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DEPARTMENT OF THE INTERIOR

MINERALS MANAGEMENT SERVICE MANUAL

Part 381 Origination of
Records and Information

Adninistrative Series
Chapter 4 Reports Management Program 381.4.1

1. Purpose. This chapter establishes policy and responsibili-
ties for the Minerals Management Service (MMS) Reports Management
Program. The Reports Management Program provides a system for
the control, evaluation, and improvement of reporting
requirements to ensure compliance with applicable laws and
regulations.

2. Objectives. It is the objective of the program to maintain
management control over the promulgation, use, and cancellation

of reporting requirements and to avoid the imposition of invalid
or inefficient reporting requirements.

3. Authority.

A. Paperwork Reduction Act of 1980, as amended
(44 U.S.C. 3501 et seq.)..

B. Federal Information Resources Management Regulation
(41 CFR 201-45.103).

C. Office of Management and Budget (OMB) Regulation,
"Controlling Paperwork Burdens on the Public" (5 CFR 1320).

D. Departmental Manual (381 DM 6, Reports Management
Program) .

E. Departmental Manual (381 DM 8, Statutory and Other
Reports to Congress).

F. Departmental Manual (381 DM 9, Internal Reports).

G. Departmental Manual (381 DM 11, Information Collection
Program Requirements).

H. Departmental Manual (381 DM 12, Clearance Procedures for
Information Collections).

4. Definitions.

A. Interagency Report is any requirement that involves a
report to an Agency from one or more Agencies.

B. Internal Report is any reporting requirement originated
and used completely within the Department.
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C. Public Use Reporting (Information Collection) is the

compilation of answers to identical questions from any non-
Federal Government business, institution, group, or individual
which is subject to the provisions of the Paperwork Reduction Act
of 1980 and 5 CFR 1320. (See MMS Manual 381.5, Information
Collection Requirements.)

D. Recurring Report is a report that is required and
submitted for update at least annually.

E. Recurring Administrative Report is a name commonly
applied to most internal and interagency reports because of their

general administrative nature.

F. Report is data or information which is transmitted for
use in determining policy: planning, controlling, and evaluating;
operations and performance; making administrative determinations;
establishing and maintaining official records; or preparing other
reports. This data or information may be a narrative or in a
statistical, graphical, or other form and may be displayed on
paper, magnetic tape, or other media.

G. Reporting Requirement is the statement, directive, or
request which contains the imposition of a report to be submitted
from one official or organization to another.

H. Report Control Symbol (RCS) is an alphanumerical identi-
fication assigned to reports that have been approved by a reports

control unit.

I. Statutory Report is a report required by law, i.e., one
imposed by Congress or the Code of Federal Regulations directly
on a particular Agency, group of Agencies, or a Bureau.

5. Policy. It is the policy of the MMS to comply with all laws
and regulations governing the promulgation, use, and cancellation
of reports.

6. Recurring Administrative Reports Listing. Appendix 1 to this
chapter provides a listing of approved recurring administrative

reports. The composition of the listing and its exclusions are
as follows. '

A. Reports are listed by office of primary responsibility
(OPR) and frequency (FR) of submission.

B. Interagency RCS's have been assigned to those reports
with General Services Administration (GSA) clearance; all others
have been issued a departmental RCS.
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C. To indicate the sources of requests for the reports or
the source of the requirement to maintain certain information,
ultimate users are shown within the RCS, whether they are
Bureaus or the Secretarial office to which the reports are
submitted or whether they are Agencies outside the Department
(e.g., 1045-0PM-QU, OMB-82-110, DOI-83-079).

D. References to the Depert,e_ tal Manual, OMB Circulars, and

other sources of information are given for full details on
reports preparation, when needed.

E. The departmental offices responsible for preparation of
the reports, aates due, and number of copies are given, as well
as the MMS office responsible for coordination/submission of the

MMS input.
F. Excluded from the listing are:

(1) One-time reports, and

7. Statutory and Other Reports to Congress should be prepared in
accordance with 381 DM 8 and submitted through the MMS Office of
Congressional and Legislative Affairs. A list of statutory
reports is appended to 381 DM 8.

8. Public Use Reports require approva al of OMB if they affect 10
or more respondents. For example, if 10 persons are required to
report or keep records, even though no form is prescribed, that

requirement must be approved by OMB.

A. When first considering a requirement the initiating
office should contact the MMS Information Collection Clearance

Officer (ICCG) to ensure that legal regquirements are met. All
requests for OMB approval of information collection requirements
should be included in the annual Information Collection Budget

(ICB). All approved collections appear on the List of Active
Reports Approved Under the Federal Reports Act, which is issued
by the Department on a monthly basis. The list is available from
the ICCO Liaison Officers in the program areas.

B. When reports include the use of a form, the same

requirements apply with the addition that the form, too, is
approved. (See "Forms" below.)

9. Forms are related to a report when the form is required for
filling in information required in a report. The Records
Management Section, Office of Administration, controls forms.

------- ~l ease j \
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Specific instructions for their use are covered in MMS Manual
381.2, Forms Management.

10. Standards.

T e
P4

A Re red reports must be written so that the information
a s d

. i
sily understood and is in a usable format.

B. Reports must be consistent with established policies and
procedures.

C. Directives which prescribe a report must contain a
paragraph outlining the report ting requirement (MMSM 381.1-H,
Chapter 2).

‘A. All Associate and Regional Directors, the Chiefs of the
Offices of Congressional and Legislative Affairs, ggbliu Afia;:-,
and Equal Employment Opportunit an he inistrative Service

Center Managers:

(1) Ensure that all reports are developed and managed in
their areas of respon51b111ty in accordance with the policy and
procedures outlined in this chapter and detailed in the
Departmental Manual; and

(2) Appoint a Reports Liaison Officer to coordinate the
inventories of recurring reports.
B. The Associate Director for Mana and manages

the Reports Management Program and designates the Records Manager
as the reports control officer to carry out this responsibility.

— —~ ALLL . ol Ve el 3 i
C. Chief, Offic f congressional and Legislative Affairs:

(1) Clears statutory and other reports submitted to
congress;

(2) Coordinates the inventory of statutory and other
reports to Congress.

D. The Records Manager:

(1) Identifies existing and proposed information

collections, specifically called "public use reports," after
consultation with the MMS ICCO and program officials;

NO.
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(2) Develops and maintains an MMS-wide inventory of
recurring administrative reports;

(3) Analyzes and determines the value of reports
proposed for inclusion in or deletion from the inventory of
recurring administrative reports;

(4) 1Issues adequate instructions on reports management;

<20Ulcoe 4 - e S i1

(5) Develops procedures to provide for proper approval
and clearance of interagency, internal, and public use reports;

(6) Conducts and/or maintains annual inventories of
statutory and other reports to Congress and internal, inter-
agency, and public use reports.

E. The Reports Liaison Officers coordinate the inventories
of reports for their areas of responsibility. The coordination
includes:
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deleted

(2) Submitting requests for review of special reports
(e.g., to OMB for a public use report or to GSA for an inter-
agency report) through normal channels of clearance.
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MMSM 381.4
Appendix 1

INDEX TO LIST OF
RECURRING ADMINISTRATIVE REPORTS

Described below are the acronyms and titles of the Bureaus and
offices of primary responsibility (OPR), with their page
locations in Appendix 1.

ACRONYM DOI BUREAU/OFFICE TITLE PAGE

DESM Division of Enforcement and Security 11
Management

IG Office of Inspector General 11

OBC Office of Historically Black College and 12
University Programs and Job Corps

OEO Office of Equal Opportunity 12

OPA Office of Public Affairs 13

0SsD Office of Small Disadvantaged Business 13
Utilization

PAM Office of Acquisition and Property 14
Management

PAS Office of Aircraft Services 17

PMB Assistant Secretary - Policy, Management 17
and Budget

PEP Office of Environmental Project Review 18

PFM Office of Financial Management 18

PIR Office of Information Resources 21
Management

PMI Office of Management Improvement 22

PMO Office of Administrative Services 24

POB Office of Budget 25

PPM Office of Personnel 27

S Office of the Secretary 31

TIA Assistant Secretary - Territorial and 31
Internal Affairs

WBM Bureau of Mines 31

WBR Bureau of Reclamation 31

ACRONYM MMS OPR SYMBOLS

ocLa Office of Congressional and Legislative Affairs

OPA Office of Public Affairs

EEO Office of Equal Employment Opportunity

AD/OMM Associate Director for Offshore Minerals
Management

AD/PP Associate Director for Policy and Planning

DAD/A Deputy Associate Director for Administration

BUD Budget Division

FSSD Financial and Support Services Division

IRM Information Resources Management Division

PER Personnel Division

PPM Procurement and Property Management Division

SEC Security Officer

Supersedes Release No. 136 Page 7
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ACRONYM FREQUENCY (FR) OF SUBMISSION
AN Annually
AR As Required
MO Monthly
QU Quarterly
SA Semiannually

The notation "EXEMPT" in the "Instructions on Preparation" column
indicates that the reporting requirement is exempt from GSA
clearance.

NOTE: "#" jdentifies reports that are submitted by responding
Bureaus/offices directly to the requiring Agency. No DOI OPR is

required on these reports.
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