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United States Department of the Interior 
BUREAU OF OCEAN ENERGY MANAGEMENT 

WASHINGTON, DC 20240-001 

45600 Woodland Road, VAM-BOEM DIR 
Sterling, VA 20166 

Via Electronic Mail 

August 11, 2015 

Telephone (703) 787-1818 
Facsimile (703) 787-1209 

RE: Freedom oflnformation Act (FOIA) Request No. BOEM-2015-00161 

This letter is in response to your FOIA request dated July 14, 2015 and received by the Bureau of 
Ocean Energy Management (BOEM) on the same date. Your request has been assigned request 
number BOEM-2015-00161. Please refer to this number in any future correspondence with our 
office regarding this request. We apologize for our delay in acknowledging your request. 

Description of the Requested Records 

You requested: 

A copy of the BOEM records retention schedule. [BOEM] may omit the schedule of 
general records applicable to all agencies .... If there is no BOEM records schedule, then 
[you] request instead a copy of documents describing the progress of plans to establish a 
BOEM records schedule as required by NARA. 

Final Response 

In response to your request, the Bureau located five documents (totaling 198 pages) that are 
responsive to your request. We have determined that these documents may be released to you in 
their entirety. These files are attached. Please note BOEM' s Bucket 3 -Analysis and Evaluation 
of Outer Continental Shelf (OCS) Resources is pending final approval by the Archivist of the 
United States. 

In addition to the attached files, the Department of the Interior's Department Records Schedule 1 
-Administrative (DAA-0048-2013-0001) applies to BOEM. The schedule can be found at: 
http ://www.doi .gov/ocio/information management/upload/DRS-Admin-Schedule-Final
Approved-06-19-2014.pdf 
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Because we are releasing a copy ofBOEM's records retention schedules, we consider this 
response to be a full grant of your request. 

We have classified you as an "other-use" requester. We do not bill FOIA requesters for processing 
fees when their fees are less than $50.00, because the cost of collecting the fee would be greater than 
the fee itself See 43 CFR § 2.49(a)(l). Therefore, there is no b111able fee for the processing of this 
request. 

Mediation Services 

The 2007 FOIA amendments created the Office of Government Information Services (OGIS) to 
offer mediation services to resolve disputes between FOIA requesters and Federal agencies as a 
non-exclusive alternative to litigation. Using OGIS services does not affect your right to pursue 
litigation. You may contact OGIS in any of the following ways: 

Office of Government Information Services 
National Archives and Records Administration 
8601 Adelphi Road - OGIS 
College Park, MD 20740-6001 

Email: 
Web: 
Telephone: 
Fax: 
Toll-free: 

ogi s@nara.gov 
https ://ogis.archives. gov 
(202) 741-5770 
(202) 741-5769 
1-877-684-6448 

Conclusion 

This concludes our response to your request. If you have any questions, please feel free to 
contact me by email at boemfoia@boem.gov; by phone at (703) 787-1818; or by postal mail. 
Please note that we have a new mailing address: FOIA Office; Bureau of Ocean Energy 
Management; Mail Stop: V AM-BOEM DIR; 45600 Woodland Road; Sterling, VA 20166. You 
may also contact the Bureau's FOIA Public Liaison, Rosemary Melendy, at (703) 787-1315. 

Sincerely, 

Natasha Alcantara 

BOEM Governrrent Inforrration Specialist 

Signed by: Bureau of Ocean Energy Managerrent 

Attachments: 
As stated 
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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEA VE BLANK (NARA use only)
 

(See Instructions on reverse) JOB NUM~R , q /
NI- ~ -/2-
TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE REliVED / 

WASHINGTON, DC 20408 -, "2u ZOJ 2-
1 FROM (Agency or establishment) NOTIFICA TION TO AGENCY 

Department of Interior 
2 MAJOR SUBDIVISION 

Bureau of Ocean Energy Management (BOEM) 

3 MINOR SUBDIVISION 

Office of Admuustranon-Ilvl O-Camtal Plannrnz & Informatron Pohcv 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ~ST O:}lNITED STATES 

Brenda C. Taylor 703-787-1122 \~\~~ ~ h I" ~ 
J -

6 AGENCY CERTIFIC ATION 
I hereby certify that I am authorized to act for this agency m the matters pertammg to the drsposinon of ItS records and that the records 

proposed for disposal attached 5 separate buckets respectively are not needed for the business of this agency or WIll not be needed 

after the retention penods specified, and that wntten concurrence from the General Accounting Office, under the provisions of Title 8 

of the GAO Manual for Guidance of Federal Agencies ' 

~ IS not required, 0 IS attached, or o has been requested 
DATE SIGNATURE OF AGENCY,REPR}/f'NTATIVE TITLE 

Chief, Capital Planning & Information Policy, Acnng6/29/2012<::" ~, L /7.c--Z~_,~JJ 
-r L-,- .~~ -...- Bureau Records Officer 

IJ 
7 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR 10. ACTION 
ITEM SUPERSEDED TAKEN 

NO. JOB CITATION (NARA USE 
ONLY) 

PROPOSED RETENTION SCHEDULE SUBMISSION FOR: 

BUCKET 1 

The Bureau of Ocean Energy Management (BOEM) IS
 
subrmttmg the attached proposed retention schedules for review
 
and appraisal The design of each schedule ISprermsed on a
 
functional or "BIg Bucket" format In heu of the traditional
 
orgamzational format for federal records retention scheduhng
 

The dISpOSItIOninstructions have been developed In correlation
 
with the BOEM hnes of business functIons and processes as they
 
have been reported to the OMB and populated 111 the Department
 
Enterpnse Architecture Repository The baSICmISSIOnof the
 
organization has remained the same ThIS schedule ISwntten to
 
authonze the dISpOSItIonof the records 111 any media format
 
(media neutral)
 

Attachment 1 Proposed FunctIOnal Records RetentIOn Schedule
 
(a k a "BIg Buckets") - ADMINISTRATIVE RECORDS
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BIG BUCKET RETENTION SCHEDULE FOR THE BUREAU OF OCEAN ENERGY MANAGEMENT
 
(BOEM)
 

Organization The Bureau of Ocean Energy Management (BOEM) IS headquartered In the Washington, D C 
Metropolitan area BOEM has operational centers and support offices located throughout the United States 

The Bureau of Ocean Energy Management (HOEM) is responsible for managing the environmentally and 
economically responsible development of the nation's offshore resources Its functions Include offshore leasing, 
resource evaluations, review and adrrurustration of 011 and gas exploration and development plans, renewable 
energy development, and National Environmental Policy Act (NEPA) analyses and studies 

The Office of Administration is responsible for budget and financial management in additron to all 
administrative acuvines of BOEM The functions of this organization Include planning for and USIngbudgetary 
resources in support of the BOEM's varied operatmg and support programs, e g management analysis, records 
and paperwork management, human resources, safety and health programs, procurement, property and space 
management, and information management 

Office of Policy and Analysis is responsible for providlng policy review and coordinated program and pohcy 
positions on all matters relating to the BOEM, for providing a review and assessment capability withm the 
Bureau, managing the strategic planning and quality Improvement processes, and evaluatmg programs through 
economic and programmatic pohcy analyses 

Office(s) of Record refers to the office holding the official record copy of a specific record when multiple 
copies are used across offices Most typically, this IS the office that creates and maintains the record, although 
specific offices may be designated to hold official records generated across Program Offices 

Media. ThIS schedule covers records In all media, formats, and produced USIng any and all tools Records may 
mclude, but are not hrruted to, paper, word processing documents, presentation materials, stanstical data, 
spreadsheets, databases, e-mail, photographic materials, audio, film, VIdeo, drawings, and any other electroruc 
formats that fall withm the unstructured, semi-structured, or structured classifications 

Litigation Holds and Freezes: ThIS schedule is subject to the orders of the court to preserve any and all 
program records deemed potentially responsive In a legal proceeding where BOEM or ItS authorized agents are 
named parties to an applicable proceeding, regardless of media format In accordance with such a court order, 
or, by directron of the Department of Justice or the Sohcitor of the Department of the lntenor, BOEM will fully 
suspend all retention schedule disposinon Instructions in their entirety, indefinitely, until mstructed to do so 
otherwise by these same authorities through written notice. 

Page 2 of 18 
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BUCKET 1 - ADMINISTRATION - BOEM
 
The Administrative Schedule covers support and adrmnistrative program management functions carried out
 
across the agency that support BOEM's mission and routine operations, but do not directly document the
 
performance of rmssion functions Adrmrustratrve records relate to common agency-wide functions such as
 
budget and finance, comrnunications, mformation technology and services, payroll and benefits, personnel,
 
procurement and supply, pubhc and congressional relations - mcluding FOIA, security, support, protective
 
services, and travel This records schedule covers adrrurustratrve support records represented and not
 
represented by the General Records Schedules (GRS), and covers records in all formats.
 

The drsposiuon and retention penod indicated in the respective buckets and sub-buckets of the adrmrustranve
 
schedule ISan exception to the General Record Schedule(GRS)
 
GRS 16 item 12, GRS 5 Item 3b, Item 4, Item 2, Item I, GRS 2 item 6b, GRS 23 item I~GRS I item 18a,
 
Item 2b, item 6, Item 5, item 33m, Item 32, Item 23, Item 7a, Item 13, Item 12, item 2a(b), Item 29a(2), GRS
 
25b, GRS I item 25, Item 31, Item 21b; GRS 3 item a(l), GRSI iteml(a), items a & b, Item Ib, Item 2Ia,
 
Item 21 (a)2; GRS 5, Item I, GRS 2 Item 8, item 22, Item Ia, Item I, Item 15, , Item 16, Item 17, GRS7 Item I,
 
Item 2, item 3, GRS 6 Item la, GRS 2 item l b, GRS 23 Item 9, Item 3c, Item 3(a)Ia, Item al(b), Item 9b,
 
GRS 6 Item Ia, GRS 3 item 3c, item Ia, item 3a (I )a, Item 3a(l )b, Item 3a(l), Item 3a(2), Item 3(c), Item 5,
 
Item 13, item 14, Item 8a, Item 4a, Item 9a; GRS 18 Item I5a" GRS 4 Item 2, GRS 23 Item I, GRS II itern I,
 
GRSI2 Item 5, GRSII Item 4b, GRS 12 Item 7, itemo, Item 8, GRS 13 Item 4a, item 6, Item 5a, GRS II
 
Item 2a, Item I, GRS 18 item 17, item 8, Item 9, item 10, Item II, Item 21, Item 22, Item 23, Item 24a, Item
 
5a, Item 5b, Item 12, Item 16a, Item I6b, item 14, Item 7, GRS 9 Item 3, Item 4b, item Ia, Item Ib, Item Ic,
 
Item Id, item Ie, Item 2; GRS 10 item Ia, Item 2, Item 5, Item I, Item 6, Item 4, Item 7, GRS 16, Item 2,
 
Item 7, Item 10, Item 4, Item 7, GRS 14 Item 15, Item II, Item 21, Item 22, Item 23, Item 24, Item 25, Item
 
26; GRS 23 Item 6a, Item 7, Item 8, Item I, Item lOa, Item lOb; GRS 16 Item Ia, Item Ib, Item 5, Item 3a,
 
Item 3b, Item 6, Item 5, Item 2b, Item 7, Item I3a, item 13b; GRS 14 Item3; GRS 18 Item 26; GRS I Item
 
26, Item 31, GRS 25 Item I a, GRS 25 Item 2, Item 3, Item 4, Item 5, Item 6, Item 7, item 8, item 9, GRS I
 
item 25, Item 30; GRS 20 item I; GRS 24 Item I a, Item 2, Item 3a, Item 4a, Item 8, item 5, item 6, item,
 
GRS 16 item 9, GRS 24 item 9
 

The disposition for some of the records is longer than the GRS because the official records are Integrated m
 
to the electronic systems and coordinated retention periods are necessary to Implement the schedule within
 
these systems The 7 year represents the longest retention in the GRS period.
 

The records covered by this schedule are considered to be media neutral unless Indicated otherwise The
 
Bureau of Ocean Energy Management (BOEM) agrees to rnamtarn these records regardless of format for the
 
enure retention periods indicated in accordance with all Federal Regulations for Records Management
 
mcluding but not limited to 36 CFR Chapter 1225 and 1226
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Item Title and Description Retention & Disposition Superceded 

Number Instructions MMS Schedule 
Items 

lA Budget Duties (60) 201-04TEMPORARY: Cut off at the 
All records relating to budget 202-13end of the fiscal year, or when 
development, formulation and execution 301-01activity IScompleted Transfer 
that support the organization as a whole 30l-02a(1)to the FRC 3 years after the 
Records include but not limited to' 30l-02a(2)cut-off DELETE/DESTROY 7 
analysis, preparation, submission, 301-02a(3)years after cut off 
Justification, morntonng of budget data 301-02b 
and other related functions and records of 301-05 
the following work elements. 301-06 

•	 Perform Budget Duties- POA, 301-07 
PPA, PAA 

•	 Provide Budget Support- SB I 
•	 Provide General Support Services
 

Budget- SB2, SOB
 

•	 Budget Formulation &
 
Justification- SB5
 

•	 Budget Execution & Performance
 
Management- SB6
 

•	 Perform Budget Management-
SB7
 

IB Human Resources (61)	 302-06a,bTEMPORARY: Cut off at the 
All records relating to developing and 504-15end of the fiscal year, or when 
Implementing policies and procedures 601-01b. Cactivity IScompleted Transfer 
and providing guidance It Includes 601-02to the FRC 3 years after the 
records that have to deal with but not 601-03cut-off DELETE/DESTROY 7 
limited operations such as job fairs, and 601-04a,b,cyears after cut off. 
providing personnel services to bureau 602-01 
and department employees and 602-02b 
supervisors and records generated In 602-04 
activitres of the following work elements 602-05-

•	 Human Resources Actions- PAJ a,b,c2,d,ejl,f2bJ3 

•	 HR Administration Services- &/4 
602-07SAD, SMT, SOP 
602-08•	 Quality of Work Life - SEQ 
602-10•	 Process Positions- SE I 
a,b1,b2,b3,c,d & e•	 Benefits and Benefits Review-
603-01SEB 
603-02a,b.c•	 Classify Positions- SEC 603-03•	 Advise/Train on Ethics- SEE 603-04

•	 Maintain FPPS Security- SEF 605-01 
Staff Posiuons- SES•	 605-02a-c 

•	 Provide Employee Relations- 605-07 
SER 605-08 

Page 4 of 18 
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Item 
Number 

Title and Description 

• Delegating Examining Unit 
(DEU) Contracts - SAO, SOF, 
SWR 

+BfB 

1B(I)a 

f)jfie,lal Pe"sem~e,{ 1,{.emegeme'~I! 
All re6sres 6reatee IAa66sreaA6e '''''Id'! 
QPM rHles fer sffielal effif3ls;'ee 
f3erssAAel files Fsr stRer Items relatee ts 

.1 .-I .-11. roDCO! 

Ojfie,lal Pefo-se:mel FlieS Tran-sjen:ed 
Emple)'ees 

1B(l)b Offie,lai Perse>'inel Fdes 
EmpH:J),ees 

Separated 

~ 

1B(2)a 

EmplT7j'ee l~,1edretll{ Frl-es bSAg teFm 
meeteal reesres as eefinee fA 5 GFR Part 
~ 
C:, .1- ....c.~ 
Trans/erred empleyees 

1B(2)b Separated emplfJ)'ees 

Ie Financial Management Operations 
(62) 
All records relating to financial activities 
that support the organization as a whole 
such as paymg bills, collecting 
receivables, cornpihng and analyzing 
financial data, prepanng Internal (bureau) 
reports, maintaining general ledger, and 

Page 5 of 18 
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Retention & Disposition Superceded 
Instructions MMS Schedule 

Items 
606-01a,b 
607-01a 
607-01b 

Falla· ...,'! GRS 1.1 

See GRaf3ter '+ sf The GUl(k to MU Ola(2) 
Persenne! Reeerdkecpmg fer 602 02(a) 

(roDCO 1 ! ,\ 
.~ .. YV., 

+raAsfer feleer ts floJatisAal 6()! () !a(!.)1 11 

PerssAAel R:e6sres GeAter 
(NPR:G), St bSHIS, MQ ~Q 
ea;'s after latest sef3aratisA. 
floJPR:G'NIII eestrs;' M ;'ears 
after sef3aratlsl1 fF8ffi Feeeral 
e:. lroDe: 1 1 I-
~v • •v_ ~"~ •• ~. 

GRS 1 21 

See 5 GFR Part 29~, Sl:Ibf3arte 6()5 ()8a(2) 
fsr IAstrl:l€tlsAS GRS 1 21a 

+raAsfer ts :t>~PR:G,St bSHIS, 6()5 ()8a(}) 
MQ, ~Q ea;'s after sef3aratlsn. 
NPR:G '''''111 eestrs;' '+5 ;'ears 
after birtR eate sf effif3ls;'ee, 
6Q ;'ears after eate sf tRe 
earliest eS6l:lmeAt IAtRe foleer, 
IftRe eate sfbll:tR eaAAst be 
aseertafAee, sr ~Q ;'ears after 
latest sef3aratlsA, ...,RleRever IS 

co1. {roo _'l-'-~ 

302-01TEMPORARY: Cut off at the 
302-02end of the fiscal year, or when 
302-03activity IScompleted. Transfer 
302-04a,b,cto the FRC 3 years after the 
302-05acut-off DELETE/DESTROY 7 
302-07a,b,cyears after cut off 
302-08a,b 
302-09 
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Item 
Number 

-ltfB 

ID 

Page 6 of 18 
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Title and Description 

planning, developing, implementmg and 
maintaining accountmg and mixed 
financial systems. Included also are 
records generated for work elements 
listed here: 

•	 Payroll Administration- SEP 

•	 Record Obligations- SFO 

•	 Invoice -Irnplernent Competitive 
Sourcing- PAG 

•	 Adrrurustration- SPB, SF I 
•	 Manage Accounts Receivable-

SF8 

•	 Provide Management for FInance-
SFM 

•	 Support FBMS - FBM 

•	 Adrmmstrative Support Finance -
SF2 

•	 Support Accounting Systems -
SF3 

•	 Implement Acnvity Based Cost 
Codes - SZA 

•	 Manage Travel Charge Card -
SF4 

•	 Manage SGL Accounts - SF5 

•	 Support CFOlExtemal Reports -
SF6 

•	 Develop Pohcies/Procedures for 
Fmance-SF9 

• Finance A-123 - SFA 
OtheF PaYFolI AdministFation 
Indi'I'idual Pay ReeoFd eontaining IJa,' 
data on eaeh emIJloyee 'llithin BOEM 

Procurement Services (63) 
All records relatmg to operations and 
adrrurustration of acqursitron and 
procurement functions, admmistration of 
acquisrtron systems (such as IDEAs) and 
purchase card programs that support the 
organization as a whole. Records 
generated for the following work 

rev. 12-10-2012 

Retention & Disposition
 
Instructions
 

LONCTERM 
TEMPORA,RY: Cl:It off at tJ:ie 
eAa oftJ:ie Hseal ~'eaF, OF.....J:ieA 
a6tl"'it;' is eomJ3letea +FaAsfeF 
to tJ:ieFRC 3 ~'eaFSafteF tJ:ie 
61::1toff gebe+efge8+R9¥ 
§6 ~'eaFs afteF el::ltoff 

TEMPORARY: Cut off at the 
end of the fiscal year, or when 
activity IS completed Transfer 
to the FRC 3 years after the 
cut-off DELETE/DESTROY 7 
years after cut off 

Superceded
 
MMS Schedule
 

Items
 
302-10 
303-01 
303-02 
303-03 
303-04a 
303-04b 

GRS2, 18 

501-01 
501-02 
502-01 
502-02 
502-03a 
502-03b 
502-03c 
502-03d 
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Item Title and Description Retention & Disposition Superceded 
Number Instructions MMS Schedule 

Items 

elements are also mcluded 502-06a 

10(1) 

IE 

Page 7 of 18 
Nl-589-12-1 

•	 Implement Competitive Sourcmg-
PAG 

•	 Provide Procurement Operations 
and Policy- SPO 

•	 Plan and Administer Contracts & 
Agreements (Coastal Impact 
Assistance Program)- SPA 

•	 Acquisition Information Systems 
- SPI 

•	 Aviation Planning - OAF 

•	 Procurement/Acqursrtion COR 
Trammg - SPT, SPC 

•	 Other Procurement Services -
S63 

•	 Alaskan In-house Studies
 
Logistics-ABK
 

•	 Telecommurucations Contract 

Other Procurement Files-
Geological and Geophysical Contractmg 
FIles maintained by the sponsoring 
offshore office 

Facilities & Space Management 
Services (64) 
All records relating to the overall 
operation of the Support Services 
providmg a Wide range of services, 
functions includmg mclude records 
generated for the following work 
elements and functions 

•	 Occupational Health & Safety 
Management- SX4 

•	 Provide Facihties Management-
SX5 

•	 Property Management- SX2 

rev 12-10-2012 

LONG TERM 
TEMPORARY: Cut off at the 
end of the fiscal year, or when 
activity IS completed Transfer 
to the FRC 3 years after the 
cut-off DELETE/DESTROY 
25 years after cut off 

TEMPORARY: Cut off at the 
end of the fiscal year, or when 
activity IS completed Transfer 
to the FRC 3 years after the 
cut-off DELETE/DESTROY 7 
years after cut off 

502-06b 
502-07 
502-08 
503-01a(J) 
503-01a(2) 
503-01b 
503-02a(J) 
503-02a(2) 
503-02b,c,d 
503-03a,03b(J), 
03b(2)a, 03b(2)b, 
03c( 1),03c(2,03d 
503-04 
503-05 
504-01 
504-02 
504-03 
504-04 
504-05 
504-10 
504-11 
504-12 
504-13 
504-14 
503-02e 

401-01 
401-02a-c 
401-06 
401-07 
401-08a-g 
401-09 
402-01 
402-02 
402-03 
402-04 
403-01 
403-02 
404-01a,b 
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Item 
Number 

IF
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Title and Description 

•	 Maintenance and Support
 
Services- SX6
 

•	 General Support Services - SX7 

•	 Security Services - SS I
 
•	 Personnel Security - SS2 

•	 Homeland Security - SS3 

•	 Printing and publication
 
management - SX3
 

•	 Administering the transportanon 
of goods and materials program 
for BOEM 

•	 Providing mail management, 
shuttle operations, mail and 
courier services 

•	 Shipping and receiving functions 

•	 Motor Vehicle Program
 
Management
 

•	 Provide Physical Security- SS' 
•	 Routine Surveillance Tapes 

. 

Information Management and Files 
(65) 
All records relating to Informauon 
Management and used to report all work 
related to IT mformauon resources as 
well as Central Files, Mailrooms, and 
Library/Information Services for 
developing, coordinating, and 
implementing policies, standards, 
guidelmes, reporting, and providing 
related techrucal assistance Reporting for 
this activity occurs throughout the 
hfecycle of information, records, data 
files and inclusive of the followmg work 
elements and functions 

• Delivery of Official Public 

rev. 12-10-2012 

Retention & Disposition
 
Instructions
 

TEMPORARY: Cut off at the
 
end of the fiscal year, or when
 
activity IS completed Transfer
 
to the FRC 3 years after the
 
cut-off DELETE/DESTROY 7
 
years after cut off.
 

Superceded
 
MMS Schedule
 

Items
 
404-02
 
404-03a-d
 
404-04a
 
404-05
 
404-06
 
404-07
 
404-08
 
404-09a,b,c
 
404-JO
 
404-J la-b
 
40413a,b
 
404-14
 
404-15a-b
 
404-16a-c
 
404-17
 
405-01
 
405-02a,b
 
405-03
 
406-01a-e
 
406-03
 
407-01
 
407-02a,b
 
407-03
 
407-04
 
407-05
 
407-06
 
407-07
 

202-07al,a2,b
 
202-08
 
202-11
 
202-14a,b
 
202-17a,b
 
202-18
 
703-03b 
705-02
 
705-
16al,a2a,a2b,
 
a3a,a3b,16b
 
705-J7a,b 
705-18
 
705-19
 
705-20aJ,2a,a2b, 
a3a,a3b,b 
705-21a,b,c 
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Item Title and Description Retention & Disposition Superceded 

Number Instructions MMS Schedule 
Items 

Information- POD 705-22 
0 The Federal Records Act and 705-23a,b 

Records Management Imtiatives; 705-24 

Forms IReports, 705-25 

Library/Informauon Services - 706-01 

PAR 706-02 

• The Privacy Act and Privacy 
Imtiatives 

• Privacy Impact Assessments and 
Records Management Impact 
Assessments 

• Data analysis for privacy and 
records management 
classification and impacts 

• Freedom of Informauon Act 
(FOIA) request analysis and non-
reimbursed fulfillment costs-
PAE 

• FOIA and Privacy Act Appeals 

• Section 508 of the Rehabihtation 
Act of 1973, as Amended 

• Information Collection, Renewals 
and Quality Guidelines 

• Establishment and operation of 
program functions or offices for 
privacy, Records Management, 
FOIA, Section 508, and Web 

• Compliance monitoring and 
reporting 

• Awareness and training for 
privacy, Records Management, 
FOIA, Section 508, and Web 

• Operational Data Adrrurustratron 
including maintenance, storage, 
information dissemination, use, 
control and disposal 

• Perform Internal Control Review 
Package for OMB-SZI (OEMM), 
SZO (MRM) 

• Records Management (W ASC) -
SQR 

IG Administrative Support Services 
All records relating to general 

(66) TEMPORARY: Cut off at the 
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Item Title and Description
 
Number
 

administrative functions and accumulated 
by the individual offices on a wide 
variety of subjects. 
. Included also are labor and operations 
records of safety awareness programs, 
health uruts, Employee Assistance 
Programs, personal property, moving 
services, vehicle fleet management, and 
any other administrative functions and 
records involving activities of the 
following work elements 

•	 ClAP (A&B) - SCI 
•	 Provide General Admin Support-

PPC, PEB, SOL, POB 

•	 Implement Bureau &DOI 
tnitiatrves-PzvF, PAH 

IG(1) Administrative Function Files/ Audits 
and Investigation Files 
All records relating to administrative 
functions Mission files created and 
mamtamed In offices whose pnrnary 
function involves support activities such 
as personnel, procurement, property, 
transportation, travel, communication, 
budget and similar internal management 
functions and audit/investigation files 
relating to internal audits, investigative 
and evaluation records conducted in the 
review of BOEM business process. These 
records include but are not limited to 
final audit or evaluation reports, initiation 
papers, audit methodology and 
guidelmes, rebuttals and other comments 
on the reports and case files relating to 
special invesngauons that may have 
resulted in a referral to another agency or 
significant enforcement action 
(AMARII QCRlCongresslOnal 
Committee ... ) 
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NI-589-12-1 rev. 12-10-2012 

Retention & Disposition Superceded 
Instructions MMS Schedule 

Items 
end of the fiscal year, or when 
activity IS completed Transfer 
to the FRC 3 years after the 
cut-off DELETE/DESTROY 7 
years after cut off. 

102-01b,d,eTEMPORARY: Cut off at the 
102-02end of the fiscal year, or when 
103-01a,bactivity IS completed Transfer 
104-01a,bto the FRC 3 years after the 
201-03cut-off DELETE/DESTROY 
201-05a,b10 years after cut off. 
201-07c 
201-08d,ej1,j2 
201-09a.b 
201-10 
202-04a,b 
202-05 
202-06 
202-10 
202-12 
202-15 
202-16a,b 
203-01a,b 
304-01 a,b 
408-01 a.b 
505-01 a,b 
605-01a,b 
608-01 a,b 
701-01 
701-02 a,b 
702-01 
702-03b(2) 
703-01 
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Number 

IG(2)	 Director's General Correspondence 
Files and Bureau History Files 
All records of a central file of the 
chronological records and outgoing 
correspondences of the BOEM Director. 
Surname copy, and files documenting 
significant BOEM events created, 
received and maintained dunng the 
normal course of busmess 

IH	 Planning (67) 
All working draft and support documents 
relating to the activities of strategic 
planning, performance planning 
measurement and reporting, workforce 
planning, organizational development, 
evaluations, COOP plans, and 
management analysis for the organization 
as a whole Includes supervisron, 
management, and general administrative 
support of these functions Includes 
Emergency Management and COOP 
Planning- SX I 

11	 Provide Central Leadership (68) 
All records relating to costs of 
executives, senior executives and 
Immediate offices These costs Include 
adrrurustratron and implementation of 
activity based cost management 
programs. 
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Retention & Disposition Superceded 
Instructions MMS Schedule 

Items 
703-02a(3),b 
704-01 
705-0Ia-c 
708-01a,b 
802-12a,b 

PERMANENT. Cut off at 102-01c 
close of FY, or when activity 201-07a,b 
IScompleted 702-02 
Electroruc Records Transfer 702-03a 
electronic files to the National 702-03b(l) 
at three year intervals under 703-02a(l) 
the instructions In 36CFR 703-02a(2) 
1235 44-50, or whichever 703-02a(4) 
transfer guidance IS In place at 703-03a 
the time of the transfer 
HardcoQ):: Records· Transfer to 
the FRC 5 years after cut-off 
Transfer to the National 
Archives and Records 
Administration 25 years after 
cut off 

TEMPORARY: 
end of the fiscal 

Cut off at the 
year, or when 

404-12a 
404-12b 

activity IS completed Transfer 
to the FRC 3 years after the 
cut-off DELETEfDESTROY 7 
years after cut off 

TEMPORARY: Cut offat the New Item 

end of the fiscal year, or when 
activity IS completed Transfer 
to the FRC 3 years after the 
cut-off DELETE/DESTROY 
10 years after cut off 
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Number
 

Process Litigation for Indian Trust 
1J	 (70) 

All records relatmg to litigation- the 
formal process m a court or 
adrmrustratrve agency in which legal 
rights and obligations are contested by 
the parties and decided by a judge This 
activity covers any and all work 
associated with adrmrustrative or Judicial 
litigation related to Indian Trust other 
than probate. It also includes liugauon 
support provided by the bureaus and 
offices, legal representation provided by 
the Office of the Solicitor, and 
adjudications provided by the Office of 
Hearmgs and Appeals records generated 
in activities of the following work 
elements: 

•	 Perform Indian related alternate 
dispute resolution activmes > 

ADR 

•	 Prepare Indian Appeals Decision 
Documents 

•	 Review case files and pleadmgs 

•	 Perform factual investigations and 
legal research 

•	 Prepare legal documents, 
testimony and exhibits 

•	 Respond to discovery requests 

•	 Review judicial orders and 
decisions 

•	 Interior Board of Land Appeals 
(IBLA) 

lK	 Performance and Financial 
Management Reports (73) 
All records relating to the preparation of 
reports for entities external to the 
bureaus, such as the Annual Performance 
and Accountability Report, Submissions 
to the Department, FACTS II and the 
Statement of Accountability and/or 
Statement of Transactions (SF-224 or SF-
121911220). 
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Retention & Disposition Superceded 
Instructions MMS Schedule 

Items 

Temporary Cut off at the 707-04 
end of the fiscal year m which 
claim, matter or appeal IS 
disallowed, withdrawn, settled 
or Issued Transfer to the FRC 
5 years after cut off Dispose-
off 20 years after transfer 

TEMPORARY: Cut off at the 
end of the fiscal year, or when 
activrty IScompleted Transfer 
to the FRC 3 years after the 
cut-off DELETE/DESTROY 7 
years after cut off 
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Item Title and Description
 
Number
 

lL	 Process Litigation - Resource Use(74) 

•	 AIl records relating to the use of 
resources Including records that 
are generated in the activities of 
these work elements 

•	 Perform Federal related alternate 
dispute resolution activmes=-
ADR 

•	 Prepare Federal Appeals Decision 
Documents 

•	 Maintain Automated Appeals 
Docketing System 

Employee and Labor Relations (76) 
1M	 AIl records relatmg to the provision of 

guidance and assistance to management 
and employees regarding all work 
associated with Employee Relations 
(ER)/Labor Relations (LR) Issues, 
including grievances, drsciplmary and 
performance-based actions, unfair labor 
practices and negotiations, Inspector 
General and other administrative 
Investigations Work activities also 
Include processing incentive awards; 
conducting personnel security, 
determining employee suitabihty, and 
managmg the employee assistance 
program, ethics program and 
performance management system. 

•	 Informal 
CounsellADRIMediation - SIA 

•	 Formal Complaints - SIB 

•	 Employee Assistance Program -
SIG 

•	 Manage Labor Relations - SEL 

IN	 Civil Rights - External and Internal 
(77/78) 
AIl records relatmg to costs of 
monitonng, evaluating and adjudicating 
civil rights compliance and enforcement 
functions covering equal opportunity and 
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Retention & Disposition Superceded 
Instructions MMS Schedule 

Items 

707-01TEMPORARY: Cut off at 
707-02the end of the fiscal year in 
707-03which claim, matter or appeal 
707-05is disaIlowed,	 withdrawn or 
707-06settled DELETE/DESTROY 

7 years after cut off 

TEMPORARY: Cut off at the 
604-01a(l),a(2).b. end of the fiscal year, or when 
605-04activity IScompleted Transfer 
605-07to the FRC 3 years after the 
607-01a,bcut-off DELETE/DESTROY 
607-02 a.b.c l cl25 years after	 cut off 
607-03 
607-04 
607-05a,b 
607-06a,b 
607-07a,b 
60 7-08a,b 
607-09 

605-03a, b,c.d1,TEMPORARY: Cut off at the 
d2,ejl j2j3j4.g end of the fiscal year, or when 
605-06a-bactivity IScompleted Transfer 

to the FRC 3 years after the 
cut-off DELETE/DESTROY 
25 years after cut off 
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Item Title and Description
 
Number
 

federally funded/assisted education and 
training programs with State and local 
governments. These elements are not 
limited to the work ofEEO employees, 
but also include the work of any Office of 
Bureau employees engaged in responding 
to and resolving civil rights and equal 
opportunity complaints. Also includes the 
cost of settlement agreements. 

•	 Internal Civil Rights captures all 
costs to implement 29 C.F .R. 
1614 and EEOC management 
Directive 715. Costs are not 
limited to the work of EEO 
employees, but also include the 
work of any Office of Bureau 
employees engaged in responding 
to and resolving civil rights and 
equal opportunity complaints. 
EEO Program - SIC, SID 

•	 EEO Program Special Projects 
Funding - SIS 

•	 Sexual Harassment - SIE 

•	 Civil Rights - SIH 

10	 Plan IT Investments (80) 
All records relating to planning for new 
IT investments, the planning and 
modernization or major enhancement of 
existing IT investments, and all work 
related to IT prototypes. 
Records generated in the process of the 
following work elements are also 
included: 

•	 Project management and planning 
related to IT development, 
development and major 
enhancement 
Life cycle costs analysis and• 
planning 

•	 Organizational impacts of IT 
investment and analysis 

•	 Evaluation of software and 
hardware options and methods 

•	 Development and submission of 

Page 14 of 18 
NI-589-12-1 rev. 12-10-2012 

Retention & Disposition Superceded 
Instructions MMS Schedule 

Items 

New ItemTEMPORARY: Cut off at the 
end of the fiscal year, or when 
activity is completed. Transfer 
to the FRC 3 years after the 
cut-off DELETE/DESTROY 
7years after cut off. 
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Item Title and Description Retention & Disposition Superceded 
Number Instructions MMS Schedule 

Items 

CPIC documents for the preselect 
and select phases 

•	 Analysis of requirements based
 
on business process re-

engineering, including necessary
 
policy and procedures,
 
information/data, security,
 
architecture and infrastructure
 

•	 Project feasibility determination 

IP Acquire IT Investments (81)	 New Item TEMPORARY: Cut off at the 
All records relating the full acquisition of end of the fiscal year, or when 
an IT investment. Other records include activity is completed. Transfer 
but not limited to the procurement and to the FRC 3 years after the 
implementation of an IT investment or cut-off DELETEIDESTROY 7 
useful segments/modules, Exhibit 300 years after cut off.
 
parts 1,2 or 4 of exhibit 53, the control
 
and evaluation phases ofCPIC and
 
investment control process. The
 
following work elements' records are
 
also included:
 

•	 Finalized reports on cost benefit
 
analysis (CBAIBCA)
 

•	 Development of software
 
applications and incremental
 
reviews
 

•	 Testing of user acceptability,
 
functionality and interoperability
 
reports
 

•	 Implementation and testing,
 
training procedures
 

•	 Installation of hardware/software 

•	 Analysis of technical user
 
requirements and logical and
 
physical design reports
 

•	 Data conversion in to new
 
systems
 

•	 Acquisition Information Systems
 
- SPI
 

All other records directly related
 
to acquisition
 

lQ Operation, Maintenance, and	 401-TEMPORARY: Cut off at the 
Management of IT Investments (82) 03a.b,c.d1.d2.eend of the fiscal year, or when 
All records relating to Operation, 401-04a.bactivity is completed. Transfer 
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Number
 

Maintenance, and Management of IT 
Investments portraying when an IT 
investment is operational (steady state) 
after formal acceptance. This means the 
IT investment or useful segment/module 
of an IT investment has been delivered, 
deployed, and is performing the mission. 
Tasks required managing an investment 
in operations and maintenance is reported 
under this activity, including 
performance monitoring and reporting 
performed by an operational analysis. 
This activity includes retirement/disposal 
costs of the investment, which is the final 
phase in the life cycle of the investment. 
These work elements are also included: 

•	 Operational analysis and network 
infrastructure 

•	 Administrative, technical, telecom 
support functions 

• Training of users, administrators 
Maintenance and system support service 

•	 Customer support services, 
systems and database backups 

•	 COTR and contract functions 

•	 Upgrades, maintenance, 
replacement, disposal functions 

•	 Project management functions 
directly related to IT 

•	 Program Source Files 

•	 Web and Data Management 
Application Development Files• 

lR	 IT Security (83) 
All records relating to Secure IT -
performing work to achieve and maintain 
compliance with OMB security policies 
and NIST guidance, including 
compliance with the Federal Information 
Security Management Act, including all 
IT security program records and records 
for securing individual IT systems, 
applications, and infrastructure. These 
work elements are also included: 
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Retention & Disposition Superceded 
Instructions MMS Schedule 

Items 
to the FRC 3 years after the 800-02a,b 
cut-off DELETE/DESTROY 7 800-04a,b 
years after cut off. 800-05 

800-06b 
800-08 
800-09-
800-11 
80J-OJa-c 
802-0la,b 
802-02 
802-03a,bl,b2 
802-04al,a2,b 
802-08a,b,c 
802-JOa,b 
802-lla,b,c 

802-05a,bTEMPORARY: Cut off at the 
802-06a,bend of the fiscal year, or when 
802-07activity is completed. Transfer 

to the FRC 3 years after the 
cut-off DELETE/DESTROY 7 
years after cut off. 
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Item Title and Description Retention & Disposition Superceded 
Number Instructions MMS Schedule 

Items 

•	 IT security training and awareness 

•	 IT security Policies and
 
Procedures
 

•	 Monitoring and testing 

•	 Life cycle cost analysis and
 
planning
 

•	 Risk and vulnerability assessment 
•	 Security controls, authentications 

•	 All other records directly tied to 
IT security 

IS IT Architecture (84) 201-11TEMPORARY: Cut off at the 
All records relating the development, 800-01a,bend of the fiscal year, or when 
coordination and implementation of activity is completed. Transfer 
policies, standards, guidelines and to the FRC 3 years after the 
provision of related assistance for cut-off DELETE/DESTROY 7 
Enterprise Architecture. (EA) Records years after cut off.
 
created by the Interior Enterprise
 
Architecture (lEA) and bureau
 
architecture teams in the course of the
 
development, management and utilization
 
of the enterprise architecture. Work
 
elements that highlight the records under
 
EA are:
 

•	 Establishment and Operation of
 
IT Architecture
 

•	 Conducting functions directly
 
related to operation of
 
architecture tools (DEAR, BEAR)
 

•	 Analysis and maintenance of
 
business processes
 

•	 Data Modeling 

•	 Architecture analysis and
 
compliance reports
 

•	 Creation, maintenance and
 
modernization blueprints of target
 
arch itectures
 

•	 All training records 

•	 All other records directly related
 
to EA
 

IT Capital Planning and Project	 802-09a,b,cTEMPORARY: Cut off at the 
Management (85) end of the fiscal year, or when 
All records generated in the course of IT activity is completed. Transfer 
Capital Planning and Investment Control to the FRC 3 years after the 
on the portfolio of IT investments in 
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Item Title and Description Retention & Disposition Superceded 
Number Instructions MMS Schedule 

Items 
accordance with OMB's requirements cut-offDELETE/DESTROY 7 
including all program reports for years after cut off. 
portfolio management and project 
management not attributable to individual 
IT projects or investments. Work 
elements for activity 85 also include: 

• Management and review 
submission of BOEM Business 
Cases (Exhibit 300s) to DOl and , 

the Office of Management and 
Budget; 

• Developing the Bureau's IT 
Portfolio of investments (Exhibit 
53); 

• Policies and Procedures 

• CPIC and Project Management 
evaluations and QC reports 

• Determination of Organizational 
impacts of CPIC 

• All other records directly related 
to Capital Planning and Project 
Management for IT 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule .Sub-Bucket Description & Retention 

lA Budget Duties (60)
 
All records relating to budget development,
 
formulation and execution that support the
 
organization as a whole. Records include but not
 
limited to: analysis, preparation, submission,
 
justification, monitoring of budget data and other
 
related functions and records of the following
 
work elements:
 

•	 Perform Budget Duties- POA, PPA, 
PAA 

•	 Provide Budget Support- SBI 
•	 Provide General Support Services 

Budget- SB2, SOB 
•	 Budget Formulation & lustification-

SB5 
•	 Budget Execution & Performance 

Management - SB6 
•	 Perform Budget Management- SB7 

TEMPORARY: Cut off at the end the fiscal 
year or when activity is completed. Transfer to 
FRC 3 years after the cut-off. 
DELETE/DESTROY /Destroy 7 years after cut 
off. 

IB Human Resources (61) 
All records relating to developing and 
implementing policies and procedures and 

lof 34
 
Fmal- June 11,2013
 

Series No. 

201-04 

202-13 
301-01 

301-02a(1) 

301-02a(2) 

301-02a(3) 
301-02b 

301-05 
301-06 
301-07 

302-06a 

302-06,b 

Former Schedule 
Title 

Management Statistical Hourly Report Files 

Information Collection Budget Files 
Budget Development and Admin Files 

Monthly Budget Status Report FtlesiMugnetic 
Tapes 
Monthly Budget Report/Paper 

All Other Copies 
Other Copies 

Budget Appornonment Files 
Budget Background Records 
Budget Correspondence Files 

Leave Application Files 

Retention NARA 
Authority 

2yrs NCI-57-84-
7-201-04 

7yrs GRSI6.12 
6 yrs NCI-57-84-

7-301-01 
Erasure NCI-57-84-

7-301-02a(1) 
Destroy paper NI-473-88-

when Microfilm 1-301-02a(2) 
has been verified 

3 yrs GRS5.3b 
When superseded NI-473-88-

1-302-02b 
2yrs GRS5.4 
2yrs GRS5.2 
2yrs GRS51 

Destroy at end of GRS2.6a 
pay period 

3 yrs GRS2.6b 

FOIA BOEM-2015-00161 Final Response 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

providing guidance. It includes records that have 
to deal with but not limited operations such as 
job fairs, and providing personnel services to 
bureau and department employees and 
supervisors and records generated in activities of 
the following work elements: 

•	 Human Resources Actions- PAJ 
•	 HR Administration Services- SAD, SMT, 

SOP 
•	 Quality of Work Life - SEQ 
•	 Process Positions- SEI 
•	 Benefits and Benefits Review- SEB 
•	 Classify Positions- SEC 
•	 Advise/Train on Ethics- SEE 
•	 Maintain FPPS Security- SEF 
•	 Staff Positions- SES 
•	 Provide Employee Relations- SER 
•	 Delegating Examining Unit (DEU) 

Contracts - SAD, SOF, SWR 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off. 

2 of 34 
Fmal- June 11,2013 

Series No. 

504-15 
601-01b 
601-01c 

601-02 
601-03 

601-04a 

601-04b 

601-04c 
602-01 

602-02b 
602-04 

602-05a 

602-05b 
602-05c(2) 

602-05d 
602-05e 

602-05f(1) 
602-05f(2)b 
602-05/(3) 
602-05f(4) 

602-07 
602-0S 
602-10a 

602-10b(l) 
602-10b(2) 

Former Schedule 
Title 

Employee Exit Clearance Report 
Supervisor's Personnel Files and other copies 
Staffing and Classification Files 

Employee Record Cards 
Employee Locator Files 
Personnel Action Report Files 

OPM Certificates 
Pending lunsuccessful application 
Ment Promotion Files 
Employee Performance File System Records 

Position Description Files 
Incentive Award Program Files 
Employee Award Files 

Retention NARA 
Authority 

2 yrs GRS23.1 
1 yr GRS i.ts« 
2yrs NCI-57-S4-

7-601-01c 
3 yrs GRSl.2b 

When superseded GRSl.6 
Destroy paper NI-473-SS-
when Microfilm 1-601-04a 

has been verified 
Erasure NI-473-SS-

1-601-04b 
2 yrs GRSl.16 
2 yrs GRS1.5 
2 yrs GRSl.33m 
2yrs GRSl.32 
1 yr GRSl.23al 

When superseded GRSl.23a2 
4 yrs GRSl.23a3b 
4 yrs GRSl.23a4 
4 yrs GRSl.23a5 

When superseded GRSl.23bl 
5 yrs GRS1.23b2b 
5 yrs GRS1.23b3 
5 yrs GRSl.23b3 
5 yrs GRS1.7a 
3 yrs GRSl.13 
2 yrs GRSl.12al 
1 yr GRSl.12b
 

WIzen no longer NI-473-SS-
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

. 

Note: 607-01a & b are on the Bucket 1 Schedule 
- Administration under item 1M. 

Series No. 

602-10b(3) 

602-10c 
602-10d 
602-10e 

603-01 

603-02a 
603-02b 

603-02c 

603-03 
603-04 
605-01 
605-02a 
605-02b 
605-02c 
605-07 

605-08b 
606-01a 
606-Olb 

607-01a 

607-01b 

Former Schedule 
Title 

Training Authorizatton Controls 

Trtuning Record History Files 

Training Reports 
Training Records 
Employee Confidential Flies 
Financial Disclosure Reports 

Personal Injury Files 
EMF-Temporary short term records 
Temporary Help Servtces Use History Files 

Ethics Program Implementation, Counseling 
and Development Flies 

Retention NARA 
Authority 

needed 1-602-10b2 
2yrs Nl-473-88-

1-602-10b3 
2 yrs GRSl.12c 

When superseded GRS1.12d 
When no longer -

needed 
5 yrs GRS29b 

5 yrs GRS1.29b 
Destroy after the Nl-473-88-
information has 1-603-02b 
been converted 

5 yrs Nl-473-88-
1-603-02c 

3 yrs GRS1.29a2 
5 yrs GRS1.29a2 
6 yrs GRS25b 
1 yr GRS1.25a1 
6yrs GRS1.25a2 
6 yrs GRS1.25.2b2 
3 yrs GRS1.31 
1 yr GRS1.21b 

6 yrs 3 mos GRS3.3 (a)1a 
Destroy upon GRS3.3a1c 
termination 

3 yrs GRS25.1a 

6 yrs GRS25.1b 

3 of 34 
Fmal=- June 11, 2013 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

IB(I)Official Personnel Management 
All records created in accordance with aPM 
rules for official employee personnel files. For 
other items related to personnel and covered by 
GRS1. 

FOLLOW GRS1.1 
IBl(a) Official Personnel Files 
See Chapter 7 of The Guide to Personnel 
Recordkeeping for instructions (GRS 1.1 a) 

IBl(b)Official Personnel Files 

IB(2)Employee Medical Files 

Long-term medical records as defined in 5 CFR 
Part 293, 
Sub part E 

IB(2)a Employee Medical Files-Separated 
Employees 

IB(2)b Employee Medical Files-Transferred 
Employees 
Ie Financial Management Operations (62) 
All records relating to financial activities that 
support the organization as a whole such as 
paying bills, collecting receivables, compiling 

4 of 34
 

Ftnal- June 11,2013
 

Series No. 

601-01a(2) 
602-02 (a) 

601-01a(1) 

605-08a(2) 

605-08a(1) 

302-01 
302-02 
302-03 

Former Schedule 
Title 

Note: On the Bucket I Schedule-
Administration items IBl, IB(I)a, IBlb, 
IB2, IB2a, IB2b are cross off on the 
Schedule because they are already covered 
by the GRS. 

Transferred Employees 
Application for Employment-Successful 
Applicants 

Separated Employees 

Separated Employees 

Transferred Employees 

Time and Attendance Source Records 
Time and Attendance Input Records 
Pay Differential Approval & A uthorization 
Files 

Retention NARA 
Authority 

See FPMfor GRS1.1a 
transfer to an GRS1.a and 

agency b 

65YRS GRS1.1b 

75 yrs GRS1.21a 

See 5CFR part GRS1.21a(2) 
293 Subpart E for 

instructions 
6yrs GRS2.7 
6 yrs GRS2.8 
3 yrs N1-473-88-

1-302-03 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule 

Sub-Bucket Description & Retention 

and analyzing financial data, preparing internal 
(bureau) reports, maintaining general ledger, and 
planning, developing, implementing and 
maintaining accounting and mixed financial 
systems. Included also are records generated for 
work elements listed here: 

•	 Payroll Administration- SEP 
•	 Record Obligations- SFO 
•	 Invoice -Implernent Competitive
 

Sourcing- PAG
 
•	 Administration- SPB, SFl 
•	 Manage Accounts Receivable- SF8 
•	 Provide Management for Finance- SFM 
•	 Support FBMS - FBM 
•	 Administrative Support Finance - SF2 
•	 Support Accounting Systems - SF3 
•	 Implement Activity Based Cost Codes -

SZA 
•	 Manage Travel Charge Card - SF4 
•	 Manage SGL Accounts - SF5 
•	 Support CFO/External Reports - SF6 
•	 Develop Policies/procedures for Finance 

-SF9 
•	 Finance A-l23 - SFA 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 

5 of 34 
Fmal- June 11,2013 

Series No. 

302-04a 
302-04b 
302-04c 
302-05a 
302-07a 
302-07b 
302-07c 
302-0Sa 

302-0Sb 
302-09 
302-10 
303-01 

303-02 
303-03 

303-04a 
303-04b 

Former Schedule 
Title 

Payroll System Report Files 

Individual Employee Pay Record 
Savings Bond Purchase Files 

Combined Federal Campaign & other 
Allotment Authorizations 

Thrift Savings Plan election Form 
Direct Deposit Signup Form 
Expenditure Files General Correspondence & 

Subject Files 
General Accounting Ledgers 
Appropriation Allotment Files 
Accountable Officers Files-Finance 
Accountable Officers Files-Other 

Retention 

2yrs
 
2 yrs
 
3 yrs
 

Update
 
When superseded
 

4 mos.
 
4 mos.
 
3 yrs
 

3 yrs
 
When superseded
 
When Superseded
 

2yrs
 

6yrs3 mo
 
6yrs3mo
 
6 yrs3 mo
 

2 yrs
 

NARA
 
Authority
 

GRS2.22a 
GRS2.22b 
GRS2.22c 
GRS2.1a 
GRS2.14a 
GRS2.14b 
GRS2.14c 
GRS2.15a 

GRS2.15b 
GRS2.16 
GRS2.17 
GRS7.1 

GRS7.2 
GRS7.3 
GRS6.1a 
NC1-57-S4-
7-303-04b 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

DELETE/DESTROY 7 years after cut off. 

IC (1) 
Other Payroll Administration - Individual 
Pay Record containing pay data on each 
employee within BOEM 

LONG TERM TEMPORARY: Cut off at the 
end of the fiscal year, or when activity is 
completed. Transfer to the FRC 3 years after the 
cut-off DELETE/DESTROY 56years after cut 
off 

ID Procurement Services (63) 
All records relating to operations and 
administration of acquisition and procurement 
functions, administration of acquisition systems 
(such as IDEAs) and purchase card programs 
that support the organization as a whole. Records 
generated for the following work elements are 
also included: 

•	 Implement Competitive Sourcing- PAG 
•	 Provide Procurement Operations and 

Policy- SPO 
•	 Plan and Administer Contracts & 

Agreements (Coastal Impact Assistance 
Program)- SPA 

•	 Acquisition Information Systems - SPI 

6 of 34
 
Flllal- June 11,2013
 

Series No. 

302-05b 

501-01 

501-02 

502-01 

502-02 

502-03a 
502-03b 
502-03c 

502-03d 
502-06a 
502-06b 

Former Schedule 
Title 

Individual Employee Pay Record 

Vendor Reference Matertals 

Equip Tech Manuals, Operating Inst. 

Purchase Transaction Finding Aids 

Purchase Transaction Index Files 

Purchase Order/Requisitions -After7/3/95 
Purchase Order/ Requisitions -Before7/ 3/95 
Coptes 

ADP equipment Approvals 
Recurring Invoice Accountable Officers' 
Recurring Service Invoice Files/Other 

Retention NARA 
Authority 

56yrs GRS2.1b 

When superseded NCl-57-84-
7-501-01 

When superseded NCl-57-84-
7-501-02 

Destroy or delete GRS23.9 
with the related 

records 
Destroy upon GRS3.3c 
termination 
6 yrs 3 mos. GRS3.3a1a 

3yrs GRS3.3a1b 
2yrs NCl-57-84-

7-502-03c 
3 yrs GRS3.9b 

6yrs 3 mo GRS6.1a 
2 yrs NCl-57-84-

7-502-06b 

FOIA BOEM-2015-00161 Final Response 
Released in Full on 08/11/2015



Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

•	 Aviation Planning - DAF 
•	 Procurement/Acquisition COR Training 

- SPT, SPC 
•	 Other Procurement Services - S63 
•	 Alaskan In-house Studies Logistics-ABK 
•	 Telecommunications Contract 

Note: These description are on the Bucket 1 
Administration Schedule. 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off. 

7 of 34 
Fmal- June 11,2013 

Series No. 

S02-07 

. S02-08 
S03-01a(l) 
S03-01 a(2) 

S03-01b 

S03-02a(l) 
S03-02a(2) 
S03-02b,c,d 

S03-03a
 

S03-03b(l)
 
S03-03b(2)a
 

S03-03b(2)b
 

S03-03c(l)
 
S03-03c(2)
 

S03-03d
 
S03-04
 
S03-0S
 
S04-01
 

S04-02
 

Former Schedule 
Title 

Receiving Report Ceruficatum 

Real property Fries 
Transaction >2S, 000 
Transaction < 2S,000 
Other Copies 

Contract/Grant Monitoring Fdes<2S,000 
Transactions without dollar amount 
Contracting Officer/Related /Other copies 

Solicited and Unsolicited Bids 

Unsuccessful Grant Application files 
Grant Admin Files 
Supply&Property FEDSTRIP Requisttion 
Files 
Publication or Forms Requisition Files 

Retention NARA 
Authority 

Destroy upon GRS3.3c 
termination 

10 yrs GRS3.1a 
6 yrs 3 mos. GRS3.3a1a 

3 yrs GRS3.3a1b 
Wizen no longer NC1-S7-84-

needed 7-S03-01b 
6 yrs 3mos GRS3.3a1a 

3 yrs GRS3.3a1b 
Destroy upon GRS3.3c 
termination 

Destroy with GRS3Sa 
related contract 

case files 
1 yr GRS3.Sb1 

Destroy with GRS3.Sb2a 
related contract 

case files 
Destroy wuli GRS3.Sb2b 

related contract 
case files 

S yrs GRS3.Sc1 
Return to bidder GRS3.Sc2 
WIzen superseded GRS3.Sd 

3 yrs GRS3.13 
2 yrs GRS3.14 
3 yrs GRS3.8a 

Destroy upon GRS3.3c 
termination 
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NI-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule 

Sub-Bucket Description & Retention 

lD(l) Other Procurement Files-
Geological and Geophysical Contracting Files 
maintained by the sponsoring offshore office 

LONG TERM TEMPORARY: Cut off at the 
end of the fiscal year, or when activity is 
completed. Transfer to the FRC 3 years after the 
cut-off DELETE/DESTROY 25 years after cut 
off 
IE Facilities & Space Management Services 
(64) 
All records relating to the overall operation of 
the Support Services providing a wide range of 
services, functions including records generated 
for the following work elements and functions 

• Occupational Health & Safety 

8 of 34
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Series No. 

504-03 
504-04 
504-05 

504-10 
504-11 
504-12 

504-13 
504-14 

503-02e 

401-01 
401-02a 
401-02b 
401-02c 

401-06 

Former Schedule 
Title 

Receiving Reports 
Supply Room Requests 
Publication or Forms Inventory Lists 
Accountability Files 
Excess Personal Property Files 
Personal Property Accountability Number 
Files 
Survey Board Reports 
Property Management ADP Files 

Geological and Geophysical Contracting 
Flies 

Communication Filesllurectory Files 
Post Office and Private Mail Records 

Credentials Files-Receipts, Indexes 

Retention NARA 
Authority 

2yrs GRS3.4a 
2yrs GRS3.8a 
2yrs GRS3.9a 

3 yrs GRS18.15a 
3 yrs GRS4.2 
2 yrs GRS23.1 

2yrs GRS18.15b 
2yrs GRS23.1 

35yrs	 Nl-473-88-
1-503-02e 

2mos GRS11.3 
1 yr GRS12.5a 
1 yr GRS12.5b 
1 yr GRS12.5c 

Destroy after GRS11.4b 
listed credentials 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

Management- SX4 
•	 Provide Facilities Management- SX5 

•	 Property Management- SX2 
•	 Maintenance and Support Services- SX6 
•	 General Support Services - SX7 
•	 Security Services - SSl 
•	 Personnel Security - SS2 
•	 Homeland Security - SS3 
•	 Printing and Publication Management -

SX3 

•	 Administering the transportation of goods 
and materials program for BOEM 

•	 Providing Mail Management, Shuttle 
Operations, Mail and Courier Services 

•	 Shipping and Receiving Functions 
•	 Motor Vehicle Program Management 
•	 Provide Physical Security- SS! 
•	 Routine Surveillance Tapes 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off. 

9 of	 34 
Fmal- June 11, 2013 

Series No. 

401-07 
401-08a 
401-08b 
401-08c 
401-08d 
401-08e 
401-08f 
401-08g 
401-09 
402-01 

402-02 
402-03 
402-04 
403-01 
403-02 

404-01a 
404-01b 
404-02 

404-03a 
404-03b 
404-03c 
404-03d 
404-04a 
404-04b 

404-05 

Former Schedule 
Title 

Metered Mail Files 
Mail and Delivery service Control Flies 

Postal Irregularities Flle 
Printing-Project Flies 

Mailing Lists 
Internal Management Files 
Joint Commutee on Printing Files 
BOEM Space Files 
Space and Maintenance Correspondences 
Security- Visitor Control Files 

Credential Files 

Classified Document Flies 

Security and Protective Service Files 
Facilities Security Plans 

Survey and Inspection FileslGovt 

Retention NARA 
Authority 

are accounted for 
6yrs GRS12.7 
1 yr GRS12.6a 

6mos GRS12.6b 
6mos GRS12.6c 
1 yr GRS12.6d 
1 yr GRS12.6e 

6mos GRS12.6f 
1 yr GRS12.6g 
3 yrs GRS12.8 
1 yr GRS13.2a 

GRS13.4a 
3 mos GRS13.6 
2 yrs GRS13.5a 
3 yrs GRSll.2a 
2yrs GRSll.1 
2 yrs GRS18.17a 
5 yrs GRS18.17b 
2 yrs GRSll.4a 

~s GRS18.1 
3 mos GRS18.2 
2 yrs GRS18.4 
2 yrs GRS18-3 
2yrs GRS18.8 
2yrs Nl-473-88-
2 yrs 1-404-04b 

When superseded	 GRS18.9 
GRS18.10 
GRS18.11 

3 yrs GRS18.21 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule 

Sub-Bucket Description & Retention Series No. 

404-06 

404-07 

404-08 

404-09a 

404-09b 

404-09c 

404-10 

404-11 a 

404-11b 

404-13a 

404-13b 

404-14 

404-15a 

Former Schedule 
Title 

Survey and Inspection Ftlesll'vt 

Investigative Files 

Security Clearance Admin Files 

Personnel Security Clearance (a)?? 

Personnel Security Clearance Status 

Security ViolationsSenous 

Security Violations/Other 

Top Secret Files/Registers/Docs 

Forms Accompanying Documents 

Property Pass Files 

Key Accountability Files/Max Security Areas 

Retention NARA 
Authority 

4 yrs GRS18.22a 
GRS18.22b 

2yrs 

2 yrs 

5 yrs GRS18.22c 

Destroy GRS18.23 
accordance with GRS18.24a 
the tnvestigattng GRS18.24b 

agency GRS18.5a
 
instructions GRS185b
 

Destroy with
 
related case file GRS18.12
 

When superseded GRS18.16a 
GRS18.16b 

5 yrs GRS18.14a 
GRS18.14b 

2yrs 
GRS18.14c 

5 yrs 
GRS18.7 

Destroy when GRS9.4a 
related document GRS9.3a 

is downgraded NCl-57-84-
3 mos 7-405-02b 

GRS9.4b 
3 yrs GRS9.1a 

GRS9.1b 

10 of 34 
FlOal- June 11,2013 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule 

Sub-Bucket Description & Retention Series No. 

404-15b 

404-16a 

Former Schedule 
Title 

Other Areas 

Security Incidence Reports 

Retention 

6mos 

3 yrs 

NARA 
Authority 

GRS9.1c 
GRS9.1d 

404-16b 

404-16c 

404-17 Classified Document Container Files 

2yrs 

1 yr 

When superseded 

GRS9.1e 
GRS9.2 
GRS10.1 
GRS10.2a 
GRS10.2b 

405-01 

405-02a 

405-02b 

General Travel and Transportation 

Travel Reimbursement Files 

Files 2 yrs 

6 yrs 

2 yrs 

GRS10.5 
GRS10.1 
GRS10.6 
GRS10.4 
GRS10.7 

405-03 Accountability Records 1 yr 

406-01a 

406-01b 

Commercial Freight and Passenger Files-
Original Vouchers 
Freight-Payment Records 

6yrs 

10 yrs 

406-01c Issuing Office Copies 6 yrs 

406-01d Obligation Copy of Commercial ... Destroy when 
funds are 
obligated 

406-01e Unused Ticker Redemption Forms 3 yrs 

11 of 34 
Fmal- June 11,2013 
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r Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule 

Sub-Bucket Description & Retention 

iF Information Management and Files (65) 
All records relating to Information Management 
and used to report all work related to IT 
information resources as well as Central Files, 
Mailrooms, and Library/Information Services for 
developing, coordinating, and implementing 
policies, standards, guidelines, reporting, and 
providing related technical assistance. Reporting 
for this activity occurs throughout the lifecycle 
of information, records, data files and inclusive 

12 of 34 
Fmal- June 11, 2013 

Series No. 

406-03 

407-01 

407-02a 

407-02b 

407-03 

407-04 

407-05 

407-06 

407-07 

202-07a1 

202-07a2 
202-07b 
202-08 

202-11 
202-14a 

202-14b 

Former Schedule 
Title 

Lost or Damaged Shipment Files 

Motor Vehicle Correspondence Files 

Motor Vehicle Operating Files 

Motor Vehicle Accident Ftles 

Motor Vehicle Correspondence Files 

Motor Vehicle Release Files 

Motor Yehicle Report Files 

Motor Vehicle Operator Files 

Records Disposition Lists 

Flies Inventory and Disposition Plans 

Microform Management 
Microform Inspection Records 

Retention NARA 
Authority 

6 yrs 

2 yrs 

l-yr
 
3 mas
 
1 yr
 

6 yrs 

2 yrs 

4 yrs 

3 yrs 

3 yrs 

2yrs GRS16.2a1 
6yrs GRS16.2a2 
2yrs GRS16.2b 
3 yrs N1-473-88-

1-202-08 
6 yrs GRS16.7 
1 yr GRS16.10a 
2yrs 
3 yrs GRS16.10b 
1 yr GRS16.4a 
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NI-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

of the following work elements and functions: 
•	 Delivery of Official Public Information-

POD 
•	 The Federal Records Act and Records 

Management Initiatives; Forms /Reports; 
Library/lnformation Services - PAR 

•	 The Privacy Act and Privacy Initiatives 
•	 Privacy Impact Assessments and Records 

Management Impact Assessments 
•	 Data analysis for privacy and records 

management classification and impacts 
•	 Freedom of Information Act (FOIA) 

request analysis and non-reimbursed 
fulfillment costs - PAE 

•	 FOIA and Privacy Act Appeals 
•	 Section 508 of the Rehabilitation Act of 

1973, as Amended 
•	 Information Collection, Renewals and 

Quality Guidelines 
•	 Establishment and operation of program 

functions or offices for privacy, Records 
Management, FOIA, Section 508, and 
Web 

•	 Compliance monitoring and reporting 
•	 Awareness and training for privacy, 

Records Management, FOIA, Section 
508, and Web 

•	 Operational Data Administration
 
including maintenance, storage,
 

13 of 34 

Fmal- June 11, 2013 

Series No. 

202-17a 
202-17b 
202-18 
703-03b 
705-02 

705-16al 

705-16a2a 
705-16a2b 
705-16a3a 
705-16a3b 
705-16b 
705-17a 

705-17b 
705-18 
705-19 

705-20al 
705-20a2a 
705-20a2b 

705-20a3a 
705-20a3b 

705-20b 

705-21 a 
705-21b 

Former Schedule 
Title 

Records Holding Files 

Records Management Files 
Photograph Files 
Cope Fee Collection Register 
FOIA Files 

FOIA Appeal Files 

FOIA Report Files 
FOIA Admin Files 
Privacy Act Request Files 

Privacy Act amendment Files 

Retention NARA 
Authority 

6 yrs GRS16.4b 
1 vr GRSl6. 7 

2yrs GRS21.1 
2yrs GRS14.15 
2 yrs GRS14.11al 
6 yrs 
6yrs GRS14.11a2 
6 yrs a 

- GRS14.11 a2 
6 yrs b 

GRS14.11 a3 
- a 

2 yrs GRS1411a3 
2 yrs b 
2yrs GRS14.11b 
2yrs GRS14.12a 

Destroy as GRS14.12b 
authorized under GRS14.14 

item 705-21 GRS14.15 
5 yrs GRS14.21al 

Destroy as GRS14.21a2 I 

authorized under a 
item 705-21 GRS14.21a2 

- b 

4yrs 
4 yrs GRS14.21a3 
3 yrs a 
5 yrs GRS14.21a3 
5 yrs b 
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NI-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

information dissemination, use, control 
and disposal 

•	 Perform Internal Control Review 
Package for OMB-SZI (OEMM), SZO 
(MRM) 

•	 Records Management (WASC) - SQR 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut -off 
DELETE/DESTROY 7 years after cut off. 

IG Administrative Support Services (66) 
All records relating to general administrative 
functions and accumulated by the individual 
offices on a wide variety of subjects. 

14 of 34
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Series No. 

705-21c 
705-22 

705-23a 
705-23b 
705-24 
705-25 
706-01 

706-02 

Former Schedule 
Title 

Privacy Act Accounting Files 
Privacy Act Control Files 

Privacy Act Report Files 
Privacy Act Admin Files 
Technical Publication Controls'Technical 

Publication Background Files 

Note: No crosswalk items for item IG. 

Retention NARA 
Authorit~ 

5 yrs 
2yrs 
2 yrs GRS14.21b 
1 yr 

GRS14.22a 
6mos	 GRS14.22b 

GRS14.22c 
GRS14.23 
GRS14.24a 
GRS14.24b 
GRS14.25 
GRS14.26 
NCl-57-84-
706-01 
NCl-57-84-
7-
706-02 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

. Included also are labor and operations records 
of safety awareness programs, health units, 
Employee Assistance Programs, personal 
property, moving services, vehicle fleet 
management, and any other administrative 
functions and records involving activities of the 
following work elements: 

•	 ClAP (A&B) - SCI 
•	 Provide General Admin Support - PPC,
 

PEB, SOL, POB
 
•	 Implement Bureau &DOI initiatives-


PAF,PAH
 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off. 

IG(l) Administrative Function Files/ Audits 102-01b Administrative Functions 6yrs NCl-57-84-
and Investigation Files 7-102-01 
All records relating to administrative functions. 5 yrs Nl-473-88-
Mission files created and maintained in offices 102-01d Director's Chron Flies 1-102-01d 
whose primary function involves support Nl-473-88-
activities such as personnel, procurement, 2yrs 1-102-01e 
property, transportation, travel, communication, 102-01e Other Copies GRS23.1 
budget and similar internal management 2yrs Nl-473-88-
functions and audit/investigation files relating to 1-103-01a 
internal audits, investigative and evaluation 102-02 Office Administrative Flies 20yrs 
records conducted in the review of BOEM GRS23.5b 
business process. These records include but are 103-01a Schedule of Daily Acttvities-Hig}i Level 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

not limited to final audit or evaluation reports, 
initiation papers, audit methodology and 
guidelines, rebuttals and other comments on the 
reports and case files relating to special 
investigations that may have resulted in a referral 
to another agency or significant enforcement 
action. (AMAR/IQCR/Congressional 
Committee ... ) 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 10 years after cut off. 

Note: Copied over the retention from the Bucket 
1 Administration Schedule. 

16 of 34 
Final- June 11,2013 

Series No. 

103-01b 

104-01a 

104-01b 

201-03 

201-05a 

201-05b 

201-07c 

201-08d 

201-08e 

201-08f(1) 

Former Schedule 
Title 

Schedule of Dally Activities-Low Level 

Electronic Mail and Word Processing Copies 

Other Copies 

Management Survey Background Files 

Management Information Report Flies/Week(y 

Management Information Report Files/Annual 

Organizational Files-Other Copies 

Management Control Records-Annual 

Tracking Flies 

Review Files/Office with Responsibility 

Retention NARA 
Authority 

vVhen flO longer GRS23.10a 
needed Nl-473-88-1 

180 days GRS23.10b 
Destroy/Delete 

NCl-57-84-
3 yrs 7-201-03 

NCl-57-84-
3 yrs 7-201-05a 

NCl-57-84-
10 yrs 7-201-05b 

Nl-473-88-
2 yrs 1-201-07c 

GRS16.14d 
Destroy after next 

review cycle GRSl6.14e 
1 yr GRSl6.14f1 
5 yrs GRSl6.14f2 

1 yr GRS16.1a 
GRS16.1b 

When superseded 
Destroy when 

issuance is GRS16.5 
destroyed GRS16.3a 

1 yr GRS16.3b 
5 yrs GRS16.6 

When superseded GRS16.5 
2 yrs GRS16.1a 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule 

Sub-Bucket Description & Retention Series No. 

201-08f(2) 

201-09a 

201-09b 

201-10 

202-04a 

202-04b 

202-05 

202-06 

202-10 

202-12 

202-15 

202-16a 

202-16b 

203-01a 

Former Schedule 
Title 

Review Files Copies 

Administrative Issuances-N. otices 

Admuustrattve Issuances-Case Files 

Project Control Files 

Forms Files-Record Copy 

Background Materials 

Reports Control Flies 

Project Control Files 

Bulletin and Numbered Memorandums 

Memorandum of Understanding Files 

IRM Triennial Reports 

Federal Register Notices 

Semiannual Regulatory Agenda 

Electronic Mail and Word Processing 

Retention NARA 
Authority 

NI-473-88-
1 yr 1-202-12 

GRSI6.14 
WIzen superseded GRSI6.13a 

GRS16.13b 
1 yr GRS16.15a 

GRS16.15b 

7yrs GRS6.12a 
1 yr GRS6.12b 

GRS12.9a 
2 yrs GRS12.9b 

180 days GRS3.18a 

Destroy/Delete GRS3.18b 
-

180 days 
-

Destroy/Delete GRSl.43a 
180 days 

GRS/l/43b 
Destroy/Delete NCI-57-84-

7-701-01 
180 days NCI-57-84-

Destroy/Delete 7-701-02a 
180 days NCI-57-84-

7-701-02b 
Destroy/Delete GRSI4.3 

180 days NI-473-91-
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Nl-S89-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

Files/Other Copies Destroy/Delete l-702-03b2 
10 yrs GRS2l.6 

203-0lb Other Copies NCl-57-84-
5yrs 1-703-02a3 

304-01a Electronic Mall and Word Processing 
Ftlesttlther Copies 2yrs NI-473-88-

l-703-02b 
304-Olb 3 mos GRS23.9 
408-01a Electronic Mall and Word Processing Files! 2 yrs 

Other Coptes Nl-473-88-
I yr 1-705-0la 

408-0lb 5yrs NI-473-88-
l-705-0lb 

505-01a Electronic Mail and Word Processing Files Nl-473-88-
Other Copies I yr 1-705-0lc 

505-01 b -
605-01a Electronic Mail and Word Processing Files Destroy/Delete 

Note; Item 605-01is on the Bucket 1 - 605-01b 
Other Copies When superseded -

Administration Schedule added these items to 
the Crosswalk Spreadsheet. 

608-01 a Electronic Mati and Word Processing Ftlesl 
Other Copies 

WIzen has been 
verified -

608-0lb WIzen superseded 
701-01 Congressional Committee Investigation -

Heartng Files 180 days 
70l-02a Legislative Programs/BOEM Program Destroy/Delete 

70l-02b 
180 days 

702-01 Informational Publication Files/Press Service 
702-03b(2) PR Files-Other Copies Destroy/Delete 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule 

Sub-Bucket Description & Retention Series No. 
Former Schedule 

Title Retention NARA 
Authority 

703-01 
703-02a(3) 

Visuals, Exhibits, Graphic Flies 
Duplicate Recordings 

703-02b 

704-01 

Films from outside sources 

Library Catalog Cards and Finding Aids 

) 

705-01 a Public Information Offices Records 

705-0lb 

705-0lc 

708-0la 

708-0lb 

Electronic Mail and Word Processing 
Files/Other Coptes 

802-l2a 

802-l2b 
Electronic Mall and Word Processing 
Files/Other Copies 

lG(2)-Director's General 
Correspondence/Bureau History Files: 
All records of a central file of the chronological 
records and outgoing correspondences of the 

102-lc 

20l-07a 

20l-07b 

Director's General Files 

Organizational Files 

Permanent 

Permanent 

Permanent 

Nl-57-84-7-
102-0lc 
NCl-57-84-7 
20l-07a 
NCl-57-84-
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

BOEM Director. Surname copy, and files 
documenting significant BOEM events created, 
received and maintained during the normal 
course of business 

PERMANENT. Cut off at close of FY, or when 
activity is completed. Electronic Records: 
Transfer electronic files to the National at three 
year intervals under the instructions in 36 
CFR 1235.44-50, or whichever transfer guidance 
is in place at the time of the transfer. Hardcopy 
Records: Retain on-site or at the FRC. Transfer 
legal ownership to NARA 25 years after cutoff. 

IH Planning (67) 

All records relating to the activities of strategic 
planning, performance planning measurement 
and reporting, workforce planning, 
organizational development, evaluations, COOP 
plans, and management analysis for the 
organization as a whole. Includes supervision, 
management, and general administrative support 
of these functions. 

•	 Emergency Management and COOP 
Planning- SX1 

Series No. 

702-02 

702-03a 

702-03b(1) 

703-02a(1) 

703-02a(2) 

703-02a(4) 

703-03a 

404-12a 

404-12b 

Former Schedule 
Title 

Informational Publication Master Files 

PR Files-Speeches, Addresses and Comments 

PR-News Releases-Public Affairs 

Video Recordings 

Motion Picture Films 

Finding Aids & Production Documentation 

Photographs of MMS Offunals 

Emergency Planning Records-Correspondence 
Files Relating to Admin and Ops 

Continuity of Operation Plan (COOP)(ADP) 

Retention NARA 
Authority 

7-201-07b 
Permanent NCl-57-84-7 

702-02 
Permanent NCl-57-84-7 

702-03 
Permanent NCl-57-84-7 

702-03bl 
Permanent NCl-57-84-7 

703-02al 
Permanent NCl-57-84-7 

703-02a2 
Permanent NCl-57-84-7 

703-02a4 
Permanent NCl-57-84-7 

703-03a 

2yrs GRS18.26 

When superseded Nl-473-88-
1-404-12b 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

Note: Description is different from the Bucket 1-
Administration Schedule. I copied over 
Description from the Schedule to the crosswalk 
spreadsheet 

TEMPORARY: Cut off at the end of the 
fiscal year, or when activity is completed. 
Transfer to the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off 

11 Provide Central Leadership (68) New item 
All records relating to costs of executives, 
senior executives and immediate offices. 
These costs include administration and 
implementation of activity based cost 
management programs. 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 10 years after cut off. 

IJ Process Litigation for Indian Trust (70) 707-04 Interior Board of Land Appeals Permanent NCl-57-84-
All records relating to litigation- the formal 7-707-04 
process in a court or administrative agency in 
which legal rights and obligations are contested 
by the parties and decided by a judge. This 
activity covers any and all work associated with 
administrative or judicial litigation related to 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

Indian Trust other than probate. It also 
includes litigation support provided by the 
bureaus and offices, legal representation 
provided by the Office of the Solicitor, and 
adjudications provided by the Office of Hearings 
and Appeals records generated in activities of the 
following work elements: 

•	 Perform Indian related alternate dispute
 
resolution activities - ADR
 

•	 Prepare Indian Appeals Decision
 
Documents
 

•	 Review case files and pleadings 

•	 Perform factual investigations and legal
 
research
 

•	 Prepare legal documents, testimony and
 
exhibits
 

•	 Respond to discovery requests 
•	 Review judicial orders and decisions 
•	 Interior Board of Land Appeals (IBLA) 

. 
PERMANENT: Cut off at the end of the fiscal 
year in which claim, matter or appeal is 
disallowed, withdrawn, settled or issued. 
Electronic Records: Transfer electronic files to 
the National at three year intervals under the 
instructions in 36 
CFR 1235.44-50, or whichever transfer guidance 
is in place at the time of the transfer. Hardcopy 
Records: Transfer to the FRC 5 years after cot 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

off. Transfer to NARA when 20 years old 

lK Performance and Financial Management Note: No crosswalk items for item 1K. 
Reports (73) 
All records relating to the preparation of reports 
for entities external to the bureaus, such as the 
Annual Performance and Accountability Report, 
Submissions to the Department, FACTS II and 
the Statement of Accountability and/or 
Statement of Transactions (SF-224 or SF-
1219/1220). 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut -off 
DELETE/DESTROY 7 years after cut off. 

lL Non-Indian Process Litigation for 707-01 BOEM Appeals Files 10 yrs NCl-57-84-
Resource Use(74) 7-707-01 
All records relating to litigation- the formal 707-02 Waiver/Departure Requests 2yrs NCl-57-84-
process in a court or administrative agency in 7-707-02 
which legal rights and obligations are contested 707-03 Mineral Leasing Claimslliederal 10 yrs NCl-57-84-
by the parties and decided by a judge. This 7-707-03 
activity covers any and all work associated with 707-05 Hearing Files 25 yrs NCl-57-84-
administrative or judicial litigation involving oil, 7-707-05 
gas, geothermal and non-energy mineral leasing, 707-06 FIshermen's Fund 5 yrs Nl-473-88-
regulating resource use, hydropower licensing, 1-707-06 
appeals of enforcement actions, citizens' 
complaints and related issues of litigation other 
than Indian Trust. 
Federal Records Signed by the Assistant 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

Secretary of BLM are also included under this 
Bucket. 

•	 All records relating to the use of Note: Copy the description and the retention
 
resources including records that are over from the Bucket 1 Administration
 
generated in the activities of these work Schedule.
 
elements:
 

•	 Perform Federal related alternate dispute
 
resolution activities - ADR
 

•	 Prepare Federal Appeals Decision
 
Documents
 

•	 Maintain Automated Appeals Docketing
 
System
 

TEMPORARY: Cut off at the end of the fiscal 
year in which claim, matter or appeal is 
disallowed, withdrawn or settled. 
DELETE/DESTROY 7 years after cut off. 

1L(2) Process Litigation-	 707-04 Interior Board of Land Appeals (IBLA) Permanent NC1-57-84-
7-707-04 

PERMANENT: Note: This item was on the Crosswalk 
Cut off at the end of the fiscal year in which spreadsheet. I think this can be deleted from 
claim, matter or appeal is disallowed, withdrawn, the schedule and the crosswalk. See item IJ 
settled or issued Transfer to the FRC 3 years on the Bucket 1 Administration Schedule. 
after cut-off. 

Subsequent legal transfer of the records to the 
National Archives of the United States WIll be as 
jointly agreed between the Uruted States Department 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

of the Interior and the National Archives and Records 

1M Employee and Labor Relations (76) 

All records relating to the provision of guidance 
and assistance to management and employees 
regarding all work associated with Employee 
Relations (ER)/Labor Relations (LR) issues, 
including grievances, disciplinary and 
performance-based actions, unfair labor practices 
and negotiations, Inspector General and other 
administrative investigations. Work activities 
also include processing incentive awards; 
conducting personnel security; determining 
employee suitability; and managing the 
employee assistance program, ethics program 
and performance management system. 

• Informal CounseIlADR/Mediation - SIA 
• Formal Complaints - SIB 
• Employee Assistance Program - SIG 
• Manage Labor Relations - SEL 

Note: Description is different from the Bucket 1-
Administration Schedule. I copied the 
Description Schedule to the crosswalk 
spreadsheet 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 25 years after cut off. 

Series No. 

604-01a1 
604-01a2 
604-01b 
605-04 
605-07 

607-01a 
607-Olb 
607-02a 
607-02b 
607-02c1 
607-02c2 
607-03 
607-04 

607-05a 
607-05b 
607-06a 
607-06b 
607-07a 
607-07b 
607-08a 
607-08b 
607-09 

Former Schedule 
Title 

Labor Management Relations Flies 

Personnel Counseling Records 
Personal Injury Flies 
Ethics Program/Attendance Files/Others 

Financial Disclosure Report Files 

Ethlcs Agreement Flies 
Notification of Violation oj Cnminal Conflict 
of Interest Files 
Non-Federally Funded Travel Flies Ethics 

Ethics Program Review Files 

Ethics Questionnaires/Other Files 

Ethics program training Files 

Ethics Program Procedures 

Retention 

5 yrs
 
When superseded
 

5 yrs
 
3 yrs
 
3 yrs
 
3yrs
 
6yrs
 
6yrs
 
6 yrs
 
1 yr
 
6 yrs
 
6 yrs
 
6 yrs
 

3yrs
 
1 yr
 
6yrs
 
1 yr
 

3 yrs
 
1 yr
 
6yrs
 
6yrs
 
6yrs
 

NARA 
Authority 

GRS1.28a1 
GRS1.28a2 
GRS1.28b 
GRS1.26a 
GRS1.31 
GRS25.1a 
GRS25.1b 
GRS25.2a2 
GRS25.2b2 
GRS25.2c1 
GRS25.2c2 
GRS25.3 
GRS25.4 

GRS25.5a 
GRS25.5b 
GRS25.6a 
GRS25.6b 
GRS25.7a 
GRS25.7b r 
GRS25.8a 
GRS25.8b 
GRS25.9 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

iN Civil Rights - External and Internal 
(77/78) 
All records related to all costs of monitoring, 
evaluating and adjudicating civil rights 
compliance and enforcement functions covering 
equal opportunity and federally funded/assisted 
education and training programs with State and 
local governments. These elements are not 
limited to the work of EEO employees, but also 
include the work of any Office of Bureau 
employees engaged in responding to and 
resolving civil rights and equal opportunity 
complaints. Also includes settlement agreements. 

Internal Civil Rights captures all costs to 
implement 29 C.F.R. 1614 and EEOC 
management Directive 715. Costs are not limited 
to the work of EEO employees, but also include 
the work of any Office of Bureau employees 
engaged in responding to and resolving civil 
rights and equal opportunity complaints. Also 
includes the cost of settlement agreements. 

•	 EEO Program - SIC, SID 
•	 EEO Program Special Projects Funding -

SIS 

•	 Sexual Harassment - SIE 
•	 Civil Rights - SIH 

Series No. 
Former Schedule 

Title 

605-03a 
605-03b 
605-03c 

605-03d(l) 
605-03d2 
605-03e 

605-03[(1) 
605-03[(2) 
605-03[(3) 
605-03[(4) 
605-03g 

Equal Employment Opportunity Files 

605-06a-
605-06b 

Grievance Appeals Flies 

Retention NARA 
Authority 

4 yrs GRS1.25a 
1 yr GRS1.25b 
2yrs GRS1.25c1 
7yrs GRS1.25dl 
3 yrs GRS1.25d2 
5 yrs GRS1.25[ 
5 yrs GRS1.25hl 
5 yrs GRS1.25h2 
5 yrs GRS1.25h3 
5 yrs GRS1.25h4 
3 yrs Nl-473-88-

1-605-03g 
7yrs GRS1.30a 
7yrs GRS1.30b 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

TEMPORARY: Cut off at the end of the fiscal
 
year, or when activity is completed. Transfer to
 
the FRC 3 years after the cut-off
 
DELETE/DESTROY 25 years after cut off.
 

10 Plan IT Investments (80)
 
All records relating to planning for new IT Note: No crosswalk uems for item 10.
 
investments, the planning and modernization or
 
major enhancement of existing IT investments,
 
and all work related to IT prototypes.
 
Records generated in the process of the
 
following work elements are also included:
 

•	 Project management and planning related
 
to IT development, development and
 
major enhancement
 

•	 Life cycle costs analysis and planning 
•	 Organizational impacts of IT investment
 

and anal ysis
 
•	 Evaluation of software and hardware
 

options and methods
 

•	 Development and submission of CPIC
 
documents for the preselect and select
 
phases
 

•	 Analysis of requirements based on
 
business process re-engineering,
 
including necessary policy and
 
procedures, information/data, security,
 
architecture and infrastructure
 

..
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule	 Former Schedule
 

Sub-Bucket Description & Retention 

•	 Project feasibility determination 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7years after cut off. 

1P Acquire IT Investments (81) 
All records relating the full acquisition of an IT 
investment. Other records include but not limited 
to the procurement and implementation of an IT 
investment or useful segments/modules, Exhibit 
300 parts 1,2 or 4 of exhibit 53, the control and 
evaluation phases of CPIC and investment 
control process. The following work elements' 
records are also included: 

•	 Finalized reports on cost benefit analysis 
(CBA/BCA) 

•	 Development of software applications 
and incremental reviews 

•	 Testing of user acceptability, 
functionality and interoperability reports 

•	 Implementation and testing, training 
procedures 

•	 Installation of hardware/software 
•	 Analysis of technical user requirements 

Series No. Title Retention NARA 
Authority 

Note: No crosswalk items for item lP. 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

and logical and physical design reports 

• Data conversion in to new systems 
• Acquisition Information Systems - SPI 

All other records directly related to 
acquisition 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off. 

lQ Operation, Maintenance, and 
Management of IT Investments (82) -lAM 

All records relating to Operation, Maintenance, 
and Management of IT Investments portraying 
when an IT investment is operational (steady 
state) after formal acceptance. This means the IT 
investment or useful segment/module of an IT 
investment has been delivered, deployed, and is 
performing the mission. Tasks required 
managing an investment in operations and 
maintenance is reported under this activity, 
including performance monitoring and reporting 
performed by an operational analysis. This 
activity includes retirement/disposal costs of the 
investment, which is the final phase in the life 
cycle of the investment. 
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Former Schedule 
Series No. Title 

401.03a 

401-03b 
401-03c 

401-03d(1) 
401-03d(2) 

401-03e 
401-04a 
401-04b 
800-02a 

Communication Correspondence, Reports and 
Reference Files 

Telecomminications Operational Files 

System Documentation Files 

800-02b 

800-04a Source Documents 

800-04b 

Retention NARA 
Authority 

2 yrs GRS12.2a 

3 yrs GRS12.2b 
1 yr GRS12.2c 
1 yr GRS12. 2d1 

3 yrs GRS12. 2d2 
2 yrs GRS12.2e 
6mos GRS12.3a 
2 yrs GRS12.3b 

Destroy when Nl-473-88-
related data have 1-800-02a 
been destroyed 

10 yrs Nl-473-88-
1-800-02b 

1 yr NCl-57-84-7 
800-04a 

Return to user NCl-57-84-
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

These work elements are also included: 
•	 Operational analysis and network
 

infras tructure
 
•	 Administrative, technical, telecom 

support functions 
• Training of users, administrators 

Maintenance and system support service 
•	 Customer support services, systems and 

database backups 
•	 COTR and contract functions 
•	 Upgrades, maintenance, replacement, 

disposal functions 
•	 Project management functions directly 

related to IT 

•	 Program Source Files 
•	 Web and Data Management 
•	 Application Development Files 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer 
to the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off 
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Series No. 

SOO-05 

SOO-06b 

SOO-OS 

SOO-09 

SOO-ll 

SOl-01a 
SOl-Olb 

SOl-01c
 
S02-01a
 
S02-01b
 
S02-02
 

S02-03a
 
S02-03b1
 
S02-03b2
 

S02-04a(1)
 
S02-04a(2)
 

S02-04b
 
S02-0Sa
 
S02-0Sb
 
S02-0Sc
 
S02-10a
 
S02-10b
 

Former Schedule 
Title 

Errorllidit Listing Flies 

ADP Source Program Flies 

Raw Data Magnetic Tapes 

Print and Plotter Tapes 

Data Processing Control Records 

Creation, Use and Maintenance Files 

Oversight and Compliance Flies 

IT Facility Site Management, Equipment 
IT Asset and Configuration Management 

System Backup and Tape Library Records 

IT Operation Records 

IT Customer Service Files 

Retention NARA 
Authority 

7-S00-04b 
Destroy after NCl-57-S4-7 
corrections SOO-05 

Destroy NCl-57-S4-7 
individual listing SOO-06b 

Erasure NCl-57-S4-7 
SOO-OS 

Erasure NCl-57-S4-7 
SOO-09 

1 yr NCl-57-S4-7 
SOO-ll 

Destroy/Delete GRS20.1a 
Delete after GRS20.1b 

information has 
been transferred 
Destroy/Delete GRS20.1c 

5 yrs GRS24.1a 
3 yrs GRS24.1b 
3 yrs GRS24.2 
1 yr GRS24.3a 
1 yr GRS24.3b1 
3 yrs GRS24.3b2 

Destroy/Delete GRS24.4a1 
Destroy/Delete GRS24.4a2 
Destroy/Delete GRS24.4b 

1 yr GRS24.Sa 
1 yr GRS24.Sb 
3 yrs GRS24.Sc 
1 yr GRS24.10a 
1 yr GRS24.10b 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

802-11 a IT Infrastructure Design and Implementation lyr GRS24.11a 
Files 

802-11b 5 yrs GRS24.llb 
802-11c 3 yrs GRS24.llc 

lR IT Security (83) - IAI 802-05a Maintenance of Security of Systems and Data I yr GRS24.5a 
All records relating to Secure IT - performing 802-05b I yr GRS24.5b 

. 
work to achieve and maintain compliance with 802-06a User Identification, Profiles, Password Fzles 6 yrs GRS24.6a 
OMB security policies and NIST guidance, 802-06b Destroy/Delete See 801-01c 
including compliance with the Federal 802-07 Computer Security Incident Handling 3 yrs GRS24.7 
Information Security Management Act, 
including all IT security program records and 
records for securing individual IT systems, 
applications, and infrastructure. These work 
elements are also included: 

• IT security training and awareness 
• IT security Policies and Procedures 
• Monitoring and testing 
• Life cycle cost analysis and planning 
• Risk and vulnerability assessment 
• Security controls, authentications 

All other records directly tied to IT security 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer 
to the FRC 3 years after the cut-off t 

DELETE/DESTROY 7 years after cut off 

310f 34 
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

IS IT Architecture (84) 201-11 Feastbility Studies Syrs GRS16.9 
All records relating the development, 800-01a System Feasibility Flies Syrs NCI-S7-84-
coordination and implementation of policies, 7-800-01 a 
standards, guidelines and provision of related 800-01b S yrs NCI-S7-84-
assistance for Enterprise Architecture. (EA) 7-800-Olb 
Records created by the Interior Enterprise 
Architecture (lEA) and bureau architecture teams 
in the course of the development, management 
and utilization of the enterprise architecture. 
Work elements that highlight the records under 
EA are: 

•	 Establishment and Operation of IT
 
Architecture
 

•	 Conducting functions directly related to
 
operation of architecture tools (DEAR,
 
BEAR)
 

•	 Analysis and maintenance of business
 
processes
 

•	 Data Modeling 
•	 Architecture analysis and compliance
 

reports
 
•	 Creation, maintenance and modernization
 

blueprints of target architectures
 
•	 All training records 
•	 All other records directly related to EA 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer 

32 of 34
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

to the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off 

1T Capital Planning and Project Management 802-09a Financing IT Resources and Services	 3 yrs GRS24.9a 
(85) 802-09b 3 yrs GRS24.9b 
All records generated in the course of IT Capital 802-09c 3 yrs GRS24.9c 
Planning and Investment Control on the portfolio 
of IT investments in accordance with OMB's 
requirements including all program reports for 
portfolio management and project management 
not attributable to individual IT projects or 
investments. Work elements for activity 85 also 
include: 

•	 Management and review submission of
 
BOEM Business Cases (Exhibit 300s) to
 
DOl and the Office of Management and
 
Budget;
 

•	 Developing the Bureau's IT Portfolio of
 
investments (Exhibit 53);
 

•	 Policies and Procedures Note: Descnptton is different from the Bucket
 
1- Admimstration Schedule. I copied over the
 •	 CPIC and Project Management 
Description from the Schedule to the evaluations and QC reports 
crosswalk spreadsheet •	 Determination of Organizational impacts
 

ofCPIC
 
•	 All other records direct! y related to
 

Capital Planning and Project
 
Management for IT
 

TEMPORARY: Cut off at the end of the fiscal 

33 of 34
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Nl-589-12-1, BOEM Bucket 1. ADMINISTRATION-CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention 

year, or when activity is completed. Transfer 
to the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off 

NARA 
Authority 

I 
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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEA VE BLANK (NARA use only)
 

(See Instructions on reverse) ~OB NyMBER

Iv' -5"gq-/2~2-

TO NATIONAL ARCHIVES and RECORDS ADMINISTRA nON (NIR) DATE ~EIVE/. 
WASHINGTON, DC 20408 7 :;2lP Z~/ Z-

I FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Department of Intenor 
2 MAJOR SUBDIVISION 

Bureau of Ocean Energy Management (BOEM) 

3 MINOR SUBDIVISION 
Office of Adnnmstranon-Ilvlff-Camtal Plannm2:& Information Pohcy 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ~~IS~2:E UNITEDSTATES 
Brenda C. Taylor 703-787-1122 ~Jlhe-\)( )j. ./ -r» 

6 AGENCY CERTIFICATION 

I hereby certify that I am authonzed to act for this agency In the matters pertaining to the disposinon of Its records and that the records 
proposed for disposal attached 5 separate buckets respectively are not needed for the business of this agency or will not be needed 
after the retention penods specified, and that wntten concurrence from the General Accounting Office, under the provisions of Title 8 
of the GAO Manual for GUidance of Federal Agencies 

rgJ IS not required 0 IS attached, or o has been requested 
DATE SIGNATURE OF AGENCY R~SENTATIVE TITLE 

Chief, Capital Plannmg & Information Policy; Actmg 6/29/201<: .~., A L..Ja ~_ ~ 
"7 - , I ~ Bureau Records Officer 

//
7 8 DESCRIPTION OF ITEM AND P"ROPOSED DISPOSITION 9 GRSOR 10 ACTION 
ITEM SUPERSEDED TAKEN 
NO JOB CITATION (NARA USE 

ONLY) 

PROPOSED RETENTION SCHEDULE SUBMISSION FOR: 

BUCKET 2 

The Bureau of Ocean Energy Management (BOEM) IS
 
SUbl11ltt111g for review
 the attached proposed retention schedules
 
and appraisal The design of each schedule ISpremised on a
 
functional or "BIg Bucket" format 111heu of the tradttional
 
organizational format for federal records retention scheduling
 

The disposition mstructions have been developed m correlatIon
 
WIth the BOEM lines of business functions and processes as they
 
have been reported to the OMB and populated 111 the Department
 
Enterprise Architecture Repository The baSICmISSIon of the
 
organization has remained the same ThIS schedule ISwritten to
 
authorize the dISpOSItIOnof the records 111 any media format
 
(media neutral)
 

Attachment 2 Proposed FunctIonal Records RetentIOn Schedule
 
(a k a "BIg Buckets")- POLICY
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Each bucket summanzes a unique mrssion-essenual business
 
function and ItS related processes The buckets arc divided Into
 
sub-buckets The sub-buckets categorize separate lines of
 
busmess that warrant a unique and dedicated set of disposiuon
 
instructions for the records created, received, rnaintamed,
 
preserved or ultimately disposed off wuhm the applicable line of
 
business
 

A crosswalk for each bucket ISalso submitted alongside WIth the
 
actual bucket schedule
 

The submission of the crosswalk for each bucket IS for the
 
purpose of providing a cross-reference between the existmg
 
NARA-approved MMS schedules - mcludmg Item numbers,
 

I series descnpuons and Job numbers WIth the proposed sub-

I buckets and diSpOSItIOninstructions designated to supersede
 I them 

-- .~----=--j
115-109 NSN 7540-00-634-4064 STAf\.DARD FORM 115 

(REV 3-91) 
PREVIOUS EDITION NOT USABLE Prescnbed by !\lARA 

36 CFR 1228 
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e e
 
BIG BUCKET RECORDS SCHEDULE FOR TilE BUREAU OF OCEAN ENERGY MANAGEMENT 

(BOEM)
 

Organization. The Bureau of Ocean Energy Management (BOEM) is headquartered In the Washington, D C 
Metropolitan area BOEM has operational centers and support offices located throughout the United States 

The Bureau of Ocean Energy Mangement (DOEM) IS responsible for managing environmentally and 
economically responsible development of the nation's offshore resources Its functions will include offshore 
leasing, resource evaluation, review and adnurustratron of oil and gas exploration and development plans, 
renewable energy development, Natrona! Envuonmental Policy Act (NEPA) analysis and environmental studies 

The Office of Admmistration IS responsible for budget and financial management 1I1 addition to all 
admuustiattve acnvities ofBOEM The functions of this organization include planning for and usmg budgetary 
resources 111 support of the BOEM's vaned operatmg and support programs, e g management analysis, records 
and paperwork management, human resources, safety and health programs, procurement, property and space 
management, and information management 

Office of Policy and Analysis IS responsible for providing policy review and coordinated program and policy 
posiuons on all matters ielatmg to the BOEM, for providing a review and assessment capability wrthm the 
Bureau, managing the strategic planning and quality Improvement processes, and evaluating programs through 
economic and progiammanc policy analyses 

Qfflce(s) of Record refers to the office holdrng the official record copy of a specific record when multiple copies 
are used across offices Most typically, tlus IS the office that creates and rnamtarns the record, although specific 
offices may be designated to hold official records generated across Program Offices 

Media This schedule covers records 111 all media, format, and produced usmg any and all tools Records may 
include. but not limited to, paper, word processing documents, presentation materials, statistical data, 
spreadsheets, databases, e-mail, photographic matenals, audio, film, video, drawings, and any other electronic 
formats that fall withm the unstructured, semi-structured or structured classificanon 

Litigation Holds and Records Freezes: This schedule IS subject to the orders of the court to preserve any and all 
program records deemed potentially iesponsrve III a legal proceeding where BOEM or ItS authorized agents are 
named parties to an applicable proceeding - regardless of media format In accordance With such a court order, 
01, by directicn of the Department of Justice 01 the SOItCttOI of the Department of the Inteuor, BOEM Will fully 
suspend all retention schedule disposition mstiucnons in their entirety, mdefirutely, until instructed to do so 
otherwise by these same authonues by written notice 
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Nl-589-12-2 (Revised-February 21,2013) 

BOEM· BUCKET 2· POLICY 
The Policy bucket captures and records agency policy development, agency origin 
and organization (including delegations of authonty), and decisions and activities 
of senior executives. By their very nature, most have historical or other value to 
warrant their continued preservation by the federal government. The Policy 
Schedule covers BOEM directives/orders, BOEM decisions (e.g., bid protests, 
legal opinions, decisions for Congress, decisions on availability and use of 
appropriated funds, and decisions based on public input), legislative histories, 
publications, and final products. Publications include BOEM reports, testimonies, 
etc. This bucket also covers data captured during the rulemaking process including 
the final rule and the supporting documentation that makes up the administrative 
record compiled during the due diligence and public commentmg period. 

The disposition and retention penod in the respective buckets and its sub-buckets 
of the policy schedule is an exception to the General Records Schedule (GRS): 
GRS16 item 8a, item 8bl, 8b2, 8c, Item l4a, item 14b, item l4c, item l4d, item 
l4e, item l4f 

The disposition for some of the records is longer than the GRS because the official 
records are integrated in to the electronic systems and coordinated retention 
periods are necessary to implement the schedule within these systems. The 7 year 
represents the longest retention in the GRS penod. 

The records covered by this schedule are considered to be media neutral unless 
mdicated otherwise. The Bureau of Ocean Energy Management (BOEM) agrees to 
maintain these records regardless of format for the entire retention periods indicate 
in accordance with all Federal Regulations for Records Management including but 
not limited 36 CFR chapters 1225 and 1226. 

Page 4 of 10 
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2 

NI-589-12-2 (Revised-February 21,2013) 

Item Title and Description
 
Number
 

Management of Public Resources-43 

•	 Policy Creation and Development 
•	 Provision of direction and 

governance for the achievement of 
BOEM's Core MIssion 

2A	 Policy Planning and Development Files 

2A(1)	 Significant Policy Planning and 
Development Files: 
Significant records are those that 
document the direction of BOEM relatmg 
to plannmg and policy formation, agency 
ongm and orgamzation, and deCISIOnsand 
activities of seruor executives By their 
very nature, they have histoncal or other 
value to warrant their continued 
preservation by the federal government 
Includes but not limited to 

•	 Policy Creation and Development 
records 

•	 Planning documents 

•	 Records descnbmg the direction 
and governance for the 
achievement ofBOEM's Core 
MISSion 

•	 Strategic Plannmg 

•	 Performance Plannmg 
Measurement 

•	 Workforce Plannmg 

•	 Orgamzational Development 
Evaluanons and Management 
AnalYSIS 

•	 Directives and Policy record set 
•	 External and mternal directives 

record set 
•	 Executive committee deCISIOns 

•	 Delegations of authonty 

•	 Orders of Succession 
[NOTE FACA - Federal Advisory Committee 

Act records - see GRS 26) Includes Royalty 
Polley Committee (RPC), Outer Contmental Shelf 

Page 5 of 10 

Disposition Authority Old Series 

PERMANENT Cut off end of 201-02a,b 
the fiscal year Electronic 201-06a, b 
Records Transfer electronic c1,c2,d, 
files to the National at three year 202-02, 
mtervals under the mstructions 202-03a,b, 
m 36CFR 123544-50, or 202-09a 
whichever transfer guidance IS in 
place at the time of the transfer 
Hardcol2~ Records Transfer to 
the FRC 5 years after cut-off 
Transfer to the National 
Archives and Records 
Adrmrustration 25 years after cut 
off 
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NI-589-12-2 (Revised-February 21,2013) 

Item Title and Description
 
Number
 

Policy Conumttee (OCSPC), and Outer 
Contmental Shelf SCientific Committee (OCS 
Sciencej] 

2A(2)	 Short Term Policy Planning and 
Development Files: 
All records relating to policy Issues 
that are that do not warrant permanent 
retention 

• Bureau & 001	 Imnanves- (PAF) 
•	 President Management Agenda-

(PAH) 
•	 Provide General Management-

(POB),(PPB), (PEB), (SOL) 
•	 Provide Statisncal Informanon & 

Analysis- (PMT) 
•	 Economic Policy AnalYSIS(SYE) 
•	 Memorandum of Understandings 

(MOUs) 

2B	 Rulemaking, Regulations and Guidance 
Process/Final Rules as posted in the 
Federal Register 

2B(1)	 Significant Rulemaking, Regulations 
and Guidance Process/Final Rules as 
posted in the Federal Register 
Significant records	 are those that reflect 
the process by BOEM develops and Issues 
deregulatory and regulatory 
documentation	 and Issues regulations that 
have the force and effect of law They 
demonstrate how BOEM follows the 
Adrmmstratrve	 Procedure Act and other 
statutes as well	 as certain Executive 
Orders for the rulemakmg process All 
records relatmg	 to rules created by BOEM 
in keeping with responsibihties under 

Disposition Authority 

TEMPORARY. Cut off at close of 
FY or when activity IS completed 
Retain onsite or at the FRC Delete/ 
Destroy 7 yrs after cutoff 

PERMANENT Cut off end of 
FY in which rule was finahzed 
and put into effect Electrollic 
Records Transfer electronic 
files to the National at three year 
intervals under the instructions 
m 36CFR 123544-50, or 
whichever transfer guidance IS III 
place at the time of the transfer 
Hardcopy Records Transfer to 
the FRC 5 years after cut-off 
Transfer to the National 
Archives and Records 
Adrmmstration 25 years after cut 
off 

Old Series 

201-01a, 
20J-08a 
201-08b 
201-08c 
20108d 
201-08e 
201-
08/(1),/(2) 
202-03c-g, 
202-09b,c 

Page 6 of 10 
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NI-589-12-2 (Revised-February 21, 2013) 

Item Title and Description
 
Number
 

•	 Royalty Simplification and 
Fairness Act of 1996 Public Law 
104-185 (03/07/1997) 

•	 Federal OIl & Gas Royalty 
Management Act of 1982 Public 
Law 97-451, FOGRMA, 

Includes but not lmuted to records of final 
ruhng that ensure all 011 and gas ongmated 
on public lands and on the outer 
continental shelf are properly accounted 
for under the direction of the Secretary of 
the Intenor and for other purposes 

2B(2)	 Short-term Rulemaking, Regulations 
and Guidance Process Files: 
Administrative Record and Supporting 
Documentation 
All records relating to the trackmg of the 
development of Federal Register notices 
and other general adrmmstratron involved 
m rulemakmg 

•	 Develop Regulations and GUIdance 
Compliance Inspections- (DAQ) 

•	 Develop Regulations and GUIdance -
Ensure compliance and Manage Assets/ 
Minerals Revenues- (HAC) 

•	 Develop Regulations and Guidance-
Ensure Optnnal Value- (NAR) 

•	 Develop Regulations and GUIdance 
Process 011 and Gas Reservoir 
Management Agreements- (BAD) 

•	 Develop Alternative Energy Regulations 
and Guidance- LBB 

•	 Energy BIII- LPE, SYE 

•	 Prepare Regulations and Federal Register 
Notices 

•	 BOEM Trammg Development 

•	 Industry trammg programs and 
Implementation of 
management mmatives 

2C	 Congressional Affairs 

2C(1)	 Significant Congressional Affairs Files 
Significant records are those relating to 
BOEM's relationship WIth the House and 
Senate as mamfested by_submissions to 

Page 7 of 10 

Disposition Authority Old Series 

TEMPORARY. Cut offend of 
FY in which the rule was 
finalized and put into effect, or 
WIthdrawn 
DESTROY /DELETE 7 years 
after cut off 

PERMANENT Cut off end of 
the fiscal year Electromc 
Records Transfer electromc 
files to the National at three year 
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NI-589-12-2 (Revised-February 21, 2013) 

Item Title and Description
 
Number
 

Congressional comrmttees, responses from 
the Congress, and testimomes presented to 
vanous congressional committees 
All records relatmg to Congressional 
Affairs actrvities mclude the evaluanon of 
legislative proposals, to liaison WIth 
members of Congress, official 
commumcation regardmg programs, 
policies and positions on matters under 
consideration by the Congress, the 
preparation and coordination of testimony 
for BOEM and AS/LM WItnesses, and the 
coordmation of arrangements for BOEM'S 
mvolvement in congressional meetings 
and heanngs Includes but not lnmted to 

•	 Records of acnvities evaluating of 
legislative proposals, 

•	 Official commurucations regarding 
programs, policies and posrtions on 
matters under consideration by the 
Congress, 

•	 Documents reflectmg the 
preparation and coordmation of 
testimony for BOEM and AS/LM 
WItnesses, and the coordmanon of 
arrangements for BOEM'S 
involvement m congressional 
meetmgs and heanngs 

2C(2)	 Short-term Congressional Affairs Files. 
All supporting records relatmg to 
congressional relations that do not warrant 
permanent retention Includes but not 
hrmted to 

Papers of a temporary nature which• 
cease to have any documentary or 
evidential value after their contents 
are incorporated or adequately 
summanzed m other documents, 
e g , prelimmary drafts, shorthand 
notes, worksheets, etc 

•	 Daily, weekly, or monthly, 

Page 8 of 10 

Disposition Authority Old Series 

mtervals under the instructions 
in 36CFR 1235 44-50, or 
whichever transfer guidance IS m 
place at the tune of the transfer 
Hardcoln~ Records Transfer to 
the FRC 5 years after cut-off 
Transfer to the N ational 
Archives and Records 
Admimstration 25 years after cut 
off 

TEMPORARY. Cut off at close of 
FY or when actrvity IScompleted 
Retain onsite or at the FRC Delete/ 
Destroy 7 yrs after cutoff 
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NI-589-12-2 (Revised-February 21, 2013) 

Item Title and Description
 
Number
 

Congressional "round-ups" 
published on the agency Intranet 
for informational purposes, 
mcludmg brief summanes of 
congressional-related current 
events 

•	 Congressional Affairs calendars 
hstmg the date, tune, event, tOpIC 
names of BOEM partrcipants, 
names of other participants, and 
contacts, and used for mternal 
office purposes, such as statistics 
and bnefings 

•	 General mformanon related to 
committees, members, sessions, 
etc, whrch IScompiled for 
informational purposes For 
example, a slide show that contains 
photographs of committee 
members belongmg to a particular 
committee 

•	 Congressional correspondence 
trackmg records. 

2D	 Public Affairs 
20(1)	 Significant Public Affairs Files 

Significant records related to Pubhc 
Affairs are those that document BOEM's 
broad communications strategy and 
outreach to external customers and 
stakeholders. The Public Affairs staff 
works With the news media, 
mtergovernmental and external 
constituencies on Issues affectmg the 
BOEM and provide leadership m efforts 
to mvolve the pubhc in BOEM decision 
makmg processes. Include, but are not 
hmited to. 

•	 Master copies of public 
Information matenal consistmg of 
press releases, advisories. fact 
sheets, and remarks released by 
the Public Affairs 

Disposition Authority Old Series 

PERMANENT Cut off end of 702-03a 
the fiscal year. Electromc 702-03b(1) 
Records: Transfer electromc 
files to the National at three year 
intervals under the mstructions 
in 36CFR 1235 44-50, or 
whichever transfer guidance IS in 
place at the time of the transfer 
HardcoQ)~ Records: Transfer to 
the FRC 5 years after cut-off. 
Transfer to the National 
Archives and Records 
Admmistration 25 years after cut 
off. 
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Nl-589-l2-2 (Revised-February 21, 2013) 

Item Title and Description Disposition Authority Old Series 
Number 

•	 Index of Master Copies of Press
 
Releases
 

•	 External Commumcation-
(EEC),(EEI)
 

•	 Media Relations- (EMI), (EMR) 

20(2) Short- Term Public Affairs Files. TEMPORARY. Cut off at close of 
All supporting records relatmg to FY or when activity IS completed 

Retain onsite or at the FRC Delete/congressional relations that do not warrant 
Destroy 7 yrs after cutoff permanent retention Includes but not
 

limited to
 

•	 Papers of a temporary nature which
 
cease to have any documentary or
 
evidential value after their contents
 
are incorporated or adequately
 
summarized m other documents,
 
e g., prehrrunary drafts, shorthand
 
notes, worksheets, etc.
 

•	 Reports, updates, guidance, and
 
status distributed to Public Affairs
 
staff, Department Officials, White
 
House Officials or the press
 

•	 Records relatmg to mqumes from
 
the media, orgaruzations, and the
 
general public concernmg BOEM,
 
Includes documentation developed
 
to coordmate responses.
 

•	 Copies of chppmgs about BOEM
 
published m newspapers,
 
magazmes, Internet sites, etc.
 

•	 Biographies, photographs, and
 
related documents pertammg to
 
leadmg BOEM officials and
 
personalities used to provide
 
mformation to vanous pubhc
 
organizations and groups
 

•	 Informational material of vanous
 
types distributed to trade and
 
special-mterest orgaruzanons,
 
contractor firms, and customers.
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Nl-589-12-2, Bucket 2. PO LICY -CROSSWALK
 
New Schedule
 

Sub-Bucket Description & Retention
 

2A	 Manage Public Resources-B 

•	 Policy Creation and Development 
•	 Provision of Direction and Governance 

for the Achievement of BOEM Core 
Mission 

2A(1) Significant Policy Planning and 
Development Files: 

PERMANENT Cut off end of the fiscal year 
Electroruc Records Transfer electronic files to 
the National at three year intervals under the 
mstructions 111 36CFR 1235 44-50, or whichever 
transfer guidance IS Il1 place at the tune of the 
transfer Hardcopy Records Transfer to the 
FRC 5 years after cut-off Transfer to the 
National Archives and Records Admuustranon 
25 years after cut off 

2A(2) Short Term Policy Planning and 
Development Files: All records relating to 
policy issues that are that do not warrant 
permanent retention 

I of5 
June 20, 2013 FINAL Crosswalk 

Series No. 

201-06 a. b. 
c I, c2 & d 
202-02. 

202-03a.h. 
, 

202-09a 

201-0Ia. 

201-08a 

20 t-os: 
201-0& 

Former Schedule 
Title 

COl1ll11111eeand Conference Records 

External Directives Record Set 

External Dtrecttves Development History Ftles 

Internal Dtrccttve Record Set 

Management Objective Fries/PIan 

Poltcv Procedure and euidance (-,. 

Management control plans 

Risk Analysts 

Retention 

Permanent
 

Permanent
 

Permanent
 

Permanent
 

10 yrs
 

When superseded
 

When superseded
 

When superseded
 

NARA 
Authority 

-. 

N1-473-SS-
Item 201-06a 
NC1-57-S-I-7 
Item 202-02 
NC1-57-S-I-7 
item 202-03a 
&b 
NCI-57-S-I-7 
ttem 202-090 

, 

NCI-57-S-I-7 
Item 201-01a 
GRSI61-1a 

GRSI614b 

GRSI61-1c 
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New Schedule 
Nl-589-12-2, Bucket 2. POLICY-CROSSWALK 

Former Schedule 
Sub-Bucket Description & Retention 

TEMPORARY. Cut off at close of FY or when 
activity IS completed Retain ensue or at the FRC 
Delete/ Destroy 7 yrs after cutoff 

Series No. 

2UI-U8d 

201-0& 

Annual Reports 

Tracking files 

Title Retention 

Next revIew cycle 

I yr 

NARA 
Authority 

GRSI61-1d 

GRSJ6 l-ie 

201-U8/(1) Review files 5 yrs GRSI6 i-l(fl) 

2UI-U8/(2) Review IiIe copies I yr GRSI6 i-l(12) 

202-03c 

202-03d 

2U2-03e 

202-U~( 

202-03g 

External 
Internal 

Directive 
Dtrecttves 

Development History Fries 
Record Set/Copies/Review 

l Il yrv 

When superseded 

2 yrs 

TVhen superseded 

When superseded 

NCI-57-S-I-7 
Hem 202-03(' 
NCJ-57-8-1-7 
Item 202-03d 
NCi-57-S7-7 
item 202-03e 
NI--I73-88-1 
item 2U2-0~1 
-

202-01)b 

2U2-U9(' 
201-06 b 

Comment Fries 3 yrs 

Whel1 superseded 

NCJ-57-8-1-7 
Item 202-09b 
NJ--I73-S8-i 
item 202-09c 

(GRS 16 Sa) 
cl (GRS 

16 8bl), c2 
(GRS 

16 8h2) & d 
(GRS 16 Sc) 

2 of 5 
June 20. 2013 FINAL Crosswalk 
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Nl-589-12-2, Bucket 2. POLICY-CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

2B(I) Significant Rulemaking, Regulations NIA New 

and Guidance - ProcessfFinal Rules as posted 

in the Federal Register 

PERMANENT Cut off end of the fiscal year 
Electronic Records Transfer electronic tiles to 
the National at three year intervals under the 
instructions 111 36CFR 1235 44-50, or whichever 
transfer guidance IS in place at the tune of the 
transfer Hardcopy Records Transfer to the 
FRC 5 years after cut-off. Transfer to the 
National Archives and Records Adnurustration 
25 years after cut off 

2B(I) Rulemaking, Regulations and NIA N(!I\' 
Guidance - Process 
Administrative Record and Supporting 
Documentation 
All records relaung to the tracking of the 

1 

development of Federal Register notices and 
other general adrnuustranon involved 111 

rulemakmg 

TEMPORARY. Cut offend ofFY 111 which the 
rule was finalized and put 1I1tO effect or 
withdrawn DESTROY IDELETE 7 years after 
cut off. 

30f5 
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Nl-589-12-2, Bucket 2. POLICY -CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

-

2C(1) Significant Congressional Affairs Files 
Significant records relating to BSEEs work with 
the House and Senate. 

NIA New 

PERMANENT. Cut offend of the fiscal year 
Electronic Records Transfer electronic files to 
the National at three year intervals under the 
instrucnons In 36CFR 1235 44-50, or whichever 
transfer guidance IS in place at the time of the 
transfer Hardcopy Records. Transfer to the 
FRC 5 years after cut-off Transfer to the 
National Archives and Records Adrnirustrauon 
25 years after cut off 

2C(2) Short Term Congressional Affairs Files NIA New 

20(1) Significant Public Affairs 
Records related to Public Affairs and the broad 
cornmurucanons strategy and outreach to 
external customers and stakeholders. 

-

7()2-()3u 

702-03171 

Speeches. Addresses and Comments 

Public AI/lUI'S Of lice and Regional Offices 

Note Items 702-030 & 702-03b/ are under 

Permanent 

Permanent 

NC /-57-8./-7-

702-030 
NC/-57-8./-7-
702-0317/ 
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N 1-589-12-2, Bucket 2. POLICY-CROSSWALK 
New Schedule Former Schedule 

Sub-Bucket Description & Retention Series No. Title Retention NARA 
Authority 

PERMANENT' Cut offend of the fiscal year Buckel f Adnunistrauon Schedule fG(2) 
Electroruc Records Transfer electronic files to 
the National at three year intervals under the 
instructions in 36CFR 1235 44-50, or whichever 
transfer guidance IS in place at the time of the 
transfer Hardcopy Records Transfer to the 
FRC 5 years after cut-off Transfer to the 
National Archives and Records Admuustration 
25 years after cut off 

20(2) Short Term Public Affairs N~i Ne\\' 
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May 19, 2015 

United States Department of the Interior 
BUREAU OF SAFETY AND ENVIRONMENTAL ENFORCEMENT 

WASHINGTON, DC 20240-0001 

Mr. Mark P. Ferguson 
Senior Appraisal Archivist 
Appraisal Team 3 Records Management Service (ACNR) 
National Archives and Records Administration 
17101 Huron Street 
Broomfield, CO. 80023-8909 

Dear Mark, 

Please accept this new version of the schedule and accompanying revised 
crosswalk for the Bureau of Ocean Energy Management (BOEM), retention 
schedule Nl-589-12-3: BOEM- Analysis and Evaluation of Outer Continental 
Shelf (OCS) Resources. 

I concur with the changes that NARA has recommended. Let me know if 
any further information is needed. 

l
. erely, ~ ~ 

zr-y ~~ 
an Fawcett -

BOEM/BSEE Records Officer 
DOI, Bureau of Safety and Environmental Enforcement (BSEE) 
Tel: 703-787-1264 
Email: susan.fawcett@bsee.gov 

Enclosures: SF-115, Bucket 5 Schedule, Crosswalk 

cc: Terry Bellehu, BSEE 
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REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

TO: NATIONAL ARCHNES and RECORDS ADMINISTRATION 
(NIR) 

ATERECENED 

1. FROM (Agency or establishment) 
DEPARTMENT OF THE INTERIOR (DOI) 

NOTIFICATION TO AGENCY 

2. MAJOR SUBDNISION 
OEM 

4. NAME OF PERSON WITH WHOM TO . TELEPHONE ATE 

03-787-1264 

RCHIVIST OF THE UNITED STA TE 

CONFER 
usan Fawcett 
ecords Officer , Office of Administration, Records, 
irectives and Dele ations 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in the matters pertaining to the disposition of its 
records and that the records proposed for disposal attached 23 page(s) are not needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the 
General Accounting Office, under the provisions of Title 8 of the GAO Manuel for Guidance of Federal 
Agencies, 

D is not required; D is attached; or ~ has been requested. 

DATE TURE OF AGENCY REPRESENTATIVE TI1LE 
Records Officer for BOEM/BSEE, :(;lfv~ Office of Administration- Records, Directives and Delegations 

7. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
ITEM 
NO. 

Proposed Retention Schedule Submissfon-BOEM Bucket 3-Analysis and 
Evaluation of Outer Continental Shelf (OCS) Resources 

The Bureau of Ocean Energy Management (BOEM) is submitting the attached 
proposed records schedule for review and appraisal. The design of each schedule 
is premised on a functional ''Big Bucket" format in lieu of the traditional 
organizational format for Federal Records retention scheduling. 

The disposition instructions have been developed in correlation with the BOEM 
lines of business functions and processes as they have been reported to the OMB 
and populated in the Department Enterprise Architecture Repository. The basic 
mission of the organization has remained the same. This schedule is written to 
authorize the disposition of the records in any media format (media neutral) • 

. 

AJtachment: Proposed Functional Records Retention Schedule (aka "Big 
Buckets") -Analysis and Evaluation of Outer Continental Shelf (OCS) Resources 

Nl-589-12-003 Page 1 of 3~S" 
~ 

9. GRSOR 10. ACTION 
SUPERSEDED TAKEN 
JOB CITATION (NARA USE 

ONLY) 
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115-109 NSN 7540-00-634-4064 
PREVIOUS EDITION NOT USABLE 

STANDARD FORM 115 (REV91) 
Prescribed by NARA 

Each bucket summarizes a unique mission-essential business function and its related 
processes. The buckets are divided into sub-buckets. The sub-buckets categorize separate 
lines of business that warrant a unique and dedicated set of disposition instructions for the 
records created, received, maintained, preserved or ultimately disposed of within the 
applicable line of business. 

A crosswalk for each bucket is also submitted along with the actual bucket schedule. 

The submission of the crosswalk for each bucket is for the purpose of providing a cross
reference between the existing NARA-approved MMS schedules - including item numbers, 
series descriptions, and job numbers with the proposed sub-buckets and disposition 
instructions designated to supersede them. 

Nl-589-12-003 Pagel of35 
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BIG BUCKET RETENTION SCHEDULE FOR THE BUREAU OF OCEAN ENERGY 
MANAGEMENT-BOEM 

Organization. The Bureau of Ocean Energy Management (BOEM) is headquartered in the Washington, 
D.C. Metropolitan area. BOEM has operational centers and support offices located throughout the United 
States. 

The Bureau of Ocean Enerl!V Management <BOEM) is responsible for safety and environmental 
oversight of offshore oil and gas operations, including permitting and inspections, of offshore oil and gas 
operations. Its functions include the development and enforcement of safety and environmental regulations, 
permitting offshore exploration, development and production, inspections, offshore regulatory programs, oil 
spill response and newly formed training and environmental compliance programs. 

The Office of Administration is responsible for budget and financial management in addition to all 
administrative activities ofBOEM. The functions of this organization include planning for and using 
budgetary resources in support of the BOEM's varied operating and support programs, e.g. management 
analysis, records and paperwork management, human resources, safety and health programs, procurement, 
property and space management, and information management. 

Office of Policy Regulation and Analysis is responsible for providing policy review and coordinated 
program and policy positions on all matters relating to the BOEM, for providing a review and assessment 
capability within the Bureau, managing the strategic planning and quality improvement processes, and 
evaluating programs through economic and programmatic policy analyses. 

Office(s) of Record refers to the office holding the official record copy of a specific record when multiple 
copies are used across offices. Most typically, this is the office that creates and maintains the record, 
although specific offices may be designated to hold official records generated across Program Offices. 

Media. This schedule covers records in all media, formats, and produced using any and all tools. Records 
may include, but are not limited to, paper, word processing documents, presentation materials, statistical 
data, spreadsheets, databases, e-mail, photographic materials, audio, film, video, drawings, and any other 
electronic formats that fall within the unstructured, semi-structured, or structured classifications. 

Litigation Holds and Freezes: This schedule is subject to the orders of the court to preserve any and all 
program records deemed potentially responsive in a legal proceeding where BOEM or its authorized agents 
are named parties to an applicable proceeding, regardless of media format. In accordance with such a court 
order, or, by direction of the Department of Justice or the Solicitor of the Department of the Interior, BSEE 
will fully suspend all retention schedule disposition instructions in their entirety, indefinitely, until instructed 
to do so otherwise by these same authorities through written notice. 

Nl-589-12-003 Page3 of35 
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Revised- March 2015 

BOEM - Bucket 3 ... Analisis and Evaluation of Outer Continental Shelf (OCS} 
Resources 

Provides overall management of OCS resource evaluation activities to support OCS program decisions. 
Analyses include the economic, geological and geophysical, and reservoir management aspects of the 
prpgrams. Studies are conducted to identify broad areas favorable for the accumulation of hydrocarbons, 
to assess potential quantities of undiscovered oil and gas resources and other lease-able minerals, to 
estimate mineral reserves, to ensure the public receives fair market value for OCS mineral development. 

Item Title and Description Retention Old 
Number 

Requested Series 

3A Optimal Value of Oil and Gas Resources (OR) 
Ensuring optimal value is a process by which a Bureau identifies and 
analyzes the geologic, geophysical, engineering and economic aspects NIA NIA 
of oil and gas resources. This activity is performed to receive either 
optimal or fair value for the public and to provide interpreted data and 
information to potential bidders and government decision makers. 

3A(1) Digital Final Maps Interpretive Report Products for Tectonic and PERMANENT. 902-02 
Stratigraphic Investigation, Lease/Well Development and Reserve Cut off after issuance of 902-03b 
Estimations. Includes: 

the permit under which 
902-04a the inclusive 

Regional Geologic and Geophysical (G&G) Mapping and geological/geophysical NCl-473-88-1 

Interpretations (NAI) information was 902-05 
collected under 30CFR 902-07bl All final products only in digital format, for maps and interpretive 551.14. 

reports, developed for determining the geological and geophysical Transfer eligible 902-08 

significance of both analyzed and processed G&G information. electronic records to 902-09 
NARA 50 years after 903-09 EXCLUDES: Paper copies as well as supporting G&G data that do not cut off under the 

constitute final products. instructions in 35 CFR 904-01 
1235.44-50, OR 904-02a 
whichever guidance is NCl-57-84-7 
in place at the time of 
transfer. Subsequent 
transfers to NARA will 
occur 15 years after 
cutoff. Upon request 
NARA will be given the 
opportunity to review 
and select products prior 
to transfer. 

3A(2) All other Geological and Geophysical Maps. All data and records TEMPORARY 902-02 
that do not represent final products and all hard copy versions of CUT off at close of FY 902-03b 
mapping records and reports. Includes: or when activity is 902-04a completed. Retain on-
• Shallow Seismic Shot Point Location Maps site of at the FRC. NCl-473-88-1 
• Correlated Well Logs Delete/Destroy 75 902-05 
• High Resolution (Shallow) Geophysical Interpretive Maps years after cutoff. 902-07 • 2D and 3D Seismic Trace Volumes and Data Sets 
• Deep Seismic Shot-Point Location Record Set 902-08 
• Regional and detailed Seismic Interpretive Maps 902-09 
• Magnetic and Gravimetric Survey Records and Maps 903-09 
• Geochemical Prospecting Survey Maps 

904-01 • Geology Files, Subsurface Geologic Interpretations 
• Tectonic & Stratigraphic Investigation and Mapping Project Files 904-02a 
• Oil and Gas Maps for Field, Lease/Well Development NCl-57-84-7 
• Cartographic work paper or digital, ,visual displays, charts or graphs of pre lease 
• Special projects associated with pre lease regional or G&G interpretations 
• Paleontology group work associated with pre lease detailed G&G interpretations 

Nl-589-12-003 Page 4 of35 
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I 
Item Title and Description Retention Old 

Number Requested Series 

3B Interpretations of Shallow Seismic Data (NAJ) TEMPORARY NCt-57-84-7 

All records related to the analysis and application of shallow seismic Cutoff at close of 902-0lbl 

data and information to study and identify shallow geologic hazards FY or when 
NCt-57-84-7 

and features. This work includes but is not limited to shallow gas, activity is 
902-0lb3 

mass movement of sediments, and methane hydrate deposits. completed. Retain 

• Interpretation of shallow seismic data geo hazards analysis on-site or at the 
and archeology analysis reports FRC. Transfer to 

• Analysis of water bottom or sea floor interface NARA 50 years 

• Identification of shallow hazards after cutoff 

3C Reserve Estimates, Engineering and Economic PERMANENT NCt-57-84-7 

Interpretations and Reports (NAM) Cutoff after 1702-02a 

All records relating to reserves estimating process; developing issuance of the 
independent estimates of original ·amounts of natural gas and oil in permit under 
discovered fields. Staff conducts field reserve studies on the Outer which the 
Continental Shelf and makes periodic revisions of estimates of inclusive 
remaining natural gas and oil that reflect new discoveries or geological/ geophy 
development information and annual production. sical information 

• Engineering and economic and reserve estimates, analyses, was collected 
interpretation of new and revised estimates pertaining to fields under30CFR 
and or leaseholds using resource evaluation geological and 551.14. 
geophysical interpretations and maps Transfer eligible 

• Data Analysis Performance Reports records to NARA 

• Reports of geologic and geophysical data to determine new or 50 years after cut 

revised field or leasehold reserve estimates off, under the 

• Annual Reserves Report containing reserve estimates and instructions in 36 

statistics CFR 1235.44-50, 

• Geological, geophysical analysis to place new completions in or whichever 

fields and make revisions to reservoir data in the Reserves guidance is in 

Database process reports place at the time 

• Paleontology Group Staff reports -work done to support of transfer. 

analysis of work discovered, resources and reserves 

• Field and Reservoir Estimate Study Files Final Reports and 
Map 

Nl-589-12-003 Page5 of35 
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No 

3D 

3D(l) 
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Title and Description 

Geological and Geophysical Records-Overview 
The main objective of the acquisition and analysis of geological and 
geophysical (G&G) data is the development of maps identifying areas 
favorable for the accumulation of hydrocarbons. This is done by 
incorporatipg the data acquired through G&G surveys plus analyzing 
technical information in order to develop a basic knowledge of the 
geologic history of an area and its effects on hydrocarbon or 
strategic/critical minerals generation, distribution, and accumulation 
within the planning area. G&G records are comprised of maps, cross-
sections, analyses and reports of G&G data and information. G&G 
data and information may be seismic data, processed and interpreted 
seismic data, well logs, geolog~c core/cutting samples or 
paleontological samples. 

National Resource Assessment (NAA) 
All records related to an assessment of the hydrocarbon potential of 
the Outer Continental Shelf (OCS) based on geologic knowledge and 
theory that estimates the undiscovered hydrocarbon resources 
estimated to exist outside of known accumulations. 
This component identifies geologic plays on the OCS that offer the 
highest potential for the occurrence of oil and gas development. It 
further prepares reports that describe the geology and petroleum 
potential, forming part of the public information base for decision 
making with regard to lease offerings. Includes: 

• Geologic, engineering and economic assessments and 
reports(presale documents- related to oil, gas or hard minerals 

• Geologic, engineering and economic studies and reports 

• Program and test resource evaluation assessments and 
evaluate computer models records 

• resource assessment-geologic, engineering, geophysical and 
economic data analysis, interpretation and modeling to 
estimate oil and gas reserves and resources under the lands of 
the Atlantic and the Gulf of Mexico Outer Continental 
ShelftOCS) records 

• Cartographic staff report work associated with pre-lease 
analysis, interpretation and the report on NAA 

• assessment of national OCS resource documents 

Nl-589-12-003 Page 6 of35 

Retention Old 
Requested Series 

NIA NIA 

TEMPORARY 901-01 
Cut off at close of 
FY or when 
activity is 
completed. Retain 
onsite or at the 
FRC. Delete/ 
Destroy 7 5 years 
after cutoff. 
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Item Title and Description Retention Old 
No Requested Series 

3D(2) Geologic and Geophysical (G&G) Permitting (NAB) TEMPORARY NCl-57-84-7 

All records related to geophysical data processing for analysis of Cut off at close of 901-0la 

geophysical data, to help determine the constitution of the earth's FY or when 
NCl-57-84-7 

901-02 
interior; enabling the location of petroleum and mineral prospects. activity is 
Records include: completed. Retain 

onsite or at the 

• G&G permits, coordination and approval documents FRC. Delete/ 

• Coastal State/others- Geological Survey reports Destroy 75 years 

• Seismic data processing, wave equation reports after cutoff. 

• Data modeling by least square reports 

• Scattered wave filtering reports 

3D(3) G&G Data Management (NAC) TEMPORARY NCl-57-84-7 

All records related to the managing of geological and geophysical Cut off at close of 902-06a,b,c 
NCl-57-84-7 

(G&G) data and information with regard to acquisition, interpretation, FY or when 1002-01 
analyses, statistical reporting, archiving, data release, terms of activity is 
reproduction, development of proprietary terms and other business completed. Retain 
practices as related to G&G data and information. Includes: onsite or at the 

• Data management tasks for seismic and well data FRC. Delete/ 

• G&G data acquisition and data procurement Destroy 75 years 

• Work related to geophysical data management after cutoff. 

• Open hole data management (acquisition, security, quality, 
release and inquiries reports 

• Offshore minerals management wide priority list for funding 

• G&G contracts monitoring and evaluation reports 

• Data related to lease acquisition and management of G&G 
data including seismic, velocity and vertical seismic profiles 

• Data related to the management of open hole data including 
well logs, directional surveys, core analysis and well locations 

• paper files and store, shelve, retrieval and maintenance of 
official records 
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Title and Description 
Number 

3E Fair Market Value (FMV) -Overview 
The resource economic value of a tract offered for lease 
involves calculating the amount of economically recoverable 
resources, estimating recovery factors, production profiles, 
exploration and development costs, operating costs, and 
performing a discounted cash-flow analysis. BOEM uses a 
computer simulation model to determine the resource economic 
value of certain OCS tracts offered for lease by the Federal 
Government. 

3E(l) FAIR Market Value-Engineering and Economic Evaluation 
(NAD), Phase I (NAE) and Phase II (NAF) 
All records related to the amount of cash, or in terms reasonably equivalent to cash, 
for which in a probability, the property would be sold by a knowledgeable purchaser 
who is desirable but not obligated to pay. 
All records related to tract by tract analysis designed to accept those high bids where 
competitive market forces can be relied upon to assure receipt offair market value. 
All records related to the use of a probabilistic discounted cash flow computer 
simulation model that utilizes detailed geologic analysis, reservoir studies, seismic 
stratigraphy and prospect mapping to conduct a resource economic evaluation that 
results in an estimate of the expected net present value of a tract or prospect. 
Also includes: 

• Program and test resource evaluation assessment and computer models 

• Engineering and economic evaluation reports 

• Computer models test reports associated with fair market value evaluations 

• Bid adequacy procedures 

• Tract evaluations for fair market value reports 

• Model use training records 

• Design, development, maintenance and support of models for evaluation 
and resource assessment reports 

• Fair market value determinations 

• Tract evaluation and fair market value oversight reports 

• Fair market value (geophysical and geological analysis work associated 
with interpreting G&G data for presale and phase I tract evaluations 

• Fair market value (resource economic evaluations)work associated with 
interpretation of engineering and economic data for presale and phase I tract 
evaluations 

• Fair market value work associated with interpretation of geologic and 
geophysical data for phase II and post- sale work 

• Fair market value (resource economic evaluation) work associated with 
interpretation of engineering and economic data for phase II and post- sale 
work 

• Cartographic staff work in support of phase II and post- sale work 

Nl-589-12-003 Page 8 of35 

Retention Old 

Requested Series 

NIA NIA 

TEMPORARY. NCI-57-84-7 

Cut off at close of 1002-0611,b 
NCI-57-84-7 

FY or when 1003-0211,b 
activity is 
completed. Retain 
onsite or at the 
FRC. Delete/ 
Destroy 75 years 
after cutoff. 
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Item Title and Description Retention Old 
No Requested Series 

3E(2) Bid Appeal Analysis (NAG) TEMPORARY NCl-57-84-7 

All records related to bids and or rejection of bids, appeal processes Cutoff at close of I 003-01 

and the reviews of appeals based upon well log interpretation, seismic FY or when 
correlation, engineering and economic parameters. activity is 

completed. Retain 
Includes: onsite or at the 

• Field determination appeals records FRC. 

• Rejected bid appeal economic review reports Delete/Destroy 25 
years after cutoff 
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Item Title and Description Retention Old 

No Requested Series 

3F Geological Interpretative Tools (NAH) TEMPORARY NEW 
All records related to Geological Interpretive Tools (GIT) provide the Cut off at close of 
OEMM with the necessary technology to effectively and efficiently FY or when 
evaluate the highly sophisticated data used in the petroleum industry. activity is 
The goal of GIT is to keep OEMM geosciences and engineering completed. Retain 
interpretive technologies on a par with industry. Reduces the risk onsite or at the 
making critical decisions: fair market value, royalty relief, FRC. Delete/ 
conservation of resources or field determinations. Destroy 75 years 

• GIT hardware and software activities planning reports after cutoff. 

• GIT contract work conducting reports including GIT 
maintenance but not information technology work 

• Reports of design and configuration of user interfaces and 
access methodologies for GIT data stores 

3G Resource Assessment Special Projects (NAK) TEMPORARY NEW 
All records related to broad reaching resource assessment projects Cutoff at close of 
whose work begins with the study of an area's geology in order to FY or when 
determine the potential for the presence of oil and gas deposits activity is 
involving processes of geologic history, regional stratigraphy, major completed. Retain 
geologic trends, major structural features, source rocks, reservoir 

onsite or at the 
rocks seals & trapping mechanism, petroleum exploration history. 

PRC. Includes: 
• Annual Mississippi CMRET earmark for methane hydrate research reports Delete/Destroy 25 
• Lease buy backs or land exchange reports years after cutoff 
• Post sale data analysis 
• What-if analysis 
• Support and information for formal reports to Congress 
• Offshore Atlas publication 
• Special studies and publications 
• Federal or State agencies on BOEM or joint agency projects and initiatives 
• Special studies and technical expertise or information input as mandated by DOI or 

Bureau directives 
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No 

3H 

3H(l) 

3H(2) 

3H(3) 
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Title and Description 

Reserves-Assessment of conventionally Recoverable 
Hydrocarbon Resources, Daily Oil and Gas Production Rate 
Projections 

Reserves, Production Projections and Activity Forecasts 
(NAL) 
All records related to work associated with production forecasts, in-
place resource estimates, economic resource estimates and Outer 
Continental Shelf activities performed to support long term planning 
and/or specific sales. 

• Sale revenue estimates from receipts (bonus, rentals, 
royalties) 

• data analysis performance reports 

Field Determinations (NAN) 
All records related to the field determination process involve 
assigning field designations to leaseholds that have qualifying oil and 
gas discoveries. This work includes the interpretation and review of 
well logs, geophysical and geologic data and other pertinent data to 
establish the existence of a new field or the extension of an existing 
field. 

• Field determination /DWRR-Assignment of new producible 
lease or discoveries not associated with DWRR to new or 
existing field documentations 

• Bid and field determination appeals process reports 

Well Evaluations and New Producible Lease Determinations 
(NAO) 
All records related to the new well evaluation process entails 
evaluating new exploratory wells drilled on the outer Continental 
Shelf. The new producible lease determination process involves 
determining if a well qualifies leasehold as producible. 

• Reports of new well evaluations involving the use of petro-
physical analysis and correlations to evaluate new exploratory 
wells to drilled to place discoveries in to the proper display. 

• Reports of new producible lease determinations- determine if 
a well qualifies a lease holds producible via well test 
evaluation or petro-physical analysis per 30 CFR 250.115 or 
116 

• 
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Retention Old 
Requested Series 

NIA NIA 

TEMPORARY NCl-57-84-7 

Cut off at close of 1101-04 

FY or when 
activity is 
completed. Retain 
onsite or at the 
FRC. Delete/ 
Destroy 75 years 
after cutoff. 

TEMPORARY NCl-57-84-7 

Cut off at close of 1102-0lal 
NCl-57-84-1 

FY or when 1102-0182 

activity is NCl-57-84-7 
1102-01&3 

completed. Retain NCl-57-84-7 
onsite or at the 1102-0lb 

FRC. Delete/ NCl-57-84-7 

Destroy 75 years 1200-05 
NCl-57-84-7 

after cutoff. 1200-06 

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



Item 
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Number Title and Description 
31 Conservation Management: The integration of development and 

environment that manages and influences resource use to enhance 
public benefit and economic values through emphasis on 
conservation thorough responsible use management practices. 

31(1) Conservation Management - Analytical, Legal, Technical 
Support (BAC) 
All records related to program support activities related to the 
enhancement of the public benefit or management initiatives and 
Reports 

• Technical expertise reports in response to unique internal and external 
stakeholder requests. 

• Analytical support reports for both internal and external unique projects on as 
needed basis 

• Regional and Offshore BOEM initiatives coordination and implementation 
reports 

• Legal guidance principally to office units that have conservation management 
documents 

31(2) Conservation Management - Monitor Reservoir Performance and 
Well Production Rates (DAL) 
All records related to this work element cover all monitoring activities associated with 
efficient and proper reservoir management, prudent well production and practical leasehold 
management 

• Sensitive reservoir information reviews 
• Follow up reviews for the Conservation Information Document after final 

approval 
• Production and development (e.g. reservoir simulation) reviews 
• Oil and Gas production rate monitoring reports 
• MER, MPR and semi-annual well test reports, sub surface commingling reviews 

and approval reports 
• Bottom hole pressure survey and waivers or violati~ns reports 
• Reclassification reservoirs reports 
• Reviews and analysis of production in paying quantities 
• Applications processes for enhanced oil recovery or violations reports 
• Semi- annual well test and violations reviews 
• Down hole commingling applications or violations 
• Gas flaring requests or violations reviews 
• Applications for well potential test or violations process reports 

• Process applications for gas flaring and conduct compliance monitoring 
activity reports 

• Inspections reports 

• Well potential test reports 
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Retention Old 

Requested Series 

NIA NIA 

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

TEMPORARY. NCl-57-84-7 

Cut off at close of 1101-05a 

FY or when 1101-05b 

activity is 1301-0la 
NCl-57-84-7 

completed. Retain 1301-0lb 
onsite or at the 1301-02a,b 
FRC. Delete/ 1301-04 
Destroy 25 years 1301-05a,b 
after cutoff. 1301-07a,b 

1301-12 
1301-14 
1301-16 
1301-20a,b 
1302-02 
1701-01 
1704-01 
1704-02 
1704-03 



FOIA BOEM-2015-00161 Final Response 
Released in Full on 08/11 /2015 

Item Title and Description Retention Old 
no Requested Series 

3J Information Management and Transfer-Ensure Optimal Value TEMPORARY NEW 
(NAQ) Cut off at close of 
All records related to information and data related business FY or when 
processes and tasks that should be planned and consistently activity is 
implemented across BOEM. This work does not include technical completed. Retain 
information system or application design and development. onsite or at the 

• Manuscripts and desktop publishing services reports FRC. Delete/ 

• Records and document management in accordance with Destroy 7 years 
National Archives and Records Management Requirement after cutoff. 

• Information collection activities and forms requiring 
OMB approval documents 

• Web management and related tasks and activities 

• extensible markup language applications, publications, 
public data sets, Fast Facts of offshore data sets documents 

• BOEM information products( intra or Internet publications 
and documents 

• Data and information quality efforts (version control, 
verification or validation, especially for public images, 
graphics or information) 

• Data including the conversion of paper to electronic files 
or electronic files from one format to another 

• Activities (including OMB requirements) related to 
customer service documents 

• Fair market value determination reports 

Nl-589-12-003 Page 13 of35 



March, 2015 

BOEM Bucket 3 Crosswalk-Analysis and Evaluation of OCS Resources 
New Schedule Former Schedule 

Bucket3 Work Series No. Title Retention 
Optimal Value of Oil and Gas Resources (OR) Element 

3A(l) Final Maps and Reports for NAI 902-02 Shallow seismic shot point location maps When no 
longer Interpretive, Tectonic and Stratographic 

Investigation, Lease well developments and needed 
p 

Reserve Estimations Includes: 
NAI 902-03bl High Resolution Geophysical /Final Drafted Regional Geologic and Geophysical (G&G) 

Mapping and Interpretations (NAI) Maps /Master Copies p 

All records related to the development of knowledge, NAI 902-04a Common Depth Point(CDP) 
When no 

usually in the form of schematic cross sections, 3-
NAI 902-05 Deep seismic shot-point longer 

dimensional representations or other types of 
needed 

geological and/or geophysical maps and derivatives. p 
This knowledge is developed by determining the 

NAI 902-07bl Regional Seismic Interpretive Maps/Final geological and geophysical (G&G) significance of 
both analyzed and processed G&G information. Drafted Maps/Films or Master Copies p 

Includes: NAI 902-08 Detailed Seismic Interpretive Maps 
75 yrs 

• Shallow Seismic Shot Point Location Maps 
902-09 Magnetic and Gravimetric Survey records NAI • Correlated Well Logs and maps p 

• High Resolution (Shallow) Geophysical NAI 903-09 Geochemical Prospecting Survey Maps 
Interpretive Maps p 

• 2D and 3D Seismic Trace Volumes and Data Sets NAI 904-01 Geology Files 
• Deep Seismic Shot-Point Location Record Set p 

• Regional and detailed Seismic Interpretive Maps NAI 904-02a Tectonic and Stratigraphic Investigation and 
• Magnetic and Gravimetric Survey Records and Mapping Project Files 

Maps 

• Geochemical Prospecting Survey Maps Note: Item 902-02, 902-05 and 902-09 the 

• Geology Files, Subsurface Geologic former Records Schedule has this item as 
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Interpretations ... 

• Tectonic & Stratigraphic Investigation and 
Mapping Project Files 

• Oil and Gas Maps for Field, Lease/Well 
Development 

• Cartographic work paper or digital, visual 
displays, charts or graphs of pre lease 

• Special projects associated with pre lease regional 
or G&G interpretations 

Paleontology group work associated with pre lease 
detailed G&G interpretations 

PERMANENT. Cutoff at close of FY or when 
activity is completed. Retain on-site or at the FRC. 
Transfer legal ownership to NARA 75 years after 
cutoff 

3A(2) All other Geological and Geophysical Maps. 
All data and records that do not represent final 
products and all hard copy versions of mapping 
records and reports. 

TEMPORARY. Cut off at close of FY or when activity 
is completed. Retain on-site of at the FRC. 
Delete/Destroy 75 years after cutoff. 
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BOEM Bucket 3 Crosswalk-Analysis and Evaluation of OCS Resources 
New Schedule Former Schedule 

Bucket3 
Optimal Value of Oil and Gas Resources (OR) 

(3B ) Interpretations of Shallow Seismic 
Data(NAJ) 
All records related to the analysis and application of 
shallow seismic data and information to study and 
identify shallow geologic hazards and features. This 
work includes but is not limited to shallow gas, 
mass movement of sediments, and methane hydrate 
deposits. 

• Interpret shallow seismic data geo 
hazards analysis and archeology 
analysis 

• Analysis of water bottom or sea floor 
interface 

• Identification of shallow hazards 

TEMPORARY 
Cutoff at close of FY or when activity is completed. Retain on
site or at the FRC. Transfer legal ownership to NARA 50 years 
after cutoff 

161 Page 

Work 
Element 
NAJ 

NAJ 

Series No. 

902-0lbl 

902-0lb3 

Title 

High Resolution (Shallow) Geophysical 
Records/Prints Not Microfilmed 
Silver-Halide Microfilm 

Retention 
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3(C) Reserve Estimates, Engineering and Economic 
Interpretation and Reports (NAM) 
All records relating to reserves estimating; involves developing 
independent estimates of original amounts of natural gas and oil 
in discovered fields. Staff conducts field reserve studies on the 
Outer Continental Shelf and makes periodic revisions of 
estimates of remaining natural gas and oil that reflect new 
discoveries or development information and annual production. 

• Perform engineering and economic reserve estimates, 
analysis, interpretation of new and revised estimates 
pertaining to fields and or leaseholds using resource 
evaluation geological and geophysical interpretations 
and maps 

• Perform data analysis 

• Interpret geologic and geophysical data to determine 
new or revised field or leasehold reserve estimates 

• Produce annual reserve report containing reserve 
estimates and statistics 

• Conduct geological geophysical analysis to place new 
completions in fields and make revisions to reservoir 
data in the Reserves Database 

• Paleontology Group Staff work done to support 
analysis of work done to support analysis of work 
discovered resources and reserves 

• Field and Reservoir Estimate Study Files 
Final Reports and Map 

PERMANENT. Cutoff at close of FY or when 
activity is completed. Retain on-site or at the FRC. 
Transfer legal ownership to NARA 75 years after 
cutoff 
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- r 

BOEM Bucket 3 Crosswalk- Analysis and Evaluation of OCS Resources -· rr 
:J :s: 
""Tl' 

New Schedule Former Schedule =s 
~ (j 

Bucket3 Work Series No. Title Retention NARA 0 ~ OJ -

Optimal Value of Oil and Gas Resources (OR) A th . ::.a 
Element u onty;s ~ 

3D(1) NAA 901-01 Geological and Geophysical permit files 75 yrs NCl-57-84-~ ~ 
National Resource Assessment (NAA) 

;i: 
CD 
CJ) 

All records related to an assessment of the 
""O 
0 
:J 

hydrocarbon potential of the Outer Continental Shelf 
CJ) 
CD 

(OCS) based on geologic knowledge and theory that 
estimates the undiscovered hydrocarbon resources 
estimated to exist outside of known accumulations. 

• Geologic, engineering and economic 
assessments and reports(presale ~ocuments-
related to oil, gas or hard minerals 

• Geologic, engineering and economic 
reports (output from work element NAA is 
used for AAD) 

• Conduct and publish geologic, 
engineering and economic studies and 
reports 

• Program and test resource evaluation 
assessments and evaluate computer 
models 

• Perform resource assessment-geologic, 
engineering, geophysical and economic data 
analysis, interpretation and modeling to 
estimate oil and gas reserves and resources 
under the lands of the Atlantic and the Gulf of 
Mexico Outer Continental Shelf(OCS) 

• Cartographic staff work associated with pre-
lease analysis, interpretation and the report on 

181 Page 



NAA 

• Oversee assessment of OCS resources 
• Develop, maintain and support computer 

models to help with tract evaluation and 
resource assessment 

• Train regions on model use 
• Coordinate with coastal states and geological 

surveys 

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

191 Page 

;o ,, 
CD Q 

~ )> 
CJ) OJ 
CD ,_ 

:: n 
:J '5 

~~ - ~ 

0 u 

~~ 
OJ -

~~ 
i\:l, 
~5 
Ul ~ 

;c 
CD 
CJ) 

""O 
0 
:J 
CJ) 
CD 



n 

BOEM Bucket 3 Crosswalk-Analysis and Evaluation of OCS Resources -· n 
:J t:: 
""Tl 

·New Schedule Former Schedule ~C) 

~ en 

Bucket3 Work Series No. Title Retention NARA 0: ~ 
OJ 

Optimal Value of Oil and Gas Resources (OR) Element Authority~ n 
(\.) ~ 

3D(2) Geologic and Geophysical Permitting ~ ~ 
(NAB) 

J 

All records related to a contract, other than a lease, 
under which a person acquires the right to conduct NAB 901-02 Exploration Permit Assignment Control NCl-57-84-7 
geological and geophysical pre-lease exploration for Log 901-02 
minerals or pre-lease scientific research. 

• G&G permits, coordination and approval 
documents 

• Coastal State/others- Geological Survey 
reports 

• Seismic data processing, wave equation 
reports 

• Data modeling by least square reports 

• Scattered wave filtering reports 

Temporary. 
Cut off at close of FY or when activity is completed. NAC 902-06a p 
Retain onsite or at the FRC. Delete/ Destroy 75 years 
after cutoff. 
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NAC 902-06b 
3D(3) G &G Data Management(NAC) 
All records related to an assessment of the 
hydrocarbon potential of the Outer Continental Shelf 
(OCS) based on geologic knowledge and theory that 
estimates the undiscovered hydrocarbon resources 
estimated to exist outside of known accumulations NAC 902-06c 

• CeaEh!et eam management 
• Manage 6&6 e8ftl 

NAC 902-06dl 
• O~eB: liele eM& mttnagement 

• Establish offsbme 11.t;11e1a:ls mm1e1.~ement NAC 902-06d2 

• MenHer 6&6 eentmets 

• Prncess data related to lease acqwsltions .. NAC 902-06e 

• Geologic, engineering and economic 
assessments and reports(presale documents-
related to oil, gas or hard minerals 

• Geologic, engineering and economic NAC 1002-01 
reports( output from work element NAA is 
used for AAD) 

• Conduct and publish geologic, engineering 
and economic studies and reports 

• Program and test resource evaluation 
assessments and evaluate computer models 

• Perform resource assessment-geologic, 
engineering, geophysical and economic data 
analysis, interpretation and modeling to 
estimate oil and gas reserves and resources 
under the lands of the Atlantic and the Gulf of 
Mexico Outer Continental Shelfl:OCS) 

• Cartographic staff work associated with pre-
lease analysis, interpretation and the report on 
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Seismic Velocity Information Paper not 
microfilmed 

Paper or Tape that has been Converted to 
Micro form 

Silver-Halide Microfilm 

Magnetic Tape/Processing 

Master 

Other Copies 

Lease Sale Area Geological and 
Geophysical Information 

Note: Items 902-06a, 902-06c and 902-
06d2 the former Records Schedule has 
these items as Permanent. 

Destroy 
paper or 

erase tape 
when 

Micro form 
has been 
verified 

p 

Erase 
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When 
Superseded 

75 yrs 

;o ""Tl 
CD Q 

~ )> 
(/) OJ 
CD C\ 
~ rn 
:J 

~ :8 
NCI-57-84-70 ,~ 

:J 

902-06a ~ :~ 
~ (~ 
i\:l n NC1-57-84-7Q' · 

902-06b <:;; ! a 

NCl-57-84-7-
902-06C 

NCl-57-84-7-
902-06dl 
NCl-57-84-7-
902-06d2 
NCl-57-84-7-
902-06e 

NCl-57-84-7 
1002-01 



NAA 

• Oversee assessment of national OCS 
resources 

• Develop, maintain and support computer 
models to help with tract evaluation and 
resource assessment 

• Train regions on model use 

• Coordinate with coastal states and geological 
surveys 

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

BOEM Bucket 3 Crosswalk-Analysis and Evaluation of OCS Resources 
New Schedule Former Schedule 

Bucket3 Work Series No. Title Retention 
Optimal Value of Oil and Gas Resources (OR) Element 
3(El) Includes: Fair Market Value (FMV)-
Engineering and Economic Evaluation (NAD)-
Phases I and II NAO 1002-06 Lease sale Prospect Block Evaluation 25 yrs 

All records related to the amount of cash, or in terms Report Files 

reasonably equivalent to cash, for which in a 
probability, the property would be sold by a 

NAO 1003-02a Post-sale Analysis Files/Study Files knowledgeable purchaser who is desirable but not p 

obligated to pay. 

• Program and test resource evaluation NAO 1003-02b Study Background Files 3 yrs 

assessment and computer models 

• Engineering and economic evaluation reports 

• computer models test reports associated with 
fair market value evaluations 
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r 

• bid adequacy procedures -· rr 
:J :s: 

• tract evaluations for fair market value reports ~~ --
• Train staff in model use training records g '{ 

o~ 
• Design, develop, maintain and support ~a 

computer models for evaluation and resource 
~~ 

i\:l' 
assessment reports 

OS 
~~ 

Temporary. Cut off at close of FY or when activity ;i: 
CD 
CJ) 

is completed. Retain onsite or at the FRC. Delete/ ""O 
0 
:J 

Destroy 75 yrs after cutoff. CJ) 
CD 
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BOEM Bucket 3 Crosswalk- Analysis and Evaluation of OCS Resources -· rn 
:J s:: 
""Tl' 

New Schedule Former Schedule ~~ 
0 Ul 

Bucket3 Work Series No. Title Retention NARA~~ 
Sub-Bucket Element Authori~ ~ 

Optimal Value of Oil and Gas Resources (OR) 
N""Tl 
0 :;· 
~ Ol 

3E(2) Bid Appeals Analysis NAG 1003-01 Lease Sale Bid Recap and Sale 5 yrs .. NCl-57-84-7 ;o CD 

All records related to bids and /or rejection of , Summary Report Files 1003-01 
CJ) 

""O 
0 

appeals processes and the review of appeals based 
:J 
CJ) 
CD 

upon well log interpretation , seismic correlation , 
engineering and economic parameters 

• Field determination appeal reports 

• Rejected bid appeal economic review reports 

• 
Temporary. Cut off at close of FY or when activity 
is completed. Retain onsite or at the FRC. Delete/ 
Destroy 25 yrs after cutoff. 
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BOEM Bucket 3 Crosswalk- Analysis and Evaluation of OCS Resources 
New Schedule Former Schedule 

Bucket3 Work Series No. Title Retention 
Oil and Gas Reservoir Management Agreements (OU) Element 
3F Geological Interpretive Tools (NAH): NAH NEW -
All records related to Geological Interpretive Tools 
(GIT) provide the OEMM with the necessary 
technology to effectively and efficiently evaluate the 
highly sophisticated data used in the petroleum 
industry. The goal of GIT is to keep OEMM 
geosciences and engineering interpretive technologies 
on a par with industry. Reduces the risk making 
critical decisions: fair market value, royalty relief, 
conservation of resources or field determinations. 

• Plan GIT software and hardware activities 

• Conduct GIT contract work including GIT 
maintenance but not information 
technology work 

• Design and configure user interface and 
access methodologies for GIT data stores 

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

BOEM Bucket 3 Crosswalk-Analysis and Evaluation of OCS Resources -· rn 
:J s:: 
""Tl' 

New Schedule Former Schedule ~~ 
0 Ul 

Bucket3 Work Series No. Title Retention NARA~~ 
Sub-Bucket Element Authority~ ~ 

Oil and Gas Reservoir Mana.12:ement Agreements (OU) 
N""Tl 
0 :;· 
~ °' 

3G(l) 
v• 

;o 
CD 

Resource Assessment Special Projects (NAK) NAK NEW 
CJ) 

""O 

Resource Assessment Special Projects (NAK) 0 
:J 
CJ) 

All records related to broad reaching resource assessment projects CD 

whose work begins with the study of an area's geology in order to 
determine the potential for the presence of oil and gas deposits 
involving processes of geologic history, regional stratigraphy, 
major geologic trends, major structural features, source rocks, 
reservoir rocks seals & trapping mechanism, petroleum 
exploration history. 
Includes: 

• Annual Mississippi CMRET earmark for methane hydrate 
research reports 

• Lease buy backs or land exchange reports 
• Post sale data analysis 
• What-if analysis 
• Support and information for formal reports to Congress 
• Offshore Atlas publication 
• Conduct special studies and publications 
• Federal or State agencies on BOEM or joint agency projects 

and initiatives 
Special studies and technical expertise or information input as - -• 
mandated by DOI or Bureau directives -

Temporary 
Cutoff at close of FY or when activity is completed. Retain 
onsite or at the FRC. Delete/Destroy 25 years after cutoff 
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3H (1) Reserves, Productions and Activity Forecasts NAL 1101-04 
(NAL): 
All records related to work associated with production 
forecasts, in-place resource estimates, economic 
resource estimates and Outer Continental Shelf 
activities performed to support long term planning 
and/or specific sales. 

• Develop Sale Revenue estimate form receipts 

• Perform data analysis 

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

3H(2) Field Determinations (NAN): 
All records related to the field determination process 
involve assigning field designations to leaseholds that NAN 1102-0lal 
have qualifying oil and gas discoveries. This work 
includes the interpretation and review of well logs, NAN 1 l02-0la2 
geophysical and geologic data and other pertinent data 
to establish the existence of a new field or the extension 
of an existing field. 

• Field determination/DWRR-Assignment of new 
producible lease or discoveries not associated NAN 1102-0la3 
with DWRR to new or existing fields 

• Process bid and field determination appeals 
NAN 1102-0lb 

Temporary. Cut off at close of FY or when activity is NAN 1200-05 

completed 
Retain onsite or at the FRC. Delete/ Destroy 75 years NAN 1200-06 

after cutoff. 

271 Page 

Lease Record History Files No Longer 
Needed 

Oil and Gas field Development Files Paper not 25yrs 
microfilmed 
Paper that has been Converted to Microform Destroy 

when 
Micro form 
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Silver-Halide Microform verified 
25 yrs 

Other Copies 

Field Plates and Lease Maps No longer 
Need 

Well Location Log No longer 
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No longer 
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BOEM Bucket 3 Crosswalk-Analysis and Evaluation of OCS Resources 
New Schedule Former Schedule 

Bucket3 Series No. Title 
Oil and Gas Reservoir Management Agreements Work Element 
(OU) 

NAO NEW -
3H(3) Well Evaluations and New 
Producible Lease Determinations (NAO) 
All records related to the new well evaluation 
process entails evaluating new exploratory wells 
drilled on the outer Continental Shelf. The new 
producible lease determination process involves 
determining if a well qualifies leasehold as 
producible. 

• New well evaluations involving the use 
of petro-physical analysis and 
correlations to evaluate new exploratory 
wells to be drilled to place discoveries 
in to proper display 

• New producible lease determinations-
determine if a well qualifies a lease hold 
producible via test evaluation or petro-
physical analysis per CFR 250.115 OR 
116 

281 Page 

Retention 

- -

;o ""Tl 
CD Q 

~ )> 

' 

CJ) OJ 
~o 
-· rn 
:J s:: 
""Tl' c (\.) 
=~ 
0 Ul 
:J 

0 i5 
OJ-
- v• ----

NARA ~ ~· 
Ul -

Authority ~ 
CJ) 

~ 
:J 
CJ) 
CD 



BOEMB k t3 C UC e rosswa 
New Schedule 

Bucket3 Work 
Oil and Gas Reservoir Management Agreements 

Element (OU) 
BAC 

31(1) Conservation Management-
Analytical, Legal, Technical Support (BAC) 
All records related to program support activities 
related to the enhancement of the public benefit 
or management initiatives which cannot be 
linked to a specific work element. 

• Provide technical expertise in response 
to unique internal and external 
stakeholder requests not related to a 
specific task 

• Provide Analytical support for both 
internal and external unique projects on 
as needed basis 

• Coordinate and implement regional and 
offshore BSEE initiatives 

• Provide legal guidance principally to 
offshore units that have conservation 
management 

Temporary. Cut off at close of FY or when 
activity is completed. Retain onsite or at the 
FRC. Delete/ Destroy 25 years after cutoff 
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BOEM Bucket 3 Crosswalk-Analvsis and Evaluation of OCS Resources 
New Schedule Former Schedule 

Bucket3 Work Series No. Title Retention 
Oil and Gas Reservoir Management Agreements 

Element (OU) 
DAL l 101-05a Report of Operations 7yrs 

31(2) Conservation Management-Monitor 
Reservoir Performance and Well Production DAL 1101-05b Other Copies 3 yrs 
Rates(DAL) 
All records related to this work element covers DAL 1301-0la Quarterly Oil Test report/Regional Office 4yrs 
all monitoring activities associated with 
efficient and proper reservoir management, DAL 1301-0lb Other Copies 2yrs 
prudent well production and practical leasehold 
management DAL 1301-02a Semiannual gas well test report/Regional 4yrs 

• Review sensitive reservoir information Office 

• After final approval, conduct follow-up DAL 1301-02b Other Copies 2 yrs 

review for the conservation of 
information document DAL 1301-04 Monthly report of reservoir overproduction 4yrs 

• Review production and development 
(e.g. reservoir simulation) DAL 1301-05a Approved MER for reservoirs/Regional 4yrs 

• Monitor oil and gas production rate Office 

• Review and approve MER, MPR and DAL 1301-05b Other Copies When 

semi-annual well test report Superseded 

• Receive applications, conduct reviews DAL 1301-07a MER/MPR Reports/Monthly Reports 6mos 

and make determinations 

• Reclassify reservoirs DAL 1301-07b Quarterly Reports 6mos 

• Review and analyze production in 
Gas flaring reports 

paying quantities 
DAL 1301-12 2 yrs 

DAL 1301-14 Clearance Files When 
Superseded 

DAL 1301-16 Lease disposition 2 yrs 
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Temporary. Cut off at close of FY or when DAL 1301-20a Well potential test report/Regional Office 
activity is completed. Retain onsite or at the 
FRC. Delete/ Destroy 25 years after cutoff. DAL 1301-20b Other Copies 

DAL 1302-02 Commingling systems files 

DAL 1701-01 MER Geologic 

DAL 1702-04 -

DAL 1704-01 Enhanced recovery and pressure 

DAL 1704-02 Enhanced recover and maintenance report 
files 

DAL 1704-03 Temporary storage of casing head gas for 
conservation purposes 
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BOEM Bucket 3 Crosswalk-Analysis and Evaluation of OCS Resources 
New Schedule Former Schedule 

Bucket3 Work Series No. Title Retention 
Oil and Gas Reservoir Management Agreements 

Element (OU) 
NAQ NEW - -

3J Information Management and 
Transfer-Ensure optimal Value (NAQ) 
All records related to information and data 
related business processes and tasks that should 
be planned and consistently implemented across 
BOEM. This work does not include technical 
information system or application design and 
development. 

• Review and edit manuscripts and 
provide desktop publishing services 

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

• Manage program office information 
collection activities and forms requiring 
OMB approval 

• Conduct web management and related 
tasks and activities 

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

• Ensure quality and consistent content 
and vocabularies for BOEM 
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information products( intra or Internet 
publications and documents 

• Performa data and information quality 
efforts (version control, verification or 
validation, especially for public images, 
graphics or information) 

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

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

• Revise and review structure of fair 
market value determinations 

• New well evaluations involving the use 
of petro-physical analysis and 
correlations to evaluate new exploratory 
wells to be drilled to place discoveries 
in to proper display 

• New producible lease determinations-
determine if a well qualifies a lease hold 
producible via test evaluation or petro-
physical analysis per CFR 250.115 OR 
116 
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BOEM Bucket 3 CANCELLED SERIES 
New Schedule Former Schedule 

Bucket3 No longer Series No. Title 

required 
-Geophysical Data Indexes 

CANCELED 

Sample Control File 
CANCELED 

Prospect Evaluation Work Paper 
CANCELED 

Prospect Investigation File Card 
CANCELED 

Billing Index 
CANCELED 

Other Base Map Copies 
CANCELED 

Multi Point Back Pressure Tests 
CANCELED 

Quarterly Over/Underproduction 
CANCELED 

MERIMPR Change Reports 
CANCELED 

Quarterly Balancing Reports 
CANCELED 

Production Control Studies File 
CANCELED 
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BOEM Bucket 3- Cancelled Series 
New Schedule Former Schedule 

Bucket3 No longer Series No. Title 

required 
CANCELLED 1302-01 Automatic Custody Transfer (ACT) 

CANCELLED 1403-01 School Certification 

CANCELLED 1702-01 Reservoir/Field Study File 
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REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

TO: NATIONAL ARCHNES and RECORDS ADMINISTRATION 
(NIR) 

1. 	 FROM (Agency or establishment) 
DEPARTMENT OF THE INTERIOR (DOl) 

2. MAJOR SUBDIVISION 

CHIVIST OF THE UNITED STATES 4. NAME OF PERSON WITH WHOM TO 5. TELEPHONE ATE 

CONFER 703-787-1264 
Susan Fawcett-Records Officer 
Office of Administration (OA) 

ecords Directives and Dele ations 

' 
(6. AGENCY CERTIFICATION 


I hereby certify that I am authorized to act for this agency in the matters pertaining to the disposition of its 

records and that the records proposed for disposal attached 23 page(s) are not needed for the business of this\ 

agency or will not be needed after the retention periods specified; and that written concurrence from the 1 

General Accounting Office, under the provisions of Title 8 of the GAO Manuel for Guidance of Federal \ 

Agencies, 


xo is not required; D is attached; or 	 D has been requested. 

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 
Records Officer for BOEM/BSEE, 

\\"\~ ~\ ~ ~~~ Office of AdministratiOn- Records, Directives and Delegations 

7. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRSOR 10. ACTION 
ITEM SUPERSEDED TAKEN 

NO. JOB CITATION (NARA USE 
ONLY) 

Proposed Retention Schedule submission for BOEM BUCKET 4-Energy and 
Mineral Leases 

The Bureau of Ocean Energy Management (BOEM) is submitting the attached 
proposed records schedule for review and appraisal. The design of each schedule 
is premised on a functional "Big Bucket" format in lieu of the traditional 
organizational format for Federal Records retention scheduling. 

The disposition instructions have been developed in correlation with the BOEM 
lines of business functions and processes as they have been reported to the OMB 
and populated in the Department Enterprise Architecture Repository. The basic 
mission of the organization has remained the same. This schedule is written ~o 
authorize the disposition of the records in any media format (media neutral). 

Attachment 4 Proposed Functional Records Retention Schedule (aka "Big 
Buckets") -Energy and Mineral Leases 
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NSN 7540-00-634-4064 STANDARD FORM 115 (REV91) 

PREVIOUS EDITION NOT USABLE Prescnbed by 


NARA 


Each bucket summarizes a unique mission-essential business function and its related processes. 
The buckets are divided into sub-buckets. The sub-buckets categorize separate lines of business 
that warrant a unique and dedicated set of disposition instructions for the records created, 
received, maintained, preserved or ultimately disposed of within the applicable line of business. 

A crosswalk for each bucket is also submitted along with the actual bucket schedule. 

The submission of the crosswalk for each bucket is for the purpose of providing a cross-reference 
between the existing NARA-approved MMS schedules -including item numbers, series descriptions, 
and job numbers with the proposed sub-buckets and disposition instructions designated to 
supersedethem. 

BIG BUCKET RETENTION SCHEDULE FOR THE BUREAU OF OCEAN ENERGY 
MANAGEMENT (BOEM) 

Organization. The Bureau of Ocean Energy Management (BOEM) is headquartered in the 
Washington, D.C. Metropolitan area. BOEM has operational centers and support offices located 
throughout the United States. 

The Bureau of Ocean Energy Management (BOEM) Promotes energy independence, 
environmental protection and economic development through responsible, science-based 
management of offshore conventional and renewable energy and marine mineral resources to its 
stakeholders. . · 

The Office of Administration is responsible for budget and financial management in addition to 
all administrative activities of BOEM. The functions of this organization include planning for 
and using budgetary resources in support of the BOEM' s varied operating and support programs, 
e.g. management analysis, records and paperwork management, human resources, safety and 
health programs, procurement, property and space management, and information management. 

Office of Policy and Analysis is responsible for providing policy review and coordinated 
program and policy positions on all matters relating to the BOEM, for providing a review and 
assessment capability within the Bureau, managing the strategic planning and quality 
improvement processes, and evaluating programs through economic and programmatic policy 
analyses. 

Office(s) of Record refers to the office holding the official record copy of a specific record when 
multiple copies are used across offices. Most typically, this is the office that creates and 
maintains the record, although specific offices may be designated to hold official records 
generated across Program Offices. 
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Media. This schedule covers records in all media, formats, and produced using any and all tools .. 
Records may include, but are not limited to, paper, word processing documents, presentation 
materials, statistical data, spreadsheets, databases, e-mail, photographic materials, audio, film, 
video, drawings, and any other electronic formats that fall within the unstructured, semi
structured, or structured classifications. 

Litigation Holds and Freezes: This schedule is subject to the orders of the court to preserve 
any and all program records deemed potentially responsive in a legal proceeding where BOEM 
or its authorized agents are named parties to an applicable proceeding, regardless of media 
format. In accordance with such a court order, or, by direction of the Department of Justice or 
the Solicitor of the Department of the Interior, BOEM will fully suspend all retention schedule 
disposition instructions in their entirety, indefinitely, until instructed to do so otherwise by these 
same authorities through written notice. 
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November 2014 N1-589-12-04 
BOEM - Bucket 4 - Energy and Mineral Leases 

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

Item 	 Retention Old
Title and Description

Number Requested Series 
Oil and Gas Leases (OH) 

4A ) 
BOEM is responsible for all Outer Continental Shelf (OCS) N/A N/A 
leasing policy and program development issues for oil, gas 
and other marine minerals. 

Many different disciplines contribute to and support the overall 

leasing program--from the initial assessment of resources to 

environmental considerations to the final determination of what is 

actually offered for lease. 


PERMANENT. Cut 1103-01 
4A(l) 	 Official Marine Cadastral Descriptions (AAE)-All records off at close of FY or 1103-02 

related to Offshore cadaster that defines various boundaries and when activity is 1103-04 
aerial measurements prior to offering an area for lease. Includes completed. Retain 1103-05 
Cadastral & Mapping Aspects and Boundary Records, including , on-site or at an off NC1-57
but not limited to the following site storage. 84-7 

Transfer legal 
• Final Lease Maps 	 ownership to NARA 
• Special Maps 	 25 years after cutoff. 
• Official Protraction Diagrams 
• Cadastral Di11grams 
• Block Diagrams 
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Title and Description 
Item No 

Collaboration Documentation for Cadastral and Mapping 
4A(2) 

This includes notes and descriptions covering the following 
collaborative activities: 

• 	 Provision of technical , computational expertise 
Collaboration with Department of State, Justice and 
Commerce on various domestic and international 
boundary lines 

• 	 Provision of assistance , spatial information and metadata 
to coastal States, federal agencies, private industry and 
foreign governments 

• 	 Revision of Corps of Engineer Permits and coordinate 
issues with Solicitor's 

• 	 Participation with the Office of Management and 
Budget's circular A-16 Process including the 
development data content standards 

• 	 Maintenance of the official marine cadastre 

• 	 Provision of internal and external technical assistance 

Retention Old 
R~quested Series 

TEMPORAY: Cut 
off at close of FY or NCl-57
when activity is 84-7 
completed. Retain 
onsite or at an off  1103-03 
site storage. 
Delete/ Destroy 25 
years after cutoff 
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Item 	 Retention Old
Title and Description

Number Requested Series 
National Ocean Policy 

4B N/A N/A 
Coordinated Action at all levels of government in offshore energy 
planning and development for faster and more efficient offshore 
leasing and permitting decisions. 

National Ocean Policy Records 	 PERMANENT. Cut NEW 
4B(l) off at close of FY or 

These records document BOEM' s support of the White House when activity is 
National Ocean Council, and the National Ocean Policy (NOP) completed. Retain ' 
and Implementation Plan. The NOP enhances the Nation's ability on-site or at an off 
to maintain healthy, resilient and sustainable ocean, coasts and site storage. 
Great Lakes resources. The records document BOEM's Transfer legal 
engagement with the NOP initiative and they include the policy ownership to NARA 
itself along with unique BOEM' s records created as part of its 25 years after cutoff. 
development. They also contain the ideas, decisions and products 
provided by BOEM in the building of the NOP by the White 
House National Council, as well as BOEM-specific 
implementation documents 

I 

Individual Lease Sale Terms and Conditions (AAG) 	 1002-02 
4C TEMPORARY. Cut 1002-05 

All records related to conducting lease-related steps in the presale off at close of FY or 
process including preparation of proposed and final notices of sale when activity is 
and determine individual lease sale terms and conditions. completed. Retain 
excluding preparation of consistency determinations coded under onsite or at an off 
AAJ. Item 4E(2) site storage. 

• 	 terms and stipulations for individual lease sales (i.e., fiscal Delete/ Destroy 75 
terms, regulatory terms and royalty relief) years after cutoff 

• 	 special projects and work quality improvement team 

documents 


• 	 proposed or final notices of sale 

Page 6 of60 

FOIA BOEM-2015-00161 Final Response 
Released in Full on 08/11/2015



0 


Item 
Number Title and Description 

Retention 
Requested 

Old 
Series 

4D Five Year Outer Continental Shelf (OCS) Oil and Gas 
Leasing Program: A Five Year Program consists of a schedule of oil 

N/A N/A 

and gas lease sales indicating the size, timing, and location of proposed 
leasing activity the Secretary determines will best meet national energy 
needs for the five-year period following its approval 

4D(l)(a) 5-Year Program Final Products (AAA) PERMANENT. cut NEW 
off at close of FY or when 

All final products for each 5-year program. This includes Draft, 
activity IS completed 
Transfer digital copies (only) 

Proposed, Final, and Revised OCS Oil and Gas Leasing program of all completed Five-Year 

Documents Program records to NARA 
upon approval of this 
schedule For subsequently 
added Five-Year Program 
records, transfer electronic 
files (mcluding 
nonproprietary public 
versions) to the National 
Arch1ves at three year 
mtervals under the 
mstructwns in 36 CFR 
1235.44-50, or whichever 
transfer gmdance is in place 

at the time of the transfer. 

4D(l)(b) All Support records leading up to the final products for each 5 TEMPORARY. Cut 1001-02 
year program. These include: Lease sales activity records, off at close of FY or Nl-473
temporary maps and all other supporting documents that are when activity is 88-1 
precursors of the final product as stated in 4D(l)(a). completed. Retain 

onsite or at an off site 
storage. 
Delete/ Destroy 25 

years after cutoff. 

4D(2) NEPA Compliance for the 5-Year Program (AAB) TEMPORARY. Cut 1001-05 
All records related to planning and conducting studies and off at close of FY or N1-473
preparing environmental impact statements (EIS) in support of when activity is 88-1 
the 5-Year Outer Continental Shelf (OCS) Program. Records completed. Retain 
include activities: onsite or at an off site 

• The planning and conduct of document storage . 
preparation/procurement to support programmatic EIS Delete/ Destroy 25 

• Records of NEPA procedural compliance, analysis, years after cutoff . 
oversight management, Federal Register notices, 
scoping and public hearings and preparation of EIS 
Documents 
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Item No 
Title and Description 

4D(3) Environmental Coordination for the 5-Year Program (AAC) 

All records related to conducting and coordinating inter
governmental consultations in support of the 5-Year OCS 
Program includes: 

• 	 Inter-governmental consultations such as consultations 
with States (i.e., Coastal Zone Management Act 
activities) and Federal agencies (i.e., U.S. Fish and 
Wildlife Service and the NOAA Fisheries Service). 

• 	 environmental impact statements for the 5- year 
program 

' 

4D(4) 	 Economic and Engineering Analysis for the 5-Year Program 
(AAD) 
All records related to all processes and tasks needed to 
accomplish economic analysis, modeling and consultation in 
support of the drafting and implementing the 5-Year OCS Oil 
and Gas Program; 

• 	 Records of performance of economic and engineering 
analysis for 5-Year Plan, including ad hoc analysis 
(output from work element NAA is used for this work 
element) 

• 	 economic and engineering evaluation work for 
Headquarters in development of the 5-Year Leasing 
Program documents 

• 	 documents for the 5-Year Program, NEP A exploration 
and development 

• 	 5-Year Program development-economic and engineering 
model records \ 

Retention Old Series 
Requested 

TEMPORARY. Cut 1105-01 
off at close of FY or NC1-57
when activity is 84-7 
completed. Retain 
onsite or at an off site 
storage . 
Delete/ Destroy 25 

years after cutoff. 

TEMPORARY. Cut 1001-04 
off at close of FY or Nl-473
when activity is 88-1 
completed. Retain 
onsite or at an off site 
storage. 
Delete/ Destroy 25 

years after cutoff. 
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Item 	 Title and DescriptionNumber 

4D(5) Individual Lease Sale Areas of Interest (AAF) 

All records related to Information and Nominations and the 
Area Identification steps of the presale process, the area to 
consider for leasing for a proposed sale ; includes but not limited 
to: 

• 	 Individual Lease sale/areas of interest determination 
documents 

• 	 Documents showing Hydrocarbon List analyses of 
open-hole data on unleased blocks in the GOM to 
develop a digital, web-site page or paper publication that 
identifies well bores with hydrocarbons 

4D(6) NEPA Compliance for Lease Sales (AAH) 

All records related to preparing Environmental Assessments 
(BAs) or Environmental Impact Statements (EISs) in support of 
individual Offshore OCS oil and gas lease sales. The work 
includes ensuring National Environmental Policy Act (NEPA) 
procedural compliance, performing NEPA analyses, and I 

preparing EA or EIS documents. 
Includes: 

• 	 Management and oversight of the NEP A process 

• 	 scoping activities and public hearings 

• 	 supportive envjronmental and socio-economic analyses 
documents 

• 	 Preparation of EA or EIS documents 

Retention Old 
Requested Series 

TEMPORARY. Cut 
off at close of FY or 1001-01 
when activity is N1-473
completed. Retain 88-1 
onsite or at an off site 
storage. 
Delete/ Destroy 25 
years after cutoff. 

TEMPORARY. Cut 1001-03 
off at close of FY or 
when activity is NC1-57
completed. Retain 84-7 
onsite or at an off site 
storage. 
Delete/ Destroy 75 
years after cutoff. 
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Item 	 Title and DescriptionNumber 

4E 	 Environmental Studies Program: All studies developed, 
conducted and overseen by the program employing world-class 
scientific research specifically to inform policy decisions regarding 
devt:lopment of Outer Continental Shelf (OCS) energy and mineral 
resources. Research covers physical oceanography, atmospheric 
sciences, biology, protected species, social sciences and economics, 
submerged cultural resources and environmental fates and effects. 
Includes all environmental studies in respect of Oil and Gas, renewable 
energy, non-energy mineral leasing and permit decisions, other non-
energy studies .. 

4E(l) 	 Environmental Studies : 

(a) Final Environmental Studies Reports: 
Records documenting scientific research studies specifically 
implemented to inform policy decisions for oil and gas, renewable 
energy, non-energy mineral leasing and also other non-energy 
environmental studies. Specifically include all final reports in 
respect of the following studies ; 

• Oil and Gas Lease Sales (AAI) 
Oil and Gas Lease Sale Environmental Studies are those specific to oil 
and gas leasing. These studies support the environmental analyses for 5
Year Program Environmental Impact Statements (EIS), sale-specific 
EISs or assessments related to lease sales. For example, studies of the 
effects of seismic activity on the environment as well as studies on the 
environmental impact of leasing activities on whales, turtles, fish, etc. 

• Renewable Energy (LBE), 
Renewable Energy Environmental Studies contain 
final environmental studies that provide information for 
alternative energy regulatory and NEPA decisions. 

• Non-Energy Mineral Leasing (QBE) 
Environmental Studies that support Non-Energy Mineral Leasing 
and Permit Decisions include final studies related specifically to 
sand and gravel environmental research. 

• Other Non-Energy (QAE) studies 
Other Non-Energy Environmental Studies are those related 
specifically to non-energy mineral, excluding sand and gravel, and 
environmental research 

Retention Old 
Requested Series 

N/A N/A 

PERMANENT. Cut 1001-06a 
off at close of FY or NCl-57
when activity is 84-7 
completed. Transfer 
digital copies( only) 
of all completed 
studies to NARA 
upon approval of this 
schedule. Thereafter, 
transfer electronic 
files three year 
intervals under 
instruction 36 CFR 
1235.44-50, or 
whichever guidance 
is in place at the time 
of transfer. 
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Item 
No Title and Description 

4E(1) (b) Environmental Studies Case Records: 
This series includes all management oversight and work to plan 
environmental studies for oil and gas, renewable energy, non-
energy minerals, and other non-energy categ9ries, and all work on 
individual studies projects for prelease decisions. They include 
records documenting all management type oversight and work in 
planning the environmental study. The records also document the 
following activities: 

• development of 
o- Annual Environmental Studies Plans 
o- Annual Regional Studies Priority Lists 
o- National Studies Priority Lists 

• consultation with the Outer Continental Shelf Scientific 
Committee 

• maintenance of the Environmental Study Plan's Financial 
Project Management System 

• preparation of procurement packages including 
o- statements of work 
o- requisitions 
o- independent government cost estimates 
o- technical evaluation criteria 
o- justifications for noncompetitive procurement 
o- all required approvals 

• solicitation, technical proposal evaluation and contract 
award 

• oversight of environmental studies 
• general support for the conducting of Studies 
• performance monitoring information 
• environmental studies research data and information 

archive acceptance and dissemination records 

Retention 
Requested 

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

Old 

Series 


Nl-473
88-1 

1001-05 
1001-06b 

N1-473-97
1 
1004-07 
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Item Title and Description 
No 
4E(2) Environmental Coordination for Lease Sales (AAJ) 

All records related consultations with States and other Federal 
agencies in support of individual Outer Continental Shelf (OCS) 
lease sales, including documentation prepared by the Bureau to 
support these consultations. Includes: 

• 	 Coastal Zone Management Act (CZM) consistency 
determinations and certifications (i.e., consultations with 
States) 

• 	 Endangered Species Act (ESA) Sec~ion 7 biological 
assessments and consultations (with the U.S. Fish and, 
Wildlife Service [FWS] and National Oceanic and the 
Atmospheric Administration [NOAA], Fisheries) 

• 	 Essential fisheries habitat (EFH) consultations with 
NOAA, Fisheries 

• 	 Workload measures such as Number of Coastal Zone 
Management (CZM) consistency determinations-lease 
sales, Number of Endangered Species Act (ESA) section 
7 National Marine Fisheries Service (NMFS) 
consultations-lease sales, Number of ESA sect. 7 
consultations (FWS)-lease sales, Number of Essential 
Fish Habitat (EFH ) consultations (NMFS)-lease sales. 

4E(3) Oil Spill Risk Analyses for Lease Sales (AAK) 

All records related to preparing an oil spill risk analysis for lease 
sales. It does not include environmental studies that may supply 
information useful to the Oil Spill Risk Analysis (OSRA) model, 
nor does it include the analysis of the OSRA results for an 
environmental analysis such as an environmental impact statement 
or an environmental assessment. Includes: 

• 	 identification of potential spill areas (launch areas and 
points) 

• 	 identification of potentially affected resource areas (targets) 
• 	 acquisition of data sets for model seeding or validation 
• 	 data preparation, Modeling efforts, Preparation of model 

results for dissemination 

Retention 	 Old 

Series
Requested 

TEMPORARY. Cut 1105-01 
off at close of FY or 
when activity is 
completed. Retain NC1-57
onsite or at an off site 84-7 
storage. 
Delete/ Destroy 25 
years after cutoff. 

TEMPORARY. Cut 1001-03 
off at close of FY or NC1-57
when activity is 84-7 
completed. Retain 
onsite or at an -off 
site storage. 
Delete/ Destroy 25 

years after cutoff. 
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Item 	 Title and Description 
No 
4F Lease Sale Planning (AAL) 

All records related to standard administrative operating 
procedures to plan and conduct a lease sale. Includes planning 
area reviews, lease status review, preparation and assistance to 
headquarters on proposed and final notices of sale, planning and 
scheduling the facilities and related equipment needs. Also 
includes notices to States, acceptance of bids and updates to the 
corporate database. 
Includes: 

• 	 Lease sale holding process documents 

• 	 Screening of accepted bids, opening of bids process 
documents 

• 	 Planning and implementation updates of sale records 

4F(l) New Leases (AAM) 

All records related to administrative procedures carried out to 
prepare and execute new leases and lease execution by the 
Regional Director and document copying and mail outs to 
companies. 
Includes: 

• 	 Preparation and execution of new leases 
• 	 Provision of support and service to lease high bidder 
• 	 Notice to companies ·an bid acceptance 
• 	 Payoff notification 

Bowhead Whale In-house Aerial Survey Program (ABL) XX 
All records related to the in-house Bowhead whale aerial survey 
effort for scientific research 

XX: Excluded from the schedule 

Retention 
Requested 
TEMPORARY. Cut 
off at close of FY ,or 
when activity is 
completed. Retain 
onsite or at an off site 
storage. 

Delete/ Destroy 25 
years after cutoff. 

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

N/A 

Old 
Series 
1002-06 
1101-01 
1101-03 
NCl-57
84-7 

1001-03 
NCl-57
84-7 

N/A 
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Item 	
Title and DescriptionNumber 

Oil and Gas Lease Authorizations (OD) 
4G 	 All records related to post-lease actions including adjudication and 

administration of oil and gas leases and other authorizations. 

4G(l) 	 Adjudicate and Administer Leases (AAZ) 

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

• 	 Lease administration and adjudication documents 

• 	 Lessee or operator reviews and possible bankruptcy action 
documents 

• 	 Lease status review documents 

• 	 Fishermen's Contingency Fund claims records 

• 	 Designation of Operator Forms 

• Lease clearance time extensions 

' • Weeldy Adjudication Reports. 


• 	 Lease record histories 

4G(2) 	 Lease Rights-of-Way or Operating Rights Assignments (ABA) 

All records related to the adjudication processes including initial 
review, acceptance and tracking; data entry, file review and 
approval of assignments by Land Law Examiners and preparation 
of approval letters and lease administration data entry and changes 
to the corporate database. These records also include: 

• 	 Transfer of interest in leases and rights-of-way and 
assignments 

• 	 Lease and right-of-way assignments approval documents 

• 	 Lease and operating rights interest adjudication 
documents. 

• 	 Customer assistance, fee processing, Department of 
Justice approval requests, verification records. 

Retention Old 
Requested Series 

N/A N/A 

TEMPORARY. Cut 1101-02 
off at close of FY or 1101-04 
when activity is NC1-57
completed. Retain 84-7 
onsite or at an off site 
storage. 
Delete/ Destroy 75 
years after cutoff. 

TEMPORARY. Cut 110 1-02a(l) 

off at close of FY or 
when activity is NCl-57-84
completed. Retain 7 

onsite or at an off site 
storage. 
Delete/ Destroy 75 
years after cutoff. 
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4G(3) Lease Relinquishments (ABB) 	 TEMPORARY. Cut 1101-02a 
off at close of FY or NCl-57

All records related to the acceptance of lease relinquishments and when activity is 84-7 
the updating of the corporate database lease administration completed. Retain 
module, include onsite or at an off site 

• 	 information associated with lease relinquishment storage . 
documents Delete/ Destroy 75 

• 	 actions related to lease relinquishments years after cutoff . 

4G(4) Company Qualification Submittals (ABC)· 	 TEMPORARY. Cut 1101-02bf 
off at close of FY or Nl-473-88

All records related to the review and acceptance of documentation when activity is 1 
filed by new applicants to be approved to do business with the completed. Retain 
Bureau of Ocean Energy Management (BOEM). Also, the process onsite or at an outside 
of reviewing and accepting changes to qualification data. storage. 

Delete/ Destroy 75 
new applicants qualification records • 	 years after cutoff . 

• 	 updated qualification data records _ 
• 	 reviewed and processed request acceptance from 


companies or other applicants for qualification by BOEM. 

• 	 customer education and/or assistance 

4G(S) Company Merger and Name Changes (ABD) 	 TEMPORARY. Cut 1101-02a(l) 
off at close of FY or NCl-57-84

7All records related to the formal review, evaluation and acceptance when activity is 
of legal documents to properly indicate rights, privileges or completed. Retain 
ownership related to, for example, mergers or name changes. onsite or at an off site 

storage.
• 	 company merger document Delete/ Destroy 7 5 
• 	 company name change documents years after cutoff . 
• 	 Companies and other applicants reviews and of 


application documents 


• 	 customer assistance and education and database entry 

information 
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Item 	 Title and DescriptionNumber 

4H Financial Instruments and Bonds (ABF) 
All records related to verify the lease operator fulfi~lment of the 
legal obligation to maintain a lease bond in the required amount. 
The bond guarantees compliance with all of the terms and 
conditions of the lease. Includes, but not limited to the following: 

• 	 Bond acceptance, review and administration (i.e., general, 
supplemental or replacement). Also riders, terminations, 
cancellations and third party guarantees records 

• 	 Bond financial reviews 

• 	 Supplemental bond requirement and approval records 

• 	 Change of Operators bond reviews and approvals 

• 	 Cost analysis for lease abandonment records 
0 lease abandonment cost analysis -submittals 
0 lease abandonment cost analysis -in depth review 

• 	 Records of verification of general and supplemental bonds 
or other financial security for leases and rights-of-use
and-easement. Also: 

• 	 Replacements, terminations, and cancellation documents 

• 	 Bond economic evaluation records 

• 	 Bond or other financial security amount requirement, 
including 
0 level of general bond required (based on activity 

level) 
0 level of supplemental bond required 
0 alternative financial security proposals review and 

evaluation records 

4H(l) Bankruptcy Proceedings (ABH) 
All records related to the proceedings associated with a process 
that by law entitles creditors to some form of payment for their 
unpaid service 

• 	 Lessee/Operator bankruptcy actions reviews and input 
records 

Retention Old 
Requested Series 

TEMPORARY. Cut 1101-02c 
off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage . 
Delete/ Destroy 75 
years after cutoff. 

TEMPORARY. Cut 1101-02a(l) 

off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage. 
Delete/ Destroy 75 
years after cutoff. 
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Item 	
Title and DescriptionNumber 

4H(2) 	 Oil Spill Insurance Requirements (ABG) 
All records related to the review, acceptance and processing of Oil 
Spill Financial Responsibility (OSFR) forms and financial data, 
including bonds associated with insurance requirements. 

• 	 Oil Spill insurance requirements implementation records 

4H(3) 	 The Royalty Relief Program (ABI) 
All records related to a program put into practice to reduce royalty 
assessments to promote development, increase production, or 
encourage production of marginal resources on certain leases or 
categories of leases. 
Includes the following records: 

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

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

• 	 Royalty suspension volume 

• 	 Royalty rate reduction requests (end-of-life relief: 
coordinate with OEE, OFO and PDRE: also, perform 
economic analysis with headquarters, determine 
eligibility, make determination) 

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

• 	 Royalty relief application reviews and analysis 

• 	 Bids and field determinations appeals process 

• 	 Field Determination/Deepwater Royalty Relief-
Determination for placement of new producible lease in 
deepwater into new or existing field. Eligible DWRR 
leases may receive share of automatic royalty suspension 
volume evaluation records 

• 	 Specific types of royalty relief and the form of such relief 
determination records 

• 	 Records of Deepwater Royalty Relief (DWRR) requests, 
reviews, analysis and approval of deep gas well royalty 
relief projects 

Retention Old 
Requested Series 

TEMPORARY. Cut 
off at close of FY or 1101-07 
when activity is 
completed. Retain 
onsite or at an off site 
storage. 
Delete/ Destroy 75 
years after cutoff. 

1706-01 
TEMPORARY. Cut 1706-02 
off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage . 
Delete/ Destroy 75 
years after cutoff. 
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41 

Item 
Number 	 Title and Description 

Process non-BOEM Approved Legal Filings (ABE) 
All records related to the receipt, processing and imaging of all 
lease related documents submitted to BOEM that are "required for 
filing" but not approved by BOEM and all lease related documents 
that are submitted to BOEM based on the need for the need for 
third party notice. Includes: 

• 	 Reguire to be filed but not for armroval documents, e.g., 
production payments and net profit reports)fail under 
statute 256.64(7) which states; "you may create, transfer 

-	 carried working interests, overriding royalty interests, or 
payments out of production without obtaining the regional 
director's approval. However you must file instruments 
creating or transferring carried working interests, 
overriding royalty interests, or payments out of production 
with the regional director for record purposes 

• 	 3rd Party Notice documents. These may be used in 
Abstract of Title searches involving leases and include 
such documents as: UCC filings and financial statements, 
Contracts, Agreements, miscellaneous conveyances, 
judgments, mortgage and lien documents, and releases 
thereof 

• 	 Adjudication cost recovery fees processed including: 
Record Title/Operating Rights, Change in Designation of 
Operator, Pipeline Row Assignment, etc 

Retention -
Old 

Requested Series 

TEMPORARY. Cut NEW 
off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage. 
Delete/ Destroy 75 
years after cutoff. 

Page 18 of60 

FOIA BOEM-2015-00161 Final Response 
Released in Full on 08/11/2015



0 


Item Retention Old 
No Title and Description Requested Series 

4J 	 Information Management and Transfer, Process Oil and Gas TEMPORARY. Cut NEW 
Leases (ABN) off at close of FY or 
All records related to all information and data related business when activity is 
processes and tasks that should be planned and consistently completed. Retain 
implemented across BOEM. In particular, those information onsite or at an off site 
management and publication support services for functions storage. 
covered by the work elements included under OR-Process Oil and Delete/ Destroy 7 
Gas Leases, OM-Process offshore oil and gas user plans and years after cutoff. 
permits, OD maintenance of oil and gas lease authorizations. 

-Includes: 

• 	 Manuscript edits and desktop publishing service reviews 

• 	 Performance of records and document management in 

accordance with National Archives and Records 

Management Requirements 


• 	 Program office information collection activities and forms 

requiring OMB approval records 


• 	 web management and related tasks and activities records 

• 	 Perform Oversight and extensible markup language 

performance records. Ensure quality and consistent 

content and vocabularies for BOEM information products( 

intra or Internet publications and documents 


• 	 Performa data and information quality efforts (version 

control, verification or validation, especially for public 

images, graphics or information) 


• 	 Change data including the conversion of paper to 

electronic files or electronic files from one format to 

another 


• 	 Perform activities (including OMB requirements) related 

to customer service 


• 	 Revise and review structure of fair market value 

determinations 


I 
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Item 	 Title and DescriptionNumber 

4K 	 Renewable Energy Program (SC) 
Records related to the development and management of the OCS 
renewable energy programs. Includes environmental and 
engineering studies providing information for renewable energy 
and alternative- use NEPA decisions. All stakeholder and public 
meetings held in support of renewable andalternative energy. 
Preparation of briefings, objectives, milestones, budgets, 
schedules, meeting materials and other documents supporting the 
renewable and alternative energy program. 

4K(l) 	 Renewable Energy Program Development and Management 
(LBA) 
All records and work related to the development and management 
of the alternative energy and alternate use program, such as: 

• 	 Stakeholder meetings not directly related to NEPA 
document preparation 

• 	 briefing documents, objective, milestones, budgets, EPA 
Reports, schedules, meeting materials and other 
managerial type documents 

• 	 Development of Regional Plans and programmatic level 
documents (except for the Programmatic EIS ) 

• 	 Development of Policy 

• 	 Administrative functions associated with the program and 
its staff 

• 	 Preparation and presentation of papers or presentations by 
staff on the alternative energy program or the alternate use 
of OCS facilitates that are not included under studies 
(LBE) or NEPA (LBD). 

Renewable Energy Development Plans and Applications 
4K(2) 	 Review (LBC) I 

All records related includes reviews and coordination on 
renewable energy plans and applications except for NEP A related 
reviews and coordination. 

• 	 Management of renewable energy projects from receipt 
onto approval, disapproval, or withdrawal 

• 	 Non-environmental review records 
• 	 Coordination and approval process for renewable energy 

plans and application 

Retention Old 
Requested Series. 

N/A N/A 

PERMANENT. Cut NEW 
off at close of FY or when 
activity ts completed. 
Electromc Records: 
Transfer electronic files 
(including non-proprietary 
public versions) to the 
National Archives at three 
year intervals under the 
instructiOn in 36 CFR 
1235.44-50, or whichever 
guidance is in place at the 
time of transfer. 
Hard Copy Records: 
Transfer to an outside 
storage 5 years after 
cutoff. Transfer to the 
National Archives 25 
years after cutoff. 

TEMPORARY. Cut 
off at close of FY or NEW 
when activity is 
completed. Retain 
onsite or at an off site 
storage . 
Delete/ Destroy 75 
years after cutoff. 
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Item 
No Title and Description 

4K(3) 	 Renewable Energy NEPA and Consultation (LBD) 
All records related include NEP A and consultation for all 
alternative energy plans and applications. This captures the effort 
to perform consultations and produce documentation required by 
NEPA, such as: 

• 	 All work associated with all NEP A documents, 
programmatic and site-specific, for alternative energy 

• 	 Contracting work associated with 3rd party produced 
NEPA documents for alternative energy projects 

• 	 Preparation and publication of Federal Register notices 
associated with NEPA work for alternative energy 

• 	 Consultations preformed in support of NEP A work for 
alternative energy 

4K(4) 	 Alternative Use Applications (LBF) 
All records and work related to the alternate use of existing OCS 
structures. Records include: 

• 	 Access for alternate use projects 

• 	 NEPA related work for alternate use projects 

• 	 Plan and application review and approval for alternate use 
projects 

• 	 Studies and related contracting work for studies specific to 
alternate use 

• 	 Environmental monitoring for alternate use projects 

• 	 Compliance and appeal-related work stemming from 
alternate use projects 

Retention Old 
Requested Series 

TEMPORARY. Cut NEW 
off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage . 
Delete/ Destroy 75 
years after cutoff. 

TEMPORARY. Cut NEW 
off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage. 
Delete/ Destroy 75 
years after cutoff. 

' 
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Item 

No Title and Description 


4K(5) 	 Renewable Energy Compliance (L;BG) 
All records related include program development and training 
specifically for renewable energy and alternate use compliance. 
Also includes all efforts for on-site or other compliance 
inspections. 

• 	 Development of standards to serve as the basis for 
acceptable operations and inspections 

• 	 All post approval site-specific work associated with 
renewable energy or alternate use projects, such as: 
environmental compliance, field monitoring safety 
inspections, engineering inspections, 3rd party 
verifications, review of reports from the applicant or other 
regulatory agencies 

• 	 Desk audits, modeling, and queries conducted to support 
any of the items listed in the precedi~g bullet 

• 	 Issuance of Incident of Non- Compliance (INC)s for 
alternative energy or alternate use projects 

• 	 Civil penalties and appeals related to alternative energy 
projects

' 

• 	 Compliance tracking 

• 	 Evaluation of standards for efficiency and effectiveness 

• 	 Evaluation of monitoring programs for efficiency and 
effectiveness 

• 	 Evaluation of mitigation for efficiency and effectiveness 

4K(6) 	 Renewable Energy Access (LBH) 
All records related and including activities leading to the granting 
of access of renewable energy projects, and the issuance of the 
instruments of access (leases, right of way and right of use and 
easements). Includes also: 

• 	 Preparation and coordination of Federal Register Notices 
related to access 

• 	 Determinations of interest and competition relating to 
alternative energy lease sales 

• 	 Determinations of individual lease sale area for renewable 
energy lease sales 

• 	 Development of terms and conditions for competitive and 
non-competitive alternate energy leases 

• 	 Renewable energy lease sales documents 

Retention Old 

Requested Series 

TEMPORARY. Cut NEW 
off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage . 
Delete/ Destroy 7 5 
years after cutoff. 

TEMPORARY. Cut NEW 
off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage . 
Delete/ Destroy 75 
years after cutoff. 
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Item 
Title and DescriptionNo 

4L 	 Renewable Energy Program-out- reach, technical studies, task 
force 
Production and transmission of energy from sources other than 
gas and oil. The 2009 final regulations provide a framework for 
issuing leases, easements and rights-of-way for OCS activities. 
BOEM is responsible for offshore renewable energy development in 
Federal waters and anticipates future development on the OCS from three 
general sources: offshore wind energy, ocean wave energy, and current 
wave energy. 

4L(l) 	 Renewable Energy Stakeholder Outreach (LBI) 

All records related to Renewable Energy stakeholder outreach 
initiatives including consultation and coordination with interested 
and affected parties, and analysis of other applicable federal, state, 
and local requirements for each impacted state. Stakeholder 
include but are not limited to Federal agencies, State agencies, 
local and tribal governments, universities, non-governmental 
organizations (NGOs), and collaborative (Northeast Regional 
Ocean Council (NROC), United States Offshore Wind 
Collaborative (USOWC), West Coast Governor's' Agreement ' 
(WCGA), etc). Includes also, but not limited to the following: 

• 	 information transfer meetings, 

• 	 public scoping meetings, 

• 	 public hearings, inter-governmental and inter-agency 
meetings, 

• 	 conference presentations/sponsorships, 

• 	 workshops, 

• 	 Federal regulatory meetings (e.g., meetings with FERC, 
DOE and other cooperating agencies), and; 

• 	 coordination activities involved with the development of 
MOAs and MOUs pertaining to renewable energy leasing 
on the OCS. 

Retention Old 
Requested Series 

N/A N/A 

TEMPORARY. Cut 
off at close of FY or NEW 
when activity is 
completed. Retain 
onsite or at an off site 
storage. 

Delete/ Destroy 25 
years after cutoff. 
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Item 
Title and DescriptionNo 

' 

4L(2) 	 Renewable Energy Task Forces (LBJ) 
All records related to the development and actualization of Task 
Forces. Includes BOEM consultations with the full spectrum of 
relevant Federal agencies, State agencies, and local and tribal 
governments in planning and administering its renewable energy 
leasing activities on the OCS. Membership in BOEM-sponsored 
state Task Forces is limited to Federal officials and elected officers 
of State, local, and tribal governments (or their designated 
employees with authority to act on their behalf) acting in their 
official capacities. Task Force meetings are held solely for the 
purposes of exchanging views, information, or advice relating to 
the management or implementation of the BOEM renewable 
energy program. Activities include: 

• 	 Dialogues and meetings held pertaining to BOEM-
sponsored renewable energy State Task Forces, and; 

• 	 administration activities in support of the establishment 
and maintenance of these Task Forces. 

4L(3) 	 Renewable Energy Technical Studies (LBL) 
Technical studies providing information for renewable energy 
programmatic and regulatory decisions. 

(a) 	Significant Renewable Energy Research (REnR) Studies. 
Studies that disseminate the findings, methodology, and 
conclusions of renewable energy research conducted through the 
technology assessment program, which capture research and 
development data of ongoing value that: Provides continuation 
of long-term data collection and monitoring efforts of national 
or international interest in the subject area; Documents 
technological breakthroughs for the control, prevention, and/or 
mitigation of oil spills; Documents cumulative data gathered or 
derived under the research project that may be used to track 
long-term trends or developments; Is unique or irreplaceable 
mformatwn; Sigmficantly alters basic assumptions or 
approaches taken by the research community; Supports 
decisions and actions that have a substantial impact on 
important public policy or private sector decisions; 
Demonstrates research that received national or internatiOnal 
awards of distinction; and/or Receives widespread national or 
international media attention and/or resulted in significant 
social, political, or scientific controversy 

Retention Old 
Requested Series 

TEMPORARY. Cut NEW 
off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage. 

Delete/ Destroy 25 
years after cutoff. 

PERMANENT. Cut NEW 
off at close of the fiscal 
year or when activity is 
completed. Electronic 
Records: Transfer 
electronic files 
(including 
nonproprietary public 
access versions) to the 
National Archives at 
three year intervals 
under the instructions in 
36 CFR 1235.44-50, or 
whichever transfer 
guidance is in place at 
the time of the transfer. 
HardcoQy Records: 
Transfer to the FRC 5 
years after cut-off. 
Transfer to the National 
Archives 25 years after 
cut off. 
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Item 
No Title and Description 

4L(3) (b) Other than significant REnR Studies: 

Includes: Case files and studies created for the renewable 
energy research program not meeting the criteria of "significant" 

' 


4L(4) Renewable Energy Lease adjudication and Administration 
(LBM) 
All records related to the adjudication and administration of 
renewable energy leases that do not fall into any other category, 
including work accomplished to 

• Lease application adjudications 
• Lease administrative record 
• Lease status reviews 
• Lease/operating rights interests and process lease 
relinquishments. This includes customer assistance, fee 
processing, and verification that companies are qualified 
• Designation of Operator forms 

Retention Old 
Requested Series 

TEMPORARY. Cut off 
at close of the fiscal NEW 
year or when when 
activity is completed. 
Electronic Records: 
Transfer electronic files 
(including 
nonproprietary public 
access versions) to the 
National Archives at 
three year intervals 
under the instructions in 
36 CFR 1235.44-50, or 
whichever transfer 
guidance is in place at 
the time of the transfer. 
Hardcogy Records: 
Transfer to the FRC 5 
years after cut -off. 
Transfer to the National 
Archives 25 years after 
cut off. 

TEMPORARY. Cut NEW 
off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage. 

Delete/ Destroy 25 
years after cutoff. 
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0 


Item Retention Old 
No Title and Description Requested Series 

4L(S) Company Qualification Submittals for Renewable Energy TEMPORARY. Cut NEW 
(LBN) off at close of FY or 

when activity is 
All records related to the review and acceptance of documentation completed. Retain 
filed by new applicants to be approved to do business with the onsite or at an off-
Bureau of Ocean Energy Management (BOEM). Also, the process site storage. 
of reviewing and accepting changes to qualification data. Delete/ Destroy 25 

years after cutoff. 
• Legal, technical or financial qualification of new applicants 
• Updates to company qualifications (authorized officers, etc.) 
• Updates of company mergers, name changes and business 
conversions 
• Customer assistance, education and database entry 

4M Financial Instruments and Bonds for Renewable Energy TEMPORARY. Cut NEW 
projects (LBO) off at close of FY or 

when activity is 
All records relating to ensuring that a lease or grant bond in the completed. J3.-etain 
required amount has been provided. The bond guarantees onsite or at an off site 
compliance with all of the terms and conditions of the lease or storage. 
grant. Delete/ Destroy 25 

years after cutoff. 
• Administration of new surety bonds and other financial 
assurance instruments 
• Surety bond riders, terminations, and cancellations 
• Bond and financial reviews 
• Bond approvals related to change of operators, mergers, name 
changes and business conversions 
• Cost analysis for lease abandonments 

- lease abandonment cost analysis-submittals 
- lease abandonment cost analysis-in depth review 

• Economic evaluations of bonds 

I 
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Item 
Title and DescriptionNumber 

4N Non-Energy Mineral Licenses, Permits or Leases (OV) 

All records related to Exploration Licenses and Prospecting 
Permits includes all actions necessary for issuance, whether issued 
or not. Processed in conformance with existing manuals and 
handbooks for exploration licenses and prospecting permits for 
non-energy leasable minerals. 

Non-energy mineral prospecting, leasing, and production are 
4N(l) in 30 CFR Part 280 (prospecting), Part 281 (leasing), and Part 

282 (production). 

• 	 Leasing and regulating the recovery of minerals records 

• 	 Subsoil and seabed of all submerged lands seaward of 
State-owned waters to the limits of the OCS 

• 	 Records of OCS sand, gravel, or shell resources for shore 
protection, beach or wetlands restoration projects, or for 
use in construction 

4N(2) Sand and Gravel Lease Requests (QAA) 

All records related to planning, evaluating, preparing and 
executing sand and gravel mineral leases include: 

• 	 Completed National Environmental Policy Act and other 
required environmental analyses or consultations 
documents 

• 	 Memoranda of Agreement with Federal agency(s) 
negotiation records 

• 	 prepared and negotiated sand and gravel leases records 

• 	 Competitive sand and gravel lease sales Records 

• 	 Number of sand and gravel leases issued measurement 
notes 

Retention Old 
Requested Series 

N/A N/A 

TEMPORARY. Cut 1001-06 
off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage. 
Delete/ Destroy 25 
years after cutoff. 

TEMPORARY. Cut 1001-05 
off at close of FY or 1004-02 
when activity is 1004-05 
completed. Retain 
onsite or at an off site 
storage. 
Delete/ Destroy 25 

years after cutoff. 
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Item 	
Title and DescriptionNumber 

4N(3) 	 Cooperative Sand and Gravel and Other Non-Energy Mineral 
Assessments with States and Marine Minerals Research 
Centers (QAC) 
All records related to the business processes and tasks to 
participate in cooperative Outer Continental Shelf non-energy 
mineral studies through the 

• 	 State Cooperative Offshore Sand and Gravel Program 

• 	 Marine Minerals Technology Center (MMTC) Program 
sand outreach programs 

• 	 non-environmental consultations 

Other Non-Energy Leases (QAD) 
4N(4) 

All records related to planning evaluating, preparing and 
executing non-energy mineral leases include: 

• 	 Completed National Environmental Policy Act and other 
required environmental analyses or consultations records 

• 	 Memoranda of Agreement with Federal agency(s) 
negotiation notes 

• 	 Non-energy leases preparation and negotiated issuance 
documents/ competitive non-energy lease sales 

• 	 Number of non-energy leases issue 

4N(S) 	 Non-Energy Task Force (QAF) 

All records related to the business processes and tasks to 
participate in cooperative Outer Continental Shelf non-energy 
mineral studies, including records that indicate number of non-
energy leases issued (excluding sand and gravel) 

Retention Old 
Requested Series 

TEMPORARY. Cut 1004-04 
off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage. 
Delete/ Destroy 25 
years after cutoff. 

TEMPORARY. Cut 
off at close of FY or 1004-06 

when activity is 
completed. Retain 
onsite or at an off site 
storage. 
Delete/ Destroy 25 
years after cutoff. 

TEMPORARY. Cut 1004-07 
off at close of FY or 
when activity is 
completed. Retain 
onsite or at an off site 
storage. 
Delete/ Destroy 25 
years after cutoff. 
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October 2014 

BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 Series TitleWork 

Oil and Gas Leases (OH) No.
Element 

AAE 1103-01 Manuscript Maps 
4A(1) Official Marine Cadastral Descriptions · 1103-02 Published Base Map Record Set 

(AAE) 1103-04 Graphic Indexes and Finding Aids 
• Final Lease Maps 1103-05 Official Protraction Diagrams 
• Special Maps 

~• Official Protraction Diagrams 
• Cadastral Diagrams 

• Block Diagrams 

PERMANENT. Cut off at close of FY or when activity is completed 
Retam on-s1te or at an off site storage 

Transfer legal ownership to NARA 25 years after cutoff. 

4A(2) Final Map support records of external 
collaboration, of technical assistance, Corps 
permitting, circular A-16 documents including 1103-03 Working copy prints of base maps descriptions ... 

TEMPORAY: Cut off at close of FY or when activity is completed. 
Retain onsite or at an off site storage 
Delete/ Destroy 25 years after cutoff 

Retention NARA 
Authority 

p NC1-57-84-7 
p NC1-57-84-7 
p NC1-57-8~ 
p NC1-57-84

NC1-57-84-7 
() 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
Oil and Gas Leases (OH) No. AuthorityElement 

4B(l) National Ocean Policy Records NEW 
These records document BOEM' s support of the White 
House National Ocean Council, and the National Ocean 
Policy (NOP) and Implementation Plan. The NOP ()
enhances the Nation's ability to maintain healthy, 
resilient and sustainable ocean, coasts and Great Lakes 
resources. The records document BOEM' s engagement 
with the NOP initiative and they include the policy itself 
along with unique BOEM' s records created as part of its 
development. They also contain the ideas, decisions and 
products provided by BOEM in the building of the NOP 
by the White House National Council, as well as BOEM-
specific implementation documents 

() 
PERMANENT. Cut off at close of FY or when activity 
is completed. Retain on-site or at an off site storage. 
Transfer legal ownership to NARA 25 years after cutoff. 
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Bucket 4 Crosswalk-Ener~y and Mineral Leases 
New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. 	 AuthorityElement 

AAG 1002-02 Prospect Investigation Files 75 yrs. NCl-57-84-7
4C Individual Lease Sale Terms and Conditions 
Includes: 

AAG 1002-05 Lease Sale Prospect Index Maps 75 yrs NCl-57-8'{) 
• 	 terms and stipulations for individual lease sales 


(i.e., fiscal terms, regulatory terms and royalty 

relief) 


• 	 special projects and work quality improvement 

team documents 


• 	 proposed or final notices of sale . 

TEMPORARY. Cut off at close of FY or when activity ()
is completed. Retain on-site or at an off site storage. 
Transfer legal ownership to NARA 25 years after 

cutoff. 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket4 Series Title Retention NARAwork 
No. AuthorityElement 

AAA 1001-02 Block Nomination Files 5 yrs N1-473-88-14D(l) 5-Year Program Development (AAA) 
Includes: 
All records of proposed Final 5-year program, that include the summary of 
decisiOns w1th schedule of lease sales, Proposed Fmal Program options with £) 
s1ze, timing, and location optiOns, framework for formulatmg the proposed 
final program; and analysis of Proposed Final Program options Contams 
information on envuonmental1mpacts of each alternative on, and analyses of 
environmental concerns for. archaeological Resources; sociocultural systems 
and environmental JUStice; tourism and recreation, fishenes; land use and 
existmg infrastructure, population, employment, and regional mcome, 
National Parks, Reserves, and Refuges; essential fish habitats; seafloor 
habitats, fish resources; coastal and marine birds, terrestrial mammals; marine 
mammals, air quality; and water quality. Also contams summary of program 
comments given at public hearings from State and Local Governments and 
Native Orgamzations; Federal Government agencies, environmental and other 
interest organizatiOns; and the Oil and Gas Industry Includes an assurance of 
Fa1r Market Value, estimated net benefits of producmg available program area 
resources, comparative analyses of OCS Planning Areas; analysis of energy 
needs, area planmng maps; and net benefit analyses 

PERMANENT. Cut off at close of FY or when activity is completed. 
Transfer digital copies (only) of all completed Five-Year Program records to 
NARA upon approval of this schedule. For subsequently added Five-Year ()
Program records, transfer electromc files (including nonpropnetary public 
versions) to the National Archives at three year mtervals under the instructions 
in 36 CFR 1235.44-50, or whichever transfer gmdance is in place at the time 
of the transfer 
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BOEM Bucket 4 Crosswalk-Ener_gy and Mineral Leases 
New Schedule Former Schedule 

Bucket 4 Series Title Retention NARAWork 
No. 	 AuthorityElement 

AAB 1001-05 Environmental Studies Case Files 25 yrs N1-473-88()4D(2) NEPA Compliance for the 5-Year 
Program (AAB) Includes: 

• 	 The planning and conduct of document 

preparation/procurement to support 

programmatic EIS 


• 	 Records ofNEPA's procedural compliance, 

analysis, such as oversight management, 

Federal Register notices, scoping and public 

hearings and preparation of EIS documents 


TEMPORARY. Cut off at close of FY or when activity IS completed. 

Retain onsite or at an offs1te storage. 

Delete/ Destroy 25 years after cutoff 


4D(3) Environmental Coordination for the 5-Year 

Program (AAC) AAC 1105-01 Coastal Zone Management When no NC1-57-84{)


• 	 Inter-governmental consultations such as consultations with States longer(i.e., Coastal Zone Management Act activities) and Federal 

agencies (1 e., U.S Fish and Wildlife Service and the NOAA 

Fishenes Service). 


• 	 The offshore BOEM Supporting Measure that codes to th1s work 

element mclude environmental Impact statements for the five year 

program 


TEMPOARY: Cutoff at the close of the FY or when activity is completed. Retain 
onsite or at an offsite storage. 
Delete/Destroy 25 years after cutoff 

' 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement :-.. 

AAD 1001-04 Lease Sale Activity History Files When no Nl-473-88U4D(4) Economic and Engineering Analysis for the 5
longerYear Program (AAD) 
needed 

Includes: 

• 	 Records of performance of economic 

and engineering analysis for 5-Year 

Plan, including ad hoc analysis (output 

from work element NAA is used for 

this work element) 


• 	 economic and engineering evaluation 

work for Headquarters in development 

of the 5-Year Leasing Program 


• 	 exploration and development reports 

and documents for the 5-Year 

Program, NEPA 

economic and engineering models for • 	 ()
5-Year Program development 

documents 


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

Page 34 of60 

c 

FOIA BOEM-2015-00161 Final Response 
Released in Full on 08/11/2015



BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement 

4D(5) Individual Lease Areas of Interest (AAF) 
AAF 1001-01 Summary Geologic Reports 	 ()• 	 individual lease sale areas of interest 

5 yrs N1-473-88-1• 	 Documents showing Hydrocarbon Lrst analysis of 

open-hole data on unleased blocks in the GOM to 

develop a digital, web-site page or paper publication 

that identifies well bores with hydrocarbons.. 


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

4D (6) NEPA Compliance for Lease Sales (AAH) AAH 1001-03 Sale Environmental Impact Statement 20 yrs NC1-57-84-7 
Management and oversight of the NEPA • 	 Files 
process 

• 	 scoping activities and public hearings 

• 	 supportive environmental and socio-economic 
analyses ()

• 	 EA or EIS documents preparation 

TEMPORARY. Cut off at close of FY or when activity is 
completed. Retain onsite or at an off site storage. 
Delete/ Destroy 75 years after cutoff. 
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4E(l)(a) Environmental Studies :Final Environmental AAI 1001-06a Environmental Study Reports PERM Nl-473-88-1 
Studies Reports: LBE 
Records documenting scientific research studies specifically 

QBEimplemented to inform policy decisions for oil and gas, renewable 
energy, non-energy mineral leasing and also other non-energy QAE 
environmental studies. Specifically include all final reports in respect 
of the following studies ; 

• Oil and Gas Lease Sales (AAI) 
Oil and Gas Lease Sale Environmental Studies are those specific to 
oil and gas leasmg. These studies support the environmental analyses ()
for 5-Year Program Environmental Impact Statements (EIS), sale-
specific EISs or assessments related to lease sales. For example, 
studies of the effects of seismic activity on the environment as well as 
studies on the environmental Impact of leasing activities on whales, 
turtles, fish, etc. 

• Renewable Energy (LBE), 
Renewable Energy Environmental Studies contain 
final environmental studies that provide information for alternative 
energy regulatory and NEP A decisions. 

• Non-Energy Mineral Leasing (QBE) 
Environmental Studies that support Non-Energy Mineral Leasing 

' 
and Permit Decisions include final studies related specifically to sand 
and gravel environmental research. 

• Other Non-Ener~y (QAE) studies 
Other Non-Energy Environmental Studies are those related 
specifically to non-energy mineral, excluding sand and gravel, and 
environmental research 

-
PERMANENT. Cut off at close of FY or when activity is completed. ()
Transfer digital copies (only) of all completed studies to NARA upon 
approval of this schedule. Thereafter, transfer electromc files three year 
mtervals under mstruction 36 CFR 1235.44-50, or whichever gmdance IS m 
place at the time of transfer. 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement 

4E(l) (b) Environmental Studies: Environmental 1001-05 Environmental Studies Case Files 25 yrs N1-473-88-1 
Studies Case Records: 1001-06b Environmental Study Reports , 25 yrs N1-473-88-1 
This series mcludes all management oversight and work to plan environmental 
studies for ml and gas, renewable energy, non-energy mmerals, and other non- () 
energy categones, and all work on mdiv1dual studies projects for prelease 
decisiOns. They mclude records documenting all management type oversight 1004-07 
and work in planmng the environmental study. The records also document the Marine mineral technology centers files 10 yrs Nl-473-97-1 
following activities: 

• development of 

0- Annual Environmental Studies Plans 

0 - Annual Regwnal Studies Prionty Lists 

0- NatiOnal Studies Pnonty Lists 


• consultation with the Outer Contmental Shelf Scientific Comnuttee 

• 	mamtenance of the Environmental Study Plan's Fmanctal Project 

Management System 


• preparation of procurement packages mcludmg 

0- statements of work 

0- reqmsltions 

0- mdependent government cost estimates 

0- techmcal evaluation cntena 

0- JUStifications for noncompetitive procurement 

0- all reqmred approvals 


• solicitatiOn, techmcal proposal evaluation and contract award ()• oversight of environmental studies 

• general support for the conductmg of Studies 

• performance momtonng mformauon 	 '---

• 	 envrronmental studies research data and mformauon arch!ve acceptance and 

dissenunatwn records 


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

' 
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4E(2) Environmental Coordination for Lease AAJ 1105-01 Coastal Zone Management No longer NCl-57-84-7 
Sales (AAJ) Includes: needed 

• 	 Coastal Zone Management Act (CZM) 

consistency determinations and certifications 

(i.e., consultations with States) 


• 	 Endangered Species Act (ESA) Section 7 

biological assessments and consultations (with 

the U.S. Fish and Wildlife Service [FWS] and 
 ()National Oceanic and the Atmospheric 

Administration [NOAA], Fisheries) 


• 	 Essential fisheries habitat (EFH) consultations 

with NOAA, Fisheries 


TEMPORARY. Cut off at close ofFY or when activity 

is completed. Retain onsite or at an off site storage. 

; 


Delete/ Destroy 25 years after cutoff. 


() 
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BOEM Bucket 4-~Crosswalk-Energy and Mineral Leases 

New Schedule 


Bucket4 


4E(3) Oil Spill Risk Analysis for Lease Sales 
(AAK) Includes: 

• 	 identification of potential spill areas (launch areas 
and points) 

• 	 identification of potentially affected resource areas 
(targets) 

• 	 acquisition of data sets for model seeding or 

validation 


• 	 data preparation, Modeling efforts, Preparation of 
model results for dissemination ... 

4F 	Lease Sale Planning(AAL) 
• 	 Lease sales holding process documents 

• 	 Screening of accepted bids, opening of bids 
process documents 

• 	 Conduct initial screening of bids 
• 	 Planning and implementation and implement 

updates of sale that support hardware and 
software 

TEMPORARY. Cut off at close ofFY or when activity is completed Retam 
ons1te or at an off site storage. 
Delete/ Destroy 25 years after cutoff. 

SeriesWork 
No.-Element 

AAK 1001-03 

AAL 1002-06 

AAL 1101-01 

AAL 1101-03 
/ 

Former Schedule 
Title 

Sale Environmental Impact Statements 

Lease sale Prospect Block evaluation 
Report Files 
Undeveloped Lease Files 

Lease/Block Cross reference card index 
files 

Retention 

20yrs 

25 yrs 

10yrs 

When no 
longer 
needed 

NARA 

Authority 


NC1-57-84-7 


() 

NC1-57-84-7 


NC1-57-84-7 


NC1-57-84-7 


() 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bu~ket4 Series Title Retention NARAWork 
4G-Oil and Gas and Lease Authorization(OD} No. 	 AuthorityElement 

AAM 1001-03 Sale Environmental Impact Statements 20yrs NC1-57-84-74F(l) New Leases (AAM) Includes: 

• 	 Preparation and execution of new leases 

• 	 Provision of support and service to lease high 
bidder () 

TEMPORARY. Cut off at close ofFY or when activity is 
completed. Retain on site or at an off site storage. 
Delete/ Destroy 25 years after cutoff. 

4G(l) Adjudicate and Administer Leases(AAZ) 
• 	 adjudicate leases administration and adjudication AAZ 1101-02 Lease Management Project Files When 


documents 
 lease NC1-57-84-7 
• 	 Lease operator reviews and possible bankruptcy terminates

action documents 

• 	 Lease status review documents conduct reviews 
AAZ 1101-04 Lease Record History Files When no NC1-57-84-7• 	 Lease status review documents 

• 	 Fishermen's Contingency Fund claims records longer 

• 	 Designation of Operator forms needed 

• 	 ()
Lease clearance time extensions , lease history 

TEMPORARY: Cutoff at close of FY or when activity is completed. 
Retain at an off-site storage Delete./Destroy 75 years after cutoff. 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
' No. AuthorityElement 

ABA 1101- Lease Instrument File 10 yrs NC1-57-84-74G(2) Lease Rights- of- Way or Operating 
02a(1)Rights Assignment (ABA) Includes: 

• 	 Transfer of interest in leases and rights-of-way 
and assignments () 

• 	 Lease and right-of-way assignments 

• 	 Lease and operating rights interests . This work 

includes customer assistance, fee processing, 

Department of Justice approval requests, 

verification that companies are qualified and 

database entry 


4G(3) Lease Relinquishments (ABB) ABB 1101- Lease History Files 	 10 yrs NCl-57-84-7 
• 	 information associated with lease relinquishment 02(a) 


documents 

• 	 actions related to lease relinquishment records 

TEMPORARY. Cut off at close of FY or when activity is 
completed. Retain onsite or at an off site storage. ()
Delete/ Destroy 75 years after cutoff. 

~ 

Page 41 of60 

FOIA BOEM-2015-00161 Final Response 
Released in Full on 08/11/2015



BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. 	 AuthorityElement 

ABC 1101-02bf Corporate Qualification Files When no N1-473-88-14G(4) Company Qualification Submittals (ABC) 
longer

Includes: 
neededJ• 	 new applicants qualification records 

• 	 updated qualification data records {)
• 	 revtewed and processed requests acceptance from compames or 


other apphcants for qualification by BOEM. 


• 	 customer education and/or assistance 

TEMPORARY. Cut off at close ofFY or when activity 
is completed. Retain onsite or at an off site storage. 
Delete/ Destroy 75 years after cutoff. 

4G(5) Company Merger and Name Changes 1101- Lease Instrument Files lOyrs NC1-57-84-7 
(ABD) ABD 02a(1) 

• 	 company merger documents 

• 	 company name changes documents 

• 	 companies or other applicants reviews and of 

application documents 

customer assistance, education and database 
• 	
entry information () 

TEMPORARY. Cut off at close of FY or when activity ts completed Retain 
onsite or at an off stte storage. 
Delete/ Destroy 75 years after cutoff. 

\ 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Lease~ 
New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement 

ABA 1101-02c Bond Files 1 yr NC1-57-84-74H Financial Instruments and Bonds (ABF) 
Includes: 

• 	 bond acceptance, review and administration {) 
• 	 bond financial reviews 

• 	 bond requirement and approval records 

• 	 Cost analysis for lease abandonment records 

4H(l) Bankruptcy Proceedings (ABH) 
Includes: ABH 1101

• 	 Lessee/Operator bankruptcy action reviews and 02a(1) Lease Instrument File 10yrs NC1-57-84-7 
input records 

4H(2) Oil Spill Insurance Requirements(ABG) ABG 1101-07 	 () 
• 	 Implement oil spill insurance requirements 

TEMPORARY. Cut off at close ofFY or when activity 
is completed. Retain onsite or at an off site storage. 
Delete/ Destroy 75 years after cutoff. Disposition 
applicable to 4H and 4H(l) too. 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement 

ABI 1706-014H(3) The Royalty Relief Program (ABI) 
Includes: 

1706-02• 	 royalty relief programs; deep water royalty 
relief (review applications, etc.) predevelopment () 
and special relief (an ad hoc program) 

• 	 royalty relief programs; end-of-life royalty 

relief (review applications, etc.) predevelopment 

and special relief (an ad hoc program) 


• 	 royalty suspension volume 

• 	 royalty rate reduction requests (end-of-life 

relief: coordinate with OEE, OFO and PDRE: 

also, perform economic analysis with 

headquarters, determine eligibility, make 

determination) 


• 	 Royalty Relief application and review 

• 	 bids and field determination appeal.. 

()
TEMPORARY. Cut off at close ofFY or when activity 
is completed. Retain onsite or at an off site storage. 
Delete/ Destroy 75 years after cutoff. 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
~No. 	 AuthorityElement 

NEW41 Process non -BOEM Approved Legal Filings 
Assignment (ABE) Includes: 

• 	 "Require to be filed but not for approval" 
documents, ( e.g., production payments and net ()
profit reports)fail under statute 256.64(7) which 
states; "you may create, transfer carried working 
interests, overriding royalty interests, or 
payments out of production without obtaining 
the regional director's approval. However you 
must file instruments creating or transferring 
carried working interests, overriding royalty 
interests, or payments out of production with the 
regional director for record purposes" 

• 	 3rd Party Notice documents may be used in 

Abstract of Title searches involving leases and 

include such documents as: UCC filings and 

financial statements, Contracts, Agreements, 
 -

miscellaneous conveyances, judgments, 

mortgage and lien documents, and releases ()thereof 

TEMPORARY. Cut off at close ofFY or when activity 
is completed. Retain onsite or at an off site storage. 
Delete/ Destroy 75 years after cutoff. 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. 	 AuthorityElement 

NEW4J Information Management and Transfer, 

Process and Oil Gas Leases (ABN) 

Includes: 


• 	 Manuscnpt edits and desktop pubhshmg service reviews ()
• 	 Performance of records and document management m accordance 


w1th NatiOnal Archives and Records Management Requirements 


• 	 Program office information collectiOn activities and forms 
requirmg OMB approval records 


-
• 	 web management and related tasks and activities records 

• 	 Perform Oversight and extensible markup language performance 

records. Ensure quality and consistent content and vocabularies for 

BOEM information products( mtra or Internet publications and 

documents 


• 	 Performa data and mformauon quality efforts (versiOn control, 

verificatiOn or validation, especially for public images, graphics or 

informatiOn) 


• 	 Change data mcludmg the conversion of paper to electronic files or 

electronic files from one format to another 


• 	 Perform activities (mcludmg OMB requuements) related to 

customer service 


• 	 Revise and review structure of fair market value deterrrunations 

-
TEMPORARY. Cut off at close ofFY or when activity () 
is completed. Retain onsite or at an off site _storage. 

Delete/ Destroy 7 years after cutoff. 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
Renewable Energy Program (SC) No. 	 AuthorityElement 

LBA NEW4K(l) Renewable Energy Program Development and 
Management (LBA) 
All records and work related to the development and ()
management of the alternative energy and alternate use 
program, such as: 

• 	 Stakeholder meetings not directly related to NEPA document 

preparation 


• 	 briefing documents, objective, nulestones, budgets, EPA Reports, 

schedules, meeting materials and other managerial type documents 


• 	 Development of Regional Plans and programmatic level 

documents (except for the Programmatic EIS) 


• 	 Development of Policy 

• 	 Administrative functions associated with the program and Its staff 

• 	 Preparation and presentatiOn of papers or presentations by staff on 

the alternative energy program or the alternate use of OCS 

facilitates that are not included under studies (LBE) or NEPA 

(LBD). 


PERMANENT. Cut off at close ofFY or when actlVlty is completed. 
Electronic Records. Transfer electronic files (mcludmg non-proprietary public 
versions) to the NatiOnal Archives at three year intervals under the instruction 
m 36 CFR 1235 44-50, or whichever gmdance IS in place at the time of {) 
transfer 
Hard Copy Records 
Transfer to an off Site storage 5 years after cutoff. Transfer to the National 
Archives 25 years after cutoff. 
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Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. 	 AuthorityElement 

LBC NEW4K(2) Renewable Energy Development Plans and 
Applications Review (LBC) 
Includes: {)

• 	 Management of alternative energy projects from 

receipt onto approval, disapproval, or 

withdrawal 


• 	 Conduct non-environmental reviews . 

• 	Coordination and approval process for 

alternative energy plans and applications. 


4K(3) Renewable Energy NEPA and Consultation LBD NEW 
(LBD) 

• 	 All work associated with all NEP A documents, 

programmatic and site-specific, for alternative 

energy 


• 	 Contracting work associated with 3rd party 
produced NEPA documents for alternative 
energy projects ()

• 	 Preparation and publication of Federal Register 

notices associated with NEP A work for 


Ialternative energy 
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Bucket 4 Crosswalk-Ener~y and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. 	 AuthorityElement 

4K(4) Alternative Use Applications (LBF) 
LBF NEWIncludes: 

• 	 Access for alternate use projects ()
• 	 NEPA related work for alternate use projects 

• 	 Plan and application review and approval 

process for alternate use projects 


• 	 Studies and related contracting work for studies 

specific to alternate use 


• 	 Environmental monitoring for alternate use 

projects 


• 	 Compliance and appeal-related work stemming 

from alternate use projects 


TEMPORARY. Cut off at close of FY or when activity 
-

is completed. Retain onsite or at an off site storage. 
Delete/ Destroy 75 years after cutoff. (4K(2), 4K(3) and ()4~(4) 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. 	 AuthorityElement 

4K(5) Renewable Energy Compliance (LBG) 
LBG NEWIncludes: 

• 	 Development of standards to serve as the basis for 
acceptable operations and inspections () 

• 	 All post approval site-specific work associated with 

alternative energy or alternate use projects, such as: 

environmental compliance, field monitoring (that is not part 

of a Bureau sponsored study that would be coded as LBE), 

safety inspectiOns, engineering inspections, 3rd party 

verifications, review of reports from the applicant or other 

regulatory agencies 


• 	 Desk audits, modeling, and queries conducted to support 

any of the items listed in the preceding bullet 


• 	 Issuance ofiNCs for alternative energy or alternate use 

projects 


• 	 Civil penalties and appeals related to alternative energy 

projects 


• 	 Work on databases mamtained for tracking compliance 

• 	 Evaluation of standards for efficiency and effectiveness 

• 	 Evaluation of monitoring programs for efficiency and .... 

TEMPORARY. Cut off at close ofFY or when activity () 

is completed. Retain onsite or at an off site storage. 

Delete/ Destroy 75 years after cutoff. 
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Bucket 4 Crosswalk-Energy and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement 

4K(6) Renewable Energy Access (LBH) 
LBH NEWAll records related and including activities leading to the 


granting of access of renewable energy projects, and the 

issuance of the instruments of access (leases, right of {)

way and right of use and easements). Includes also: 


• 	 Preparation and coordination of Federal Register 

Notices related to access 


• 	 Determinations of interest and competition 

relating to alternative energy lease sales 


• 	 Determinations of individual lease sale area for 

renewable energy lease sales 


• 	 Development of terms and conditions for 

competitive and non-competitive alternate 

energy leases 


• 	 Renewable energy lease sales documents 

TEMPORARY. Cut off at close ofFY or when activity 
is completed. Retain onsite or at an off site storage. ,()
Delete/ Destroy 75 years after cutoff. 

' 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement ' 

4L(l) Renewable Energy Stakeholder 
LBI NEWOutreach(LBI) Includes: 

• 	 information transfer meetings, 

• 	 public scoping meetings, () 
• 	 public hearings, inter-governmental and inter

agency meetings, 


• 	 conference presentations/sponsorships, 

• 	 workshops, 

• 	 Federal regulatory meetings (e.g., meetings with 

PERC, DOE and other cooperating agencies), 

and 


• 	 coordination activities involved with the 

development of MOAs and MODs pertaining to 

renewable energy leasing on the OCS. 


TEMPOR<\.RY. Cut off at close ofFY or when activity 
is completed. Retain onsite or at an off site storage. 
Delete/ Destroy 25 years after cutoff. 

() 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement 

LBJ NEW4L(2) Renewable Energy Task Forces (LBJ) 
Includes: 

• 	 dialogues and meetings held pertaining to ()BOEM-sponsored renewable energy State Task 

Forces, and; 


• 	 administration activities in support of the 

establishment and maintenance of these Task 

Forces. 


4L(3) (a) Renewable Energy Technical Studies 
(LBL): Significant Renewable Energy Research LBL NEW 
(REnR) Studies 

• 	 All work related to techmcal/engineering studies conducted m 

support ofthe alternative energy program 


• 	 Workshops and public meetmgs held or attended in support of 

technical studies for the alternative energy program 


• 	 PreparatiOn and presentation of techmcal or scientific papers or 

presentations by staff on alternative energy related research 


PERMANENT Cut off at close of the fiscal year or when activity is 
completed. Electronic Records. Transfer electronic files (includmg 

' 
nonpropnetary pubhc access versions) to the National Archives at three year 
mtervals under the instructions in 36 CFR 1235 44-50, or whichever transfer ()
guidance is in place at the time of the transfer. Hardcopy Records· Transfer to 
the FRC 5 years after cut-off Transfer to the National Archives 25 years after 
cut off" 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement 

4L(3)(b) Other than significant REnR Studies: 

NEWIncludes: Case files and studies created for the 
renewable energy research program not meeting the ()
criteria of "significant" 

TEMPORARY Cut off at close of the fiscal year or when when act:J.v1ty is 
completed Electromc Records Transfer electronic files (mcluding ' 

nonproprietary public access versions) to the National Archives at three year 
intervals under the instructions m 36 CFR 1235 44-50, or whichever transfer 
gmdance IS m place at the t:J.me of the transfer Hardcopy Records· Transfer to 
the FRC 5 years after cut-off. Transfer to the National Archives 25 years after 
cut off 

4L(4) Adjudicate and Administer Renewable 
Energy Leases (LBM) 
Includes: LBM NEW 

• 	 Adjudicate leases applications 

• 	 Mruntain lease admimstrative record 

• 	 Conduct lease status reviews 

• 	 Adjudicate assignments of lease/operating nghts mterests and 
process lease relinquishments. This work mcludes customer ()
assistance, fee processing, and verification that companies are 
qualified and database entry 

• 	 Accept and process DesignatiOn of Operator forms 

• 	 Receive, store, retrieve and maintain official lease records 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement 

4L(5) Process Company Qualification Submittals 
LBN NEWfor Renewable Energy (LBN) 

Includes: - ()Legal, technical or financial qualification of new 
applicants 
• Receive, review and accepts updates to company 
qualifications (authorized officers, etc.) 

-• Receive, review and accept company mergers, name 
changes and business conversions 
• Customer assistance, education and database entry 
• Receive, store, retrieve and maintain company 
qualification records 

TEMPORARY. Cut off at close ofFY or when activity 
is completed. Retain off site or at an outside storage. 
Delete/ Destroy 25 years after cutoff. · 
(4L(4) and 4L(5) 

() 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement 

LBO NEW4M Financial Instruments and Bonds for Renewable 

Energy projects (LBO) 

Includes: 


• 	 administration of new surety bonds and other 

financial assurance instruments 


• 	 surety bond riders, terminations, and 

cancellations 


• 	 bond and financial reviews 

• 	 bond approvals related to change of operators, 

mergers, name changes and business 

conversions 


• 	 cost analysis for lease abandonments 

- lease abandonment cost analysis submittals 


- lease abandonment cost analysis in depth 
review 

• 	 economic evaluations of bonds 

TEMPORARY. Cut off at close ofFY or when activity 

is completed. Retain onsite or at an off site storage. () 

Delete/ Destroy 25 years after cutoff. 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 

New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement 

4N(l) Non-energy mineral prospecting, leasing, and 
NEWproduction are in 30 CFR Part 280 (prospecting), 

Part 281 (leasing), and Part 282 (production). 
• 	 Leasing and regulating the recovery of minerals {)

records 

• 	 Subsoil and seabed of all submerged lands 

seaward of State-owned waters to the limits of 

the OCS 


' 
• 	 Records of OCS sand, gravel, or shell resources 


for shore protection, beach or wetlands 

restoration projects, or for use in construction 


TEMPORARY. Cut off at close ofFY or when activity 
is completed. Retain onsite or at an off site storage. 
Delete/ Destroy 25 years after cutoff. 

() 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket4 Series TitleWork 
No.Element 

QAA 1001-05 Environmental Studies Case Files 4N(2) Sand and Gravel Lease Requests (QAA) 
Includes: 

QAA 1004-02 International Cooperative Agreements 
• 	 completed National Environmental Policy Act 


and other required environmental analyses or 
 QAA 1004-05 Negotiated Agreements 
consultations 

• 	 Memoranda of Agreement with Federal 

agency(s) 


• 	 prepared and issue negotiated sand and gravel 

leases 


• 	 coordinate and conduct competitive san~ and 

gravel lease sales 


• 	 Measured by the number of sand and gravel 

leases issued ... 


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

-

Retention NARA 
Authority 

25 yrs. N1-473-88-1 

When 
superseded {)

lOyrs 

() 
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BOEM Bucket 4 Crosswalk-Energy and Mineral Leases 
New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. AuthorityElement 

QAC 1004-04 State Cooperative Agreements 5yrs4N(3) Cooperative Sand and Gravel and Other Non-

Energy Mineral Assessments with States and Marine 

Minerals Research Centers (QAC) 

Includes: () 


• 	 State Cooperative Offshore Sand and Gravel 

Program 


• 	 Marine Mineral Technology Center Program 

(CRMET should use NAK- See cross- reference 

Bucket 3A(3) NAK) 


• 	 Non-environmental consultations 

QAD 1004-06 Competitive Lease Sales lOyrs 
4N(4) Other non-Energy Leases (QAD) 

• 	 completed National Environmental Policy Act 

and other required environmental analyses or 

consultations 


• 	 Memoranda of Agreement with Federal 

agency(s) 


• 	 non-energy lease preparation and negotiated ()
issuance documents 

• 	 Number of non-energy leases issued 
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Bucket 4 Crosswalk-Ener ~y and Mineral Leases 
New Schedule Former Schedule 

Bucket4 Series Title Retention NARAWork 
No. 	 AuthorityElement 

4N(5) Non-Energy Task Force (QAF) 
QAF 1004-07 	 Marine Mineral Technology Centers lOyrs 

FilesAll records related to the business processes and tasks to 
participate in cooperative Outer Continental Shelf non- (;
energy mineral studies, including records that indicate 
number of non-energy leases issued (excluding sand and 
gravel) 

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

(4N(3), 4N(4) and 4N(5) 

{) 
~ 
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( 

Washington, DC 20408 Date Received 
1. From: (Agency or establishment) /2._ 

Notification to Agency 
In accordance with the provisions of 44 U.S.C. 
3303a, the disposition request, includingBureau of Ocean Energy Management (BOEM) 
amendments, is approved except for items that

3. Minor Subdivision may be marked "disposition not approved" or 
''withdrawn" in column 10.BSEE, Office of Administration, Technology Services Division 

4. Name of Person with whom to confer 5. Telephone (include area code) States 

Brenda C. Taylor 703-787-1122 

s. Agency Certification 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records proposed 
for disposal on the attached /I page(s) are not now needed for the business of this agency or will not be needed after the retention 
periods specified; and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the GAO Manual for 
Guidance of Federal Agencies: 

61 

[8] is not required D is attached D has been requested 

Date (mm/dd/yyyy) Titie 

Acting, BSEE/BOEM Bureau Records Officer 05/16/2014 

To: National Archives and R~'~nr·d!'i: 

Leave Blank (NARA Use Only) 

REVISED- PROPOSED RETENTION.SCHEDULE SUBMISSION FOR: 

BUCKET#5 

The Bureau of Ocean Energy Management (BOEM) is submitting the attached 

revised proposed retention schedule for review and appraisal. The changes are 

as follows: 

1.£hange of proposed "Temporary disposition" to recommended "Permanent 

disposition" on item 58(3), 50(1 ), and 50(2), as well as the change of the 

"proposed transfer instructions" to the "required change" in transfer instructions. 

2. Recommended re-numbering changes applied on items with respect to 58 

heading creation, 5C heading creation, and 50 heading creation with an 

overview included on each item. 

The disposition instructions have been developed in correlation with the BOEM 

lines of business functions and processes as they have been reported to the 

Office of Management and Budget (OMB) and populated in the Department 

Enterprise Architecture Repository. The basic mission of the organization has 

remained the same. This schedule is written to authorize the disposition of the 

records in any media format (media neutral). 

Attachment 1 - Revised - Proposed Functional Records Retention Schedule 

(a.k.a "Big Buckets") - Regulatory Oversight and Stewardship 

115-109 NSN 7540-00-634-4064 Page 1 of ;,a
Previous Edition. Not Usable 

9. GRS or 10. Action takenSuperseded Job (NARA Use Only)Citation 

Standard Form 115 (Rev.3/91) 
Prescribed by NARA 36 CFR 1228 
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BIG BUCKET RETENTION SCHEDULE FOR THE BUREAU OF OCEAN ENERGY 
MANAGEMENT 

@ (BOEM) 
Organization The Bureau of Ocean Energy Management (BOEM) IS headquartered In the 
Washington, DC Metropolitan area BOEM has operational centers and support offices located 
throughout the United States. 

The Bureau of Ocean Energy Management (HOEM) is responsible for managing the environmentally 
and economically responsible development of the nation's offshore resources Its functions Include 
offshore leasing, resource evaluations, review and administration of oil and gas exploration and 
development plans, renewable energy development, and National Environmental Policy Act (NEPA) 
analyses and studies. 

The Office of Administration is responsible for budget and financial management in addition to all 
administrative activities ofBOEM. The functions of this organization include planning for and using 
budgetary resources in support of the BOEM's varied operating and support programs, e. g. management 
analysis, records and paperwork management, human resources, safety and health programs, 
procurement, property and space management, and information management. 
Q 

Office ofPolicy and Analysis is responsible for providing policy review and coordinated program and 
policy positions on all matters relating to the BOEM, for providing a review and assessment capability 
within the Bureau, managing the strategic planning and quality Improvement processes, and evaluating 
programs through economic and programmatic policy analyses. 

Office(s) of Record refers to the office holding the official record copy of a specific record when 
multiple copies are used across offices. Most typically, this is theroffice that creates and maintains the 
record, although specific offices may be designated to hold official records generated across Program 
Offices. 

Media. This schedule covers records in all media, formats, and produced using any and all tools. Records 
may include, but are not limited to, pc;tper, word processing documents, presentation materials, statistical 
data, spreadsheets, databases, e-mail, photographic materials, audio, film, video, drawings, and any other 
electronic formats that fall within the unstructured, semi-structured, or structured classifications. 

Litigation Holds and Freezes: This schedule is subject to the orders of the court to preserve any and all 
program records deemed potentially responsive· in a legal proceeding where BOEM or its authorized 
agents are named parties to an applicable proceeding, regardless ofmedia format. In accordance with 
such a court order, or, by direction of the Department of Justice or the Solicitor of the Department of the· 
Interior, BOEM will fully suspend all retention schedule disposition instructions in their entirety, 
indefinitely, until instructed to do so otherwise by these same authorities through written notice. 
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Revised- May 9, 2014 

c; BOEM - Bucket 5 - Regulatory Oversight and Stewardship 

The Regulatory Oversight and Stewardship business area focuses on ensuring the safe and environmentally 
sound exploration and production of energy and mineral resources from the OCS. Activities in this business 
area include: processing plans and permits that ensure work and operational safety and protection of the 
marine, coastal, and human enviroillnents, including implementation of BUREAU mandated mitigations; 
monitoring industry compliance with laws, rules, and regulations; and providing external technical assistance 
on oil and gas issues. 

Item 
Number Title and Description Retention 

·Requested 
Old 

Series 

SA 

• 

Offshore Oil and Gas User Plans & Permits (OM) 

The processing, review, and coordination of Bureau Exploration Plans 
(EP), Development and Production Plans (DPP), Development 
Operations Coordination Document (DOCD), Decommissioning, Oil 
Spill Response, and Deep Water Operations Plans (DWOP), and, any 
related documents and reports. Includes permits to decommission well, 
structures, and lease term pipelines, and final site clearance. Includes 
Applications for Permit to Drill (APDs), Rights of Use and Easements 
RUEs) lease term pipelines, structures, and facilities. Includes work on 
related survey reports such as high-resolution geophysical, 
archaeological, and biological surveys, National Environmental Policy 
Act (NEPA) analysis, studies to support plan/permit decisions and 
consultation with resource managers, states and other Federal agencies. 
This activity also includes all work related to the review, coordination, 
and approval of applications to modify or repair permitted BUREAU 
activities, such as Applications for Permit to Modify (APM) wells, 
structures, facilities, and lease term pipelines. 

• 
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Item 
Number 

Title and Description Retention 
Requested 

Old 
Series 

5A(l) Environmental Study Plans & Permit Application Review (AAP) TEMPORARY. NCI-57-84-7 

All records that support the processing of oil and gas user plans or Cut off at Close 1101-02a2 

permits (including exploration plans and DPP and all permits). Inch.ides ofFYorwhen 1101-02b1 
t 

Q 

management oversight to plan environmental studies under the 
Environmental Studies Program and work on individual projects. These 
projects support the environmental review ofApplications for Permit to 
Drill, exploration plans, development plans, production plans, and 
decommissioning. 

Includes: 

• Development of: 
0 - Annual Environmental Studies Plans 
0 - Annual Regional Studies Priority Lists 
0 - National Studies Priority Lists 

• Consultation with the Outer Continental Shelf Scientific 
Committee 

• Provision of environmental studies oversight 
BUREAU outputs are: Well Files; Exploration Plans, Development Plans, 
Deep Water Operations Plans, Conservation Information Documents, 
drilling permit applications (APDs and RPDs), facility permit 
·applications, structure permit applications, pipeline and right ofway 
permit applications, Applications for Permit to Modify (APMs) and oil 
spill response plans 

activity is 
completed. 
Retain on-site or 
at the FRC. 
Delete/Destroy 
75 years after 
cutoff. 

1402-03 

5A(2) 

" 

Exploration Plans (AAT) 
All records related to the processing, review, evaluation, analysis, 
coordination, and approval of Exploration Plans (EP), as described in 30 
CFR 250 Subpart Band C and related requirements. 
Includes: 

• Exploration Plans and related reports processing, non-
environmental review, coordination, approval 

• Shallow hazards and all other non-environmental reviews ofEP 

• Exploration Plans G&G reviews 

• Geophysical Survey Reports and coordination 

• Rights ofUse and Easement Applications processing, review, 
coordination, and approval, related to exploration and drilling 

• Mitigation development, coordination, and review related to 
development plans 

• Office issued (non-field inspection) Incidents ofNoncompliance 
processing relating to compliance with approved exploration 
plans 

• All other program support activities related to exploration plans 
except for regulation and policy development and industry 
standard reviews (API, ASME, ISO, A WS) 

TEMPORARY. 
Cut off at close 
ofFYorwhen 
activity is 
completed. 
Retain on-site or 
at the FRC. 
Delete/Destroy 
75 years after 
cutoff. 

NCI-57-84-7 · 
1101-02b1 
1402-03 

• 
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Item 

Number 


5A(3) 

G 

(• 

G 

Title and Description 

Well Permits: Application for Permits to Drill (APDs) (AA V) 

All records related to the processing, review, evaluation, analysis, 

coordination, and approval of Applications for Permits to Drill (APDs), 

As described in 30 CFR 250 Subpart D, E, F, G, and Q and related 

requirements. 


Includes: 


• 	 APD processing, review, coordination and approval 

• 	 Drilling Permit geological and geophysical 

• 	 Hydrogen Sulfide Contingency Plans and related reports for 
drilling associated with APDs 

• 	 Safe Welding Area review for rigs for APDs 

• 	 Welding and Burning Practices and Procedures (i.e., Hot Tap 
Plan) for rigs for APDs 

• 	 Well Activity Reports engineering review 

• 	 End of Operations Reports engineering review 

• 	 All other well permit reviews 

• 	 Office issued (non-field inspection) incident of non-compliance 
processing relating to compliance with approved drilling permits. 

• 	 Well decommissioning (plugging and abandonment) 

• 	 Sustained Casing Pressure Departure requests analysis and 
mitigation 

• 	 No flow wells analysis 

• 	 Casing stubs annual report 

• 	 All program support activities related to well modifications, 
maintenance, waivers, and well decommissioning applications 
except for regulation development. 

• 	 Alternate Complia.rlce and Departure Requests 

• 	 All other program support activities related to drilling permits 
except for regulation and policy development and industry 
standard reviews (API, ASME, ISO and A WS) 

• 	 Well Logs 

• 	 Wire Line Surveys 

Retention 

Requested 


TEMPORARY. 
Cut off at close 
ofFYorwhen 
activity .is 
completed. 
Retain on-site or 
at the FRC. 
Delete/Destroy 
7 5 years after 
cutoff. 

' 

Old 

Series 


NCl-57-84-7 
N1-473-06-2 
903-01 
903-04 
903-05a 
903-06 
903-07a 
903-08 
904-03 
1101-02a(3) 
1101-02b1 
1301-19 
1402-03 
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Item Title and Description Number 

Development and Production Plans and Related Permits (AA W)5A(4) 
All records related to the processing, review, evaluation, analysis, 
coordination, and approval of development plans and permits; 
Development Production Plans (DPP), Development Operations_ 
Coordination Documents (DOCD), Conservation Information Document 
(CID), and development right of use and easement, and other non-well 
permits, as described in the regulation 30 CPR 250 Subpart B, C, I, Q and 
related requirements. 

Includes: 
G • DPP and DOCD, and related reports, processing, non-

environmental review, coordination, and approval 

• 	 All other non-environmental reviews ofDPP and DOCD 

• 	 Review new technology pertaining to deep water development 

• 	 Review of a Proposal that has modifications (e.g., revisions) to an 
approved development plan or permit 

• 	 Review ofRights ofUse and Easement Applications related to 
development and production 

• 	 Conservation Information Document (CID) (plan review and 
assessment) 

• 	 Hydrogen Sulfide Contingency Plans and related reports for 
production facilities 

• 	 Support activities for Alaska and Pacific regions (specific to 
platforms) 

• 	 All other program support activities related to development and 
production plans and permits except for regulation development 

,. and industry standard reviews (API, ASME, ISO and A WS) 

• 	 Mitigation development, coordination, and review related to 
development and production plans and permits 

(: 

Retention 

Requested 


TEMPORARY. 
Cut off at close 
ofFYorwhen 
activity is 
completed. 
Retain on-site or 
at the FRC. 
Delete/Destroy 
75 years after 
cutoff. 

Old 
Series 

NCl-57-84-7 
110 1-02a(2) 
1703-02(a)1 

BOEM2012-BUCKET5-updated_16May2014 	 Page 4 ofll 

FOIA BOEM-2015-00161 Final Response 
Released in Full on 08/11/2015



~-------------------------------------------------------------------------

• 
Retention OldItem 

Title and DescriptionNumber Series 

5A(5) 
Requested 

Nl-473-98-2 
All records related to the processing, review, evaluation, analysis, 
Deep Water Operations Plans (DWOP) and Related Permits (ABS) TEMPORARY. 

1706-0la 
coordination, and approval of Deep Water Operations Plans (DWOP) and 

Cut off at close 
ofFYorwhen 


related permits, as described in the regulation 30 CFR 250 Subpart B, C, 
 activity is 

H, I, J, Q and related requirements. 
 completed. 

Includes: 
 Retain on-site or 

attheFRC. 
review, coordination, and approval 

• 	 DWOP and related reports, processing, non-environmental 
Delete/Destroy 
7 5 years after 

Review 
• 	 Pipeline and Platform Section Deep Water Operations Plans 

cutoff. 

• 	 All other non-environmental reviews ofDWOPs 

• 	 Review new technology pertaining to deep water development 

• Review of a Proposal that has modifications (e.g., revisions) to an 

~· approved DWOP 


• 	 Review of Rights of Use and Easement Applications related to 

deep water development and production 


• 	 Deep water structure permits processing, review, and 

coordination. Such as requests to install new structures, requests 

to modify old structures, and requests to decommission 

structures. 


• 	 Mitigation development, coordination, and review related to 
development and production plans and permits 

5B NEPA Compliance 

All records related to NEPA reviews such as Categorical Exclusion 

Review (CER) ofOCS oil and gas plans (BPs, DOCDs, DPPs,), 

applications (facility applications, pipeline applications, G&G 

applications, APMs and APDs), suspensions and flaring requests. Ensure 

NEPA procedural compliance, perform the NEPA analyses and prepare 

the NEPA document. 


,. 


TEMPORARY 
 NCl-57-84-7 

NEPA Categorically-Excluded Activities (AAN) 1001-03a 
All records related to NEPA Categorical Exclusion Review (CER) of 

Cut off at close 
ofFYorwhen 1301-02a5B(l) 
activity is 


applications, pipeline applications, G&G applications, APMs and APDs), 

OCS oil and gas plans (BPs, DOCDs, DPPs,), applications (facility 

completed. 

suspensions and flaring requests. Ensure NEPA procedural compliance, 
 Retain on site or 
perform the NEPA analyses and prepare the NEPA document. · attheFRC. 

Delete/Destroy 
25 years after 
cut-off. 
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• 
RetentionTitle and Description OldItem 

Number Requested Series 
5B(2) NCl-57-84-7 

Impact Statements- For Oil Gas Plans (AAO) & 
NEPA Compliance -Environmental Assessments and Environmental TEMPORARY 

1001-03a 
For Oil and Gas Permits (ACD) 

Cut off at close 
1301-02a 

All work and records related to NEP A reviews such as EA or EIS of OCS 
ofFYorwhen 
activity 


oil and gas plans (EPs, DOCDs, and DPPs), applications (facility permit 
 completed. 

applications, Right ofUse and Easement (RUEs), pipeline applications, 
 Retain on-site ·or 
G&G applications, structure removal applications, and APMs), and at the FRC. 

Suspensions of Operations (SOOs) and Suspensions ofProduction 
 Delete/Destroy 25 
(SOPs). Ensure NEPA procedural compliance by performing NEPA years after cutoff 
analyses, and preparing the NEP A document. 
Includes: 

G 

• Management oversight of the NEP A process •. Conduct scoping or public hearings 

• C~nduct supportive environmental and socio-economic analyses 

• Development of environmental mitigation measures 

NCl-57-84-7 
For Oil and Gas Plans (AAQ) 
Oil Spill Risk Analyses for Plans and Permit Application Reviews PERMANENT5B(3) 

Nl-473-88-1 
For Oil and Gas Permits (ACE) 

Cut off at close 
1001-03a 

. All records related to work done to prepare an oU spill risk analysis to 
ofFYorwhen 

1001-05 
support the review of post-lease activities such as Application for Permit 

activity 
completed. 


to Drill (APD), Development Plans, and Production Plans. 
 Electronic 
Records: Transfer 

Includes: electronic files 
(including 


" • Identification of potentially affected resource areas (targets) 

• Identification of potential spill areas (launch areas and points) 

nonproprietary 
public versions)to 
the National 

• Acquisition of datasets for model seeding or validation 

• 	 Data preparation 
Archives at three • 	 Model development 
years intervals • Modeling efforts 
under the • Preparation of model results for dissemination 
instruction in 3 6 
CFR 1235.44-50, 
or whichever 

. guidance is in 
place at the time 
of the transfer. 

l 

Hard Copies: 
Transfer to the 
FRC 5 years after 
cut-off. Transfer 
toNARA25 
years after cut
off. 

' 
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• • 
Item 

Number Title and Description 
Retention 
Requested 

Old 
Series 

5B(4) NEPA Compliance for Programmatic Issues (AAX) 
All records related to National Environmental Policy Act (NEPA) review 
as Environmental Assessment (EA) or Environmental Impact Statement 
(EIS) of OCS oil and gas programmatic issues. Ensure NEP A procedural 
compliance, perform the NEP A analyses and prepare the NEP A 
document. Includes: 

• Management oversight of the NEP A process & preparation of 
NEPA (PEA) document 

• Conduct scoping or public hearings 

• Conduct supportive environmental and socio-economic analyses 

• Development of environmental mitigation 

• Consultation and coordination supporting programmatic NEP A 
documents, excluding the 5-year EIS, lease sale NEPA 
documents and "Grid EAs" 

TEMPORARY. 
Cut off at close 
ofFYorwhen 
activity 
completed. 
Retain on-site or 
at the FRC. 
Delete/Destroy 25 
years after cutoff 

NCI-57-84-7 
1001-03a 

5B(5) Environmental Coordination for Site-specific Applications (AA Y) 
All records related to the coordination and consultation with States and 
other Federal agencies in support of industry submittals [such as 
Development and Production Plans (DPPs), Development Operations 
Coordination Documents (DOCDs), Exploration Plans (EPs), pipeline 
applications, Application for Permit to Modify (APMs), structure removal 
applications, and G&G applications, and rights-of-use and easements]. 
Prepare environmental analysis to support the consultations. 
Includes: 

• Coordination and consultations with other agencies/governments 
concerning issues related to: CZMA, ESA, MMPA, CAA, NHP A 

• Air quality consultations 

• Coastal Zone Management Act (CZMA) consistency 
determinations and certifications 

• Endangered Species Act Section 7 biological assessments and 
consultations (FWS & NOAA) 

• Essential Fish Habitat consultations (with NOAA, Fisheries) 

TEMPORARY. 
Cut off at close 
ofFYoiwhen 
activity 
completed. 
Retain on-site or 
at the 
FRC. 
Delete/Destroy 25 
years after cutoff 

NCI-57-84-7 
1001-03a 

Perform reviews of industry submittals (as described above) to determine 
compliance of industry proposals with certain environmental laws or 
regulations, such as: 

• Clean Air Act and Outer Continental Shelf Lands Act (OCSLA) 
air emission requirements . 

• Clean Water Act and National Pollutant Discharge Elimination 
System Permits 

• CZMA consistency certifications 
Endangered Species Act Sect 7, Marine Mammal Protection Act, 
National Historic Preservation Act (Section 106), OCSLA (compliance 
with Minerals Management Service regulations; especially archaeology 
and air quality regulations) 
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Item 
Title and DescriptionNumber 

Analysis and Evaluation of OCS Environmental Compliance (DAR) 
All records comprising activities employed to analyze, assess, and 
evaluate OCS energy producing activities in accordance with established 
environmental legal mandates, regulations, lease stipulations, approved 
plans and permits, and conditions of approval. 

5B(6) ~ 

Includes: 

• 	 Conduct evaluations related to various environmental laws, 
regulations, executive orders, etc., to include but not limited to 
OCS Lands Act, Code of Federal Regulations (specific citations, 
e.g., 30 CFR250, 30 CFR251) BUREAU issued lease 
stipulations, BUREAU issued Notice to Lessees, National 
Environmental Policy Act, Endangered Species Act, Marine 
Mammal Protection Act, Coastal Zone Management Act, Clean 
Air Act, Clean Water Act, and the National Historic Preservation 
Act. 

• 	 Conduct oversight reviews to ensure appropriate and consistent 
applications on OCS environmental requirements . 

• 	 Perform the Environmental Performance Index to document and 
track industries environmental performance. 

• 	 Perform accountability assessments for OCS environmental 
issues, both initiated by BUREAU and those referred to 
BUREAU by other agencies and the general public. 

• 	 Analyze Regions Environmental Monitoring Compliance Report 
and make recommendations for environmental accountability 
improvements. 

• 	 Coordinate, at a national level, with task forces, workgroups, 
other agencies, states, lessees, and other interested parties on 
BUREAU environmental issues. 

• 	 Collaborate with safety personnel, legal advisors, resource 
managers, and others involved with environmental 
implementations. 

• 	 Collaborate with offices and groups performing a variety of 
functions to gather data for environmental performance 

• accountability measures . 

Retention Old 
Requested Series 

TEMPORARY NEW 
Cut off at close 
ofFYorwhen 
activity 
completed. 
Retain on-site or 
at the FRC. 
Delete/Destroy 25 
years after cutoff 
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Item 

Number Title and Description 
Retention 
Requested 

Old 
Series 

sc Technical Assistance to Inform Decisions on Energy Resources (Y5) 
All records related to technical assistance, technical support, technical 
training, technology transfer, and technical studies are provided to land 
managers and other customers to solve a variety of environmental 

~ problems. These activities enhance resource management and policy 
development, including the design and systematic collection of 
environmental data, and analytical support for a variety of activities, 
including but not limited to: data synthesis, pollution and disease control, 
offsite impacts, enforcement activities, permitting, violation, abatement, 
firefighting, reclamation, stream protection, re-vegetation and husbandry 
techniques and adaptive management techniques. 

SC(l) :Provision of Technical and Programmatic Consultation- i 

i.International (LAA) 
I 

TEMPORARY 
Cut off at close 

N1-473-97-1 
1004-01 

" 

All records related to providing technical expertise for governmental 1 

!groups, and a wide variety of coordination and consultation with other l 
1
state, federal, international agencies and non-governmental organizations.! 

i 
;I_J!cludes: I!. International activities I I 

r. International regulatory interface I 
'I I:· International standards !I

:!___Int~!:!J.!t~k>D:~L!!:.~~!t~s-and_conye.!!ttQ.~~--------- _____________ J 

ofFYorwhen 
activity is 
completed. 
Retain on-site or 
at the FRC. 
Delete/ Destroy 
25 years after 
cutoff. 

1004-03 

5C(2) 

~ 

Liquefied Natural Gas (LNG) Projects (LAB) 
All records related to the processing, review, evaluation, analysis and 
coordination of LNG project applications. These records include 
memoranda of understanding and/or cooperative agreements with the 
U.S. Coast Guard specific to LNG activity, such as engineering review 
and recommendation regarding LNG pipelines. 

Includes: 

• NEP A document development (environmental assessments and 
environmental impact statements) 

• Application completeness review for NEP A compliance 

• Participation in pre-application, public and NEPA scoping 
meetings 

• Identification of recommended mitigations and conditions of 
approval 

• Individual reviews (e.g., archaeological, biological, hazards and 
etc.) 

• Fair Market Value determinations of LNG ports 

TEMPORARY 
Cut off at close 
ofFYorwhen 
activity is 
completed. 
Retain on-site or 
at the FRC. 
Delete/ Destroy 
25 years after 
cutoff. 

NC1-57-84-7 
1200-07 
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RetentionItem OldTitle and Description Number SeriesRequested 

5D Environmental Compliance Monitoring (DAB and DAM) 
. All records related to Intertidal and Specific Monitoring Projects 

NEWPERMANENT5D(l) California Inter-tidal Monitoring Program (DAM) 
Cut off at close 
ofFYorwhen 

All records related to all funds used to conduct the in-house 
California Inter-tidal Program Monitoring effort. Activities include: 


activity
• Coordination and consultancy with DOl, other Federal 
~ completed.agencies, State agencies and non-governmental 

Electronic
organizations on offshore infrastructure protection issues( Records: Transfer 
memoranda of understanding, National Energy Security electronic files 
Policy and the Gulf Safety Committee) (including 

• Provision of oversight guidance, review and coordination of nonproprietary 
Offshore Energy and BOEM protection procedures for public versions)to 
offshore platforms and pipelines the National 

Archives at three• 	·Development of program-specific protection measures, 
years intervals policies and procedures for BOEM 
under the • Analysis of offshore critical infrastructure and assets instruction in 36 
CFR 1235.44-50, 
or whichever 
guidance is in 
place at the time 
of the transfer. 

~· Hard Copies: 
Transfer to the 
FRC 5 years after 
cut-off. Transfer 
toNARA25 
years after cut
off. 

~ 
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Item 
Number 

Title and Description Retention 
Requeste~ 

Old 
Series 

5D(2) Environmental Studies in Support of Environmental Compliance PERMANENT NCI-57-84-7 

Monitoring (DAB) Cut off at close N1-473-97-1 

ofFYorwhen N1-473-88-1 

All records related to oil and gas environmental compliance monitoring. activity 1001-05 

This does not include all monitoring projects but only those projects that completed. 1004-02a 

• 

specifically monitor whether a company is in compliance with 
environmental stipulations. 

Includes: 

• Development of 
0 ·- Annual Environmental Studies Plans 
0 - Annual Regional Studies Priority Lists 
0 -National Studies Priority Lists 

• Consultation with the Outer Continental Shelf Scientific 
Committee 

• Maintenance of the Environmental Study Plan Financial Project 
Management System 

• Provision of environmental studies oversight 

" 

Electronic 
Records: Transfer 
electronic files 
(including 
nonproprietary 
public versions )to 
the National 
Archives at three 
years intervals 
under the 
instruction in 36 
CFR 1235.44-50, 
or wh'ichever 
guidance is in 
place at the time 
of the transfer. 
Hard Copies: 
Transfer to the 
FRC 5 years after 
cut-off. Transfer 
toNARA25 
years after cut
off. 

1105-01 

' 
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BOEM Bucket 5 
New Sch 

Bucket 5 

5A(2) Exploration Plans (AA T) 
All records related to the processing, review, 
evaluation, analysis, coordination, and approval of 
Exploration Plans (EP), as described in 30 CFR 250 
Subpart B and C and related requirements. 
Includes: 

• 	 Exploration Plans and Related Reports 
processing, non-environmental review, 
coordination, approval 

• 	 Shallow hazards and all other non
environmental reviews of EP 

• 	 Exploration Plans and G&G reviews 
• 	 Geophysical Survey Reports and 


coordination 

• 	 Rights of Use and Easement Applications 

processing, review, coordination, and 
approval, related to exploration and drilling 

• 	. Mitigation Development, coordination 
and review related to development plans 

• 	 Office issued non field Inspection, 
Incidents ofnon-compliance processing 
related to compliance with approved 
explorations plans 

• 	 All other program support activities 
related to exploration plans except for 

andand 

Former Schedule 
Work Series Title Retention NARA 

Element No. 
1101-02blAAT Well Files 75 yrs NC1-57-84-7 

1101-02b1 
1402-03AAT Operator Submitted Plans When NC1-57-84

superseded 1402-03 
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industry standard reviews (API, 
ASME,ISO, A WS. 

TEMPORARY. Cut off at close ofFY or when 
activity is completed. Retain on-site or at the FRC. 
Delete/Destroy 75 years after cutoff. 
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~ 

BOEMBucket 
New Schedule Former Schedule 

Bucket 5 Work Series Title Retention NARA 
Element No. 

5A(3) Well Permits: Application for Permits AAV 903-01 Well Logs-Samples p NC1-57-84-7 
to Drill (AAV) 903-01 
All records related to the processing, review, AAV 903-04 Petrographic Reports p NC1-57-84
evaluation, analysis, coordination, and approval of 903-04 
Applications for Permits to Drill (APDs), AAV 903-05a Paleontological Reports p NC1-57-84-7 
As described in 30 CFR 250 Subpart D, E, F, G, and 903-05a
Qand related requirements. AAV 903-06 Logs -P- NCl 57 84 7 
Includes: 

75 yrs N1-473-06-2
• APD processing, review, coordination and 

903-06a
approval AAV 903-07a Directional Surveys 75 yrs NC1-57-84-7• Drilling Permit geological and geophysical 

903-07a• Hydrogen Sulfide Contingency Plans and 
Well Log Card Index NC1-57-84-7related reports for drilling associated with MV 903-08 p 

APDs 903-08 

• Safe Welding Area review for rigs for APDs AAV 904-03 Stratigraphic Summary Well Reports p NC 1-57-84-7 

• Welding and Burning Practices and 904-03 
Procedures (i.e., Hot Tap Plan) for rigs for AAV 1101 Lease Operation File ~ NC1-57-84-7 
APDs 02a(3) 1101-02a3 

• Well Activity Reports engineering review 
• End of Operations Reports engineering review AAV 1101-02b1 Well Files 75 yrs NCl-57-84-7 
• All other well permit reviews 1101-02bl 
• Office issued (non-field inspection) incident AAV 1301-19 Shut-In Well report When NC1-57-84-7 

of non-compliance processing relating to superseded 1301-19 
compliance with approved drilling permits. AAV 1402-03 Operator Submitted Plans When NC1-57-84-7 

• Well decommissioning (plugging and superseded 1402-03 
abandonment) 

• Sustained Casing Pressure Departure requests 
and 
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• No flow wells analysis ...·. 

• Casing stubs annual report 

• All program support activities related to well 
modifications, maintenance, waivers, and well 
decommissioning applications except for 
regulation development. 

• Alternate Compliance and Departure 
Requests 

• All other program support activities related to 
drilling permits except for regulation and 
policy development and industry standard 
reviews(API, ASME, ISO and AWS) 

• Well Logs 

• Wire Line Surveys 

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

Note: Some ofthe Series No's listed 
above are scheduled as Permanent on 
former Records Schedule. 
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BOEM Bucket 5 Cros 
New Schedule 

Bucket 5 Work 
Element 

SA( 4) Development and Production Plans and 
Related Permits (AAW) AAW 
All records related to the processing, review, 
evaluation, analysis, coordination, and approval of 
development plans and permits; Development 
Production Plans (DPP), Development Operations AAW 
Coordination Documents (DOCD), Conservation 
Information Document (CID), and development right 
of use and easement, and other non-well permits, as 
described in the regulation 30 CFR 250 Subpart B, C, 
I, Q and related requirements. 

Series 
No. 

1101
02a(2) 

1703
02(a)1 

Title 

Lease Plan ofExploration and Plan of 
Development and Production 

Unit or Communitization Agreement 
Document Files 

Retention 

1-Qyfs 

25yrs 

NARA 

NC1-57-84-7 
11 0 1-02a2 

NC1-57-84-7 
1703-02a1 

Includes: 

• 

• 

• 

• 

• 

• 

DPP and DOCD, and related reports, 
processing, non-environmental review, 
coordination, and approval 
All other non-environmental reviews of DPP 
andDOCD 
Review new technology pertaining to deep . 
water development 
Review of a Proposal that has modifications 
(e.g., revisions) to an approved development 
plan or permit 
Review of Rights of Use and Easement 
Applications related to development and 
production 
Conservation Information Document 
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(plan review and assessment) 
• Hydrogen Sulfide Contingency Plans and 

related reports for production facilities 
• Support activities for Alaska and Pacific 

regions (specific to platforms) 
• All other program support activities related to 

development and production plans and 
permits except for regulation development.. 

• Mitigation development, coordination, and 
review related to development and production 
plans and permits 

TEMPORARY. 
Cut off at close of FY or when activity is completed. 
Retain on-site or at the FRC. Delete/Destroy 75 years 
after cutoff. 
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BOEM Bucket 5 
New Schedule 

Bucket 5 Work 
Element 

Series 
No. 

and Stewa 
Former Schedule 

Title Retention NARA 
Autho 

SA(S) Deep Water Operations Plans (DWOP) and 
Related Permits (ABS) 
All records related to the processing, review, 
evaluation, analysis, coordination, and approval of 
Deep Water Operations Plans (DWOP) and related 
permits, as described in the regulation 30 CFR 250 
Subpart B, C, H, I, J, Q and related requirements. 
Includes: 

ABS 1706-01a Application for Deep Water Royalty 
Relief Files 

25 yrs N1-473-98-2
1706-01a 

• 

• 

• 

• 

• 

• 

• 

DWOP and related reports, processing, non
environmental review, coordination, and 
approval 
Pipeline and Platform Section Deep Water 
Operations Plans Review 
All other non-environmental reviews of 
DWOPs 
Review new technology pertaining to deep 
water development 
Review of a Proposal that has modifications 
(e.g., revisions) to an approved DWOP 
Review ofRights of Use and Easement 
Applications related to deep water 
development and production 
Deep water structure permits processing, 
review, and coordination. Such as requests to 
install new structures, requests to modifY old 

to decommission and 
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structures. 
• Mitigation development, coordination, and 

review related to development and production 
plans and permits .... 

TEMPORARY. 
Cut off at close of FY or when activity is completed. 
Retain on-site or at the FRC. Delete/Destroy 75 years 
after cutoff. 
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BOEM Bucket 5 Cros 

Former ScheduleNew Schedule 

5B NEPA Compliance for Categorically

Excluded Activities (AAN) 

All records related to NEPA reviews such as 

Categorical Exclusion Review (CER) of OCS oil and 

gas plans (BPs, DOCDs, DPPs,), applications (facility 

applications, pipeline applications, G&G applications, 

APMs and APDs), suspensions and flaring requests. 

Ensure NEPA procedural compliance, perform the 

NEPA analyses and prepare the NEPA document. 


TEMPORARY 

Cut off at close ofFY or when activity completed. 

Retain on-site or at the FRC. Delete/Destroy 25 years 

after cutoff 


5B(l) NEPA Compliance -Environmental 
Assessments (EA) and Environmental Impact 
Statements (EIS) for Oil Gas Plans (AAO) and Gas 
Permits 

Note: The Statement above is different they what 
the Bucket 5 Schedule has. 

5B(l) NEPA Compliance -Environmental 

Assessments and Environmental Impact 

Statements - For Oil Gas Plans & 


SeriesWork Title RetentionBucket 5 NARA 
Element No. 

1301-02a Semi-Annual Gas Well Test Report AAN 4 yrs 

AAO/A 100 1-03a Sale Environmental Impact Statement 20yrs NCl-57-84-7 
CD Files 1001-03a 
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For Oil and Gas Permits (ACD) 
AU work and records related to NEPA reviews such as 
EA or EIS of OCS oil aQd gas plans (EPs, DOCDs, 
and DPPs), applications (facility permit applications, 
Right of Use and Easement (RUEs), pipeline 
applications, G&G applications, structure removal 
applications, and APMs ), and Suspensions of-
Operations (SOOs) and Suspensions of Production 
(SOPs). Ensure NEPA procedural compliance by 
performing NEPA analyses, and preparing the NEPA 
document. 
Includes: 

• Management oversight of the NEPA process 

• Conduct scoping or public hearings 

• Conduct supportive environmental and socio
economic analyses 

• Development of environmental mitigation 
measures 

TEMPORARY 
Cut off at close of FY or when activity completed. 
Retrun on-site or at the FRC. Delete/Destroy 25 years 
after cutoff 

-
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11!1. 

BOEM Bucket 5 
New Schedule. 

Bucket 5 

5B(2) Oil Spill Risk Analyses for Plans and 

Permit Application Reviews (AAQ)-for Oil and 

Gas Plans (AAQ), FOR Oil and Gas Permits 


Note: The Statement above is different they what 
the Bucket 5 Schedule has. 

5B(2) Oil Spill Risk Analyses for Plans and Permit 
Application Reviews For Oil and Gas Plans (AAQ) 
For Oil and Gas Permits (ACE) 
All records related to work done to prepare an oil spill 
risk analysis to support the review ofpost-lease 
activities such as Application for Permit to Drill 
(APD), Development Plans, and Production Plans. 

Includes: 
• 	 Identification ofpotential spill areas (launch 

areas and points) 
• 	 Identification ofpotentially affected resource 

areas (targets) 
• 	 Acquisition of datasets for model seeding or 

validation 
• 	 Data preparation 
• 	 Model development 
• 	 Modeling efforts . 
• Preparation of model results for dissemination 

TEMPORARY. 
Cut off at close of FY or when 

Work 
Element 
AAQ/A 

CE 

Series 
No. 

1001-03a 

Former Schedule 
Title 

Sale Environmental Impact Statement 
Files 

Retention 

20yrs 

NARA 

NC1-57-84-7 
1001-03a 

1001-05 Environmental Studies Case Files 25yrs N1-473-88-1 
1001-05 
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Retain on-site or at the FRC. Delete/Destroy 25 years 
after cutoff 

5B(3) NEP A Compliance for Programmatic 
Issues (AAX) 

All records related to National Environmental Policy 
Act (NEPA) review as Environmental Assessment 
(EA) or Environmental Impact Statement (EIS) of 
OCS oil and gas programmatic issues. Ensure NEPA 
procedural compliance, perform the NEPA analyses 
and prepare the NEPA document. 
Includes: 

• Management oversight ofthe NEPA process 
& preparation ofNEPA (PEA) document 

• Conduct scoping or public hearings 

• Conduct supportive environmental and socio
economic analyses 

• Development of environmental mitigation 

• Consultation and coordination supporting 
programmatic NEPA documents, excluding 
the 5-year EIS, lease sale NEPA documents 
and "Grid EAs" 

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

AAX 1001-03a 

-

Sale Environmental Impact Statement 
Files 

-

/ 

20yrs 

-

NCl-57-84-7 
1001-03a 
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New Schedule Former Schedule 
Bucket 5 TitleWork Series NARA 

Element No. 

1001-03a Sale Environmental Impact Statement 20yrs NC1-57-84-7AAY5B(4) Environmental Coordination for Site
sp~cific Applications (AA Y) Files 1001-03a 

All records related to the coordination and 
consultation with States and other Federal agencies in 
support of industry submittals [such as Development 
and Production Plans (DPPs), Development 
Operations Coordination Documents (DOCDs ), 
Exploration Plans (EPs), pipeline applications, 
Application for Permit to Modify (APMs), structure 
removal applications, and G&G applications, and 
rights-of-use and easements]. Prepare environmental 
analysis to support the consultations. 
Includes: 

• 	 Coordination and consultations with other 

agencies/governments concerning issues 

related to: CZMA, ESA, MMPA, CAA, NHPA 


• 	 Air quality consultations 
• 	 Coastal Zone Management Act (CZMA) 


consistency determinations and certifications 

• 	 Endangered Species Act Section 7 biological 


assessments and consultations (FWS & 

NOAA) 


• 	 Essential Fish Habitat consultations (with 
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Perform reviews of industry submittals (as described 
above) to determine compliance of industry proposals 
with certain environmental laws or regulations, such 
as: 

• 

• 

Clean Air Act and Outer Continental Shelf 
Lands Act (OCSLA) air emission 
requirements 
Clean Water Act and National Pollutant 
Discharge Elimination System Permits · 

• CZMA consistency certification .. 
Endangered Species Act Sect 7, Marine Mammal 
Protection Act, National Historic Preservation Act 
(Section 1 06), OCSLA (compliance with Minerals 
Management Service regulations; especially 
archaeology and air quality regulations) 

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

FOIA BOEM-2015-00161 Final Response 
Released in Full on 08/11/2015



17 


Former Schedule 
BucketS 

New Schedule 
Work Series Title Retention NARA 

Element No. 
5B(5) Analysis and Evaluation of OCS DAR NEW 
Environmental Compliance (DAR) 
All records comprising activities employed to analyze, 
assess, and evaluate OCS energy producing activities 
in accordance with established environmental legal 
mandates, regulations, lease stipulations, approved 
plans and permits, and conditions of approval. 

Includes: 

• 	 Conduct evaluations related to various 

environmental laws, regulations, executive 

orders, etc., to include but not limited to OCS 

Lands Act, Code of Federal Regulations 

(specific citations, e.g., 30 CFR 250, 30 CFR 

251) BUREAU issued lease stipulations, 

BUREAU issued Notice to Lessees, National 

Environmental Policy Act, Endangered 

Species Act, Marine Mammal Protection Act, 

Coastal Zone Management Act, Clean Air 

Act, Clean Water Act, and the National 

Historic Preservation Act. 


• 	 Conduct oversight reviews to ensure 

appropriate and consistent applications on 

OCS environmental requirements. 


• 	 Perform the Environmental Performance 

Index to document and track industries 

environmental 
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• Perform accountability assessments for OCS 
environmental issues, both initiated by 
BUREAU and those referred to BUREAU by 
other agencies and the general public. 

• Analyze Regions Environmental Monitoring 
Compliance Report and make 
recommendations for environmental 
accountability improvements. 

• Coordinate, at a national level, with task 
forces, workgroups, other agencies, states, 
lessees, and other int~rested parties on 
BUREAU environmental issues. 

• Collaborate with safety personnel, legal 
advisors, resource managers, and others 
involved with environmental 
implementations. 

• Collaborate with offices and groups 
performing a variety of functions to gather 
data for environmental performance 
accountability measures. 

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

-
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BOEM Bucket 5 Crossw and Stew 
New Schedule 

Bucket 5 
Technical Assistance to Inform Decisions on 

Resources 
SC(l) Technical Assistance for Managing or 
Influencing Use of Energy Resources (LAA) 

Note: The Statement above is different they what 
the Bucket 5 Schedule has. 

r:i------------0------~--------------·~

1Provision of Technical and Programmatic l 
iConsultation- International (LAA) 

0 1 

!All records related to providing technical expertise for j 
!governmental groups, and a wide variety of I 
icoordination and consultation with other state, federal, I 
lintern~tio~al agencies and non-governmental .° 
1orgamzatwns.· 1 

t~~cl~_l1_~§J.. _______:_________· -------- ____j 
• International activities 
• International regulatory interface 
• International standards 
• International treaties and conventions 

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

Former Schedule 

Work 
 Series Title Retention NARA 

Element No. Authority 

1004-01LAA International Training File~ 5 yrs. -473-97-1 
1004-01 

LAA 1004-03 ° N1-473-97-1 
Assistance Files 
Department of State Technical 10 yrs. 

1004-03 
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5C(2) Liquefied Natural Gas (LNG) Projects 
(LAB) 
All records related to the processing, review, 
evaluation, analysis and coordination of LNG project 
applications. These records include memoranda of 
understanding and/or cooperative agreements with the 
U.S. Coast Guard specific to LNG activity, such as 
engineering review and recommenda~ion regarding 
LNG pipelines. 

Includes: 

LAB 1200-07 Natural Gas Policy Act When no 
longer 
needed 

NC1-57-84-7 
1200-07 

• NEPA document development (environmental 
assessments and environmental impact 
statements) 

• Application completeness review for NEPA 
compliance 

• Participation in pre-application, public and 
NEPA scoping meetings .. Identification of recommended mitigations 
and conditions of approval 

• Individual reviews (e.g., archaeological, 
biological, hazards and etc.) 

• Fair Market Value determinations of LNG 
ports 

TEMPORARY 
Cut off at close ofFY or when activity is completed. 
Retain on-site or at the FRC. Delete/Destroy 25 years 
after cutoff. 
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BOEM Bucket 5 Crossw 

New Schedule 
 Former Schedule 

BucketS Work Series Title Retention NARA 
Element No. Au tho 

5D California Inter-:-tidal Monitoring NEW 
Program (DAM) 
All records related to all funds used to conduct 
the in-house California Inter-tidal Program 
Monitoring effort. Activities include: 

• 	 Coordination and consultancy with DOl, 
-other Federal agencies, State agencies and 

non-governmental organizations on 

offshore infrastructure protection issues( 

memoranda of understanding, National 

Energy Security Policy and the Gulf 

Safety Committee) 

• 	 Provision of oversight guidance, review 

and coordination of Offshore Energy and 

BOEM protection procedures for offshore 

platforms and pipelines 


• 	 Development of program-specific 

protection measures, policies and 

procedures for BOEM 


• 	 Analysis of offshore critical infrastructure 

and assets 


TEMPORARY 
Cut off at close of FY or when activity is completed. 
Retain on-site or at the FRC. Delete/ Destroy 25 years 
after cutoff. 
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BOEM Bucket 5 t and Stewards 
New Schedule Former Schedule 

Bucket 5 Series Title RetentionWork NARA 
Technical Assistance to Inform Decisions on No.Element Authority 

._.. ~.~~~.. Resources 

25 yrs. 1001-05 Environmental Studies Case Files N1-473-88-1DAB5D(l) Environmental Studies in Support of 
Environmental Compliance Monitoring (DAB) 1001-05 
All records related to oil and gas environmental Nl-473-97-1DAB 1004-0~a International Cooperative Agreements. ~-
compliance monitoring. This does not include all When 1004-02a 
monitoring projects but only those projects that Superseded 
specifically monitor whether a company is in 
compliance with environmental stipulations. 

When no NC1-57-84-7DAB 1105-01 Coastal Zone ManagementIncludes: longer 1105-01• 	 Development of 
needed o - Annual Environmental Studies Plans 


o - Annual Regional Studies Priority 

Lists 


o - National Studies Priority Lists 

• 	 Consultation with the Outer Continental Shelf 


Scientific Committee 

• 	 Maintenance of the Environmental Study Plan 


Financial Project Management System 

• 	 Provision of environmental studies oversight 

TEMPORARY 
Cut off at close of FY or when activity is completed. 
Retain on-site or at the FRC. Delete/ Destroy 25 years 
after cutoff. 
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9,2014 

· BOEM Bucket 5 Cro 
Schedule Former Schedule 

Bucket 5 Work Series Title Retention NARA 
Oil and Gas User Plans & Permits- Element No. 

NC1-57-84-5A(l) Enyironmental Study Plans &Permit 
Application Review (AAP) 
All records that support the processing of oil and gas 
user plans or permits (including exploration plans and 
DPP and all permits). Includes management oversight 
to plan environmental studies under the 
Environmental Studies Program and work on 
individual projects. These projects support the 
environmental review of Applications for Permit to 
Drill, exploration plans, development plans, 
production plans, and decommissioning. 

Includes:· 
• 	 Development of Annual Study Plans 
• 	 Development of Annual Regional 

Studies 
• 	 Development ofNational Studies 

Priority Lists 
• 	 Consultation with other OCS · · 

Scientific Committee 
• 	 Provision of Environmental Oversight 

BUREAU outputs are: Well Files; Exploration Plans, 
Development Plans, Deep Water Operations Plans, 
Conservation Information 

1101AAP Lease Plan of Exploration and Plan of 

02a(2) 
 Development and Production 1~ 1101-02a2 

1101~02b1 Well Files AAP 75 yrs NC1-57-84-7 
1101-02b1 

1402-03 Operator SuJ:>mitted Plans When NC1-57-84-7 
Superseded 1402-03 
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applications (APDs and RPDs}, facility permit 
applications, structure permit applications, pipeline 
and right of way permit applications, Applications for 
Permit to Modify (APMs) and oil spill response plans. 

TEMPORARY. Cut off at close ofFY or when 
activity is completed. Retain on-site or at the FRC. 
Delete/Destroy 75 years after cutoff. 
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