPS. Thus, these files must be carefully
arranged and maintained. All project file material
is arranged by lease sale number or name.

a. Lease History Files. Reccrds which reflect a Cut off when lease 1s terminated

continuing history of each lease from issuance to

relinquishment. Because of the quantity of material
accumulated on most active leases, standardized break-
downs have been established. Subdivide as follows if

volume warrants:

decisions or memorandums concerning bonds or tond cov
erage; cross agreements with the State on disputed

lands; designations of operator or agent; assignment
of lease interest; mergers or name changes; rights-of-
way, use, or easement; suspension of production; expi-
ration, termination, cancellation, or relinquishment

»
P 1 P S T R,
pars uUr aii Ul Lue lease.

(2) Lease Plan of Exploration and Plan of Devel-
opment and Production. Applies to leases issued since|
1970. Include operator's plan of development and/or

exploration; transmittal letters; MMS approval; re-
ports on progress of plan; and supporting geologic and
engineering reports and data including maps, surveys,
and piats. FPlans are revised periodicaily and several

™ Lo £0Y o
ine 1iai€

ars £mm o
may i

mdmela Vanoa
a SingiT iTasc.

(3) Lease Operations File. Documents relating

to the operations of the lease. Include Jocuments on
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nance opera
field rules;
which pertain to lease operations and structures
(waivers for well operations are filed under Item
1101-02b), departure reports, confirmations of inci-
dents of noncompliance, and suspension of operations

and production.

ment of the rentals and minimum royalties.

(a) Regional Office. Transfer to FRC 5 years after cut-
off. Destroy 75 years after cutoff.

NC1-57-84-7

continuing usefulness for future
research may be retained as non-
record reference material until no
longer needed. NC1-57-84-7

(c) Royalty Management.

W
o

2. Magnetic Tape. (These tapes con- Destroy 7 years after date of last
tain data for calculating assessments.) payment. NC1-57-84-7

b. Well Files. Records documenting supervision of Cut off when lease is terminated.

ic and engineering data supporting

g
operator submittals, such as sidewall core analyses,
formation tests, bottomhole pressure test reports,
well potential reports, packer tests; maps, plats,
specifications, and drawings pertaining to individual
wells; documents reflecting geological, geophysical,

and engineering review and evaluation of operator sub-




Records Management

MMSM 380.2-H

ITEM
NO.

DESCRIPTION
OF RECORDS

DISPOSAL
INSTRUCTIONS

1101-03

1101-04

(1) Regional Office.

(2) Other Copies.

c. Bond Files.
decisions regarding bonds, and correspondence.
Arrange alphabetically by company name. This mate-
rial is sometimes filed in the appropriate lease or
permit history file Item 1101-02a.

Lists of State and nationwide bonds,

d. Power of Attorney Files. Changes to general and

special powers of attorney and related correspondence.

This material is sometimes filed in the appropriate
lease or permit case history file.

e. Expired Leases.

f. Corporate Files.

Lease/Block Cross-Reference Card Index File. Card
indexes used to cross-reference well numbers to
American Petroleum Institute (API) well and block
numbers; other information such as lease operations

data and well log availability.

Lease Record History Files. Card forms or equivalent

concise summaries of lease information. Include

lessee's location, term of lease, State lease number

(1f any), rental royalty rates, interests of multiple
owners, lease stipulation, and drilling and produc-

tion data. Maintain by lease number and name.

Transfer to FRC 5 years after cut-
off or when no longer needed for
reference, whichever is earlier.
Destroy 75 years after cutoff.

NC1-57-84-7

Destroy 5 years after cutoff except
that technical data and reports of
continuing usefulness for future
research may be retained as non-
record reference material until no
longer needed. NC1-57-84-7

Place in inactive file when lease is

terminated. Cut off inactive file
at close of fiscal year. Destroy 1
year after cutoff. NC1-57-84-7

Destroy when superseded, obsolete,
or no longer needed for reference.
NC1-57-84-7

Transfer to the FRC 10 years after
cutoff.
off.

Destroy 75 years after cut-

Destroy when superseded, obsolete,

or no longer needed for reference.

N1-473-88-1

Destroy when superseded, obsolete,

or no longer needed for reference.
°

NC1-57-84-7

Destroy when superseded, obsolete,
or no longer needed for reference.

NC1-57-84-7

Supersedes Release No.
December 14,

Date:

119

1989 (Release No. 165)
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equival
ing information on lease operations., individual well
status and production, disposition of gas, and runs
and sales of lease products. Used in monitoring
lease operations and production (including drilling
and producing wells) and engineering studies. Ar-
range by lease number and thereunder chronologically

; ramm AL

a. Regional Office.

b. Other Copies.

SECTION 2. OIL AND GAS FIELD RECORDS

Correspondence

0il and Gas Field Development Files.

and technical information which pertains to an oil and

regarding fields in State-owned zones.
ments regarding drilling and production operations on
the field in general; notices of State hearings; field
plans of development; opébétor requests to establish,
extend, or revise field drilling rules which govern
development of a field; correspondence regarding an-

Include docu-
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neering reports and maps
posed field rules or revisions; pressure profiles: and
structural information. See Chapter 17 for Maximum
Efficient Rate (MER) field/reservoir data, field/res-
ervoir studies, and unit geology and engineering data.
See Item 1200-01 for the record set of field drilling

rules.

Transfer to FRC 3 years after cut-
off. Destroy 7 years after cutoff.
NC1-57-78-1

Destroy 3 years after cutoff except
that technical data and reports of
re-

continuing usefuiness for future

[y
(o))
un




a. BRegionsl Office.

(1) Paper not microfilmed. Cut off every 5 years at close of
fiscal year. Hold 10 years and
transfer to FRC. Destroy 25 years
after cutoff. NC1-57-84-7

(2) Paper That Has Been Converted to Microform Destroy paper when microform has
been verified in accordance with
Chapter 6, Micrographics, page 6-1,
of this handbook. NC1-57-84-7

(3) Silver-Halide Microform. Cut off every 5 years at close of
fiscal year. Hold 10 years and
transfer to FRC. Destroy 25 years
after cutoff. NC1-57-84-7

b. Other Copies. Review at least annually to destroy

documents which are no longer needed
for local reference. NC1-57-84-7

SECTION 3. BASE MAPS AND FINDING AIDS

geological and geophysical interpretive maps and
cross-sections prepared for lease sale evaluations or
for special studies or projects. The word "publish-
ed" as used in this section means reproduction by

printing, photographic, and other methods whether for

limited or general distribution.

all leased acreage, are in two scales. The 1" =
1,000' (one lease block) maps show detailed drilling
information (e.g., platform and well locations and

other data plotted from sundry notices on wells, well

completion reports, new producible lease notices,
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units and pipelines Maintain in binders arranged by
field. See Item 1200-05 for prints of the maps

--Lease/Well Data Maps. These base maps at various

scales show leases and wells, and, in some cases, zone




Records Management MMSM 380.2-H
ITEM DESCRIPTION DISPOSAL
NO. OF RECORDS INSTRUCTIONS
lines and fairways. Data is piotted from sundry no-
tices on wells, well completion reports, new produci-
ble lease notices, directional survevs, etc. The 1" a3
4,000' base maps are overlaid with CDP seismic shot-
point location base maps, Item 902-05, to produce work
maps used in detailed block evaluations. Arrange by
adjacent State and thereunder by map number.
--0ii and Gas Deveiopment Maps. These base maps, at
a scale of 1" = 20,000', summarize all nonproprietary
engineering data; i.e., areas, blocks, zones, lease
platforms, pipelines, fairways, units, fields, and
court decision lines for disputed areas. Prints of
these maps are colored and annotated for use as find-
ing aids and indexes.
--Base Maps (1% = 40,000°' and 1" = 80,000°). These
base maps, one at each scale for blocked acreage,
show blocks, leases, zone lines, and fairways. Used
as base maps in preparing graphic indexes and trend
maps
1103-01 Manuscript Maps. Master manuscript of each base map | Permanent. Cut off when map is re-
maintained and updated by organizational units respon- drafted or completed. Transfer to
sible for drafting and cartographic support. For the | FRC 5 years after cutoff. Transfer
most part, data shown on these maps is cumulative; to the Natiomal Archives 20 years
i.e., the map is never "completed" sc long as lease after cutcff. Volume 10 feet
activities continue in the area covered by the map. Annual accumulation 1 foot.
NC1-57-84-7
1103-02 Published Base Map Record Set. One copy of each edi- | Permanent. Cut off when published.
tion, revision, or variant of each printed or other- Transfer to FRC 3 years after cut-
wise reproduced map. Maps in this set will be dis- off. Transfer to the National
tinctly marked "Record Set" and will not be charged Archives 20 years after cutoff.
out. Volume 16 feet Annual accumulation
L feet, NC1-57-84-7
1103-03 Other Base Map Copies. Reference or working copy Destroy when superseded, obsolete,
prints of base maps which are not described or no longer needed for reference.
elsewhere. NC1-57-84-7
1103-04 Graphic Indexes and Finding Aids. Graphic indexes Permanent. Dispose of in accordance
(usually base maps) which indicate the coverage of with instructions for records to
each map of an area covered by several maps, finding which they relate EXCEPT Indexes
aids, such as card indexes and descriptive lists; and | to permanent records may be retained
similar records not described elsewhere. permanently in inactive files area
as a finding aid after records to
Supersedes Release No. 118
Date: December 14, 1989 (Release No. 165) c-91
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NO. OF RECORDS INSTRUGTIONS
which they relate are transferred to
FRC. Transfer to National Archives
when the records to which they re-
late are offered. Volume 10 feet.
Annual accumulation 2 feet.
NC1-57-84-7
1103-05 Qfficial Protraction Disgrams. Reproducible and pa- Permanent. Cut off when revised

per prints which show blocked acreage for leage sale. | protraction diagram is received
Transfer to FRC 5 years after cut-
off. Transfer to National Archives
20 years after cutoff. Volume 12
feet. Annual accumulation 4 feet.
NC1-57-84-7

SECTION 4. RESERVED
SECTION 5. COASTAL ZONE MANAGEMENT (CZM)

The file described below pertains to the formulation,

review, and implementation of local and State CZM

pians.

1105-01 Coastal Zone Management. Documents accumulated and Destroy when CZM plan is superseded,

plans developed by State and local areas including
correspondence and similar material regarding review
Subdivide by State,

and implementation. territories,

and/or sanctuaries.

obsolete, or no longer needed for

reference. NC1-57-84-7

Supersedes Release No.
December 14,

Date:

119

1989 (Release No. 165)



DISPOSAL
INSTRUCTIONS

1200-01

Chapter 12. DRILLING OPERATIONS RECORDS

The records described in this chapter are accumulated

as part of the inspection and monitoring of drilling

operations. Include official copies of field drilling

rules; reports of the status of drilling operations

and engineering development of individual wellis; and
P 1

PROPRIETARY INFORMATION/DATA includes electric logs,
core descriptions and analyses, seismic record sec-

tions, and other geological, geophysical, and engi-
neering information, maps, reports, and correspondencd
based on or containing information that 1is not avail-

the public. This

[+%
+
-

a urnish y indu
try sources to the MMS in compliance with the terms of]
leases, permits, regulations, and contracts. PROPRIE-|

TARY INFORMATION/DATA IS NOT AVAILABLE TO THE PUBLIC.
SEE CHAPTER 7, SPECIAL INSTRUCTIONS, PAGE 7-1, OF THI%
HANDBOOK.

Drilling Rules Record Set. Off
h set o 1 ev

lished. This schedule applies to the master set
maintained by the unit responsible for issuing field
drilling rules. Arrange by State and thereunder by
area, field name, and then depth.

Driliing Rig Inspections. Reports from

ions, random rig inspections, wor
inspections, incidents of noncompliance, requests for
waivers, approvals and departure reports pertaining to
rigs, copies of waiver approvals and departure reports

pertaining to wells. Arrange by company and rig.

Place in inactive file
or superseded. Transfer inactive

files in 5-year blocks to FRC 3
years after cutoff. Destroy 20
years after cutoff. NC1-57-84-7

Cut off at close of calendar year
in which rig leaves the district
Destroy 3 years after cutoff.

N1-473-88-1

when canceled

1200-03 Daily/Weekly Drilling and Progress Reports. Reports Cut off at close of fiscal year.
submitted by operators on the status of drilling oper-|Destroy 1 year after cutoff
ations Used to check progress on operations and to NC1-57-84-7
prepare periodic statistical reports Arrange by com-
pany and lease number

1200-04 Reserved.

1200-05 Field Plats and Lease Maps. Field plats and lease Destroy when superseded, obsolete,
maps which show the locations of platforms, zones, andjor no longer needed for reference.
wells The surface locations, bottomhcle locations, NC1-57-84-7

Supersedes Release No. 119
Date: December 14, 1589 {(Release No. 165)

93



depth, and side blocks are detailed on thess maps.
Field plats are usually on a 1" = 1 ,000' scale showingl
a single block or a 1" = 2,000' scale showing a 9-

block area. Lease maps are usually on a 1" = 200' or
1" = 300' scale. Field plats are prepared from data
on the Forms MMS-330, -331, and -331C. Arrange by
area and block or lease. See Items 1103-01 through
-05 for other copies of base maps and finding aids.

1200-06 Well [.ocation log. Crao

g a-gsection card files which

s which s o long
show the location of wells by area, block, well num- reference. NC1-57-84-7
ber, State or lease number, and summary of well his-

tory. Arrange by area, block, and well number.

1200-07 National Gas Policy Act (NGPA). Applications and Destroy when superseded, obsolete,
determinations made by the Federal Energy Regulatory or no longer needed for reference.
P
u

PO A A u~nY _ET_OL
eLterminacions. arrange MUL=J (=04~

119
989 (Release No. 165
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Records Management

1301-01

uarterl il Well Test R rt. Form MMS-1869 or

The records described in this chapter are accumulated
in the supervision of production operations. The rec-
ords relate to the testing of gas wells, establishing
rates of production, and monitoring rates of produc-

tion. Include reports submitted by operators and les-

PROPRIETARY INFORMATION/DATA includes electric logs,

core descriptions and analyses, seismic record sec-
tions, and other geological, geophysical, and engi-
neering information, maps, reports, and correspondence]

leases, permits, regulations, and contracts. PROPRIE-
TARY INFORMATION/DATA IS NOT AVAILABLE TO THE PUBLIC.

SEE CHAPTER 7, SPECIAL INSTRUCTIONS, PAGE 7-1, OF THIS|
HANDBOOK.

o
establishment of Maximum Efficient Rate (MER) for res-
ervoirs and Maximum Production Rate (MPR) for wells
and to the monitoring of production rates. These
rates are based on requests from operators and well
tests and other data submitted in support of the re-
quests. The monitoring function records consist of

establiished rates and production totalis prepared from

,

equivalent and related correspondence. Used to moni-
tor the production rates of oil wells. Arrange by
lease, well, field, block, and operator.

a. Regional Office.

Cut off at close of fiscal year.

(w]

estroy 4 years after cutoff.
bl
-1

~1 £ _Of
Ci-271-04

a

Destroy 2 years after cutoff.
NC1-57-84-7

‘

|
O
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Records Management MMSM 380.2-H
ITEM DESCRIPTION DISPOSAL
NO. OF RECORDS INSTRUCTIONS
1301-02 | Semiannyal Gay Well Test Report. Form MMS-1870 or Cut of at close of fiscal year
equivalent and related correspondence and attachments
Used to monitor production rates of gas wells. Ar-
range by lease, well, field, block, and operator.
a Regional Office. Destroy 4 years after cutoff.
NC1-57-84-7
b5 Cther Copies Destroy 2 years after cutoff
. Destroy 2 years after cutoff
NC1-57-84-7
1301-03 Multi-Point Back Pressure Tests. Reports submitted Cut off inactive file at close of
by operators which show the results of tests to de- fiscal year.
termine the theoretical open-flow potential of gas
wells. Submitted within 30 days after a well is con-
nected to a pipeiine. Arrange by lease, well, fieid,
block, and operator.
a. Regional Office. Destroy 4 years after cutoff.
NC1-57-84-7
b. Qther Copies. Destroy 2 years after cutoff.
NC1-57-84-7
1301-04 | Monthly Report of Reservoir Overproduction. Form MMS-| Place in inactive file when produc-
1864 aubmittad hu nnawmatara indiscatineg tha amaunt nra-l tion fro an overnroduced reservoir
1866 submitted by cperators indicating the amcunt preo-f tion from an overproduced reservolir
duced from a reservoir in excess of the established has been balanced. Cut off inactive
MER. The report should include the reservoir, loca- file at close of calendar year. De-

tion, rate, volume of overproduction, and the time
period. Include operator's notification that produc-
tion from the overproduced reservoir has been balanced|

with the established MER. Arrange by operator.

A D £... D r's a -

23 rov men 10r neservoilrs a QL _WwWo vomipu-
ter printouts or equivalents which show the location
by State, area, block, operator., field, and lease:

number of reservoirs and wells; the MER for reser-
voirs; and the MPR for wells.
tion to ensure economic development and depletion of
The report is available to the public.

It is published on a quarterly basis.

Used to monitor produc-

reservoirs.

mmd m ol NAELEL Ao
ERIOUNOL Viliiloe.

[
)

stroy 4 years after cutoff.
NC1-57-84-7

165)

&)
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ITEM NESCRIPTIN DISPOSAL
W Embve -ERN AW SIS T EWSe -— e -
NN NE RECNRNS INSTRIICTINN S
W Wl IIhhWUWIIW YWY SIS I VS W N SWEe W
[ Other Copi Destroy when superseding printout
is received NC1-57-84-7
1301-06 Quarterly Over-/Underproduction Reports. Quarterly Cut off at close of fiscal year.

computer printouts showing the production of crude
Used
Arrange by operator.

oil and gas for each well and the approved MPR.
to balance quarterly production.

MER/MPR Reports. Computer printouts showing the

mammmmera d MDD /MDD e Voian Al e e maemd Abha eralerana
applruvcu mon/mrn, voiume vl pryuuciulvion, aunu viae voiume
of over- and underproduction. Used to monitor produc-

tion levels and for quarterly balancing of production
Maintained by the office with re-
Arrange by indi-

to approved rates.
sponsibility for production control.
vidual well and reservoir.

Monthly printout showing

Lo Aho oAl
10r e monwvn

b. MER/MPR Quarterly Files.
production for current quarter and one previous

Quarterly printout show-

quarter.

Destroy 4 years after cutoff.
NC1-57-84-7

Cut off at ciose of reporting period.

onths after cutoff.

Destroy 6 months after cutoff.
NC1-57-84-7

1301-08 MER/MPR Change Reports. Monthly computer printouts Retain until a quarterly approved
showing changes to the approved MER/MPR rates. Main- | MER/MPR report is received.
tained by office with responsibility for production NC1-57-84-7
control. Arrange by individual well and reservoir.

1301-09 Quarterly Balancing Reports. Computer printouts pro-|Cut off at close of fiscal year.
duced quarterly showing over- or underproduction of Transfer to FRC 3 years after cut-
reservoirs on an exception basis. Used to check ac- off. Destroy 10 years after cutoff.
tual production against approved production rates and | NC1-57-84-7
to advise operators of the need to balance quarterly
production as required. Arrange by individual well
and reservoir.

1301-10 Monthl roducin 11 Fi Documents or printouts |Destroy when superseding report is
which show the number of producing wells by operator, | received. NC1-57-84-7
area, and State. Arrange by operator.

1301-11 P tion nt Studi Fil Documents and Place in inactive file at close of
printouts regarding speciai studies of production con-]the fiscal year in which the study
trol rates Include documents authorizing the is completed. Cut off inactive
study, describing its scope and cobjectives, interme- files in 5-year blocks Transfer to
diate progress reports and correspondence, and the FRC 3 years after cutoff Destroy
finished report. Arrange by lease and well number. 20 years after cutoff. NC1-57-84-7

Supersedes Release No. 119 *
Date: December 14, 1989 (Release No. 165)
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1301-14

1301-17

1301-18

Tuwe L1 4 L 44 Teer s uu =
v computer orintouts whic NS at ~loca of ficanl vear
1301-12 Gag Flsring Reports Monthly computer prinmtouts whiclj Cut off at close of fiscal year
show the volume of gas flared Prepared from the gas | Destroy 2 years after cutoff.

disposition data submitted on the MMS Form-4054, or

equivalent. Used to monitor and control volume of gasg
flared. Arrange by lease and operator number.

Production Files. Monthly printouts or other docu-
ments showing the production of crude oil and gaswell

ag
as.

o

Clearance Files. Monthly printouts listing approvals
Main-
tained by the office with responsibility for produc-

tion control.

of requests to test wells for increased MPR.

Arrange by individual wells.

red, or injected.
identified by operator, area, and field. Prepared
from data submitted on Form MMS-4054 or equivalent.

Arrange by lease number.

injected, and used for fuel are listed.

Arrange by
lease number.

Summary Salegs by Lease. Monthly computer printout

lation of offerings by product, and dates of accumu-
lation. Compiled from data reported on Form-4054 or
equivalent.

Individual Well Production. Monthly printout reports

or other documents which show the production of oil,
condensate, oilwell gas, gaswell gas, and water pro-
duced during the month by individual wells. Arrange

by well number, operator, lease field, and block.

Destroy when superseding printout is

received. NCi-57-84-7

Destroy when superseding printout is

received. NC1-57-84-7

e v &

ears after cutoff.

~N <

Destroy when superseding report is

received. NC1-57-84-7

Cut off at close of fiscal year.
Destroy 2 years after cutoff.
NC1-57-84-7

.

1301-19 | shut-In Wells Report. Monthly printout report or Destroy when superseding report is
other document showing the well number, operator received. NC1-57-84-7
location, and cause of well shut-in
Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165)
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ITEM DESCRIPTION DISPOSIlu."
NO. OF RECORDS INSTRUCTIONS
1301-20 Wall Patantial Taat Ranart Form MMQ_1R848 auhmittad Cut nff at clpnas of fiaral vaar
1301-20 | Well Potent t R t. Form MMS-1868 submitted | Cut off at close of fiscal yeer
by operators which shows the results of production

1302-01

1302-02

1302-03

or gas well MPR. Arrange by lease and well number.

SECTION 2. OCS PRODUCTION MEASUREMENT FILES

The records described in this section pertain to the
measurement of production at the lease and as it is

s

transported via pipelin
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tion measurement equipment.

Automati ugstody Transfer CT) Unit Approvals.
Applications and approvals for ACT units.

fiow diagram, ieases and fie

Include
8 involved,

a.

Systems Fi
tions, drawings, specifications, operating agreements,

Commingl Correspondence, applica-
approvals, and authorizations to commingle production

in a pipeiine or barging system. Arrange by system

Meter Proving Reports.
erators which show,/the results of accuracy tests on
Used to adjust produc-

Forms submitted monthly by op-

allocation and sales meters.

tion figures for deviations found in meters. Arrange

by system, area, and operator or by lease.

adjustment ticket eliminates the need to change or

Destroy 4 years after cutoff.
NC1-57-84-7

Cut off when ACT unit is removed or

destroyed. Destroy 7 years after

== o2

cutoff. NCi-57-84-7

Cut off when system is abandoned or
discontinued. Destroy 7 years

after cutoff. NC1-57-84-7

Cut off at close of fiscal year.
Destroy 3 years after cutoff.
NC1-57-84-7

st oBE b alane ~f £lonal ssanm
VUL VUil auL LiuUdt vl 1iplal ycoal
Destroy 3 years after cutoff.
NC1-57-84-7

ease No. 11947

Rel
e 1989 (Release No.

cember 14, 165)
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in the audit of run tickets from tank storage bat-

N

ITEM DESCRIPTION DISPOSAL

n NF RECNRNS INSTRICTIONS
[ A A ] ws sEIsWwWIIWW 1A " A Rt 4 4N 442 L 4
adjust the barrel figure on the meter totalizer. Ar-
range by system, area, and operator or by lease.

1302-05 Allocation Schedules. Schedules which allocate the Place in inactive file when super-
sales volume attributable to each lease from the seding schedule is received. Cut
commingled production of two or more leases measured off at close of fiscal year. De-
through a single sales meter. Arrange by system and stroy 6 years after cutoff.
area or by lease. NC1-57-84-7

1302-06 Calibration Charts--Tank Tables. Charts which show Place in inactive file when tank
the volume of storage tanks by foot and inch. Used is destroyed or permanently removed

from service.

Cut off inactive file

teries. Arrange by operator, area, and tank. at close of fiscal year. Destroy 3
years after cutoff. NC1-57-84-7
Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) c-100



1401-01

The records described in this chapter are accumulated
as a part of the supervision of operational safety

and pollution control. Include reports of investiga-
tions of accidents, reports of oil spills, oil spill

contingency pians, and poliiution coordination fiies,

PR Py [ PR
ana recorus on

PROPRIETARY INFORMATIQON/DATA includes electric logs,

core descriptions and analyses, seismic record sec-
tions, and other geological, geophysical, and engi-
neering information, maps, reports, and correspondence]

permits, regulations. and contracts. PROPRIE-
TARY INFORMATION/DATA IS NOT AVAILABLE TO THE PUBLIC.
SEE CHAPTER 7, SPECIAL INSTRUCTIONS, PAGE 7-1, OF THIS
HANDBOOK .

SECTION 1. ACCIDENTS

hydrocarbons, and personal injury or death. Include

operator's notification of incident and written re-
ports, investigation reports, and reports on the anal-

ysis of accidents. Record sets and development case

histories of Safety Notices and Notices to Lessees

T NN NN - 2 na
iLtems <cusL-uc ana ~vo.
Major Accident Investigation Files. Operatbr's noti-
fication and reports, MMS-prepared reports,

tions, and analyses of pollution events of 200 or more

investiga-
barrels, fires, explosions, personal injury and loss
of life, and other accidents seléected for investiga-
These files are avallable for public inspec-

Arrange by accident case number.

tion.
tion.

a Filea Maintained hu Office with Pri_ngrv Reannnai -
a. L2288 MBINtaInNes DY LII2Ce WoTh cromary -espongs’

bilitv for Accident Investigation. Record copies of

accident investigation and analysis reports.

folder

inactive
at the close of the fiscal year in
which the investigation is complet-
ed. Transfer to FRC 3 years after

e

i
(@]
=
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cutoff. Transfer to National
Archives 20 years after cutoff.

Voiume 22 feet Annual accu-
maslatfan 2 Faat N1 _S7_RL_7
mUuiavivi o LATCT NV NUALT 71T~

b. Other Copies. Cut off at close of fiscal year in

which investigation is completed.
Destroy 2 years after cutoff.

NC1-57-84-7
1401-02 Minor Accidents Reports Files. Operator‘s notice, Cut off at close of fiscal year in
camd b b am manAnto amd mrmamabanta mamamte ~Af ananddanta whinah nanfidant §a manan tad Na_
WL 1uLcTl LTpPUIL LY, allu UFC[GLUL > LCPU[ LB Ul acuiucuLlvs WililLil aLLiuTcTuLw 480 1TpULI VU vc=
or pollution events of less than 200 barrels, and stroy 3 vears after cutoff.

analysis. Arrange chronologically by type of accident
or event.

1401-03 Event Files. Local forms or printouts which summarize| Cut off at close of fiscal year.
events or accidents. These are prepared from operator| Destroy 3 years after cutoff.

guhmd 423 maman -~ Taad fan atabdotd el cacacwddo we _L72_99Q _1
Suomiiteda reportis uSea 1I0r stacviscicas reporuing N1=%75=-00~-1
purnoges Arrange chronologicallv bhuv tune of event
purpoges. wrrange chrenelegically by type oI event,

1401-04 Reserved.
1401-05 Reserved.

1401-06 Reserved.

SECTION 2. POLLUTION CONTROL
1402-01 Reserved.

1402-02 Reserved.

2 arnt L leao3 Do A arntn Sl 3 oAl nac sod et o f o o 38
~J P L opuuniiieq rians. vperawo ei10pea acuion uesiLiuy oun receipe o a dSupersceulllyg
nlang submitted in accordance with reaguirements nlan NC1-57-84-7
plans submitted In accordance with requirements. plan. NC1-D5/-84-/

These plans include QOil Spill Contingency Plans for

dealing with fires, leaks, spills, and other events;

Simultaneous Operations Plans for dealing with unde-
sirable events during drilling, wireline, workover,

or major construction operations; Welding and Burning
Safe Practices and Procedures Plans detailing person-

nel requirements and approved methods relating to
thoaoa Anrnarmatiana: Moadtnine Dlama Aacrmihingy Aamitmoana
LtiicovT UpTiaLivun, liaiiliiayg [ 1alis UTSLI1ViIULg LUULODTD
to be conducted and methods used to qualify personnel

Supersedes Releas

e
Date: December 14, 1989 (Release No. 165) Cc-102
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ITEM DESCRIPTION DISPOSAL

NO. OF RECORDS INSTRUCTIONS
for offshore operations; and other contingency plans
as may be required. Arrange alphabetically by plan.

1402-04 Reserved.

1402-05 Pollution Control Coordinatjion. Correspondence, Permanent. Cut off at close of fis-
memorandums of agreement/understanding, and reports cal year. Hold i0 years and trans-
regarding pollution control and prevention with U.S. fer to FRC. Transfer to National
Coast Guard, Environmental Protection Agency, etc. Archives 20 vears after cutoff.
Include records on oil and hazardous material, simu- Volume 3 feet. Annual accumulation
lated environmental test tank and arctic marine oil 1 foot. NC1-57-84-7
spill programs.

SECTION 3. CERTIFICATION AND RESEARCH
ACTIVITIES
Documentation relating to the lessee-operator school
certification and equipment certification programs;
the technology assessment and research program; and
technical coordination and information exchange. Rec-
ord sets and development case histories of rules and
regulations resulting from these programs are covered
under Items 202-02 and 202-03. These files are main-
tained by the headquarters Offshore Inspection and
Enforcement Division.
1403-01 School Certification Files. Documents related to the { Cut off upon completion of certifi-

approval of schools providing lessee-operator train-
ing in drilling well control; surface and subsurface
safety device; and workover and well completion well
control, and to the monitoring of the approved pro-
Inc

lude requests for certification or recer-

school's final certification or recertification ap-
provals and from unannounced audits of records con-
ducted during the 4-year certification period. Ar-

range by type of training, subdivided by school.

£
-2 L)
(o]

cation period. Destroy 1 year after
cutoff. EXCEPT:
recertified, transfer into new file
to the

1

For those schools

that documentation relevant

recertification. Ni-473-88-

fully completed courses.
name, course type, date completed, job title, test
scores, date of last course taken, etc.
Supersedes Release No. 119
- -~ o P SN 1 1 { P Ry -~ 1 ‘
Date: December 14, 198S {Release No. 165)
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1403-03

1403-04

1403-05

a. Paper.

b. Automated Records.

Equipment Certification. Documents related to the
operation of the equipment certification program for
safety and pollution prevention equipment. Include
such items as correspondence with organization devel-
oping and authorizing quality assurance standard,

industry inquiries, and records of evaluations or r

e-
ndanrdas
aras

Technical Assessment and Research Reports. Results
of studies conducted by contractors or grantees de-
signed to provide information on new technology for
use in OCS operations, specifically regarding struc-

tumas
iures,

PRy 1
conwro.,

sl - Pl _—d 11 Py . gy Py
well and oil spill cleanup and con-

tainment. Include final reports and scientific and
technical data, any representative professional pa-
dissertations, Arrange by project number,

pers, etc.

subject, and principal investigator.

Technical Committee Files. Agendas, directives, min-

utes of meetings, and reports covering general opera-

and industry-
sponsored committees on technical issues. See Item

201-06 for policy committees.

Cut off upon completion of school
f1i

certi Destroy 5

N1-473-88-1

cation period.

years after cutoff.

Cut off at the end of the calendar
year by backing up the data. De-
stroy backed up data 20 years after

PSR-} . _ s
Cutorr. N1=-4

Cut off at the close of the fiscal
Destroy 5 years after cut-
N1-473-88-1

year.
off.

Cut off when study is completed.
Destroy 30 years after cutoff.

Cut off at close of fiscal year.

Destroy at either termination of
mmmmend b b an mwm B eramma anfban antaff
cunilLLeeE Ul < yealu ain CULVvlL L
whichever occurs first
N1-473-88-1

Supersedes Release No.

Date:
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December 14, Release No.
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DESCRIPTION
OF RECORDS

ISPOSAL

D
INSTRUCTIONS

1501-01

CHAPTER 15. SUPERVISION OF STRUCTURES

The records described in this chapter are accumulated
Such
and pipe-

as a part of the supervision of structures.
structures as platforms, artificial islands,
lines are included. The records relate to approval of
structure design construction, permits, waivers, and
operational inspections.

PROPRIFTARY INFORMATION/DATA includes electric logs,

core descriptions and analyses, seismic record sec-
tions, and other geological, geophysical, and engi-
neering information, maps, reports, and correspondence

to the MMS in compliance with the terms of
leases, permits, regulations, and contracts. PROPRIE-
TARY INFORMATION/DATA 1S NOT AVAILABLE TO THE PUBLIC.
SEE CHAPTER 7, SPECIAL INSTRUCTIONS, PAGE 7-1, OF THIS
HANDBOOK .

try sources

Documents relating to the
Include
applications to install platform; construction draw-

Platform Approval Files.
approval of platform design and construction.

ings, plats and maps; Corps of Engineers permits; as-

sasam P Y AkaALli_e_ £
STSoil CITCURLIIBLLS LU ©nvi

ients by district engineers;
ronmental evaluation; engineering certifications; com-
pletion reports with "as built" drawings; written
technical review and correspondence with the operator;
and applications and correspondence to remove, reuse,
and dispose of platforms. Arrange by platform desig-

nation or by lease.

b. Other Copies.

inactive file at close of
year.
cutoff. Destroy 10 years
off. NC1-57-84-7

Transfer to FRC 3 years after

ile when platform

fiscal

after cut-

~EF

FolTE o
vie Or11x

fiscal

Supersedes Release No.

Date:

119

December 14, 1989 (Release No. 165)
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year. Destroy 2 years after cutoff.
NC1-57-84-7
1501-02 Platform and/or Installation Inspection Files. In-
spection reports, notices of incidents of noncompli-
ance, requests for waiver, approvals and departure
reports pertaining to platforms and/or instalilationms,
and coples of waiver approvals pertaining to platform
wells. Arrange by platform or installation designa-
tion or lease number
a. Paper. Cut off at the close of the calen-

dar year in which the platform/
installation is removed or abandon-
ed. Destroy 2 years after cutoff.
N1-473-88-1

b. Source Document. Destroy after accuracy of automated
record has been verified.

N1-473-88-1
c. Magnetic Tape.
(1) Processing. Erase when superseded.
N1-473-88-1
(2) Master. See Chapter 7, Special Instruc- Cut off at the close of the calen-
tions, page 7-1, of this handbook. dar year in which the platform/

installation is removed or abandon-

1501-03 Platform and/or Installation Questionnaire Files. Place in inactive file when plat-

Operator-submitted forms detailing the location, pri- | form/installation is removed. Cut
mary use, structural specifications, and equipment for] off inactive file at close of fiscal
each platform or installation. Maintained as a quick | year. Destroy 2 years after cutoff.
reference source. Arrange by platform or installationf NC1-57-84-7

designation.

1501-04 Platform Verification Files. Documents pertaining to | Place in inactive file after plat-

the structure, management, and operation of the Plat- | form is installed. Destroy at the
form Verification Program. Include documents relating] end of the calendar year after the
to certified verification agents (CVA), resumes, fi- platform is removed. NC1-57-84-7
nancial standings, approvals, and disapprovals; and
recommendations concerning design, fabrication, in-

stallation verification plans, final CVA reports, and

field inspection reports for offshore platforms.

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) c-106



Records Management MMSM 380.2-H
ITEM DESCRIPTION DISPOSAL
NO. OF RECORDS INSTRUCTIONS
SECTION 2. PIPELINE FILES
1502-01 Pipeline Permit Files. Proposals to comstruct pipe-

lines. Include supporting drawings, maps, plats, and

specifications; approvals; permits; and completion re

ports with "as built" drawings, as well as flowlines.

Arrange by pipeline system designation.

a. Place in inactive file when pipeline
is removed or abandoned. Cut off
inactive file at close of fiscal
year. Destroy 10 years after cut-
off. NC1-57-78-1

b. Paper That Has Been Converted to Microform. Destroy paper when microform has
been verified. NC1-57-78-1

c. Master Microform. Place in inactive file when pipeline
is removed or abandoned. Cut off
inactive file at close of fiscal
year. Destroy 10 years after cut-
off. NC1-57-78-1

1502-02 Pipeline Reports. Annual reports submitted by pipe- | Cut off at close of fiscal year
line operators showing the dates and results of month- Destroy 3 years after cutoff

ly inspections, methods used. and test results Main- NC1-57-84-7

tained by the office with responsibility for supervi-

sion of pipelines. Arrange by pipeline system desig-

nation.

1502-03 Pipeline Waiver Requests. Requests for waivers of Place in inactive file when waiver
pipelines and fiowiines. Inciude requests, approv- is revoked or expires. Cut off at

als, or denials, and departure reports for graﬁted close of fiscal year. Destroy 4

waivers. Arrange by pipeline system designation. years after cutoff. NC1-57-84-7

1502-04 Index to Pipeline Systems. Computer printouts which Destroy when superseding printout
describe approved pipelines. Data includes operator, | is received. NC1-57-84-7

system designation, date of approval, size, type,

location, length, and date of completion.

1502-05 Pipeline Inspection Files. Imspection reports, no- Cut off at close of fiscal year
tice of incidents of noncompliance, requests for waiv-| Destroy 4 years after cutoff

ers, and copies of waiver approvals pertaining to NC1-57-84-7

pipelines. Arrange by pipeline system designation.

SECTION 3. RESERVED
.

Supersedes Release No, 119
Date: December 14, 1989 (Release No. 165)
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Records Management

MMSM 380.2-H

ITEM
NO.

DESCRIPTION
OF RECORDS

DISPOSAL
INSTRUCTIONS

1701-01

CHAPTER 17. MINERAL RESOURCE CONSERVATION
RECORDS

The records described in this chapter relate to
efforts to ensure prevention of waste, conservation
of natural resources, and protection of correlative
rights. Efforts include studies and mapping of the
extent and size of oil and gas fields and reservoirs,
calculation of amounts of hydrocarbons in those
fields and reservoirs, identification of competitive
rese}voirs. and determination of maximum efficient
rates of production.

PROPRIETARY INFORMATION/DATA includes electric logs,

core descriptions and analyses, seismic record sec-
tions, and other geological, geophysical, and engi-
neering information, maps, reports, and correspondence
based on or containing information that is not avail-
able to the public. This data is furnished by indus-
try sources to the MMS in compliance with the terms of
leases, permits, regulations, and contracts. PROPRIE-
TARY INFORMATION/DATA IS NOT AVAILABLE TO THE PUBLIC.
SEE CHAPTER 7, SPECIAL INSTRUCTIONS, PAGE 7-1, OF THIS
HANDBOOK.

SECTION 1. MAXIMUM EFFICIENT RATE (MER)
’ GEOLOGIC AND ENGINEERING FILES

MER _Geologic and Engineering Report and Map Files.

Documents accumulated in reviewing and recommending
approval or rejection of initial and revised MER re-
quests submitted by oil and gas lease operators. In-
clude approved Form MMS-1866; PVT, gas analysis, cap-
illary pressure, relativg permeability data; geologic
structure and isopach maps; average reservoir pres-
sures, various plots of p&oduction. and pressure data;
and related papers and corQFspondence. Arrange by
area, thereunder by field name, then reservoir.

MER geologic and engineering data that apply more to
the field than to individual reservoir in that field,
e.g., geology structure maps on a field basis that
transgress several reservoirs, are filed by field
name preceding the reservoir MER data files for that
field.

Cut off every 5 years at close of
fiscal year. Hold 15 years and
transfer to FRC. Destroy 50 years

after cutoff. NC1-57-84-7

Supersedes Release No. 119 -

Date:

December 14, 1989 (Release No. 165)

C-109



Records Management

=i
rn

annnds
egoras

field studies

tions in

support MER determinations, reserve estimates, and

lease offering programs. See Items 1301-05 through

-08 for other MER records.

SECTION 2. RESERVOIR/FIELD STUDY FILES
egarvgin/Fiald Study Fileg Nsecuman s acey mulatad
Reservoir/Field Study Files Documents accumulated

in planning. conducting, and reporti

ng 1
subsurface geologic and engineering studies and map-
ping projects for individual producing oil and gas
reservoirs and/or fields. These studies involve
determination of reservoir geometry through detailed
subsurface mapping, definition of reservoir limits
estimation of

from geoiogic and engineering data,
<
i

" inal
T i

¢}

i
i

Lo

vo h : prediction of future
performance and ultimate recovery under various rates
and drive mechanisms. Studies are performed by
"classical" engineering methods (e.g., volumetric cal-
culation, material balance, and production decline

curves) or physical or mathematical simulation models
or a combination. Disposal criteria given below appiy

thna £411 0.2
L€ 10110wWing.

Reservoir Analyses conducted to determine maximum

efficient withdrawal rate, determine the degree of
rate sensitivity as it affects ultimate recovery,
identify reservoirs that should be placed under pres-
sure maintenance operations, and maintain equities

and protect correlative rights.

a. Project History Files. In order to provide for

the systematic accumulation of records relating to

reservoir/field studies and mapping projects, project

history case
F
i

files will be established and maintained

assignment memorandums and instructions. records of

meetings, interim and final progress reports, and
related records of value to the historical account of

the project.

Permanent

cal year
pleted.
to FRC.

. Cut off at close of fis-
in which project is com-
Hold 5 years and transfer
Transfer to National

en - £ . rr
JU years alrier Culorr.
£
14

Qiimarceadoac oalaace e} 119
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Records Management MMSM 380.2-H
ITEM NESCRIPTIN DISPOSAL
W EmEvS L4 A 4 4 1 1 4J T ewew ~—
n NE RECNRNS INSTRICTINNS
TEWPe W IV WIE W SIS U SEW W S Twew W
| B} L
b. Final Mana and Renorts. Final study report or Permanent. Cut off when project is

unpublished manuscript including the summary and con- | completed. Dispose in accordance

clusions of the study. Include the final geologic with instructions for project his-
structure maps, cross-sections and isopach maps, tory case files in Item 1702-0Ola.
basic supporting geologic and engineering data such Volume 4 feet. Annual accumulation
as rock and fluid data, production data, MER data, 1 foot. NC1-57-84-7

material balance data, and history match data.

c Studv Worknapers. Include input values of basic Cut off at close of fiscal vear in
reservoir engineering parameters; preliminary or in- which study is completed. Destroy
termediate tables, graphs, and maps; computer print- 3 years after cutoff.

outs containing basic results; minor administrative NC1-57-84-7

papers; and other workpapers.

1702-02 ieid and Reservoir Reserves Estimate Study Fiies.

Q#ar dac mamfFamemad bn dabd oemnd oo 3 - Aman med o ~F ~41
PLUUILICDS pPTIivIaeU LU JdeELEimiuc LUt alica TALTUL UL Vi
and gas reservoir/fields. Records are used to calcu-

and total remaining reserves in place.

a. Final Reports and Maps. Include the final study Permanent. Cut off at close of fis-
report or unpublished manuscript of report containing | cal year in which study is complet-

summary and conclusions of the study and final geo- ed. Hold 5 years and retire to FRC.

Voo d n s e X P R M e e oy e Nabd ol Avabdesm~ EN

1dUR1IC mapds anu Crogs—-secuiions. 1ransier L0 lvauvlilvvunal arcuives Ju
years after cutoff. Volume 58 feet

Annual accumulation 3 feet.
NC1-57-84-7

b. Study Workpapers. Preliminary or intermediate Cut off at close of fiscal year in

technical and scientific data, duplicated or suffi- which study is completed. Destroy
ciently summarized in final reports and maps, and 3 years after cutoff. NC1-57-84-7
minor administrative papers unnecessary to an ade-

cuata hiatany ~f tha atnds

Quaie nisiory O1 wne stud

1702-03 Field and Reservoir Reserves Estimates (FRRE; System Cut off when superseded or obsolete.
Report Files. Computer printouts of periodic and Destroy 1 year after cutoff.

special reports containing statistical data on produc-|NC1-57-84-7
tion, recoverable reserves, and remaining reserves of
oil and gas by field, reservoir, and lease; and iden-
., volumetric,

989 (Release No. 165)
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SECTION 3. UNITIZATION PROGRAM RECORDS

The records described in this section relate to the

initiation of unitization of prospective or producing

oil and gas reservoirs, fields, or areas and to the

administration and supervision of operations in unit-

ized areas. See Item 1702-0Ola for unitization study

project files.

47N2_N1 T 2 & | » TURPRpEEP. 1 ) ~ T B . | o P, - PP I S | & - e mend o
LiIVo-vlL viiit rroposal riiey. vocuments acCumuilaiea 1n review-

ing and racommending artian an unitizatinn nronneale

ing and recommending action on unitization proposals.

Include proposal, supporting geologic and engineering

reports and maps, and evaluation documentation. Ar-

range by area and thereunder by block number.

a. Declined Proposals. Cut off at close of fiscal year in
which final determination is made.
Macbmasr B craosma afbawm Anbaff
vesLIvy J yegald ai1twtil LuLvviL.
EXCEPT: Technical reports and maps
which are of continuing value for
future research should be removed.
File this technical data with MER
Geologic and Engineering Reports
and Maps Files and dispose in
accordance with Item 1701i-0i.
nrNe [ BN -V A 2
NUL=J/-08=1/

b Accepted Proposals. File in appropriate Unit Geology and
Engineering file, Item 1703-02b,
when unit area designation is
approved. NC1-57-84-7

1703-02 Unit or Communjtization Agreement Project Files. The

records described below relate to the initiation, re-

view, approval; and monitoring of agreements to con-

duct development and/or production operations for a

prospective or producing oil and gas reservoir, fleld,

or area under a unitization or communitization plan.

The agreement provides for exploration, development,

and operation of the property by a single operator and

for allocation of costs and benefits if more than one

lessee or operator is involved Arrange by State and

thersunder bv unit name: e.a Fugene JIsland BRlock

thereunder by unit name; e.g., Bugene Island Ble

276, R Sand. Res A.

NesrimremmdAace Dalaaca NA 171Q
QUpPEL SEUtd nRtelitcasc (Ww. 4140
- N -— - - 14 a anAN TR o Y AT~ 1y I,
bate: vecemper 14, 1989 (Release NO. 199) Cc-112



MMSM 380.2-H

acnrds anagement
KEeCOrgas Management
ITEM DESCRIPTION DISPOSAL
NO. OF RECORDS INSTRUCTIONS
a. Un r t Agreement D File

Include the application of area designation, proposed

form of agreement, and letter approval; the approved

agreement, approval memorandum, and letter transmit-
ting the approved agreement, and operating agreement;

all participating area applications, schedules, and

approvals; the official plat of the area; all plans of

development and/or operations and approvals; and re-

quests for termination of agreement. Subdivide by

subject as appropriate; e.g., Agreement, Operating

Agreement, Participating Area, Plans of Development.
(1) Regional Offjce.

(2) Royalt na t.

A, INDIAN LAND RECORDS

B. OTHERS
(3) Other Off
b Unit Geology and Engineering Files. Geological
mana rrnaa_cantians manamta and anaincsawving data
maps, cross-sections, reports and engineering data,

reports pertaining to producing or potential struc-
tures upon which the unit area is established, and

related documents. Include information submitted in
support of the original unitization proposal, plans

of development and/or operation, and applications to
initiate secondary/tertiary recovery and pressure

maintenance operations.

(o))
o
[

e when agree-
£f i{nac-

oy
" Cif in

tive file at close of fiscal year.
Hold 5 years and transfer to FRC.
Destroy 25 years after cutoff.
NC1-57-84-7

Cut off when agr ent
Transfer to FRC 1
cutoff. These records

tained indefinitely.

is terminat-
year after
will be main-

N1-473-88-1

Cut off when agreement is terminat-

ed. Transfer to FRC 1 year after
cutoff. Destroy 7 years after cut-
off. N1-473-88-1

Cut off when agreement is terminat-
ed. Destroy 2 years after cutoff.
NC1-57-84-7

C-113
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MMSM 380.2-H

ITEM
NO.

DESCRIPTION
OF RECORDS

DISPOSAL
INSTRUCTIONS

1703-03

1703-04

under by unit name; e.g., Eugene Island Block 276,
R Sand, Res A.

Forced Unitization Petition Files. Documents accumu-
lated in evaluating operator and lessee petitions re-
garding forced unitization of competitive reservoirs
when the operators or lessees have been unable to vol-
untarily effect unitization. Include operator and
lessee submittals, conference notes and reports, eval-
uation reports on petitions, documents reflecting de-
Arrange
by State and thereunder by unit name; e.g., Eugene

Island Block 276, R Sand, Res A.

cisions and appeals, and related documents.

a. Petitions Resulting in Unit Agreements.

b. Other Petitions.

SECTION 4. ENHANCED RECOVERY AND PRESSURE

MAINTENANCE PROJECT RECORDS

The documents described in this section relate to the
review, approval, and monitoring of projects to maxi-
mize oil and gas recovery from a producing formation

(1) R n ff

(2) Qther Copies.
Unit Reports of Operations Files. Form MMS-4054, or
equivalent, for the unit. Arrange by State and there-

Place in inactive file when agree-
Cut off inac-
tive file at close of fiscal year.

ment is terminated.

Hold 5 years and transfer to FRC.
Destroy 50 years after cutoff.
NC1-57-84-7

Cut off when agreement is terminat-
ed.
or when no longer needed for refer-

Destroy 5 years after cutoff

ence, whichever is earlier.
NC1-57-84-7

Place in inactive file at close of
period covered by each plan of de-
Cut off inactive files
De-

velopment.
when agreement is terminated.
stroy 2 years after cutoff.
NC1-57-84-7

File in appropriate unit agreement
case file and dispose in accordance
with Item 1703-02a(1). NC1-57-84-7

Cut off at close of fiscal year in
which final determination is made.
Destroy 8 years after cutoff.
NC1-57-84-7

Supersedes Release No. 119

Date:

December 14, 1989 (Release No. 165)
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DESCRIPTION
OF RECORDS

DISPOSAL
INSTRUCTIONS

1704-01

1704-03

through gas injection, water injection, and other
enhanced recovery operation.

Enhan Recover nd Pressur t o t

equegst Files. Operator requests to conduct enhanced
recovery and pressure maintenance projects and docu-
ments reflecting review of the proposal and approval
of rejection. This is a convenience file used to pre-
pare statistical reports. Subdivide by enhancement
type (e.g., secondary/tertiary). Official file copied
are placed in the appropriate lease or well file for
nonunit projects.

Fnhanrad Rasravanruy and Dmassuma Maintanansaa Danamnt
PEIEIN- I AA R LA TA AT J ailu_ I LTODULT mMalilitvocllallieoc Nnopui L
Files. Monthly reports submitted by operators on ap-

proved pressure and maintenance or enhanced recovery
projects, and related documents. Reports include in-
formation on number of days and volume of water or gas
injected and volume of oil, gas, and water produced.
Used in reservoir analyses and field studies as well
as in monitoring individual injection projects to en-
sure maximum recovery of oil or gas. Subdivide by en-
hancement type (e.g., secondary/tertiary). Arrange
chronologically by geographic area and thereunder by

company, field name, and reservoir.

Temporary Storage of Casinghegd Gas for Conservation

Purposes. Documents accumulated in evaluating opera-
tama! mamianta Fam foameacamany atanawas Aaf cacalnahaad
vOrs ITYUTO Lo (UL (ChipUrary Su0ragc Ui Casifigucau

gas. Include letter requests, with information such
as operator's name, leases involved, storage reser-
voir name, geologic and engineering data; projected
timeframe for the project; and documents reflecting
review, approval or rejection, and royalty disposition
of the injected gas. The temporary storage is re-

duction of oil without flaring of gas belng repro-
duced. Used to provide accurate account of all cur-
rent storage projects. Arrange by operator name.

These files relate to evaluations of drainage situa-

tions which could impact royalty determinations. The

Cut off at close of fiscal year.
Destroy 2 years after cutoff.

3 years and transfer to the FRC.
Destroy 25 years after cutoff.
NC1-57-84-7

Cut off at close of the fiscal year
in which the project is terminated.
Destr

N1-473-88-1

w 28 « £
el Ix

lease. De
N1-473-88-

Supersedes Release No. 119
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December 14, 1989 (Release No. 165)
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evaluations delineate reservoirs on varied royalty or
State/Federal leases and consider planned production

and development activities. Include copies of records
filed elsewhere in the lease management and operations
files, as well as the evaluation reports, any updates,
recommendations, and correspondence with involved com-

panies.

Supersedes Release No.

Date:

December 14, 198
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CHAPTER 18. ROYALTY MANAGEMENT RECORDS

The records described in this chapter pertain to the
combined onshore and offshore royalty management
function and are maintained in Royalty Management
Program offices. They relate to the collection, de-

ogit, di

rental, royalty. bonus, and assessment

(ad
-]
»
3
1]
=4
-
]

from Federal and Indian lands, energy and nonenergy
mineral leases, permits, licenses, lease products
stored underground, the sale to small refiners of
royalty oil taken in kind, and the maintenance of
impounded and/or disputed funds. In addition, they

£ Voo £ 2
i

d
relate to aud lessee financial and production

relate to au
reporting and payment responsibilities, the estab-
lishment of acceptable product values, and the
reporting and payment of applicable taxes.

The majority of royalty accounting records described
in Chapters 16 and 26 of the Files Maintenance and

Records Disposition Handbook dated October i577 have
been determined to be cbsclete and of no further

legal, research, or operational value. The records
described in this chapter replace or incorporate the
provisions of the superseded chapters. EXCEPTED FROM
THIS DETERMINATION ARE THOSE OFFICIAL RECORDS PERTAIN-
ING TO INDIAN LANDS OR LANDS UNDER CURRENT AUDIT OR
LITIGATION, AS FOLLOWS:

INDIAN ILAND

IECORDS. When records described in this

chapter include data necessary to account for Indian
land royalty or rental funds, they are to be retained
indefinitely as described in this chapter. The rec-
ords must be maintained in the order specified herein
but'separately from records affecting only Federal
lands.

-
2]
g2

m
[
o+ e
- O
o
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cases, must be maintained until each such case is con-
cluded. At that time, such records must be incorpo-
rated into the official audit or litigation case file
and disposed of under the applicable schedule.

BT a moamarde Adacanibhod o
D‘ Dll n¥D| Dl\ g'gas“nlv’ IHF"!RI"‘\}\TI!IV- Thv l‘UUUl'dH deslrivea i1na

this chapter contain proprietary information that is

not available to the public. This information is

ecember 14, 1989 (Release No. 165) c-117
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furnished by industry sources to the MMS in compii-
ance with the terms of leases, permits. regulations,
and contracts. PROPRIETARY INFORMATION IS NOT AVAIL-
ABLE TO THE PUBLIC. SEE CHAPTER 7, SPECIAL INSTRUC-
TIONS, PAGE 7-1, OF THIS HANDBOOK.
SECTION 1. ACCOUNTING OPERATIONS RECORDS

180i-01 | Automated Svstems Input Coding Forms. Originais of Cut off when ail entries have been
4t Anddone Frmma am chdabh doto acbmomdtad Lfomm adbh oo ant £f4.a MNacbmasr 1 srane oféam
AUPUL CUULUNE 1VUILS VI wWlililld uaita CalLraculveu 1rvm ovaer veriiicu.,. vEBLWIVY 1 yTal aiilvol
sources are written and then used for entry into the cutoff. NC1-57-84-7
automated accounting systems Used to directly update
and verify system entries and/or for internal audit
purposes. Include Forms MMS-4001, -4005, -4006,
-4012, -4019, etc., or equivalents. Arrange by form
number, chronologically by month.

18N1_0N2 Avsbmonatbad Queatama Tmmesd Vowd £8 andbdaom Dodobdocdo £ e

AVVLITVL auituvmoltyy OIELEE éuu!t 'g!*&lkg\'lgl Iri l"!Hk!' wom-
nuter and microcomnuter nrintoute nroduced hv automat-
r iy’ 4 s pFEesssvVeRES "_"‘""‘" Ty TwmEvEsSSs
ed accounting systems for data input verification and
internal audit purposes. Arrange chronologically by
report identification number or name.

(1) Paper. Cut off when all entries have been
verified. Destroy 1 year after
cutoff. NC1-57-84-7

(2) Magnetic Tape.

(a) Processing. Erase when superseded. ' NC1-57-84-7
(b) Master. Cut off at close of fiscal year.
Transfer to FRC 2 years after cut-
of f Erase 7 years after cutoff.
NC1-57-84-7
1801-03 Automated Svstems Qutput Summaries. Summaries of com-
puterized data documenting daily royalty management
activities including program management, fiscal or
production accounting, exception identification, sta-
tistical reporting, or system assurance. Each report
is classified into one of the following categories and
maintained chronologicaliy thereunder by summary iden-
tification number or name
a. Program Management Summaries. Cut off when summary is updated or
replaced.
Qisrmarcadas Dalaaea NA 119
SUPTIL OTUT O nTcitTaoct Wwe 41 J
[ PP N mmealeaman 1 A 1000 (Dalasaams NA 1681\
vates vecelnper 14, 1202 \neicaotc 1w F oo iy C_118
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Records Management
ITEM DESCRI?TION DISPOSAL
NO. OF RECORDS INSTRUCTIONS
(1) Paper Not Microfilmed. Destroy 1 year after cutoff.
NC1-57-84-7
(2) t s n vert t Destroy paper or erase tape when
Microform. microform has been verifisd in ac-
cordance with Chapter 6, Micrograph-
4 —awa L1 PR 'S P Y- | ey N
AUD, prage v=i1, vl LI11S 1IAanUuUuUUOUK
NC1-57-84-7
(3) Master Microform. Destroy 1 year after cutoff.
NC1-57-84-7
(4) Magnetic Tape.
(a) Processing. Erase when superseded. NC1-57-84-7
(b) Master Not Microfilmed. Erase 1 year after cutoff.
NC1-57-84-7
b. i c tin ri
A, I_NT\I_A_]' LA_NT\ RECORDS
(1) Paper Not Microfilmed. Cut off when summary is updated or
replaced. Transfer to FRC 1 year
after cutoff. These records will be
maintained indefinitely.
NC1-57-84-7
(2) Paper or Tane That Hae Reen Convertad to Degtrov naner or arase tane when
(2) Paper or Tape That Has Been Converted to Destroy paper or erase tape when
Microform. microform has been verified in ac-
cordance with Chapter 6, Micrograph-
ics, page 6-1, of this handbook.
NC1-57-84-7
(3) Siiver-Haiide Microform. Cut off when summary is updated or
replaced. Transfer to FRC 1 year
after cutoff. These records will be
maintained indefinitely
NC1-57-84-7
(4) Magnetic Tape.
(a) Processing. Erase when superseded. NCi-57-84-7
Crarnareardmae Dalasea NA 11Q
auyc.&. DTUCTO PaS = B —4 - ¥~ L = AN/ - i A T
Nad+ . ™A e meale e 1 A TaNnnan I mmmm AT~ 120\
wvace vecelpe 14, 1999 (Keledse NO. 100) C-119



ment MMSM 380.2-H

ITEM DESCRIPTION DISPOSAL
0. OF RECORDS INSTRUCTIONS

(b) Cut off at close of fiscal vear.
Transfer to FRC 2 years after cut-
off. These records will be main-
tained indefinitely. NC1-57-84-7
B. THERS
(1) Paper Not Microfilmed. Cut off when summary is updated or
ranlacrad Tranafar ta FRC 1 vear
replaced. Transfer to FRC 1 year
after cutoff. Destroy 7 years
after cutoff. NC1-57-84-7
(2) Paper or Tape That Hag B Convert t Destroy paper or erase tape when
Microform. microform has been verified in ac-
cordance with Chapter 6, Micrograph-
ics, page 6-1, of this handbook
NC1-57-84-7
(3) Master Microform. Cut off at close of fiscal year.

Destroy 7 years after cutoff.
NC1-57-84-7

(4) Magnetic Ta

(a) Pracasaine FPrasa whan sunaraadad NC1-57-R4L-7
(a) Processing. Erase when superseded. NC1-57-84-7
(b) Master Not Microfilmed. Cut off at close of fiscal year.
) Transfer to FRC 2 years after cut-
off. Erase 7 years after cutoff.
NC1-57-84-7
- Dewmdecm b ac Ammazee Cecmes o e & o
<. froguciion ngbuuntxug 2 aries.

A. INDIAN LAND RECORDS

(1) Paper Not Microfilmed. Cut off when summary is updated or
replaced. Transfer to FRC 1 year
after cutoff. These records are
maintained indefinitely.

en Converted to Destroy paper or erase tape whan
Microform. microform has been verified in ac-
cordance with Chapter 6 Micrograph-
ics, page 6-1, of this handbook.

Inc1-57-84-7

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165)
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Management
(3) Silver-Halide Microform.
(4) Magnetic Tape.
(a) Processing.
(b) Master Not Microfilmed.
B. THERS
(1) Paper Not Microfilmed.
(2) Paper or Tape That Has Been Converted to
Microform.
{(3) Master Microform.
(4) Magnetic Tape.
(a) Processing.
(b) Master Not Microfiimed
d. Exception Identification Summaries.
A. INDIAN LAND RECORDS
(1) Paper Not Microfilmed

Cut off when s
after cutoff. These records will
be maintained indefinitely.
NC1-57-84-7

Erase when superseded. NC1-57-84-7
Cut off at close of fiscal year.
Transfer to FRC 2 years after cut-
off.
tained indefinitely.

These records will be main-

v s

NCi-57-84-7

Cut off when summary is updated or
replaced. Transfer to FRC 1 year
Destroy 7 years

NC1-57-84-7

after cutoff.
after cutoff.

when

erase tape

Destrov naner or er tape
== ¥y r¥r- he i L

microform has been verified in ac-
cordance with Chapter 6, Micrograph-
ics, page 6-1, of this handbook.

NC1-57-84-7

Cut off at close of fiscal year.
Destroy 7 years after cutoff.
NC1-57-84-7

Erase when superseded. NC1-57-84-7

[+]
"
-
o

Erase years after cutoff.

NC1-57-84-7

Cut off when
fied

are resolved. Transfer to FRC

Supersedes Release No.
December 14,

-

Date:

c-121



1 year after cutoff. These records
will be maintained indefinitely
NC1-57-84-7
(2) Paper or Tape That Has Been Convert=d to Destroy paper or erase tape when
Microform. microform has been verified in ac-

cordance with Chapter 6, Micrograph-
ics., page 6-1, of this handbook.

1 [~ J Q. rd
NC1-57-84-7

(3) Silver-Halide Microform. Cut off when all exceptions identi-
fied are resolved. Transfer to FRC
1 year after cutoff. These records
will be maintained indefinitely.

NC1-57-84-7
(&) Magnetic Tape.
(a) Processing. Erase when superseded. NC1-57-84-7
(b) Master Not Microfilmed. Cut off at close of fiscal year.

Transfer to FRC 2 years after cut-
off. These records will be main-
tained indefinitely. NC1-57-84-7

B OTHERS
(1) Paper Not Microfilmed. Cut off when all exceptions iden-
tified are resolved. Transfer to
FRC 1 year after cutoff. Destroy
7 years after cutoff. NC1-57-84-7
(2) Paper or Tape That Has Been Converted to Destroy paper or erase tape when
Microform microform has been verified in ac-
cordance with Chapter §, Micrograph-
ics, page 6-1, of this handbook.
NC1-57-84-7
(3) Master Microform. Cut off when all exceptions identi-

fied are resolved. Destroy 7 years
after cutoff. NC1-57-84-7

(L) Magnetic Tane
(4) Magnetic Tape.
(a) Processing. Erase when superseded. NC1-57-84-7

Supersedes Release No. 119

Date: December 14, 1989 (Release No. 165) c=122
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ITEM DESCRIPTION DISPOSAL
AN NE RECNDRN INCTRIICTINN S
U Vi INIhVVvIIWVWY SINRS B I W B BRIV
{b) Master Not Microfilmed Ciut off at close of fiscal year
Transfer to FRC 2 yvears after cut-
off. Erase 7 years after cutoff
NC1-57-84-7
e. Statistical Reporting Summaries. Cut off at close of fiscal year.

(1) Paper Not Microfilmed. Permanent Transfer to FRC 1 year
after cutoff or when no longer needeq
for reference, whichever is earlier
Transfer to National Archives 7
years after cutoff. Volume 2 feet.
Annual accumulation 1 foot.
NC1-57-84-7

(2) Paper or Tape That Has Been Converted to Destroy paper or erase tape when

Microform. microform has been verified im ac-
cordance with Chanter 6. Microsrach-
cordance with Chapter &, Micrograpgh
ics. page 6-1, of this handbook.
NC1-57-84-7

(3) Silver-Halide Microform. Permanent. Transfer to National
Archives 7 years after cutoff.
Volume 4 feet. Annual accumulation
i foot. NCi-57-84-7

(4) Magnetic Tape.

(a) Processing. Erase when superseded. NC1-57-84-7

(b) Master Not Microfilmed. Permanent. Transfer to Center for
Electronic Records together with
adequate system documentation

...... POy YT S X 3 Mo~ E o &~

& yTals aliTil LuUuLviil . 1laudliclL o
National Archives 7 years after
cutoff Volume 4 feet Annual
accumulation 1 foot. NC1-57-84-7

f. Systems Assurance Summaries. Cut off after verification.

(1) Paper Not Microfilmed. Destroy when identically formatted
replacement summary is produced.
NC1-57-84-7

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165)
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N[NTULULuUS LJGLLG\:’CLIICI]L— PN T AR 2 A Y -~ W e
NO. OF RECORDS INSTRUCTIONS
(2) Paper or Tape That Has Been Converted to Destroy paper or erase tape when
Microform. microform has been verified in ac-
cordance with Chapter 6, Micrograph-
ics. page $-1, of this handbook.
NC1-57-84-7
{3) Master Microform Destroy Xﬁéﬁ identically formatted
rnn]nhnm:&f summary is produced
replacement summary is produced
NC1~57-86;X
(4) Magnetic Tape.
(a) Processing. Erase when superseded. NC1-57-84-7
(b) Master Not Microfilmed. Erase when identically formatted re-
placement summary is produced.
NC1-57-84-7
SEE: Item 101-11 for additional paper or microform
copies.
SEE: Item 1801-02 for Automated Systems Input Verifi-
cation Printouts.
1801-04 Royalty Management Information Collection Forms. Cut off at close of reporting
Forms document the data collected from lessees., opera- |period.
tors, and payors which are used to manage mineral roy-
alties, rentals, sales, bonuses, and production, proc-
essing, transportation, etc., on Federal and Indian
lands. Include Forms MMS-4025, -2014, or equivalent,
and all transportation allowance forms. Arrange
alphabetically by company, reporter name, or lease or
operator number
A. INDIAN LAND RECORDS
(1) Paper Not Microfilmed or Recorded on Opti- Hransfer to FRC 1 year after cutoff.
cal Disk. [These records will be maintained in-
definitely. NC1-57-84-7
(2) Paper or Tape That Has Been Converted to Destroy paper or erase tape when
Microform or Optical Disk Imicroform has been verified in ac-
Microform or Optical Disk. fricroform has been verified in ac
icordance with Chapter 6, Micrograph-
ics, page 6-1, of this handbook and
optical disk verified for accuracy.
INC1-57-84-7
Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) Cc-124



Records Management

MMSM 380.2-H

ITEM
NO.

DESGRIPTION
OF RECORDS

DISPOSAL
INSTRUCTIONS

(3) lver-Halide M orm.
(4) Magnetic Tape.
(a) Pr ng.
(b) r t t Microfilmed.

(c) Dupl te Mast Not Microfilmed.

(5) Optical Disks. (To assure continued credi-
bility of information, new disks will be created and
backed up 3 years before the 10-year period of the

medium's storage guarantee lapses.)
B. THERS

(1)
cal Disk.

Paper Not Microfilmed or Recorded on Opti-

(2) Paper or Tape That Has Been Converted to
Microform or Optical Disk.

(3) Master Microform.

(4) Magnetic Tape.

(a) Processing.

(b) ,Original Master Not Microfilmed.

(c) Duplicate Master Not Microfilmed.

Transfer to FRC 1 year after cutoff.
These records will be maintained in-
definitely. NC1-57-84-7

Erase when superseded. NC1-57-84-7
Return to reporter when duplicate
tape has been verified. NC1-57-84-7
Transfer to FRC 1 year after cutoff.
These records will be maintained in-
definitely. NC1-57-84-7

Transfer to FRC 1 year after cutoff.
These records will be maintained in-
definitely.

Transfer to FRC 1 year after cutoff.
Destroy 7 years after cutoff.
NC1-57-84-7

Destroy paper or erase tape when
jmicroform has been verified in ac-
cordance with Chapter 6, Micrograph-
ics, page 6-1, of this handbook and
optical disk verified for accuracy.
INC1-57-84-7

bestroy 7 years after cutoff.
INC1-57-84-7

Erase when superseded. NC1-57-84-7
Return to reporter when duplicate
tape has been verified. NC1-57-84-7
hransfer to FRC 1 year after cutoff.
Erase tape 7 years after cutoff.

C1-57-84-7

Supersedes Release No.

Date:

119

December 14, 1989 (Release No. 165)
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Records Management

ITEM DESCRIPTION
AN

RIK oil sales to refining companies.

1801-05 Royalty-in-Kind (RIK) Sale Files. Documentation of

Each sale file

is divided into sections as follows and maintained
chronologically by refining company name.

on_and Estimates of Production and

[N N
1=

b. Announcement of Sale to Refiners.

a

Declined Applications and Notices.

f. Purchaser Surety Documents.

Approved Applications for Purchase and Lottery
tic

e. Approved Purchase or Sale Agreements.

number .

(1) Paper Not Microfilmed.

g. Sale Summary Report and Correspondence.

1801-06 RIK Collection and Reconciliation Files Billings fo
the collection and reconciliation of proceeds due fro
the sale of RIK oil to refining companies and related

(2) Paper That Has Been Microfilmed.

correspondence. Arrange by purchase or sale agreement

{3) Siiver-Haiide Microform. Destroy 20 years after cutoff.
- hi_L72_Q00_1
e lL‘L-'QIJ-UU‘L

Cut off when all appliicable purchase
Ar oala agreamenta ara annravad

or sale agreements are approved
Transfer to FRC 2 years after cut-

off. Destroy 7 years after cutoff.
NC1-57-84-7

See 1801-05a. NC1-57-84-7

See 1801-05a. NC1-57-84-7

See 1801-05a. NC1-57-84-7

Cut off 2 months after contract rec-
onciliation bill is paid or refund
action is completed. Transfer to

FRC 2 vaars
’nev & years

See 1801-05e. N1-473-88-1

See 1801-05a. NC1-57-84-7

Transfer to FRC 2 years after cut-
off. Destroy 20 years after cut-
off. N1-473-88-1

Destroy paper when microform has
been verified in accordance with
IChapter 6, Micrographics, page 6-1,
of this handbook. N1-473-88-1

Supersedes Release No. 119

Date: December 14, 1989 (Release No. 165)
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Records Management MMSM 380.2-H
ITEM NEQCLRIDPTI NISPNEAIL
B0 E0VE WikWUWIIIE IV WIWVE UWriiks
AN AL DECADNC INCTRIILTINANC
NU. Ul nLyvvnivy NN 1 NJVVY 1 TVIvw
1801-07 Windfall Profit Tax Return Files. Documentation for Cut off at close of each tax report-
the computation and disbursement of Windfall Profit ing period. Destroy 7 years after
Taxes Include copies of the quarterly and annual cutoff. NC1-57-84-7
Windfall Profit Tax returns, related correspondence,
computation workpapers, and exhibits such as SF 1166,
or equivalent.
1801-08 Fund Deposit Fiies Copies of checks, money orders, Cut off at ciose of reporting
electronic fund transfer notices, SF 215 and support period.

documents such as checkstubs, Forms MMS-4149
-4158. Used to document receipt of payments

Government under the terms of Federal and Indian

mineral leases,
nal audit purposes.

A T
n. LIVL

(1) Paper Not Microfilmed.
(2) Paper That Has Been Microfilmed.
(3) Silver-Halide Microform.

B OTHERS
(1) Paper Not Microfilmed.
(2) Paper That Has Been Microfilmed.
(3) Master Microform.

laws, and regulations, and for inter-
Arrange by deposit ticket number.

Transfer to FRC 1 year after cutoff.
These records will be maintained in-
definitely. NC1-57-84-7

Destroy paper when microform has
been verified in accordance with
Chapter 6, Micrographics, page 6-1,
of this handbook. NC1-57-84-7
Transfer to FRC 1 year after cutoff.
These records will be maintained in-
definitely. NC1-57-84-7

Transfer to FRC 1 year after cut-
off. Destroy 7 years after cutoff.
NC1-57-84-7

Destroy paper when microform has
been verified in accordance with

M~ e z aEr L f == S z 1
Lnapier o, micrograpnics, page o-i,
of this handbook. NC1-57-84-7

Transfer to FRC 1 year after cutoff.
Destroy 7 years after cutoff.
NC1-57-84-7

Supersedes Release No. 119

Date:

December 14,

1989 (Release No.

165)
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Management

MMSM 380.2-H

ITEM
NO.

DESGRIPTION
OF RECORDS

DISPOSAL
INSTRUCTIONS

1801-09

1801-10

Company Files. Correspondence and other documents,

such as bankruptcy documents, accumulated to provide
a perspective of the royalty management activities

relating to ongoing operations of a specific company,
payor,

or reporter. Arrange by name or code number

of company, payor, or reporter.

A. INDIAN LAND RECORDS

B. OTHERS

Distribution and Disbursement Files. Documents in-

cluding SF 1081, SF 1166, and correspondence support-
ing the distribution and disbursement of royalty and
rental funds to other Government offices. Arrange

chronologically.
A. INDIAN LAND RECORDS
(1)

Paper Not Microfilmed.

(2) Paper That Has Been Microfilmed.

(3) Silver-Halide Microform.

B. OTHERS

(1) Paper Not Microfilmed.

(2) Paper That Has Been Microfilmed.

Cut off at close of fiscal year.

Transfer to FRC 1 year after cutoff.
These records will be maintained in-
definitely. N1-473-88-1

[Transfer to FRC 1 year after cutoff.
Destroy 7 years after cutoff.
N1-473-88-1

Cut off at close of reporting
period

Transfer to FR. 1 year after cutoff.
These records will %e maintained in-
definitely. NC1-57-84 7

Destroy paper when microform has
been verified in accordance with
Chapter 6, Micrographics, page 6-1,
of this handbook. NC1-57-84-7

Transfer to FRC 1 year after cutoff.
These records will be maintained in-
definitely. NC1-57-84-7

Transfer to FRC 1 year after cutoff.
Destroy 7 years after cutoff.
NC1-57-84-7

Destroy paper when microform has
been verified in accordance with
Chapter 6, Micrographics, page 6-1,
of this handbook. NC1-57-84-7

Supersedes Release No.

Date:

119

December 14, 1989 (Release No. 165)
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(3) Master Microfo

Collection Files.

funds due from rental and royalty payors.

bill number and index by payor code number,
name, and Issue date.

A. INDIAN LAND RECORDS

(1) Paper Not Microfilmed.

(2) Paper or Tape That Has Been Converted to
Microform.

(3) Master Microform.

B. OTHERS

(1) Paper Not Microfilmed.

Billings for the collection of

(3) Master Microform.

Transfer to FRC 1 year after cutoff.
Destroy 7 years after cutoff.
NC1-57-84-7

Cut off at close of quarter.

Transfer to FRC 1 year after cutoff.
These records will be maintained in-

definitely. NCi-57-84-7

Destroy paper or erase ta

microform has been verified in ac-
cordance with Chapter 6, Micrograph-
ics, page 6-1, of this handbook.

NC1-57-84-7

Transfer to FRC 1 year after cutoff
These records will be maintained in-
definitelv NC1-57-84-7

Transfer to FRC 1 year after cutoff.
Destroy 7 years after cutoff.
NC1-57-84-7

oy er or erase tape when
croform has been verified in ac-
cordance with Chapter 6, Micrograph-
ics, page 6-1, of this handbook.

NC1-57-84-7

[<]

estroy 7 years after cutoff.

~4

C1-57-84-

2

No. 119

se
14, 1989 (Release No.




Records Management

1802-01

1802-02

Compliance Audit Files. Audit requests or proposals,
workplans, workpapers, correspondence, internal and
external exhibits and reports of findings, conclu-
sions, and recommendations reflecting eight audit

types, as follows:

b. Lease - Filed numerically by lease number.

c. Subject - Filed alphabetically within type; i.e.,
Post-RIK, First Production, etc.

te/Tribal - Filed aliphabetically by

e. Account Reconciliations - Filed alphabetically by

account name.

f. Exception Situations - Filed alphabetically by

account name.

h. "Lookback'" Technical Assistance - Filed alpha-
betically by company name.

A. INDIAN LAND RECORDS

B. OTHERS

Compliance Audit Appeal Files. Correspondence. work-

papers, internal and external exhibits, legal opin-

audit resul
Item 1802-0

[l (4

fiscal year blocks,
first.

W01-57-84-7

2

fiscal year blocks,
first.

Cut off when audit is complete or in

whichever occurs

[Transfer to FRC 2 years after cut-
off. These records will be main-

N1 _B7_9L 7
NUL=J/i=0%-/

Transfer to FRC 2 years after cut-

off. Destroy 7 years after cutoff.

Cut off when appeal is settled or in

whichever occurs

b
(o))
wn
g
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MMSM 380.2-H

DESCRIPTION
OF RECORDS

DISPOSAL
INSTRUCTIONS

1803-01

posed of in accordance with Item i0i-ii.

A. INDIAN LAND RECORDS

B. QTHERS
SECTION 3. ROYALTY VALUATION RECORDS
Prodyct Valve Establisbment Files. Workpspers, corre-

spondence, internal and external exhibits, and reports|
on which
A

are nlaced on mine

Federal and Indian lands. Arrange in numerical order
by internally assigned case number designation. Tech-
nical reference materials used in this function such
as company price bulletins, published market prices,
etc., are maintained as nonrecord materiai and dis-

A INDTAN ILAND RRCORNDS
- AL RAN e RN AIMIC AN

Prarcsaing Allawancra Filaa WUnmbnanana ramnaanand._
Processing Allowance Fillss. VWorkpapers, correspond
ence. internal and external exhibitas. reporta of
findings, conclusions, and recommendations. Document

calculations and determinations of approval or disap-
proval of royalty rate allowances based on costs of

solid minerals, oil, and/or gas washing, smelting, re-
fining, milling treatment, etc., and processing plant
operations. Arrange aiphabeticaily by piant name.

A. INDIAN LAND RECORDS

Transfer to FRC 2 years after cut-
off. These records will be main-
tained indefinitely. NC1-57-84-7

Cut off when valuation is establish-
ed.

Tranafar ta FRC 2

off.
tained indefinitely.

yeara after cut-

These records will be main-
NC1-57-84-7

Transfer to FRC 2 years after cut-
off. Destroy 7 years after cutoff.

Transfer to FRC 1 year after cutoff.
These records will be maintained in-
definitely. NC1-57-84-7

Supersedes Release No.
December 14,

Date:

119

1989 (Release No. 165)
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ITEM NEQCCRIDTIN DISPASAL
10 LIVE WO IV AP ERrs wwssw
AIN Nc pECNDRNC INCTRICTIONS
nNU. Ul NLUYVNvY VU I NIV Y § Twisw
(2) Paper or Tape That Has Been Converted to Destroy paper or erase tape when
Microform. microform has been verified in ac-

cordance with Chapter 6, Micrograph-
ics, page 6-1, of this handbook.

NC1-57-84-7
(3) Master Microform. Transfer to FRC 1 year after cutoff
These records will be maintained in-
definitely. NC1-57-84-7
B. OTHERS
(1) Paper Not Microfilmed. Transfer to FRC 1 year after cutoff.
Lestruoy 7 years after cutoff.
NC1-57-84-7
(2) Paper or Tape That Has Been Converted to Destroy paper or erase tape when
Microform. microform has been verified in ac-
cordance with Chapter 6, Micrograph-
ics, page 6-1, of this handbook.
NC1-57-84-7
I} Maatar Mi~wafoasm Nactrav 7 veara after cutaff
\v) MASLCLE milro10Th. LESITLY years J{kiiel Cuiel sl
NC1-57-84-7
1803-03 Transportation Allowance Files. Workpapers, corre- Cut off at close of allowance period

spondence, internal and external exhibits, and reports|granted or when disapproved or ter-
of findings, conclusions, and recommendations. Docu- |minated.
ment calculations and determinations of approval or

PR
Sis

2]

ad an
ed on C
t

<]
f

o]

0il, condensate, or gas from lease area to point of
delivery and handling, loading, trimming demurrage
sales, sales, assay charges, and transportation for

solid minerals. Arrange by system number (see Item

1803-05) within transportation type. Each allowance
:js documented alpohabetically within the case file by
s ..-ator or lessee name. An operator or lessee file

: may be further subdivided by specific lease number if

A. INDIAN LAND RECORDS

(1) Paper Not Microfilmed. Transfer to FRC 1 year after cutoff.
1 2
1 1

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) Cc-132
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(2) Paper or Tape That Hag Been Converted to Destroy paper or erase tape when
Microform. microform has been verified in ac-
cordance with Chapter 6, Micrograph-
ics, page 6-1, of this handbook.
NCi-57-84-7
(3) Master Microform. Transfer to FRC 1 year after cutoff.
These records will be maintained in-
definitely. NC1-57-84-7
B. OTHERS
(1) Paper Not Microfilmed. Transfer to FRC 1 year after cutoff
Destroy 7 years after cutoff.
NC1-57-84-7
(2) Paper of Ta at t t Destroy paper or erase tape when
Microform. microform has been verified in ac-
cordance with Chapter 6, Micrograph-
ics, page 6-1, of this handbook.
NC1-57-84-7
(3) Master Microform. Destroy 7 years after cutoff.

NC1-57-84-7

1803-04 Sale Agreements and Contractgs. Initial and amending | Cut off when agreement terminates.
oil or condensate sale agreements, gas sale contracts,
and/or gas processing agreement documents and solid
minerals sales contracts, related Federal Price Code
dockets and proceedings, and correspondence. Used as
the basis for the computation of product values and
allowances. Arrange by agreement type and maintain
alphabetically by name of buyer.
A. INDIAN LAND RECORDS Transfer to FRC 1 year after cutoff.
These reccrds will be maintained in-
definitely. NC1-57-84-7
B. OTHER Transfer to FRC 1 year after cutoff.
Destroy 7 years after cutoff.
NC1-57-84-7
1803-05 Transportation System Files Workpapers, correspond- | Cut off when system is abandoned or
ence, internal and external maps, reports and exhib- |discontinued
its. Used to document the establishment, boundaries
Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) Cc-133
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DESCRIPTION
' OF RECORDS

DISPOSAL
INSTRUCTIONS

id minerals, barge, pipeline,

merically by system number.

A. INDIAN LAND RECORDS

B. OTHERS

densate, and gas transportation systems.

and general operational and historical factors of sol-+
truck, etc., oil, con-

Arrange nu-

Transfer to FRC 1 year after cutoff.

These records will be malintained in-
definitely. NC1-57-84-7

Transfer to FRC 1 year after cutoff.
Destroy 7 years after cutoff.
NC1-57-84-7

Supersedes Release No. 119

Date:

December 14,

1989 (Release No.1l65)

C-134
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ix 1

Appendix
SUBJECT FILE CLASSIFICATION SYSTEM

SUBJECT FILES, ALSO KNOWN AS GENERAL FILES, ARE USED ONLY FOR
FILING DOCUMENTS CONTAINING POLICY AND PROCEDURES OR WHICH ARE OF

A GENERAL NATURE NOT SPECIFIC TO ANY INDIVIDUAL, CONTRACT, LEASE,
ETC Documents contained in subject files are arranged by the
thouaht ggnvnyed--i e., the subiect. Dhysigal form of the docu

-—= e T Eexime=c

houg of the o!
ments might be originals or copies of memorandums, reports, tele—
grams, etc.; subject material could also be automated. All MMS
subject files are assigned disposition schedules under either
Item 102-01 or 102-02. The following is an index to the approved
outlines for MMS subject files.

Subiect Case
Primary Subiect __§ode Page Code Page
Accidents. ... iiiiiiiecnnnns ceean ACE S-3 1400 C-101
Automated Data Processing......... ADP S-5 800 C-59
Budget and Financial Management... BFM S-7 300 C-15
Committees/Meetings/Conferences... CMC S-S 200 c=7
Drafting and Cartography.......... DRC S-11 1103 Cc-91
Drilling Operations......cccece0ees DRO S-13 1200 C-93
Environment......ccceeeeecccccecas ENV S-15 1001 Cc-79
Equal (Employment) Opportunity.... EEO S-19 605 C-43
Information Services/Publications. INF s-21 700  C-47
Inspections and Monitoring........ ISP s-23 1200 C-93
Lease Administration........ cecoes LAD S-25 1100 C-85
Legislative and Legal Affairs..... LIG S-27 701 Cc-47
Mining Operations.....cccccceccscs MIN S-29 1101 Cc-86
Office Services......ceeecevecccse OFS S-31 400 Cc-19
500 C-29

Organization and Management....... ORM S-33 200 c-7
Personnel.......ccceeeccccccccccccs PER S-35 600 C-37
Procurement and Contracting cesnses PRC S-39 500 C-29
Production Operations............. PRO S=43 1300 C-95
Public Relations......c.cceeeveennn PUB S-45 700 C-47
Records Management.........cccc04- REC S-47 200 c-7
Resource Conservation and

Production Control.....ccc0cves. RCP S-49 1700 C-107
Resource Evaluation........cceeee. REV S-53 1001 c-79

900 C-63

Resource Inventory and

Data Aquisition....ccccecececcess RID S=57 300 C=-63
Royalty Management Program........ RMP S-61 1800 c-11
Structures/Facilities/Equipment... SEQ S-65 1500 c-10
Travel and Transportation......... TRV S-67 400 C-19

NOTE: Material relating to specific actions, events, persons,
etc., is to be filed in case files. A case file typically docu-
ments a transactlon from 1ts beglnnlng until its end (e.g.,

e +=rvavall and can bh
S wvilavea; anli Laii ©
r

ual a
ther similar identifie
1ls.

1
e used for such materia

(0]

»
i

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) s-1
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ACCIDENTS (ACE)

Use this subject outline for the policy and procedures relating

to the causes, investigations, and prevention of accidents on
the Outer Continental Shelf.

SEE: INSPECTION AND MONITORING (ISP) for inspection of struc-
tures and operations, departures and waivers, and incidents of
noncompliance.

1 General Policy/Plans .Safety planning and management
in general.
2 Reports and Statistics Correspondence regarding report-
ing requirements.
3 Laws, Regulations, Orders, Laws, regulatlons, agreements,
Notices, and Agreements and revisions thereto, relating

to accidents.

4 Accidents/Incidents General correspondence relating
Investigations to the causes, classification,
prevention, and reporting of
4-1 Blowouts accidents and injury or loss of
ie
.L.LLG.

4-2 Equipment Failure
4-3 Fire and Explosion
4-4 Hydrogen Sulfide

4-5 Storm Damage

4-7 Unsafe Act

4-8 Unsafe Procedure

4-10 Pipeline Damage
5 0il Spill and Discharge General correspondence pertaining
Contingency Plans to plans dealing with pollutlon
events, acc1dents, or emergenc1e
5-1 0il Spill File specific contingency plans
the lease management project fil
5-2 Hydrogen Sulfide Item 1101-02, by lease number.

Supersedes Release No. 119 :
Date: December 14, 1989 (Release No.. 165) S-3
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5-3 Critical Operations
and Curtailment
Plans
6 Reclamation
6-1 Fish and Wildlife
6-2 Surface Restoration
7 Waste Disposal
7-1 Waste Water
7-2 Sewage
7-3 Solid Waste
7-4 Muds and Cuttings
7-5 Produced Water
7-6 National Pollution

Discharge Elimination
System Permits

Supersedes Release No. 119

MMSM 380.2-H

General material relating to
control of waste materials in-
cluding sewage, drilling cut-
tings, mud, sand, and oil.

Date: December 14, 1989 (Release No. 165) S=4



Use this subject outline for general material per
automated and electronic data process i n
uldndgemexw, dﬂCl UPELdLlUllb-

1

w
W

4 Automated Systems
4-1 Administration

a -~ ~os Y
4=2 vrisnore

>
t

W

X

4-4 Program Review

5 System Conversions

6-2 Machine Utilization

6=-3 M
6-4 Software

7 Equipment Selection

7-1 Requirements, Spec-

ifications, and

Supersedes Release No. 119
Date: December 14, 1989 (Release No.

"MMSM 380.2-H

aaaailis SOV &

Correspondence regarding report-
ing requirements.

Laws and regulations, and revi-
sions thereto, relating to ADP
programs.

= -

General correspondence regarding
system life cycle and configura-
tion management including

systems initiation, development,

for official system documentatio
records.

Correspondence reg rding the
conversion of data from one data
base system to another.

165) S-5
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Liaison and Information

nxcnange

Feasibility Studies

Supersedes Release No. 119

Date:

December 14,

MMSM 380.2-H

General correspondence regarding

computer facilities and progranms

of other internal components and
other Federal Adencies.

wasa & BwmSTalaa ssygTiiaTes

General correspondence relating
to feasibility studies. See
Item 800-01 for specific study
projects.

Canaral coarraesnnndanca ro
A A2 T A = Y Nt N B B ﬁwrvll\‘\-llvv e

d
data processing standards and
standards development.

naoa
sy

General correspondence regarding
ADP Security. See INF 4 and
REC 13 for information security.

General correspondence regarding

Gen
office automation, electronic
or telecommunications.

1989 (Release No. 165) S=6
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BUDGET AND FINANCIAL MANAGEMENT (BFM)

Use this subject outline for general correspondence and similar
material relating to the preparation and submission of budget

data; budgetary policies and procedures; disbursement activities;

and the maintenance,

PN |
runas.

control,

[

General Pollcv/Plans

s AnthAarizatinne/
-~ A3N4 il A Luu\—.l.\.lllﬂ/
Designations

6 Budget Execution

7 Budget Preparation and
Submission

7-1 Budget

~J

-2 B

8 Disbursements

9 Financial Operating Plans

9-1 1Initial Fiscal Year
Plan
ol T 2 PN TP R h » Yo e AT o - ann
superseqes kKeiease NO. 119
Natn - Naramhar 1A 1000 D
WA wo e WewClll o A i T 1 -~ 0T \I\

and accountability of allocated

v
3
(o))
M
et o
3
R
=]
0
=
o]
=
o]
e}
o]
o
3
-
-3
Q

udget
nd m

Correspondence regarding report-
ing requirements.

Laws, regulations, and agreements
relatlnn to budget and financial
management.

General correspondence regarding
the establishment of accounting
codes/symbcls.

=

recgarding

ATySatas .\:

Conoaral

correannondenc
N Sor A B A WA A A

A A TS VIR

(]

authorization and de31gnat10n of
personnel to perform paying, col-
lecting, and timekeeping functions.

General correspondence regardin

]
2
L

g
1=
%
Q

(]

Procedures and correspondence
regarding budget preparation.

General correspondence and pro-
cedures regarding accounts pay-
able adjustments, voucher exami-
nation, and certification. Does
not incl ave
General correspondence regarding
overall plans for expenditure of
funds, including requests and
consolidations.

n
I
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9-2 Mid-year Review

9-3 Fiscal Year Closeout

m»q

gation (Fund) Control
Fi

bli
P | _c =
d ow

n

Payroll--Salaries

Fund Availability

Reimbursements

14-1 Other Federal
Agencies

14-2 Non-Federal
Agencies

aysell

Fiscal Accounting

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) s-8
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General correspondence and pro-
cedures regarding deductions
(bond, insurance, retirement),
differentials (overtlme, hazard-
ous duty), time and attendance
reporting, and withholding taxes.

General correspondence and pro-
cedures regarding advances, per
diem, transportation, and voucher

examination and processing.

General correspondence
cedures regarding appropria
funds, earned relmbursements,
refunds, allocations received,

transfer appropriations, etc.

J o

General correspondence and pro-
cedures regarding reimbursement
processing.

General correspondence regarding
accounting procedures and prac-

tices, audits, and revisions to
the MMS fiscal accounting system.

General correspondence regarding

imprest fund procedures, prac-
tices, and safeguards.
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COMMITTEES, MEETINGS, AND CONFERENCES (CMC)

Use this subject outline for general policy and procedures
regarding EXTERNAL committees, boards, commissions, meetings,

o A

.
conierences, semlnars, Casxk LULbBb, bympUbLumb, conventions,
etc. If volume warrants, establish individual files by name
of committee, conference, etc.

SEE: ORGANIZATION AND MANAGEMENT (ORM) for INTERNAL committe
management and management meetings.

s /T

1 Generail licy/Plans General correspondence regarding
committees, meetings, conferences,
etc.

2 Reports and Statistics Correspondence regarding report-

ing requirements.

Laws, Regqgulations, and

v v

ﬁg reemerncs

w

4 Congressional

5 Committee Management General correspondence regardi
external committees, committee
assignments, etc O NOT use

PO R |

recoras on n

a
acoo ORM Soo
-~ N /AL L ® o e S

n

D

rn

1 T
4 <

0 cte

o0
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6 Appointments/Assignments Practices and procedures perta
ing to external committee part
ipation.

7 Committee Types General committee information.

7-3 Intergovernmental

Planning
7-4 Working Groups/Task
Forces
Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) S
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MMSM 380.2-H

Use this subject outline for general correspondence regarding
the policies and procedures for providing drafting and carto-
graphic support. Includes constructing, numbering, and repro-
ducing final maps, cross sections, and other graphics based on
map worksheets prepared by geologists, geophysicists, and

1 General Policy/Plans

< e <

Reports and Statistics

N

3 Laws, Requlations, and
Agreements

4 Base Maps

(o)}

7 Map Identification

8 Map Reproduction

Natao- Necremhor 14

avc . jUASA A =P SAD & +=,

Supersedes Release No
,

O P

Qg
el

—~~ 0

Drafting and cartographic pro-
gram planning and management in
general.

Correspondence regarding report-
ing requirements.

Laws, regulations, and agreements
on drafting and cartography.

General correspondence regarding
updating and annotatinq various

e rem o O =Y maps

Lypes UL vaoc llapo

General correspondence regarding
mapping services from other
Federal, State, and private map-
ping agencies.

General correspondence on draft-

ing techniques, tools, equipment,
map dpq1an and layout fpohn1dues

== S = (R = . Uuco

standardlzed symbollzatlon, let—
tering, etc.

General correspondence on the

determination, standardization,
mrm ) memeel 3 o mvmde e AL mrrmdAaAme A

ana appiicatlion OI systems I0r

numbering and indexing maps and
other cartographic records.

Duplicating and printing proces-
ses, equlpment and techniques to
be used in map reproductions.

b
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Use this subject outline for general correspondence relating to
the designation of fields, plans of exploration, plans of
development and production, well development and control, com-

pletions, workovers, and plugglng and abandonment. Documents
relating to specific leases or wells should be filed in the
appropriate case file, see Item 1101-02 of the case files.

1 General Policy/Plans Program planning and managing
drilling operations.
2 Reports and Statistics Correspondence regarding report-

ing requirements.

3 Laws, Regulations, Orders, Laws, regulations, agreements,
Notices, and Agreements and revisions thereto, relating
to drilling operations.
4 Designation of Fields General correspondence regarding

the designation of fields. In-
cludes notices of new field names
or extension of existing fields.

5 Plans of Exploration and General correspondence on the
Plans of Development and preparation, submission, and re-
Production view of exploratory drilling

plans and/or plans of develop-
ment.

6 Problem Wells General correspondence regarding

problem wells.
6-1 Directional Drilling

6-2 Unauthorized Wells
7 Well Completions Requirements for submission and
procedures for processing reports
and logs of well completions or

recomp.l.etic‘mg .
8 Well Development and General correspondence on well
Control development and control.

8-1 Drilling

8-2 Shallow Geoclogic
Hazards Analysis

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) S-13
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10

=
[and

12

8-3 Mud Program

8-4 Well Casing and

Cement i ng

8-5 Well Engineering

Well Identification

Well Plugging and
Abandonment

Well Servicing and
Workovers

Supersedes Release No. 119

Date: December 14, 1989 (Release No. "'165)

MMSM 380.2-H

Correspondence relating to con-
ventlons ana procedures ror 1den—

marmAl smammrn s sadmer

1ndesgs m:fnrxaT rolat-
Nl N L5

o Al . awala

o industry identification
ystems (API number).

General correspondence on pro-
cedures for plugging and aban-
donment of wells.

Correspondence regarding require
ments on maintenance and submls—
sion of records and reports of
well operations which cannot be
filed under a more specific topic

in this outline.

General correspondence on well
workovers. Includes fracturing,
acidizing, special chemical
treatments, and the installation
of mechanical devices in the well
bore to improve the natural flow

of fluids or remove barriers to
s rmacea~an AF £l A
Ll PQDDG\JC UL ALULUD .

14
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ENVIRONMENT (ENV)

Use this subject outline for general correspondence relating to

environmental protection of MMS action, i.e., lease offering ac-

tion, approval of plans of exploration, approval of plans of
n

development and production, approval of geological and geopnysical
permits, pipeline rights-cf-way, and pipelines. Includes infor-=
mation pertaining to monitoring programs and biology studies.
1 General Policy/Plans Environmental program planning
and management in general.
2 Reports and Statistics Correspondence regarding report-
ing requirements.
3 Laws,; Regulations, Orders, Laws, regqulations, agreements,
Notices, and Agreements and revisions thereto, relating
to environment.
4 Environmental and General correspondence on environ-
Ecological Data mental and ecological data collec-
Vo P i I Sy iy a0
LCULLCCOULL1OIl LC10I1lS.
4-1 Aesthetics and Scenic

4-2 Air Quality and

Meteorology
4-3 Archeology and
Historical Sites

4-5 Geology and Geophysics
4-6 Water Quality

4-7 Microenvironmental

\,UllbcL 11>
4-8 Noise
4-9 Radiation

4-10 Seismicity

4-13 Oceanography

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) S
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4-14 Ice
4-15 Permafrost
5 Environmental Protection/
Assessment
5-1 Aesthetics
5-1la Prelease
5-1b Postlease
5-1c Environmental
Tnspnection
Inspection
5-2 Air Quality
5-3 Wildlife Management
5-4 National Environmental
Policy Act (NEPA)
Documents
5-4a Prelease EIS’s
5-4b EA’s and Find-
ings of Nonsig-
nificant Impacts
(FONSTI’s)
\ r
5-4c Categorical
Exclusion
Reviews (CER’s)
5-4d Postlease EIS’s
5-5 Water OQualitv

------ w2l LY

6 Pollution Control

6-1

Marine Sanctuaries

119

. P N 4

N

= 0

989 (Release No.

Environmental control standards
PR P PR, Lomoae TATOL = A L~
ajiu proceaures 191 nio 5, oa o5,
and studies.

General correspondence relating
to pollution control activities
including overflights, quest
naires, and polliution ntr

P 2N 'Y
LeLlliliyues.

)]
|

165) 16
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6-5 Artificial Reefs
6-6 NPDES Permits

~)

()

[y
O

11

12

13

o0

u
a

Endangered and Threatened
v~ ~
ope <

7-1 Biological Opinions
7-2 Bowhead Whales

7-3 Open Water Operations
7-4 Seasonal Drilling

Pollution Events

8-1 Natural Seepage

8~-2 Pipeline and Flowline
Leaks

8-3 Spills and Discharges

8-4 Waste

Biological Monitoring

ro
&

na

Fnvy
b

.
I Trornm nf:=1
1AV AL -l a

(=]
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Coastal Zone Management
Act Compliance

Cultural Resources

Military Stipulations
and Compliance

119

Release No.

ersedes
: December 14,

e

t'g

1989 (Release No.

General information on endangered
A delhsmacadarmad At A
allu ulllilTcailgeiicu DPC\.o.I.CD.

General information on pollution
events and the causes.

General information on detailed
environmental analysis of blocks
offered.

General correspondence on Coastal
Zone Management compliance.

165)
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Use this subject outline for general correspondence and related
papers pertaining to equal employment opportunity. DO NOT use
this outline for documentation that is appropriate for filing in
a specific discrimination case file; see Item 605-03.

1 General Policy/Plans Correspondence pertaining to EEO
policies, plans, and procedures.
2 Reports and Statistics Correspondence regarding report-
ing requirements.
3 Laws, Regulations, and Laws, regulations, agreements,
Agreements and revisions thereto, relating
to EEO.
4 Affirmative Action Standards and procedures for the
Planning implementation and documentation
of affirmative action programs.
5 Complaints General correspondence regarding
the processing of formal and in-
5-1 Formal formal complaints of discrimination.
5-2 Informal
6 Discrimination General correspondence relating to

discrimination in EEO.

6-2 National Origin

tal or Physical
ndicap

oy
|
o
X
o]
Q
o

6-7 Religion

7 Special Observances General correspondence regarding
special programs or events relat-
ing to equal employment.

(o R o P ol | 1 qn

Supersedes Release No. 119

Date: December 14, 1989 (Release No. 165) S-19
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8 Counseling and Counselors
9 Supervisory Program

Darrr s vwAamand o

ncyuirciciivo
Supersedes Release No. 119
Date: December 14,

1989 (Release No. 165) S
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General correspondence relating

to techniques and practices used
to counsel employees or applicants
on equal employment.

General correspondence regarding
evaluations, responsibilities,
and training of supervisors with
regard to EEO.

20
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INFORMATION SERVICES AND PUBLICATIONS (INF)

Use this subject outline for material regarding informational

services; distribution of scientific and technical information

through publications and presentations in the fields of geophys-

ics, geology, and petroleum engineering; and technical library

services.

SEE: PUBLIC RELATIONS (PUB) for material regarding nontechnical

publicity and promotional activities.

SEE: RECORDS MANAGEMENT (REC) for material regarding document

DLoVVUnNUO NEIT AL EAIAN & \

and information security.

1 General Policy/Plans Technical information services
program planning and management
in general.

2 Reports and Statistics Correspondence regarding report-
ing requirement

3 Laws, Regulations, and Laws, regulations, and agreements

Agreements relating to MMS prograns.
4 Information Services and Correspondence regarding lssuance
Security of procedural information and
guidance. See REC 13.
5 Library Services General correspondence regarding

== = &

library acquisitions, 1nc1ud1ng

5-1 Library Acquisitions free publications, subscriptions,
and purchases.

5-2 Interlibrary Loans

ibrary
6 Presentations, Briefings, General correspondence regar rding
or Speeches formal oral presentations and
speeches before scientific and
technical societies.
7 Technical Publications General information regarding

distribution of scientific and
technical information through pub-

lications. Includes publication
in HMS, other Federal Agencies,
and commercial m r‘ographs i reperts i
and articles in scientific,
Supersedes Release No. 119 .
Date: December 14, 1989 (Release No. 165) S-21
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10

11

12

13

14

15

Technical Writing and
Editing

Audiovisual

Exhibits, Ceremonies,
Community Projects

Invitations-Engagements

Public Opinion

12-1 Congratulations,
Commendations, and
Appreciations

12-2 Criticism

Press Relations

Radio, Television, and
Motion Pictures

Visitors, Representatives,
or Guests

Supersedes Release No. 119

Date: December 14, 1989 (Release No. 165) S

MMSM 380.2-H

technical, and trade journals.
DO NOT use for copies of publi-
cations.

Correspondence on the preparation,
submission, review, clearance, and
approval of scientific and techni-
cal manuscripts for publication.

Correspondence of a general nature
regarding public opinion.

22
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INSPECTIONS AND MONITORING (ISP)

Use this subject outline for general correspondence relating
to inspecting and monitoring operations for compliance with

e aily aabaia LV a2l

regulatlons.

1 General Policy/Plans

)
sl
o

o]
0
~
ot
)
)
o
0

3 Laws, Regulations, Orders,
Notices, and Agreements

4 Departures and Waivers

5 Inspections

5-1b Gas Wells

Na
Cil Wells

&)
[

W

2

5-4 Drill Rig

,
ipeline

Supersedes Release No. 119

Date: December 14, 1989 (Release No. 165)

Inspecting and monitoring program
planning and management in general.

Laws, regulations, orders, notices,
and agreements on the inspection
and monitoring program.

General correspondence relating

to departures and waivers from
orders, notices, and regulations
which pertain to structures,
equipment, and operating procedures

General correspondence relating
to core, test, drill, and bore-
holes.

General correspondence relating
to inspection of gas plants to
determine compliance with gas

smmmmm e e ArcrAasmanto

PLOCESS LIy dylEerliciivo.

General correspondence relating

to inspections of mining opera-
tions.
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5-6 Platform
5-7 Production
5-8 Production
Measurement
6 Incidents of Noncom-
pliance
7 Inspection Support
Activities
7-1 Radio Communications
Support
i i
7-la Frequency
Allocations
7-1b Operating
Procedures
7-1c Systems
Maintenance
7-2 Transportation
8 Certifications

MMSM 380.2-H

2]

anaral
iivd A4

~ LA LL:D
to scheduling and selection of
platforms for inspection, proce-
dures for inspections, etc.

ondence relating

General correspondence relating
to inspection of oil and gas

operations; includes inspection
of gathering and storage facilities.

Correspondence relating to monitor-
ing Automatic Custody Transfer Unit
installations and meter-proving
tests to evaluate equipment and

4+ -
testing procedures.

o

General correspondence relating to
violations.

Correspondence on requirements and
procedures for radio communications.
See Item 503-02 for the specific

contract file.

Correspondence relating to use
of boat, nellcopter, and special

use VéthléS for inspections.
See Item 503-02 for the specific
contract file.

General correspondence related to
certification of schools providing
lessee-operator training.

[
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ADMINISTRATION (LAD)

Use this subject outline for general correspondence regarding

overall
mineral
sulfur,
Cgrresnnndpnnp relating
documents a standard or
may be cross-referenced

policies, plans,

waillaiT At aLag LY

leases and prospectlng permlts.

to a partic

rFLea i

principle appllcable to all leases
and filed in both the appropriate

and procedures for administering

Includes o0il, gas,

1lar lease which also
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lease management case file and under this subject outline.
See Chapter 11 of the case files.
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Laws, Regulations, Orders,
NAat i~ armA A~vammandto
A‘U\"LUCD, Qli\i nchculcuua
Bonds

Prelease Steps

Issuance of Leases,
Permits, and Licenses

Lease Assignments,
Designations, and
Transfers

rsedes Release No. 119
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Prelease and administrative
Drogranm Nnlannina/manarmamant ~f
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leases in general.

Correspondence regardlng reporting
requirements.

regulations,
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General correspondence concerning
lessee, permittee, or operator
bonds.

General correspondence regarding
calls for information, area

identification, dec151on materials,
or stipulation development.

General correspondence regarding

award of leases, bonuses, forms,
A o nmnan —~ ] -—._1 A——_J-—-J--.‘... -
Lerits, alila diipielieritacl1oI1l oL
stipulations.

General correspondence relating to
the assignment of lease interest,

transfer of leases or permits, and
designations of operator.

General correspondence concerning
the determination of diligent
development of leases/permits.
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Records Management

9 Lease Extensions and
Readjustments

10 Lease Termination,
Expiration, and
Cancellation

11 Boundaries

12 State Leases
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Supersedes Release No.
Date: December 14,

119

1989 (Release No.

MMSM 380.2-H

General correspondence relating to

extensions of LEdbeb/peLuuLb/ licens-

es and for periodic readjustments
of lease terms and conditions.

General correspondence relating
to relinquishment of a lease or
any part thereof; expiration by

e s R S A 1T -

law; or cancellation for noncom-
pliance with lease terms, notices,
orders, or stipulations.

General correspondence on State
and international boundaries,
including boundary disputes.

General correspondence regarding
special considerations for main-
tenance of State leases. Includes
State-issued leases which meet

the requirements of Section 6(a)
of the Outer Continental Shelf

Lands Act as amended and leases
involving land patented to” the
States.

General correspondence on the use
of land surface by the lessee

and the interference by mineral
lease operations with surface
activities.
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LATIVE AND LEGAL AFFAIRS (L

MMSM 380.2-H

-

)

Use this subject outline for papers pertaining to the MMS legis-
lative program, relations with Congress, and legal matters which
are so general in nature that they cannot be filed under more

specific subjects.

1 Legislative Program

Congressional Acti
and Relations

N

naressional

AT oS AV QA
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n
-
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2-2 Congressional
Investigations

3 Laws and Regulations

4 Claims, Litigations,
Appeals

4-1 Civil Action
A - A mede o -
4= c \'L .Llll.Llld.L ACULULOI]I

5 Copyrights/Patents

Supersedes Release No. 119
Date: December 14,

1989 (Release No. 165) S

Overall legislative progranm,
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behalf of and those affecting MMS
programs and operations. Sub-

divide as necessary (Federal,
State, local, etc.).
701-02 for comments on bills.
Routine correspondence with
Senators, Representatives, and
other Federal, State, and local
legislative officials and commit-
tees which cannot be filed sub-
jectively under other outlines.
File alphabetically by member or
committee. See CMC-4.
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Policy and onrocedures for vis
POL1CY

Qiia pa AT v

by 1nd1v1dua1 Members of Congress
and congressional delegations.

Policy and procedures relating
to congressional investigations.
See Item 701 01 for congressional
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General correspondence regarding
Federal, State, and local laws and
regulations including rulemaking,
Code of Federal Regulations, and
Executive Orders/Proclamations

WIl.LL,Il LdIlIlUL De .‘L.L.L(:’.(l 'unuer a
specific subject.

General material on claims by or
against the U.S. Government, claims
procedures, etc. See Items 707-01
through -05 for formal appeals and
litigation records.
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7 Legal Library

8 Opinions, Decisions, and Opinions, decisions, and inter-
Interpretations pretations which affect MMS
programs or operations. See
8-1 Regional Attorneys Item 707-05 for specific cases.

8-2 U.S. Attorneys

8-3 U.S. Courts and Judges

8-4 Solicitor

Supersedes Release No. 119
Date: December 14, 19829 (Release No. 165) S5-28



Records Management MMSM 380.2-H

MINING OPERATIONS (MIN)

Use this subject outline for general correspondence relatlng

to mining operations. Includes abandonment, equipment, mining
methods, operations and plans for sand and gravel, polymetallic
sulfides, etc.

SEE: LEASE ADMINISTRATION (LAD) for material relating to
mining leases, permits, and licenses.

(RID) for mining

T TAaTrrTIAT r ArTr -\‘ m‘ - -

SEE: RESOURCE INVENTORY TA ACQUISITION
exploration methods and plans.

1 General Policy/Plans Correspondence regarding mining
methods, operations, and plans
in general.

Reports and Statistics Correspondence regarding reporting

Ltiun.L emeut_b .

[\

3 Laws, Regulations, Orders, Laws, regulations, orders, notices,

Notices and Agreements and agreements regarding mining
operations.
4 Abandonment General correspondence relating

to mining abandonment.

5 Equipment General correspondence relating
to mining equipment.

6 Mining Methods General correspondence regarding
mining methods, practices, and
procedures.

7 Mining Operations General correspondence regarding
Tﬂ‘l n1 nga nnnr:—\f1 onsg |
mining operations.

8 Mining Plans General correspondence regarding
mining plans.

Supersedes Release No. 119

Date: December 14, 1989 (Release No. 165) S$-29



Records Management MMSM 380.2-H

OFFICE SERVICES (OFS)

Use this subject outline for material regardlng office services
including mail, messenger, and telecommunications; printing and
22 32 — - aa 23

reproduction, office equipment and supplies; buildings and
grounds; and property management.

1 General Policy/Plans Correspondence regarding office
services policies, plans, and
procedures.

2 Reports and Statistics Correspondence regarding reporting

requirements.

3 Laws, Regulations, and Laws, regulations, and agreements
Agreements regarding office services.
4 Buildings and Grounds General correspondence regarding
buildings, real property, and
4-1 Building grounds maintenance; and space,
Maintenance safety, and security management.
See Chapter 4 of the case files
4-2 Security for papers concerning a specific
building.

All

4-5 Services and
Alterations

4-6 Space Plans

4-7 Real Property
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5 Communications Services General correspondence regarding
addresses, mailing lists, postage
5-1 Mail Facilities and and fees, and messenger service.
Services
5-2 Telegraph, Teletype,
and Facsimile
Service

5-3 Telephone Service
(Commercial)

persedes Release No. 119
te

Su
Date: December 14, 1989 (Release No. 165) S-31



Records Management - MMSM 380.2-H

5-4 Federal Telecommuni-
cations Systems (FTS)

6 Supply Management General correspondence on the
acquisition, distribution, and
inventorv of sunpnlies.

-~z -~ —_——rrere-
7 Personal Property General correspondence concerning
Accountability procurement, FEDSTRIP, inventories,
transfers, losses, or damages to
7-1 1Issuing Property personal property.
Numbers
7-2 Transfers
7-3 Board of Survey
7-4 Equipment Rental/Loan
7-5 Excess/Surplus Property
7-6 Accountable Officer
7-7 Employee Exit Clearance
8 Personal Property Mainte- General correspondence for mainte-
nance and Repairs nance and repairs.
8-1 FEauirment
A4 v H\du.&rcll\—;l\—

8-2 Furniture
8-3 Other

9 Printing and Reproduction General correspondence regarding

graphic, ﬂnh11cat1nn/copylngi
9-1 Graphic Services printing, and binding services.

9-2 Duplicating/Copying
Service

9-3 Printing and Binding

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) S
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MMSM 380.2-H

ORGANIZATION AND MANAGEMENT (ORM)

Use this subject outline for general correspondence on the

i
establishment, organization,
organizational units; INTERNAL comm
assignment and reassignment of nc
manag

i
ement analyses and surveys; staff—year requirements and

reorganlzatlon, and termlnatlon of

’
fun p
t

utilization; and emergency planning.

SEE: COMMITTEES, MEETINGS,

committee management.

=

2 Reports and Statistics

3 Laws and Regulations
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5 Administrative Audits,
Surveys, and Inspections

5-1 General Accounting
Office (GAO)

5-2 0Office of Inspector
General (0OIG)

6 Evaluations
6-1 Internal
6-2 Office of Management

and Budget C1rcu1ar
A-123

Supersedes Release No. 119
Date: December 14,

1989 (Release No.

AND CONFERENCES (CMC) for EXTERNAL

Correspondence regarding reporting
requirements.

nd revisions
ams

gulations, a
to progranm

o)
MMS .
General correspondence regarding
the management and administration
of MMS internal committees. DO
NOT use for records on an external
committee; see CMC. See also Item

Ana

201-06.

General correspondence regarding

administrative audits, surveys,
and inspections. See Item 201-02.

General correspondence relating
to vulnerability assessments and
internal control review of MMS
programs as set forth in the

circular.

165)
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6-3 Office of Management
and Budget Circular
A-50

be gatlons of Autnorlty

~)

8 Emergency Planning

9 Management Analysis and

Improvement
10 Management Meetings
11 Organization/
Reorganization

12 Position Management

w

DyrAacrram D 1
Program Planning and

Evaluation

)

13-1 Management by
Objectives

13-2 5-Year Plans

(=]
>
A
<

15 Project Management

Supersedes Release No. 119

MMSM 380.2-H

General correspondence relating
to audit followup activities as
set forth in the circular.

Procedures to be followed in an
emergency. See REC 12.

General correspondence on man-
agement improvement and cost
reduction activities other than

- v sy~

Y~
Lubpcpu;uns.

General correspondence regarding
staff or other management meetings
that cannot be filed under a more
precise subject.

Correspondence regarding requests
and justifications for the estab-
lishment of, and control over,
numerical authorization of staffing
levels or personnel ceilings
General ﬂorrespendence on the over-
all supervision, plannlng, direction
coordination, review, and evaluation

of program goals.

General corresvmondence on vi

(oL § Lo S o 38 0 LilTopLIRRTRE 22

1ls
officials for brleflnqs on adm
trative or program matters.

its by
inis-

General correspondence relating
to the management and adminis-

tration of projects.

Date: December 14, 1989 (Release No. 165) S-34
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PERSONNEL (PER)

Use this subject outline for general correspondence concerning
all phases of personnel administration including employment,
employee relation
=13
4 L

+ mTh 3
etc. 1nls out

PERSONNEL offices should use relevant FPM chapter numbers as
identified in the index to the FPM.

L2 PR~ P Y IRy Te ey

S, training and career aeveliopmerntcg, bebuLLLy,
e ie +A he naead hu NONDPFRGONNFET, nffic

4O o ove Hocw »y ANNIANV L ASANOIN\JANIN LIRS V.La..sveSo

SEE: EQUAL (EMPLOYMENT) OPPORTUNITY (EEO) for correspondence
regarding equal opportunity.

1 General Policy/Plans General correspondence regarding
personnel po li and plans.
2 Reports and Statistics Correspondence regarding report-

ing requirements.

3 Laws, Regulations, and Laws, regulations, and agreements
Agreements relating to\MMS personnel manage-
ment.
4 Attendance and Leave General information regarding

leave and overtime procedures.
4-1 Hours of Duty

4=2 Overtime
5 Awards and Commendations General information regarding
cash and honor awards, awards
committees, commendations/recog-
nitions, non-Federal awards, and
suggestion program.
6 Employee Relations and
Services
6-1 Appeals/Grievances General correspondence on appeals

system; policies and procedures
for handling appeals, complaints,
and grievances.

6-2 Campaign Fund Drives General correspondence on chari-
table contribution campaigns and

U.S. Savings Bond promotlon.

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) S
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6-3 Conduct of Employees

6~-4 Disciplinary and
Adverse Actions

6-5 Employee
Organizations

7-1 Vacancies
7-2 Former Employees

7-3 Job Retention and
Restoration

7-4 Special Employment

Health and Medical Care

PAY/PERS

Labor Management
Relations

sedes Release No. 119

ve N

MMSM 380.2-H

Correspondence regarding regula—
tions and procedures governing
conflicts-of-interest, polltlcal

L - P =S oS o

activity, acceptance of gratui-
ties, etc. Subdivide as necessary.

Employee assoc1at10ns, soc
______ ~e )
adl

welfare, and recreatior
ties.

ct
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-
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General information regarding
students, handicapped people,
veterans, experts, consultants,
etc.

General information regarding

injuries and workmen’s compensa-

o
jon claims, alccholism, medical

F1rqf aid services, and
hvsical examinations.

Correspondence relating to the
evelopment 1mplementat10n, and

,A_A“,--.l_-.a

operatlon of the integrated Pay

________ Qerd en

rOLL/rersonncL Systen

General information regarding
group life insurance, health
benefits, retirement, and unem-

ployment compensation.

General material regarding rela-
tions with labor organizations
including recogvitlcn negotia-
tion, contract grievances, and

unfair labor practice charges.

For records regarding a specific
organization, agreement, consulta-
tion meeting, or complaint, see
Item 604.

December 14, 1989 (Release No. 165) S-36
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Personnel Security
and Suitability

Position
Classification

Promotion/Internal
Placement

Safety Program

Counseling

Career Planninag and

riailitiil - aill

MMSM 280.2-H

General information regarding

merit pay, allowances/differen-
tials, deductions, pay increases,
Aad

1% 4

o e~

. .
arminaty
velfiiriidid

employee performance standards,
rating committees, boards, panels,
ratings, appraisals, appeals, and
hearings.

General information regarding

29 e 2 b ] 3 PR . |

Generai informaclion on pregranm
: .

inspections and surveys.

General correspondence regarding
personal reference checks.

General information regarding

- ~am S amde 2 o e 2
appeals, job descriptions, posi-
tion series, standards, surveys,
and evaluations.

General information regarding
assignments, details, promotions,
and demotions.

General information regarding
advertising and publicity, appli-
cations for employment, appoint-
ment, certification of eligibles,

examination and testing, qualifi-
cations, and college recruitment.
tion regarding

t
tion, inspec

accident prevention, inspections,
s

al information regarding
employee death, reduction-in-
force, resignation, retirement,
separation for cause, and trans-
fer.

General correspondence regarding
employee training plans and
counseling.
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21-4

21-5

MMSM 380.2-H

Orientation General correspondence regarding
orientation of new employees.

Technical Manuals General correspondence regarding

and Materials training manuals and materials.

Training Courses

and Seminars

Training Facilities General correspondence regarding

and Equipment the acquisition of training lo-
gistics.

es Release No. 119

ecember 14, 1989 (Release No. 165) S-38



PROCUREMENT AND CONTRACTING (PRC)

Use this subject outline for general correspondence and related
records pertaining to procurement of supplles, equipment, and
services; contracting for supplies and services; and lnteragency
agreements. DO NOT use this outline for documentation that is
appropriate for filing in a specific contract or procurement

e ] e T R A

case file; see Chapter 5 of the case files.

1 General Policy/Plans Correspondence pertaining to
general policies and procedures.

2 Reports and Statistics Correspondence regarding report-
ing requirements.

3 Laws, Regulations, Laws, requlations, and agreements
Deci51ons, and Agree- relating to procurement and con-
ments tracts. 1Includes Interior Board

Contract and Claims Court Decisions.

4 Authorizations and General correspondence on Con-
Delegations of tracting Officers’ Warrant System
Authority and internal delegations.

5 Procurement Methods General correspondence regarding

formal advertising, two-step nego-
5-1 Special Categories tiations, letter contracts, and
of Procurement small purchases. ADP, 8(a), serv-
ice contract, consulting, aircraft
5-2 Procurement Manage- services, etc. Scheduling, con-
ment Reviews ducting reviews, findings, problem
resolutions, reports to the Depart-
5-3 Advance Procurement ment, etc.
Planning

5-4 Socioeconomic Program
5-4a Small Businesses

5-4b Minority
Businesses

S-4c Women-owned
Rusinesses

pOLV Su P Y e A

5-4d4d Labor Surplus
Areas

5-4e Small Business
Innovative
Research Program

119
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1989 (Release No. 165) S-39
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Records Management MMSM 380.2-~H

5-4f Historically
Black Colleges
and Universities

Initiative
5-4g Procurement
Goals/Achieve-
ments
6 Suppliers and Contractors General correspo ndence regarding
supplies, suppliers, and con-
6-1 Bidder Lists/ tractors.
Applications
6-2 Procurement Program
Information Requests
6-3 Suspended and Debarred
Bidders/Offerors
6-4 Catalogs, Price
Lists, Schedules,
and Canabllltv State—
ments
7 Purchase Orders and General correspondence regarding
Requisitions submission and requisitioning of
supplies, equipment, and services.
7-1 Blanket Purchase
Agreements
7-2 Small Purchase
Agreements
7-2a Status Requests
7-2b Emergency
Justifications
7-3 Contract Action
Requests
7-4 Contract
Representative
7-5 Request for Waivers
7-6 Protests and Disputes
Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) S-40
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7-7 Bids, Solicitations

oSl il lidLluVilio,

and Negotiations

7-8 Unauthorized
Purchases

7-9 Ratifications

8 Contracts General correspondence on clauses,
forms, etc.
8-1 Noncompetitive
Procurement

o
I
N

8-3 Approvals
9 Solicitations and Awards
9-1 Synopsis

9-2 Invitation for Bids

and Request for
Proposals

9-3 Evaluation of Bids
and Proposals

9-3a Mistakes in Bid

9-3b Certificates of
Competency

9-3c Congressional
Inquiries

Competitive
Range
9-4 Negotiation
9-5 Preaward Protests
[o Y
7 v

Atrardc
SaAaWdAlwuo

10 Contract Administration

10-1 Postaward Protests/
Debriefings

S
Date: December 14, 198

- STl 4 -2 -

upersedes Release No. 119
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Contract Monitoring

10-2a Contracting
Officers

10-2b Contracting
Officers
Representatives

10-3 Changes, Orders, and
Modifications

Terminations
10-6 Disputes/Claims

udit Resolutions

[
(@]
1
~
yl

}

diaarll a2

-
nvenience/Default

To
A S
Co

ersedes Release No. 119
e: December 14, 1989 (Release No. 165)
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Records Management MMSM 380.2-H

SEE: INSPECTIONS AND MONITORING (ISP) for inspections and moni-
toring operations.

/Plans Correspondence on the development
coordination, and administration
of p011c1es regarding production
in general.

1 ~
1 Gene

2 Reports and Statistic Correspondence regarding reporting
requirements.
3 Laws, Regulations, Orders, Laws, regulatlons, orders, notices,
Notices, and Agreements and agreements relating to produc-

tion operations.

4 Allowable Schedules General correspondence relating to
State production allowances.
5 Commingling Systems General correspondence relating to
‘ approvals of systems, equlpment
5-1 Barge storage, calibration charts, and

lease allocations.
5-2 Pipeline

5-3 Tank Storage
5-4 Underground
Storage
6 Discoveries Correspondeﬁ*e'for reporting dis-
coveries, new fields, and zones;
determining if a well is capable
of commercial productlon, and re-
porting first production.
7 Report of Operations Correspondence on reportlng r

MR
© 0

qulrements, corrections, or
visions of reports.

8 Production Measurement

Supersedes Release No
Date: December 14, 1
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8-1 Equipment
8-2 Techniques
9 Suspensions of General
Operations/Production to shut
oneratin
vyu;u\-.l.v
119

Supersedes Release No.

Date: December 14,

1989 (Release No.

165)
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Records Management MMSM 280.2-H

Use this subject outline for correspondence regarding nontechni-
cal communications with the general public, press, private organ-
izations, and other Government Agencies. 1Includes information on
external communications, public opinion, and distribution of infor-
mation through mass media.

SEE: INFORMATION SERVICES AND PUBLICATIONS (INF) for material
regarding technical information, disclosure of Government records,
scientific and technical publications, and library services.

SEE: LEGAL AND LEGISLATIVE AFFAIRS (LLG) for congressional
relations.

1 General Policy/Procedures General correspondence regarding
MMS nontechnical public relations.

2 Reports and Statistics Correspondence regarding reporting
requirements.
3 Laws, Regulations, and Laws, regulations, agreements, and
Agreements revisions relating to public rela-
tions.
4 Audiovisual Correspondence regarding promo-

tional aids only.

5 Exhibits, Fairs, Correspondence regarding requests
Ceremonies, Expositions, for exhibits, fairs, etc.
and Community Projects

6 Histories/Anniversaries
7 Informal Talks/Speeches

L2344
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9-1 Commendation,
Congratulations,
and Appreciation

+ir~1am
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10 Publicity and Promotion General correspondence only.

10-1 Annual Reports

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) 5-45
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11

10~-2 Newsletters

Press Relations and
Releases

10-3

Representatives,

Radio, Television, and

Motion Picture
Outreach Program

Cannabis Reduction
Program

MMSM 380.2-H
See ORM 14 for visits by MMS
officials. See LLG 2-1 for
congressional visits.

MMS relations with these groups.

General correspondence regarding
the Cannabis Reduction Program.
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MMSM 380.2-H

RECORDS MANAGEMENT (REC)

Use this subject outline for general correspondence relating to
records/information management functions, including records

maintenance and disposition,

Ttramtry amA DwrandAm

oS aTes ob ol =]
LcpulrL Lo, L"L 4LvaLy ailiu

security.

1

w

()}

Supersedes Release No.
Date:

General Policy/Plans

Reports and Statistics

v
o]
o

Laws, Regulations,
Agreements

Correspondence

Directives (Issuance)
Management

Automated Records
Management

Records Disposition

8-1 Statistical Report
Records Holdings

Records Maintenance

December 14,

rreccuull

119
1989 (Release No. 165) S-47

corresponoence, forms, directives,
-~ -~ R IR ol o= arnd AAa~rimand
UL .LIILULIUG l—J.Ull A\.-\—D, alllu uus uliiicii o

Correspondence relating to over-
all program.

Correspondence regardlng report-

Laws, regqulations, and T
relating to records (information
management.
Procedures and instructions for
correspondence and word process-
ing output.

Correspondence regarding systems

for issuing policy and procedural
information and guidance. DO NOT
use for copies of published issu-
ances.

General co

forms clearance and control, de51gn
and development,

and distribution.

oNTrYrroc
P S S - .Lll

General correspondence regarding
the management of automated

N
uaing
roaco
reco

Policy and procedures to be fol-
lowed in administering and oper-
ating the records disposition
program as a whole.

Procedures to be followed in
maintaining records.

analysis, storage,



Records Management

(o)
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11
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o

13
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Records Equipment
and Supplies

Information Services

and Security

13-1 Document and
Information
Security

13-2 Public Inspection
a Copying of
Records

13-3 Privacy Act

13-4 Freedom of
Information Act
(FOTA)

13-5 Federal Reglster

Inf rmation Collection

Budget
ersedes Release No. 119
e: December 14, 1889 ({

MMSM 380.2-H

General correspondence rnnrprn1na

ik P s ViilaT il SaaleL 22222

reports preparation, submission,
control, costs, and elimination of
unnecessary reports.

General correspondence regarding
records equipment and supplies.

Policy and procedures to be fol-

lowed in handllng records essen-
tial to operations in an emergency

situation. See ORM 8.

General correspondence regarding
iﬁfﬁ“mation services and disclo-
sure of information and records

to other Government Agencies,
States, private industry, and the
general public. Do not use for
copies of requests. See Special
Instructions, Chapter 7 of this
handbook.

, administrative, and
phy51ca1 safeguards to ensure the
confidentiality of records con-
taining personal and proprietary
information.

isclosure of information sub-
mitted by lessees, nprmIttees

e ac-ooTT2 cllillLiECs

Disclosure of information about
individuals. See Item 705-20
through 23 for correspondence

regaralng Speclrlb LeunbLb.

Requirements specifically iden-
tified as FOIA requests. See
Items 705-16 and -17 for corre-
spondence regarding specific
requests.

Use for correspondence and pro-
cedures for development of the
information collection budget
(the reporting burden imposed on

the public).



Records Management MMSM 380.2-H

to programs whlch prov1de for the preventlon of waste, conser-
vation of natural resources, and protection of correlative
rights. Includes classification of reservoirs, unitization,
communitization, enhanced recovery (secondary and tertiary),

A . 1

establishment and control of production rates, and well
testing.

SEE: RESOURCE INVENTORY AND DATA ACQUISITION (RID) for
reservoir analysis to support MER determinations.

1 General Policy/Plans Development, coordination, and
administration of resource con-
servation program policies and

nlang
y&ulli—’ .

2 Reports and Statistics Correspondence regarding report-
ing requirements.

3 Laws, Regulations, Orders, Laws, regulations, and agreements
No tices, and Agreements regarding resource conservation.
4 Balancing of Production General correspondence on oil
and gas production variances,
balance periods, shut-in for
overproduction, and balancing
for temporary shut-in.
S Classification of Policy and procedures for clas-
Reservoirs sification and reclassification
of producing reservoirs.
5-1 Gas
5-2 0il
5-3 0il with Asso-
ciated Gas Caps
5-4 Rate Sensitive
6 Reservoir Analysis General correspondence regard-

ing the overall design and

past benav1or of producing oil
and gas reservoirs and predict
future performance.

Supersedes Release No. 119

Date: December 14, 1989 (Release No. 165) S-49
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6-2 Reservoir Study
Methodology

7 Communitization Agree-
ments

8 Competitive Reservoir

Operations
9 Gas Flaring and
Venting
0 Production Rates/Control

10-2 Maximum Efficient

Rate (MER)
10-3 Maximum Production
Rate (MPR)

1 Enhanced Recovery
Pressure Maintenance

11-1 Secondary

~ m ~ vy
Z 4

ary

|

ii- ert

Unitization

ViiaLiLaLAWA0

12-1 Unit Plan

MMSM 380.2-H

Rock and fluid characteristics,
PVT, gas analysis, capillary
pressure, permeablllty and poros-
ity, drive mechanism, and pro-
duction rates.

Classical and procedural englneer—
ing calculations, physical or sim-
ulated reservoir models, and res-
ervoir mapping.

General orrespondence on the
initiation, review, approval,
and monitoring of communitiza-
tion agreements and State well-

spacing orders.

General correspondence on com-
petltlve reserv01r determina
tions, pooling, and dr il

etc.

Correspondence regarding the
criteria for flaring and venting
without approval and appllcatlon
requirements when approval is
necessary.

Correspondence relating to sub-
mission of MAR, MER, and MPR and
revisions.

Correspondence regardlng the re-

qulrements for submission, review,
and monltorlng or requests to con-
duct enhanced oil and gas recovery

operations.

General correspondence regard—
ing the initiation, review,
approval, and monltorlng of
agreements to conduct 0il an
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13-5

13-6

14

late reserves in oil and gas
fields or for other leasable mine
deposits.

Supersedes Release No. 119

Date: December 14, 1989 (Release No. 165) S-51

Unit Operating
Agreements

Unit Participating

IIni+

Uil

Plangs

A A AdlALLWD O
evelopment/
Operation

f

Terminations of
Unit Agreements

ting

e

o
To

Bottom Hole
Pressure

Packer

A Y ¢
Multi-Point B

Pressure

Quarterly 0Oil
Well

Semiannual Gas

Reserves Inventory

MMSM 380.2

gas development and production
operations under a unit plan.

Includes both voluntary and
compulsory unitization. See
Item 1703-02 for specific case
file.

Correspondence on oil and gas
well testlng procedures, test

report submission and review,
and witnessing well tests.
For specific case file, see
Item 1301-20.

-H

General correspondence on detailed
investigations performed to calcu-

ora
4L Q

1
4
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RESOURCE EVALUATION (REV)

Use this subject outline for general correspondence relating to
the development and 1mp1ementatlon of policies and procedures

for providing technical assistance in resource evaluation activi-
ties. 1Includes provision of resource estimates of oil and gas

and other mineral resources; preparation of geologic, resource,
and economic reports and exploration and development reports for
use in lease sale Environmental Impact Statements (EIS’s); defi-
nition of the proposed Area of Hydrocarbon Potential for the Call
for Information and Nominations and the subsequent Area Identi-
fication proposal; bidding systems design; and fair market value

nnnnn e
assessmentcts.

For materials regarding a specific lease sale, see Chapter 10
of the case files.

Most of this material is accumulated in the prelease phase.

SEE: RESOURCE INVENTORY AND DATA ACQUISITION (RID) for

geological/geophysical exploration permits, data collection,

and interpretation methods.

1 General Policy/Plans Development, coordination, admin-
istration of mineral leasing poli-
cies, and plans in general.

2 Reports and Statistics Correspondence regarding report-
ing requirements.

3 Laws, Regqulations, Orders, Laws, regulations, agreements,

Notices, Agreements, and Secretarial Orders, and Direc-
Decisions tor’s decisions regarding mineral
leasing.

4 Nonenergy Minerals Nonsale specific correspond-
ence, selection of eommgdities,
and timing for offerings, etc.

5 Geology Reports Information on preparation and

submission of geology reports
and review of resource reports
Ml mdlimon Tadasal Ar~vmrmmincs anrnd
Ol Oluer reqaeral aAygecrlriclico aliu
States. The geology reports
should be filed in the specific
case lease file; see Chapter 10
of the case files.

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) S
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6 Maps on Area of Hydro-
carbon Potential

7 Exploration and Develop-
ment Reports

8 Area Identification and

Analyses
8-1 Call for Information
and Nominations Maps

Maps

8-3 Other Maps, Charts,
and Cross-Sections

ource Economic and

s
gineering Evaluatior

9 Re
Eh

i1

e

9-1 Resource Assessment

9-2 Economic Evaluation
and Analysis

Q" Trmatman»in~y Dixraliio
b i | pan) I\JJ. T L L l\_-’ Lnvairu—
ation and Analysis

10 Bidding Processes
10-1 Fair Market Value

10-2 Bic
A
“uu

ﬂ o

11 Lease Offering Terms,
Coordinations, and
Decisions

Supersedes Release No. 119

MMSM 380.2-H

Maps and correspondence used
in determining the hydrocarbon
potential of planning areas.

General correspondence on the
preparatlon of the Exploration

and Development report and re-
source estimates for use in the

EIS preparation.

Maps and correspondence related

to area identification and identi-
fication of main area of concen-
tration in EIS.

Material regarding resource
economic and engineering evalu-

SCLLLILitaAe allitt Ll llles=el 22 =

ations.

General correspondence and pro-
cedures for economic value esti-
mates, bidding systems, economic
parameters, economic studies, etc.

Secretarial Issue Documents,
decision memorandum guidance,
stipulations, policies on lease
term sizes, etc., Section 8(g),

== =4 2 - ~d

14
interagency coordination, etc.

Date: December 14, 1989 (Release No. 165) S-54
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11-1 Longer Lease Terms

P
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ii-2 Sec

11-4 Tract Size
11-5 Sulphur

12 Minerals lLease Sales

13 Postlease Review

Supersedes Release No.

119

MMSM 380.2-H

General correspondence on plan-

ning, coordinating, and evaluat-

ing the results of competitive
lease sales.

Postlease evaluation guidance.

Date: December 14, 1989 (Release No. 165) S-55
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RESOURCE INVENTORY AND DATA ACQUISITION (RID)

Use this subject outline for general correspondence on procedures
for conducting re ve ry and data acquisi a ti
Includes the acqu and sessment of regiona 1
geologlcal and geophys cal data required in support of OCS as-
ing; administration of the prelease deep stratigraphic test and
geological and geophysical permit programs; and assessment of

regional hazards for use in lease sale EIS‘s, and resource economic

and data acm
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auu t::llg.l.ll!:.'(:!LJ.llg evaliuations. The data are used toO .I.UEHLJ.LY regiorns
or specific areas in which mineral deposits are likely to occur

or to establish the nature of a deposit preparatory to lease
sales. This outline also includes activities related to the
security of proprietary geological and geophysical data; release

and publication of pertinent geological and geophysical data and

assessments as appropriate conduct of applied geological and

geophysical research in direct support of the 0OCS leasing program;
nd +h

hrah:r:*" F 'V'Qr""1 :"- o) a k=4 "n"ﬂv‘“.‘“" Y\‘V‘Q.‘ oOacao HQ’\1 f\"1f‘a1
€ preparatlion oI reguiailtions governing preiease o] i1Ca

~
eop h sical pyn]nraf1nn for mineral resources on

U)LC

\5:: A \J
the OC!

oo
Q¢
m r

n
Most of the records created by scientific and technical data
analysis will be filed in the appropriate lease sale case file.
A smaller volume of records is created, however, which does
not concern a partlcular study but which is directly related
A FhAa ot At AL s miyremma mrrm T ssmde 2 omea D de PP SO I UL I QY

CO Tne SuUpy jec o U.L resource evaiuatlon adatca aCyuisitiornl dllu
analysis.

Most of these records are created in the prelease phase.

1 General Policy/Plans Resource identification and data
acquisition program planning and
management.

2 Reports and Statistics Correspondence regarding report-

ing requirements.

3 Laws, Regulations, Orders, Laws, regulations, agreements,
Notices, and Agreements Segretarlal Orders, Director’s
decisions and policies regarding
data acquisition.
4 Geological and Geo- General correspondence concerning
physical Exploration submission and review of geologi-
Permits cal/geophysical exploration permits,

supervision of operations under
Derm1ts and submission of survey

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) 5-57
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5 Acquisition of Geo-
logical/Geophysical
and Geochemical Data

6 Geophysical Exploration

6-1 Deep Seismic Surveys

6-2 High-Resolution
Surveys

6-3 Analysis and
Evaluation

7 Geological

7-1 Drilling, coring,
and sampling

7-2 Subsurface geological
investigation and

mapping

7-3 Well Logs and Samples

7-4 Geochemical Studies

Supersedes Release No. 119

MMSM 380.2-H

results. For filing copies of
individual permits, see Chapter 9
of the case files.

General correspondence regarding
acquisition of geological, geo-
physical, geochemical survey data,
and interpretations for lease sale.

General correspondence regarding
methods of interpreting the results
of data acquisition operations.

Regular time and digital common-
depth-point recordings, bright
spot data, seismic velocity data
and analysis, and seismic contour

mapping.

Profiling, shallow subbottom pro-
filing, bathymetric acoustic bottom
scanning, and magnetic total
intensity.

General correspondence on equip-
ment, techniques, methods, and
procedures. Includes bottom
sampling, shallow coring, and
deep stratigraphic testing.

Deep stratigraphic test wells and
cost wells.

Structural geology, paleontology,
mapping, stratigraphy, and carbon-
ate analysis.

Well logging techniques, corre-
lation of well logs, laboratory
techniques for examination and
analysis of cores and cuttings,
lithologic logs, and paleontolog-
ical reports.

Geochemical studies and analyses.

Date: December 14, 1989 (Release No. 165) S5-58
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7-5 Analysis and Eval- Area I
uation region
prospec
resourc

8 Release of G&G data

8-1

Supersedes Release No.

Date: December 14,

1
t evaluation,
e

Procedures governing

MMSM 380.2-H

D., tract-specific mapping,
1 mapping, OCS reports,

and input to
> assessment.

the release

of G&G data.

NGDC Agreement

119
1989 (Release No.

165)
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Use this subject outline for general correspondence relating to

= ._--J--- & e LUL JUkllclc

the accounting for, collectlon, deposit, dlstrlbutlon, and dis-
bursement of rental, royalty, and bonus payments; payment of

taxes; determination of royalty rates; royalty allowances and

rental offsets; sale of royalty- in-kind oil; establishment
product values; audit of royalty accounts; ar ti
mdndgemexu., and maintenance of Federal an

1 General Policy/Plans

2 Reports and Statistics

3 Laws, Regulations, and
Agreements

4 Accounting Principles
and/or Standards

5 Allowances and Offset
Credits
6 Audits
6-1 Company/Lease/
Subject Matter
A1+
AUl Lo

6-2 Account Reconcil-
iations

6-3 Exception Situations

6-4 Residencies

anprqupq Release NoO. 19

of
P, | P, DU S -
; dAna aaministracioin,
ederal and Indian royalty account

IG (ADP) outline for correspondence

&

osed ADP royalty management systems.

General correspondence, policies,
and procedures regarding the de-

velopment, implementation, coor-
dination, and management of the
Royalty Management Program.

.

Correspondence regarding report-
ing requirements.

v

in tate,
1

O ct -
NG e QU
v o3
=Ty~

o
t 0

, and
vV man
Y man a

General correspondence regarding
accounting principles and/or
standards.

N Qo
}_.l

s

p storaae. transoortatlon,
tal offsets, etc.

General correspondence regarding
standards and procedures concern-

ing the audit of Federal and
Indian royalty accounts. For
specific audit case files, see
Ttem 1802-01

1
Date. December 14, 1989 (Release No. 165) S-61



Records Management

(0]

o]

i0

11

12

[
w

6-5 "Lookback" Technical

Assistance

Collections

MY A AT A ldD

| o PR

veposa Lb

Gas Extraction

Market Prices

Payments

Distribution of Funds

Sale of Royalty-in-Kind
0il

13-1 Application to

Aapyartat. 1000

Purchase

13-2 Availability and
Evaluation

13-3 ©Sale Notices

13-4 Bond Requirements

Supersedes Release No. 119

Date:

December 14,

1989 (Release No. 165)

MMSM 380.2-H

General correspondence regarding
the collection of Federal and
Indian royalties, rentals, bonuses,

and other fees due to mineral
leases.

General correspondence regarding
deposit of collections and status
of deposit accounts. For fund

deposit case files, see Item
1801-08.

General correspondence regarding

gas plant reports, profitability,
and ownership. For specific sale
agreement case file, see Item
1803-04.

General correspondence relating
to mineral market prices. Does
not include company price bulle-
tins which are maintained as
nonrecord under Item 101-11.

General correspondence relating

to procedures, methods, and pay-
ments by lessee/operator of rental,
royalty, bonus, penalty, or other
sses t
ndia n

men
mi

At

ue from Federal and

1 TAancAacs
4L lLcaocTo.

o
S0
o n
o Q

>
L

General correspondence and pro-
cedures on the distribution of
funds.

General correspondence regarding
standards and procedures for the

0
I

62
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13-5 Exchange Agreements
13-6 Bidding Procedures
13-7 Agreements

14 Tax Reporting

Refunds and Credit
Memorandums

=
m

16 Disbursement of Funds

17 Adjustments

18 Penalties and
Aconcsomnand ~
AoooTCoolliclivo

19 Compensatory Royalty

20 Royalty Valuation

21 Precduction Accounting
Supersedes Relea No. 119
Date: December 14, 1989 (

MMSM 380.2-H

regarding tne calculation,

n 1w AF rAadtitiem e

’ submission of recurns,
ts of Windfall Profit

a svaileaQaa iU aio

and Federal excise taxes. For
specific case file, see Item
1801-07.

General correspondence and pro-
cedures regarding the calculation

and issuance of refunds and
credit memorandums.

General correspondence and pro-
cedures regarding disbursement of
funds.

General correspondence relating
to other adjustments to royalties,

rentals, etc., not covered by a
more specific subject in this
outline.

General correspondence relating

to penalties and assessments charged
to lessees/operators for failure

to meet regulated reepgnsibilities
on Federal or Indian leaseholds.

General correspondence and pro-
cedures relating to compensatory
royalty.

n
a3

d
stal
duct values for
royalty purposes. For specific
valuation case files, see Item
1803-01.
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P
blish-

NLQIL
r*
' Q
™ o
m [V}

General correspondence and pro-
cedures concerning accounting for
the quality and quantity of

mineral products.

o]
’_J
[o))
wm
N”
10p]

|
(o)}
w



Records Management MMSM 380.2-H

22 Operator/Lessee General correspondence and pro-
Reporting Requirements cedures concerning operator/lessee
reporting necessary to the Royalty
Management Program. Does not
include report forms which are
maintained in accordance with
Item 1801-04.

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) S-64
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facilltles,

MMSM 380.2-H

- 1113 U

and equlpment on the Outer Continental

Includes interagency cooperation, rights-of-way, design,

tion,

ral Policy/Plans

2 Reports and Statistics

3 Laws
Noti

, Regulations,
ces, and Agreements

4 Equipment

4-1

4-2

(6]

6 Faci

6-1

Supersedes Release No. 119
S

Date:

Blowout Preyentors

Drilliing Equipment

Emergency Equipment

Personal Protective
Equipment

Production Equipment

Safety Equipment

Subsurface Safety
Equipment

lities

Dams and Waterbars

December 14, 198

Orders,

(Release No.

and reliability analysis.

Correspondence regarding OCS
structures, facilities, and equilp
ment policies and plans.

Correspondence regarding report-
ing requirements.

Includes agreements on operation

of marine fairways, navigational
channelgs i

waiilliiiswas gy

General correspondence relating
to requirements for, and the use

and reliability of, individual
p1eces of equlpment. Includes
material on the design, applica-
tion, operation, certification,
and maintenance of equipment.

neral spondence relating
th

cor
the anal is of design and
failure of individual items of
equipment.
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6-3 Loading Facilities
6-4 Pits and Sumps
6-5 Service Roads
- MLl d i o TTmes e mem maam Y m o am e oo e anm T ade X 2mr
/ K1gIilLS~01L~WwWay alia uenerdl LUILEprIluEIle reiaviily
Easement to granting and terminating
rights-of-way and easements.
8 Structures General correspondence relating
to design and analysis, installa-
8-1 Drilling and Work- tion, construction, operation,
AtraYy DArre arnd maitrndtanancra AF atrriistnairac
A A—FS l\L\jD aQalilu llla LLiiveiiaiilive i 2wl U vl ST e
8-2 Pipelines
8-3 Platforms
8-4 Artificial Islands
“Vﬁ,_
Cinnarcadac Dalaacasa NA 171Q
UUHCLDCMGG‘ ANACALTAUOT 1YW A AT
Date: December 14, 1989 (Release No. 165) S-66
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Use this subject outline for general correspondence on policies
and procedures regarding the travel of individuals and movement
of household goods; the shipment of equipment, supplies, and
materials; and the acquisition, maintenance, use, and disposition

of motor vehicles.

1 . TYam o e~
4 'Y rroce-
a

2 Reports and Statistics

T v v T\-~.-1.~L:_—_ . P ]
Lawbd, KReguiatlolls, alla
Agreements

w

4 Freight and Express
Shipments

4-1 Carriers

2as Lo QR Ly

4-4 Transportation of
Personal and House-
hold Effects

5 Vehicles

5-1 Government-Owned

5-2 Leased/Rented

6-1 Tr

Reservations

Supersedes Release No. 119

General correspondence on travel
and transportation policy and

procedures.

Correspondence regarding travel
reporting requirements.

T v res 11 a3~
baws, LCLJU..LCIL.LU
regarding trave

-

1
1.
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P A aAa~NvyaAa~snma Fad
oy alll aylccliclico

Procedures on rates, fares, tariffs,
routes, and schedules. Preparation
and submission of Government bills of

T = A2 o e

lading and claims for loss or damage.

Procedures on acquisition, acci-
dents, a851gnments and use, credit
cards, operator permits, maintenance
and repairs, and motor vehicle re-
porting. Includes GSA interagency

K, Y

monor pool vehicles and departmental

General correspondence and pro-
cedures regarding official travel
including foreign travel. See

b o Sy A~ ~nA P Y S

tem 405-02 for empluyee LLdVE.L

1 oce
1S5 .

-

Date: December 14, 1989 (Release No. 165) S-67
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Keyword Index

Subject Case
Subiject Code Page Code Page
A
Accidents
Investigations OFsS-4-8 S-31 404-07 C-23
PER-19 S=-37
Major (OCS) ACE-4 S-3 1401-01 C-101
Minor (OCS) ACE-4 S-3 1401-02 C-102
Motor Vehicle TRV-5 S-67 407-03 Cc-28
Accountability
Controlled Property OFS-7 S-32 504-10 C-34
504-12 C-34
Transportation Requests BFM-12 5-=8 405-03 C-26
Accountable Officer OFS-7-6 S-32 504-10 C-34
Accounting and Budget
Development BFM-7 S-7 301-01 C-15
Changes/Adjustments BFM-8 S-7 301-06 C-17
Estimates BFM-7-1 S-7 301-01 C-15
Justifications BFM-7-2 S-7 301-01 Cc-15
Operating Plans BFM-9 S-7 301-01 C-15
Accrued Expenditures BFM-6 S-7 301-05 C-16
Acoustic Bottom Scanning RID-6-2 S-58 902-01 C-65
ADP (see Automated Data
Processing)
Advance of Funds BFM-12 S-8 405-02 C-26
Adverse Actions PER-6-4 S-36 605-06 C-45
Affirmative Action EEO-4 S-19 605-03f C-44
Agency Directives REC-5 S-47 101-07 C-3
202-01 C-9
202-02 c-9
202-03 C-10
202-09 Cc-12
Agreements
Blanket Purchases PRC-7-1 S-40 502-03 C-30
CoOmmunitization RCP-7 S-50 1703-02 C-11:
RMP-5 S-61
Contract ' PRC-3 S-39 503-02 c-31
0il and Gas Purchases RMP-20 S-63 1803-04 C-133
Royalty In-Kind RMP-13-7 S-63 1801-05 C-126
all Purchase PRC-7-2 S-40 502-03 C-30
Unlt Operating RCP-12-2 S-51 1703-02 c-112
Allocation, Production PRO-5 S-43 1302-05 C-100
Announcements, Vacancy PER-18 S-37 602-02 Cc-38
Annual
Inventory of Controlled
Property OFS-7 S-32 504-10 C-34
Appeals

Audit, Royalty

Management RMP-6 S-61 1802-02 C-13
FOIA REC-13 S-48 705-17 C-52

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) K-1



Subject Case
Subject Code Page Code Page
Appeals (cont.)
Formal LIG-4 S-27 707-01 Cc-56
IBLA LLG-4 S-27 707-04 C-56
Privacy Act REC-13-3 S-48 705-21 C-54
Applications
Employment PER-18 S-37 602-02 Cc-38
Lease Permit LAD-6 S-25 1101-02 Cc-86
Permit to Drill, Deepen,
or Plug Back DRO-8-1 S-13 1101-02b C-87
705-01 C-51
Appropriation Allotments BFM-13 S-8 303-03 C-18
Area Geology REV-5 S-53 904-01 C-75
RID-7 S-58 1001-01 c-79
1001-03 c-79
Arts, Visuals, Exhibits,
and Graphics OFS-9-1 S-32 703-01 C-49
PUB-5 S-4
Assignments,
Motor Vehicle TRV-5 S-67 407-01 c=-27
Attendance and Leave PER-4 S-38 302-01 c-17
BFM-11 S-8 302-02 C-17
Audit Support
Documents RMP-6 S-61 1802-01 C-13¢(
Audits, Internal ORM-6 S-33 201-02 c-7
Authorizations
Training PER-21 S-37 601-01b C-37
603-01 Cc-41
Travel TRV-6-1 S-67 405-01  C-25
405-02 Cc-26
Automated Data Processing
(ADP)
Contingency of
Operations Plan ORM-8 S-34 404-12 C-24
REC-12 S-48 _
Equipment ADP-7 S-5 800-01 C-59
Error/Edit ADP-4 S-5 800-05 C-60
Facilities ADP-6 S-5 403-02 Cc-22
Feasibility ADP-9 S-6 800-01 Cc-59
Input Coding Forms ADP-4 S-5 1801-01 Cc-118
Job Control Records ADP-4 sS-5 800-11 c-61
Operations ADP-4 S-5 800-02 C-60
Output Summaries ADP-4 S5-5 1801-03 c-118
Risk Analysis CRM-6 S-33 201-02 c-7
REC-13 S-48
Security ADP-11 S-6 404-04 c-23
INF-4 S-21 404-09 C-23
REC-13 S-48 201-02 c-7
Source
Documents ADP-4 S-5 800-04 Cc-
Program ~ ADP-4 S=5 800-06 c-61

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) K-2



Subject Case
Subject Code Page Code
Automated Data Processing
{ADP) (con
Systens
Conversions ADP-5 S-§ 800-02
Studies ADP-9 S-6 800-01
Automatic Custody Transfer
Unit Approvals ISpP-5-8 S-24 1302-01
Available Funds Status BFM-13 s-8 301-03
Awards PER-5 5-35 602-10
B
Back Pressure
Multi-Point RCP-13-3 S-51 1301~-03
705-01
Balancing of RCP-4 S-49 1301-09
Bankruptcy Do
(companies) RMP-1 5=61 1801-03
Base Maps DRC-4 s-11 1103-02
1103-03
Bid Recap, Lease
Offering REV-12 S-55 1003-01
Bills of Lading
Reglsters TRV-4-2 S-67 406-01
Block Diagram LAD-5 5-25 1103-05
Block/Lease
Cross Ref LAD-8 s-2¢ 1101-03
Nomlnatlons REV-8 S-54 1001-02
Bonds
Offshore LAD-4 S-25 1101-02c
Royalty-in-Kind RMP-13-4 S-62 1801-05
Boundaries
Offshore Leasing LAD-11 S-26 1001-04
Crganizational ORM-11 S-34 201-07
Brochures PRC-6-4 S5=40 101-05
Budget
Development and
Administration BFM-7 S-7 301-01
Expenditures BFM-6 S-7 301-05
303-01
Status BFM-2 S-7 301-02
301-03
Buildings
Maintenance OFS-4-1 S-31 403-02
Pass OFS-4-2 S-31 404-02
Security OFS-4-2 S-31 404-04
Service OFS-4-5 S-31 403-02
Bulletins and Numbered
Memorandums INF-4 S-21 202-10
101-07
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MMSM 380.2-H

Subject Case
Subject __Code Page Code Page
(o)
Calendars REC-9 S-47 103-01 Cc-4
Calibration Charts PRO-5 S-43 1302-06 C-100
Caliper Logs RCP-6-1 S-49 903-06 C-72
Campaigns
Combined Federal PER-6-2 S-35
Political PER-6-3 S-36
Carbonate Analyses RID=-7-2 S=58 904-04 c-76
Carrier Transportation
Records TRV-6-4 S-68 406-01 c-26
Casinghead Gas, ‘
~ Temporary Storage RCP-1 S-49 1704-03 C-115
Catalogs PRC-6-4 S-40 101-09 Cc-3
Certificates
Deposit, Royalty RMP-8 S-62 1801-08 C-127
Eligibles PER-18 s-37 602-01 Cc-38
Performance PER-13 S-37 602-05 C-39
Certification
School (Offshore) ISsP-8 S-24 1403-01 C-103
Equipment (Offshore) SEQ-4 S-65 1403-03 C~-104
Certified Mail Receipts OFS-5-1 S-31 401-02 Cc-19
LnronOLOglcal Files . REC-9 S-47 101-02 C-1
\.,_La.uu::, Mineral ueaS‘;ng L1IG-4 S=27 707-03 C-56
Classified Documents
National Security OFS-4-2 S-31 404-03 Cc-22
Proprietary Data OFS-4-2 S-31 Ch.9-18
REC-13 S-48
Clippings, Press, etc. INF-7 S-21 702-01 C-48
PUB-10 S-45
Coastal Zone Management ENV-11 S-17 1105-01 C-52
Code of Federal
Regulations ALL 101-08 c-3
Commerc1al Bills of
Lading TRV-4-2 S-67 406-01 C-26
Commingling Systems PRO-5 S-43 1302-02 Cc-99
Committees and Conferences
Policy CMC-5 S-9 201-06 Cc-8
Technical CMC-5 S-9 1403-05 C-104
ORM-4 S-33
Common Depth Point
Seismic Records RID-6-1 S-58 902-04 C-67
Communications OFS-5 S-31 401-03 c-19
Communitization RCP-7 S-50 1703-02 c-112
Company Files, Royalty RMP-21 S-63 1801-09 c-128
Competitive Leasing LAD-6 S-25 1001-04 C-80
Complaints and Grievances EEC-5 S-1¢9 605-03 C-43
PER-6-1 S-35
Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) K-4



MMSM 380.2-H

Subject Case
Subject Code Page Code Page
Compliance Records
Contractor, EEO EEO-1 S-19 605-03d C-44
EEO-4 s-19
Royalty RMP-6 S-61 1802-01 C-130
Computer (see Automated
Data Processing (ADP))
Conference Records CMC-5 S-9 201-06 c-8
Configuration Management
(ADP) ADP-4 S-5 800-02 C-60
Congressional
Committee Investigations L1G-2-2 -27 701-01 C-47
Documents LLG-3 S-27 101-08 Cc-3
Legislator Correspondence ALL ALL
Contingency Plans,
Emergency ORM-8 S-34 404-12 C-24
0il Spill ENV-8-3 S-17 1402-03 c-10
Records REC-12 S-48
Contract
Monitoring PRC-10-2 S-42 503-02 Cc-31
Proposal PRC-9-3 S-41 503-01 C-31
Controlled Property
Accountability OFS-7 S-32 504-10 C-34
Inventory OFS-7 S-32 504-10 C-34
Issue Cards OFS-7 S-32 504-10 C-34
Control Records
Correspondence Tracking REC-1 S-47 101-06 c-2
Data Processing ADP-4 S-5 800-11 C-61
Records Chargeout REC-9 S-47 101-06 C-2
Visitors OFS-4-2 S-31 404-01 Cc-22
COOP ORM-8 S-34 404-12 C-24
REC-12 S-48
Copying
Costs and Production OFS-9-2 S-32 402-03 c-21
Fee Collection Registers REC-13 S-48 705-02 Cc-51
Corporate Files (Lease
Management) 11061-02f C-88
Correction Documents BFM-8 S-7 302-05 Cc-18
Correspondence
"Subject" Files
"Mission" ALL 102-01 Cc-4
Program 102-0la C-4
Administration 102-01b C-4
"Nonmission" ALL 102-02 C-4
Credentials, ID OFS-4-2 S-31 404-02 Cc-22
401-06 c-20
Cross Reference to API LAD-6 S-25 1101-03 Cc-88
Crude 0il RO-9 S-14
Production PRO-7 S-43 1301-13 Cc-98
Quarterly Report PRO-2 S-43 1301-06 Cc-97
Custodian Services OFS-4-1 S-31 403-02 Cc-22
Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) K-5



Custody Transfer Unit, -
Automatic Approvals

Data Processing
Job Control Records
Deep Penetration
Seismic Surveys

Deep Seismic Shot Points

1 +iana
Delegations
"Actinag"

atio
ting

Formal
Deposits, RM Certificate of
Determination/

Application, NGPA
Differential, Pay
Directional Surveys
Directives, MMS

Externa

= U

Internal
Local (Field Office
Supplements)
Reference Copies
Other Agencies
Director’s General

TLLTOUCLOCL Soiaaca QA

Discrimination Complaints

Disposition Schedules
Changes

Distribution and

File

P -

Nrillinga
A A _L.L-L-Lllg

Reports

Rig Inspection

Rules, Record Set, Field
Driver Tests

Driving Awards, Safe

Edit Listing Files
(See Error/Edit
Listing Files, ADP)

Electric Well Logs

RID-7-3
RID-1
REC-12
ORM-8
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Subject
mn ] oyee
lltlLU]
Attendance

Confidential File
Exit Clearance
Identification Cards
ve Data
ator

Lea
Locator
Medical Folder (EMF)
Official Personnel File
Performance

Property Issue Cards
Records Ca ras

M3 e~ NAWM A red o “~
1liiec RTCpuL Lllly

Travel
Employment Statistics
Enhanced Recovery

Env1ronmenta1

Equal Employment
Opportunity
Affirmative Action

Comnli ance
vvlllr"--‘-“ A\ N

Discrimination Complaints

Equipment
Certification
Manuals
Error/Edit Listing Files
(ADP)
Royalty
Estimates, Budget
Events/Accidents, 0OCS
Excess Personal Property
Exhibits
Expenditures
Accrual Reports

Ty e D - ~Na s
rosuting arna Lonctrodl

Geologic/Geophysical
External Directives
History

Supersedes Release No. 119
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MMSM 380.2-H

Subject Case
Subiject Code Page Code Page
External Directives (cont.)
Record Set REC-5 S-47 202-02 C-9
Reference REC-5 S-47 101-07 c-3
Reviewer’s Copy 202-03 C-10
E
Federal
Register Notices ALL 202-02 c-9
202-16 C-13
101-08 C-3
Regulations, Code of ALL 101-08 Cc-3
State Agreements ALL Ch. ©-18
FEDSTRIP Requisitions OFS-7 S-32 504-01 C-33
Fee Collection Register,
Copy REC-13 S-48 705-02 Cc-51
Field
Development DRO-1 S-13 1102-01 c-89
Drilling Rules DRO-3 S-13 1200-01 C-93
Office Supplements
(Dlrectlves) REC-5 S-47 202-01 c-9
Plats/Lease Maps DRO-5 S-13 1200-05 C-93
DRO-9 S-14
DRC-4 S-11
Prints, Geophysical RID-4 S-57 902-01la C-65
RID-6 S-58
Reservoir Reserves RCP-14 S=51 1762-062 C-1i
1702-03 c-11
Study Project History RCP-6 S-49 1702-01 Cc-11
Files Maintenance and
Disposition REC-9 S-47 101-01 C-1
202-08 Cc-12
Financial
Disclosure PER-6-3 S-36 605-02 C-43
Programs BFM-1 S-7 301-01 C-15
Fiscal Accounting BFM-15 S-8 303-01 Cc-18
301-06 c-17
Fisherman’s Contingency
Fund LILG-4 S-27 707-06 C-57
Floor Plans OFS-4-6 S-31 403-01 c-22
Forced Unitization
Petitions RCP-12 S-50 1703-04 C-11
Forecasts, Budget BFM-7 S-7 301-01 C=-15
Forms
Development REC-6 S=-47 202-04 C-11
Requisition PRC-7 S-40 504-02 C-34
Stock Records OFS-6 S-32 504-05 C-34
Freight
Bills and Tickets TRV-4 S-67 504-03 C-34
Claims TRV-4-3 S-67 406-03 Cc-27

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) K-8
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MMSM 380.2-H

Subject Case
Subject Code Page Code Page
Freedom of Information Act
Administration REC-13-4 S-48 705-19 Cc-53
Appeals 705~-17 C-52
Reports 705-18 C-53
Request 705-16 C-51
Funds
Accounting Adjustment BFM-8 S=7 301-06 Cc-17
Advance BPM-12 S-8 405-02 Cc-26
Deposits, Royalty RMP-8 S-62 1801-08 Cc-127
Monthly Status BFM-2 S-7 301-03 C-15
Recommendations BFM-7 S-7 301-01 Cc-15
Status BFM-2 S-7 301-03 C-15
G
Gamma Ray Logs RID-7-3 S-58 903-06 C-72
Gas
Field Development DRO-3 £-13 1102-01 C-89
DRO-5 S-13
Flaring RCP-9 S$-50 1301-12 C-98
Sales Contract RMP-5 S-61 1803-04 C-13
Semiannual Test Report RCP-13-5 S-51 1301-02 C-96
705-01 C-51
Wells, Production PRO-7 S-43 1301-06 Cc-97
PRO-8 S-43 1301-13 c-98
RCP-4 S-49
General Accounting Ledgers BFM-15 S-8 303-02 Cc-18
BFM-8 5-7
Geochenical
Maps and Reports REV-6 S-54 903-09 c-74
RID-5 S-58
Prospecting Surveys REV-6 S-54 903-09 C-74
RID-5 S-58
Geological and Geophysical
Contracts PRC-10 S-41 503-02e C-32
Data RID-7-3 S5-58 302-10 C-70
Exploration Permits RID-4 S=57 901-01 C-63
Geology Files REV-5 S-53 904-01 Cc-75
RID-7 S-58
Indexes RID-1 S-57 902-10 c-70
Open File REC-13-2 S-48 705-01 C-51
Permit Data/

Interpretation RID-4 S-57 901-01 C-63
Records, High Resolution RID-6-2 S-58 902-01 C-65
Registers RID-1 5-57 202-1¢0 c-7¢0
Seismic Velocity 902-06  C-68

Grant
Monitoring PRC-10 S-42 503-02 Cc-31
Proposals PRC-9 S-41 503-01 C-31
Unsuccessful 503-04 C-33

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165)
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Gravimetric Surveys
Grievance
Appeals
Disciplinary/Adverse

Actions
GSA Publications
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Hazardous Duty Pay

-

h g 1
-1l

ng
High-Resolution Geophysical
Data
Exploration Permits
Interpretive Maps
Records
Shot-Point Locations
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Hourly Report Files,
Management Statistical

IBLA Appeals
Identification Cards
and Credentials, Employee
Incentive Awards
Indexes

Geophysical Data

| =)

Ind1v1dual Well Productlon
Information Collection

Budget

Clearances

Forms

Publications
Reference Materials

1
Informal Resources
Trienniel Review
Injury (Personal)
Inspections
Drilling Rig

upersedes Release No. 119
t

Su
Date: December 14 1989

s PO L=l % 2 U <5, PR g \ AN A

nunnwn
| 1
DD W W
N Oy N

mtnon%a?cnuam
Wbk Ooo o un
0 0 CO = 00 00 3

nwn
t
w W
&)

~

nmnnumn
[ [
SOV Ol

W oo

an:m
b
© 0

tnqo
|

|
o >
= On

MMSM 380.2-H

a0

]
[o/)]
® O

~J
(@]
W
1
(@]
=

902-09

605-06a

605-06b
101-08

302-03

~ Oy
OO
O,

|
(e N o]

0 W

902-01
901-01
902-03
902-01
902-02

anNnf2-nNg
VL VI

201-05a
302-03

201-04

201-01
202-13
202-05
1801-04

(9]
|

"

0

Q0
| [
(OIS
o

L
N0 WO

n(a()()?uwr)o
0O OOy O

~

¢
[ee]

Q
|

(§

[o)

U
N
onN

[
~J

O(ﬁq)ClO
O N Ul
©0WYWOrOo

(|
00N = W

(3()0(?()0
Wb P PPN



Subije

Inspections (cont.)
Installation
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t’ e & BV

Platform
Installation

Inspections

Questionnaires

Insured Mail

Interior Board of Land
Asmsmmml e 7THRT AL
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Fleld Offlce Su
Record Set
Reference Set
Reviewer’s Copy
Interpretations

Interviews
Applicant Referrais

4
TnuactimatiAane
S - A

Flres, Explosions,
Accidents

Major Accidents (0OCS)

Minor Accidents (0OCS)

Sales Prospects
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Date:
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ucts
Oilwell Gas/Gaswell Gas

. Environmental
- Impact Statements

e e vt amn e de

Instruments

Operations
Offering Area Geoclogical
and Geophysical
Information
Offering Bid Recap and
Summary

Operations

Permlts, Diligence
‘Plan of Development

Product Disposition (see "Lease Disposition")

Prospect
Block. Evaluation
Maps

ME
ummary Sales

2 ¢

Record History
Record Index
Rental Minimum
Royalty
Sale History
Undeveloped

L A~ N §

Leased Vehlgles
Leave Data, Employee
Ledger,

General

Letter of Transmittal

L e

Supersedes Release No. 119
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Code Page
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FS-4-6 S-31
ENV-10 S-17
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ENV-5-4a S-16
LAD-6 S§-25
* PRO-9 S-44
DRO-1 S-13
ISP~1 S-23
PRO-1 S-43
RCP-1 S-49
RID-1 S-57
PRO-7 S-43
REV-1 S-53
REV-13 S-53
ISP-4 S-23
ISP-6 S-24
PRO-9 S-44
RCP-11 S-50
SEQ-8 S-66
. .LAD-8 S-25
DRO-5 S-13
REV-1 5-53
LAD-5S S-25
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MMSM 380.2-H

Subject Case
Subject : Code Page Code Page
Library
atalog Card/Shelf Lists INF-5 S-21 704-01 C-50
Materials INF-5 S-21 101-10 c-3
Procurement PRC-7 S-40 704-02 C-50
Life Cycle Management (ADP) ADP-4 S-5 800-02 Cc-60
Lithologic Logs RID-7-3 S-58 903-06 c-72
Litigation L1G-4 S=-27 707-03 Cc-56
Local Internal Directives REC-5 S-47 202-01 c-9
Locators
Employee OFS-5 s-31 601-03 C-38
Equipment/Furniture OFS-8-1 S-32 504-12 C-34
Logs
ADP ADP-4 -5 800-11 C-61
Electric RID-7-3 S-58 503-06 c-72
Geophysical Data RID-7-3 5-58 902-10 Cc-70
Lithologic RID-7-3 S-58 903-06 C~-72
Wire Line Surveys RID-1 S-57 903-06 Cc-72
M
Magazine Cllpplngs PUB-10-3 S-45 702-01 C-48
Magnetic/Gravimetric Surveys RID-6 S5=58 802-09 Cc=70
DRC-4 S-11

Magnetic Tapes

Print and Plotter ADP-4 S-5 800-09 C-61
Raw Data Input ADP-4 S-5 800-08 C-61
Major
Accident Investigations
{0CsS) ACE-4 S-3 1401-01 C-10
Environmental Analyses ENV-5-4b S-16 1001-03a C-79
ENV-10 S-17
Mail
Reports OFS-5 S-31 401-07 C-20
Service 401-08 C-20
Mailing Lists OFS-5-1 S-31 402-02 Cc-21
Maintenance
Building OFS-4-1 S-31 403-02 c-22
Files REC-9 S-47 101-01 c-1
Management Information ORM-2 S-33 201-05 c-8
Reports REC-2 S-47
Management Objectives ORM-13-1 S-34 201-01 c-7
Hourly Reports ORM-2 S-33 201-04 c-8
Survey Background ORM-9 S-34 201-02 c-7
Management Studies ORM-1 S-33 201-02 c-7
Manual Releases (see "Directives")
Manuscript Maps DRC-4 S5-11 1103-01 Cc-91
Manuscripts INF-7 S-21 702-02 C-48
PUB-10 - S-45 706-02 C-55
Maps
Deep Seismic Shot Point - RID-6-1 S-58 902-05 C-67
Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) K-13



Detaile d Selsmlc
Interpretive

- h ] P,
Qa ilac
1 1

> Q
Q0

1d P
; ld 4 lg
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High-Resolution (Shallow)
Geophysical Interpretive
Lease Offering Prospect

—AA-.

Manuscript Base
MER Geologic and
Engineering
Official Protraction
Diagrams
Published Base Record
Set
Reference Base
Regional Seismic
Interpretive

low Seismic Shot
nt+
C

Subsurface Structure
Maximum Efficient Rate (MER)
Approved for Reservoirs
Change Reports
Geology and Engineering
Quarterly Balancing Reports

Maximum Production Rate (MPR

imum Productio
Approved for Wells
Change Reports

Quarterly Balancing Reports

Meetings (see Minutes)

memordnaums

Agreement
Understandi ng

Merit Promotlon

Meter, Allocation and Sales
Adjustment Tickets
Proving Reports
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Inspections

Management

Mineral Leasing Claims and
Litigation

Mining Plans

Minutes
Committee/Conferences
Policy
Me
Mission Subject Files

Monthly/Annual Reports
Budget Status

Management Information

MIED /MDD
rioiN/ r1rn

Produci ng Well

Reservoir Over-Production
Status of Available Funds
Morgue Files
Motor Vehicle
Accident Reports

History Records

Operator Files

el vVa a4 aaww

Multi-Point Back Pressure
Test

News Releases
Nomination Files, Block

Non-Government Publications
Notices to Lessees

Office Copying Equipment

Supersedes Release No. 119
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MMSM 380.2-H

Subject : Case
Subject Code Page Code Page
Official

Personnel Files (OPF) PER-1 S-35 601-01 Cc-37

Protraction Diagrams REV-8 S-54 1103-05 C-92

0il and Gas F1e1ds (see "Field")
O0il Spill Contingency Plans ACE-5 S-3 1402-03 C-102
OMB Circulars 101-08 c-3
Operating Instructions

Equipment Technical

Manuals OFS-8 S-32 501-02 Cc-29
Operator Files,

Motor Vehicle TRV-5 S-67 407-07 Cc-28
OPM Certificates PER-18 S-37 602-01 C-38
Orders (Rules, 0OCS)

Development, History REC-5 S-47 202-03 c-10

Record Set REC-5 S-47 202-02 Cc-9

Reference Set REC-5 S-47 101-07 c-3

Waiver Requests ISP-4 sS-23 707-02 C-56
Organization

Charts ORM-11 S-34 201-07 Cc-9

Files ORM-11 S5-34 201-07 C-9

Studies CRM-11 S=34 201-02 c=7
Over, Short, and Damage

Reports TRV-4-3 S-67 406-03 c-27
Overproduction Report RCP-4 S-49 1301-06 C-97
Overtime Requests BFM-11 S-8 302-03 c-17

PER-4 S-35
P
Paleontologic

Investlgatlons and Mapping RID-7-2 S-58 904-02 C-75
Pamphlets 101-07 c-3
Paperwork Management Studies ORM-9 S-34 201-02 c-7
Parking Permits OFS-4 S-31 401-06 C-20

404-02 C-22
Passenger Transportation
(Carrier) Records TRV-6 S-67 406-01 C-26
Passes, Visitor OFS-4-2 S-31 404-02 c-22
401-06 c-20
Pay Differentials BFM-11 S-8 302-03 Cc-17
PER-12 S5-37
Payroll BFM-11 5-8 302-05 Cc-18
302-04 c-17
Performance Rating

Certificates PER-13 S-37 602-05 C-39
Permits

Geological and Geophysical

Exploration RID-4 S-57 901-01 C-63
901-02 C-64

Pipeline SEQ-8 S-66 1502-01 C-107
Supersedes Release No. 119 .

Date: December 14, 1989 (Release No. 165) K-16
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Tnﬂnry Files

...........
Property
Accountability
Excess
Personnel
Actions Report
Counseling
NFFirmrial Wi
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Security Cl1

Temporary Help Services
Petrographic Reports
Photographs

Inspections

Permits

Reports

Waiver Requests
Platform

Approval

Inspect ti

Onactinn
\‘uca A WAL

23 CD 0
=

Pollution
Control Coordination
Position
Descriptions
Vacancy Notices

nostal Records
A N Gl ol EA S T R Y
o

stsale Analysis
Power of Attorney
Press Service/Clipping
- Pressure Maintenance
Project Requests
Reports

Dre s PS8 o v\t

rrice LJJ.bb, Non-Governmen
Print and Plotter Tapes
Printing and Reproduction
Privacy Act

Accounting of Disclosures

Amendments

Control Registers

Reports

......

oY 14

Geophy51ca1 Records
Processing Allowances,
Royalty '

Supersedes Release No. 119
Date: December 14,

1989 (Release No.
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Subject
Subject Code
Procurement
Contract Monitoring PRC-10-2
FEDSTRIP Requisitions PRC-7
Publications/Forms
" Requisitions PRC-7
Purchase Orders PRC-7
Registers PRC-7
Requisitions PRC-7
Producing Wells PRO-2
Product Value Establishment RMP-20
Production
Accounting RMP-21
Approved Maximum Rate RCP-10-3
Change Report, MER/MPR RCP-10
Control Studies RCP=10-3
Copy Equipment OFS-9-2
Crude 0Oil/Gaswell Gas PRO-7
Production (cont.)
History File, MER/MPR RCP-10
Individual Well PRO-7
RCP-2
Master File, MER/MPR RCP-10
Over/Under Report RCP-4
Quarterly Balancing Reports RCP-4
Reservoir Overproductlon RCP-10
Project Funding
Recommendations BFM-7
Promotion Plan Announcements PER-17
Property
Accountablllty OFS-7
Acquisition, Real OFS-7
Employee-Issue Cards OFs-7-1
Excess OFS-7-5
Inventory OFS-7
Pass OFS-7
Survey Report OFS-7
Transfer Requests OFS=-7=2
Proprietary Data see Ch.7, Specia
Prospect
Evaluation Work Papers REV-1
RID-1
Investigations REV-1
RID-1
Tract Evaluations REV-1
Protraction Dlagrams REV-8
Public Relations PUB-1
' REC-5
PUB-10
Publications
Information Masters PUB-10
Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165)
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MMSM 380.2-H

Subject Case
Subject Code Page Code Page
Publications (cont.)
Non-Government INF-5/7 S-21 101-09 Cc-3
PRC-6-4 S~40
Other Agencies INF-7 §-21 101-08 Cc-3
Publications Requests INF-1 S-21 101-05 c-2
PUB-1 5-45
Reference Copies 101-07 c-3
Requisitions PRC-7 S-40 504-02 C-34
Stock Records OFS-6 S-32 504-05 C-34
Published Base Map Record
Set DRC-4 S-11 1103-02 Cc-91
Purchase Orders PRC-7 S-40 502-03 Cc-30
502-02 c-25
Q
Quarterly Reports
Balancing RCP-2 S-49 1301-09 Cc-97
RCP-4 S-49
0il Well Test RCP-2 §5-49 1301-01 C-395
RCP-13-4 S-51 705-01 C-51
Over/Under Production RCP-10-3 S-50 1301-06 c-97
Quasi-Qfficial Notices 101-05¢c C-2
R
Raw Data Input
Magnetic Tapes ADP-4 S-5 800-08 C-61
Reading and Chron Files REC-=9 S=47 101-02 c-1
Real Property OFS- 5-32 502-08 Cc-31
Receipts
Invoice Verification BFM-8 S-7 502-06 Cc-30
Motor Vehicle TRV-5 S-67 407-01 Cc-27
Postal Records OFS-5-1 S-31 401-02 Cc-19
Printing Delivery OFS-9 C-32 402-01 c-21
Receiving
Report Certification PRC=7 S-40 502-07 c-31
Reports PRC-7 S-40 504-03 C-34
Records Retirement Lists REC-8 S-47 202-07 c-11
Recurring Services Invoices BFM-8 s-7 502-06 Cc-30
PRC-7 S-40

Reference Files
Agency Directives/

Publications REC-5 S-47 101-07 C-3
Technical INF=7 S-21 101-11 Cc-3
Vendor Materials PRC-6-4 S-40 501-01 Cc-29

101-09 C-3
Regional
Carbonate Analyses RID-7-2 S-58 904-04 Cc-76
Seismic Interpretive Maps . RID-6 S-58 902-07 C-69
DRC-4 S-11



Subject Case
Subject Code Page Code Page
Registers
Bills of Lading TRV~4-2 S-67 406-01 C-26
Geophysical Data RID-1 S=57 $02-10 c-70
Procurement PRC-7 S-40 502-01 c-29
Regulations REC-5 S-47 202-02 c-9
202-03 C-10
202-09 C-12
101-07 c-3
Reorganization Studies ORM-11 S-34 201-07 c-9
Reports Control . REC-10 S-48 202-05 Cc-11
Reproduction Requisitions FS-9 S-32 402-01 c-21
Requisitions
Duplicating Services OFS-9-2 S-32 402-01 c-21
FEDSTRIP ‘OFS-7 S-32 504-01 C-33
Forms OFS-6 S-32 504-02 C-34
Printing OFS-9-3 S-32 402-01 Cc-21
Publications OFS-6 S-32 504-02 C-34
Purchases ~ PRC-7 S-40 502-04 C-30
Supply Room OFS-6 S-32 504-04 C-34
Reservoir ,
Analyses ) RCP-6 S-49 1702-01 C-110
Approved Maximum Efficient
Rate (MER) RCP-10-2 S-50 1301-05 C-96
MER Geologic and
Engineering RCP-10-2 S-50 1701-01 C-109
RCP-4 5-49
Overproduction RCP-10 S-50 1301-04 c-9
Reserves Estimates RCP-14 S-50 1702-02 Cc-1
Unitization RCP-6 S-49 1702-01 c-1
Retirement Lists, Records REC-8 S-47 202-07 c-1
Reviews, Internal ORM-6 S-33 201-02 c-7
Risk Analysis (ADP) ORM-6 S5-33 201-02 Cc-7
REC-13 S=48
ADP-11 S-6
Routine Controls REC-4 S-47 101-06 c-2
Royalty-in-Kind (RIK)
Collections. RMP-7 S-62 1801-06 C-126
Sales RMP-13 S-62 1801-05 C-126
Royalty Management
Information
Collection Forms RMP-22 S-64 1801-04 c-1
Windfall Profit RMP-14 S-63 1801-07 c-1
S
Safe Driving Awards TRV-5 S-67 602-10 Cc-41
Safety
Alert Notices OFS-4-8 S-31 202-03d cC-1
Alerts Record Set REC-5 S-47 202-02 Cc-9
Sales, Royalty-in-Kind 0il RMP-13 S-62 1801-05 C-1
Sample Control Files RID-7 S-58 903-02 Cc-7
Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) K-20



MMSM 380.2-H

Subje Case
Subject Cod Page Code Page
Secondary Recovery RCP-11-1 S-50 1704-01 C-115
RCP-6 S-49 1704-02 C-115
Security
ADP ADP-11 S-6 Ch.4, Sec.4
Clearance Files PER-15 S-37 404-08 c-23
404-09 C-23
Facilities OFS-4-2 s-31 404-04 c=23
Incidents Reports OFS-4-2 K-31 404-16 Cc-25
Insn-etlens (Facilities) OFS-4-2 S-31 404-05 C-23
olatlons OFS-4-2 S-31 404-11 C-24
Sediment
Analyses RID-7-2 S-58 904-04 C-76
Summary Well Reports RID-7-3 S-58 904-04 Cc-76
Seismic Data
Common Depth Point RID-6-1 S-58 902-04 C-67
ENV-4-5 S-15
ENV-4-10 S-15
Detailed Interpretive Maps DRC-4 S-11 902-08 C-69
RID-6 S-58
REV-6 S-54
High Resolution (Shallow)
Seismic Records RID-6-2 5=58 902-01 C-65
Shot-Point Location Map RID-6 S-58 902-02 C-66
902-05 C-67
Velocity RID-6-1 S-58 902-06 C-68
Semiannual Gas Well Test
Report RCP-13-5 S-51 1301-02 C-96
705-01 C-51
Service Files, Building OFS-4-1 5-31 403~02 c-22
Shallow Seismic Shotpoint
Location Maps DRC-4 S-11 902-02 C-66
RID-6 S-58
Shelf Lists, Library INF-5 S-21 704-01 C-50
Shipments, Lost or Damaged TRV-4-2 S-67 406-03 c-27
Shut-in Wells PRO-9 S-44 1301-19 Cc-98
Source Material (see "Automated Data Processing')
Space Allocation and
Utilization OFS-4 S-31 403-01 c-22
Special Delivery OFS-5-1 S-31 401-02 Cc-19
Speeches, Addresses and
Comments INF-6 S-21 702-03a C-48
PUB-7 S-45
Standards of Conduct PER-6-3 S-36 605-01 C-43
Statistical Hourly Reports,
Management ORM-2 S=33 201-04 C-8
Stratigraphic Investigations
and Mapping RID-7-2 S-58 904-01 Cc-75
904-02 C-75
904-03 c-76
Subbottom Profiles RID-4 S-57 901-01 C-63
RID-6-2 S-~58 705-01 C-51
Supersedes Release No. 118
Date: December 14, 1989 (Release No. 165) K-21
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Subscription Documents
Subsurface Structural

Marmer
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Summarv

ithansmaiaded® {
Geologic Reports
Sales by Lease

Sundry Notices and Reports
on Wells

Supply Room
Receiving Files

Requests
Survey Board
Inspections Reports
Government Owned

Operation Documentation

Technical
Assessments
Committees

Manuals and Publications

Telephone
Directories
Summaries
Temporary Help Serv1ces
L

Top S et Controls
Tor ims

Transitory Fi
MyrancnAar+a+ia
L iQllopul \'QLLU

T a AN

Supersedes Release No. 119

Date: December 14, 1989 (Release No.
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Subject
Subject Code
Transportation Allowances (cont.)
Systems RMP-5
Travel, Employee TRV-6-2
u
Underproduction Report,
Fa TR o Saprp oy, ey NAT_ A
wYuarcver J.y NRUr<ae
Undeveloped Leases LAD-5
Unit
Agreements RCP-12-2
Geology and Engineering RCP-12
Proposals RCP-12
Unitization
Petitions, Forced RCP-12
Studies RCP-12
v
Vacancy Notice PER-18
Vehicles TRV-5
Velocity Data RID-6-1
Vendor Materials PRC-6-4
Videos and Motion Pictures INF-9
PUB-4
Visitor
Controls OFS-4-2
Pass OFS-4-2
Visuals, Exhlblts, Art,
and Graphics INF-9
DITR_A
TVLD 2
Vouchers, Travel TRV-6-4
W
Waiver/Departures ISP-4
Well Completion/Recomplietion DRO-7
Well Files DRO-1
ISP-4
Application to Drill,

Deepen or Plug Back DRO-8
Carbonate Summary Reports RID-7-3
Completion/Recompletion DRO-7
Individual Well Production PRO-7

Page
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MMSM 380.2-H

Case
Code Page
1803-05 C-133
405-02 C-26
1301-06 C=%57
1101-01 C-86
1703-02a C-113
1703-02b C-113
1703-01 Cc-112
1703-04 C-114
1702-01 C-110
602-04 Cc-39
Cch.4, Sec.7
902-06 C-68
501-01 Cc=29
703-02 C-49
404-01 C=-22
404-02 C-22
703-01 C-49
405-02 C-26
1501-02 C-106
1502-03 C-107
11061-02b C-87
705-01 C-51
1101-02b C-87
1101-02b C-87
705-01 C-51
504-04 C-76
1101-02b C-87
705-01 C-51
1301-18 C-98
705-01 Cc-51
K-23



MMSM 380.2-H

Subject Case
Subject Code Page Code Page
Well Files (cont.)
Lease Management LAD-1 S=25 1101=02 C-86
DRO-1 §-13
ISP-1 S-23
Location Log DRO-5-5 S-13 1200-06 C-94
Log Card Index RID-7-3 S-58 903-08 Cc-74
Logs, Electric RID-7-3 S-58 903-06 c-72
Maximum Production Rate RCP-10-3 S-50 1301-07 C-97
Monthly Producing RCP-2 S-49% 1301-10 C-97
Potential Test Reports RCP-10 S=50 1301-20 Cc-99
Samples RiID-7-3 s-58 903-01 c-70
Shut-in Wells Reports PRO-9 S~-44 1301-19 C-98
Stratigraphic Summary RID-7 S-58 904-03 Cc-76
Sundry Notices and Reports DRO-8 S-13 1101-02b C-87
' DRO-11 S-14 705-01 C-51
Testing Clearance RCP-13 S-51 1301-14 C-98
Windfall Profit Tax RMP-14 S-63 1801-07 c-12
Within Grade Increase PER-12 S=37 601-01b C-=37
Certificates
Work Distribution
Analyses ORM-9 S-34 201-02 c-7
X
Y
Z
Supersedes Release No, 119
Date: December 14, 1989 (Release No. 165) K-24
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Forms Index

MMSM 380.2-H

Minerals Management Service Forms (MMS)

- ———— S . ——— P WD W S M W W . G S S e S WD WD G W P W W=

Form No. Title
MMS-0050A PERMANENT CHANGE OF STATION
01/89 EXPENSES
MMS-0050B WORKSHEET FOR CALCULATION OF WTA
05/86
MMS-0050C PERMANENT CHANGE OF
05/86 STATION-REIMBURSEMENT EXPENSES
MMS-0051 AMDAHL REGISTRATION FORM
06/86
MMS-0052 REQUEST FOR CONTRACTOR PROVIDED
02/87 RELOCATION SERVICES
MMS-0053 OFFICIAL PHOTO RECORD
04/87
MMS-0054 OPS SUSPENSE AGREEMENT
NA /87
V“l/ A&y 4
MMS-0055 PROPRIETARY DATA/INFORMATION COVER
05/87 SHEET
MMS-0056 EMERGENCY SALARY PAYMENT
09/87 AUTHORIZATION AND RECEIPT
MMS-0057 NOTIFICATION OF NON-COMPLETION OF
06/88 COLLEGE/UNIVERSITY TRAINING
MMS-0058 COLLEGE/UNIVERSITY EMPLOYEE
06/88 TRAINING AGREEMENT
MMS-0059 VISUAL INFORMATION SECTION REQUEST
06/89 FORM
MMS-0060 COPIER COST/DATA INVENTORY
03/86
MMS-0061 SHIPPING INSTRUCTION CARD
11/88
MMS-0062 INDIVIDUAL DEVELOPMENT PLAN
05/88

Supersedes Release No. 1189
e: December 14, 1989 (Release No. 165)
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Records Management

MMS-0063 VISUAL INFORMATION CONFERENCE ROOM

11/89 RESERVATION

MMS-0064 PROPERTY TRANSFER REQUEST

08/85

MMS-0065 PROPERTY FILE DATA INPUT

09/88

MMS-0067 INVENTORY OF CONTROLLED PROPERTY

03/86

MMS-0067A>PROPERTY INVENTORY-EXCEPTION

03/86 LISTING

MMS-00568 PRCPRIETARY SCOFTWARE SPECIAL USE

07/89 FORM

MMS-0069 MICROGRAPHICS EQUIPMENT INVENTORY

01/86

MMS-0070 EXAMINATION OF CASE/CARD RECORD

i10/83 REQUEST

MMS-0071 VUSER REGISTRATICN FCRM

07/89

MMS-0072 ADMINISTRATIVE SYSTEMS SERVICE

11/86 REQUEST (ASSR)

MMS-0073 ‘MICROCOMPUTER WORK REQUEST FORM -

02/89 ADP SECTION

MMS-0073 MICROCCM?UTER WORK REQUEST FORM -

08/89 IRM DIVISION

MMS-0074 PUBLIC REQUEST FOR INFORMATION

05/89 ‘

MMS-0075 vTRANSMITTAL OF MATERIAL FOR

11/86 PRINTING

MMS-0076 TALLY SHEET FOR ALTERNATE CASHIERS

12 /84

12/8s6

MMS-0077 CONTRACTOR REPORT OF NONEXPENDABLE

02/88 PROPERTY

MMS-0077A CONTINUATION SHEET - CONTRACTOR

04/88 REPORT OF NONEXPENDABLE PROPERTY
upersedes Release No. 118

e: December 14, 1989 (Release Nc. 165)
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PERS. SEC. CHECK & REF. & QUALS.
ANALYSIS FOR SCIENTIFIC, ETC.

PERS. SEC. CHECK & REF. & QUALS.

ANALYSIS FOR ADMIN., ETC.

DDARATMTNAN DEDTOAND NATTAOR BPNAD NEBW
K INN/ L2858 A AN/ & ASEANA /LA ANV A A wds & WVIEN AVEL WY
EMPLOYEES

DU LALILAAN L A\LA 4 AEVNT  Wlissiaia

IDENTIFICATION CARD REQUEST

MATI. RECETPT FORM

aadsaad Nsvdiad a & Vasaa

EQUIPMENT REPAIR CALL SHEET

ERSONAL EMERGENCY INFORMATION
A
Y2928
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SOURCE SELECTION INFORMATION OR

SKVVARCVL L2o00% VAN SN VIR VY VS
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PERSONNEL ACTION REQUEST FORM
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Records Management

0
03/89

MMS-0102B
03/89

MMS-0103

07/88

MMS-0104
07/88

MMS-0106
07/88

MMS-0107
07/88

ANADDRC DAMNNDNTW AR OTT g o
“WUARLorvinvLNLD OURNARD

(DIVISION/OFFICE)

APPLICANT RATING/RANKING SHEET -
GS POSITIONS

JOB ANALYSIS AND KSAP DEFINITION

onbLnl

JOB ANALYSIS (B)

PANEL RECORD
MICROGRAPHICS LOG INDEX
MICROGRAPHICS FILE INDEX

MICROFILM LOG - MICLE CAMERA

MICROGRAPHICS UNIT, QUALITY
CONTROL LOG

MICROFIILM LOG - CAMERA
MICROFILM LOG - 3M/3401 ROTARY

RECOMMENDATION FOR DIRECTOR’S

RECEIPT FOR PARTIAL DELIVERY

TRAINING ROOM RESERVATION REQUEST

Supersedes Release No. 119

Date:

December 14,

1989 (Release No. 165)
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Date:

A s

A~ 1A~

Supersedes Release No. 119
December 14,

Title
CMATYTT DIIDALIIA T O DEDADM TAIMNTIZTNITAT
DIl LL) FuyunN\.innonLo NLEDVUVINL LINDJAVIUDUVUAL
PROCUREMENT ACTION OF $25,000 OR LES

PERMIT FOR GEOPHYSICAL EXPLOR. FOR
MIN. RES. OR SCIEN. RESEARCH ON OCS

PERMIT FOR GEOLOGICAL EXPLOR. OR
MIN. RES. OR SCIEN. RESEARCH ON OCS
WELI, (RE)COMPLETION REPORT

WELLS

APPLICATION FOR PERMIT TO DRILL
NOTICE OF INTENT/REPORT OF WELL
ABANDONMENT

VEHICLE INSPECTION CHECKLIST

AUTHORIZATION FOR USE OF
GOVERNMENT-FURNISHED VEHICLE

1989 (Release No. 1695)
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Date:

Records Management

GEOPHYSICAL REVIEW
GEOLOGICAL REVIEW

CHECK LIST FOR HIGH BIDS AND
BIDDERS

PERSONNEL ACTION REQUEST
BPA ORDER FORM

ADP PROBLEM REPORT

LOG SHEET

m
el
3,;

FILE CHARGE-OUT CARD

PAYROLL PROBLEM SHEET

TYPTITY T TV /A A M YT ALY ra% =l
VEKLIICATIUN U

EXPLORATION AND DEVELOPMENT
DRILLING COSTS

COSTS--COMPLIANT WER

PRODUCTION PLATFORM COSTS--FIXED
PLATFORM GREATER THAN 5 WELL SLOTS
PRODUCTION PLATFORM COSTS--FIXED
PLATFORM LESS THAN 5 WELL SLOTS
PRODUCTION PLATFORM
COSTS--SUBMERSIBLE/SEMI-SUBMERSIBLE
PRODUCTION PLATFORM COSTS--TENSION

Supersedes Release No. 119
December 14,

1989 (Release No.

601-01b

502-01

800-02

(=
(@]
(98]
|
(@]
[

101-06

1002-06

C-37

C-18



Date:

MMS-0412
07/85

MMS-0593C
07/84

VAR S

MMS-0803
08/84

A= 1o

Supersedes Release No. 119
December 14, 1989

OPERATIONS COSTS
PIPELINE COSTS

RECOMMENDATION FOR MONETARY AWARD

RECORD OF EMPLOYEE AWARD

INDIVIDUAL WE
CONTINENTAL S

NaAdAN A ia -~

L RECORD--OUTER
ELF OPERATIONS

L
H ddd W A AANA A A b AN
MISCELLANEOUS OBLIGATION DOCUMENT
(MOD)

STATEMENT OF CLAIM
BILL FOR COLLECTION

EMPLOYEE EXIT CLEARANCE REPORT

DESIGNATION OF OPERATOR

BILLING INDEX

REQUEST FOR ANNUAL LEAVE TRAVEL
BETWEEN TOURS OF OVERSEAS DUTY

a1y nwu

nry
ND

W

=

~
v

I
3
L @)
C

3
n
=
52!

(o]
=
[e))
o
~

602-08

903-08

301-05

504-13

303-04

1101-06

302-01

[\
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1
O
F =N

601-01

601-01

o))
o
[N
1
o
)
V]

C-89

C-17

c-37

]
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Date:

Records Management

MMS-1309 ORIENTATION CHECKLIST
01/88
MMS-1310 REQUEST FOR AMOUNT OF WAE SERVICE
03/85
MMS-1324 CONTRACTUAL PUBLICATIONS ROUTING
03/84 AND APPROVAI SHEET
MMS-1325 MANUSCRIPT REVIEW AND APPROVAL
09/87
MMS-1326 EIS/EA ROUTING AND RECORD SHEET
06/85
MMS-1425 LEASE MASTER RECORD
12/82
MMS-1510 REQUEST TO ENGAGE IN OUTSIDE WORK
08/85 OR ACTIVITY
MMS-1533 REQUEST FOR BASIC WORKWEEK CHANGE
06/85
MMS-1546 CORRECTION DOCUMENT
02/85
MMS-1571 OFFER AND ACCEPTANCE OF TEMPORARY
03/85 PROMOTION
MMS-1575 READY OR STANDBY RESERVE DATA
06/89
MMS-1590 CHARGE-QOUT AGREEMENT
06/88
MMS-1594 ANNUAL SUMMARY OF RECORDS HOLDINGS
02/89
MMS-1595 LOG CHARGE-OUT RECORD
05/83
MMS-1595A FILE CHARGE-QOUT RECORD
09/83
MMS-1596 DOCUMENT INVENTORY/RECORD
01/84
MMS-1626 TRANSMITTAL OF PERSONNEL RECORDS
03/85
Supersedes Release No. 119
December 14, 1989 (Release No. 165)

MMSM 380.2-H
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Records Management

MMS-1628

n2/8°1

VL oI

MMS-1629
06/85

MMS-1630
01/89
MMS-1631
10/83

MMS-1632
06/84

EMPLOYEE SUGGESTION

RECORD OF EMPLOYEE SUGGESTION

SUGGESTION AWARD REPORT

AUTHORIZ. FOR PAID O/T AND/OR

HOLIDAY WORK, AND FOR COMP. O/T

REQUEST FOR EXCEPTION TO FLEXITIME

EMP. APP. FOR REIMB. EXP. INCURRED
UPON CHANGE OF OFFICIAL STATION

MERIT PROMOTION ANNOUNCEMENT

NOTICE OF INCIDENTS OF NON-COM-
PLIANCE DETECTED AND ACTIONS TAKEN
REQUEST FOR RESERVOIR MER

REQUEST FOR WELL MAXIMUM
PRODUCTION RATE (MPR)

Supersedes Release No. 119

Date:

December 14, 1989 (Release No. 165)
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602-08

302-03

602-08

602-02
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Records Management

Form No. Title

MMS-1933 FILES INVENTORY AND DISPOSITION
02/89 PLAN

MMS-1933A FILES INVENTORY AND DISPOSITION
02/89 PLAN (CONTINUATION)

MMS-1982 REQUEST FOR APPROVAL OF OFFICIAL
07/85 EXPRESSION BY ORAL PRESENTATION
MMS-1983 NOTICE OF INTENTION & CERT. OF
04/87 COMPLIANCE NONOFFICIAL EXPR
MMS-1988 STORAGE LABEL

03/84

MMS-1996 REQUEST FOR SPECIAL MAILING
03/85

MMS-1997 MMS MOTOR VEHICLE OPERATOR’S
08/83 REPORT

MMS-1999 SERIAL REGISTER PAGE

03/87

MMS-1999A SERIAL REGISTER PAGE CONTINUATION
03/87 PAGE

MMS-2000 MMS MANUAL PAPER

10/82

MMS-2000A MMS MANUAL PAPER (LASER)

02/88

MMS-2001 MMS INTERIM POLICY DOCUMENT PAPER
10/82

MMS-2001A MMS INTERIM POLICY DOCUMENT PAPER
02/88 (LASER)

MMS-2002 TELEPHONE CONVERSATION RECORD
04/83

MMS-2003 RECORDS SCHEDULING WORKSHEET
03/83

MMS-2005 OIL AND GAS LEASE OF SUBMERGED
03/86 LANDS UNDER THE OCS LANDS ACT
MMS-2006 SULPHUR AND SALT LEASE OF SUB-
12/87 MERGED LANDS UNDER THE OCSILA
rsedes Release No. 119

: December 14, 1989 (Release No. 165)

MMSM 380.2-H

Case
Code

101-01
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Records Management

~

Title
REQUEST FQR AD HQOC INFORMATION
FROM PAY/PERS

DOCUMENTATION OF NONCOMPETITIVE
PROMOTION DUE TO RECLASSIFICATION

PERFORMANCE PLANNING AND APPRAISAL
FORM CONTINUATION SHEET

SUMMARY PERFORMANCE RATING FORM
RECERTIFICATION OF PERFORMANCE
ELEMENTS AND STANDARDS

CCIDENT INVESTIGATION REPORT
UTER CONTINENTAL SHELF

o>

REPORT OF SALES AND ROYALTY

REMITTANCE

PURCHASE ORDER REVIEW SHEET

DOCUMENT

ORDER FOR SUPPLIES OR SERVICES

AMENDMENT TO ORDER FOR SUPPLIES OR

SHORT NOTE TRANSMITTAL

MERIT PROMOTION CERTIFICATE

MMSM 380.2-H

Case
Code

800-11

602-07
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o
[
|
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[

601-01

601-01
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Date:

Records Management

Form No.

MMQ_YTNAD
YU o R AVE, A

11/86

MMS-2044
07/88

Supersedes Release No.
December 14, 158

OCS MINERAL LESSEE’S AND
OPERATOR’S BOND ($300,000)

OCS RIGHT-OF-WAY GRANT BOND

am

OCS STRATIGRAPHIC TES
EQUAL OPPORTUNITY AFFIRMATIVE
ACTION PROGRAM REPRESENTATION

EQUAL OPPORTUNITY COMPLIANCE

REQUEST FOR PRECLEARANCE (LOCAL
USE ONLY)

REQUEST FOR WAIVER OF

M TR AT TIIN T IS R ATV T AT Y TN AT YT T

PERSONNEL SECURLITY ACLIION KREQUEST

MMSM 380.2-H

Case

Code

1101-02

1101-02

1101-02

605-03f

605-03d

>
(@]
o>
|
(@]
\O

404-09

s
(@)
s
1
(@)
[0 0]

404-09

PREAPPOINTMENT BACKGROUND INVESTIGATION

REQUEST FOR SERVICES FROM THE USGS

SELECTION CRITERIA

SAFETY AWARD FOR EXCELLENCE
INSPECTION LOG

OFFSHORE MINERALS MANAGEMENT
BULLETIN

ANC MTANETDAT ’
VLo nminGrAL LESSEE’S AND

OPERATOR’S BOND ($50,000)

CERTIFICATION OF BRIEFING FOR A
SENSITIVE POSITION

MMS LETTERHEAD BOND

502-06

702-02

o
bt
(=]
[

404-09

Page

CcC-86

C-44

C-44

NS



Records Management

n

LETTERHEAD TISSUE (LASER)

MMS YELLOW OFFICIAL FILE TISSUE
(CARBON)

OFFICE OF ADMINISTRATION BULLETIN
(OAB)

LETTERHEAD STATIONARY (ATLANTIC
OCS REGION)

ENVELOPES (9 1/2 X 12) WITH RETURN

ADDRESS (ATLANTIC OCS REGION)

MONTHLY REPORT OF OPERATIONS

COMPANY DATA MAINTENANCE FORM

REQUEST FOR MICROGRAPHICS SYSTEM

APPROVAL

2
>

QTEFR NATMA WM
J LI\ |52 £3 LA

[a) m T
[ , 4 ES
T B, C, D
1 ;g B2 ¢; D

t—4
b

$
J
A

ntd

A
n
R

g

LESSEE DATA MAINTENANCE FORM

MINIMUM ROYALTY SCHEDULE DATA

MAINTENANCE FORM

RENT SCHEDULE DATA MAINTENANCE
FORM

ADJUSTMENT REASON DATA MAINTENANCE

FORM

ASSESSMENTS DATA MAINTENANCE FORM

Supersedes Release No. 119

Date:

December 14,

1989 (Release No. 165)

MMSM 380.2-H

Case
Code

1801-04

[
o
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P
[

1801-01

1801-01

-
[0]
(@)
iy
[
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-

1801-01

1801-01

Page
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124
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[
-
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118

118
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118
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MMS-4019
12/82

MMS-4020
12/82

MMS-4022

1292/992
.l-‘/ \*x N
MMS-4023
12/83

MMS-4024
12/86

MMS-4025
11/86

“Lij O

MMS-4026
12/82

MMS-4027
12/82

ersedes R

Management
Title
AUTOMATED JOURNAL ENTRY ACCOUNTS
DATA MAINTENANCE FORM
CHART OF ACCOUNTS DATA MAINTENANCE
FORM

DISTRIBUTION CODES DATA
MAINTENANCE FORM

2VvVAT D
ALLD

FORM

MmMTAN mrNANneac
11VUVIYN VUL O

FUND CODE DATA MAINTENANCE FORM

NSIANAiANAAAS NoNJAsis Asiiadaa al asiiada

MAINTENANCE FORM

INFLATION FACTORS/INTEREST RATE
DATA MAINTENANCE FORM

PERIOD DATA MAINTENANCE FORM

RIK CONTRACT DATA MAINTENANCE FORM

WINDFALL PROFIT TAX RATES DATA
MAINTENANCE FORM

GENERAL CODE GROUP DATA
MAINTENANCE FORM

LAL3 A AN X LANLALY /AN

GAS STORAGE AGREEMENT DATA
MAINTENANCE FORM - PARTS A, B, D

TFCS PAYMENT DATA FORM

PAYOR INFORMATION FORM ACCOUNTING
IDENTIFICATION SHEET

I
IF

STATUS CHANGE BY PAYOR FORM
STATUS CHANGE BY OID FORM

elea
) P
el

1801-04

1801-01

1801-01

1801-01

1801-01

1801-01

1801-01

1801-04

1801-01

HI
o
(@]
HI
|
(@]
’..I

C-118

C-118

C-118

C-118

C-118

C-118

Cc-118

C-124

C-118

Q)
i
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Form No. Title
MMS-4028 REFUND REQUEST FORM
11 /86
11/86
MMS-4029 CASH REAPPLICATION FORM
06/89
MMS-4030 PAYOR INFORMATION SOLID MINERALS
08/84
MMS-4031 PAYOR ROYALTY SCHEDULE DATA
08/84 MAINTENANCE FORM
MMS-4032 PAYOR INFORMATION FORM-INTERNAL
12/82 PAYOR CHANGE
MMS-4033 OVERRIDE BY PAYOR FORM
12/99
L‘-/ \*x
MMS-4034 OVERRIDE BY OID FORM
12/82
MMS-4035 IMMEDIATE LIQUIDATION BY PAYOR
12/82 FORM
MMS-4036 IMMEDIATE LIQUIDATION BY OID FORM
12/82
MMS-4037 MINE-LMU DATA MAINTENANCE FORM
12/82
MMS-4038 GENERAL LEDGER MANUAL JOURNAL
12/82 ENTRY MAINTENANCE FORM
MMS-4039 DEBIT/CREDIT ADJUSTMENT FORM
12/82
MMS-4040 DEFAULT/CORRECTION FORM
12/82
MMS-4043 CHECK PAYMENT CORRECTIONS FORM
09/87
MMS-4044 CASH ADJUSTMENT FORM PARTS A, B
12/82
MMS-4046 ADVANCE ROYALTY SCHEDULE DATA
12/82 MAINTENANCE FORM
MMS-4047 PAYOR SELLING ARRANGEMENT DATA
12/82 MAINTENANCE FORM

upersedes Release No. 119

ate December 14, 1985 (Release No. 165)
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Records Management

- ———— -

MMS-4052

no /91
vOo/ 09

MMS-4053
08/83

-~ s

MMS-4055
08/83

MMS-4056
08/83

FACILITY AND MEASUREMENT
INFORMATION FORM (FMIF)

WELL INFORMATION FORM (WIF)

FIRST PURCHASER REPORT (FPR)

OIL AND GAS OPERATIONS REPORT

PARTS A, B, C

GAS ANALYSIS REPORT (GAR)

GAS PLANT OPERATIONS REPORT -

PRODUCTION ALLOCATION SCHEDULE
REPORT (PASR)

MINERALS OPERATIONS REPORT

API WELL NUMBER CHANGE REPORT
(ANCR)

CONTRACTOR SHIFT REPORT

SEMIANNUAL REPORT OF ROYALTY-IN-
KIND (RIK) OIL ENTITLEMENTS

MMSM 380.2-H

Case
Code

1801-04

1801-04

1801-04

1801-04

1801-04

1801-04

1801-04

1801-04

1801-04
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Records Management

COMPUTER ROOM TAPE IDENTIFICATION
LOG

G

PERTEC AFS DATA ENTRY TAPE
TRANSMITTAL
DATA ENTRY PROBLEM REPORT

BILL FOR COLLECTION OF PENALTY DUE
ON YOUR LEASE

BILL OF COLLECTION OF
ADMINISTRATIVE FEE ON YOUR LEASE

BILL FOR COLLECTION OF INTEREST ON
YOUR LEASE

MMSM 380.2-H
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[
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Records Management

MMSM 380.2-H

Case
Form No. Title Code Page
MMS-4105 NOTICE OF DEFICIENT RENT ON YOUR 1801-11 C-129
12/84 LEASE
MMS-4109 GAS PROCESSING ALLOWANCE SUMMARY 1803-02 C-131
01/88 REPORT
MMS-4110 OIL TRANSPORTATION ALLOWANCE 1803-03 C-132
01/88 REPORT
MMS-4113 OF ITE MAGNETIC TAPE RELEASE 404-08 c-23
11/85 ATURE FORM
MMS-4114 ALLOCATION INPUT FORM 1801-01 C-118
10/83
MMS-4115 BRASS PAYMENT TRANSFER REPORT 1801-01 C-118
10/83
MMS-4116 BRASS PAYMENT ENTRY TRANSACTION 1801-01 C-118
10/86
MMS-4117 BLM FUNDS CROSS REFERENCE INPUT 1801-01 C-118
10/83 FORM
MMS-4118 BRASS BILLEE INPUT FORM 1801-01 Cc-118
02/88
MMS-4119 CREDIT/DEBIT MEMO INPUT FORM 1801-01 C-118
07/87 (CRDM)
MMS-4120 MANUAL BILL INPUT FORM (MBIL) 1801-01 c-118
16/83
MMS-4121 REFUND INPUT FORM (RFND) 1801-01 Cc-118
10/83
MMS-4123 SECURITY STATEMENT 601-01b Cc-37
11/83
MMS-4127 DOCUMENT DISTRIBUTION SYSTEM 101-06 c=-2
01/85 REQUEST FOR OUTPUT
MMS-4133 PAYOR BILL FOR 1801-01 C-118
12/84 COLLECTION-WORKSHEET
MMS-4134 FIELD OFFICE BILL FOR 1801-01 Cc-118
01/87 COLLECTION-WORKSHEET
MMS-4135 ROYALTY UNDERPAYMENT BILL FOR 1801-01 C-118
02/87 COLLECTION-WORKSHEET

Nr S A AdAiN A AN LARS R APAN DR DY T &)

Supersedes Release No. 119
Date: December 14, 1989 (Release No. 165) F-18



Date:

Records Management

MMS-4136
01/87

MMS-4137
08/86

MMS-4138
08/84

MMS-4139
12/87

MMS-4141A
01/87

MMS-4141B
01/87

MMS-4142
08/84

MMS-4143
03/86

MMS-4144
03/86

MMS-4145
12/84

MMS-4146
12/84

MMS-4147
12/84

MMS-4148
12/84

MMS-4148A
3/88

MMS-4149
12/84

MMS-4150
12/84

MMS-4151
12/84

CREDIT MEMORANDUM WORKSHEET
SYSTEMS LIBRARY TRANSMITTAL FORM
(LTF)

INFORMATION/DOCUMENT REQUEST AND
RECEIPT

DOCUMENTATION CHANGE NOTICE

ADP DOCUMENTATION PROBLEM REPORT

ADP PROBLEM REPORT

ROYALTY COMPLIANCE

DIVISION--MONTHLY TIME REPORT

FEDERAL CHECK BATCH SHEET PARTS A,
B

INDIAN CHECK BATCH SHEET PARTS A,
B

AFS CHECK BATCH SHEET
ROYALTY REPORT BATCH SHEET OIL AND
GAS, FORM MMS-2014

ROYALTY REPORT BATCH SHEET SOLID
MINERALS, FORM MMS-4014

PAAS REPORT BATCH SHEET

PAAS REPORT BATCH SHEET

PAYMENT PROCESSING WORKSHEET

BRASS CHECK BATCH SHEET

AFS CHECK BATCH LOG

Supersedes Release No. 119
December 14,

1989 (Release No. 165)

MMSM 380.2-H

Case
Code

1801-01
101-05b

1801-01
706-02
800-11
800-11
101-06
800-11
800-11
800-11
800-11
800-11
800-11
890-11

1801-08

800-11

800-11

Page
C-118
Cc-2
C-118

C-55

C-61



Date:

Records Management

2014

BRASS CHECK BATCH LOG

PAYMENT PROCESSING
WORKSHEET-~INDIAN 2

SPECIAL PRODUCTION RUN REQUEST

AMCNOC TACK NRDOWTDR
ALIOVN Ao (938 )N

TASK ORDER COMPLETION CERTIFICATE

SERVICE REQUEST/WORK ORDER

OFFSITE MAGNETIC TAPE RELEASE FORM
PAAS INTERFACE/EXTRACT TAPES

OCSIS PAAS INTERF
MINERALS MANAGEMENT SERVICE TAPES

SENT OFFSITE

BRASS DISKETTE LOG

Supersedes Release No. 119
December 14,

1989 (Release No. 165)

MMSM 380.2-H
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oQ

101-06

Q
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Records Management

A 1A

[ o Y Y

AFS MMS-2014 TAPE SPECIFICATION
REPORT

AFS PAYOR TAPES TRANSMITTAL FORM

LASER PRINT TAPES

PASS INTERFACE TAPE TRANSMITTAL

BTADM
L VIl

AFS REPORT BATCH LOG-SOLID
MINERALS FORM MMS 4014

TAPE COPY REQUEST

DATA ITEM DESCRIPTION

FEDERAL SHORT PIF (SPIF) INPUT
FORM

U.P.S. DIESEL GENERATOR WEEKLY
CHECK LIST

RMP COMPUTER USER REGISTRATION

Case

Code

101-06

o
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P
I
(@]
[¢))

101-06

101-06

101-06

101-06

Page
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Date:

MMS-4220
04/85

MMS-4221

06/85

MMS-4221A
09/87
MMS-4222
04/8
MMS-4223
08/87

MMS-4236

08/86

MMS-4237
07/86

MMS-4238
03/86

7T R Y T A ATCOLS

SOFTWARE BATCH TRANSMITTAL

SOFTWARE TRANSMITTAL FORM

PERTEC TAPE TRANSMITTAL

PAAS-INDUSTRY OGOR TAPE

TRANSMITTAL FORM

LIBRARY/FMS MAINTENANCE FORM

ERROR CODES CHANGE FORM

GENERAL CODES CHANGES FORM

CONTRACT QUALITY ASSURANCE
INFORMATION REPORT

REPORT DISTRIBUTION--REPORT LOG
AFS-PAAS-BRASS DATA ENTRY BATCH
LOG

ACCOUNT USE COURTESY NOTICE

Supersedes Release No. 119
December 14, 1989 (Release No. 165)

-~ a v

101-06

800-01

800-01

800-01

503-02b

101-06

101-06

C-32




Date:

Records Management

INDIAN SHORT PIF (SPIF) INPUT FORM
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MAINTENANCE DOCUMENT CONTROL LOG

AND STATUS TALLY SHEET

PIF PROBLEM REPORT

PIF TRANSFER REQUEST FORM

&
(7]
o]

PIF DATABASE LOG

LEASE PROBLEM REPORT

~
(VB &
NN
NV L

SUMMARY CONTROL LOG

EXPECTED PIF FORM

Supersedes Release No. 119
December 14, 1989 (Release No. 165)
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Date:

Records Management

MMS-4259
02/86

MMS-4260
02/86

MMS-4261
02/86

MMS-4262
02/86

MMS-4263
02/86

MMS-4264
02/86

MMS-4265
02/86

MMS-4266
02/86

MMS-4267
02/86

MMS-4268
02/86

MMS=-4270
01/89

MMS-4271
06/89

MMS-4272
12/88

MMS-4273

aaaan?

01/89

MMS-4275
03/86

MMS-4276
03/86

MMC .. ADT77
L Side) & i

4
03/89

Supersedes Release N
December 14,

AFS ADP CONTINGENCY PLAN
AFS ADP CONTINGENCY PLAN ACTIVITY
LOG

AFS ADP CONTINGENCY PLAN EQUIPMENT
LOCATION LOG

AFS ADP CONTINGENCY PLAN
DISCREPANCY LOG

AFS ADP CONTINGENCY PLAN
WATCH/SHIFT LOG

AFS ADP CONTINGENCY PLAN TEST
OBSERVER WORKSHEET

FACILITY STRUCTURE AND CONTENT
DAMAGE ASSESSMENT

VAX 11/780 SYSTEM DAMAGE
ASSESSMENT

DATA ENTRY DAMAGE ASSESSMENT
MICROGRAPHICS DAMAGE ASSESSMENT
RMP GENERAL CODES CHANGES FORM

RMP SYSTEM CHANGE NOTICE

RMP TEST FAILURE REPORT

BPET BATCH COVER SHEET, PARTS A, B

BRASS ENVIRONMENT/SECURITY

IDENTIFICATION
RMP SOFTWARE TRANSMITTAL FORM
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APPLICATION FOR REWARD FOR
ORIGINAL INFORMATION PARTS A, B

RMP ERROR CODES

TYm merwar - rrm Ay e

COAL WASHING ALLOWANCE REPORT
COAL TRANSPORTATION ALLOWANCE
REPORT

RMP EMERGENCY SOFTWARE
AUTHORIZATION

COMPUTER OUTPUT MICROFICHE (COM)

JOB SET-UP FORM

BRASS SYSTEM GLOBALS MODSYSGLO

MAINTENANCE FORM PARTS A, B, C, D

MMDS USER IBM ID TRANSMITTAL

RMP IBM AFS USER REGISTRATION FORM

RMP IBM RACF/IDMS USER
RECTSTRATTON FORM
NS A S A4 Aavay L vias

FRONT-END PROBLEM REPORT
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MMS-4321
01/89

Tt

TR AP masrw TR T * wrmrm T

TRANSMITTAL LETTER

N

MMS-201
C & G TASK ORDER

STATSS ACCESS REQUEST

RVSD REPORT BATCH SHEET

RMP IBM TSO USER REGISTRATION FORM

NONSTANDARD DATA BASE INTERVENTION

MICROGRAPHICS WORK ORDER

PERFORMANCE EVALUATION OF
DOCUMENTATION SERVICES

NOTICE OF DESIGNATION AS
COLLECTION OFFICER

MAMT AL AL NOCTAMAMTAN AQ
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ATITHOADRTZED CERTTEFVING OFFTCOR
AINS A BAN/ AN A LI A N hd BN A A A A AV b & b wdiAN

EMERGENCY SOFTWARE AUTHORIZATION
FOR VAX ENVIRONMENT

AD HOC REPORT REQUEST
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Case

Form No. Title Code Page
MMS-4322 BATCH CHECKLIST 800-11 C-61
10/88
MMS-4323 RMP IBM PAAS USER REGISTRATION 404-04 C=23
09/88 FORM
MMS-4324 PAAS SYSTEM SECURITY ONLINE 404-04 Cc-23
09/88 FUNCTION SETUP
MMS-4325 QUALITY ASSURANCE LOG SUPPLEMENT - 101-06 C-2
10/88 CUSTOMER REVIEW FORM
MMS-4326 ADMINISTRATIVE APPEAL BOND 707-01 C-56
10/88
MMS-4327 DOCUMENT TRANSMITTAL 101-06 Cc-2
11/88
MMS-4328 DOCUMENTATION SERVICES REQUEST 101-06 Cc-2
11/88
MMS-4329 NOTICE OF REVOCATION OF 102-01a c-4
11/88 DESIGNATION AS AN ACCOUNTABLE OFFICER
MMS-4330 PROJECT WALK-THROUGH FORM 800-~02a C-60
01/89
MMS-4331 FIELD OR AREA PURCHASER REPORT 101-06 c-2
ii/88
MMS-4332 MICROGRAPHICS APPLICATION ANALYSIS 101-~-06 c-2
12/88 FORM
MMS-4333 RACF PROTECTED DATA RESOURCE USER 101-06 . C=2
12/88 ACCESS REQUEST
MMS-4334 CONTRACT QUALITY ASSURANCE 503-02b C-32
01/89 INCIDENT REPORT
MMS-4335 PRELIMINARY INVESTIGATION MEMO 800-01 C-59
5/89
MMS-4336 QUALITY ASSURANCE LOG SUPPLEMENT - 202-11 c-12
06/89 MICROGRAPHICS REVIEW FORM
MMS-4337 SCHEDULE OF SELECTED LEASES 1801-05 Cc-12
02/89
MMS-4338 OPERATOR INFORMATION CHANGE FORM 800-~04 C-60
04/89 (OICF) ’
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Form No. Title Code Page
MMS-4339 QUALITY ASSURANCE LOG SUPPLEMENT - 202-11 c-12
06/89 CUSTOMER REVIEW FORM
MMS-4340 INDIAN NONSTANDARD LEASES PAYMENT 101-06 c-2
03/89 PROCESSING WORKSHEET
MMS-4341 RDP PAYMENT ADVICE LOG - INDIAN 101-06 c-2
03/89 NONSTANDARD LEASES
MMS-4342 RDP ROYALTY REPQRT CONTROL LOG - 101-06 c-2
03/89 INDIAN NONSTANDARD LEASES
MMS-4343 PIF FILE REQUEST FORM 101-06 C=-2
04/89
MMS-4344 RCD AUDIT PRCCEDURES MANUAL 101-06 c-2
06/89 REVISION REQUEST FORM
MMS-FLOl1 CERTIFICATION OF LONG DISTANCE 401-03 Cc-19
04/89 CALLS
rsedes Release No. 119
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